CHAPTER 1 

OVERVIEW 

“If you have the courage to begin,

 you have the courage to succeed.









David Viscott
The purpose of this Handbook is to implement policies, procedures and responsibilities for the conduct of the Family Readiness Program in the United States Army Reserve (USAR).  This Handbook is to assist in organizing unit-level Family Support Groups (FSGs).  The Army Reserve Family includes all soldiers [Active Duty (AD), Active Guard Reserve (AGR), Troop Program Unit (TPU), Individual Ready Reserve (IRR), and Individual Mobilization Augmentee (IMA)]; civilian employees; retirees; and their family members.  Assistance may also be provided to members of other services and components in the unit’s area.  

REFERENCES: 

· DODI 1342.23, Family Readiness in the Guard and Reserve Components

· AR1-100, Gifts and Donations

· AR 140-1, Army Reserve Mission, Organization and Training

· AR 215 Series, Morale, Welfare and Recreation, Update 16

· AR 600-20, Army Command Policy

· AR 600-29, Fund Raising within the Department of the Army

· AR 608-1, Army Community Service Program

· AR 672-20, Incentive Awards

· DA Pam 608-47, A Guide to Establishing Family Support Groups

· DA Circular 608-FY-1, The Army Family Action Plan

· FORSCOM Reg 500-3-3, FORSCOM Mobilization and Deployment Planning System (FORMDEPS) Volume III - Reserve Component Unit Commander’s Handbook (RCUCH)

STRUCTURE OF THE USAR FAMILY READINESS PROGRAM: 

The USAR Family Readiness Program has two components:  Family Assistance and Family Support. 

Family Assistance is the contractual obligation the Army has to provide assistance for its soldiers and their eligible family members, civilian employees and retirees, regardless of marital status, with or without legal dependent family members.  Family Assistance is the Chain of Command responsibility.  Examples include DEERS, ID Cards, informational briefings, and referrals to agencies that provide information on health benefits and financial assistance.

Family Support teaches self-reliance through networking and referral of soldiers, family members (both immediate and extended), civilian employees and retirees, regardless of marital status.  Family Support is accomplished through the mutual cooperation of soldiers, their families and the chain of command.  Family Support encompasses the Army Family Action Plan (AFAP), FSG newsletters, telephone trees, Army Family Team Building, and so forth.

OBJECTIVES:

The objectives of the USAR Family Readiness Program are to:

· Increase families’ knowledge of the unit’s mission and the organization of the USAR.

· Promote families’ awareness of benefits and entitlements.

· Assist in the development of unit Family Support Plans.

· Enhance outreach programs by offering information and referral to military and community resources.

· Encourage participation by soldiers, civilian employees, retirees, and family members in unit activities to establish a bonding relationship that aids in readiness and retention.

· Develop soldiers’ and families’ self-reliance necessary to resolve problems, especially during periods of military separation.

CHAPTER 2
COMMAND RESPONSIBILITIES FOR FAMILY READINESS

 “You cannot help men permanently by doing for them

what they could and should do for themselves.”
Abraham Lincoln
Command emphasis directly impacts the USAR Family Readiness Program.  Commanders at all levels are responsible for creating a climate of caring and concern for the Army Reserve Family.  Commanders must understand the importance of self-reliant family members as they impact on morale, readiness, recruiting and retention.  Therefore, commanders must encourage and support programs that educate soldiers and their families on benefits and entitlements available based on their affiliation with the U.S. Army Reserve.

RESPONSIBILITIES:

Regional Support Command (RSC), Army Reserve Command (ARCOM), and U.S. Army Special Operations Command (USASOC) Commanders will:                       

· Implement Family Readiness programs throughout their commands as prescribed by USAR policy.

· Create a climate of caring and concern for soldiers and their family members.

· Support policies and programs that educate soldiers and their families on benefits and entitlements of Reserve affiliation to ensure well-being.

USAR Family Readiness Directors (FRDs) will:
· Develop policy and establish guidelines for family assistance and family support programs.

· Manage the volunteer program to include volunteer recruitment, training, recognition and reimbursement for authorized expenses. 

· Address soldier and family member issues and concerns and direct recommendations to improve their quality of life through the Army Family Action Plan process.   

· Manage and execute RSC/ARCOM appropriated and non-appropriated fund accounts and establish guidelines for FSG informal funds. 

· Provide information to soldiers and families and make referrals to military and community resources.  

· Conduct and coordinate, as needed, deployment briefings for soldiers and their families including benefits and entitlements in relation to active duty status.  Provide assistance and materials on mobilization issues.  Coordinate reunion briefings.  

· Publish a command family readiness newsletter at least quarterly to keep personnel informed and aware of issues and programs affecting the well-being of our soldiers and their families.

· Provide the opportunity for training of staff, volunteers and military personnel.

Direct Reporting Command (DRC), Major Subordinate Command (MSC) AND Direct Reporting Unit (DRU) Commanders will:
· Ensure that all units have the information, opportunity and materials to establish a viable Family Support Plan as outlined later in this chapter.

· Provide guidance to supported units on the USAR Family Readiness Program to ensure compliance with existing regulations and policy.

· Recognize significant contributions made by volunteers and family members.

· Appoint a command Family Readiness Liaison (FRL).

· Ensure all subordinate units have a Family Support Plan and appointed FRL.

· Ensure deploying units/soldiers receive mobilization briefings.

· Ensure the RSC Family Readiness Office is contacted within 24 hours of unit/soldier alert for mobilization and date of activation.

The Unit Commander will:

· Develop a Family Support Plan to ensure soldier preparedness and family self-reliance.

· Provide opportunities for families to gain the knowledge and skills necessary to become self-sufficient and able to cope during military separations.

· Offer family-oriented training.  Commanders are authorized to schedule up to eight hours during unit drill to conduct family-oriented training activities each year.  Social activities will not be substituted for family-oriented training.  Some topics to be considered are:

· Family member orientation (benefits and entitlements)

· Soldier and family preparations for mobilization

· Legal and financial briefings

· Prevention of family violence

· Army Community Service (ACS) outreach services

· Drug and alcohol information

· Family Support Group information

· Visibly support the USAR Family Readiness Program.  Encourage soldiers and their families to participate in activities that enhance their well-being.

· Address soldier and family member issues and concerns and direct recommendations to improve their quality of life through the Army Family Action Plan process.   

· Approve Family Care Plans.  Family Care Plans are required by reserve component single parents and dual military couples to ensure that dependent family members are cared for during periods of absence for military duty.   Unit commanders are the ONLY approving authority for Family Care Plans.  Family Care Plans must be re-certified annually.  Family Care Plans may be tested during mobilization exercises and annual training.

· Sanction unit FSG.  The commander initiates the memorandum sanctioning the FSG.  This memorandum also appoints the Family Readiness Liaison (FRL) and identifies the FSG Leader.  A sample sanction memorandum is at end of this chapter.

· Ensure all key volunteers are provided with a position description and sign a Volunteer Agreement (DA Form 4712-R).  The position description and Volunteer Agreement clarify the roles and responsibilities of FSG volunteers.  Further guidance is available in Chapter 3.


· Conduct annual mobilization briefings for soldiers and their families as annotated on the unit training schedule.  Each soldier assigned to the unit should be provided with a completed copy of Annex C, FORSCOM Regulation 500-3-3, dated 31 March 1998.

· Ensure that the unit FRL assists the FSG in establishing a functional Telephone Tree by providing access to appropriate rosters of unit personnel.

· Emphasize the need for an FSG that is active during peacetime as well as mobilization to create an atmosphere of mutual caring and concern among soldiers and their families.  

· Recognize the FSG Leader and key volunteers for their contributions to the success of the unit mission.

· Provide administrative and logistical support to the FSG, access to unit resources and facilities (e.g., access to telephones, reproduction and mailing equipment, meeting and office space, etc.), and furnish unit rosters in accordance with Privacy Act provisions to the key FSG volunteer(s).  Ensure that the costs of the FSG newsletter are included in the annual unit commander’s appropriated fund budget submission. 

·  Review the status of the FSG informal fund annually.

· Include families in unit member newcomer orientations.

· Encourage integration of family sponsorship with the unit’s military sponsorship program.

· Ensure that all eligible family members are enrolled in the Defense Enrollment Eligibility Reporting System (DEERS) and have current military ID cards as appropriate.

Note:  Families who are comfortable in coming to the unit and interacting with other soldiers and family members are more likely to ask for or give help when needed.

The Family Readiness Liaison (FRL) will:

· Be an officer or NCO who demonstrates effective communication, interpersonal and leadership skills.
· Serve as the commander’s designated representative for the USAR Family Readiness Program.  Provide information on activities, programs and training opportunities related to soldier preparedness and family self-reliance. 

· Understand the unit mission.  Ensure that the unit Family Support Plan addresses the needs of the soldiers and their families.

· Assist the commander in establishing and maintaining a unit Family Support  Group.  Attend Family Support Group meetings, provide guidance and assistance, gather feedback and present to the commander.  Act as the communication link between the commander and the Family Support Group by coordinating all actions of the FSG and required support from the unit.     

· Update the unit roster including new unit members and provide changes to the FSG at least quarterly.  

· Review and obtain approval from the commander to publish the FSG newsletter prior to printing.

· Initiate recognition for volunteers as appropriate.  Rolling up volunteer hours yearly to the appropriate Family Readiness Office [RSC, ARCOM, or U.S. Army Special Operations Command (USASOC)].

· Attend Family Readiness Program training.  A minimum of 12 hours of Family Program Academy instruction is recommended within 12 months of appointment.  Local Army Family Team Building courses provide added learning opportunity.  Operation READY is a resource for understanding deployment related issues.  See Chapter 7 for a complete listing of training opportunities.

· Ensure that government equipment, facilities and property are used for official FSG business only.

· Assist in presenting the Family Readiness Program at soldier and family newcomer orientations.

Soldiers will:

· Prepare for mobilization.  Ensure that their family members have adequate information to be self-reliant during military separations. 

· Inform the command of any change in:   family status (e.g., marriage, birth, death, divorce, etc.); residential address and telephone numbers.

· Support and encourage family members’ participation in FSG activities and programs designed to enhance their quality of life and well-being.

· Prepare a Family Care Plan as required.

Key Regional Volunteers will:
· Possess experience with and a working knowledge of unit-level FSGs.

· Represent the RSC Family Readiness Office at unit Family Day activities, deployment and reunion briefings, etc.

· Act as a liaison between the unit leadership and the FSG leader in resolving issues.

· Maintain proficiency in the areas of benefits and entitlements; information and referral and volunteer reimbursements.

Family Support Group Leaders will:
· Obtain unit commander’s approval when planning functions of the FSG.

· Maintain oversight of the FSG operation, activities, finances and training.

· Delegate responsibilities and provide guidance to key volunteers. 

· Act as the spokesperson for the FSG. 

· Attend a minimum of 12 hours of family readiness training within 12 months of appointment, such as a Family Program Academy or local Army Family Team Building instruction.

· Advise the commander on matters dealing with the morale and well-being of soldiers and their families.

· Organize a unit family sponsorship program as outlined in Chapter 4.

· Brief the commander/FRL at least twice a year.

Families are encouraged to: 

· Support their military family member.

· Become self-reliant.

· Participate in the unit’s Family Support Group.

· Obtain necessary information on preparing for military separation and how to
      access benefits and entitlements. 

FAMILY READINESS PLAN (FRP)

The Family Readiness Plan outlines the unit commander’s goals and initiatives to establish a functional family support program within the unit.   Although this is the unit commander’s vision for the family program at the unit, it is recommended that key personnel, such as the Family Readiness Liaison and FSG volunteers agree with the content and understand their role in implementing this plan.

Regulatory requirements outlined in the USAR Family Readiness Program are described in Chapter 1.  Both family assistance and family support must be available and publicized frequently.  Policies, procedures and responsibilities must become common knowledge to ensure soldier preparedness and greater family knowledge and competency. 

The unit’s Family Readiness Plan must establish an atmosphere of caring and concern where soldiers and their families feel that their needs will be addressed and concerns acknowledged.  Participation in a unit-based Family Support Group (FSG) encourages soldier preparedness and family self-reliance, enhances unit cohesion and increases unit morale.  A sample Family Support Plan is at the end of this chapter.

HOW TO GET INFORMATION

There are two separate but related routes used to obtain information about the USAR Family Readiness Program.  Both are organized to ensure that questions and concerns are resolved at the lowest possible level.  The chain of command is the military structure commonly used by soldiers.  The chain of concern is the civilian equivalent.

There is an Information Flow Chart on the following page diagramming the process to resolve inquiries regarding the Family Readiness Program.  Please note that soldiers and their families are able to utilize both the chain of command and the chain of concern.  The difference lies with the subject or the issue.  Typically, those issues relating to family assistance are to be addressed through the chain of command, while concerns associated with family support areas are resolved through the chain of concern.

The RSC/ARCOM Family Readiness Office is available to unit personnel and/or key volunteers for consultation or to address any issues that can not be satisfactorily resolved at lower levels.  This process ensures a quick and timely response. 
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SAMPLE - FAMILY READINESS PLAN

[Unit letterhead]

Office Symbol (if applicable)







Date

MEMORANDUM FOR Unit Personnel

SUBJECT:  Unit Family Readiness Plan

1. PURPOSE.  To establish viable initiatives and timelines for accomplishments.

2. GOALS.


a.  To establish a Family Support Program in accordance with governing policies and regulations.


b.  To establish a volunteer recruitment, recognition and retention program.


c.  To educate families on benefits and entitlements of Reserve affiliation and awareness of the effects of military separation.

3.  INITIATIVES.


a.  Establish a functional Family Support Group during peacetime as well as during mobilization.


b.  Develop and implement a Family Sponsorship Program.

4.  TIMELINES.


a.  Annual review and update of personnel and family records.  Family Care Plan counseling and records completed by the commander or their designated representative.

b.  Outreach to family members through a telephone tree and newsletter. 


c.  DEERS enrollment/ID cards;  Annual mobilization briefing.









XXXXXXXXXXXXXXXXXXXX









Rank, Branch, USAR









Commanding

SAMPLE - FSG SANCTION MEMORANDUM

[Unit letterhead]

AFRC-











Date

MEMORANDUM FOR RECORD

SUBJECT:  Organization of the Unit Family Support Group

1. I sanction the (unit)_______________ Family Support Group to operate and function

 as part of my staff providing support to our soldiers and their families.

2. I appoint (Rank, Name)_________________________________________________ 

(address)___________ (city)_________ (state)_______ (zip)____ (telephone number) ____________

as the Family Readiness Liaison (FRL) for a period of two years unless sooner revoked or suspended IAW AR 600-20, para. 5-10b (7).  The FRL acts as my representative to coordinate between the unit and the FSG.

3. I acknowledge that (Name)________________________________________

(address)___________ (city)_________ (state)_______ (zip)____ (telephone number) ____________

has agreed to serve as the FSG Leader for a period of two years unless sooner revoked and suspended.  This individual has received a position description and has a signed a Volunteer Agreement (DA Form 4712-R) that is on file at this unit with a copy forwarded to our higher headquarters and the RSC/ARCOM headquarters.  Activities will be conducted IAW DA Pam 608-47 and must receive prior approval from my designated representative or myself.

4. I appreciate your willingness to improve the morale and enhance the readiness and well-being of our soldiers and their families.









XXXXXXXXXXXXXXXXXXXX









Rank, Branch, USAR









Commanding

CF:

RSC Family Readiness Director

Unit Administrator

Family Readiness Liaison

Family Support Group Leader

Unit Mobilization File

FAMILY READINESS LIAISON (FRL)
Position Objectives:  Serves as the commander’s designated representative to the FSG.  The FRL serves as the communications link between the FSG and the commander by coordinating all actions of the FSG and required support from the unit.

Major Responsibilities/Description of Duties: 

· Assists the commander in maintaining an active FSG. 

· Provides support that communicates command caring and concern for the well-being of unit members and their families.

· Assists the FSG in establishing a functional Telephone Tree by providing access to appropriate rosters of unit personnel (updated quarterly).

· Coordinates with the FSG Leader regarding proposed activities and review the results of previous activities.

· Attends FSG meetings.

· Gathers feedback and information from the FSG and provides an opportunity for ongoing open communication between the FSG and the commander.

· Serves as the primary advisor to the FSG on all military matters.

· Coordinates required support from the unit.

· Provides information on soldiers who are on extended tours of duty to the FSG.  

· Furnishes information from the commander for the FSG newsletter and reviews the FSG newsletter prior to publishing for proper content.

· Rolling up volunteer hours yearly to the appropriate Family Readiness Office [RSC, ARCOM, or U.S. Army Special Operations Command (USASOC)].

· Recommends awards for volunteers in support of the FSG.  

· Advises the FSG Leader of all scheduled family readiness training sessions; e.g., Family Program Academy, Army Family Team Building, Army Family Action Plan.

· Acquires and approves use of government property for official FSG use.

· Does not handle FSG generated funds.

· Assists the FSG in obtaining information on newly assigned soldiers to be included in the Family Sponsorship Program.

Time Required:  Approximately two to four hours per month depending upon how active the FSG is and the size of the unit.

Qualifications:  Be an officer or NCO.  Understands the unit mission.  Knowledgeable on the unit Family Support Plan.  Possesses effective communication, interpersonal and leadership skills.

Training:  A minimum of 12 hours of USAR approved Family Program training.

CHAPTER 3

FAMILY SUPPORT GROUP ORGANIZATION

“Never doubt that a small group of thoughtful, committed people

can change the world.  Indeed, it is the only thing that has.”








Margaret Mead
A Family Support Group (FSG) is an organization of family members, soldiers, volunteers and other interested individuals associated with a unit. 

The goal of a FSG is to establish a network that enables family members to effectively gather information, resolve problems and maintain mutual support, thereby reducing stress associated with military separations.  The FSG is a resource that fosters self-reliance. 

