[image: image1.png]



690th Medical C0mpany (GA)

Ft. Benning, Georgia
Family

Readiness

Group

Handbook

[image: image2.png]




TOPIC










       PAGE

LETTER OF INTRODUCTION







  3

FAMILY READINESS GROUP STANDING OPERATING PROCEDURES
  4

FAMILY SUPPORT DURING CONTINGENCY OPERATIONS

  8

FAMILY SUPPORT QUESTIONNAIRE





10

FAMILY ASSISTANCE QUESTIONNAIRE




11

FAMILY MEMBER CONTACT RECORD




13

FAMILY READINESS GROUP SURVEY





14

IDEAS FOR MAKING MEETINGS AND EVENTS MORE ENJOYABLE
15


How to Start or Re-energize an FRG








Sample Ice Breakers for FRG meetings




18

Fund Raisers













Unit Sponsorship Programs







19

FAMILY SUPPORT PLAN








21


COMPANY LEVEL FAMILY SUPPORT




22


PREPARING FOR DEPLOYMENT





23



Administrative Planning



Financial Planning



Property Matters Planning (Car, House, Crime Prevention)



Legal Planning



Dental/Medical Care



DEERS and Identification Cards


COMMUNITY AGENCIES AVAILABLE




26



Religious Activities



Army Community Service



Army Emergency Relief


Red Cross



Child Care





Housing



Transportation





Veterinary Treatment Facility



Civilian Employment


POST FACILITIES (Post Exchange, Commissary, Post Office)

27


OFF-POST SUPPORT








27


Important Document Checklist






28


Budget Plan










29


Army Family Team Building







30


How to Survive Deployment







31


Military Acronyms, Abbreviations, and Terms



33


Family Support References and Points of Contact



41

COMMUNICATION AND CONFLICT RESOLUTION


42

COMPUTER RESOURCES








48

RESOURCE GUIDE TO COMMUNITY ASSISTANCE


49


Service Agency Index








50


Service Agency Descriptions







56

WORDS OF WISDOM









78

CUSTOMS, COURTESIES, AND PROTOCOL




104

FAMILY READINESS GROUP CONSTITUTION



111

FAMILY READINESS GROUP BYLAWS




115

DEPARTMENT OF THE ARMY

690th MEDICAL COMPANY (GROUND AMBULANCE)

FORT BENNING, GA 31905

AFVK-690











19 January 2001

MEMORANDUM FOR FAMILY MEMBERS

SUBJECT: Family Readiness Group Handbook

Dear Family Members,


This booklet has been published for many reasons.  Primarily, it serves as an excellent guide designed to assist you and your family during Field Training Exercises and company deployments. It also serves as the key reference in the operation of our Family Readiness Group. Your welfare and that of your loved ones is important not only to you and your loved ones, but also to all of us in the 690th Medical Company.


I am certain that your military service member will enjoy greater peace of mind when he/she knows that there is someone at the 690th who cares about you and your welfare. We suggest you familiarize yourself with this booklet so you will be better prepared during times of separation.


The soldiers of the 690th Medical Company train hard so that they can successfully defend our country.  In order to accomplish this mission, they often deploy away from their families for various periods of time.  These periods of separation are a necessary hardship associated with their profession. Please accept my thanks for your understanding and cooperation while they continue to train to become the best unit in the United States Army.












J. DERRELL HUMPHRIES











CPT, MS











Commanding
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SUBJECT: Family Readiness Group Standing Operating Procedures

1. PURPOSE: This Family Readiness Group Standing Operating Procedures (FRGSOP) outlines the purpose, mission, objectives, responsibilities, organization, duties, and operations of the 690th Medical Company Family Readiness Group Program.

2. OBJECTIVES:


A. This SOP provides guidance on establishing and sustaining Family Readiness Groups (FRGs) for the 690th Medical Company. The FRG will operate within the scope and direction of the 690th Medical Company Constitution and Bylaws.


B. The objective of the unit Family Readiness Group is to support the military mission through support, outreach, and information to family members. The Family Readiness Group will also promote esprit de corps, enhance unit morale and readiness, and provide monetary means to discharge certain obligations.

3. MISSION: The mission of the 690th Medical Company Family Readiness Group includes:


A. Provide an opportunity for family members to mutually support and assist one another.


B. Develop and operate systems to provide information and education programs, welcome and orient new families, promote involvement, and prevent isolation.


C. Interact with military family members, the unit commander, and the rear detachment commander or military POC at the unit and higher levels.


D. Help involve families in unit activities.


E. Refer family needs that cannot be met by the FRG to the appropriate unit, installation, or community resources.


F. Provide information to families who remain in the local area while soldiers serve unaccompanied tours.


G. Assist the unit in developing and evaluating mobilization and deployment handbooks.  Ensure all family members have deployment handbooks and installation and unit telephone directories.


H. Abide by the Constitution and Bylaws as developed by the Family Readiness Group.

4. RESPONSIBILITY: The 690th’s Family Readiness Group is the direct responsibility of the 690th Medical Company and Company Commander. The establishment, administration, operation and dissolution of the FRG are under the general supervision of the Steering Committee as approved by the Commander. The success of the program depends on the active participation of the soldiers and family members of the unit.

5. ORGANIZATION:


A. The Family Readiness Group will establish a Steering Committee that will meet once a month. The Steering Committee will consist of the following:



(1) Officers




President



Company Commander




Vice President 

Executive Officer




Recording Secretary 
Volunteer or Platoon Leader




Treasurer 


Platoon Leader



(2) Designated Members




Military Representatives





Company Commander





Executive Officer





Platoon Leaders





First Sergeant




Volunteer Representatives





Spouse Representatives





Platoon Sergeants





BOSS Representatives


B. FRG membership includes unit family members (both immediate and extended such as mothers, fathers, aunts, uncles, etc) and soldiers, as well as others interested in the welfare of the members.


C. There are various levels of member involvement. Two of the most common are volunteers and participants. This distinction is important because commanders may authorize certain reimbursements for incidental expenses for recognized volunteers in the FRG.



(1) Official Volunteers. FRG volunteers are members of the FRG who donate their time and services to a variety of FRG projects and activities.



(2) Participants. FRG participants are normally those who participate in FRG activities such as classes, seminars, and social events, but are not actively involved in the planning, managing, or delivery of the activity.

6. DUTIES:


A. Company Commander. The Company Commander will be actively involved in the Family Readiness Group. The Commander will:



(1) Ensure command emphasis is given to the program.



(2) Ensure soldier, civilian, retiree, and family member access to entitlements, family programs, and family services.



(3) Ensure the proper documenting and monitoring of personal affairs' readiness of soldiers.



(4) Act as President of the Steering Committee and preside over the monthly Steering Committee meetings and over the Family Readiness Group meetings.



(5) Perform all duties as prescribed by the FRG Constitution and Bylaws.



(6) Appoint all standing and special committee chairmen, unless otherwise stated in the Bylaws.



(7) Appoint a Rear Detachment Commander and NCOIC in the event of unit deployment.


B. Vice President. Perform all duties as prescribed by the FRG Constitution and Bylaws or as directed by the President.


C. Recording Secretary. The Recording Secretary will:



(1) Perform duties as prescribed in the FRG Constitution and Bylaws or as directed by the President.



(2) Ensure unit Chain of Concern is updated and distributed monthly.



(3) Ensure unit social roster is updated and distributed monthly.


D. Treasurer. The Treasurer will perform duties as described in the FRG Constitution and Bylaws or as directed by the President.


E. Company Commanders. Company Commanders will provide an environment that encourages an effective family support program. Company Commanders will:



(1) Schedule and conduct monthly Family Readiness Group Meetings for their respective company. In the event the company deploys, the Company will conduct a special FRG meetings to inform spouses and answer questions.



(2) Designate in writing a FRG leader and key volunteers.



(3) Ensure soldiers and family members within their command understand the purpose, goals, objectives, structure and responsibilities of the unit Family Readiness Group program.



(4) Monitor and support the successful organization and operation of the company

Family Readiness Group.



(5) Serve as a designated member of the Steering Committee.



(6) Publish and distribute a unit roster containing names, addresses, and telephone numbers of all soldiers and their families within the unit to FRG leaders and key volunteers IAW AR 25-55.



(7) Publish and distribute a FRG membership roster containing names, addresses, and telephone numbers of each family in the unit, which will be provided to unit families IAW AR 25-55.



(8) Publish and distribute a FRG volunteer roster containing the names, addresses, and telephone numbers of each unit volunteer and contact person to members of the unit IAW AR 25-55.



(9) Utilize the Telephone Network / Chain of Concern when necessary.



(10) Record volunteer performance and contributions. This includes hours donated, jobs performed, training received, and awards given.



(11) Notify Family Readiness Group representatives of all deployed soldiers. Provide current phone number and location, and any special circumstances that warrant attention.



(12) Ensure that the necessary regulations and standard operating procedures are in place prior to deployment, to include family information sheets.


F. FRG Leaders. FRG Leaders will:



(1) Communicate with each contact person regularly, and as needed during periods of deployment and sustainment.



(2) Establish and maintain communication with the chain of command to ensure pertinent information is exchanged.


G. FRG Members. The FRG Members will:



(1) Meet regularly to organize activities.



(2) Coordinate activities with the chain of command.



(3) Form a link with the military unit.



(4) Relate soldier and family member concerns to the company when appropriate.


H. Contact People. The contact person is a volunteer who assumes communication and support responsibility for a group. Contact people will:



(1) Initiate and maintain basic contact with family members (keep a contact record).



(2) Contact family members at least once every two weeks, or as needed during deployment, and less often, as appropriate, when soldiers are at home station.



(3) Distribute accurate, timely information.



(4) Identify family member concerns and address them to the appropriate organizational level.

7. OPERATIONS: The FRG will conduct operations as established by the FRG Constitution and Bylaws.

8. TRAINING: All attempts will be made for all representatives and volunteers to attend the Army Family Team Building training program administered by the Community Life Center. (see TAB 3 to APPENDIX G)

9. REFERENCE: DA Pam 608-47, 16 Aug 93, A Guide to Establishing Family Support Groups
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APPENDIX A

FAMILY SUPPORT DURING CONTINGENCY OPERATIONS

General: To ensure a smooth transition through times of separation, family support plans must be developed and in place prior to a deployment or an extended training exercise. In the event of a deployment, the Rear Detachment and Family Readiness Groups will become a vital asset.

Role: The role of the Rear Detachment, the Family Readiness Group, and the Family Assistance Center are limited to the coordination of resources to foster a caring support network for families whose soldiers are away. The Rear Detachment is the primary point of contact for family members who have questions and/or need support during the deployment process. The FRG will be very active during deployment, providing information and mutual support.

Concept of Operations:

During periods of deployment a Company Rear Detachment Commander and NCOIC will be appointed.  The Rear Detachment Commander is in charge of the unit FRG that is organized to provide mutual support for the unit's family members.

Upon initiation of contingency operations, the 690th will establish a support cell in accordance with local contingency operation plans.


A. Upon notification of deployment, or within 15 days of no-notice deployments, the Rear Detachment Commander in conjunction with the Family Readiness Group, will conduct a Family Readiness Group deployment briefing. As a minimum the following information will be included:



1. Key military personnel and FRG leaders will be present and introduced to the family members.



2. Chain of Concern/Telephone Network rosters are updated and distributed to family members.



3. Family member assistance questionnaires will be filled out and returned (identify special situations).



4. Point of contact telephone numbers will be distributed to all family members.



5. Any information pertaining to the deployment will be passed on to family members.



6. If available, Community Activity representatives will be present to provide information or answer questions.



7. Every attempt will be made to provide childcare for participants.



8. Provide a mailing address for the deployed soldiers.


B. The Rear Detachment Commander will:



1. Maintain contact with Family Readiness Group representatives to ensure the rapid and effective flow of information and support. 



2. Conduct a monthly Family Readiness Group meeting to provide updated information and assistance to family members.



3. Act as President of the FRG in their absence, to include conducting the monthly Steering Committee meeting.



4. Communicate with Company representatives at least once a week.



5. Interact with family members, the deployed unit commanders, and community activities.



6. The Rear Detachment Commander and support cell will be the point of contact for all issues dealing with financial and administrative matters (i.e. LESs, AER, pay problems, etc.)



7. Perform all duties as prescribed by the Commander and the FRG Constitution and Bylaws.

Reporting:


The Rear Detachment Commander will be the vital link between the deployed element and the family members. The deployed element will contact the Rear Detachment Commander on all issues dealing with the deployed soldier that needs to be relayed through the Family Readiness Group channel and vice versa. It is important that the Rear Detachment Commander be informed on all issues to ensure that they can be tracked from start to finish.


APPENDIX B

FAMILY READINESS GROUP QUESTIONNAIRE

NOTICE for Activities: A Privacy Act Statement must be furnished to the individual before this form is completed.

Name________________________________________________________________________________

Military Family Member's Name______________________________

Home address______________________________________________________

Home Phone______________

Work Phone______________

Housing area__________________________________________________________________________

Children______________________________________________________________________________



(Names and Birthdays)

Are any members of your family in the EFMP? Yes ____ No ____

Do you have transportation? Yes____ No____

Do you speak a language other than English? Yes____ No_____

If so, which language? _____________________________________

Do you have any other family in the area? (If so, who?)____________________________________

Emergency number of local friend, family, or neighbor. _______________________________________

Other than your spouse, whom would you notify in case of emergency? __________________________________________________________________________

Are you expecting a baby? ____________________
Due Date____________________________

Hospital_______________________________________________________________

Does your family have any special needs or concerns that would require attention?

_____________________________________________________________________________________

Are you willing to assist other family members in your unit? __________________________________


Yes ____ No ____ Telephoning


Yes ____ No ____ Babysitting (Ages: _________________)


Yes ____ No ____ Occasional transportation in your housing area


Yes ____ No ____ Planning Company Activities


Yes ____ No ____ Volunteer to assist for fundraising activities


       ____
Other ______________________________________________________

What would you like to see the FRG accomplish?

Do you have any skills/talents that you would be willing to share with a small group?

Do you have any special interests/concerns that a resource person (speaker) could talk about at an FRG meeting?

APPENDIX C

FAMILY ASSISTANCE QUESTIONNAIRE

FAMILY ASSISTANCE QUESTIONNAIRE

PRIVACY ACT STATEMENT

AUTHORITY: Title 10, USC, Section 3012. PRINCIPLE PURPOSES: To assist Army Agencies and Commands in their mission of providing care and assistance to families of Service members who are required to be away from their home station.

ROUTINE USES: (1) To identify specific problems and service needs of soldiers and their families. (2) To gather data that will assist in the development of appropriate programs and services. (3) To serve as a record of services provided. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION: Voluntary information is required to assist the individual and his/her family members. Failure to provide the required information could result in a delay in providing assistance to the individual and/or family members.

1. SPONSOR INFORMATION

NAME: _______________________________GRADE: ___________SSN: ___________________

ADDRESS: _____________________________________________________________________




Street 



City 

State 

County 

Zip

HOME PHONE NUMBER W/AREA CODE: __________________________________________

2. MILITARY STATUS: ACTIVE ____ RESERVES ____ NG _____ IRR _____

UNIT: ____________________________UNIT ADDRESS: _______________________________

3. MARITAL STATUS: SINGLE ____ MARRIED ____ DIVORCED _____

SPOUSE'S NAME: (if applicable) ________________________________

4. CHILDREN: YES ____ NO ____

NAME(S) 



DOB 
NAME(S) 

DOB

_____________________ 
______ 
__________________ 
______

_____________________ 
______ 
__________________ 
______

_____________________ 
______ 
__________________ 
______

5. PRIMARY NEXT OF KIN (PNOK):

NAME:_____________________________________ RELATIONSHIP:_______________________

ADDRESS:________________________________________________________________________




Street 



City 


State 
County 

Zip

HOME PHONE NUMBER W/AREA CODE:___________________________

NATIVE LANGUAGE SPOKEN BY PNOK/SPOUSE:_____________________________________

NEAREST MILITARY INSTALLATION TO YOUR PNOK/SPOUSE: ________________________

6. EVALUATE POTENTIAL FAMILY PROBLEMS/CONCERNS DURING YOUR ABSENCE:

a. Medical. Are there special medical needs in your family? Yes ____ No ____

If yes, state problem and assistance needed_____________________________________________

_______________________________________________________________________________

b. Financial. What arrangements have been made to provide financial. support to spouse/children?

Check to bank (Sure pay)______ Allotment _______ Other, ______________________.

c. Housing. Will your family (spouse/children) relocate as result of this deployment? Yes____No____

If yes, relocation address:____________________________________________________________







Street 


City 

State 
County 

Zip

Phone number with area code: ______________________________________________________

If no, are there any concerns about current housing situations? Yes ____ No ____

Specify__________________________________________________________________________

d. Transportation. Does your PNOK/spouse drive? Yes ____ No____

Will transportation be a problem during your absence? Yes ____No ____

If yes, explain____________________________________________________________________

e. Emotional. How is your PNOK/spouse handling this deployment?

Very Well______ OK ______ Not Well _______

f. Other items of interests/problem areas, specify__________________________________________

_________________________________________________________________________________

7. FAMILY DOCUMENT CHECKLIST. Does your spouse/family members have the following documents? 


ID cards? 


Yes ____ No ____


Power of Attorney? 
Yes ____ No ____


Family Care Plan? 

Yes____ No ____ (single parent, dual-military, pregnant soldiers)

SIGNATURE: ______________________________________________

DATE: ____________________

APPENDIX D

FAMILY MEMBER CONTACT RECORD

FAMILY MEMBER CONTACT RECORD

SPOUSE/CALLER DATA

NAME: _______________________________

PHONE No.: _______________ ADDRESS: _____________________________________________

SOLDIER DATA

NAME:_____________________________________________ RANK: _______________________

UNIT: ____________________________________________________________________________

REASON FOR CONTACT/CALL:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

SPECIAL CONSIDERATIONS:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

ACTION TAKEN:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

IS FOLLOW-UP REQUIRED: YES _____ NO _____

WHEN? ___________________________ WHAT TYPE? ____________________________________

GENERAL:

SPOUSE MOOD:

_______________________________________________________________________

CALL WAS INITIATED BY WHOM:

______________________________________________________

DATE/TIME OF CALL: _____________________________________

LENGTH OF CALL: ________________________________________

APPENDIX E

FAMILY READINESS GROUP SURVEY

In an effort to improve support and participation in the Family Readiness Group, we request that all family members complete the following survey.

