DEPARTMENT OF THE ARMY

Company A, 187th Medical Battalion, 32nd Medical Brigade

U.S. Army Medical Department Center and School

Fort Sam Houston, Texas 78234

 

MCCS-ABA (1oo)                                                                                                 1 Apr 2004

 

MEMORANDUM FOR All Personnel Assigned/Attached to Company A, 187th Medical Battalion, Center Brigade

SUBJECT: Policy Letter #18, (Daily Operations)

 

1.  Purpose: To define hours of operation and daily operating duties.

2.  Responsibilities:  

    a. TAC Officer will know this policy and inform students of it.

    b. Executive Officer (XO) will ensure inactive soldiers and new personnel know this policy.

3.  Hours of Operation:

    a. Monday through Friday 0600-1730.

    b. Lunch: Coordinated by individual TAC Officers.

    c. Civilian secretary hours are Monday-Thursday 0700-1100.

4.  Protocol:
   a.  Call company to attention when the Commander enters the building for the first time and when the Commander leaves for the day.

    b.  Place guidon outside upon the Commander's arrival and bring guidon inside when the Commander leaves for the day.

    c.  Call company to attention when the Battalion/Brigade Commanders enter and/or an officer of the rank of O-6 or above enters and leaves the Company area.

    d.  Call at ease when the 1SG arrives (when E-7 or below are working in the company) and leaves. Call at ease when CSM arrives or leaves (when not accompanied by BN or BDE CDR).
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5.  Cleaning: Students awaiting training and/or reassignment may be used to clean the Company areas. This may include kitchen area, bathroom area, garbage removal, and vacuuming carpet areas.  All personnel are responsible for cleaning and storing their own dishes and placing garbage bags in cans. 

6.  Telephones: When answering the telephone, the correct greeting is, “A Company, 187th Medical Battalion. This is [your Rank and Last Name], may I help you, sir or ma'am?”  When taking messages for personnel, be sure to include 1) the caller's name, 2) subject of phone call, and 3) a callback number. 

7.  Accountability: When leaving the Area of Operations (AO), use the sign-out board to indicate where you will be going and an estimated return time.  Upon return, change your status on the board.

8.  Security: Last person leaving will ensure computers are off, laptop computers are locked in desks, lights are out, coffee pot is off and all doors (including bathroom door) and windows are shut and locked.

 







      //ORIGINAL SIGNED//

JAMES J. JONES

CPT, SP

Commanding

PAGE  
2