The FSG’s objectives will be essentially the same during peacetime and mobilization, although the need for a FSG is greater during deployment.

The scope and type of activities that the FSG becomes involved with is outlined in the commander’s Family Support Plan.  An effective FSG recognizes the unit’s mission and supports the needs of the soldiers and their families.   The availability and creativity of volunteers will influence the timelines set to accomplish goals.

STRUCTURE OF A FAMILY SUPPORT GROUP:  

There is a distinct difference between FSG volunteers and family member participants.


Official FSG Volunteers are FSG members who donate their time and services to any of a variety of FSG projects and activities.  Volunteers may be family members, soldiers, retirees or Department of the Army Civilians (DACs).  Many volunteers are spouses of soldiers.  Under the provision 10 United States Code 1588, FSG volunteers are recognized as official in matters of tort claims and for purposes of reimbursement.  Volunteers must have a signed Volunteer Agreement (DA Form 4712-R) on file.


Family Member Participants are normally those who participate in FSG activities such as classes, seminars and social events, but are not actively involved in the planning, managing or delivery of the activity.  No documentation is necessary to participate in FSG-sponsored events.


NOTE:  The remainder of this handbook provides information and guidance necessary for the successful conduct of a unit-based Family Support Group.  Please refer to appropriate sections as necessary to execute your FSG program.

Family Support Groups will (minimum requirements to be considered functional):
· Develop a telephone tree from the unit roster.  Appoint a telephone tree chairperson to serve as the primary point of contact.  Recruit volunteers willing to make up to ten contacts when the telephone tree is activated. Telephone contact promotes social support and prevents isolation.  Additional guidance on the unit telephone tree is provided in Chapter 4. 

· Provide outreach to family members and sponsor new families.  The purpose of the contact is to address concerns, answer questions and ensure well-being of the family members.  Contact is encouraged at least twice per year during peacetime and twice per month during periods of military separation.

· Support the mission of the unit and enhance awareness of the U.S. Army Reserve.  Activities and programs sponsored by the FSG should be consistent with, and sensitive to the military mission.  Remember that the FSG’s primary focus is to prepare families to be self-reliant when separated from the soldier by military service.

· Provide information and referral to military organizations, veterans associations and social service agencies that provide services to military members and their families.  Maintain a local listing of contacts and update at least annually.  A sample Community Resource Directory is included at the end of this chapter.

· Recruit family member volunteers.  Unit personnel may participate but not hold positions as their role is to enhance the group during peacetime and ensure the structure exists to be active at mobilization.

· Attend training such as the Family Program Academy.  Army Family Team Building and Operation READY also provide valuable information.

· Ensure volunteers complete appropriate forms and request reimbursement of official expenses.

Family Support Groups may (enhancements to be considered once functional requirements are met):

· Assist with Family Day planning and execution.  Encourage family members to attend annual mobilization and legal briefings.   

· Develop a financial plan for the FSG.  Determine if funds are to be raised and how to deal with donations.  See Chapter 6 for further guidance.

· Publish a newsletter periodically mailed to “the family of the soldier’s name”.

Include the unit’s name, date of publication, a schedule of unit training assemblies and Family Day activities as well as other information pertinent to Army Reserve families.

· Offer personal development courses, such as first aid or self-defense.

· Assist with community projects like recycling.

· Participate in the Veterans Day parade.

· Promote drug awareness.

· Prevent child abuse and family violence through education.

· Teach a class on Benefits & Entitlements or How to Read a LES 

· Be creative and have fun -- the possibilities are limitless.

FSG OPERATING GUIDELINES

The FSG is encouraged to develop guidelines that complement the unit’s Family Support Plan.  Again, it is recommended that key personnel, such as the Unit Commander, Family Readiness Liaison and FSG volunteers agree with and understand their roles in executing these guidelines.

Operating guidelines outline the purpose, goals, responsibilities, and organizational structure of the unit’s FSG.  The format can be as formal or informal as necessary to meet the needs of all members of the FSG.  

Guidelines should be flexible and reviewed periodically to meet the changing needs of the unit and support of its mission.  At a minimum, the guidelines should address FSG leadership positions and a fiscal plan.  A sample FSG Operating Guideline follows.

Remember, FSG membership represents and provides services for families and loved ones of all members of the unit.  There may also be members of IRR, IMA, or another unit’s soldier who want to participate in the nearest FSG to their home.  Everyone needs to be welcomed.

SAMPLE - FSG OPERATING GUIDELINES
(Unit Designation)

FAMILY SUPPORT GROUP

OPERATING GUIDELINES

1.  PURPOSE:  The purpose of the Family Support Group (FSG) is to provide information and support  to unit members and their families as well as encourage self-reliance necessary during military separations.  Membership in the FSG is open to anyone concerned about the well-being of our Armed Forces service members and their loved ones.

2.  GOALS:  


Support the unit’s mission and each soldier with a positive attitude.


Educate family members on military benefits and entitlements.


Openly communicate with soldiers, their families and the command.


Develop knowledge and skills necessary during military separations.

3.  RESPONSIBILITIES:


Unit Commander and Family Readiness Liaison


Family Support Group Leader and other FSG volunteers

4.  ORGANIZATION AND STRUCTURE:


Diagram of positions and Chain of Concern


Volunteer Position Descriptions


Appointment or Election Procedures

5.  ACTIVITIES AND FUNCTIONS:


Telephone Tree


Newsletter


Family Day activities


Fund Raising


Family Sponsorship


Periodic training and meetings

SAMPLE - FSG OPERATING GUIDELINES

(continued)
6.  INFORMAL FUND  (Required when FSG decides to maintain funds.)

Any Informal Fund accounts will be opened in the name of the unit FSG with an Employer Identification Number (EIN) obtained from the Internal Revenue Service.  A financial report will be provided to the unit commander at least annually.

Fund Raising guidance:  

· All fundraising activities and timelines will receive prior approval of the unit commander or representative.

· Fund raising events will be held at the USAR Center and be available to unit members and their families.

· Any events open to the public can be held at the USAR Center or at community facilities with command approval.  City and/or county permits will be acquired by the FSG if necessary.  

Fund Expenditure guidance:

· Funds generated by the FSG will be utilized for the welfare of all unit members and their families.

· Expenditures will be used by majority vote of active FSG members.

________________________

_______________________

FSG Leader’s Signature


Unit Commander’s Signature

_____________




_____________

Date Signed





Date Approved

NOTE:  Guidelines should be reviewed and evaluated annually to ensure that they represent the needs and interests of the unit’s FSG.
IDENTIFICATION OF KEY VOLUNTEERS

Leadership provides cohesiveness, coordination and continuity.

· The FSG is comprised primarily of family members, former unit members, retirees and individuals interested in the well-being of unit members.  Soldiers may participate in the FSG, but will not hold key positions in order to ensure that the FSG is successful during periods of military separation.  The commander must sanction the FSG in a written memorandum.  A sample is included at the end of Chapter 2.   

· FSG key volunteers may be invited by the commander to serve if the individuals are interested, have time to participate and accept the positions; however, it is recommended that key volunteers be elected by the group.  There is no rank in an FSG as responsibilities are determined by position descriptions.  The commander documents the FSG Leader by written memorandum.  A sample is included at the end of Chapter 2.

· The election process should be determined by group consensus.  It is recommended that elections be held not more than once every two years.  Newly appointed key volunteers should assume full responsibility within two months after the election.

· The FSG supports all soldiers and families in the unit.  Many times, several duties described in the position descriptions that are located at the end of this chapter are accomplished by only a few individuals.  Experience has shown that a unit will have approximately five to ten percent of its strength actively participating in the FSG during peacetime.

· Position descriptions outline tasks that need to be performed.  Volunteer position descriptions can be modified as needed and should be reviewed by the unit commander/FRL and FSG Leader prior to implementation.  Position descriptions should be reviewed every two years or upon change of duty.

· Include short term/special project volunteers.  With today’s busy lifestyles and competition for volunteers and community agencies; some potential volunteers may want to help but can only realistically commit to work on a special project or for a limited period of time.  Remember to consider this type of volunteer.  

· Provide a unit orientation to new volunteers.  An official welcome, walk-through and introduction of key personnel will help new volunteers become comfortable in the unit environment.

 SAMPLE - FAMILY SUPPORT GROUP 

ORGANIZATIONAL STRUCTURE

Your unit FSG should be organized to support the needs of the soldiers and their families.  Realistically, your unit may not have volunteers to fill all of the positions listed below, but there should still be consideration of who will be responsible for executing the duties required of the position.
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VOLUNTEER POSITION DESCRIPTIONS

Accurate position descriptions protect both the volunteer and the organization they serve.  A well-trained volunteer corps is one of the goals in the USAR and essential to the success of the USAR Family Readiness Program.  Leadership places a high priority on the establishment of a healthy, command-supported programs where volunteers can excel in their volunteer endeavors.

All parties concerned should understand their purpose, each other’s roles, and what is expected of them.  Within these clearly defined expectations, the volunteer and other workers should be free to be creative and innovative.  They should also feel free to relate to one another openly and honestly.

NOTE:  Use the following examples of duties and responsibilities to write your own position description, if these positions are filled. The size and needs of your FSG will dictate the positions you choose to fill.

FAMILY SUPPORT GROUP LEADER
Position Objective:  To maintain the FSG and manage the FSG’s key volunteers in support of the unit’s Family Support Plan.

Major Responsibilities/Description of Duties:

1.  Oversee general operation of the FSG and its activities.  Although key volunteers are responsible for specific functions, you are responsible for overseeing the group.  Inquire about the progress being made with planning and executing the group’s goals. 

2.  Facilitate meetings.  Facilitate the meeting and ensure the discussion stays on track.  Try to get all the participants involved.  Do not dominate the meeting with your ideas and thoughts.  All members should be encouraged to express themselves.

3.  Act as spokesperson for the FSG.  You must be aware of how the group feels on a particular issue.  As problems and issues arise, make sure you inform the appropriate person.  Keep them informed of what your FSG is planning and the results of what you have done. 

Time Required:  Approximately two days per month and attendance at a Family Program Academy.

Qualifications:  Leadership skills and a working knowledge of USAR Family Readiness Program and unit’s Family Support Plan, and interest in the unit’s Family Support Group.  

Orientation and Training:  Attendance at a Family Program Academy or equivalent family readiness training in order to remain current on issues will be necessary.

Supervision and Evaluation:  

1.  The unit commander supervises the Family Support Group Leader.  The appointed FRL will normally act as the Commander’s representative for coordinating routine actions and unit support.

2.  The FSG Leader ensures recognition of and supervises the FSG key volunteers as depicted in the FSG Organizational Chart.  

SECRETARY
Position Objective:  To provide administrative support to the FSG and to maintain historical records of the FSG.

Major Responsibilities/Description of Duties:
1.  Record minutes of FSG meetings and FSG Steering Committee meetings.  Take notes of the activities at the meetings to include decisions or votes.  You can keep the minutes with the file discussed below.  Keep them simple if possible.  Publishing a summary of highlights or need to know information in the FSG newsletter is one way to remind the members of the FSG.  Placing this information on a unit bulletin board can help in publicizing FSG program and services.

2.  Maintain records of FSG activities.  Keep a simple notebook with short descriptions of what the FSG did, when it was done, how many attended, and any special information about the activity.  This could be a scrapbook with pictures, articles, etc., just as long as the important information is recorded.

3.  Publish agenda and activities for FSG meetings.
Time Required:  Approximately one day per month and consider attendance at a Family Program Academy.

Qualifications: 

1. Knowledge of, and interest/experience in, the unit’s Family Readiness Program.

2.  Ability to communicate both orally and in writing.

Orientation and Training:  Attendance at a Family Program Academy or equivalent Family Readiness training.

Supervision and Evaluation:
1.  The FSG Leader supervises the Secretary.  

2.  The Secretary has no supervisory responsibilities unless additional FSG members volunteer to assist.

TREASURER
Position Objective:  To act as the fiscal record keeper and financial advisor to the FSG.

Major Responsibilities/Description of Duties:
1.  Maintain budget, funds, and expenditure records.  Open a bank account in the name of the FSG with the unit’s mailing address using an Employer Identification Number (EIN) obtained by completing an SS-4 and mailing to the IRS.  You are responsible for all of the deposits and writing of checks.  A working budget should be prepared.  Assets will not exceed more than $1,000 of net worth.
2.  Maintain records of donated money/services.  Keep accurate records of donations of money, valued services or property donated to the FSG.  Records should be kept showing who gave it, what it was, its value, date it was donated and the donor’s address and phone number.  These records should be maintained for a three year period.

3.  Report on finances and give annual report to commander.  Be prepared to report to the FSG at each meeting on the current financial status of the group.  This should be a short financial statement reporting income, expenses and the financial balance.  The financial records will be made available at FSG meetings. 

Time Required:  Approximately one day per month and consider attendance at a Family Program Academy.

Qualifications:  


1.  Knowledge of, and interest in, the unit’s Family Readiness Program.


2.  Ability to manage funds.

Orientation and Training:  Attendance at a Family Program Academy or equivalent  Family Readiness training.

Supervision and Evaluation:

1.  The FSG Leader supervises the Treasurer.


2.  The Treasurer has no supervisory responsibilities unless additional FSG members volunteer to assist.

TELEPHONE TREE CHAIRPERSON

Position Objective:  To establish a network to telephonically convey information, interest and support to family members.

Major Responsibilities/Description of Duties:
1.  Organize the telephone tree.  Use the unit roster to develop your unit’s telephone tree.  Recruit telephone tree contacts and assign no more than 10 families to each contact.  Direct callers to write the message down to ensure accuracy of information being communicated. 

2.  Maintain contact with family members.  Ensure that each family is contacted at least twice a year.  Calls can be scheduled during annual training and drill weekends.  Remember that a call should not exceed 10 minutes. 

3.  Convey family member concerns.   Be sensitive to problems and concerns that arise and report them to the FSG Leader as quickly as possible.  Remember, mutual support, outreach and self-reliance are very important elements of the Family Support Group.  Confidentiality and discretion will be used in conveying information through the telephone tree.   

4. After contacting the last person, the volunteer calls the telephone tree chairperson to ensure the message was delivered and all contacts were made; and provides feedback on any issues discussed.

Time Required:  Approximately one day per month.

Qualifications:  Knowledge of, and interest/experience in, the unit’s Family Readiness Program.  Ability to communicate verbally.  Must possess effective listening skills.

Orientation and Training:  Attendance at a Family Program Academy or Family Readiness training.  

Supervision and Evaluation:

1.  The FSG Leader supervises the Telephone Tree Chairperson.  


2.  The Telephone Tree Chairperson supervises the telephone contacts.

NEWSLETTER CHAIRPERSON
Position Objective:  To provide the unit family members with written information on programs and services of interest to soldiers and their families.

Major Responsibilities/Description of Duties:
1.  Collect news for FSG newsletter.   Gather items of interest to use in the FSG newsletter.  Request input from the FSG volunteers and the unit leadership.  Request copies of newsletters from your higher headquarters.

2.  Create and publish the FSG newsletter on a regular schedule.  (Ideally, quarterly during peacetime and monthly during separations.)  You may print the newsletter using the unit copier or have them printed by commercial resources.  The unit may use metered postage to mail newsletters if the newsletter meets regulatory requirements containing only official information.  The Family Support-Nonappropriated Fund (FS-NAF) can be used to reimburse costs to print, publish and mail if the newsletter contains unofficial information upon approval from your RSC or ARCOM Family Readiness Office.  FSG-generated funds must be used for fliers on fundraising activities.

Time Required:  Approximately one to two days per month and attendance at a Family Program Academy or equivalent training.

Qualifications:  

1.  Knowledge of, and interest in, the unit’s Family Readiness Program.

2.  Ability to write, edit and publish information.  Typing, computer skills and knowledge of the use of duplicating equipment are essential.

Orientation and Training:  Attendance at a Family Program Academy or Family Readiness training.

Supervision and Evaluation:  The FSG Leader supervises the Newsletter Chairperson.  The unit commander or FRL must approve all newsletters prior to publishing.  

SPECIAL EVENTS COORDINATOR

1.  Solicits ideas for FSG-sponsored special events.  Surveys, person to person solicitation of FSG members, or any creative way to increase participation and interest can be used (e.g., a contest of event ideas in the newsletter).

2.  Plans FSG special events that both complement the unit’s mission and support the goals and objectives of the FSG.

3.  Coordinates and publicizes activities of the FSG with other FSG volunteers.

4.  As required, the special event coordinator organizes and coordinates additional committees (from other FSG members) for each special event.  For example, an event can be broken down into smaller segments as program, equipment, publicity, and clean-up.

5.  Ensures individuals and organizations contributing time, money or services receive acknowledgment, a letter of appreciation or other recognition as appropriate.

CHILD CARE COORDINATOR
1.  Responsible for providing acceptable childcare for FSG meetings and functions. 

2.  Selects on-site location for childcare while parents are attending meetings.

3.  Ensures activities such as VCR tapes, coloring books, etc. appropriate for the children are provided.

4.  Adult supervision is required during the parents’ absence.

FAMILY SPONSORSHIP COORDINATOR

1.  Coordinates contact with new families when notified that a new soldier is assigned to the unit.

2.  Makes sure incoming families are matched with an appropriate sponsoring family for mutual support and assistance. 

3.  Provides welcome, newcomer and FSG information packets on the unit and RSC Family Readiness Program to incoming families.

4.  Notifies FSG Leader of any particular areas of concern.

5.  Adds new soldiers and their family to telephone tree and newsletter mailing list when updates are provided by the Family Readiness Liaison (FRL) or appropriate unit personnel.