1. What day is the most convenient for you to attend a Family Readiness Group meeting?


O Monday 
O Tuesday 
O Wednesday 

O Thursday


O Friday 

O Saturday 
O Sunday

2. What time is most convenient for you?


O Weekday morning 

O Weekday Afternoon 
O Weekday Evening


O Weekend morning 

O Weekend Afternoon 
O Weekend Evening

3. Has childcare been an issue on whether you attend a FRG meeting?


O Yes O No

4. Would you require childcare in order to attend a briefing?


O Yes O No

5. What information would you be interested in receiving a briefing or learning more about?


O Military Tri-Care System 
O Unit Mission 
O Community Activities


O Military benefits 

O Dental Plan 
O Army Community Services


O Education program 

O Other_______________________________________

6. Would you be interested in attending the following type of unit activity? (mark all that apply)


O Horseback Riding 

O Picnic/BBQ 
O Dinner social


O Sporting event 


O Roller-skating 
O Bowling


O Waterpark 



O Fun Run


O Other________________________________________________________________

6. What amount would you be willing to pay to participate in a unit function?


O Nothing (Free) 


O Under $5 

O $5 - $10


O $10 - $15 



O $15 - $20 

O Over $20

7. Would you be willing to help support a fund-raiser to help offset the cost of a unit function?


O Yes O No

8. What type of fund-raiser would you like to see or volunteer for?


O Pie in the face 

O Selling Flowers 

O Bake Sale 
O Car Wash


O Sleep-In day 

O Civ clothes day 

O Other ____________________

APPENDIX F - Ideas for Making FRG Meetings and Social Events More Useful and Enjoyable

A.  How to Start or Re-energize an FRG


One of the key factors in recruiting and keeping good volunteers is to not only listen to what they want to do for the group but also be able to describe accurately what jobs need to be filled.  Here is an example of what a job description looks like:

	Volunteer Job Description (Sample)



	1. Job title:  (What do you call this job?)

2. Objective:  (Why is the job necessary?  What do you hope to accomplish?)

3. Responsibilities:  (What can the volunteer expect to do?  List some specific tasks or areas of responsibility.)

4. Time required:  (Honestly state the actual time commitment that is needed.)

5. Qualifications:  (What kind of person do you need to fill the job?  Are specific skills, interests, or education required?)

6. Training:  (What kinds of training can the volunteer expect to receive?)

7. Evaluation:  (Who is responsible?  When is it done?  Does the volunteer have a chance to evaluate the experience and training?)


	Possible Volunteer FRG Jobs



	· Coordinator/manager

· Company FRG chairperson

· Platoon key person

· Contact person

· Support circle leader

· Editor, FRG newsletter

· Hospitality coordinator

· Fund-raising key person

· Activity coordinator

· Welcome/hospitality chairperson(s)



One of the key resources that people have today is time.  For many, time is more valuable than money or many other things.  Therefore, the key to making meeting and social events more useful and enjoyable is to maximize people’s use of time.  There are many ways to do that.

1. Whenever it is appropriate, make room for fun in the meeting.  If people know they will get what they need from a meeting and enjoy themselves at the same time, they will feel that their time is being used twice as well.

2. Try to plan your meetings so they accomplish multiple objectives for the participants.  Small things can make a big difference.  Perhaps the commander of your next higher headquarters can stop by for a few minutes; perhaps the unit chaplain can tell a story with a good moral.  Perhaps newcomers can be welcomed.  Perhaps key volunteers can be recognized in front of the entire FRG.  Some suggest that you can shorten the meetings and break the ice by having your announcements before the formal meeting begins (e.g., births, birthdays, promotions, and special recognition for those who are new or who are about to leave the unit).

3. Keep meetings flexible.  You might have the first part for everyone, while the second part is only for those who wish to stay.

4. Provide a viable agenda; this helps keep meetings focused and productive.

5. Treat those who attend with the utmost respect – for example, in the way you show eye contact and respond to their questions, etc.

6. Let people know ahead of time what will happen at each meeting.  This way they can determine for themselves whether the meeting is worth their time.  You don’t want people to show up, become disappointed, and drop out of the support system for all practical purposes.  It also allows them to “de-conflict” their own schedules so they can attend the FRG meeting without having to miss something else important.

7. When volunteer responsibilities are spread among several people, involvement at FRG meetings is increased because the input of each of these individuals is needed to keep everyone up to date on what has been going on.

8. Quarterly potluck dinners are a good way to get spouses and single soldiers to participate in FRGs.  They are low cost, allow people to socialize, and keep the meetings on a predictable schedule.

9. Using small door prizes for everyone or a more expensive door prize or two in an “opportunity event” lets people know their attendance is appreciated.
  You can also provide additional “tickets” to any individual bringing a new member to the meeting. 

10. Ideally, you want the meetings to provide something that cannot be provided by someone else, especially at less financial or time cost to FRG members.  Guest speakers from the installation or the unit’s higher headquarters are important because they provide unique contributions at low cost and they are more willing to spend their time with a larger group of families than for one-on-one consultations.  Using videos from deployed units is another example of something unique that is low cost but might not be available to most spouses from any other source.  Guest speakers who have been with the unit overseas are another excellent resource for meetings.

11. Just meeting with other families in the right context is a unique event.  However, because many people find standing around talking to be of limited value (although it’s fine and a good idea as part of a meeting because it facilitates the formation of personal ties), allowing them to interact through enjoyable activities is much better.  For ideas, see Table 4 below and the pamphlet “‘Icebreakers’: Fun Ways to Incorporate Activities into Army Family Team Building Classes.”  For other good ideas, check your bookstore and Appendix B of this report for resources pertaining to meetings.

	Activities for the Company

(some appropriate for FRG meetings)

	Athletic:

· Roller-skating

· Bowling

· Miniature golf

· Skiing

· Swim/pool party

· Coed sports activities

· Family PT day

· Fun runs and Volksmarches


	Seasonal:

· Children’s Christmas and Chanukah shopping (buy, wrap, & donate gifts to children’s charity), Holiday parties

· Thanksgiving/Christmas dinner in dining hall

· Kris Kringle (boot outside barracks door)

· Holiday goodies in day rooms

· Jingle bell run (easy run with families,       Christmas gear, & food)

· Children’s Easter egg hunt with single soldiers hiding eggs and judging contests

	Food-centered:

· Picnic

· Potluck

· Dinner at a restaurant

· Trash/tacky party

· Hobo party

· Chili cook-off

· Junk food party

· Back from the field party

· Ethnic dinners

· Blue jeans brunch

· Surprise brown bag lunches in battalion area

· Dining facility family nights

· Decorate dining facility

· Goodie bags for duty officer – delivered by commander

· Dessert contest
	Other:

· Hail and farewells

· Change of command ceremonies and parties

· Free or reduced cost trips

· Games/activities for children

· Scavenger hunt

· Favorite game night

· Casino night

· Video night

· Road rally

· Talent show, gong show

· Newlywed game

· Other TV game shows

· Adopt a soldier (longer than just for a holiday)

· Sew-ins (sew on patches)


B.  Sample Ice Breakers for FRG meetings:

1. Have each person at your meeting share with the other participants their “answer” to one of the following incomplete sentences:

a. I see myself in 10 years doing…..

b. I choose friends who are…..

c. One place I have never been but would like to go is…..

d. If I had $2 million, I would…..

e. I met my spouse…..

2. Have people sort themselves by moving to the part of the room that represents something about themselves.  Being “pre-sorted” will help them begin conversations with one another.

a. WORLD MAP: People get together according to previous military assignments.

b. STATE MAP: People get together according to the state where they grew up.

c. FAMILY SIZE: People get together according to the number of children they have in their current family.

d. SPORTS: People get together according to the sport they most like to watch or play.

3. BINGO.  People are given the bingo card drawn below.  They must meet people who have the characteristics listed in the boxes until they complete one row or column.  Directions: “Find ONE person to sign each block.  A person can sign your sheet only once.  Keep filling blocks until you have BINGO.”  (Allow 15-20 minutes to complete.)

	Likes to read
	Same home state
	Doesn’t wear a watch
	Same birth month
	Likes to walk

	Has most children
	Same last assignment
	Same eye color
	Likes to bowl
	Likes horses

	Lives off post
	New mother/father
	FREE
	Wearing black shoes
	Same middle initial

	Same age
	Married same month
	Expecting first child
	Does not drive
	Plays the piano

	Likes to sew
	Lives on post
	Never lived in Germany
	Has no children
	Likes to ski


C.  Fund-Raisers:


Fund-raisers are also a part of running an FRG.  Be sure what you are proposing is legal, and always get your commander’s permission before you hold one of the events listed below or any others you may want to try either within your unit or as part of a post-wide event.  Each entry has “variations on the theme” and suggestions for how to make it more successful.

	Ideas for Fund-Raisers



	Auctions:

· Boxed meals

· Commander’s parking space

· Commander for the day

· Concealed package

· Services (yard work, meals, car wash)

· Silent (items have lists to sign with your offer)

· White elephant

· Note: days off and soldier passes cannot be auctioned

Bake Sales: 

· Be predictable: same day, location, & time

· Get donations or have baking party

· Place: in company area, training sites, or central area (e.g., PX)

· Price: cheap, donations only

· Time: meal time, evening, and/or pay day 

Fines:

· Missing buttons on uniforms

· Not wearing unit pin

· Not having unit coin

Booths:

· Locations: at post celebrations, sporting events, during fun runs or Volksmarches

· Themes: 

- games (basketball, skilled throw, dunking)

- food (popcorn, nachos, hot dogs, sandwiches)
	Opportunity Drawings:

· Excursions, hotel packages

· Popular kid/baby items 

(individually or a basketful)

· Outdoor adventures

· Dinner with childcare

Services (Special & On-going):

· Car or dog washes

· Christmas wrapping and mailing service

· Used clothing stores, consignments 

· Sale of unit cookbook

Other: 

· Charge for unit talent show

· Have celebrity:

- do something crazy if you reach your fund-raising goal

- perform some service that is auctioned off

· Put piggy bank in company area to collect loose change

· Sponsor recycling effort

· Bingo or Bunko

	
	Hints:

· Get FRG members to donate their talents/time (e.g., cooking, childcare)

· Keep tickets cheap

· Encourage multiple tickets 

(one for $1 / three for $2)

· Shift to fit occasion

(kid items at kids events)

· Solicit items from local merchants


D.  Unit Sponsorship Programs


The Army has three relocation programs: (1) the Army Community Service (ACS) relocation assistance, (2) ACS outreach programs, and (3) the unit’s sponsorship program.  Each of these programs has the same goal – to quickly link soldiers and families with the assistance they need to minimize the negative effects of multiple relocations.  The ACS programs are designed to provide essential professional expertise to guide and educate soldiers and families on how to manage the complex process of moving.  Unit sponsorship provides the “human touch” of welcome and settling-in assistance that is vital to newcomers in the community.  It depends on the quality of genuine assistance offered after the soldier’s or family’s arrival.  Its success depends on the availability of a pool of trained volunteers who have the time and incentives to actually “sponsor” (rather than just go through the motions).

The way new soldiers and families are treated by the unit and its families sends an important message to them about how important they really are to the success of the unit and its FRG.  First impressions are hard to change.  FRG members should work with the command group to ensure that new soldiers and their families are properly welcomed to the unit and the post.  Helping soldiers and families settle in quickly is particularly important during major deployments because the needs of the mission make it difficult for newcomers to accomplish family tasks on their own.  Also, the unfinished tasks and the fact that the soldier’s family has not yet plugged into a support system weighs on the soldier’s mind and makes him/her less effective on the job. 

Below are some suggestions about how to help.

1. Include the FRG’s own sponsorship letter in packets sent to incoming unit members.  Topics that should be covered somewhere in the package (i.e., in the letter or accompanying pamphlets) include: housing, PX, commissary, medical support, local weather, schools, childcare, the post Child Development Center, maps of the post and the local community, local attractions, public transportation on and off post, and facts about the installation (e.g., its size, facilities, unique features, interesting facts, and overall mission).  More importantly, talk about the unit – its mission, activities, and caring spirit.  Be upbeat!  Reassure them that they are joining a terrific organization.  Let them know you are eager to meet them and to have them in the unit.

2. Willingly and happily participate in giving newcomers a first-rate welcome into the unit.  Seek out new soldiers and their families; introduce yourself, talk with them, offer assistance.  Meet one-on-one whenever possible.  Enclose an FRG welcome letter in unit information folders.  Enthusiastically describe and show pride in your unit.  Promote a sense of family.  Remind them how important they will be to the unit and how glad people are to have them there.  Remember that newcomers have an important advantage over old-timers: they haven’t gotten used to the way things are and may have good insights into problems that really should be fixed or resolved.  Take advantage of their insights to bring problems and concerns to the attention of those who can help.  Freely introduce newcomers around whenever there is an opportunity.  When you visit them or meet them for the first time at an FRG meeting, you may want to provide them with several items, if they have not already received them: a roster or telephone tree of the spouses in the unit, dates of the next FRG meeting/newcomers’ briefing/other upcoming activities, a copy of the latest unit newsletter, a community or unit welcome packet, and a welcome plant or gift if customary.

3. Encourage everyone to take part in reaching out and supporting others.  All unit members and spouses should be active in lending a hand even if they are not the official sponsor.  Call to say hello; offer help with settling in.  Have newcomers over to your residence.  Show them around the post and local area.  Invite and bring them to their first functions, including FRG meetings.  Approach them at gatherings; don’t force them to come to you.  Assist them with meeting others.  Check to make sure they are receiving unit information and know about upcoming events.

4. If you have time and wish to take it on, you may want to develop a newcomers’ guide for the officers, senior NCOs, and their families.  It would have an entry for each key leader and might include his/her photo, brief biographical sketch, hobbies, and interests.  The idea is to help newcomers recognize faces and names more quickly.
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I. INTRODUCTION


It is important that soldiers and family members keep themselves involved in all the aspects of managing the families' personal affairs. This will provide peace of mind for both the soldier and their family knowing that they are prepared for the possibility of separation.


There are various activities and unit sponsored events that the 690th hosts. We suggest that families' acquaint themselves with other unit members and members of the community during their everyday life to develop an adequate support system prior to your spouse or unit deploying. This brief familiarizes you with unit and community activities that are available to you. By becoming involved, you not only help yourself, but other members of the unit and community.

II. COMPANY-LEVEL FAMILY SUPPORT


Companies conduct monthly Family Readiness Group activities during garrison operations to foster unit cohesion and support. In preparation for unit deployment, the company will conduct a family member information briefing prior to deployment. Each spouse or significant other is highly encouraged to attend, as this will be a great opportunity to have your questions answered. In addition to briefings, Family Support representatives from the company, or the Rear Detachment Commander/NCOIC, will provide support and information to you.


A. 690th AND THE FAMILY READINESS GROUP. The 690th, in conjunction with the FRG, sponsors various activities to develop a support mechanism as part of the military lifestyle. In an effort to keep families informed, the 690th supports the following activities.



1. Telephone Network (often called the Telephone Tree or Chain of Concern). The Telephone Network / Chain of Concern (COC) exists to deal with various situations which may arise during a sponsor’s absence. Every company within the unit has representatives who have volunteered to help when needed. Contact people use the telephone network to convey information, concern, and support to family members, especially during deployment. Should a problem arise, family members should call the "Chain of Concern" representatives in their company. If the FRG representative is unable to solve the problem, call the company representatives. During deployments, the Rear Detachment Commander is also available to handle any problems that arise.



2. Quarterly Family Orientations are held by the company to inform spouses of the unit's current and future plans. Additionally, they are a forum for briefings by installation representatives from Housing, ACS, Community Activities, et cetera.



3. Organization Day: This event is held every year and is sponsored by the company to celebrate its activation and organization. Activities are held for both soldiers and family members. This event is an excellent opportunity for family members to mingle with other families and have some fun. This is one of the most successful gatherings that the company sponsors.



4. Holiday Children's Parties: The company and the Family Readiness Group sponsor Children's Parties for the company’s children. Parties include a Children's Christmas Party, Easter Party, and Halloween Party.



5. The Newsletter: Used to keep families informed of company training events and activities.



6. Spouse Coffees: These get-togethers offer fun activities as well as support, friendship and a place to turn to for help and direction. They are held by the company and/or as an all-spouse activity.


B. REAR DETACHMENT. In the event of a company, the unit will organize and operate a Rear Detachment Element, or support cell. The element will conduct support activities for the deployed unit, and with the assistance of the Family Readiness Group representatives, will also act as liaison between the unit and the family.

III. PREPARING FOR DEPLOYMENT:


A. ADMINISTRATIVE PLANNING.



1. In preparation for deployment, soldiers should ensure that their spouse or significant other has important documents readily available. TAB 1 is a list of important documents that you will need if your soldier is deployed.



2. If you leave Fort Benning for an extended period of time, take the phone numbers of the Chain of Concern representatives and the 690th phone numbers in case an emergency arises and you require assistance. Likewise, leave a phone number for your destination with a representative, so you can be reached in the event of an emergency. 



3. If a situation arises which requires the sponsor’s presence at home, contact the Red Cross at 1-877-272-7337. The representative will ask for the full name of the service member, social security number, organization and the nature of the emergency. The Red Cross will then notify the commander and make a recommendation. Without Red Cross verification of the problem, the commander will not grant emergency leave.



4. Before your soldier departs, obtain the proper deployment mailing address at the family support briefing, or from the company headquarters. You may also drop mail off or pass information to the field and or deployment location, by contacting the Rear Detachment Commander/NCOIC.


B. FINANCIAL PLANNING.



1. To prevent financial difficulties during a period of separation, families should coordinate financial issues prior to deployment



2. The soldier and spouse should thoroughly plan a budget to cover all expenses during the deployment (refer to TAB 2) A few options available include:




a. Have your sponsor start a support allotment that is enough to cover all basic needs, such as housing, utilities, food and car expenses. The allotment will be deducted from your sponsor's pay and sent to you at your home address each month or directly into your own bank account. Make these arrangements before your sponsor leaves.




b. Open a joint checking account. If you use this option make sure each understands how the money is to be spent.




c. Remember that when the sponsor is gone, the bills must still be paid. Ensure that you have a list of all expenses and enough money to cover them. Choose the option that is best for you, but make sure everything is coordinated to prevent any problems from occurring.



3. A power of attorney is also very important when dealing with financial matters. It may be needed when handling joint account paperwork. Ensure that the businesses that you are dealing with will accept a power of attorney for your spouse, some do not. A call to the business prior to deployment could settle unanswered questions.



4. While your soldier is deployed if you have questions regarding their pay and what is on their LES, you can contact the Rear Detachment Commander or NCOIC and they will assist you in the matter.  LESs will be available through the Rear Detachment support cell.


C. PROPERTY MATTERS PLANNING. The following should be taken into consideration prior

to deployment.



1. CAR.




a. Proper periodic maintenance services such as oil changes, lubrication, air conditioner, etc.




b. Renewal of insurance policies if necessary.




c. Renewal of post registration (windshield sticker) if required.




d. Renewal of Inspection sticker if required.




e. Identify the phone number and addresses of local service stations in the event repairs are needed.




f. Location and availability of car registration.