6.  Participates in the Newcomer Orientation as needed.

VOLUNTEER RECORDKEEPING

There are two forms that are essential in military volunteer management.  Recording hours worked is the responsibility of each volunteer.  It is important to maintain a record of volunteer performance and contributions.  This includes hours donated, duties performed, training received, and awards given.  It is important to maintain this information to assist in volunteer growth and documentation for use in obtaining future volunteer or paid positions.  The FRL is responsible for maintaining the volunteer permanent service records at the USAR Center as outlined in AR 608-1, Army Community Service Program.
VOLUNTEER AGREEMENT (DA Form 4712-R)

The Volunteer Agreement establishes a contract between the volunteer and the unit accepting volunteer services.  The Volunteer Agreement also establishes that the volunteer is not an employee of the government, nor will he or she provide services for which a Federal employee is receiving monetary compensation.  It is a statement of protection from tort claims when performing approved volunteer services.  It is an agreement on the part of the volunteer to attend whatever training is required to perform the work for which the person is volunteering.  

This Volunteer Agreement must be signed by the volunteer and the unit representative functioning as accepting official, usually the Commander or the Family Readiness Liaison.  A copy is given to the volunteer, a copy is placed in the unit files and one copy is forwarded to the Regional Support Command Family Readiness Director.  Invitational Travel Orders (ITOs) are published and reimbursements for official volunteer expenses are paid only after the Volunteer Agreement is received at the responsible headquarters.  A sample of DA Form 4712-R is at the end of this chapter.

ARMY COMMUNITY SERVICE PARENTAL PERMISSION 

(DA Form 5671-R)

The Army Community Service Parental Permission will be signed when accepting volunteer services from unmarried family members under age 18.  A sample of DA Form 5671-R is at the end of this chapter.

ARMY COMMUNITY SERVICE VOLUNTEER DAILY TIME RECORD 

(DA Form 4713-R)

The Army Community Service Volunteer Daily Time Record is used to document volunteer hours and can cover a two-year period of time.  Credit hours earned are to be entered on this form for the appropriate day and month the volunteer worked.  Credit is given for any service provided to military families regardless of branch (i.e., Air Force, Navy, Marines, and Coast Guard).

Credit for service performed is recorded as follows:  Record each hour of volunteer service performed, hours spent in orientation and hours spent at training.  (Training away from home station such as workshops and Family Program Academies on Invitational Travel Orders is credited at 24 hours per day.)  A sample of DA Form 4713-R is at the end of this chapter.

At the unit-level, there is a requirement to complete and maintain volunteer records.

VOLUNTEER SERVICE RECORD (DA Form 4162-R)

The Volunteer Service Record is used to enter information to assist the FSG Leader and the FRL in assigning individual volunteers.  It is also used to record individual volunteer service data to establish eligibility for ACS and other award programs.  The federal government and many businesses now consider volunteer experience of equal importance to employment experience on job applications and resumes.  A sample of DA Form 4162-R is at the end of this chapter.

RESOURCES FOR A FAMILY SUPPORT GROUP

USAR Family Program Advisory Council (FPAC)

All RSCs, 7th ARCOM, USASOC, and Army Reserve Personnel Command (AR-PERSCOM) have a representative serving on the FPAC.  The FPAC advises the Chief, Army Reserve on matters affecting the well being of USAR soldiers and their families.  The FPAC meets twice per year.  An appointment to the FPAC is for three years.  FPAC members represent their respective commands; and are knowledgeable and experienced Family Program volunteers.  Volunteers can contact their FPAC representative with issues and concerns requiring this level of visibility.

Key Regional Volunteers
Known by numerous titles, RSCs and 7th ARCOM have a network of geographically located key volunteers who can provide assistance to FSGs.  Key Regional Volunteers have experience with and a working knowledge of unit-level FSGs.  They can volunteer to help establish or enhance an FSG, present the family readiness deployment briefings, represent the Family Readiness Office at unit Family Day Activities and act as a liaison between the unit leadership and the FSG leader in resolving issues.  These volunteers are trained in areas such as benefits and entitlements, information and referral and volunteer reimbursements.  Their availability in your local area enhances the efficiency and effectiveness of the USAR Soldier and Family Readiness Program.  The USAR Family Readiness Directors supervises these volunteers.

Chaplain


Chaplains provide spiritual leadership and pastoral counseling to the USAR Soldier and Family Readiness Program.  The chaplain can be an advocate for soldier preparedness and family self-reliance, an ex-officio member of the Family Support Group and source of encouragement.  As a resource person, the chaplain can assess needs of the unit, soldiers and family members.  He/she may also provide training in stress management, communication skills, parenting, marriage enrichment, family suicide prevention, and grief counseling.  Chaplains may also be able to provide additional newsletter materials.

FAMILY SUPPORT GROUP MEETINGS

During peacetime, not every FSG will have frequent meetings.  Attendance is often a challenge causing leadership to rely more heavily on the FSG newsletter.  Family days offer an excellent time to have informational-type presentations.

If a unit is notified that it will be mobilized, FSGs should ensure that families have an opportunity to attend briefings and/or receive information designed to prepare them for the deployment.  The frequency of meetings during this time and the actual deployment will be determined by the distance families must travel.

The following information identifies the key elements to help ensure successful meetings.
PLANNING A MEETING 

The secret to planning and conducting a good, productive meeting is preparation.  Keep in mind that families with children need to have child care provided.

· Write down your plans and develop an agenda.

· As the FSG chairperson, make sure others know exactly what they are to do and remind them a few days before the event.

· Plan to start and stop sessions on time.

· Provide a quiet and confidential area to encourage sharing. 

· Make sure accommodations are adequate for the event, size and type of group. 

· On the day of the meeting, arrive at least 30 minutes prior to the meeting time.

SCHEDULING and PURPOSE OF THE MEETINGS

· Welcome new FSG members.

· Ideally, meetings are held at least once quarterly during peacetime and monthly during deployment. 

· Utilize the Family Information Data Worksheet (see Chapter 4) to see what programs and events interest the group.  Provide education about the unit mission and ensure understanding about mobilization.  If possible, ask the commander or knowledgeable unit member to conduct this briefing.  

· Identify quality of life issues to the command (e.g., families enrolled in DEERS; authorized support that is provided to family members).

· The initial meeting for a newly formed FSG should provide an opportunity to ask questions, make comments or suggestions and indicate an interest in FSG involvement.  It should also inform the attendees about the: 

· Mission of the unit. 

· Purpose and structure of the FSG.

· Value of belonging to an FSG.  (Personal or written testimonials about successful FSG initiatives are often helpful to convey the concept in concrete terms, especially if a large or mixed soldier and family member group is present.)

· For the initial FSG meeting only, reimbursement is authorized to cover a volunteer’s expenses incurred to provide refreshments.  (Please refer to Chapter 6 for additional guidance.)

FSG membership includes soldiers’ families (both immediate and extended such as parents, aunts and uncles, etc.) and soldiers as well as others interested in the well-being of the soldier (i.e., fiancés/fiancées, retirees, etc.)

If initial volunteer response is not overwhelming, do not become discouraged.  Remember that the most successful method of recruitment is personal contact (i.e., asking a person directly).

GUEST SPEAKERS

· Consider community and military sources.

· Once a speaker has committed, send a thank-you letter along with verification of information about:

· The audience, subject matter and time allotted. 

· Time, place (include a map if needed), and equipment availability.

· Funding to include travel, per diem, expenses, etc.

AGENDA and COMMUNICATION:  
· Prepare an agenda that gives people a good reason to attend. Vary the type of programs.  Arrange for motivational speakers, various slide programs, videos, tapes or Army Family Team Building classes.

· Ensure that notification of a meeting reaches the FSG members.  An announcement should be mailed directly to their homes. Give directions and telephone numbers of persons to contact for additional information.  The goal for meeting attendance is 25 to 35% of the families.

· For an occasional change of focus:  Use your imagination. Try to plan fun activities as well as information sessions.  Give door prizes.  See Chapter 4 for additional ideas.

RESPECT and ENCOURAGEMENT

· Respect the dignity and worth of everyone in the group.  Confidentiality is required when sensitive issues are discussed.

· Demonstrate enthusiasm, compassion and caring – they are contagious!  Non-verbal language is very important.

FOLLOW-UP

· Take action so that the group does not just “talk support.”

· Work as a team to identify families in need and direct them to the appropriate resources.

TOPICS FOR INFORMATION-TYPE PROGRAMS

There are many excellent topics for discussion.  These are some that pertain to the Army:

· Army Reserve Mission

· Unit Mission

· Benefits And Entitlements

· Morale, Welfare And Recreation Services Available On Military Installations

· Dealing With Separation

· Pay And Allowances

· Legal Affairs

· Mobilization And Family Readiness

· Community Resources

· Retirement System

· Promotions

· Survivor Benefit Plan

· Leadership Theory And Team Building

· Employer Support Of Guard And Reserve
· Commander’s Responsibilities To FSGs

· Types Of Training The Soldiers Perform And Displays Of Military Equipment

· Trip To The Field To See The Unit In A Field Environment

· Soldier’s Responsibilities To The Family And The Army

· Army Family Team Building Family Member Training

· Family Care Plans

· Defense Eligibility Enrollment Reporting System (DEERS)/

ID Cards

· Soldiers And Sailors Civil Relief Act

· Family Assistance Centers

· Army Community Service Centers

SOURCES FOR ADDITIONAL REFERENCE MATERIAL OR INFORMATION

· Family Readiness Liaison

· Army Community Service Center at the Nearest Installation

· Family Readiness Program Newsletter

· USAR Family Readiness Office

· What’s Next?  A Guide to Family Readiness for the Army Reserve

Meeting Preparation Checklist

Coordinate with FRL
· Meeting place and time 

· Agenda

· Arrangements for speakers

· Podium

· Arrangements for Very Important Person (VIPs)—check protocol

· Seating arrangements 

· Keys or access to the facility

Agenda/Meeting Needs

· Visual Aids

· Handouts

· Visual Aids Equipment, if needed

· Extension cords

· Arrange Child/Youth activities

· Easel and markers

Publicity

· Agenda

· Door prizes

· Strip Map/Parking instructions

· Refreshments

· Announce child care/youth activities

Room Set-up

· Tables, chairs

· Registration table

· Place tags/Name tags

· Rest rooms

· Pens or pencils

Clean-up

· Trash/recycle cans

· Clean-up team

COMMUNITY RESOURCE DIRECTORY

AGENCY






      PHONE NUMBER 
Alcohol and Drug Abuse/ Treatment ______________________
     ___________________

American Red Cross __________________________________
     ___________________

Better Business Bureau _______________________________
     ___________________

Big Brothers & Sisters _________________________________
     ___________________

Boy Scouts of America ________________________________
     ___________________

Chamber of Commerce ________________________________
     ___________________

Child/Day Care ______________________________________
     ___________________

Clergy/Churches _____________________________________
     ___________________

Compassionate Friends _______________________________
     ___________________

Consumer Credit Counseling Service _____________________
     ___________________

Consumer Protection Agency ___________________________
     ___________________

Drug and Alcohol Abuse Counseling _____________________
     ___________________

Elected Officials _____________________________________
     ___________________

Employer Security ____________________________________
     ___________________

Employer Support of the Guard and Reserve_______________
     1-800-336-4590_____

Energy Assistance____________________________________
     ___________________

Equal Employment Opportunity Commission_______________
     ___________________

Family Assistance Center  _____________________________
     ___________________

Federal Information Center _____________________________
     ___________________

Finance Office  ______________________________________
     ___________________

Gambling Abuse/Treatment ____________________________
     ___________________

Girl Scouts of America ________________________________
     ___________________

Health Benefits Advisor/CHAMPUS/TRICARE  _____________
     ___________________

Hospital ____________________________________________
     ___________________

Housing/HUD _______________________________________
     ___________________

Internal Revenue Service ______________________________
     1-800-829-1040_____

Legal Services - Military _______________________________
     ___________________

Legal Services - Civilian  _______________________________
     ___________________

Library _____________________________________________
     ___________________

Mental Health _______________________________________
     ___________________

Parks & Recreation ___________________________________
     ___________________

Public Affairs Office  __________________________________
     ___________________

Public Utility Commission ______________________________
     ___________________

Recycling ___________________________________________
     ___________________

Salvation Army ______________________________________
     ___________________

Social Security Administration ___________________________
     1-800-772-7213_____

Social Service Agency (State) ___________________________
     ___________________

Social Service Agency (County) _________________________
     ___________________

United Way _________________________________________
     ___________________

Veterans (Administration) Affairs ________________________
     1-800-827-1000_____

Veterans Service -County/Regional _______________________
     ___________________


American Legion ________________________________
     ___________________


Disabled American Veteran (DAV)___________________
     ___________________


Vet Center _____________________________________
     ___________________


Veterans of Foreign Wars (VFW) ___________________
     ___________________

Visitor’s Bureau ______________________________________
     ___________________

Voter Registration ____________________________________
     ___________________

Worker’s Compensation _______________________________
     ___________________

Youth Services  ______________________________________
     ___________________

Emergency Assistance
     ___________________


Police  _________________________________________
     ___________________


Fire  __________________________________________
     ___________________


Ambulance  ____________________________________
     ___________________
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CHAPTER 4

FAMILY SUPPORT GROUP OPERATIONS

“The individual must be self-reliant and, in a sense, 

self-sufficient, or else he goes down.”

Luther Burbank
The FSG exists to develop family readiness networks through which families mutually support each other.  The internal operations of a group should encompass several critical areas.  One of the keys to having a successful family readiness program is to have activities, programs and projects that interest and benefit the family members of the unit.  You must provide something worthwhile for your audience to ensure active participation.  You must have a program that is enticing enough to your families that they will routinely choose to attend your function.  To be successful, the commander must emphasize the importance of the FSG to individual and unit readiness.  The Family Readiness Liaison (FRL) will assist the FSG in accomplishing these tasks.  Areas should include, at a minimum:  

· Telephone Tree

· Newsletters

· Sponsorship program for family members

· Activity planning

· Fund Raising

· Promoting awareness of family assistance such as DEERS enrollment, ID cards, 

mobilization preparedness, health benefits, financial assistance and retirement services.

· Arranging for speakers at meetings on subjects of interest to unit members and their families such as home security, self-defense, time management, effective parenting, eldercare issues and financial planning.

Your FSG operations can be and usually are an integral part of the unit retention and recruitment program.  Remember:  The Army recruits soldiers and retains families.

Remember:  Family Readiness is the goal, communication is the key.

In order to have a viable organization, the Family Support Group leadership must communicate effectively with soldiers and family members.  Three methods for communicating will be discussed in this chapter.  

1.  Telephone Trees:  Using a unit roster or a family information data form, all FSGs must create a Telephone Tree to ensure that all family members of the unit can be contacted to disseminate information.  Use your telephone tree during annual training and twice per month during periods of military separation.

2.  Newsletters:  This can be a very valuable tool for FSGs to communicate with families who live too far from the unit to attend meetings regularly.  Publish a newsletter at least quarterly during peacetime and at least monthly during deployments.

3.  Family Support Group Meetings:  The FSG leadership should hold informational-type meetings.  Do not be disappointed if initial attendance is low.  Even if attendance is low, other efforts to ensure that soldiers and families receive the readiness information provided at meetings should be utilized (e.g., FSG Newsletter, special mailing, and telephone calls).

UNIT ROSTER

The primary method for obtaining the names and addresses of the soldiers and family members for communication purposes is the unit roster.  The purpose is to gather data to assist in creating the FSG Telephone Tree. 

The unit roster consists of updated names, addresses, and telephone numbers of all soldiers and their families within the unit.  This roster can be made available by the unit chain of command to FSG leaders and key volunteers provided consent is obtained from all individuals whose name, address and telephone number appears on the roster.  A Privacy Act Statement may be used for this purpose.  This roster cannot be made available to general membership or be provided to other agencies or groups.  This information will be used by those who initiate and maintain contact with families.  Release of lists of names, addresses, and telephone numbers to persons other than those who have a specific need for this information in the course of official duties will be according to the Freedom of Information Act (FOIA) and AR 25-55, The Department of the Army Freedom of Information Act Program, paragraph 3-200 (No. 2 and No. 6) and paragraph 5-101 g.  Release of home addresses or telephone numbers of family members to persons other than those who have a need for this information in the course of official duties will be according to the FOIA, AR 25-55, AR 340-21, The Army Privacy Program, and DA Pam 25-51, The Army Privacy Program System Notices and Exemption Rules.

A unit roster is not to be confused with the unit Alert Roster that is used solely for the purpose of mobilization.

FAMILY INFORMATION DATA WORKSHEET

Many Family Support Groups (FSGs) need more information than a unit roster provides and find that a locally designed Family Information Data Worksheet completed by soldiers’ family members is beneficial in helping the FSG to:

· Create a family database.

· Assist in getting information to families.

· Identify topics of interest.

· Recruit family members to assist in FSG operations.

Suggestions for collecting family member information:

· Include the locally designed data worksheet in the Soldier and Family Sponsorship Packet and collect them during the in-processing of new unit member.

· Ask family members to complete the worksheets during Family Days or other family-oriented unit functions.

· The commander or the Family Readiness Liaison (FRL) should encourage soldiers to discuss with their family members completing the Family Information Data Worksheets during a weekend drill.

Suggested items for a Family Information Data Worksheet:

· Soldier’s name and relationship to family member

· Name of family member, address, day and evening telephone number

· Facsimile and email address

· Name of children, gender, and their birth date

· Does any family member not speak English

· Does any family member have any special needs (including transportation)

SAMPLE

FAMILY SUPPORT GROUP SURVEY

Purpose: The Family Support Group is the family’s source for information.  Data you provide will be used to plan activities and programs to benefit unit members and their loved ones.  It will also be used to develop articles for the FSG newsletter and to plan appropriate events at Family Days.
Name (First, MI, Last) ______________________________________________________

Home Address: ___________________________________________________________

      City __________________________________State _______________Zip ____________

Day Phone  ____________________________ Evening Phone  _________________

1.  Please identify topics of interest to you.

____ Mobilization/Deployment info
____ Unit Mission

_____ Military pay

____ How to read an LES

____ Benefits & Entitlements
_____ Protocol

____ Financial Assistance

____ Power of attorney info
_____ Burial Benefits

____ Why have a will?

____ Health benefits

_____ Family stress

____ Coping with separation

____ Educational info

_____ Child psychology

____ Teens & Drugs


____ First Aid training

_____ Self Defense

____ Home Safety


____ Retirement



____ Military Equipment & Displays
____ Military Recreational Resorts

____ Use of Space-Available Transportation by Reservists

____ Other (list) __________________________________________________________

2.  Would you be willing to serve in a leadership role or as a key volunteer in our Family Support Group? ___Yes ___No

3.  Would you be willing to serve on a committee as a chairperson? ___Yes ____No

Would you be willing to serve as a volunteer? ____Yes ____No


Do you have any special skills or experience that would benefit the group?  