2. HOUSE. Before your sponsor leaves, be sure you know the location and use of the following:




a. Electrical control (fuse/switch) box, including/providing each type of fuse that might be required.




b. Water control valve for shut-off in case of emergency, such as a broken pipe.




c. Gas control valve for shut-off in case of emergency, such as leaking gas or fire.



3. CRIME PREVENTION. Be extremely security conscious. Check all locks on doors and windows and be sure you know where all keys are located. Close windows and lock doors when you go out. Replace all broken glass and light bulbs that are not working.



If a repairman or any salesman requests to enter your home, ask for identification. Then verify it by phone before you allow them to come in. If anything unusual occurs, call the Military or Civilian Police immediately.



Military Police on post (non-emergency): 
545-5222



Military Police on-post (emergency):

911



Civilian Police (Off-post):



911



If you plan to stay with family or friends during the deployment, you should stop or redirect your mail, newspapers and other deliveries. In addition, ask a neighbor to turn your lights on in the evening or buy a timer to turn on lights automatically so your house looks occupied. Inform a trusted neighbor to watch your house and you can also call your local police to request they drive by occasionally to check on it.


D. LEGAL PLANNING - The Fort Benning Claims and Legal Assistance Divisions of the Office of the Staff Judge Advocate are here to serve you and your family's legal needs. These legal services are confidential and at no charge to eligible persons. Prior to deployment the soldier and spouse should visit the Legal Assistance Office and prepare the following documents: 



1. WILL. All active duty service members and their family members are advised to have a will.  A military attorney will prepare one free of charge. If, in the event of a death and there is no will, in most cases the state decides who the beneficiaries are and how your children will be cared for. In some states, if you do not have a will, the state gets all of your assets. In addition, the Legal Assistance Office can also prepare a living will in the event you feel it is necessary.



2. POWER OF ATTORNEY. We recommend a general or special power of attorney be made to accomplish certain specific tasks such as selling a home, vehicle or accomplish a large financial transaction. This document provides your spouse with the ability to act in your behalf in financial matters.



3. NOTARY PUBLIC. Legal Assistance can assist with notary services. Paperwork should be reviewed and if anything needs to be notarized it should be accomplished prior to deployment.


E. DENTAL/MEDICAL CARE



1. DENTAL CARE. The 690th receives dental care at Bernheim Dental Clinic.  Family member dental care is provided by dental insurance after enrollment through the unit’s personnel section.  The service member must complete a DD Form 2494, Uniformed Services Active Duty Dependent Dental Plan (DDP) Enrollment Election.  Your sponsor is required to enroll in this program in order for you to receive benefits.  There will be a monthly premium, with the amount varying depending on whether you participate in the individual or family plan. We strongly recommend that you join the plan to meet your dental needs. Information about dental care can be obtained by calling 545-5179/3998.



2. MEDICAL CARE. Medical care is provided under the TRICARE program. Under TRICARE, family members have two basic choices for seeking medical care: (1) the "Enrolled" Choice (TRICARE Prime) and (2) the "Non-Enrolled" Choice (TRICARE Extra/TRICARE Standard). Active duty members must enroll their family members in TRICARE.




a. "Enrolled" Choice (TRICARE Prime). This choice provides the most comprehensive health care benefits to the patient at the lowest cost. TRICARE Prime guarantees priority access to care at the military treatment facility. If your family elects TRICARE Prime, you must enroll through the DEERS and ID Card Section located in Soldier’s Plaza, Bldg. 2638. You may disenroll your family from TRICARE Prime after 12 months of enrollment. If enrolled in TRICARE Prime, appointments can be made by calling 545-1411.




b. "Non-Enrolled" Choice (TRICARE Extra/TRICARE Standard). This choice allows family members to seek medical care from any physician of their choice in the civilian community. The "Non-Enrolled" Choice is more costly then the "Enrolled" Choice. TRICARE Extra allows family members to use civilian physicians who belong to a TRICARE provider network and have agreed to accept lower fees. You will pay an annual deductible and 15% of the remaining and future bills. TRICARE Standard allows family members to see any civilian physician of their choice. You will also pay an annual deductible and 20% of the remaining and future bills. Under these plans family members may continue to use military facilities on a space-available basis, however, obtaining appointments will be difficult.  Military pharmacy benefits are not affected by this choice. Family members may continue to use military pharmacies to get civilian prescriptions filled, provided the pharmacies stock the medications.


F. DEERS AND IDENTIFICATION CARDS



1. DEERS ENROLLMENT. DEERS is the Defense Enrollment Eligibility Reporting System.  Enrollment in DEERS is essential to ensure the family member is taken care of while the soldier is away.  If they are not, medical care could be denied. DEERS enrollment is completed at the Identification Card Section, Soldier’s Plaza.  For additional information call 545-1411.



2. IDENTIFICATION CARDS. The Identification (ID) Card section is located in building 2638 of Soldier’s Plaza.  Sponsors should check all family members ID cards prior to leaving. If the card expires while they sponsor is deployed, all attempts should be made to renew it prior to departure. Additional information can be obtained by calling the ID card section at 545-1411.

IV. COMMUNITY AGENCIES AVAILABLE: Fort Benning provides many community activities that are beneficial to both the soldier and their families. We suggest you become familiar with the services and activities available to you to better prepare you and your family in the event of separation.


A. RELIGIOUS ACTIVITIES. Fort Benning offers many spiritually oriented activities for families and single soldiers. Worship services for many faiths, Bible study groups, music programs and retreat ministries are offered.


The 690th falls under the 36th Engineer Group for Chaplain support. If assistance is needed they can be reached by calling 545-2169. There is a Chaplain who is on call during non-duty hours. If Chaplain support is required during non-duty hours, contact the Center Duty Officer at 545-3214, who will contact the on-call Chaplain.


B. ARMY COMMUNITY SERVICE. The Army Community Service (ACS) is a worldwide program, designed as a source of information and assistance in solving problems. A few of the key programs offered include information on relocation, employment, housing, financial matters, and the Family Advocacy Program. To obtain more information on ACS or ways you can help call 545-5516.



1. Relocation Services. The relocation program is designed to assist and support soldiers and families during their moves from one community to another. Information can be obtained on community activities on Fort Benning and other installations around the world. For families who have just relocated to the area, ACS has a lending closet, which provides basic household goods on a loan basis. In addition, relocation services host newcomers' orientation to familiarize families with the services and facilities available to them on Fort Benning. For more information call 545-5516.



2. Employment Assistance Program. The Employment Assistance Program provides information and assistance regarding employment opportunities in the surrounding area. Services include a job bank, individual counseling, workshops and resume assistance. Call 545-4083 for more information.



3. Consumer Affairs and Financial Assistance. This program offers financial information and education. Classes offered include basic financial management, budgeting, car buying, and check writing. Additional information on classes, publications, or to make an appointment call 545-5485.



4. Family Advocacy Program. The Family Advocacy Program offers many services to aid soldiers and their family members in maintaining the family. Services provided include emergency shelter, emergency transportation, emergency child care, domestic violence prevention education, Outreach/Home visits, First Steps, International friends meetings, sole parent meetings, new parent support, referrals to community based programs, and crisis intervention and public education. These are just some of the services offered by Family Advocacy Program, to obtain more information call 545-5516.



5. Lending Closet. The ACS Lending Closet is located in building 2629.  The lending closet is open 0800-1630, M-F. In case of an emergency during other hours, call ACS at 545-4204.  In order to use the lending closet, a copy of orders assigning sponsor to Fort Benning and ID card are needed. Items are usually loaned for a 30-day period. For more information, or for directions, call 545-2011.



6. Emergency Assistance: ACS can provide transportation, food, and childcare in emergency situations. Call ACS and a caseworker will determine if you are eligible.


C. ARMY EMERGENCY RELIEF. The Army Emergency Relief (AER) Program provides assistance in emergency financial situations. If a situation arises that requires assistance the soldier can contact their unit commander or during times of deployment a family member can contact the Rear Detachment Commander.


D. RED CROSS. The American Red Cross provides 24-hour service to military personnel and their families. Call 1-877-272-7337. The Red Cross provides emergency communications, counseling, health and safety courses, blood services, and adult and youth volunteer opportunities.  Official Red Cross verification of a situation is necessary in order to have a soldier return home on emergency leave. If a family problem arises, please contact the Red Cross at 1-877-272-7337.


F. HOUSING. Housing Services include on-post family quarters, community housing referral and relocation assistance, bachelor officer and senior enlisted quarters, and guesthouse accommodations.  Services are administered by the Housing Office, 545-2990.  Hours of operation are 0830-1145 and 1230-1530, M-F, except holidays.  The Family Housing Office staff will counsel eligible service members on the availability of on-post family quarters.  If you are on the waiting list when your soldier is preparing to deploy, you and your spouse must go to the Housing Office to update your records indicating the spouse will sign for quarters. If you do not do this and quarters become available, you may be pulled off the housing list because the spouse is ineligible to sign for quarters. Housing will need phone numbers so they can get a hold of you when quarters are available. Call the Housing Office, 545-2990, for more information.


G. TRANSPORTATION. The Transportation Office is located in building 280.  Transportation is there to assist you on weight restrictions and allowances, inbound and outbound shipments, and other moving details. If you are expecting to receive household goods while your soldier is deployed, you will need copies of your spouse's orders along with a power of attorney. For additional transportation information call 545-6010/4900.


H. VETERINARY TREATMENT FACILITY. The Veterinary Treatment Facility is available for basic animal care. Services are available to personnel who have a valid identification card that authorizes medical treatment at a military medical facility. The owner must pay for services rendered at the time of visit, plus a user fee. Hours of operation are 0800-1500, M-F.  Call 545-4444.

V. POST FACILITIES.


A. POST EXCHANGE. 
689-8025


B. Mini Mall.



687-0219


C. COMMISSARY. 

544-3965


D. POST OFFICE. 

689-1696

VI. OFF-POST SUPPORT. There are various programs off-post that can be of service to families in need. The WIC Program provides basic food (formula, milk, cheese, eggs, cereals, juices, etc.) for pregnant women, breastfeeding women, infants, and children under 5. You must have special health needs and meet low-income standards. To find out if you are eligible call your local WIC office at 682-8369.

TAB 1 TO APPENDIX G

IMPORTANT DOCUMENT CHECKLIST

Military families should gather together important documents and safeguard them in a secure file so that they are readily available, if needed. It's important for the soldier and the spouse to jointly organize their important document file so both understand the status and significance of each document.

	DOCUMENT
	On-Hand
	Exp. Date
	Location

	
	
	
	

	Marriage Certificate
	
	
	

	Birth Certificate
	
	
	

	Identification Cards
	
	
	

	Power of Attorney
	
	
	

	Will
	
	
	

	Driver's License
	
	
	

	Auto Registration
	
	
	

	Auto Insurance
	
	
	

	Auto On-Post Registration
	
	
	

	Automobile Title
	
	
	

	Life Insurance Policy
	
	
	

	House Insurance Policy
	
	
	

	Mortgage/Rental Contract
	
	
	

	Health Records
	
	
	

	Dental Records
	
	
	

	Shot Records
	
	
	

	Medical Cards
	
	
	

	Medicine Prescriptions
	
	
	

	Citizenship Papers
	
	
	

	Adoption Papers
	
	
	

	Passports
	
	
	

	Social Security Cards
	
	
	

	Court Orders (Divorce/Child Custody)
	
	
	

	Copy of Emergency Data Card
	
	
	

	Copy of SGLI Form
	
	
	

	Copies of Sponsor's Orders
	
	
	

	Copy of Installment Contracts
	
	
	

	LESs
	
	
	

	Bank Account Numbers
	
	
	

	Checkbook
	
	
	

	List of Investments/Bonds
	
	
	

	Credit Cards
	
	
	

	Federal/State Tax Records
	
	
	

	Warranties on Car/Appliances
	
	
	

	Inventory of Household Goods
	
	
	

	Pet Health/Vaccination Records
	
	
	

	Phone Numbers of RD, FRG
	
	
	

	Address/Phone Numbers of Family
	
	
	

	Extra Keys
	
	
	

	
	
	
	


TAB 2 TO APPENDIX G

BUDGET PLAN

The following is a checklist to help you prepare for your sponsor's departure:

	Expenditures
	Name/Address
	AMT Due
	Date Due

	
	
	
	

	RENT/MORTGAGE
	
	
	

	RENTER/HOUSE INS
	
	
	

	GAS BILL
	
	
	

	ELECTRIC BILL
	
	
	

	WATER BILL
	
	
	

	TELEPHONE BILL
	
	
	

	FOOD
	
	
	

	AUTO PAYMENT
	
	
	

	AUTO INSURANCE
	
	
	

	AUTO MAINTENANCE
	
	
	

	CABLE TV
	
	
	

	CREDIT CARD
	
	
	

	CLOTHING
	
	
	

	CHILD CARE
	
	
	

	LIFE INSURANCE
	
	
	

	SAVINGS
	
	
	

	MISC EXPENSES.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TAB 3 TO APPENDIX G

ARMY FAMILY TEAM BUILDING

General. Army Family Team Building (AFTB) is a training program designed to teach individuals and families how to be more independent with minimal outside support when their spouse deploys. There are three AFTB training tracks for family members, military, and civilian employees. All three tracks address the issue from an individual perspective (preparing one's own family for deployment) but also from a leadership perspective (building unit support networks and programs). Family members of military personnel may receive training on a voluntary basis.

Purpose. The threefold purpose of Army Family Team Building (AFTB) is to:


- Improve force readiness by teaching personal and family readiness


- Help the Army adapt to global changes (draw-down, budget cuts, etc)


- Respond to family-related lessons from recent deployments (rear detachments, false expectations, etc.)

Goal. The goal of the AFTB is to enable individuals and families to function at their highest level in any situation with minimal outside support. Making families more independent fosters readiness by boosting morale and freeing military personnel to focus on their mission instead of worrying about their families.

Levels of Training.

AFTB Level I - "Introduction" provides basic information and skills needed by inexperienced military spouses (less than 5 years in the Army) Level I teaches military terms; acronyms; customs and courtesies; the chain of command/concern; military and community resources; benefits, entitlements and compensation; family and military expectations; impact of the mission on family life; and basic problem solving. AFTB Level I can now be completed on the worldwide wed by accessing http://www.gordon.army.mil/roa/aftb and registering.

AFTB Level II - "Intermediate" is for spouses with 5 to 10 years as military family members. Level II focuses on enhancing relationship building; effective leadership; volunteer management; marketing volunteer experience; management skills (communication, conflict management, understanding needs, crisis and grieving, group dynamics); adapting to change; stress management; intermediate problem-solving; time management; meeting management; networking with community agencies; building a resource and personal library; Family Readiness Groups; military grade and command structure; benefits, entitlements and compensation; traditions, customs and courtesies, and protocol.

AFTB Level III - "Advanced Training" is for those with more than 10 years. Level III concentrates on effective communications; listening skills; leadership skills; coaching, mentoring and advising; proper use of lessons learned; how to develop presentations; how to plan/conduct a workshop; personality types; motivation; building a cohesive team; advanced problem-solving techniques; group conflict management; effective public/media relations; understanding political issues and the Army.

AFTB Level IV - "Train the Trainer" is for those who wish to become AFTB instructors.

TAB 4 TO APPENDIX G

HOW TO SURVIVE DEPLOYMENT

HOW TO SURVIVE DEPLOYMENT

1. PLAN FOR DEPLOYMENT BY COMMUNICATING


a. Express your feelings and encourage others to do the same (I love you; I'll miss you; I'm frightened).


b. Plan a family activity or a special family time without distractions.


c. Discuss the budget.


d. Prepare legal matters (UPDATE THAT V4LI, POWER OF ATTORNEY).


e. Discuss household and automotive maintenance.


f. Determine where your family will reside.

2. DEPLOYMENT PRESENTS CHALLENGES AND OPPORTUNITIES


a. Emotional adjustments



(1) Personal growth



(2) Discover new sources of inner strength


b. Added responsibility



(1) Sharing of household duties



(2) Discover hidden interests and abilities.

3. KEEP IN TOUCH


a. Write letters


b. Send pictures, the kids' drawings, newspaper articles you found interesting

4. WORK THROUGH EMOTIONS/FIGHT STRESS


a. Try to understand and admit to doubts and fears.


b. Talk about your feelings with a friend, neighbor, coworker, etc.


c. Take an active role in a social group


d. If you become totally overwhelmed seek professional help. THIS IS NOT A SIGN OF WEAKNESS!


e. Spend time with other adults (Volunteer; take a class; take an inexpensive tour.) Don't Stay Cooped up alone!

5. ADDITIONAL TIPS


a. Take good care of yourself.



(1) Eat right.



(2) Get rest and exercise.



(3) Occasionally treat yourself to dinner out.



(4) Set aside time daily for yourself to do something you enjoy.


b. Take good care of your children.



(1) Proper rest, nutrition, and exercise.



(2) Spend time with each child individually.



(3) Arrange for the children to spend time with friends.



(4) Keep a "deployment map."



(5) Let them talk to you about their feelings when they bring up the subject.


c. Think safety and security.



(1) Don't make your spouse's absence a matter of public knowledge.



(2) Keep emergency phone numbers near the telephone.



(3) Contact the military police at the first sign of suspicious activity.


d. Seek help when you need it.



(1) Avoid trying to do everything yourself



(2) Take advantage oil community support.



(3) Contact family, friends or neighbors whenever you need practical or emotional support



(4) Be aware of danger signs.




(a) In adults - loss of appetite, constant eating, weight loss or gain, sleeplessness




(b) In children - sleep disturbances. Nightmares, appetite problems, bedwetting, discipline/school problems

6. PREPARE FOR REUNION


a. Don't expect things to be perfect


b. Roles change and have changed; therefore, roles may need to be redefined


c. Communicate feelings


d. Go slow


e. Expect the unexpected


f. Plan for budget changes


g. Let the needs of the family as a whole come first

7. SOURCES OF HELP


a. Army Community Service


b. Wives' Clubs


c. Chaplains


d. Family Readiness Groups

TAB 5 TO APPENDIX G

MILITARY ACRONYNS, ABBREVIATIONS AND TERMS

ACRONYMS AND ABBREVIATIONS

A--ALPHA

AAFES-Army and Air Force Exchange Service

ACAP-Army Career and Alumni Program

ACES-Amy Continuing Education System

ACS/FPC-Army Community Service/Family Program Coordinator

AD-Active duty

ADJ-Adjutant

AER-Army Emergency Relief

AFAP Army Family Action Plan

AFTB-Army Family Team Building

AG-Adjutant General

APC-Armored Personnel Carrier

APF-Appropriated funds

APFT-Army Physical Fitness Test

APO-Army Post Office

AR-Armor/Army regulation

ASAP-As soon as possible.