Please list:  ______________________________________________________________

4.   Please check on which committees you would be willing to serve: 

 ____Planning activities  
_____Telephone Tree


_____Newsletter

_____Fund raising



_____Family sponsorship
_____Other_____________________________________

FAMILY SUPPORT GROUP (FSG) TELEPHONE TREE
The purpose of the Telephone Tree is to provide a means of maintaining communications by telephone with all designated persons associated with the unit during both peacetime and periods of separation.  Increased telephone contact may be necessary with a family when their soldier is deployed.  The telephone tree provides accurate, timely information and aids in controlling rumors. 

The Telephone Tree Chairperson is responsible for recruiting and training volunteer callers and should use the following guide in preparing and maintaining an FSG telephone tree.

The FSG telephone tree will:
· Be a typed or handwritten phone listing prepared using information gathered from the Family Information Data Worksheet. 

· Include all members of the unit FSG that have been identified to be contacted.  This could be the spouse, parent, fiancé/fiancée, other family members, friends, significant others, designated guardian of a soldier’s children (related to the Family Care Plan)—anyone the soldier would like contacted.

· Group persons to be called by geographical location and/or area code to cut down long distance telephone costs.  It is recommended that volunteer callers be given no more than ten persons to contact, and that long distance phone calls be limited to 10 minutes.  Messages left on answering machines must be followed-up by personal contact.  When all calls have been made, the last caller should contact the Telephone Tree Chairperson to indicate that all members were called and relay any questions and concerns that were discussed.

· Be updated periodically with an “as of/when last revised date.”  It will be necessary to devise an updating procedure for the telephone tree (e.g., when a telephone number is changed or someone leaves the unit).  Use a computer (if possible) if changes are frequent and distribute to the volunteer callers, FRL and Unit Administrator.   The telephone tree will be tested at least annually.

· Be activated frequently during a deployment period.  In the event of the deployment of only one or two unit members, the callers responsible for those family members should remember to call those families often. 
TELEPHONE TREE (Phone Listing)

for the Family Support Group

Example

The number of families to be called by a volunteer caller should not exceed 10.

Unit Name

Address

Telephone Number

Family Readiness Group Telephone Tree as of ________________(date)

Telephone Tree Chairperson:       Jane Tarzan, Treeville, TN (423) 000-0000

· Volunteer Caller #1:
Jo Jones, South, KY, (502) 000-1111

· Volunteer Caller #2:
Bo Bojangles, North, TN, (423) 000-2222

· Volunteer Caller #3:
Sue Smiley, East, KY, (513) 000-3333

Volunteer Caller #1: 
Jo Jones, South, KY, (502) 000-1111

· Ima Volunteer, South, KY, (502) 111-1111

· Viola Volunteer, South, KY, (502) 222-2222

· Bea A. Leader, South, KY, (502) 333-3333

Volunteer Caller #2:
Bo Bojangles, North, TN, (423) 000-2222
· Ivy League, North, TN, (423) 111-1111

· Jane Doe, North, TN, (423) 222-2222

· Sam Mann, North, TN, (423) 333-3333

Volunteer Leader #3:
Sue Smiley, East, KY, (513) 000-3333
· Santera Jesu, East, KY, (513) 111-1111

· Monika Monday, East, KY, (513) 222-2222

· Will Volunteer, West, TN, (615) 111-1111

· Daisy Deers, West, TN, (615) 222-2222

NOTE:  Disclosure of personal information contained in this roster to agencies or individuals outside the Department of Defense is prohibited by the Privacy Act of 1974 (5 USC 522a).

GUIDELINES FOR VOLUNTEER CALLERS
Callers should be reliable, want the job, and have the time to do it.  Do not forget to develop a procedure for recruiting replacements for volunteer callers who leave the FSG.

Training and instructions (both written and verbal) should include guidance on:

· Confidentiality.

· Nature of calls:

Informational

Outreach/social

Rumor squelching

· Calling procedures:

Introduce yourself.

Begin and end on an upbeat note.

Have exact information/list of items ready to be discussed. 

Have paper and pen to record feedback.

Always make direct contact -- follow-up if you leave a message.

Place time limit on calls (10 minutes).

Handle chronic callers diplomatically.

· Feedback needed by the Telephone Tree Chairperson:

Complaints/problems

Questions

Special conditions

Success/reaction

Use of unit telephones is authorized for official FSG business to include activating the Telephone Tree.
Reimbursement to volunteer callers:  Information on calls made from other than unit telephones is covered in Chapter 6, Funding, Family Support Non-Appropriated Funds.

FSG NEWSLETTERS

Writing an FSG newsletter may be the only means of communicating with some of the families in the unit.  Due to the distances that many Reservists travel to drill, families may never be able to attend meetings or other family-oriented activities.  It is recommended that the FSG publish a newsletter on a quarterly basis during peacetime and monthly during deployments

The following will assist you in understanding the publishing and mailing guidelines for your unit’s FSG newsletter:

· FSG newsletters MUST meet the criteria of a functional newsletter as described in Army Regulation (AR) 25-30, The Army Integrated Publishing and Printing Program, in order to be published and mailed using appropriated funds.  It is required that newsletters containing unofficial information be mailed using non-appropriated funds or FSG-generated funds.

· An FSG Newsletter requires unit commander/designee approval prior to publication.
· Use a commander’s column in FSG newsletter to inform soldiers and families of issues that impact on military families.  This is an excellent way for the commander to reflect concern for families, setting the climate for family involvement.

· The Newsletter Chairperson must ensure that he/she understands what constitutes an official versus an unofficial FSG Newsletter.

Commanders have the responsibility to determine the kinds of information their service members and families need.  Commanders should apply the following guidelines in determining whether the content of FSG newsletter is official:
· Information related to unit mission and combat readiness, including family readiness such as information related to FSG activities in support of field exercises, mobilizations, and deployments of active and reserve component units.  Examples are:
· Notifying family members of field exercises, deployments, redeployment time frames and welcoming/reunion ceremonies.

· Notifying family members as to changes in mailing addresses related to field exercises, deployments and redeployments.

· Information which is educational in nature, designed to promote informed, self-reliant service members and their families such as:

· Chaplain sponsored programs and activities to include social functions that support field exercises, deployment and redeployments.

· Education and training programs such as Army family Team Building, Army Community Services and Family Advocacy.  

· Information regarding service members and families which promotes unit cohesion and helps strengthen the ongoing esprit among family members within the unit such as command sponsored Organization Day activities and Memorial Services.

Commanders are reminded that strictly personal and social information, as well as information concerning private organizations and commercial ventures is expressly prohibited.  Information regarding fundraisers for private organization is also prohibited.  However, FSG fundraising information is allowed.

The elements of a functional, official newsletter include the following:

· Heading.

· Official Information--Place this term under the return address.

· Expiration date.

· Authentication to indicate that the newsletter is authorized by the commander.  

(Can be the signature block of the unit commander.)

· One color ink.

· Printed on white or colored paper.

· Should be limited to a maximum of 16 pages (8 pages front to back).

There is no specific format; however, the newsletter should be:

· Styled consistently.

· Clearly defined into sections that are well presented.

· Typed and proofread for spelling and grammar.

SUGGESTED FSG NEWSLETTER ARTICLES

· Using AAFES/Commissary

· Benefits and Entitlements

· Common Acronyms

· Drill Schedule

· Reports/Photos of FSG Events

· Tips for AT Preparation

· Mobilization Checklist

· Reminders about ID Cards, 

· Family Care Plans

· Emergency Phone Numbers

· Activity Pages for Children

· Recognition of  Volunteers 

· Information on TRICARE

· Articles of Interest to Families:

                  (Home Security, 

                  Relationships, etc.)

· Unit History/Mission

· Advertise FSG Activities

· Letters from Commanders

· Unit Address/Phone Changes

· Hails/Farewells

· Change of Command announcements

FAMILY SPONSORSHIP PROGRAM
Family members’ first impression of the Reserve unit can have a lasting impact on their support of the Army Reserve and their soldiers’ military careers.  As with newly-assigned soldiers, family members also benefit from orientation to the unit.  Acquaint new families with the unit’s mission and the activities of the FSG.  It is critical that every effort be made to ensure that both soldiers and their families receive a warm welcome.  Family sponsorship demonstrates caring and concern for soldiers and their families.  

FSG Role: The family sponsorship program is organized by the Family Support Group (FSG).  New soldiers and their families should be added to the telephone tree and newsletter mailing list.  (Do not forget to include parents, significant others and friends that soldiers have identified.)  A telephone call to all the new family members welcoming them to the unit and extending an offer to participate in the FSG is always appropriate.

Family Readiness Liaison (FRL) role: Assist the FSG in obtaining names, addresses and telephone numbers of newly assigned soldiers.  

The sponsorship program will provide information and materials on the organization and mission of the unit.  The orientation should include information on:  

a.  The unit (name, address, location, and telephone number).

b.  Key unit personnel roster (Chain of Command).
c.  Other key personnel and their roles (e.g., unit administrator and FRL).
d.  Annual schedule of unit events (e.g., drill schedule, annual training dates, family day activities).
e.  Key FSG volunteers (Chain of Concern).
f.  Authorized release of personal information (Freedom of Information Act).
FAMILY INFORMATION/WELCOME PACKET
Items in Packet 





Where Obtained 
Welcome Letter from sponsor



FSG Developed

w/sponsor’s daytime phone number


w/sponsor’s evening phone number


w/sponsor’s address

Local Area Information
Maps







Chamber of Commerce








Realtors

Utilities






Utility Companies
Telephone Book





Telephone Company
Schools and Colleges




Local School Board
Local/State unique Laws




Vehicle/Voter/Tax/Fire and








other Government offices

Nearest Military Installation



Army Community Services  (ACS)
Medical/Dental Care




Local sources or ACS
Veterinary Care





Local sources or ACS
FSG INFORMATION






Key FSG Volunteer Roster




FSG Developed
FSG Activities (Past and Planned)

Recent FSG Letters (newsletters)

UNIT INFORMATION






Map/Location of USAR Center



Unit FRL
Unit Mission and History

Drill Dates (Locations)

Annual Training Dates (Location)

Key Unit Personnel Roster

Recent Unit Newsletters

OTHER INFORMATION YOU MIGHT INCLUDE:

What’s Next? A Guide to Family Readiness for the Army Reserve

DA Pam 608-43 A Guide to Family Member Predeployment Briefings

DA Pam 608-47 A Guide to Establishing Family Support Groups 

SAMPLE WELCOME LETTER

WELCOME TO THE _____________________________________(unit)

a.  Do you have anyone whose life would be affected if you were mobilized?

b.  Does your family really understand what you do during a weekend drill or AT?

c.  Are the benefits and entitlements of the reservist a mystery to your family?

d.  Would your spouse or family be more understanding about the time you spend with the military if they could belong to a group in which the people had something in common?  Would you be a better soldier as a result?

If so, our Family Support Group (FSG) is the answer!

We ask that you fill out the Family Support Group Survey so that we can provide a valuable service to you and your family.  Membership in the FSG is voluntary. 

Benefits for the families or loved ones who belong to a Family Support Group:

a.  Inclusion on the FSG Telephone Tree.  You will be contacted in case of an emergency, to announce special FSG events, or during mobilization.  You can be assured that the names on the Tree are subject to the Privacy Act.

b.  Newsletters from the unit's FSG.

c.  Invitations to Family Support Group events and the chance to get to know the families in your unit.

d.  Knowing that your family has friends in the military family they can call upon.

We want your family to be empowered to be self-reliant when you are called away from home.  The knowledge that your family is a part of a Family Support Group can provide you with the peace of mind that you need in order to fulfill your duties effectively.  For our records we do request that you sign and date this form indicating that you have read this document.
_____________________________

_____________________________
 (Signature)





(Please print your name/rank here)

Date:____________________________

FSG ACTIVITIES AND FUNDRAISERS

There are many opportunities for the Family Support Group to bring families together and to encourage participation in the group.  Participation in FSG sponsored activities strengthens the cohesiveness of the group, develops new friendships and identifies potential FSG members.  Encourage children and teens to help with planning and decorating for family-oriented activities.

It is imperative that the primary focus of the Family Support Group be maintained -- to encourage self-reliance of family members.  An active, functional FSG allows families to be proactive rather than reactive during times of separation caused by military duty.  By maintaining a proactive approach to soldier and family readiness, the FSG will be more effective when the need arises.  Notice of a deployment is an emotional time and is not conducive to making important decisions about what to do for other families.

The Family Support Group leadership should develop a plan of action for the families in the event that the unit is mobilized.  This should include taking the initiative to provide families with information related to deployment issues, assisting with the family readiness portion of the deployment briefing for soldiers and families and updating listings of information and referral resources.

When your group gets together to choose activities and fund raisers, you can be assured that they will be even more creative than the ideas presented in this chapter.  Just give them a chance to share their ideas.

Remember, when planning activities for the unit’s Family Day, review the objectives of the Family Readiness Program and ensure compliance with regulatory training requirements.  

Fund raisers must be cleared with the appropriate military authorities -- unit commander, legal advisors, or the Family Readiness Office -- for unit activities.  

Invite civilian employers and local merchants to join your unit function.  It is always a good idea to try to interact with the community.  Ensure permits are issued if necessary.  A note of thanks on behalf of the unit mentioning a specific contribution is appropriate.  

If equipment is needed, check with local charities, such as church groups that do annual fundraisers.  They may rent it to you, but if it is for a worthy cause, they might consider loaning you the item.

You can make a difference!

NOTE:  Some activities and ideas for fundraising follow.  These are only suggestions that other FSGs have enjoyed and are by no means all-inclusive.  Remember to obtain approval for all FSG activities from the unit commander/FRL prior to planning and publicizing your event.  Be creative.  Exchange ideas within the FSG and solicit suggestions from unit members and their families.  Create your own energy and excitement.  Most of all -- have fun!

ACTIVITIES
· Contact a local military installation or fire station to provide a tour for children or to visit your group and demonstrate the techniques for a FAMILY ESCAPE PLAN.

· Host an educational WEEKEND CAMP OUT for the children at a state or National Park or nearby military installation.  (It would be better not to do this on a drill weekend.)  Materials on drug awareness, military customs and applications of wilderness survival are a few suggested topics. 

· Organize a SHOW AND TELL DAY for kids during drill weekend or Family Day.  Familiarize each child with where the parent/soldier works, so that “Reserve Center” becomes a positive concept when the soldier is at drill or attending annual training. 

· Sponsor a HEALTH FAIR DAY for all Reserve Family members.

· Celebrate BIRTHDAYS: Bake a mini-birthday cake for Reservists to give to them at drill. 

· PREPARE FOR MOBILIZATION: During the summer Family Day, set up a booth with materials families would use during a mobilization/deployment.  Have a trained volunteer on hand to explain the materials and FSG brochures and sign-up sheets for family members.  To attract people to your booth, have a door prize sign-up for everyone who stops by and takes information.  Be sure to give them a bag in which to put their materials.

· Conduct a SAFETY BRIEFING: Invite a police officer to offer tips on personal and home safety.  This is a welcome topic at a deployment briefing.

· Challenge your local radio personalities to a SPORTS GAME.
· Organize a BIVOUAC (compass course) for children.
FUNDRAISERS

Additional guidance on fundraising is provided in Chapter 6.
Any time you decide to purchase items to be personalized such as calendars, coffee mugs, license plate holders or T-shirts, consider pre-selling them prior to placing your order to prevent being stuck with unsold merchandise. 

· Have a SILENT AUCTION: Collect excess household items, notions donated from local merchants, articles bearing military designations, things purchased with Family Support Funds or other flea market items.  One person’s junk is another person’s treasure.  Display the items on a table, place a small container with paper marked with name and price with pencils by each “treasure” to be presented to the highest bidder.

· Host a WALK-A-THON.                                                                  

· Set-up a BOOTH AT A FESTIVAL and sell snow cones, drinks, hot dogs or funnel cakes.

· Hold a USED BOOK SALE: Collect books of all kinds - children’s, fiction, non-fiction, military reading, etc. Any remaining books can be held over for another sale or the books can be donated to hospitals, nursing homes, senior citizen centers, and senior day care centers.  These organizations welcome reading materials. 

· Sell SNACKS during drill: Candy bars, cookies, donuts, peanuts, bagels, muffins, fruit, popcorn, juices, coffee, etc.  (Poll soldiers to see what they prefer.)  Be sure prepared food items are individually wrapped. 

NOTE:  Entree items such as sandwiches and spaghetti dinners will not be offered within 2 hours on a military prepared or catered meal being served.

· SEW PATCHES on uniforms. 
NOTE:  Gambling, i.e. 50-50 drawings, raffle tickets and lotteries, are not permitted on government property.

SEASONAL ACTIVITIES AND FUNDRAISING SUGGESTIONS

· Increase awareness of NATIONAL HEART MONTH by asking a medical reserve unit or a local health care clinic to check blood pressure and cholesterol for soldiers and families.

· February has a WEATHERMAN’S DAY.  Request an operating weather station to show how weather balloons work.  Weather people can explain about hurricanes, tornadoes and the importance of taking shelter during bad weather.  

· SPRING FLING WEEKEND.  Contact your local nursery and see if they will sell you, at cost, packages of seeds.  Resell these at drill or have the children plant seeds and then, once they have grown, sell the plants at drill.

· [image: image4.wmf]  Sell tree seedlings and have a ceremony at the Reserve Center and, if permitted, plant new trees there.  Trees are usually available in bulk from State Forestry Centers.

· ARMED FORCES DAY/MEMORIAL DAY.  FSGs could sell flags and pole kits at the Reserve Center or ask local grocery stores if you may have space in their parking lots, at fairs, festivals, etc. 

· FLAG DAY is celebrated in June.  Give a class on flag protocol for all family members.  Let children be a part of the flag folding or hoisting ceremony.

· ADOPT a highway or flowerbed in the name of the unit.  The FSG and unit members volunteer to keep it clean and well maintained.  This activity develops pride in the unit and awareness in the community.

· 
[image: image5.wmf] Kids love parades and many cities have parades to honor our soldiers, both past and present.  Your FSG could create a float by decorating a truck or jeep to show your proud colors.  Pick-up trucks can be transformed into a float with crepe paper, balloons, etc. 

· CHRISTMAS GIFT WRAP: Provide a gift wrap service on the drill weekend before December.  Charge a fee if you provide the paper, bows.

CHAPTER 5 

VOLUNTEER RECRUITMENT AND RECOGNITION

“Volunteers don't get paid for their work, 

not because it's worthless, but because it's priceless!”





Anonymous

The focus of a Family Readiness Plan is the emphasis on recruiting volunteers and recognizing their importance and impact on the Army family.  Volunteers are people who have a sense of commitment to their chosen pursuit.  They give their time, talents and energy to realize that commitment.  The organization that benefits from that commitment expresses its appreciation through a variety of recognition methods. Gratitude should be expressed genuinely, with sincerity and in a timely manner.  

RECRUITMENT

Once the unit’s Family Support Plan and volunteer position descriptions are published, it is time to start the recruitment of Family Support Group volunteers.  Recruitment is a continuous activity.  Usually after you have a good program in place, volunteers will recruit new volunteers.

Statistics indicated that 40 to 50 percent of the adult population volunteer their time, energy and resources to community agencies.  In addition, teenagers are often energetic and more than willing to participate when asked.  At this time in their lives, teenagers have a real need to be a part of a group; and, if they are affected in a positive way from this involvement, they may choose to be a part of tomorrow’s Army.  This is recruitment at its best!  

When recruiting volunteers, consider not only the needs of the unit, but also the needs, strengths, and interests of the volunteer.  Talk with the person and attempt to identify the person’s interests.  Allow them the opportunity to do it.  Be realistic and consider their work schedules, family demands and level of knowledge, skills and abilities when assigning a job to a volunteer.

WHO TO RECRUIT
· Soldiers

· Family Members including Teens

· Former Unit Members/Retirees

· Employers

· Friends/Neighbors

· Community Business Leaders

· Anyone interested in the well-being of USAR soldiers

Do not be shy -- you never know when someone just needs to be invited!

RECRUITING TIPS

· Approach people with a positive attitude and know what you want them to do.  

· Be honest about work to be accomplished

· Be specific -- vague requests and invitations will reap vague responses.  

· Know your program and be able to communicate the purpose and value of your program in a way it can be understood.  Emphasize that participation in the Family Readiness Program benefits both the unit and the volunteer.

It is important to always have a recruitment plan!!

REASONS PEOPLE VOLUNTEER
· Contribute to the community

· Meet people

· Support children’s activities

· Attain a sense of achievement

· Gain job experience

· Personal Growth 

· Patriotism

· Feels good to do something for others

Not everyone you ask will agree to or want to volunteer.  Do not be discouraged.  Try to remove as many of those obstacles as possible. 

Following are a few methods you can use to recruit volunteers.
· Personal Contact
JUST ASK!!  Recruiting in person or over the phone is often the most successful technique.  Personal contact allows both parties to explore the opportunities and to question each other openly.  People are much more likely to feel both wanted and needed when they are approached individually.  It is also much more difficult to turn down a request in person (e.g., ask family members to volunteer while exercising the unit Family Telephone Tree).

· Letters and Flyers
Inviting participation through letters and fliers often gets good results.  It is best if these go directly to the individual and not through the soldier. Time is valuable so try to include information that will make the person see how their contributions can make a difference.  Consider activities that will be of personal benefit to the individual such as “how to” courses.  Subjects related to readiness are always appropriate.  Recruitment letters inviting prospective volunteers can also be sent by the Commander or FSG Leader.

· Command-Sponsored Events
Family Days or holiday gatherings provide great volunteer recruiting opportunities.  A display or booth with family preparedness literature often attracts the attention of family members.  A sheet to collect names, addresses and phone numbers of potential volunteers is also a good idea.   

RECOGNITION

It is amazing what family program volunteers accomplish; and yet many do not receive any recognition, either formal or informal.  Imagine what they might be inspired to accomplish with an occasional “Thank You,” a certificate of recognition or Department of the Army Award! 

Family program volunteers can be a very valuable asset to a unit.  Their goals are to generate awareness of family issues and gain family member support for the individual soldier by educating family members in the “ways of the Army.”  They can also help identify resolutions to family issues during peacetime and deployments.

The military is aware of all the time and talent given to the United States Army Reserve Family Readiness Program.  Family Readiness Liaisons (FRLs), Commanders and military leaders need to continually work toward understanding what motivates our volunteers and to create recognition that is meaningful to the recipients.  

Annual volunteer awards, such as the USAR Annual Volunteer Award, are a great tradition.  Unit commanders are encouraged to nominate their FSG volunteers for this award.  Additionally, each unit should recognize its volunteers in other ways. To be effective, recognition needs to be personalized and creatively appropriate to each individual volunteer.  

Volunteers participate for various reasons to meet their personal needs.  Commanders, FRLs and key volunteers must be sensitive to this unique difference in individuals and reward volunteers according to their uniqueness.

If you want to find out how people feel about things…ask them!!!  When volunteers are asked to share their thoughts in planning, organizing, staffing and assessing the family readiness programs…even awards, we are telling the volunteer, “We value your input.  We value you as a contributing individual.”

Volunteers are our most priceless resource and, therefore, deserve our most creative and sincere ”THANK YOU.”

FORMAL AWARDS

DEPARTMENT OF DEFENSE AWARD

Zachary and Elizabeth Fisher Distinguished Civilian Humanitarian Award
The award was established by DoD in 1996 in honor of Zachary and Elizabeth Fisher.  The Fishers have contributed extensively to the support and welfare of members of the Armed Services.  The award is intended to honor and recognize a private sector individual or organization who has demonstrated exceptional patriotism and humanitarian concerns for members of the U.S. Armed Forces or their families.  Eligibility requires that individuals or organizations are not currently employed by DoD or its components during the period for which the award is recommended.   Nomination packets must include a summary and proposed citation for the humanitarian act or service rendered and how it significantly enhanced the quality of life of military members or their families.   Nominations should be submitted through the chain of command to the Assistant Secretary of the Army for Manpower and Reserve Affairs.  

DEPARTMENT OF ARMY AWARDS

The Army has a hierarchy of honorary public service awards that are used to recognize private citizens.  These awards are available to recognize Family Readiness Program volunteers.  Awards include medals, certificates, are designed for persons who make contributions that are of benefit to the Army.  The type of award dictates the approval authority (e.g., a unit commander has approval authority for the Certificate of Appreciation).

Information concerning these awards may be found in AR 672-20, Incentive Awards, Chapter 9, Public Service Awards.  DA Form 1256, Incentive Award Nomination and Approval, April 1993 edition is in Delrina FormFlow (a forms program available on Army software).  Civilians eligible for these awards cannot be employed by the Army or Army contractors.  The nomination form (DA Form 1256) is at the end of this chapter.

Outstanding Civilian Service Award

This award consists of a bronze medal, lapel button and citation certificate, DA Form 7017.  MACOM Commanders have delegated approval authority for this award to any commander in the rank of Major General or above.  This award is for outstanding volunteer service over a three to five-year period that makes a substantial contribution or is of great significance to the USAR Command.

Commander’s Award For Public Service

This award consists of a bronze medal, lapel button, and certificate, DA Form 5231.  This award is given to recognize service or achievements that contribute significantly to the accomplishment of the Army Reserve mission.  It ranks directly below the Outstanding Civilian Service Award and may be approved by any Commander, Colonel and above.  Volunteer service should span a two-year period.

Certificate of Appreciation for Patriotic Civilian Service

This award consists of a lapel button and certificate, DA Form 7012.  This award recognizes patriotic civilian service that contributes to the unit mission or to the welfare of Army personnel.  Any commander, Lieutenant Colonel and above, may approve this award.  This award is appropriate for sustained outstanding contribution to the unit and unit personnel.  

FORCES COMMAND AWARD

Dr. Mary E. Walker Award

This award, established in 1995 by FORSCOM honors Dr. Mary Walker, the first woman doctor in the U.S. Army.  She became the first and only woman to earn the Medal of Honor.  Dr. Walker crossed enemy lines daily to treat the sick and wounded, leading to her capture during the Battle of Chattanooga.  Dr. Mary Walker spent four months as a prisoner of war.

This prestigious award recognizes volunteer service for those spouses who have contributed significantly to the quality of life of both soldiers and their families.  Service can be characterized by volunteering without monetary incentives or by “behind the scenes” efforts that improve communities and enhance the overall military lifestyle.  The volunteer should be an active member of the unit’s family support group or actively supporting a military organization that does not have a family support group.

Nomination Packet:  One-page, double-spaced narrative that details the service and contributions that qualifies the volunteer for the award.  Documentation of the volunteer’s service and contributions can be attached; e.g., publications, time sheets, media coverage, etc.  The narrative and documentation should be properly endorsed through the chain of command to the appropriate Command Sergeant Majors’ Office.  FORSCOM is the approval authority.  NOTE:  USASOC, 7th and 9th ARCOMs are not eligible for FORSCOM awards. 

Reference:  FORSCOM Regulation 215-5, Dr. Mary E. Walker Ward, dated 1 June 1996

UNITED STATES ARMY RESERVE 

USAR Annual Volunteer Award

This award was established in 1991 by the Chief, Army Reserve as a means of identifying and recognizing outstanding family support volunteer service.  The award is a plaque including both the name of the volunteer and the unit affiliation.

Criterion for nomination is sustained volunteer service.  The volunteer’s work must be significant in nature and show production of tangible results.  Nominations are solicited from all Army Reserve units.  An initial board is held at each RSC/ARCOM to nominate up to two volunteers for recognition.  Final selection is made at the USARC Headquarters.

The USAR Family Readiness Office will publish guidance and suspense dates for nominating family program volunteers for this award.

INFORMAL AWARDS

In addition to, and possibly even more important than the formal awards, is letting volunteers know that they are a valued and integral part of the unit. Following are some suggested ways to recognize volunteers on a regular basis:

SMILE!

Publish name of new volunteer in the FSG newsletter 

Praise -- on the job 

Give awards at special events, such as a luncheon, reception or dinner dance

Present certificates, plaques and other awards for time spent volunteering

Post photographs of volunteers on FSG bulletin boards

Host holiday parties

Simply say “Thank You” and mention specific accomplishments  

Promote to another position of increased responsibility

Acknowledge volunteer projects or individual accomplishments at FSG meetings

Send cards on birthdays or holidays including a personal note 

Send a letter of recommendation to a potential employer recognizing volunteer service

Send  to training workshops representing the unit

Send a simple note of thanks
Develop your own creative, meaningful award remembering to make volunteer recognition personal, plentiful and powerful.   National Volunteer Week, usually celebrated the third week of April, is an excellent time to recognize significant contributions made throughout the year.  Consider recognition programs in the presence of family members and peers.

Thank staff members who are working cooperatively with volunteers.


[image: image6.wmf]INCENTIVE AWARD NOMINATION AND APPROVAL
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SPECIAL ACT/SERVICE AWARD

$

PERFORMANCE AWARD

$

5.  POSITION HELD DURING PERIOD COVERED IN NOMINATION 

(If other than that shown in

item 4)

PART III - TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE - RECOMMEND

9.

OTHER

COMPLETE FOR MONETARY AWARDS RECOMMENDED

PART 1 - TO BE COMPLETED BY OPERATING OFFICE

  TYPE OF AWARD RECOMMENDED

ALL NOMINATIONS WILL BE JUSTIFIED AND INCLUDE THE DOCUMENTATION REQUIRED BY DA PAM 672-20.

DECOR

ATION

 

FOR EXCEPTIONAL CIVILIAN 

SERVICE

MERITORIOUS CIVILIAN SERVICE

AWARD

SUPERIOR CIVILIAN SERVICE

AWARD

COMMANDER'S

  

AWARD FOR CIVILIAN SERVICE

ACHIEVEMENT MEDAL FOR

CIVILIAN SERVICE

CERTIFICATE OF ACHIEVEMENT

AREA CODE  (

PART II - TO BE COMPLETED ONLY FOR AWARDS FORWARDED TO HQDA 

(DAPE-CPL)

8.  INDICATE IF NOMINATION IS CONSISTENT WITH PARAGRAPH 2-2 IN AR 672-20  

(Circle yes or no - If no. please explain on separate page)

     

ACTION LEVEL

APPROVED 

(If monetary, indicate

amount)

DIS-

APPROVED

ADDITIONAL

CASH AWARD

SIGNATURE, TITLE AND DATE

11.  INSTALLATION COM-

MANDER OR DESIGNATED

REPRESENTATIVE

12.  MAJOR COMMAND REVIEW

COMMITTEE

13.  COMMANDER OF MAJOR COMMAND

OR DESIGNATED REPRESENTATIVE

14.  DEPARTMENT OF THE ARMY

INCENTIVE AWARDS BOARD

DA FORM 1256, APR 93

6.

a.

HONORARY

b.

MONETARY

NOMINATING OFFICIAL 

TYPED NAME AND TITLE

TELEPHONE NUMBER

SIGNATURE

DATE

7.

b.  SIGNATURE
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10.  LOCAL COMMITTEE

CHAIRPERSON

PART IV TO BE COMPLETED BY APPROPRIATE APPROVING AUTHORITY

 (IES)

EDITION OF OCT 78 MAY BE USED UNTIL EXHAUSTED.

NO

YES

NO

e.  SIGNATURE

)
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a.

b.

c.

d.

APPROVAL 

DISAPPROVAL 

   

   

Same as Item 4.

 

1. EMPLOYEE'S LAST NAME - FIRST NAME - MI 

Smith, Bobbie D.

 

 

 

2.  SOCIAL SECURITY NO.

222-22-2222

3.  ORGANIZATION

 (No abbreviations)

344th Medical Detachment

62d RSC

4.  PRESENT POSITION, TITLE, GRADE AND SALARY

Family Readiness Program Volunteer

 

 

 

 

 

 

QUALITY STEP INCREASE

  

c.  PERIOD OF SERVICE TO BE RECOGNIZED (

MO/YR - MO/YR)

   

05/96-05/98

TIME OFF AWARD  

CPT Johniie Wilson, Commanding

x

OTHER

 (Specify)

Certificate of Appreciation for Patriotic Civilian Service

ON-THE-SPOT CASH AWARD

   

a.  TYPED NAME EQUAL EMPLOYMENT OPPORTUNITY OFFICER

AMOUNT RECOMMENDED

$ 

TANGIBLE MONETARY BENEFITS

$ 

INTANGIBLE BENEFITS

ESTIMATED FIRST YEAR

SAVINGS $  

 

c.  DATE

d.  TYPED NAME CIVILIAN PERSONNEL OFFICER

f.  DATE

 

 

 

xxx-xxxx

xxx


CHAPTER 6

FUNDING

“Keeping accounts, sir, is of no use when a man is spending his own

money, and has nobody to whom he is to account.  You won’t eat less

beef today because you have written down what it cost yesterday.”

Samuel Johnson
The purpose of this chapter is to provide information on the following:

· Appropriated funds available for official expenses in support of a command’s Family Readiness Program. 

· Non-appropriated funds available for reimbursement of volunteer expenses.

· Informal funds generated by a unit’s FSG and the Informal Funds bank account. 

· [image: image15.wmf]ARMY COMMUNITY SERVICE

VOLUNTEER SERVICE RECORD

For use of this form, see AR 608-1; the proponent agency is

DCSPER.

INSTRUCTIONS

Upon resignation, retirement, or transfer, a duplicate of this record will

be furnished for the personal file of the volunteer.  In case of transfer,

original record will be furnished the gaining organization.

SEE REVERSE FOR PRIVACY ACT STATEMENT BEFORE COMPLETING THIS FORM

NAME

(Last, First, MI)

Smith, Bobbie D.

ADDRESS

(Include ZIP Code)

446 Lane

Edwardson, WI

PHONE NO.

(

xxx) 

xxx-xxxx

DRIVE A CAR

SEX

CHILDREN AT

HOME

AGE

45

SPONSOR'S NAME

None

SPONSOR'S UNIT OF ASSIGNMENT

Volunteering with the 344th Medical Detachment

1    2    3    4    5    6    7    8    9    10    11

12

EDUCATION

COLLEGE +

DEGREES

1    2    3    4

Degree in Journalism

SPECIAL COURSES

LANGUAGES

 Spanish

INITIAL COMMITMENT

DA FORM 4162-R, JAN

88

EDITION OF APR 83 IS OBSOLETE.

USAPPC V1.00

WORK EXPERIENCE

Worked as a reporter for several years.

Worked in marketing for 12 years.

VOLUNTEER EXPERIENCE

Volunteered with the local half way house for abused women

for 3 years.

Active in church committee (finance and on church board) for 5

years.

Occasionally helps at her children's school.

INTERESTS, SKILLS, HOBBIES

Interested in being involved with the newsletter.