AUSA-Association of the United States Army

AV-Aviation

AWOL-Absent without leave

B--BRAVO

BAQ-Basic allowance for quarters

BAS-Basic allowance for subsistence

BC-Battery Commander

BCT-Basic Combat Training

BDE-Brigade

BDU-Battle dress uniform (jungle, desert, cold weather)

BN-Battalion

BNCOC-Basic Noncommissioned Officer Course

C--CHARLIE

CDR-Commander

CDS-Child Development Services

CG-Commanding General

CGSC-Command and General Staff College

CHAMPUS-Civilian Health and Medical Program for the Uniformed Services

CID-Criminal Investigation Division

CINC-Commander in Chief

CO/Co-Commanding Officer/Company

COB-Close of business

COLA-Cost of living allowance

CONUS-Continental United States

CPO-Civilian Personnel Office

CPX-Command Post Exercise

CQ-Charge of quarters (duty required after duty hours)

CS/C, of S-Chief of Staff

CSA-Chief of Staff, Army

CY-Calendar year

D--DELTA

DA-Department of Army

DECA-Defense Commissary Agency

DEERS-Defense Enrollment Eligibility Reporting System

DEH-Director of Engineering and Housing

DPW-Director of Public Works

DENTAC-United States Army Dental Activity

DEROS-Date of estimated return from overseas

DFAS-Defense Finance and Accounting System

DI-Drill Instructor

DO-Duty Officer

DOB-Date of birth

DOD-Department of Defense

DOR-Date of rank

DPCA-Director of Personnel and Community Activities

DCA-Director of Community Affairs

DPP-Deferred Payment Plan

DSN-Defense Switched Network (current term for Autovon)

E--ECHO

EDRE-Emergency Deployment Reaction Exercise

EFMP-Exceptional Family Member Program

EM-Enlisted Member

EN-Enlisted

ETS-Estimated time of separation

EWC-Enlisted Wives Club

F--FOXTROT

FA-Field Artillery

FAC-Family Assistance Center

FCP-Family care plan

FLO-Family Liaison Office

FM-Family Member/Field Manual

FMEAP-Family Member Employment Assistance Program

FORSCOM Forces Command

FRO-Family Readiness Officer

FRG-Family Readiness Group

FTX-Field Training Exercise

FY-Fiscal year

FYI-For your information

G--GOLF

GED-General Education Diploma

GO-General Officer

GS-General Schedule (Government civilian employee pay grades)

H--HOTEL

HHC-Headquarters and Headquarters Company

HOR-Home of record

HQ-Headquarters

HQDA-Headquarters, Department of the Army

HS-Home station

I--INDIA

IADT-Initial Active Duty Training

IET-Initial Entry Training

IG-Inspector General

IN-Infantry

INFO-For the information of

ITO-Information Travel Office/Invitational Travel Order

ITT-Information, Tours, and Travel

IVC-Installation Volunteer Coordinator

J--JULIET

JAG- Judge Advocate General

JR EN-Junior Grade Enlisted Personnel

JR NCO-Junior Grade Noncommissioned Officer

JUMPS-Joint Uniform Military Pay System

K--KILO

KP-Kitchen Patrol

L--LIMA

LEAVE-Vacation

LES-Leave and Earnings Statement

M--MIKE

MACOM-Major Army Command

MEDDAC-Medical Department Activity

METL-Mission Essential Task List

MI-Military Intelligence

MIA-Missing in action

MOS-Military Occupational Specialty

MP-Military Police

MRE-Meals Ready to Eat

MWR-Morale, Welfare, and Recreation

N--NOVEMBER

NA-Not applicable

NAF-Nonappropriated Funds (generally located)

NATO-North Atlantic Treaty Organization

NCO-Noncommissioned Officer

NCOA-Noncommissioned Officers Association

NCOER-Noncommissioned Officer Evaluation Report

NCOIC-Noncommissioned Officer in Charge

NCOWC-Noncommissioned Officers' Wives Club

NEO-Noncombatant Evacuation Operation

NLT-Not later than

O--OSCAR

O CLUB-Officers' Club

OBC/OAC-Officer Basic/Advanced Course

OCONUS-Outside Continental United States

OCS-Officer Candidate School

OER-Officer Evaluation Report

OIC-Officer-in-Charge

OJT-On the job training

OWC-Officers' Wives' Club

P--PAPA

PAC-Personnel Administration Center

PAM-Pamphlet

PAO-Public Affairs Officer

PCS-Permanent Change of Station

PERSCOM-Total Army Personnel Command

PM-Provost Marshal (police chief)

POA-Power of Attorney

POC-Point of Contact

POI-Program of Instruction

POV-Privately owned vehicle

PT-Physical Training

PX-Post Exchange

Q--QUEBEC

QM-Quartermaster

QTRS-Quarters (living area)

R--ROMEO

RA-Regular Army

RD-Rear Detachment

RDC-Rear Detachment Commander

RDF-Rapid Deployment Force

R&D-Research and Development

REG-Regulation

REGT-Regiment

R&R-Rest and recreation

RFO-Request For Orders

RIF-Reduction in Force

RSVP-Reply whether or not you can attend

S--SIERRA

SBP-Survivor Benefit Plan

SD-Staff Duty

SDNCO-Staff Duty Noncommissioned Officer

SDO-Staff Duty Officer

SF-Special Forces

SGLI-Serviceman's Group Life Insurance

SJA-Staff Judge Advocate

SMI-Supplemental Medical Insurance

SOCOM-Special Operations Command

SOP-Standard Operating Procedure

SQD-Squad, a unit within a platoon

SQT-Skills Qualification Test

SRB-Selective Reenlistment Bonus

SSN-Social Security Number

T--TANGO

TAG-The Adjutant General

TASC-Training and Support Center

TDY-Temporary duty

TLA-Temporary living allowance

TMP-Transportation Motor Pool

TRADOC-Training and Doctrine Command

U--UNIFORM

UCMJ-Uniform Code of Military Justice

USO-United Service Organization

V--VICTOR

VA-Department of Veterans Affairs (formerly Veterans Administration)

VHA-Variable Housing Allowance

W--WHISKEY

WO-Warrant Officer

X--XRAY

XO-Executive Officer

Y--YANKEE

Z--ZULU

TERMS

ACCOMPANIED TOUR-Tour of duty with family members

ACTIVE ARMY-On active duty

ADVANCED PAY-Payment before (duty performed] actually earned

ALERT-Emergency call to be ready

ALLOTMENT-Designated payment by soldier to bank or individual

ALLOWANCE-Pay and special compensation

ARMY COMMUNITY-Provides family support services on installation for active duty members and their families

ARTICLE 15-Disciplinary action

BARRACKS/BILLETS-Place where a soldier lives

BENEFITS-Medical, dental, commissary, etc.

CADRE-Leadership at training level

CAISSON-Artillery vehicle

CHAIN OF COMMAND-Leadership structure

CHAIN OF CONCERN-An informal self-help channel for family members

CHAPLAIN-Military ministers, priest, rabbi, or pastor

CLASS As-Green slacks/skirt, light green shirt, tie or neck tab, and jacket

CLASS Bs-Green slacks/skirt, light green shirt, and optional sweater without jacket

CLEARING-Obtaining official release from post or a unit

CODE OF CONDUCT-Rules by which a soldier must live

COLORS-National and unit/organization flags

COMMISSARY-Grocery store for military

COURT-MARTIAL-Trial system within the Army

DAYROOM-Recreation area in soldier lodging

DEPLOYMENT-Soldier sent on a mission without family members

DETAIL-A job or assignment

DIRECT DEPOSIT-Soldier's guaranteed check to bank

DINING IN-Formal social gathering for soldiers only

DINING OUT-Formal social gathering with spouses

DISCHARGE-Departure from active duty

DITY MOVE-Self movement of household goods

DOGTAGS-Identification tags worn by soldiers

DRESS BLUES-Informal attire with four-in-hand tie/formal attire with bow tie

DRESS MESS-Formal attire; short jacket equivalent to "white tie and tails"

DUTY ASSIGNMENT-Job/place while on active duty

ESPRIT DE CORPS-Morale within unit or organization

FAMILY ADVOCACY-Program that assists with child and spouse abuse problems FAMILY CARE

PLAN Written instructions for care of family members while sponsor is away from duty station (can include provisions for finances, wills, and guardianship)

FAMILY PROGRAM-Provides family support services to active duty COORDINATOR members and their families

FAMILY READINESS GROUP-Organization of family members, volunteers, and soldiers/civilian employees belonging to a unit/organization that together provide an avenue of mutual support and assistance and a network of communication among the family members, the chain of command, and community resources

FIELD DAY-Designated day for military displays

FIELD GRADE-Majors, lieutenant colonels, and colonels

FORMATION-Gathering of soldiers in a prescribed way

FROCK-Assume next higher grade without pay

FRUIT SALAD-Ribbons and medals worn on uniform

GARRISON-Post or community

GEAR-Equipment used by soldiers

GI BILL-Education entitlement

GI PARTY-Clean up duty

GRADE-Corresponds to pay level of soldier (E-3, 0-2, etc.)

GREEN BERETS-Special Forces

GUEST HOUSE-Temporary living quarters

GUIDON-Unit identification flag

HARDSHIP TOUR-Unaccompanied tour of duty

HASH MARKS-Stripes for enlisted members' time in service

HAZARDOUS DUTY PAY-Extra pay for duty in hostile area

HOUSING OFFICE-Where you check in for housing

ID CARD-Identification card issued to legally recognized soldiers and family members

INSIGNIA-Indicates branch of soldiers

JODY CALL-Troop cadence for marching or running

JUNGLE BOOTS-Special boots for tropical climates

K-9-Dogs trained for military police service

KLICK-Slang for kilometer

LATRINE-Toilet

LEAVE-Approved time away from duty

LOCATION ALLOWANCE-Allowance received for PCS move

LOGISTICS-Equipment and support needed for performance

MEDEVAC-Medical evacuation

MOTOR POOL-Area where official vehicles are kept

ORDERLY ROOM-Company office

ORDERS-Spoken or written instructions to soldier

PLATOON-Several squads within a company

POLICE CALL-Clean up

POST EXCHANGE-Army department store

POWER OF ATTORNEY-Legal document permitting a person to act on behalf of another

PROTOCOL-Customs and courtesies

QUARTERS-Government housing for eligible soldiers

RANK-Official title of soldier

REGRETS ONLY-Respond only if not attending

RETREAT-Bugle/flag ceremony at end of day

RE-UP-Reenlist

REVEILLE-Bugle call/ceremony at beginning of day

ROSTER-List of members

SEPARATION PAY-Pay for unaccompanied duty

SHORT TIMER-Person with short time left to serve on active duty

SHORT TOUR-Unaccompanied tour

SICK CALL-Specific block of time for medical attention

SPACE A-Space available

SPONSOR-Person who is salaried by the Government

SUBSISTENCE-Food allowance

SURE PAY-Soldier's guaranteed check to bank

TAPS-Last call of the day.

MILITARY TIME


0100---- 1:00 a.m. 


1300---- 1:00 p.m.


0200---- 2:00 a.m. 


1400---- 2:00 p.m.


0300---- 3:00 a.m. 


1500---- 3:00 p.m.


0400---- 4:00 a.m. 


1600---- 4:00 p.m.


0500---- 5:00 a.m. 


1700---- 5:00 p.m.


0600---- 6:00 a.m. 


1800---- 6:00 p.m.


0700---- 7:00 a.m. 


1900---- 7:00 p.m.


0800---- 8:00 a.m. 


2000---- 8:00 p.m.


0900---- 9:00 a.m. 


2100---- 9:00 p.m.


1000----10:00 a.m. 


2200----10:00 p.m.


1100----11:00 a.m. 


2300----11:00 p.m.


1200----12:00 noon

2400----12:00 midnight


“O-dark-thirty”----Too early to be awake

OFFICER GRADES


O-10
GA-General of the Army (5-Star)


O-10
GEN-General (4- Star)


O-9

LTG-Lieutenant General (3-Star)


O-8

MG-Major General (2-Star)


O-7

BG-Brigadier General (1-Star)


O-6

COL-Colonel


O-5

LTC-Lieutenant Colonel


O-4

MAJ-Major


O-3

CPT-Captain


O-2

1LT-First Lieutenant


O-1

2LT-Second Lieutenant

WARRANT OFFICER GRADES


CW5
Chief Warrant Officer Five


CW4
Chief Warrant Officer Four


CW3
Chief Warrant Officer Three


CW2
Chief Warrant Officer Two


WO1
Warrant Officer

ENLISTED GRADES


E-9

SMA-Sergeant Major of the Army
E-9
CSM-Command Sergeant Major

E-9

SGM-Sergeant Major



E-8
1SG-First Sergeant


E-8

MSG-Master Sergeant



E-7
SFC-Sergeant First Class

E-6

SSG-Staff Sergeant



E-5
SGT-Sergeant



E-4

CPL/SPC-Corporal/Specialist

E-3
PFC-Private First Class



E-2

PV2-Private E-2




E-1
PV1-Private E-1

MILITARY STAFF POSITIONS


G1/S1-Personnel 




NOTE: 
"G" staff is division level or higher


G2/S2-Intelligence 





“S” staff is brigade and battalion levels


G3/S3-Training/Operation


G4/S4-Supply/Logistics.

TAB 6 TO APPENDIX G

FAMILY SUPPORT REFERENCES AND POINTS OF CONTACT


Family members should contact FACS, Learning Resource Centers, Post libraries, the Chaplain's office and the Adjutant General's office for reference and inquiry materials. Family members can usually order one copy of a regulation and some official pamphlets by submitting DA Form 4569, USAAPC Requisition Code Sheet, through their unit to the address below:



Baltimore Publications Center, 2800 Eastern Boulevard, Baltimore, MD 28220.


Units may order publications using DA Form 4569. Reserve personnel may also work with their mobilization station.

Several pertinent Army Regulations and DA Pamphlets are:


AR 27-3 


Legal Assistance


AR 30-19 

Army Commissary Operating Policies


AR 40-121 

Uniformed Services Health Benefit Program


AR 55-71 

Transportation of Personal Property and Related Services


AR 210-50 

Installation Family Housing Management


AR 600-75 

Exceptional Family Member Program


AR 608-1 

Army Community Service Program


AR 608-9 

Survivor Benefit Plan


AR 608-10 

Child Development Services


AR 608-18 

The Army Family Advocacy Program


AR 640-3 

ID Cards, Tags and Badges (Reserve and Guard Dependent ID Card)


AR 930-5 

American National Red Cross Service Program and Army Utilization


DA PAM 55-2 
It's Your Move


DA PAM 352-5 
The Army Family - A Partnership


DA PAM 360-525 
Family Assistance Handbook for Mobilization


DA PAM 360-531 
Your Personal Affairs - A Checklist


DA PAM 608-28 
Handbook on Volunteers In Army Community Services


DA PA-M 608-39 
Exceptional Children: An Army Parent Handbook


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


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


ANGR 600-12 and ANGR 211-1 National Guard Family Programs (Joint Army National Guard and Air National Guard)

APPENDIX H

COMMUNICATION AND CONFLICT RESOLUTION

Good communication is essential in all aspects of a healthy unit. Keeping an open line of communication with all the family members in your unit shows that you care and that you want to keep them informed.

The communication channels closely parallel the military chain of command. You will receive information from your next senior spouse/representative and this is passed to the company level spouse/representatives to be disseminated to all the spouses in the unit.  Being a reliable source of good information is important at all levels and builds trust and confidence within the Family Readiness Group (FRG). Information must flow up and down the spouse’s chain, so be sure and keep your next senior spouse/representative informed about activities in your unit and problems that may affect the larger unit.  Communication can be accomplished through personal contact, written communication and group activities or meetings.

PERSONAL CONTACT

· sponsorship prior to arrival

· phone calls (social and telephone tree)

· home or hospital visits

· welcoming to or farewells from the unit

· cards or gifts


NOTE: If you decide to send cards for special occasions, make sure you do not leave anyone out as this can create bad feelings. You should also decide if you will give gifts for new babies, weddings, etc. It is best if the gifts are the same or similar for everyone and you are consistent. Take time to calculate the time and money involved in giving to everyone before you start a “ tradition” to be sure you can continue it throughout command.

WRITTEN COMMUNICATION

· company/battalion newsletter

· telephone tree

· rosters

· formal welcome letters from the commander and spouse/representative

· unit activities calendar

· an information bulletin board

· welcome packets

· after action reports.


It is important that new spouses feel welcome and connected to the unit from the beginning. Providing information helps them get settled and lets those who have been in the unit for a while know you want to keep them informed regardless of their level of participation.

GROUP MEETINGS OR ACTIVITIES

· spouse gatherings/coffees

· unit parties, picnics

· organizational days

· unit ball

· deployment briefings

· fund-raisers

· volunteer recognition ceremonies


These activities give unit members, spouses and families a chance to have fun and bond.

Remember to balance activities to include single soldiers, couples and families with children.

Helpful Hints

· Carry emergency-type telephone numbers with you so you can have immediate access to them. For example, unit telephone tree, unit duty numbers and medical resource numbers.

· Ask people to keep you informed to help avoid surprises. When you are surprised, try to figure out a way to keep it from occurring again.

· You don’t have to be a walking encyclopedia. You can always get back to someone with an answer to his or her question.

· If you can’t attend every meeting that you normally would, send someone in your place, if appropriate, or ask another attendee ahead of time to get copies of information and provide you with other notes as needed.

· Don’t feel like you must give out every bit of information you are given. Overloading people with papers to read or telling them laundry lists of information is not effective communication. Consolidate and pick and choose what you believe is most relevant to your group.

· It is extremely helpful to keep detailed records of major unit activities. It makes it much easier to organize succeeding events. Ask the chairperson of the event to write information on who, what, when, where, expenses, problems and frustrations and recommendation and make at least two copies, one for you and one for the next leader spouse/representative.

Management of Group Meetings


Good meetings do not just happen; they are planned. To have an effective meeting you need to prepare ahead of time, know how to manage the meeting and follow up with results. Whether you are leading a decorating committee, planning a unit function or helping to put together a major unit briefing, these guideline should be helpful.

Before a Meeting

· Set a purpose

· Plan the order of events and set time limits

· Write a specific agenda

· Let others know ahead of time if you will be asking them for information (i.e. treasurer)

· Invite experts to present important technical issues such as health care, legal matters, etc.

· Be early and be prepared

During the Meeting

· Begin and end on time

· Make introductory remarks - welcome, introductions, goals, etc.

· Ask for additions to the agenda

· Keep written records of discussion and action taken

· Handle distractions carefully - try to stay on task

· Assign tasks with deadlines

· Set next meeting date, time and agenda if necessary or possible

After the Meeting

· Reflect on positives and negatives and make changes appropriately

· Do follow-up work as necessary and be available to others for questions

· Encourage completion of tasks

· Address unfinished business

· Provide written record of meeting to participants or those absent if necessary

· Write after action report on major events.