DATE

SIGNATURE

YES

 NO

MALE

FEMALE

NONE

PRESCHOOL

IN SCHOOL

OFFICER

ENLISTED

ACTIVE

DUTY

RETIRED

DECEASE

D

3 MONTHS

6 MONTHS

OTHER

Fund raising.

APPROPRIATED FUNDS

The RSCs/ARCOMs receive appropriated funds from the USARC to support the Command’s Family Readiness Program.  These funds are appropriated by Congress and are essentially considered taxpayer dollars.  The two types of funding consist of:

Operation and Maintenance Army Reserve (OMAR)
OMAR should be applied in the following priority:

· Funding for all Family Readiness programs.

· Training and travel for RSC Family Readiness staff (paid and volunteer) to include attendance at USARC workshops.

· RSC/ARCOM workshops, including Family Program Academies.

· Representative participation at Army Family Action Plan conferences.

· Reimbursement for authorized Family Readiness volunteer expenses.

Reserve Personnel Army (RPA)
Reserve personnel resources utilized in support of Family Readiness Programs should be applied in the following priority:

· Provide the Family Readiness training of Unit Commander, Family Readiness Liaison and selected military leadership and staff personnel.

· Conduct Family Readiness unit assistance visits.

· Fund Active Duty Special Work, if necessary.

INVITATIONAL TRAVEL ORDERS

Invitational Travel Orders (ITOs) are issued when a volunteer travels on official business for a period of time over 10 hours and a distance over 50 miles from home.  The RSC Family Readiness Director must handle exceptions.

Official business includes travel to training such as a USAR Regional Family Program Academy.  

Reimbursement for this type of order requires that the volunteer complete the reimbursement request DD Form 1351-2.  These forms can be obtained from the unit.  Requests for reimbursement of expenses over $75.00, and not covered in the per diem allowance, must be accompanied by a receipt.  Per diem covers the cost of lodging and meals while on an ITO.
LODGING:  In many cases, hotels will be under contract.  (When checking out, volunteers would only have to pay for their own personal expenses; e.g., phone, room service.)

MEALS:  Volunteers pay for their meals and then receive the per diem rate for those meals when they submit DD Form 1351-2.  (The per diem rate varies depending upon what city you visit.)

A volunteer submitting DD Form 1351-2 for travel must provide the following:

· Original and one copy of DD Form 1351-2

· Original and one copy of the Invitational Travel Order and amendments, if issued

· Original and one copy of all receipts for:

· Lodging (unless sponsor of the function has contracted for the hotel)*

· Rental car (which must be authorized in the ITO)

· Registration fees (which have been authorized in the ITO)

· All other expenses over $75.00

· Submit requests and/or questions to your USAR Family Readiness Office or as directed.

NOTE:  Volunteers who travel without a credit card may be asked to put up a telephone deposit (typically $25.00) when checking in.  Check to see how the hotel will handle non-credit cardholders.
A sample Travel Voucher (DD Form 1351-2) is at the end of this chapter.

FAMILY SUPPORT NON-APPROPRIATED FUNDS

Family Support Non-Appropriated Funds (FS-NAF) are provided to the United States Army Reserve (USAR) Family Readiness Program to reimburse expenses incurred by volunteers in support of official family readiness programs.  FS-NAF funds are distributed through the Army’s Morale, Welfare and Recreation Program, in part from profits of the Post Exchange and leisure travel funds from contracted travel agencies located on installations.  Volunteers are responsible for preparing and submitting Volunteer Reimbursement Worksheets directly to the servicing RSC/ARCOM Family Readiness Office.  Appropriate receipts to document expenses must accompany all requests for reimbursement.  Reimbursement worksheets are located at the end of the chapter.

.
FS-NAF funds are for reimbursement of official volunteer expenses only.  Volunteers are non-paid personnel performing gratuitous service to the organization.

· Volunteers must have a Volunteer Agreement (DA Form 4712-R) approved by the commander and a copy on file at the RSC Family Readiness Office in order to receive reimbursement.
· Volunteers may be government employees (military and civilian), family members, retirees, or anyone who has an interest in the USAR Family Readiness Program.

· There will be no advance payments from this account to volunteers.

· Reimbursement will not be made to Family Support Groups - only to individuals.

Volunteer expenses are authorized by the most cost-effective means.  Reimbursement is not authorized for non-volunteer family members attending Family Readiness activities (e.g.,  FSG meetings, family day activities, etc.).  There will be no reimbursement for activities associated with fund-raising (e.g., selling coffee and donuts or having bake sales).  Reimbursement, including travel time, for volunteer service is authorized as follows:

Telephone:  Long distance telephone calls from a residence for support of family support group business, e.g., to check on health and welfare, to arrange meetings, to update telephone trees.  Calls should be kept as short as possible.  Any calls over 10 minutes require written justification and are subject to review by the RSC, ARCOM, or USASOC FS-NAF Custodian.

Newsletters:  Publishing and mailing unit FSG newsletters when official support is not available.  This includes the cost of paper, copying or printing resources, envelopes and postage.  See Chapter 4 for specific guidance.

Child Care:  When volunteer services cannot be performed if child care is not provided.  Volunteer childcare for FSG meetings and other Family Readiness business qualifies.  The maximum hourly rate paid per child will be based on the average rate ($2.00 per hour per child) for that area.  A higher rate may be established through the RSC, ARCOM, or USASOC FS-NAF Custodian but volunteers should check with their Family Readiness Office prior to finalizing childcare arrangements.  When multiple children are cared for, or when the length of care exceeds 10 hours, volunteers should negotiate for a reduced hourly rate.  If child care costs exceed the amount for 10 hours or if they are unable to obtain a reduced rate, the volunteer needs to receive prior approval from the RSC FS-NAF Custodian.  Childcare is limited to child (ren) under 12 years of age unless justification is provided for an exception.  Reimbursement is not authorized for individuals who would normally provide this service for you without compensation.

Transportation:  Reimbursement for mileage to attend training, FSG meetings and activities, and other family readiness business.  Reimbursement is based on the Joint Federal Travel Regulation (JFTR) at the current rate ($0.31/mile as of 1 Jan 98).  Car-pooling and using official non-tactical vehicles should be considered to minimize costs to the FS-NAF account.  Only one individual per vehicle can receive a reimbursement or tax benefit  for authorized travel.
NOTE: Any official family readiness business in excess of 10 hours and 50 miles will be performed on an Invitational Travel Order (ITO).  FS-NAF may be used for training only when appropriated funds are not available.  Approval must be received through the RSC, ARCOM, or USASOC FS-NAF Custodian via the USAR Family Readiness Office prior to issuing FS-NAF ITOs.  Refer to the appropriated funds section of this chapter for further guidance.

Miscellaneous:  Reasonable incidental expenditures by volunteers in direct support of family readiness programs, including but not limited to registration fees, parking fees, road and bridge tolls, expendable office supplies if not available from the unit.  Refreshments (snacks and beverages) are limited to the initial FSG meeting only.  All miscellaneous expenses require prior approval from the RSC, ARCOM, or USASOC FS-NAF Custodian.

Requests for reimbursement:
· All volunteer service performed must be verified.  Certification is required by a responsible individual with knowledge of volunteer service.  An individual cannot verify their own requests for FS-NAF reimbursement.  The lowest level appropriate is the FSG chairperson or higher (e.g., Regional Volunteer Representative, FRL, Unit Commander, etc.).   

· All volunteers should utilize FS-NAF Reimbursement Draft Forms located in Appendix C.  Send FS-NAF Reimbursement requests to your RSC/ARCOM FS-NAF Custodian.  At a minimum, requests for reimbursement should be filed at the end of each calendar quarter.  Any FS-NAF reimbursement requests over 6 months old will be considered for payment on a case by case basis.  

· The RSC, ARCOM, or USASOC FS-NAF Custodian will review requests in accordance with published guidelines.  A check will be disbursed to the volunteer, pending availability of FS-NAF funds, within 15 days.

INFORMAL FUNDS

FSG informal funds consist of money derived from fundraising activities or donations to the FSG.  FSG informal funds may be expended for any legitimate purpose as determined by a majority of the FSG.  FSG-generated funds may be used to pay FSG obligations (identified as good for the entire Family Support Group) not funded by appropriated (OMAR) or FS-NAF funds, (e.g. gatherings for all unit members and their families and recognition items for unit members and their families).

In order to have an FSG informal fund, the following criteria must be met:
· The Commander must sanction the FSG.

· The Commander must approve fundraising by an FSG in writing. 

· Appoint an FSG Treasurer to be responsible for the accountability of the FSG informal fund.  The Treasurer is responsible for writing checks, balancing accounts and reporting requirements.  The Treasurer must submit an annual financial statement to the unit commander.  (See the Treasurer’s position description for a complete outline of duties and responsibilities.)
· The funds must be used to support the activities of the FSG and the entire FSG 

membership.

Expenses must be in support of the FSG’s purpose and mission.  Below is an outline of the primary responsibilities a unit should address in maintaining FSG Informal Funds.  
· Develop a financial plan that addresses projected unit fundraising activities, donations and contributions; and the policy regarding the FSG response to family member emergencies (e.g., flowers for a member hospitalized). 

· The FSG collectively determines the uses for its funds – social gatherings, 

postage, etc.; and can establish dollar limits for expenditures without membership approval.  The guidelines are as follows:

· Identify how money is to be spent and identify limits.

· Determine who is authorized to make purchases.

· Open and maintain a non-interest-bearing checking account at a local financial institution.

Checking Account with EIN
· All FSG informal funds should be maintained in a non-interest-bearing checking 

account.  FSG funds will not be kept in the unit safe.

· Accounts will be opened in the name of the FSG with an IRS Employer Identification Number (EIN).  It should not be opened using an individual’s name and their personal social security number even on a temporary basis.  Try to find a bank or credit union that will waive service charges.  The EIN will be used for the purposes of the FSG only.  

· On the financial institution signature card, there should be a minimum of two individual  names.  The FSG Leader and Treasurer could be the primary signers.

 NOTE:  An SS-4 is provided at the end of the chapter for obtaining the EIN.  The EIN can be issued by telephone by calling 1-800-829-1040, but the SS-4 form must still be mailed or faxed to the IRS.

FUNDRAISING

FSGs can raise money through authorized fundraising activities.  All FSG activities must have prior approval by the unit Commander. 

With the approval of the Facility Manager, the FSG may conduct a fundraising activity at the USAR Center.  Use of certain Army equipment is appropriate provided its use has command approval and does not interfere with mission requirements.

NOTE:  See fundraising activity suggestions in Chapter 4.

Restrictions related to fundraising:

· FSG informal funds are not non-profit organizations, therefore donations are not tax deductible.

· The FSG does not have authority to obligate or contract for services utilizing 

government funds.

· Volunteers cannot obligate government funds.

· Volunteers are not entitled to reimbursement for expenses incurred while engaging in fundraising activities through the FS-NAF account.  Volunteers may receive compensation for their expenses related to the fundraiser from the proceeds of the fundraising activity.

· Unit letterhead cannot be used in relation to fundraising activities nor should 

Department of the Army or Department of Defense be mentioned in this correspondence.

· Contributions from private businesses may be requested in the volunteer’s capacity as a representative of the FSG provided specific items are not solicited.  For example, a volunteer FSG representative may contact a business for items needed in support of an FSG activity, but cannot request specific items for the event.  In other words, an FSG member can inform a business of an upcoming picnic and request a donation; however, the FSG representative cannot request specific items such as a quantity of 100 12-oz. cold beverage cups and orange drink.  Ensure businesses understand that the donation is for the benefit of the FSG, not a government agency.  

· In appreciation for a business contribution, it is appropriate to send a note of thanks for donated items.  Be aware that endorsing or encouraging unit members or their families to patronize a particular business is prohibited.

· Any activity involving any form of gambling needs to be authorized in writing by the RSC or ARCOM’s Staff Judge Advocate (SJA) Office.  

· The FSG should pay sales tax on items purchased for resale by a fundraising activity unless a tax-exempt certificate is obtained.  The process to apply for and use the tax-exempt certificate can be a complicated process requiring frequent reports to the state of items bought and sold.  Although it is not improper to obtain tax-exempt status, it may be more trouble than it is worth.
When in doubt about an activity, contact the SJA or legal office at your higher headquarters.
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17. DURATION OF TDY TRAVEL

18. REIMBURSABLE EXPENSES

TRAVEL VOUCHER OR SUBVOUCHER

Read Privacy Act Statement, Penalty Statement, and Instructions on back before completing

form.  Use typewriter, ink, or ball point pen.  PRESS HARD.  DO NOT use pencil.  If more

space is needed, continue in remarks.

28. AMOUNT PAID

19. GOVERNMENT/DEDUCTIBLE MEALS

3.  FOR D.O. USE ONLY

(6)   Reimbursable Expenses

(7)   Total

(8)   Less Advance

(9)   Amount Owed

(10) Amount Due

Exception to SF 1012 approved by GSA/IRMS 12-91.

Electronic Fund Transfer (EFT)

1. PAYMENT 

15. ITINERARY

21.a. 

APPROVING OFFICER SIGNATURE

14. HAVE HOUSEH

OLD GOODS BEEN SHIPPED?

        

(X one)

(1)   Per Diem

(2)   Actual Expense Allowance

(3)   Mileage

(4)   Dependent Travel

(5)   DLA

2. TYPE OF PAYMENT

 (X as applicable)

Member/

Employee

a. DATE

b. PLACE

(Home, Office, Base, Activity, City and

State; City and Country, etc.)

Home, Edwardson, WI

PA

c.

MEANS/

MODE OF

TRAVEL

d.

REASON

FOR

STOP

e.

LODGING

COST

f.

POC

MILES

ACCOMPANIED

b. RELATIONSHIP

c. DATE OF BIRTH

OR MARRIAGE

UNACCOMPANIED

 

8. DAYTIME TELEPHONE NUMBER &

     AREA CODE    

(xxx) xxx-xxxx

9. TRAVEL ORDER NUMBER

A-26

12. DEPENDENT(S)  

(X and complete as applicable)

11. ORGANIZATION AND STATION

344th Medical Detachment, 62d RSC

 

10. PREVIOUS GOVERNMENT PAYMENTS/

       ADVANCES

None

13. DEPENDENTS' ADDRESS ON RECEIPT OF

      ORDERS  

(

Include Zip Code) 

N/A

 

7. ADDRESS.

 

a. NUMBER AND STREET

446 Lane 

b. CITY

Edwardson

 

4. NAME 

(Last, First, Middle Initial) (Print or type) 

Smith, Bobbie D.

5. GRADE

Civilian

c. STATE

WI

d. ZIP CODE

44444

6. SSN

222-22-2222

TDY

Other

a. DATE

b. NATURE OF EXPENSE

c. AMOUNT

d. ALLOWED

d.  COMPUTATIONS

a.  D.O. VOUCHER NUMBER

c.  PAID BY

b. DATE

a.  DATE

b.  NO. OF MEALS

20.a. 

CLAIMANT SIGNATURE

x

b. DATE

x

16. POC TRAVEL 

(

X one)

OWN/OPERATE

 

PASSENGER

24. COMPUTED BY

23. COLLECTION DATA

25. AUDITED BY

26. TRAVEL ORDER

      POSTED BY

27. RECEIVED

 

(Payee Signature and Date or Check No.) 

22. ACCOUNTING CLASSIFICATION

a. NAME 

(Last, First, Middle Initial)

$18.00

$180.00

$75.00

Long Term Airport Parking

Lodging Listed Above

Taxi Fare

8-10 May

8-10 May

8/10 May

b.  SUBVOUCHER NUMBER

 

Dependent(s)

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

O'Hare Airport, Chicago, IL

Kennedy Airport, New York, NY

O'Hare Airport, Chicago, IL

Home, Edwardson, WI

TP

TP

PA

$180.00

e.   SUMMARY OF PAYMENT

 

YES

NO

 (E

xplain in Remarks)

DLA

PCS

9 May 98

1

1998

DD FORM 1351-2, AUG 1997 (EG)

8 May

PREVIOUS EDITIONS OF DD FORM 1351-2 AND 1351-1

MAY BE USED UNTIL SUPPLY IS EXHAUSTED.

Split Disbursement:

a.  DATE

b.  NO. OF MEALS

Amt to Govt Tvl Charge Card  

$

 

Payment by Check

 

 

12 HOURS OR LESS

 

MORE THAN 12 HOURS

BUT 24 HOURS OR LESS

MORE THAN 24 HOURS

USAPA V1.00
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CHAPTER 7 

TRAINING OPPORTUNITIES
“Education is not filling a vessel, but lighting a fire.”









Carl Jung
There are several opportunities for training and development of Army personnel, volunteers, and family members involved in the Family Readiness Program.   A signed Volunteer Agreement (DA Form 4712-R) must be on file at the RSC, ARCOM, or USASOC Family Readiness Office before an Invitational Travel Order (ITO) can be published to attend training.  

[image: image16.wmf]ARMY COMMUNITY SERVICE

VOLUNTEER SERVICE RECORD

For use of this form, see AR 608-1; the proponent agency is

DCSPER.

INSTRUCTIONS

Upon resignation, retirement, or transfer, a duplicate of this record will

be furnished for the personal file of the volunteer.  In case of transfer,

original record will be furnished the gaining organization.

SEE REVERSE FOR PRIVACY ACT STATEMENT BEFORE COMPLETING THIS FORM

NAME

(Last, First, MI)

Smith, Bobbie D.

ADDRESS

(Include ZIP Code)

446 Lane

Edwardson, WI

PHONE NO.

(

xxx) 

xxx-xxxx

DRIVE A CAR

SEX

CHILDREN AT

HOME

AGE

45

SPONSOR'S NAME

None

SPONSOR'S UNIT OF ASSIGNMENT

Volunteering with the 344th Medical Detachment

1    2    3    4    5    6    7    8    9    10    11

12

EDUCATION

COLLEGE +

DEGREES

1    2    3    4

Degree in Journalism

SPECIAL COURSES

LANGUAGES

 Spanish

INITIAL COMMITMENT

DA FORM 4162-R, JAN

88

EDITION OF APR 83 IS OBSOLETE.

USAPPC V1.00

WORK EXPERIENCE

Worked as a reporter for several years.

Worked in marketing for 12 years.

VOLUNTEER EXPERIENCE

Volunteered with the local half way house for abused women

for 3 years.

Active in church committee (finance and on church board) for 5

years.

Occasionally helps at her children's school.

INTERESTS, SKILLS, HOBBIES

Interested in being involved with the newsletter.

DATE

SIGNATURE

YES

 NO

MALE

FEMALE

NONE

PRESCHOOL

IN SCHOOL

OFFICER

ENLISTED

ACTIVE

DUTY

RETIRED

DECEASE

D

3 MONTHS

6 MONTHS

OTHER


ARMY FAMILY ACTION PLAN (AFAP)
The Army Chief of Staff’s guiding philosophy is, “Soldiers are entitled to the same quality of life as is afforded the society they are pledged to defend.”  The Army Family Action Plan (AFAP) was implemented in 1984.  All segments of America’s Army are represented--active component; reserve component - U.S. Army Reserve and National Guard; DA Civilians, retirees and family members.  AFAP recommends actions to improve family programs, benefits, and entitlements for America’s Army family.  This is based on the premise that quality of life programs impact positively on readiness and retention of a quality force.  

The AFAP is a grassroots process identifying issues of concern to America’s Army family that add to or detract from the Army quality of life. Through this process, issues requiring action are prioritized, given measurable objectives for acceptable change, and assigned to a lead agency for resolution.  Individuals involved at RSC or ARCOM level AFAP Symposium, may be given the opportunity to participate in the USAR or DA level AFAP Symposium once they have had experience at that level.

Following is a sampling of how AFAP results have improved America’s Army quality of life:

· Increase in Servicemen’s Group Life Insurance (SGLI) from $100,000 to $200,000

· Unlimited use of Army and Air Force Exchange Service (AAFES)

· Commissary privileges 24 times/year for Reserve Component, Gray Area Retirees, and Surviving Spouses.

RSCs, 7th ARCOM, and USASOC are encouraged to hold AFAP symposiums.  This allows soldiers, civilians, retirees, and their family members to participate in the identification of needs and refinement of family issues.  The AFAP process starts with the submission of issue papers that identify and propose solutions to problems.  Issues must be reviewed at all levels of the chain of command and resolved at the lowest level possible.  Resolutions must be realistic and able to be resolved within the framework of existing economic and personnel resources.  The issues that reach DA level have Army-wide impact and necessitate a change in legislation, regulations, policy or programs (institute new ones or improve existing ones).

DA Circular 608-FY-1, published bi-annually, lists all the issues, current status and recommendation for resolution.  Past AFAP issues can be researched on the Internet at:  http://trol.redstone.army.mil/mnew/index/html.  Unit commanders can also address soldier and family member issues and concerns.  Issues that cannot be resolved at the unit level can be elevated through the chain of command at any time.
A completed Issue Worksheet is included at the end of this chapter.  Issues can be submitted to your servicing USAR Family Readiness Office at any time.  Periodically, your RSC, ARCOM, or USASOC will host a Symposium or convene a Process Action Team to prioritize issues and forward them to higher headquarters for consideration at FORSCOM or DA AFAP Planning Conferences. 

USAR REGIONAL FAMILY PROGRAM ACADEMY (FPA)

The objective of the FPA is to train volunteers and unit Family Readiness personnel on Family Readiness Programs and other resources available to enhance the preparation of families for military separations.  All classes provide a good forum for exchanging information and learning from others.

Each RSC, ARCOM, and USASOC conducts at least one FPA annually.  The FPA is modeled after the weekend college concept.  It is based on the “adult learner” format with trained volunteers as instructors, and allows the students to choose classes based on their level of experience.  

Levels of training:
· Basic:  addresses beginning organizational aspects of a Family Support Group, including resources, benefits and entitlements, etc (100 level courses). 


Command Orientation


Volunteer Management


Volunteer Motivation


Communication I


Telephone Tree


Community and Military Resources


Benefits and Entitlements


Role of the Chaplain


Role of the Public Affairs Officer


Mobilization I (Annual Mobilization Briefing)

How to Organize Your Family Support Group


Funds Management


Command Responsibilities


Activity Planning 


Family Member Suicide Prevention Program

· Advanced:  builds on the basic classes, emphasizes mobilization awareness, introduces leadership and management skills, roles of the commander, Family Program Advisor, etc (200 level courses). 


Volunteer Recruitment


Communications II (The Secrets of Effective Listening)


FSG Newsletters


Crisis Management


Introduction to the Army Family Action Plan


Mobilization II (Family Assistance Centers)


Mobilization II (Mobilization Exercises)


Team Building


Determining the Health of and Re-Energizing a Group


Fund Raising


Role of the Commander


Role of the Family Program Advisor


Family Sponsorship Program


Drug Demand Reduction Program

· Multi-functional:  introduces material geared towards the more experienced volunteers in leadership positions (300 level courses).


Publicity and Media Relations


Problem Discussion




Army Family Action Plan Issue Development 

Students are key volunteers and personnel associated with the USAR Family Readiness Program:

· FSG volunteers

· Family Readiness Liaisons

· Unit Administrators

· Chain of Command  (Commanders, CSMs, 1SGs, etc.)

· Chaplains

What Else To Expect

Classes are comprised of a volunteer instructor and approximately 25 students.  Classes are conducted for 45 minutes and include a presentation of subject matter followed by a facilitated discussion.

Students are encouraged to share their ideas, experiences, frustrations, and ask questions to resolve issues.  The exchange of information between all attendees has proven to be the most beneficial element.  Students are expected to share their knowledge with other FSG members upon returning to their unit.

ARMY FAMILY TEAM BUILDING (AFTB)

Army Family Team Building (AFTB) is a training program for soldiers, civilians, and family members.  This DA initiative has three purposes:

· To improve overall readiness of the force by teaching and promoting personal and family readiness through standardized, progressive and sequential education.

· To assist America’s Army in adapting to a changing world (draw-down, reduced 

resources, rapid deployments, accepting challenges, developing life skills and moving successfully into the 21st Century).

· To respond to family issues in lessons learned (rear detachment, standardized 

programs, false expectations, etc.) from recent deployments.

Students include active Army, National Guard, U.S. Army Reserve, DA civilians, retirees and their family members and are taught by family member volunteers.  

The U.S. Army Community and Family Support Center (CFSC) funds all costs of AFTB training materials and publications.  Minimum resources needed by local commands to support the AFTB program may include:  provision of child care, purchase of incentive or promotional items, and reimbursement of volunteer expenses.  Commanders have overall responsibility to implement the AFTB program at the unit level.

AFTB enhances family preparedness during soldier deployments.  During peacetime, AFTB functions to educate all members of America’s Army on Army missions and expectations; readiness responsibilities and systems available to support more self-reliant, independent and self-sufficient lifestyles.

Levels of Training:

· Level 1
1.01  Military Terms, Acronyms, Customs and Courtesies

1.02  The Chain of Command and the Chain of Concern

1.03  Introduction to Military and Civilian Community Resources

1.03a  Introduction to the Army Family Action Planning Program (AFAP)

1.03b  Introduction to Operation READY (OP READY)

1.04  Benefits, Entitlements and Compensation

1.05  Family and Military Expectations

1.06  Impact of the Mission on Family Life

1.07  Basic Problem Solving

· Level 2
2.01.1  Enhancing Relationship Building

2.01.2  Introduction to Effective Leadership

2.02.1  Volunteer Management/Marketing Volunteer Experience

2.02.2  Management Skills:  Communication

2.02.3  Management Skills:  Conflict Management

2.02.4  Management Skills:  Understanding Needs

2.02.5  Management Skills:  Crisis and Coping

2.02.6  Management Skills:  Group Dynamics

2.03.1  Adapting to Change

2.03.2  Stress Management

2.03.3  Intermediate Problem Solving

2.03.4  Time Management

2.03.5  Meeting Management

2.04.1  Networking with Community Agencies

2.04.2  Building a Resource Library

2.04.3  Family Support Groups

2.04.4  Military Grade and Command Structure

2.04.5  Benefits, Entitlements and Compensation

2.04.6  Traditions, Customs, Courtesies and Protocol

· Level 3
3.01.1  Listening Skills

3.01.2  Building Self-Esteem

3.01.3  Personality Traits

3.02.1  Motivating Factors

3.02.2  Leadership Skills

3.02.3  Building a Cohesive Team

3.02.4  Leader Roles

3.02.5  Group Conflict Management

3.02.6  Problem Solving Techniques for Leaders

3.03.1  How to Develop Presentations

3.03.2  How to Plan and Conduct a Workshop

3.04.1  Total Army

3.04.2  Political Issues and the Army

3.04.3  Effective Public/Media Relations

· DA provides funds for volunteers to attend an AFTB Master Trainer Course that utilizes the “train the trainer” concept.  Volunteers must commit to present AFTB at unit-level for one year.

· AFTB also recruits and develops Core Instructors, a group of volunteers trained to conduct AFTB Master Training Courses at selected locations throughout the Total Army.  

OPERATION READY

Operation READY (Resources for Educating About Deployment and You) is designed for soldiers and families of the active Army, the Army National Guard, and the Army Reserve.  The material was developed in two phases by contract with the Department of the Army, Community and Family Support Center and published in 1994.  

Operation READY materials include course outlines, fliers, overhead slides, checklists and handouts.  Each section identifies resources and contains a bibliography.

· Predeployment - Ongoing Readiness

Understanding and Planning for Military Separation
Coping with Separation
Financial Planning
· Postdeployment - Homecoming and Reunion

Soldiers

Families

Celebration Planning

Communication Techniques

Reunion Stress Management

· Family Assistance Center

Active Component

Reserve Component

· Family Support Groups - Advanced Training

Leadership Skills

Planning Presentations

Problem Solving

Newsletters

Volunteer Recognition

· Children’s Workbooks:  Consist of four workbooks for children ages 

3-5, 6-8, 9-12, and 13-15.

· The Army Readiness Handbook
Command Leadership and Family Support

Starting a Family Support Group Program

Resources for Successful Family Support Groups

Coping with Separations

Managing Deployment and Homecoming

· Operation READY Videos are accompanied by Video Discussion Guides with soldier and family scenarios

Another Family (Army Family Support Group)

Getting Back Together (Homecoming and Reunion)

Ongoing Readiness and Financial Planning (Ongoing Readiness)

Coping with Military Separations (Ongoing Readiness)

Family Assistance Center (Family Assistance Center)

AFAP ISSUE WORKSHEET

This worksheet is to be used to address your issue and recommendation for change to improve the Quality of Life for USAR soldiers and their families.  Issues must be legibly written or  typed in order to be considered.  The issue must also be clearly stated and able to be understood by individuals not familiar with the subject matter

ISSUE CRITERIA:  

· Issue contributes positively to the Army goal of readiness and retention of quality soldiers.

· Issue has community-wide impact requiring action that addresses the total Army Family.

· Issue is judged attainable after weighing fiscal and personnel requirements against current available resources.

· Issue recommendation has measurable objectives with an identified end product.

ISSUE:  _______________________________________________________________________

______________________________________________________________________________

SCOPE:

· Scope should be clear and concise statements of issue.

· Scope should include information to ensure the issue will be understood by agency that will work the issue.

SCOPE:  ______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

RECOMMENDATIONS:

· Recommendations must have measurable objectives with identified end product.
RECOMMENDATION:  ___________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

NAME OF INDIVIDUAL SUBMITTING ISSUE:  ________________________________________

DAYTIME TELEPHONE NUMBER (In case additional information is needed) (___) ___________

Unit Submitting Issue:

_________________________________________________





_________________________________________________





_________________________________________________

Regional Support Command:


Approved by:  _________________________________________________________


              Signature, Submitting Command

AFAP SAMPLE ISSUE

ISSUE:  Erosion of retirement benefits for Reservists.

SCOPE:  Benefits for reserve retirees are slowly eroding away.  This situation is casting a negative shadow over the Quality of Life, morale, recruitment and survivor’s benefits.  A lack of understanding exists as to the scope of retirement benefits and entitlements.

RECOMMENDATION:  Implement a 401K program for reservists.  This would eventually replace the retirement pension.  Plan could be based on Federal Civilian Employees’ Thrift Saving Plan.  Push for legislation to modify the Government Pension Offset for survivors.  Gain unlimited commissary privileges for reservists and gray area retirees.

Unit Submitting Issue:




A Co, 367 EN BN




310 10th Avenue NE




Brainerd, MN  56401

Regional Support Command:




88th Regional Support Command




506 Roeder Circle




FT Snelling, MN  55111-4009




POC:
Family Program Director

Approved by:    ________________________________________________________________
APPENDIX A:  GLOSSARY OF TERMS  

AAFES
Army and Air Force Exchange Service

ACS

Army Community Service

ADSW
Active Duty Special Work

AFAP

Army Family Action Plan

AFTB

Army Family Team Building

AR

Army Regulation

ARCOM
Army Reserve Command

AT

Annual Training

CFSC

Community and Family Support Center

Chain of Command

Chain of Concern 

CHAMPUS
Civilian Health and Medical Program for the Uniformed Services

CSM

Command Sergeant Major

DA

Department of the Army

DAV

Disabled American Veteran

DCSPER
Deputy Chief of Staff, Personnel

DD

Department of Defense

DoD

Department of Defense

DODI

Department of Defense Instruction

DEERS
Defense Enrollment Eligibility Reporting System

DRC

Direct Reporting Command

DRU

Direct Reporting Unit

EFT

Electronic Fund Transfer

EIN

Employer Identification Number

e.g.

for example

FCP

Family Care Plan

FORSCOM
Forces Command

FPA

Family Program Academy

FPAC

Family Program Advisory Council

FRD

Family Readiness Director

FRL

Family Readiness Liaison

FRO

Family Readiness Office

FRP

Family Readiness Program

FSG

Family Support Group

FS

Family Support

FS-NAF
Family Support – Non-appropriated Fund

FSP

Family Support Plan

HUD

Housing and Urban Development

IAW

in accordance with

ID

identification

IRS

Internal Revenue Service

ITO

Invitational Travel Order

JFTR

Joint Federal Travel Regulation

LES

Leave & Earnings Statement

MACOM
Major Army Command

MI

Middle Initial

MSC

Major Subordinate Command

MUSARC
Major United States Army Reserve Command (old term)

NCO

Noncommissioned Officer

OMAR
Operation and Maintenance Army Reserve

RCUCH
Reserve Component Unit Commander’s Handbook

RPA

Reserve Personnel Army

RSC

Regional Support Command

SJA

Staff Judge Advocate

SSN

Social Security Number

TRICARE
military medical care program composed of CHAMPUS Prime, 



CHAMPUS Extra and Standard CHAMPUS

USAR

United States Army Reserve

USARC
United States Army Reserve Command

USC

United States Code

USASOC
U.S. Army Special Operations Command

VFW

Veterans of Foreign Wars

VIP

Very Important Person

1SG

First Sergeant

APPENDIX B:  INTERNET ADDRESSES

AFTB Internet Site:  http://trol.redstone.army.mil/mwr/aftb/index.html

AFTB Master Trainer Courses:  http://trol.redstone.army.mil/mwr/aftb/aftb_3.html
Army Family Liaison Office Home Page:  http://www.hqda.army.mil/webs/acsimweb/family/family.htm

DA MWR Home Page: http://trol.redstone.army.mil/mnew/index/html

Department of Defense:  http://www.dtic.mil/defenselink/

Department of Veterans Affairs:  http://www.va.gov

DEERS:  http://www.ochampus.mil/DEERSAddress/

FAMNET Crossroads:  http://www.famnet.com

Federal Emergency Management Agency:  http://www.fema.gov/

FORMDEPS  [U.S. Army Forces Command (FORSCOM Regulation 500-3-1) Mobilization and Deployment Planning System, and (FORSCOM Regulation 500-3-3) Reserve Component Unit Commander’s Handbook]:  http://freddie.forscom.army.mil/mob  

Military Teens On the Move:  http://dticaw.dtic.mil/mtom

Persian Gulf Veteran’s Illnesses:  http://www.va.gov/health/environ/persgulf.htm

Office of the Assistant Secretary of Defense for Reserve Affairs World Wide Web Page:  http://raweb.osd.mil

TAPS (Tragedy Assistance Program for Survivors, Inc. – surviving the loss of a loved one in a military line-of-duty death.  It has information on their grief support network and services.)

U.S. Army:  http://www.army.mil

U.S. Army Reserve Command:  http://www.usarc.army.mil

APPENDIX C:  Draft US Army Reserve Forms

VOLUNTEER TELEPHONE REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

Name:  _______________________________________________________________

Address:  _____________________________________________________________

City/State/Zip:  _________________________________________________________

Daytime Phone:  _______________________________________________________

Copy of Telephone Bill must be attached for reimbursement*

Date
Person Contacted
Nature of Call
Phone Number
Cost





























































*Use back of this form to justify calls over 10 minutes & calculate percentage of tax (include total bill & tax)


Total reimbursement requested:  

                   $________________

I certify this request is for expenses expressly connected with my volunteer duties to the USAR Family Readiness Program.  I understand by requesting reimbursement that I cannot later request a tax benefit for the same expenditure.  Reimbursement will only be made if sufficient FS-NAF funds are available.