Conflict Resolution


As a leader’s spouse/representative you may encounter situations where interpersonal conflict is present between yourself and another or among other spouses. Although unsettling, conflict is a probability wherever there is human interaction. There is a tendency to look at conflict as something to be avoided or ignored, but successful resolution can be productive and lead to closer personal relationships, increased understanding and a higher level of shared enthusiasm for group activities.

When conflict occurs, you have three choices:


Avoid - You may avoid the other person or the issue. This may work if the person is someone you do not associate with on a regular basis or if the issue is not important enough to you to enter into conflict over. Also, some issues, such as those involving religion or politics (abortion for example) are too emotionally charged and people just have to “ agree to disagree” as it is highly unlikely that conflict will result in any productive resolution. Avoidance makes sense if the issue will be resolved shortly by someone else or is a moot point due to some other factor. If the parties involved in the conflict are too emotional and need a cooling off period the issue can be avoided until they can discuss it constructively.


Negotiate - You may attempt to negotiate a compromise that is a mutually satisfying result (You give a little, I’ll give a little). A willingness to compromise signals genuine concern for others and the greater good.


Confront - This requires some courage and tact, but confrontation does not need to be hurtful. It requires you to present the conflict as you see it and work out a resolution. For example, if someone volunteers to perform a task and does not follow through, jeopardizing the project, the issue needs to be confronted. You should know a head of time what options you have. Is there someone else who can take over the task completely, help out with it, what is the “ drop-dead” date and time for completion? With this information you may tell your volunteer that you realize she/he is very busy, but the task must be done by the specific date and time and does she know if she can complete it? Depending on the answer, explore your known options and make sure you are both very clear on what is decided. Remember tone of voice and body language can make all the difference in a situation like this. If you sound angry or miffed, the other person is likely to become defensive. You are not doing anyone a favor by failing to confront this type of issue and letting you volunteer fail or the group project suffer.


It is also important to confront after the fact if someone fails to do a task they volunteered for and the group is affected. Let them know they should have indicated they were having problems completing the task and asked for assistance. Explore how they might approach it differently the next time. Do not say “ it’s O.K.” or it didn’t matter, unless that is the truth.  Your ability to handle conflict has a direct impact on the group’s confidence in your leadership skills. Even though it may be more comfortable for your personality or leadership style to adopt a “ wait and see” attitude, it may not be what is best for the good of the group.

REMEMBER!

· Confrontation need not be ugly. It is simply problem solving!

· Conflict can often be avoided if clear, specific guidelines for behavior and/or performance standards are stated.

· By the same token, conflict may be resolved by establishing, and/or redefining guidelines.

CONFRONTING AN ANTAGONIST


Choosing to confront an antagonist in a group is frequently a balancing act. The reality is that the adversary plays an important role in the group process. Sometimes this person acts as a ‘devil’s advocate’ and helps or forces the group to look for a better solution or idea. Perhaps this person is actually giving the group the opportunity to clarify its’ position. From this perspective, you can learn to appreciate the ‘thorn in your side’, and even welcome their input. 


When the antagonist becomes a liability to the group, it’s time to take action. We all need to lament first; “Why me? Why now? How much longer will they be in this group? Then, objectively look at the situation.

Ask:

· Is this person fulfilling a role in our group that ends up making us all think and clarify, making ourselves surer of ourselves in the end?

· Are we able to still function as a productive group and have a good feeling about being together?

· Can we collectively overlook the difficult person and still operate cohesively?

· Can we still like them/forgive them for being troublesome?

VS:

· Is the group fed up with the attitude/performance of this person?

· Are we all walking away shaking our heads and venting at home?

· Is there a lot of talk in the parking lot about the person’s behavior?

· Is it affecting the cohesiveness of the group?

· Do people avoid or resent getting together if this person is present?

· Are there instances where feelings are being hurt, or gossip is being spread by or about the adversary?

· Is it affecting morale?

· Are they a detriment to the group?

· Are they a liability?

· Are they just plain nasty?

· Are they taking more energy from the group than they are putting into the group?

Trust that the group process can/will redirect the problems and they will be resolved on their own accord. Group dynamics can be a wonderful thing! Members tend to monitor each other’s behaviors and reactions, creating a code of conduct that is learned and reinforced. This can be the best option, especially when the group is still in the growing/forming stage. However, a word of caution is necessary.


The “peace” you achieve in adopting a “wait and see” attitude must be weighed against the perception and faith your group members have in you as a leader, along with the morale and productivity of the group.


As the leader, your obligation includes maintaining a comfortable environment in which members are able to perform their roles unencumbered by constant discord, unmolested by other group members.


Is it time to confront? Most of us loath this part, and in fact have spent a lifetime avoiding confrontation. This has led to the misconception that confrontation is always aggressive, always ugly, and only to be used as a last resort. In fact, confronting an issue can be relatively easy, and extremely productive, but like most leadership skills needs to be learned and practiced.


We’ve all met the kind of person who can tell us that we are the lowest amoebae on earth, and we walk away saying ‘thank you’ and feeling wonderful. This is a skill that can be perfected! We’ve also met the confrontative type whom can hardly open their mouth without being resented - WE CAN

AVOID THAT!

The opening sentence is usually the hardest. Consider some of these:

· There’s a perception that you’re unhappy with ... (the way the group is run, the work that we’ve undertaken, etc.) and I’m concerned that the group (isn’t fitting your needs, is being impacted in a negative way ...)

· Do we have some fence mending to do? I’ve noticed (that you take issue with many suggestions I make, that you don’t seem to support me/the group, etc.)

· Are you as unhappy as you appear to be (with the way things are being run, with who is in charge, with the function of the group, with the taskings we’re being given)?

· I’ve noticed that (in the group) you’ve been (identify the behavior - i.e. bored, hostile, aggressive, distracted, angry) and I’m concerned about the impact on the group. Am I missing something (or “Am I reading you right?”)

· I’m trying to nip a problem in the bud. It seems there has been a lot of gossip pertaining to (situation or person) and I’d like to clarify (the actual events, the way it will be dealt with, the stand the command group is taking, etc.)

· I have a strong inclination that you are having a hard time accepting my leadership role/style. If it would be more comfortable for you not to participate in the group, we all would certainly understand. I know it would be more comfortable for all of us not to have to deal with constant turmoil. I’d love to have you participate, but this dissension has become a problem. (Specify the expected behavior/support necessary to remain in the group)

· Our situation requires us to be on the same sheet of music. Loyalty to the group is extremely important, as is the way we deal with dissension. We need to lay some ground rules for resolving issues.

Remember that along with confrontation you can use other skills that you have learned: Restating problems, reorganizing the seating of a room, redistributing committees and personalities, active listening, “I” messages, +/or creating a situation where people must problem-solve together, to name a few.

THE TEN COMMANDMENTS OF HOW TO GET ALONG WITH PEOPLE.

1. Keep skid chains on your tongue. Always say less than you think. Cultivate a low persuasive voice. How you say it often counts more than what you say.

2. Make promises sparingly and keep them faithfully, no matter what the cost.

3. Never let an opportunity pass to say d kind and encouraging word to or about somebody: Praise good work, regardless of who did it.

4. Be interested in others; their pursuits, their work, their homes and their families. Make merry with those who rejoice; with those who weep, mourn. Let everyone you meet however humble, feel that you regard him/her as a person of importance.

5. Be cheerful -- Don’t burden or depress those around you by dwelling on your aches and pains and small disappointments. Remember, everyone is carrying some kind of burden.

6. Keep an open mind. Discuss but don't argue. It is a mark of a superior mind to be able to disagree without being disagreeable.

7. Let your virtues speak for themselves. Refuse to talk about the vices of others. Discourage gossip. It is a waste of time and can be destructive and hurtful.

8. Take into consideration the feelings of others. Wit and humor at the expense of another is never worth the pain that may be inflicted.

9. Pay no attention to ill-natured remarks about you. Remember, the person who carried the message may not be the most accurate reporter in the world. Simply live so that nobody will believe him/her. Disordered nerves and bad digestion are a common cause of back-biting.

10. Don't be anxious about the credit due you. Do your best and be patient. Forget about yourself and let others remember. Success is much sweeter that way.

APPENDIX I

COMPUTER RESOURCES
See your company Communication’s NCO for assistance and procedures for establishing an e-mail address, computer training, and usage. You may have to see the installation Director of Information Management, who is part of the garrison commander’s staff, for this information. 

We have provided some World Wide Web sites for various activities that can be a great resource for you. These are just a start. Use your Internet search engines to find more.

The U.S. Army Homepage - http://www.army.mil 

Military Family Research - http://mfi.marywood.edu/www/Research/Current.html 

Army Family Action Plan, Army Family Team Building, Army community Service, BOSS, Youth Services, MWR, and other community programs can be found at 

 http://trol.redstone.army.mil/mwr/index.html 

The Standard Installation Topic exchange Service (SITES). Look up where you are or are going –

 http://www.dmdc.osd.mil/sites/ 

Do you have TDY Per Diem, VHA, OHA, or COLA amount questions?

 http://www.dtic.mil/perdiem/rateinfo.html 

US Army War College - http://carlisle-www.army.mil/

IT TAKES A TEAM, A Resource for the Company Commander’s Spouse/Representative –

 http:/carlisle-www.army.mil/usawc/dclm/take/index.html 

U.S. Army Research Institute, How to Support Families During Overseas Deployments:

A Sourcebook for Service Providers, Research Report 1687 (Click on “Recent Reports”)-

 http://www-ari.army.mil/

Army Family Liaison Office (FLO) Notes – http://www.hqda.army.mil/acsimweb/family/family.htm 

Want to take AFTB Level I online, then try - http://www.gordon.army.mil/roa/aftb/

Military Spouse Net - http://www.spousenet.com/

Boards, promotions, or branch news, go to the U.S. Total Army Personnel command –

 http://www-perscom.army.mil/default.htm1 

ANNEX J

RESOURCE GUIDE TO COMMUNITY ASSISTANCE

INTRODUCTION

This guide is designed to inform leaders, soldiers, civilian employees, retired military, spouses and family members about typical installation services that may he available to them. Service agency personnel may also use it to refer their clients to the appropriate activity or office for assistance.

The guide has two parts. The first part is an Index of Service Functions and the agency that provides the service. The second part is a Description of Agency Services plus the responsible office under the Standard Installation Organization.

How to Use This Guide.

If you want to know about a particular service, but do not know what agency might provide it, turn to the first section (Service Index) that indicates the responsible agency. Once you know the name of the agency you are 1ooking for, look up that agencies name in the second section (Description of Agency Services).

Eligibility for Services

The services listed are normally available to all active duty soldiers and their family members.  Eligibility for services may vary by command and installation. Eligibility will also vary according to status, e.g. member, spouse and family member of the National Guardsman, Army Reservist, military retiree, and DOD civilian employee. Eligibility or authorization for a service should therefore be determined by contacting the agency that provides the service. 

Accuracy of Information

While the information contained in this guide has been checked carefully for accuracy, there are several reasons why it may not be correct in a particular command or at a specific installation.  First, there may be regulatory changes. Second, there may be unique differences depending on the command and status of person, e.g. the privileges for Department of the Army civilian employees in overseas areas or the PX privileges for active versus reserve duty military personnel. Third, there may be local command exceptions to policies concerning use of facilities. Fourth, the agencies and services may vary from post to post. Therefore, it is strongly recommended that persons seeking information or making a referral should check with the actual agency and responsible agency concerning specific services provided and authorization requirements.

SERVICE INDEX

	Service Function 
	Agencies That Give Service
	

	Adoption 
	Army Community Service 
	

	Adult Education 
	American Red Cross 
	

	
	Arts and Crafts Shop
	

	
	Auto Crafts Shop
	

	
	Civilian Personnel Center
	

	
	Education Center
	

	
	Entertainment Branch
	

	AIDS Information 
	American Red Cross
	

	
	Hospital/Health Clinic
	

	Alcohol/Drug Services 
	Alcohol and Drug Abuse Prevention and Control (ADAPCP)
	

	
	Hospital or Health Clinic
	

	Ambulance 
	Hospital or Health Clinic
	

	Animal Care/Control 
	Veterinary Activity
	

	
	Military Police
	

	Auto Crafts Shop
	
	

	Baby Sitting 
	Army Community Service
	

	Banking and Credit Union 
	Bank
	

	
	Federal Credit Union
	

	Basic Skill Education Program
	Education Center
	

	Burial and Graves 
	Casualty Section
	

	Career Counseling 
	Education Center
	

	
	Civilian Personnel Office
	

	
	Upward Mobility Program
	

	CHAMPUS 
	CHAMPUS Office, Hosp./Health Clinic
	

	Chaplain
	Chaplain
	

	Child Abuse and Neglect 
	Army Community Service
	

	
	Military Police
	

	
	Hospital or Health Clinic.
	

	
	Staff Judge Advocate
	

	Child Care and Development 
	Child Development Services
	

	Childbirth-Prenatal and Postnatal Care
	Hospital or Health Clinic
	

	Citizenship 
	Staff Judge Advocate
	

	
	Education Center
	

	Class 6 (Alcoholic Beverages)
	Four Seasons Store
	

	
	Package Beverage Store
	

	Clothing Sales and Alterations 
	Clothing Sales Store (Military)
	

	Clubs and Other Groups 
	Clubs (Installation)
	

	
	Clubs and Other Groups
	

	
	Religious Groups
	

	
	Social and Professional Organizations
	

	Col1ege 
	Education Center
	

	
	Civilian Personnel Office
	

	Commissary 
	Commissary Store
	

	Community Activity Center
	Recreation Center (Community)
	

	
	Youth Activities
	

	Community Relations 
	Band.
	

	
	Mayoral Program
	

	
	Public Affairs Office
	

	
	Chaplain 18
	

	
	Alcohol and Drug Abuse Prevention and Control (ADAPCP)
	

	
	Equal Employment Opportunity Office
	

	
	Equal Opportunity Office
	

	
	Army Community Service
	

	
	Youth Activities
	

	Conservation of Nature 
	Buildings and Grounds Div.
	

	Consumer Information and Protection 
	Army Community Service
	

	
	Housing Referral Office
	

	
	Staff Judge Advocate
	

	
	Inspector General
	

	Continuing Education 
	Education Center
	

	
	Civilian Personnel Office
	

	Counseling 
	Mental Health Activity
	

	
	Alcohol and Drug Abuse Prevention and Control (ADAPCP)
	

	
	Army Community Service
	

	
	Chaplain
	

	
	American Red Cross
	

	Crime Prevention Program 
	Military Police
	

	
	Billeting Office
	

	
	Security Guards/DOD Police
	

	Crisis Services 
	Army Community Service 13
	

	
	Military Police 33
	

	
	Hospital or Health Clinic 28
	

	Cultural Events and Festivals
	Equal Employment Opportunity Office 24
	

	
	Equal Opportunity Office 25
	

	
	Entertainment Branch 24
	

	
	Information, Tour and Travel (ITT) 30
	

	
	Public Affairs Office 37
	

	Day Care/Nursery 
	Child Development Service 19
	

	Dental Care 
	Dental Activities 23
	

	Education 
	Alcohol and Drug Abuse Prevention and Control (ADAPCP)
	

	
	American Red Cross
	

	
	Education Center
	

	Education Counseling and Testing 
	Education Center 
	

	
	Civilian Personnel Office
	

	
	Upward Mobility Program 
	

	Emergency Financial Assistance
	Army Emergency Relief 
	

	
	Assistance American Red Cross 
	

	Emergency Notification 
	American Red Cross 
	

	
	Casualty Section 
	

	Emergency Room 
	Hospital or Health Clinic 
	

	Employment Assistance 
	Civilian Personnel Office 
	

	
	Army Community Service 
	

	
	Education Center 
	

	Environmental Health 
	Hospital or Health Clinic 
	

	
	Safety Office 
	

	
	Dental Activities 
	

	
	Utilities and Pollution Control Division Sanitation Branch 
	

	Equal Opportunity 
	Equal Employment Opportunity Office 
	

	
	Equal Opportunity 
	

	
	Housing Referral Office 
	

	
	Upward Mobility Program
	

	Equipment Rental Recreation 
	Outdoor Recreation Center 
	

	Financial Assistance, for Education
	Education Center 
	

	
	Civilian Personnel Office 
	

	
	Upward Mobility Program 
	

	Financial Assistance with Health Care Costs
	TRICARE Off., Hosp./Health Clinic 
	

	
	Army Community Service
	

	Financial /Budget Counseling 
	Army Community Service 
	

	
	American Red Cross 
	

	
	Staff Judge Advocate 
	

	Fire Department 
	Fire Prevention & Protection Div. 
	

	First Aid Training 
	American Red Cross 
	

	
	Safety Office 
	

	Food Locker/Food Stamps 
	Army Community Service 
	

	Foster Homes 
	Army Community Service 
	

	
	Staff Judge Advocate 
	

	Handicapped Services 
	Army Community Service 
	

	
	Civilian Personnel Office 
	

	
	Hospital or Health Clinic 
	

	High School Completion 
	Education Center 
	

	
	Civilian Personnel Office 
	

	Homemaker 
	Army Community Service 
	

	
	Hospital or Health Clinic 
	

	Home Visitor 
	Hospital or Health Clinic 
	

	
	Amy Community Service 
	

	Hospital 
	Hospital or Health Clinic 
	

	Housing Referral 
	Housing Referral Office 
	

	
	Billeting Office 
	

	Human Relations 
	Public Affairs Office 
	

	
	Equal Opportunity 
	

	
	Equal Employment Opportunity Office 
	

	
	Chaplain 
	

	
	Mayoral Program 
	

	Identification Cards 
	Identification Card Section 
	

	
	Security Guards/DOD Police 
	

	Indoor Sports Facilities 
	Gymnasium 
	

	
	Bowling Alley 
	

	
	Recreation Center (Community) 
	

	
	Youth Activities 
	

	Information/News 
	Public Affairs Office 
	

	
	Amy Community Service 
	

	
	Retirement Services Branch 
	

	
	Command Bulletin 
	

	Inspector General 
	Inspector General 
	

	Juvenile Delinquency Control 
	Military Police 
	

	Juvenile Delinquency Prevention 
	Youth Activities 
	

	
	Chaplain 
	

	
	Military Police 
	

	
	Mental Health Activity (Community) 
	

	Legal Assistance 
	Staff Judge Advocate 
	

	Lending Closet 
	Army Community Service 
	

	Library 
	Library 
	

	
	Film Library - Training Aids Services Office 
	

	Licenses 
	Military Police 
	

	
	Outdoor Recreation Center 
	

	
	Staff Judge Advocate 
	

	
	Veterinary Activity 
	

	Loans 
	Army Emergency Relief 
	

	
	American Red Cross 
	

	
	Bank 
	

	
	Federal Credit Union 
	

	Medical Assistance
	Hospital or Health Clinic 
	

	Mental Health and Hygiene 
	Mental Health Activity (Community) 
	

	Military Affiliated Radio System (MARS)
	MARS Station 
	

	Military Police 
	Military Police 
	

	Movies
	Post Theater 
	

	
	Film Library 
	

	Museum 
	Museum 
	

	Music 
	Band 
	

	
	Entertainment Branch 
	

	Orientation 
	Army Community Service 
	

	
	Public Affairs Office 
	

	
	Education Center 
	

	
	Alcohol and Drug Abuse Prevention and

Control (ADAPCP) 
	

	
	Safety Office 
	

	
	Fire Prevention & Protection Div. 
	

	
	Staff Judge Advocate 
	

	Pastoral Counseling 
	Chaplain 
	

	Personnel Services 
	Civilian Personnel Office 
	

	Pharmacy 
	Pharmacy 
	

	
	Hospital or Health Clinic 
	

	Photographs, Official
	Photo Lab 
	

	Physical Examinations 
	Hospital or Health Clinic 
	

	Pollution 
	Utilities and Pollution Control Division Sanitation Branch 
	

	Post Exchange 
	Post Exchange System 
	

	Post Office 
	Post Office 
	

	Preschool Education 
	Child Development Services 
	

	Preventive Medicine 
	Preventive Medicine Service 
	

	
	Hospital or Health Clinic 
	

	Private Organizations 
	Clubs and Other Groups 
	

	
	Religious Groups 
	

	Public Health 
	Utilities and Pollution Control Division Sanitation Branch 
	

	
	Hospital or Health Clinic 
	

	
	Veterinary Activity 
	

	
	Dental Activities 
	

	
	Safety Office 
	

	
	Fire Prevention & Protection Div. 
	

	Quarters: Family and Troop 
	Housing Referral Office 
	

	
	Billeting Office 
	

	Rape Victim Assistance 
	Hospital or Health Clinic 
	

	
	Amy Community Service 
	

	
	Military Police 
	

	Recreation 
	Bowling 
	

	
	Recreation Center (Community) 
	

	
	Youth Center 
	

	
	Golf Course 
	

	
	Outdoor Recreation Center 
	

	Referral 
	Army Community Service 
	

	
	Hospital or Health Clinic 
	

	Registration 
	Military Police 
	

	
	Billeting Office 
	

	
	Veterinary Activity 
	

	Religious Instruction 
	Chaplain 
	

	Religious Groups 
	Religious Groups 
	

	Relocation Information
	Army Community Service 
	

	Retirement Services
	Retirement Services Branch. 
	

	
	Civilian Personnel Office 
	

	Safety 
	Safety Office 
	

	
	Fire Prevention & Protection Div. 
	

	
	Military Police 
	

	Self-Help Program 
	Self-Help Office 
	

	Services, Religious 
	Chaplain 
	

	Schools
	
	

	KDN through Grade 12 
	Army Community Service 
	

	Sick Call 
	Hospital or Health Clinic 
	

	Social Work: Health Related 
	Hospital or Health Clinic 
	

	Sports 
	Outdoor Recreation Center 
	

	
	Youth Center 
	

	
	Recreation Center (Community) 
	

	
	Bowling Alley 
	

	
	Golf Course 
	

	
	Gymnasium 
	

	Survivor’s Assistance 
	Survivor’s Assistance Officer 
	

	Tax Information 
	Staff Judge Advocate 
	

	
	Army Community Service 
	

	Theater and Stage 
	Entertainment Branch 
	

	
	Clubs and Other Groups 
	

	Thrift Shop 
	Thrift Shop 
	

	Ticket Outlet/ Entertainment Information
	Tour and Travel (ITT) 
	

	
	Entertainment Branch 
	

	Transportation 
	Transportation Division 
	

	Travel and Tours 
	Information, Tour and Travel (ITT) 
	

	
	Public Affairs Office 
	

	Veterans Educational Assistance Program
	Education Center 
	

	Voting Information 
	Staff Judge Advocate 
	

	Veterans Benefits 
	Retirement Services Branch 
	

	Veterinarian 
	Veterinary Activity 
	

	Vocational Education 
	Education Center 
	

	
	Upward Mobility Program 
	

	
	Civilian Personnel Office 
	

	Youth Activities 
	Youth Activities 
	

	
	Clubs and Other Groups 
	


AGENCY DESCRIPTIONS

ALCOHOL AND DRUG ABUSE PREVENTION AND CONTROL (ADAPCP)

SERVICES:


1. Educates entire military community, including family members and DA civilians, the implications of alcohol and other drug abuse, and their personal roles in rehabilitation and prevention.


2. Rehabilitates and counsels for Alcohol and Drug Abuse Prevention and Control Program (ADAPCP) clients and others who seek assistance.


3. Coordinates with MEDDAC and the Provost Marshal on identification and enforcement aspects of the ADAPCP.


4. Provides command referral of individuals who may have a drug or alcohol problem.  This is accomplished by requesting an ADAPCP evaluation of the individual.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities (DPCA)

AMERICAN RED CROSS

SERVICES: Provides full time services as follows:


1. Counseling.


2. Information and referral on government benefits for servicemembers and their families.


3. Reporting Services:



a. Emergency leave.



b. Emergency situations at home.



c. Compassionate reassignment, overseas deferment and hardship discharge.



d. Health and welfare reports on servicemembers and their families.


4. Assistance with communications between the servicemembers and their family.


5. Emergency financial assistance.


6. Volunteer opportunities.


7. Discharge and review board counseling.


8. Health, safety, and lifestyle courses.


9. AIDS education.


Services can be given through offices on military installations worldwide as well as through American Red Cross Chapters in home communities.

RESPONSIBLE AGENCY: Family Support Division, DPCA

ARMY COMMUNITY SERVICE

SERVICES: Provides services to include but not limited to:


1. Casework, crisis and short-term counseling for personal, marital, and family problems.


2. Family nonsupport allegations.


3. Consumer advocacy (complaints).


4. Budget/debt counseling.


5. Welcoming and relocating services.


6. ACS bulletin.


7. Loan closet.


8. Coordination of emergency financial assistance through Army Emergency Relief. Army Emergency Relief gives financial assistance in the form of an interest free loan and/or grant. Also, acts as local agent for widows and orphans or regular Army personnel needing assistance from the Army Relief Society.


9. Maintenance of a roster of available baby sitters and other talent lists.


10. Maintenance of an information file on other military installations.


11. General information on:



a. Human service agencies (military and civilian).



b. Adoption.



c. Foster care.



d. Food stamps



e. Schools and health-related facilities (exceptional family members)


12. Employment assistance


13. Tax assistance.


14. Emergency services.


15. Outreach


16. Help Center



a. Operates an emergency help line that provides information and assistance by referring caller to the correct source of help.



b. Provides central referral where incoming clients are interviewed to determine what service is needed. Next, the client is referred to the correct source of service.  Referrals are made to on-post as well as off-post human service agencies.



c. Provides community orientation briefing to personnel.

RESPONSIBLE AGENCY: Family Support Division, DPCA

ARMY EMERGENCY RELIEF

SERVICES:


1. Provides emergency financial assistance in the form of an interest free loan and/or grant.

2. Offers information regarding AER educational assistance program.

HOW TO PROCESS THE AER LOAN APPLICATIONS:


1. Fill out AER application for assistance (DA Form 1103) in your orderly room and have your CO sign and make his recommendation.


2. Carry the application and pay voucher to the office of AER.


3. If you are requesting rent money to prevent eviction, you must have a written eviction notice from your landlord.


4. If you are requesting money to pay utilities, you should bring with you the utilities cut off notice.


5. If you are requesting money for funds stolen, the incident must have been entered on the MP Blotter.

EXAMPLES OF WHAT AER CAN HELP WITH:


1. Non-receipt of pay. (Pay is due but not received.)


2. Loss of funds. (Theft).


3. Medical, dental and hospital expenses.


4. Funeral expenses of dependents.


5. Expenses for required travel.


6. Rent (including initial deposit).


7. Food.


8. Utilities.


9. Essential POV repair.


10. Clothing


11. Disaster assistance.

RESPONSIBLE AGENCY: Family Support Division, DPCA

AUTO CRAFTS SHOP

SERVICES: Provides the following services:


1. Automotive craft services to include service bays, some including lifts, are available for use in maintenance, customizing, or building of cars, small trucks and motorcycles.


2. Automotive tools are available for on-the-premises use.


3. A mechanic is on duty during hours of operation to assure safety and to give pointers.


4. Classes in automotive repair are available, as scheduled.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

BAND

SERVICES: Provides musical performances as required for command ceremonies, parades, briefings, etc. In a community relation’s role, provides musical performances for events in the local community such as parades, school concerts, etc.

RESPONSIBLE AGENCY: Public Affairs Office or G1/AG.

BANK

SERVICES: Provides full banking services with safe deposit boxes sometimes available; participates in the JUMPS-Army composite check guarantee program. NOTE: Banks are private firms not connected with the Department of the Amy; the Amy does not control or endorse their services.

RESPONSIBLE AGENCY: Director of Resource Management

BILLETING OFFICE

SERVICES: Provides the following types of housing:


1. Guest House r Accommodations for soldiers and eligible civilians, with or without families, incident to incoming and outgoing PCS, are available in the Guest House. Unit sizes vary. A utility room is normally available equipped with washer and dryer.


2. TDY facility - Accommodations for military and civilian TDY visitors may be available on post, or in off-post contract motels/hotels. Certificates of non-availability of quarters will not be issued unless all accommodations on and off post are occupied.


Reservations may be made through the billeting office.


3. Distinguished visitors quarters accommodations may be provided for distinguished visitors. Reservations may be made through the Billeting Office.


4. Family Housing - availability varies. Contact the Family Housing office for information and assistance.


5. Unaccompanied Personnel Housing Officer and enlisted housing is available and is assigned by the billeting office.

RESPONSIBLE AGENCY: Director or Engineering and Housing.17

BOWLING

SERVICES: Provides the following services:


1. Well maintained bowling lanes with state of the art equipment and modern furnishings.


2. League and tournament bowling.


3. League secretary services.


4. Bowling lessons.


5. Bowling related resale items.


6. Storage lockers.


7. Quality food and beverage service.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

CASUALTY SECTION

SERVICES:


1. Arranges for a casualty assistance officer who provides escort to next-of-kin of a deceased soldier and helps settle the affairs of the deceased soldier.


2. Arranges for burial, grave, and funeral of active or retired soldiers who have died.


3. Processes next of kin notification.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA

TRICARE OFFICE

SERVICES: Advises and assists eligible persons concerning TRICARE/CHAMPUS coverage and procedures.

NOTE: Generally TRICARE/CHAMPUS will share the cost of any medical procedure or type of medical care that is accepted as being part of good medical practice, other than ones excluded by law.  Excluded services and procedures are many and varied. Do not assume a service or procedure is covered by TRICARE/CHAMPUS.

RESPONSIBLE AGENCY: Director of Health Services

CHAPLAIN

SERVICES: Provides the following services:


1. Services of worship for general Protestant, Catholic, Jewish and Protestant denominations.


2. Religious retreats.


3. Marriages.


4. Baptisms/circumcisions.


5. Funerals.


6. Other sacraments, rites and/or ordinances. Refer Protestants to ADMINCEN Protestant Pastor; Catholics to ADMINCEN Catholic Priest; and Jewish to the Post Chaplain when a Rabbi is not available.


7. Religious education.


8. Pastoral care in the form of counseling regarding administrative matters, confinement counseling, troop visitation, and hospital ministries.


9. Moral leadership training.


10. Re1igious groups and clubs (see separate entry).


11. Chaplain Family Life Center Programs.


12. Pastoral counseling in the form of interviews, guidance, counseling, and spiritual help.


13. Premarital, marital, family and child counseling.


14. Personality testing.


15. Communication skills workshops.


16. Spiritual values and enrichment workshops.


17. Family visitation.


18. Sacramental rites and/or ordinances, according to the denomination of the Chaplain.


19. Community life enrichment planning.


20. Premarital, marital, and family 1ife


21. Workshops.

RESPONSIBLE AGENCY: Installation Commander.19

CHILD DEVELOPMENT SERVICES (CDS)

SERVICES: Offers childcare options with various types of service, locations, hours of operation and fee schedules that are responsive to the needs of military families living both on and off post.


1. Offers center-based full-day, part-day and hourly services within centralized installation facilities providing closely monitored, structured, group experiences relevant to the age and development of the child.


2. Offers certified home-based family child care programs within government quarters providing a family atmosphere with a limited number of children, flexible hours and the capability of addressing unique child care requirements.


3. Offers low cost alternative child care programs and support services both on and off post.

RESPONSIBLE AGENCY: Family Support Division, DPCA

CIVILIAN PERSONNEL OFFICE

SERVICES:


1. Provides a comprehensive civilian personnel program to support the missions of serviced commanders. Formulates and administers policies and procedures designed to improve civilian personnel management procedures.


2. Training and Development Division. Provides administration of civilian training plans and provides training programs and information. Administers tuition assistance for civilian personnel and the Upward Mobility Program.


3. Management Employee Relations Division. Provides employee relations program.  Administers the Incentive Award (Suggestions) program.


4. Technical Services Office. Provides information on personnel regulations and policies.  Administers employee benefits to include life insurance, health insurance, and retirement. Processes personnel actions.


5. Prepares informational material as necessary to keep employees fully informed and determines individual entitlement with respect to employee benefits programs such as health benefits, life insurance, retirement, travel and transportation, compensation for disability and death cases. Counsels employees or family members on these benefits.


6. Provides a program for pre-retirement counseling. Conducts personal welfare services.


7. Labor Relations Office. Serves as liaison with recognized labor unions. Provides information and advice to management personnel concerning labor relations and negotiated agreements. Enforces labor regulations. Serves on the labor negotiation committee. Provides advice to management concerning grievances.


8. Position Management and Classification Division. Provides advice to management personnel concerning the establishment and maintenance of civilian positions. Assures compliance with regulations concerning classification and position management.  Evaluates the effects of the classification and position management program on morale.


9. Recruitment and Placement Division. Administers all in-service placement, including mandatory actions under Office of Personnel Management, DOD, DA and Command programs, promotions, reassignments, details, and non-personal adverse actions (such as reduction-in-force) and out placement. Plans and develops local applicant evaluation systems and coordinates participation in candidate evaluation and its relation to consideration to selection.


10. Administers the DOD Stability of Civilian Employment Program including the. DOD Overseas Employment Program. Develops and administers all special employment programs (employment of the handicapped, Vietnam era veterans' program, and summer employment programs).


11. Program Evaluation Branch. Conducts personnel management effectiveness surveys in all serviced activities; compiles and analyzes survey results. Provides results of evaluations to management officials with recommendations for improvement. Consults with supervisors and managers to develop specific plans for improvement. Provides reports on effectiveness of personnel management to commanders of serviced activities and the Civilian Personnel Office, CPO.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities, DPCA

CLOTHING SALES STORE (MILITARY)

SERVICES:


1. Sells or issues official items of military clothing and equipment to active and retired personnel.


2. Provides a clothing mail order service to active Army, USAR personnel, and ROTC activities.


3. Makes health, appearance, initial, gratuitous clothing.

RESPONSIBLE AGENCY: Army and Air Force Exchange Service.21

CLUBS (INSTALLATION)

SERVICES: Provide the following services for officer, NCO, and enlisted personnel.


1. Quality food and beverages at affordable prices in a well decorated and maintained facility.


2. Popular entertainment, recreational, and social programs that meet customer desires.


3. Check cashing.


4. Facilities for banquets, parties, and other special functions, community service meetings and events, and command-sponsored and protocol affairs. NOTE: Clubs are rank restrictive in regard to officers, and normally for NCOs and enlisted personnel.  Community clubs may be set up to serve more than one of these categories. With the exception of some NCO/enlisted facilities, clubs are membership organizations that usually require monthly dues. Membership in rank restrictive clubs will be according to a person's military or civilian grade.


5. Provides midday-open mess facilities.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

CLUBS AND OTHER GROUPS

Activities that are designed for particular interests and/or recreation.  Not all clubs may be available or operational.

Toastmasters Clubs - Activities centered on learning and practicing public speaking and parliamentary procedure.

Boy Scout's - Affiliated with the Boy Scout's of America. Provides a complete scouting program for those aged 11-17 years.

Citizens Band Radio Club - Holds activities related to use of Citizens Band radios and sponsors recreational outings.

Membership is open to anyone who has applied for an FCC Class "D" license.

Theater - A group of persons interested in the theater. They operate a nonprofessional "production company" and stage several shows each year. Membership is open to anyone, but emphasis is placed on DOD family members.

Cub Scouts - Affiliated with the Boy Scouts of America. Provides developmental, recreational, and adventuresome activities for boys age 8 through 10 years.

Explorer Scouts - Affiliated with the Boy Scouts of America. This group is for those age 18 and older. It stages developmental, recreational and adventuresome activities for its members. It is vocationally oriented.

Riding Clubs - A group that sponsors activities centered on horseback riding. This organization usually operates the horse stable on post. Membership is based on having a horse stabled on post. Stables are made available on a priority space available basis as follows: (1) Active duty military, (2) Retired military and (3) DOD civilians.

Girl Scouts - A group affiliated with the Girl Scouts of America that stages developmental, recreational, and adventuresome activities for its members. Persons age 12 through 18 years are eligible for membership.

Model Railroad Club - This group sponsors activities centered on model railroading.  

Women's Golf Association - This group holds activities and competitions centered on golfing.

Rod and Gun Club - A club having numerous a activities but centered on shooting.  Operates a rifle/pistol/shotgun range.

Weight Loss - Clubs centered on helping members lose weight.

Wives Clubs/Spouses’ Clubs - Clubs for spouses of officers and NCO-EMs. Activities are community personal development oriented. Meetings are usually held monthly.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

COMMAND BULLETIN

SERVICES:


1. Publishes official command announcements weekly.


2. May publish unofficial announcements contributing to morale and esprit de corps that may be submitted for publication (AR 3-10-3).

RESPONSIBLE AGENCY: Public Affairs Office.23

COMMISSARY STORE

SERVICES: Provides high quality food and commissary products at the lowest possible prices. NOTE: Items are sold at cost, with only a 5% surcharge added. This surcharge is used primarily for commissary supplies, construction, remodeling and operating expenses. See the commissary office concerning questions and suggestions.

RESPONSIBLE AGENCY: Director of Logistics

DENTAL ACTIVITIES

SERVICES: Provides emergency and routine dental services. Care provided will depend on status of patient, e.g., active duty, family member, etc., and insurance coverage. Emergency care after duty hours is offered through the hospital.