__________________________________
________________________________

Volunteer’s Signature & Date


Certifying Individual & Date

----------------------------------------------------------------------------------------------------------------------

Prepared by Family Readiness Office Approving Official

Check Number:  __________________

Date Issued:  
__________________

Amount:  
__________________







          ______________________________

        Approved by:  (Name, Title)

Draft USAR Form

VOLUNTEER TELEPHONE REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

(Continued)

Name:  _______________________________________________________________

Date
Person Contacted
Nature of Call
Phone Number
Cost





























































JUSTIFICATION FOR CALLS IN EXCESS OF 10 MINUTES: 

(NOTE:  Reimbursement is subject to review and approval of the RSC FS-NAF Custodian.)
_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

TAX CALCULATION:

ENTER TOTAL AMOUNT OF CALLS HERE:  


__________

ENTER STATE TAX RATE HERE:



__________

Multiply total calls by tax rate and add amounts

ENTER  TOTAL REIMBURSEMENT AUTHORIZED HERE: 
__________  

Draft USAR Form

VOLUNTEER NEWSLETTER REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

Name:  _______________________________________________________________

Address:  _____________________________________________________________

City/State/Zip:  _________________________________________________________

Daytime Phone:  _______________________________________________________

Copy of Receipts for printing, postage, etc. must be attached

with a copy of the newsletter for reimbursement*

Paper

Amount Purchased
Cost per Item
Total


Printing


Number of Pages
Cost Per Item
Total

Postage


Number Mailed
Cost Per Item
Total

Issue Date


Grand Total


*Use back of form to write justification for lack of official support.

Total reimbursement requested:                                         $_______________

I certify this request is for expenses expressly connected with my volunteer duties to the USAR Family Readiness Program.  I understand by requesting reimbursement that I cannot later request a tax benefit for the same expenditure.  Reimbursement will only be made if sufficient FS-NAF funds are available.

__________________________________
________________________________

Volunteer’s Signature & Date


Certifying Individual & Date

----------------------------------------------------------------------------------------------------------------------

Prepared by Family Readiness Office Approving Official

Check Number:  __________________

Date Issued:  
__________________

Amount:  
__________________







          ______________________________

        Approved by:  (Name, Title)

Draft USAR Form

VOLUNTEER CHILD CARE REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

Name:  _______________________________________________________________

Address:  _____________________________________________________________

City/State/Zip:  _________________________________________________________

Daytime Phone:  _______________________________________________________

Receipts for child care must be attached for reimbursement*

Date:  ____________________




Number of children:  _______________

Time In:  ____________

Time Out:  __________

Total Hours:  _____________________

Hourly Rate:  _____________




Total Cost:  ______________________

Child Care Provider:  ___________________________________________________________________

Address:  ____________________________________________________________________________

Date:  ____________________




Number of children:  _______________

Time In:  ____________

Time Out:  __________

Total Hours:  _____________________

Hourly Rate:  _____________




Total Cost:  ______________________

Child Care Provider:  ___________________________________________________________________

Address:  ____________________________________________________________________________

Total reimbursement requested:                                                     $_______________

I certify this request is for expenses expressly connected with my volunteer duties to the USAR Family Readiness Program.  I understand by requesting reimbursement that I cannot later request a tax benefit for the same expenditure.  Reimbursement will only be made if sufficient FS-NAF funds are available.

__________________________________
________________________________

Volunteer’s Signature & Date


Certifying Individual & Date

----------------------------------------------------------------------------------------------------------------------

Prepared by Family Readiness Office Approving Official

Check Number:  __________________

Date Issued:  
__________________

Amount:  
__________________







          ______________________________

        Approved by:  (Name, Title)

Draft USAR Form

VOLUNTEER TRANSPORTATION REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

Name:  _______________________________________________________________

Address:  _____________________________________________________________

City/State/Zip:  _________________________________________________________

Daytime Phone:  _______________________________________________________

Receipts for public transportation must be attached for reimbursement*

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________ 

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________


Total reimbursement requested from back page                                 $_______________
Total reimbursement requested:                                                     $_______________

I certify this request is for expenses expressly connected with my volunteer duties to the USAR Family Readiness Program.  I understand by requesting reimbursement that I cannot later request a tax benefit for the same expenditure.  Reimbursement will only be made if sufficient FS-NAF funds are available.

__________________________________
________________________________

Volunteer’s Signature & Date


Certifying Individual & Date

----------------------------------------------------------------------------------------------------------------------

Prepared by Family Readiness Office Approving Official

Check Number:  __________________

Date Issued:  
__________________

Amount:  
__________________







          ______________________________

        Approved by:  (Name, Title)

Draft USAR Form

VOLUNTEER TRANSPORTATION REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

(Continued)

Name:  _______________________________________________________________

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________ 

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________ 

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________ 

Date:  ____________________


Purpose of trip:  ________________________________

Location:  ________________________Time of departure:  ____________Time of Return:  ___________

[___] Public transportation used/cost:  ______________________________________________________

[___] Personal Car Mileage:  _________ x mileage rate _____ = Cost $___________________________

[___] Toll fees: __________  [___] Parking fees: __________ [___} Other (specify): _________________


Total reimbursement requested on this page                                    $_______________
Draft USAR Form

VOLUNTEER MISCELLANEOUS REIMBURSEMENT WORKSHEET

US Army Reserve Family Readiness Program

Name:  _______________________________________________________________

Address:  _____________________________________________________________

City/State/Zip:  _________________________________________________________

Daytime Phone:  _______________________________________________________

Receipts for expenses must be attached for reimbursement*

Family Program Activity Supported
Expenditure Description
Cost





















Total reimbursement requested:                                                     $_______________

I certify this request is for expenses expressly connected with my volunteer duties to the USAR Family Readiness Program.  I understand by requesting reimbursement that I cannot later request a tax benefit for the same expenditure.  Reimbursement will only be made if sufficient FS-NAF funds are available.

__________________________________
________________________________

Volunteer’s Signature & Date


Certifying Individual & Date

----------------------------------------------------------------------------------------------------------------------

Prepared by Family Readiness Office Approving Official

Check Number:  __________________

Date Issued:  
__________________

Amount:  
__________________







          ______________________________

        Approved by:  (Name, Title)

Draft USAR Form

APPENDIX D:  US Army Reserve Family Readiness Offices

COMMAND

 
COMMERCIAL #  and FAX #

TOLL-FREE # (if any)

EMAIL ADDRESSES (if any)
                                                                                                     ADDRESS

7th ARCOM


49-6202-80-6538/7701/7814/6552   FAX-6380/6147

Roneyj@hq.7arcom.army.mil or Gardenera@ 
ATTN:  AEUR-PRM, Unit  29238

APO AE  09102

9th RSC


(808) 438-1600, ext 3191 or 3192   FAX-7473

Balenta@9rsc-usar.army.mil
ATTN:  APIX-PE, 1557 Pass St., Fort Shafter Flats

Honolulu, HI  96819-2135

63d RSC


(562) 795-2182/2172    FAX-2189

1-800-987-5517, ext 62182 or 62172

Ashfordk@usarc-emh2.army.mil
ATTN:  AFRC-CCA-PHR-F

PO Box 3001 

Los Alamitos, CA  90720-3001

Location: 11200 Lexington Dr., Bldg 18

65th RSC


(787) 277-2168/2360    FAX-2363

Rodriquezm@usarc-emh2.army.mil
ATTN:  AFRC-APR-FA, Bldg 1306E

Fort Buchanan, PR  00934-7000

70th RSC 


(206) 281-3131   FAX-3594

1-800-677-3980

Taylort@usarc-emh2.army.mil or andren@. . . .                
ATTN:  AFRC-CWA-PRH-F

4575 36th Ave West                                                                                   Seattle,  WA  98199-5000

77th RSC


(718) 352-5756/5071    FAX-2065/5132

1-800-441-5476

Reinhardtp@usarc-emh2.army.mil or Silvermanp@. . . .
ATTN:  AFRC-CNY-PR-R

Bldg 200

Fort Totten, NY  11359-1016

81st RSC


(205) 795-1735/1733/1726/1705   FAX (205) 795-1746

1-877-749-9063, ext 1735

Sandra.Wallace@usarc-emh2.army.mil or Walter.Goodrich@. . . .
ATTN:  AFRC-CAL-PRH

255 West Oxmoor Rd

Birmingham, AL  35209-6383

88th RSC
For MN/WI:  (612)  713-3521    FAX (612) 713-3513

1-800-843-2769, x3521  Email:  MagraneDi@usarc-emh2.army.mil

For MI/OH:  (313) 561-0071    Fax:   x5186

1-800-816-2190        Email: Russellro@ . . . .

For IL/IN:  (414) 616-4519   Fax:  (414) 438-6146

1-800-955-2685, ext “#” plus “4519”   Email:  Kruegerre@. . . .
ATTN:  AFRC-CMN-PR-HRF/Ms. Magrane

506 Roeder Cir

Fort Snelling,  MN  55111-4009

ATTN:  AFRC-CMN-MI-FPC/Mr. Russell

3200 South Beech Daly

Inkster, MI  48141-2648

ATTN:: AFRC-TWI-FPC/Ms. Krueger

4828 West Silver Spring Drive

Milwaukee, WI  53218-3498

89th RSC


(316) 681-1759 x418/453     FAX (316) 652-2312

1-800-892-7266 x418/453

Sharon.Adams@usarc-emh2.army.mil or John.Murphy@. . . .
ATTN:  AFRC-AKS-PR

2600 North Woodlawn St.

Wichita, KS  67220-2799

90th RSC 


(501) 771-7838/7808/7325    FAX-7337

1-800-501-1493, ext. 7838/7808/7325

Ogdeng@usarc-emh2.army.mil or Farmerm@
ATTN:  AFRC-CAR-PRH

8000 Camp Robinson Rd

North Little Rock, AR  72118-2205

94th RSC


(978) 796-2260/2288  FAX-2398/2211

1-800-554-7813 x2260  

Wilsona2@USARC-emh2.army.mil 
ATTN:  AFRC-CMA-PR-HRD

50 Sherman Ave

 Devens, MA  01432-4449

96th RSC


(801) 736-4292/4852    FAX-4595

1-800-348-0039

Bournea@usarc-emh2.army.mil or Cadwalak@
ATTN:  AFRC-CUT-PRH-U

Bldg 103, S. A. Douglas AFRC

Salt Lake City, UT  84113-5007

99th RSC


(724) 693-2302/2300    FAX-2290

1-800-635-1290

Glasserj@usarac-emh2.army.mil or Mcfarlaa@. . . .
ATTN:  AFRC-CPA-PR-R

6 Lobaugh St

Oakdale, PA  15071-5001

*U.S. Army Special Operations Cmd


(910) 432-2093/4103 FAX-7343

1-800-525-6846, ext 22093/24103

Willardv@soc.mil or Williamb@soc.mil
ATTN:  AOPE-FR, Bldg E2929

Fort Bragg, NC  28307-5000
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VOLUNTEER DAILY TIME RECORD

For use of this form, see AR 608-1

;

the proponent

 

agency is

DCSPER.

DA FORM 4713-R, Apr 83

EDITION OF JUL 78 IS OBSOLETE.

USAPPC V1.00

DATE

POSITION

INSTRUCTIONS

Upon resignation, retirement, or transfer, a duplicate of this record will

be furnished for the personal file of the volunteer.  In case of transfer,

original record will be furnished the gaining organization.  Upon com-

pletion of the calendar year, the annual total will be recorded on DA

Form 4162-R.
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U.S. Special Operations Command  (Some Army Reserve units are under this command - i.e., Psychological Operations and Civil Affairs units.)





(910) 432-2093/4103    FAX-7343 


1-800-525-6846, ext 22093/24103 


Email:   Willardv@soc.mil or Williamb@soc.mil








V





I





II





III





IV





VI





VII





VIII





X





IX





9th RSC 


Fort Shafter HI


Region includes 


Alaska, Guam,


American Samoa, . . . .


(808) 438-1600, 


x3191 or 3192 


FAX-7473


Email:  Balenta@9rsc-usar.army.mil





       7th ARCOM


Heidelberg, Germany (Europe)


49-6202-80-6538/7814/7701/6552


DSN:  379-6538


FAX-6380/6147


Email:  Roneyj@hq.7arcom.army.mil 





65th RSC


Fort Buchanan PR


(787) 277-2168/2360    


FAX-2363  


Email:  RodriquezM@usarc-emh2.army.mil





Family Readiness Offices at the 


U.S. Army Reserve Regional Support Commands and Army Reserve Command (ARCOM) as of 6 Jul 99





81st RSC/Birmingham AL


(205) 795-1735/1733/1705   


FAX (205) 795-1746


1-877-749-9063, ext 1735


Email: Sandra.Wallace@usarc-emh2.army.mil or Walter.Goodrich@ . . . .





70th RSC


Fort Lawton WA


(206) 281-3131  FAX-3594


1-800-677-3980


Email:  Taylort@usarc-emh2.army.mil





99th RSC


Oakdale PA


(724) 693-2302/2300    FAX-2290


1-800-635-1290


Glasserj@usarc-emh2.army.mil





77th RSC


Fort Totten NY


(718) 352-5756/5071 


FAX-2065 


1-800-441-5476


Email:  Reinhardtp@usarc-emh2.army.mil





   





90th RSC


N. Little Rock AR


(501) 771-7838/7808/7325    FAX-7337


1-800-501-1493, ext 7838/7808/7325


Email:  Ogdeng@usarc-emh2.army.mil or Farmerm@ . . . .





89th RSC


Wichita KS


(316) 681-1759 x 418/453  FAX (316) 652-2312


1-800-892-7266 


ext. 418/453


Email:  Sharon.Adams@usarc-emh2.army.mil Or John.Murphy@ . . . .





63d RSC 


Los Alamitos CA


(562) 795-2182/2172    FAX-2189


1-800-987-5517, 


ext. 62182


Email:  Ashfordk@usarc-emh2.army.mil








94th RSC 


Devens Reserve Forces Training Area MA


Tele:  (978) 796-2260/2288  


Toll Free:  1-800-554-7813, ext. 12260 


FAX-2398/2211


Email:  Wilsona2@usarc-emh2.army.mil





88th RSC/Fort Snelling MN


MN/WI: 1-800-843-2769, x3521    


FAX (612) 713-3513


Email:  MagraneDi@usarc-emh2.army.mil


MI/OH: 1-800-816-2190, 


FAX (313) 561-5186, Email:  Russellro@. . . .


IL/IN: 1-800-955-2685, #4519,  FAX (414) 438-6146, Email:  Kruegerre@. . . .





96th RSC


Fort Douglas UT


(801) 736-4292/4852


FAX-4595


1-800-348-0039


Email:  Bournea@usarc-emh2.army.mil
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ARMY COMMUNITY SERVICE







VOLUNTEER SERVICE RECORD







  







For use of this form, see AR 608-1; the proponent agency is DCSPER.







  







INSTRUCTIONS







Upon resignation, retirement, or transfer, a duplicate of this record will







be furnished for the personal file of the volunteer.  In case of transfer,







original record will be furnished the gaining organization.







SEE REVERSE FOR PRIVACY ACT STATEMENT BEFORE COMPLETING THIS FORM







NAME  







(Last, First, MI)







  







Smith, Bobbie D.







ADDRESS  







(Include ZIP Code)







  







446 Lane







Edwardson, WI







PHONE NO.  







(xxx) xxx-xxxx







DRIVE A CAR







SEX







CHILDREN AT HOME







AGE  







45







SPONSOR'S NAME  







None







SPONSOR'S UNIT OF ASSIGNMENT  







Volunteering with the 344th Medical Detachment







1    2    3    4    5    6    7    8    9    10    11    12







EDUCATION







COLLEGE + DEGREES







1    2    3    4







Degree in Journalism







SPECIAL COURSES  







LANGUAGES  







 Spanish







INITIAL COMMITMENT







DA FORM 4162-R, JAN 88







EDITION OF APR 83 IS OBSOLETE.







USAPPC V1.00







WORK EXPERIENCE  







Worked as a reporter for several years.







Worked in marketing for 12 years.







VOLUNTEER EXPERIENCE  







Volunteered with the local half way house for abused women







for 3 years.  







Active in church committee (finance and on church board) for 5







years.







Occasionally helps at her children's school.







INTERESTS, SKILLS, HOBBIES  







Interested in being involved with the newsletter.







DATE  







SIGNATURE  







YES







 







 NO







 







MALE







FEMALE







 







NONE







 







PRESCHOOL







IN SCHOOL







 







OFFICER







 







ENLISTED







 







ACTIVE DUTY







 







RETIRED







 







DECEASED







 







3 MONTHS







6 MONTHS







 







OTHER












_975148817

_973427983

_973425569.doc


NAME  







Bobbie Smith







TOTAL







TRAVEL TIME







PRODUCTIVE TIME







TOTAL TIME







JAN







FEB







MAR







APR







MAY







JUN







JUL







AUG







SEP







OCT







NOV







DEC







ARMY COMMUNITY SERVICE







VOLUNTEER DAILY TIME RECORD







  







For use of this form, see AR 608-1; 







the proponent







 agency is







 







DCSPER.







  







DA FORM 4713-R, Apr 83







EDITION OF JUL 78 IS OBSOLETE.







USAPPC V1.00







DATE







POSITION







  







INSTRUCTIONS







  







Upon resignation, retirement, or transfer, a duplicate of this record will







be furnished for the personal file of the volunteer.  In case of transfer,







original record will be furnished the gaining organization.  Upon com-







pletion of the calendar year, the annual total will be recorded on DA







Form 4162-R.







COMMITTEE ASSIGNMENT
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8







9
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30







31







JAN







FEB







MAR







APR







MAY







JUN







JUL







AUG







SEP







OCT







NOV







DEC







Special Events Projects







Newsletter Chairperson







Army Family Team Building







4/95-6/96







6/96







3/97







General







Editor







Admin.







98







6







5







3







3







5







7







6







7







5







6







9







5







3







13







5







2







6







2







7







5







2







3







2







6







2







2







7







2







5







24
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3







9







13







11







21







2







9







15







16







8







62







18







3







4







2







4







1







2







3







4







2







8







3







13







13







11







21







2







9







15







16







8







62







18







16
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13







25







3







11







18







20







10







70







21







36







188
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