RESPONSIBLE AGENCY: Director of Health Services

EDUCATION CENTER

SERVICES: Provides the following services:


1. Counseling Services



a. In-service education benefits.



b. Veterans Education benefits.



c. Career Planning.



d. Education Transition Management.


2. Testing Services.


3. Army Learning Center.


4. Education Programs.



a. Basic Skills.



b. High School Completion.



c. Associate Degree.



d. Baccalaureate Degree.



e. Graduate Degree.



f. Amy Apprenticeship



g. English-as-a-Second Language.



h. Foreign Language Instruction..24


5. Training Support Programs



a. Headstart Languages.



b. MOS Improvement Training.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

ENTERTAINMENT BRANCH

SERVICES:


1. Provides full-length theatrical productions, concerts and professional touring shows as available.


2. Sponsors nonprofessional theater groups that provide entertainment and offer interested people the opportunity to learn and participate in design, acting, directing and costuming


3. Offers private piano, guitar, organ, voice and other musical acts lessons. NOTE: A fully equipped facility has rehearsal rooms, a music library, and a complete line of musical instruments.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

EQUAL EMPLOYMENT OPPORTUNITY OFFICE

SERVICES:


1. Provides advice to the Commander and his staff with respect to the preparation of plans, procedures, regulations, reports, and other matters pertaining to higher headquarters EEO policy.


2. Prepares/ publishes the installation civilian personnel Affirmative Action Plan (AAP) and provides staff leadership and monitoring in the implementation of the plan.


3. Provides advice and guidance to civilian employees and management to informally resolve equal opportunity disputes.


4. Processes formal and informal discrimination complaints.


5. Monitors the grade and job series statistics for inequitable treatment of minority employees and women.


6. Provides management assistance in liaison with employee organizations, community leaders, and minority group and women's organizations.

RESPONSIBLE AGENCY: Garrison Commander.

EQUAL OPPORTUNITY

SERVICES:


1. Provides advice to the commander and his staff with respect to the preparation of plans, procedures, regulations, reports, and other matters pertaining to headquarters equal opportunity policy.


2. Prepares/publishes the installation military personnel Affirmative Action Plan (AAP) and provides staff leadership and monitoring in the implementation of the plan.


3. Receives and conducts informal inquiries of discrimination/complaints.


4. Advises the commander on the equal opportunity aspects/ problems of the Housing Referral Office.


5. Monitors the unit equal opportunity education programs.


6. Monitors and advises the commander on the racial climate of the installation and community.


7. Initiates and maintains liaison with off-post organizations, institutions and civic clubs in connection with equal opportunity programs.


8. Provides equal opportunity training to unit discussion leaders, chain of command, etc.


9. Provides information on current subjects of interest, briefings, and seminars to the chain of command.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities, DPCA

FEDERAL CREDIT UNION

SERVICES: Provides loans and services as follows:


1. LOANS:

· New vehicle

· Used vehicle

· Line of credit/overdraft protection

· Home equity

· Home Improvement

· Education

· Guaranteed student loans

· Share/Certificate loans

· Credit card

· Mortgages


2. SERVICES:

· Telephone teller/electronic teller service

· Savings rate hotline

· Direct deposit

· Automated teller machine

· Money market savings account

· Family member accounts

· Teller service

· Wire transfer

· Trust accounts

· Organization accounts

· Public unit accounts

· Life savings insurance

· Checking accounts

· Individual retirement accounts

· Money market certificate

NOTE: This is a private firm not connected with the Department of the Army. This listing is provided as information only and does not constitute an endorsement of this company or its services or products.

RESPONSIBLE AGENCY: Director of Resource Management

FILM LIBRARY - TRAINING AIDS SERVICES OFFICE (TASO)

SERVICES:


1. Provides users with consultation services pertaining to content of films, film strips and transparencies.


2. Trains personnel in effective use of equipment.


3. Maintains and loans Department of the Army motion pictures, transparencies, recordings, and some videotapes.

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization.27

FIRE PREVENTION AND PROTECTION DIVISION

SERVICES:


1. Responds to fire calls and takes action to extinguish fires and prevent ham to personnel.


2. Briefs personnel residing on post concerning fire prevention regulations, practices, and evacuation of buildings.


3. Inspects and maintains fire prevention and extinguishing equipment.


4. Reviews construction plans to assure buildings are fire safe.


5. Promotes fire safety on post.

RESPONSIBLE AGENCY: Director of Engineering and Housing

FORESTER - BUILDINGS AND GROUNDS DIVISION

SERVICES: Performs land and forest management services. Identifies trees that may be cut down and hauled away for use as firewood. A nominal fee may be charged.

RESPONSIBLE AGENCY: Director of Engineering and Housing

FOUR SEASONS STORE (AAFES)

SERVICES: Sells grocery items, convenience items and lawn and garden supplies.

RESPONSIBLE AGENCY: Amy and Air Force Exchange Service

GOLF COURSE

SERVICES: Provides the following services:


1. Well maintained golf course.


2. Aggressive junior and women's golf program.


3. Regular tournament schedule.


4. Golf related resale items.


5. Golf lessons.


6. Driving range.


7. Rental equipment (clubs, golf carts, pull carts).


8. Quality food and beverage service.


9. Shower facilities and locker rental.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

GYMNASIUM

SERVICES: Provides athletic training programs including exercise and weight rooms, saunas and various sport-related courts.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

HOSPITAL/HEALTH CLINIC

SERVICES: Provides the following services:


1. Emergency, administrative and outpatient medical services are offered at the clinic or hospital. Medical treatment of family members received from off-post civilian doctors is usually paid by CHAMPUS. NOTE: Emergency medical care received by soldiers at a civilian medical facility will be paid by the Army upon verification.  


2. Sick call for Active Duty personnel, retirees and their family members.


3. Treatment for needs other than acute illness requires an appointment.  Appointments may be made by calling the appropriate clinic or a central appointment desk.


4. The main clinics are:



a. Outpatient clinic



b. Emergency room (Triage)



c. Family Practice clinic



d. Physical exams



e. Pediatrics and Well Baby Clinic



f. Mental hygiene clinic



g. Optometry clinic



h. Veterinarian



i. Immunization clinic


5. The pharmacy will fill current prescriptions on a walk-in basis. Renewal of expired prescriptions must be obtained from a doctor or clinician before the prescription can be filled.

RESPONSIBLE AGENCY: Director of Health Services

HOUSEHOLD GOODS (INBOUND/OUTBOUND/QUALITY ASSURANCE)

SERVICES: Provides quality shipment of household goods and baggage arranged through contractors or through a "move it yourself” program.

NOTE: Newly arrived personnel have a direct responsibility to contact the Transportation Office immediately upon arrival and provide a point of contact (telephone number and address) for delivery of household goods/unaccompanied baggage. The Quality Assurance Section is available to make household goods inspections.

RESPONSIBLE AGENCY: Director of Logistics

HOUSING REFERRAL OFFICE

SERVICES: Provides the following services:


1. Assistance for military and eligible civilian personnel authorized government paid housing and allowances, entering into any off-post lease or agreement other than temporary overnight lodging.


2. Up-to-date information on the local housing situation, both rental and sales, and general information about local community services.


3. Counseling and guidance until suitable housing is located.

RESPONSIBLE AGENCY: Director of Engineering and Housing.30

IDENTIFICATION CARD SECTION

SERVICES: Issues and renews ID cards. NOTE: Issuance of ID cards sometimes requires extensive documentation, especially for family members. Documents such as birth certificates, marriage licenses, or divorce decrees may be required.  Personnel needing ID cards are advised to call the ID section first, to assure they bring the needed documents and avoid a wasted trip.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA or GI/AG

INFORMATION, TOUR AND TRAVEL (ITT)/LEISURE TRAVEL OFFICE

SERVICES: Provides the following services:


1. Commercial Tour and Travel Services.



a. Scheduled airline tickets.



b. Bus/rail tickets.



c. Package tours.



d. Hotel reservations.



e. Off-site auto rentals.



f. Travel insurance.



g. Charter arrangements (bus/rail/air).


2. Recreational Information, Ticketing and Travel Services.



a. Local/regional travel information and service.



b. Leisure travel counseling.



c. Local tours.



d. Tickets to special events (sports, concerts, etc.)



e. Tickets to regional and national attractions.



f. Group travel assistance.



g. Local lodging assistance.



h. Commercial communications.

RESPONSIBLE AGENCY: Community Recreation Division.31

INSPECTOR GENERAL

SERVICES:


1. Provides the assistance of an Inspector. General to resolve matters of a personal or administrative nature, and to present complaints on any matter of community or any interest. In exercising this right, individuals will be free from restraint, coercion, discrimination, harassment or reprimand.


2. Conducts investigations when operational or administrative programs or systems fail to prevent, detect or correct statutory or regulatory violations, or when allegations and situations arise concerning violations of individual rights or other improprieties.


3. Conducts general, special and follow up inspections into all matters affecting mission performance of the community/command. Identifies, and recommends actions to correct management and program deficiencies, systemic problems and instances of non-compliance with applicable laws and regulations.

RESPONSIBLE AGENCY: Installation Commander

LIBRARY

SERVICES: Provides all or some of the following services:


1. Check out for books, records, cassettes, video, pictures and software.


2. Reference and readers’ advisory assistance.


3. Personal computers and typewriters.


4. Current magazines and newspapers.


5. Children's materials.


6. Non-book materials such as pamphlet and picture files and war games.


7. Study carrels and/or study rooms.


8. Meeting rooms.


9. Microfilm/fiche readers and printers.


10. Coin operated copy machines.


11. Interlibrary loan to obtain materials not held in the library.


12. Online database searches.


13. Children's summer reading programs and story hours.


14. Reserve areas/materials for support of education program; Military Qualification Standards Basic Reading Titles; Contemporary Military Reading Program and other special interest areas as requested by local community.


15. Adult programming such as discussion groups; financial planning; joint programs as art showings; literacy programs; library orientation for education center students, etc.


16. Provide office collections located away from the library as financial planning for ACS, CDS, Safety office, arts and crafts centers etc.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

MARS STATION

SERVICES: Provides operation of Military Affiliated Radio system (MARS), a lower cost communication system for sending messages by means of short-wave transmitters.

RESPONSIBLE AGENCY: Director of Information Management

MAYORAL PROGRAM

SERVICES: Provides a linkage between the command and the residents.

NOTE: A mayor's meeting is held periodically to address issues surfaced by residents. Unresolved issues are carried forth to Installation Commander's Meetings.  Housing area programs initiated by the mayors include Crime Watch and Helping Hands. This program identifies homes displaying a red hand on the window or door as a house where a child may find assistance if lost or in danger. Through the mayoral program, many housing areas have formed local councils to improve neighborhoods and foster a sense of community.

RESPONSIBLE AGENCY: Installation Commander

MENTAL HEALTH ACTIVITY (COMMUNITY)

SERVICES: Provides the following services:


1. Psychological evaluation and testing.


2. Individual Counseling, Marital Counseling, Parent Training, Family Training and Group Therapy.


3. Referral services to other helping agencies.


4. Emergency on call 24 hours at servicing military hospital/health clinic.

RESPONSIBLE, AGENCY: Director of Health Services.33

MILITARY POLICE

SERVICES: Provides for the enforcement of laws, orders and regulations; traffic control; civil disturbance control; preventing and investigating crime; apprehending absentees and deserters; physical security and correctional treatment of prisoners.


1. Law Enforcement. Receives, responds to and investigates complaints. Provides 24-hour MP patrol coverage of the installation. Directs all traffic operations, such as motor vehicle traffic regulation and accident investigation. Maintains the traffic offense points system and process drunk drivers. Conducts proactive antiterrorism programs such as awareness campaigns and response force training initiatives.


2. Military Police Investigations. Investigates crimes involving personnel subject to the Uniform Code of Military Justice or crimes affecting government property. Recovers stolen property; provides protective services; and drug suppression operations with USACIDC.


3. Physical Security and Crime Prevention. Conducts physical security inspections and surveys. Advises and assists commanders and staff members in formulating security plans and procedures.  Develops and analyzes crime data to establish trend information and determine prevention strategies. Conducts crime prevention inspectors; classes; and campaigns.


4. Installation Detention Facility (IDF). Provides limited counseling, administrative services, and custodial supervision for pretrial prisoners, short-term post-trial prisoners, and post-trial prisoners awaiting transfer to a correctional facility. Not all installations will have an IDF.

RESPONSIBLE AGENCY: Provost Marshal

MUSEUM

SERVICES: Displays artifacts revealing the history and tradition of service branches, locally oriented agencies or special interests.

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization or sponsoring agency.

NEWSPAPER (COMMUNITY)

SERVICES: Publishes information of interest to soldiers, civilian employees and Army families.

NOTE: News articles and information related to the installation, soldiers, civilian employees and their family members can be addressed to the editor.

RESPONSIBLE AGENCY: Public Affairs Office

OUTDOOR RECREATION CENTER

SERVICES: Provides the following services:


1. Bicycles, boats, tents, and a wide variety of camping equipment are available for checkout at a nominal fee. Items are rented on a first-come, first-served basis, or can be reserved in advance for special weekends or planned vacations. 


2. Tourist and camping information and guides are available upon request.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

PACKAGE BEVERAGE STORE

SERVICES: Provides the following services:


1. Full line of distilled spirits, imported and domestic wine, wine coolers, malt beverages (including kegs) mixes and soft drinks. 


2. Party supplies, including ice, chips, and other snack items.


3. Special orders.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

PHARMACY

SERVICES:


1. Dispenses prescription and selected nonprescription drugs.


2. Provides walk-in service for current prescriptions however, if your prescription has run out, you must obtain a new prescription from your doctor or clinician. DEERS check is provided in the outpatient records section.

RESPONSIBLE AGENCY: Director of Health Services.

PHOTO LAB.

SERVICES: Provides official photographs.

NOTE: Photographs may be portraits for personnel folders or official photographs that record awards, promotions, etc.

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization

POST EXCHANGE SYSTEM

SERVICES: Provides the following services:


1. PX Officer (Suggestions and Complaints)


2. PX Annex


3. Automotive Shop


4. Barber Shop


5. Beauty Shop


6. Flower Shop


7. Foodland


8. Four Seasons


9. Laundry & Dry Clean


10. Main Cafeteria


11. Optical Shop


12. Photo Shop


13. Post Theater


14. Tailor Shop

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

POST OFFICE

SERVICES: Provides the following services:


1. Delivery of U.S. mail on installations.



a. Official mail to Installations.



b. Personal mail to Battalion level.



c. Family quarters on Installations.


2. Postal Finance. Sale of envelopes, postcards, stamps, and money orders.


3. Mail pickup, collection of mail at selected locations and/or drop boxes.


4. Post Office boxes.

RESPONSIBLE AGENCY: Installation Commander

POST THEATER

SERVICES: Provides current motion pictures at the Post Theater.

NOTE: Late shows may be shown on Fridays and Saturdays; matinees may be scheduled on weekends. Current features are usually printed in the Post newspaper.

RESPONSIBLE AGENCY: Amy and Air Force Exchange Service

PREVENTIVE MEDICINE SERVICE

SERVICES: Provides a comprehensive public health program similar to a program provided by a civilian public health department.


1. Communicable Disease Control Program: Diagnosis, treatment, and education (individual and group).


2. Community Health Nursing Services: Preventive health care services in home, office or via telephone; health education for individuals and groups; health promotion; liaison between civilian human resources and military medical treatment facility; health consultant to child development services programs; liaison between civilian/DoDDS schools and military 


3. Environmental Health Services: Environmental and food services sanitation; pest and disease vector control; environmental quality control (water, air, waste, noise).

RESPONSIBLE AGENCY: Director of Health Services.

PUBLIC AFFAIRS OFFICE

SERVICES:


1. Uses media relations, community relations and command information to "Tell the Amy Story" to the public and the soldiers, civilian employees and their family members.


2. Provides and coordinates input for the post newspaper.


3. Produces radio and television programs for airing on the installation closed-circuit system and on local community radio and TV stations.


4. Publishes the unofficial guide for newcomers.


5. Is the installation liaison with the local civic groups?

RESPONSIBLE AGENCY: Installation Commander

RECREATION CENTER (COMMUNITY)

SERVICES: Provides constructive, creative, educational and leisure oriented classes, events, programs, gatherings, etc. for individuals, families, and the total community.

NOTE: Meeting spaces and ancillary equipment are available for groups, organizations, and special interest club use. Self-directed as well as directed activities are available on a regular basis.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

RELIGIOUS GROUPS

SERVICES: Provides some or all of the following type religious groups:


Catholic:



Folk group. Children's choir. Adult choir. Men and women's groups.



Youth Group. Parish council.


Jewish:



Men and women's groups. Lay reader groups.


Protestant:



Protestant Youth of the Chapel. Searcher's Session. Adult Choir. Men's Fellowship. Youth Bible Study. Adult Bible Study. Protestant Women of the Chapel (PWOC). PWOC Bible Study. Ladies Charismatic Association.


Other denominational organizations to include Episcopal, Lutheran, Latter Day Saints and Seventh Day Adventist.

RESPONSIBLE AGENCY: Installation Staff Chaplain

RETIREMENT SERVICES BRANCH

SERVICES: Provides the following services:


. Counsel and prepare military personnel for retirement (after 18 years active duty).


. Establish an effective channel of communication between the Active Amy and retired Army personnel.


3. Provide continuing orientation of all retired Amy personnel concerning the rights, benefits and privileges to which they, their family members and survivors may be entitled by virtue of their military service.

RESPONSIBLE AGENCY: Military Personnel Division or G1/AG

SAFETY OFFICE

SERVICES:


1. Provides safety services and instruction to resident commands.


2. Accepts complaints and suggestions concerning unsafe acts or situations and causes corrective action to be taken as required.

RESPONSIBLE AGENCY: Garrison Commander

SECURITY GUARDS/DOD POLICE

SERVICES:


1. Provides security.


2. Administers civilian identification cards.

RESPONSIBLE AGENCY: Director of Security.39

SELF-HELP OFFICE

SERVICES: Provides self-help training for personnel. Provides materials and tools to assist personnel residing on post to accomplish minor repairs and improvements in family and unaccompanied housing.

RESPONSIBLE AGENCY: Director of Engineering and Housing 

SOCIAL AND PROFESSIONAL ORGANIZATIONS

Organizations may include the following and others as approved by the Installation Commander.


American Society of Military Comptrollers - A professional association of military comptrollers.


The Association of the US Army - An organization of military and civilian members that supports the legitimate role of the US Amy. NOTE: It publishes ARMY, a monthly magazine.


National Association for Uniformed Services - An organization of active duty and retired personnel.


Noncommissioned Officers' Association - An organization open to E4s and above.


The Retired Officers Association - an organization of retired military officers.


Veterans of Foreign Wars (VFW) - a group of veterans who provide service to the community.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

STAFF JUDGE ADVOCATE

SERVICES: Provide services as follows:


1. Legal Assistance Services.



a. Domestic relations advice.



b. Legal advice, counseling and drafting of wills and advice on routine trust and estate matters.



c. Advice on adoptions and name changes.



d. Nonsupport and indebtedness.



e. Taxes, state and federal.



f. Landlord-tenant relations.



g. Consumer affairs.



h. General advice concerning civil suits.



i. Soldiers' and Sailors; Civil Relief Act Counseling.



j. Powers of attorney.



k. Advice on miscellaneous legal matters.


2. Claims Division



a. Assists soldiers and other eligible claimants to file claims seeking compensation for qualifying personal or property damage.



b. Makes approval decision on certain claims and forwards other claims to higher headquarters for disposition.


3. Administrative Law Division



a. Provides advice on contract, labor and environmental law matters.



b. Provides legal advice on Standards of Conduct.



c. Provides legal advice concerning the exercise of command and personnel management.



d. Renders legal advice concerning the interpretation of laws regulation and other directives relating to the Army and its members.



e. Reviews for legal sufficiency proceedings of boards of officers and investigating officers, constitutions and by-laws of private organizations, proposed regulations and policies, reports of survey, bars to reenlistment, line of duty investigations, inter-service support agreements and related matters.



f. Examines for legal sufficiency all administrative discharges and other administrative actions taken by the command. Prepare opinions of the legality and advisability of contemplated command actions.



g. Provides legal review of unfavorable personnel actions.



h. Advises command concerning resolution of complaints under Article 138, UCMJ.



i. Reviews Congressional inquiries and provides legal advice concerning proposed responses.



j. Provides advice on requests under the Privacy Act and Freedom of Information Act.



k. Provides training on law of war and the Geneva Convention.


4. Criminal Law Division



a. Provides general supervision of military justice within the command.



b. Process court-martial cases.



c. Advises commanders on military justice matters.



d. Prepares required military justice reports.

RESPONSIBLE AGENCY: Installation Commander

SURVIVOR'S ASSISTANCE OFFICER

SERVICES: Provides escort and assistance to the spouses/families of deceased/retired soldier to assure the affairs of the deceased are properly settled.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA or G1/AG

THRIFT SHOP

SERVICES: Sells used items, at reasonable cost, on consignment for military families.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities,

TRANSPORTATION DIVISION

SERVICES: Provides the following services:


1. The Transportation Motor Pool lends military vehicles to military organizations for official use.


2. The Post Taxi (or shuttle) is available to transport military and civilian personnel on official intra-post trips.


3. Unit Movements. Plans and arranges all official unit transportation.


4. Personal Property. Plans and arranges all official shipments of the personal property of personnel.  In addition, counseling is provided to inform the personnel regarding entitlements and to arrange shipment and storage of personal property.


5. The Commercial Travel Office makes reservations and sells airline tickets to personnel for official travel. They also sell airline tickets to individuals for unofficial personal travel. Additionally, they make rental car and hotel/motel reservations; they sell bus and rail tickets.

RESPONSIBLE AGENCY: Director of Logistics

UPWARD MOBILITY PROGRAM

SERVICES: Provides advisory program for GS-9 and below or Wage Board equivalents who enroll for the following services:


a. Career counseling/planning.


b. Tuition assistance.


c. On-duty classes.


d. Learning center.


e. Underutilized skill file

RESPONSIBLE AGENCY: Civilian Personnel Office

UTILITIES AND POLLUTION CONTROL DIVISION: SANITATION BRANCH

SERVICES: Provides for water pumping treatment and distribution system, sanitary sewage collection, treatment and disposal system, and refuse section. Operates water pollution control and abatement program.

RESPONSIBLE AGENCY: Director of Engineering and Housing VETERINARY SERVICE SERVICES:


1. Inspects food items arriving on post for both wholesomeness and quality assurance.  NOTE: Off post activities may include inspection services for other military installations and the DOD subsistence procurement system.


2. Provides complete veterinary care for government owned animals and privately owned animals to include vaccinations, health certificates and the treatment of those diseases which pose a threat to human health.


3. Manages a rabies control program to include animal vaccinations, investigation of animal bite cases, the quarantine of biting animals and the kenneling of strays.  NOTE: Strays are usually held for three working days in order for the owner to claim them.


4. Other preventive medicine activities as directed by the hospital commander.

RESPONSIBLE AGENCY: Director of Health Services

YOUTH ACTIVITIES

SERVICES:


1. Provides a comprehensive youth program (grades 1 through 12) that fosters social interaction, promotes personal growth, and develops educational and recreational skills.  Provides a focus for youth as a recognized group to be served by the installation and offers diverse, flexible activities and recreational options that are responsive to the needs of families both on and off post.


2. Provides programmed activities to include:



Community Activities: Festivals, parties, dances, advisory councils, carnivals, banquets, host nation activities (CONUS), volunteer programs, teen clubs, and youth to youth sponsorship.



Educational Activities: Instructional classes in bicycle safety, sports clinics, life survival skills, computer classes, special interest groups (e.g. coin collections) community service projects.



Fitness & Sports Activities: Individual and team functional sports, life-long sports skills, gymnastics, swimming, aerobics, tennis, golf, nutrition and good health habits, sports injury prevention and coaching certification.



Cultural Activities: Youth theater, music, crafts, dance, ballet classes, drama club, theatrical technical support, i.e. lighting, clownology.



Outdoor Activities: Backpacking, volksmarching, cycling, nature classes, boating, fishing, white water rafting, sky diving.



Competitive Activities: Tournaments, contests, emphasizing in-house low-level competitive community leagues where everyone plays. Maximum play time, i.e. 1/2 of each game/event.



Family Activities: Planned to encourage participation by the whole family, i.e. hiking, picnics, camping, tours, family leisure recreation counseling.



Out of School Programs: Before and after school programs (supervised and unsupervised), school vacations/holiday activities, summer vacation activities.



National Youth Organizations: Such as Scouting, 4H, Junior Achievement.

RESPONSIBLE AGENCY: Family Support Division, DPCA

APPENDIX K

WORDS OF WISDOM

Prayer of the Army Spouse

Dear God, I am proud to be wed to one who defends freedom and peace. 

My challenges are many and I pray for your love and guidance to meet them.

Special to me are the symbols of my religion, country, community and home.

I pray for the wisdom and grace to be true to their meanings.

You are the symbol of my religious beliefs and the source of my strength.

Because my life is full of change, I cherish the solid and constant spiritual foundation that you provide.

Help me Lord, to be an example of your teachings.

My national flag represents freedom.

Let me never forget, or take for granted, the hope it shows to the world.

Bless those who have made sacrifices for freedom.

As I enter the gateway to a military community, guide me to reach out to others and keep it a wholesome place.

May my charity be given without thought of personal rewards.

My wedding ring represent eternity and never-ending love.

Let me celebrate all of the joys of our togetherness and find comfort in them during times of separation.

I pray also that we are spared the ultimate sacrifice of duty to country.

My house is a symbol of our family and its unity.

It is the place where we share memories of the past and build dreams of the future.

Make willing my heart and hands to do even the smallest tasks that will make our house a better home.

Thank you god for being with us daily as we live in the Army.

Please grant us your continued blessings, increased strength and infinite guidance, as we live to your honor and glory.

Amen.

Silent Support

When I depart, will they know of my life,

The life, that is, of the Military Spouse?

Will they know I’m proud of what I have done,

Of what I have seen and where I have gone?

Will they know that I chose, I volunteered,

To stand beside the one I hold dear?

My country asked me to give and to serve

In silent support ... and without reserve.

Like the eagle above, I spread my wings;

Protected my home and all that it means.

I stayed behind with a fear that was deep,

And my private prayer ... ‘the peace, please keep.”

The lyre of life is the music I play,

In harmony I’ve guided each day.

I balanced by family, my friends... myself,

Tried to be faithful, and tried to give help.

I quietly watched my family grow

The years have gone by ... and what does it show?

Our work together will never be done.

I’ll always be there ... our battles are one.

And where does hope find a home that is safe,

A home where duty has beauty and grace?

The answer’s clear without any doubt,

It’s found in the heart of each Military Spouse.

 RECIPE FOR A GOOD MILITARY SPOUSE

(Taken from the Canadian Army Staff College OWC recipe book of

1965-66. Original contribution by B. Papajohn)

INGREDIENTS:

4 Cups intelligence

1 ½ Cups talent

2 Cups ability

1 pint comprehension

2 Tbs. good attitude

1 Cup tact

2 Cups (non-beaten) patience

4 Cups generosity

1 ¾ Cups (sifted) initiative

1 ½ Cups equilibrium

1 Cup assertiveness

1 Cup sense of humor

Ensure all ingredients are brought to room temperature before mixing. Mix together intelligence, talent, and comprehension.

Next, mix in ability, and good attitude… Just to the point of being homogeneous.

Gradually add in equilibrium and generosity.

Beat patience until a soft mixture.

Mix together all ingredients, generously sprinkling with good humor. Bake in an oven of determination until golden.

Temper and cover with good sense.

When serving, pour over a sauce of assertiveness.

MOM’S AN ARMY

Keeping track of the kids, she’s the S-1.

Collecting the neighborhood news and relaying it to Dad, she’s the S-2.

Making plans for family and training the kids, she’s the S-3.

Stacking food and supplies for the family, she’s the S-4.

She answers all the family correspondence and makes appointments for Dad: that makes her the Adjutant.

Worrying about the family budget makes her the Comptroller.

Paying the bills and accounting to Dad for the paychecks makes her the Finance and Accounting Officer.

Looking for a new place to live when we move, she’s like the billeting Officer.

Assigning us chores to do, getting us fed, bathed and put to bed; she’s our First Sergeant.

Serving the food and doing the dishes, she’s on KP

Carrying small children, she’s an Ammunition Handler.

Driving the family to all our appointments, she’s a duty driver.

Looking like a queen when she goes out with Dad, she’s a soldier’s lady.

Doing all things well all the time, she’s a true “COMMANDER IN CHIEF!”

I AM COURAGE

And I pass to you the flame of undaunted resolve

I have stood with you through every age.

I have held you firmly as you sent your husbands,

sons, brothers, and fathers to war.

I have been there with you as you bid them farewell,

then turn to walk alone.

I have helped you let go of bikes without training wheels,

follow when you long to remain, and set your face like flint

to dress the wound, speak the truth, and face the press.

I pass to you the memory of those who have gone before you,

lest you ever forget their spunk, nerve, and unflinching valor.

I have lifted your chin, steadied your hand, pushed

back your tears, and braced your buckling knees.

I am the courage of the military spouse.

I AM TRADITION

And I pass to you the flame of established order.

I am kept alive in the symbols of hope, ceremonies of honor,

and noble legends told by those whose paths you now walk.

You have risen to your feet, bowed your head, lifted your glass,

and covered your heart in my name.

I am the unwritten form, the oral expression,

etiquette, ceremony, and rules of decorum.

I am tradition and in my name you have made

"command performances", entertained, endured

the boring speaker, and fought the wind for your skirt!

I am hats off, or hats in the air, a moment of silence,

an arch of swords, taps, and red poppies on Memorial Day.

I am the traditions of a military spouse.

I AM FAITHFULNESS

And I pass to you the flame of steadfast devotion.

I have kept you from being weary in well doing,

honored your vows and zealously defended your loyalty

to cause, country, God and mate.

In little and much I have made your handshake a promise,

and made you worthy of the faith and trust others have in you.

I have dulled the blade of desire and helped you turn away

when surely it would have been easier to cave in.

I am the glow of the candle left burning in the window.

I have watched and waited, suffered long, worn a yellow ribbon,

and patiently listened for familiar footsteps in the hall.

I am the faithfulness of a military spouse.

I AM ADVENTURE

And I pass to you the flame of bold undertaking.

I have challenged and stretched you.

I have taken you to the limits of mental, emotional,

and physical endurance.

Yesterday, I kept you from looking back when you sailed

from country and home, or crossed deserts in covered wagons.

Today, I turn your face and heart toward the unknown

as you board planes bound half 'round the world.

I am the remarkable experiences of life.

The breeding ground of stories told to grandchildren.

I am the joy, thrill, and games of life.

I introduce you to new characters, cuisines, and critters.

I make you laugh when you feel like crying, and cry

when you should be laughing!

I am joyeau de cicre, the desire to know yourself better,

and the urge to climb higher!

I am the adventure of being a military spouse.

Salute To Military Wife

Who said, "Variety's the spice of life"?

No doubt ‘twas first uttered by a Military Wife....

For the poor girl never knows just where she's at

For her, home is wherever he parks his hat.

She moves every two years, to a new set of quarters.

During which time she bears sons and daughters.

She packs up to move to the plains of Nebraska

The Orders are changed - She winds up in Alaska.

Her house may be fine - no room for expansion.

A hut, or a tent, or it may be a mansion.

She uncrates the furniture, come snow or come rains

And lays the linoleum between labor pains.

She wrangles saw horses to build all the beds,

Makes curtains of target cloth last used for spreads.

And during each move - now isn't it strange?

The kiddies invariably catch measles or mange.

He insists on economy - checks every stub,

Yet her house must be run like a hotel or club.

Because she is hostess both early and late,

For guests in all numbers from. eighty to eight.

The first of each month there is plenty of cash -For

turkey and steaks - but the last week it's hash.

She juggles the budget for new tropical worsted

Though the seams on her outfits are shiny and bursted

She gets the new uniform payments arranged,

But his blouse is outdated - regulations have chanced.

One year she has servants and a nursemaid maybe,

But while she is doing housework, she has a new baby.

That there'll be a bank balance, she has no assurance -It

all goes for club dues, the PX and insurance.

At the age of retirement, he's still hale and hearty,

Fit as a fiddle, the life of the party.

She's tired and haggard - cranky and nervous

And nearly a wreck from his thirty years‘ service

But even then, when all's said and done

She really thinks that military life’s fun.

She has loved every minute - and why, good grief.

She'd have been bored stiff with a lawyer or chief.

But there's a fancy medal - All Army men wear it -It's

their wives should have it -.THE LEGION OF MERIT

By Leone Hart Koster

A TRUE MILITARY WIFE IS SOMEONE WHO...

· Can put 8 rooms of furniture into a 5-room apartment.

· Has 20 pairs of drapes and none of them fit the living room windows.

· Can emerge sane from one motel room after spending two-week over Christmas with four kids who all have the chicken pox.

· Can, in one weeks' time, pick up a house full of furniture, pile four kids, two dogs, a cat, three hamsters, a bird and six suitcases into a station wagon, drive all the way cross country and still greet her husband with a smile. (From desperation I would think).

· Doesn't even blink when she gets to Germany and finds out that her household goods are in Japan.

· Has all of her kids in different states (she gets extra points for different countries).

· Answers you in Spanish, when you speak to her in German.

· Pulls out her ID card when she goes into Superfoods.

· Finds something faintly wrong when she sees the same doctor in the hospital twice in a row.

· Knows where and what Fairbanks, Alaska is...and fears it!

The Rose

No one knows how long

the legend has been observed

One red rose ... handed from

military wife to military wife

and from friend to friend

And always with love

and deep appreciation

for a welcome, a thank you

or merely a reminder

that we all strive for the

same goal ...

a peaceful world.

THE MILITARY WIFE


The good Lord was creating a model for military wives and was into his sixth day of overtime when an angel appeared, She said, "Lord, you seem to be having a lot of trouble with this one. What’s wrong with the standard model?"


The Lord replied, "Have you seen the specs on this order? She has to be completely independent, possess the qualities of both father and mother, be a perfect hostess to four or forty with an hours notice, run on coffee, handle every emergency imaginable without a manual, be able to carry on cheerfully- even if she is pregnant or has the flu, and she must be willing to move 10 times in 17 years. And oh, yes, she must have six pairs of hands."


The angel shook her head, "Six pairs of hands? No way."


The Lord continued, “ Don't worry, we will make other military wives to help her. And we will give her an unusually strong heart so it can be lent to others, swell with pride in her husband's achievements, withstand the pain of separations, beat soundly when it is over worked and tired, and be large enough to say "I understand", when she doesn't, and "I love you, regardless."


"Lord," said the angel, "Go to bed and get some rest. You can finish this tomorrow."


"I can't stop now," said the Lord. I am so close to creating something unique. Already this model heals herself when she is sick, can put up six unexpected guests for the weekend, wave goodbye from a pier, a runway or a depot and understand why it's important that he leaves."


The angel circled the model of the military wife, looked at it closely and sighed, "it looks fine, but it’s too soft"


"She might look soft" replied the Lord, "but she has the strength of a lion. You would not believe what she can endure."


Finally, the angel bent over and ran her finger across the cheek of the Lord's creation. "there's a leak," she announced. "Something is wrong with the construction. I am not surprised that is has cracked. You are trying to put too much into this model."


The Lord appeared offended at the angel's lack of confidence. 'What you see is not a leak," he said. "It’s a tear."


"A tear? What is it there for?" asked the angel.


The Lord replied, "It's for joy, sadness, pain, disappointment, loneliness, pride and a dedication to all the values that she and her husband hold dear."


"You are a genius!" exclaimed the angel.


The Lord looked puzzled and replied, "I didn't put it there."

Author unknown.

TODAY

TODAY is here. I will begin with a smile and resolve to be agreeable. I will not criticize. I refuse to waste the valuable time God has given me.

TODAY has one thing in which I know I am equal with others - TIME. All of us draw the same salary in seconds, minutes and hours.

TODAY I will not waste time because the minutes I wasted yesterday are lost as a vanished thought.

TODAY I refuse to spend time worrying about what might happen. I am going to spend my time making things happen.,

TODAY I am determined to study to improve myself for tomorrow I may be needed and I must not be found lacking.

TODAY I begin by doing and not waste my time. In one week I will be miles beyond the person I am today.

TODAY I will not imagine what I would do if things were different. They are not different. I will make a success with what material I have.

TODAY I will stop saying “ If I find time” or If I had time” for I never will “ find time" for anything.  If I want time I must make it.

TODAY I will act toward other people as though this will be my last day on earth. I will not wait for tomorrow for tomorrow may never come.

TEN COMMANDMENTS FOR MILITARY WIVES

I. 

Thou shalt not write in ink in thy address book.

II. 

Thou shalt not covet choice assignments of other branches of service.

III. 

Love thy neighbor (Tis easier if thou buyest a house on a corner.)

IV. 

Honor thy Commissary and Exchange as long as they both shall live.

V. 

Thou shalt not ridicule a local politician, for mighty senators from local politicians grow.

VI.

Thou shall look for the best in every assignment, even though the best may be "Most childhood diseases in one year" or "Record snow in one month's time".

VII. 
Thou shall remember all thy friends from all thy assignments with Greetings at Christmas, for thou never knowest when thou may wish to spendeth a night with them while en route to a new post/base.

VIII.
Be kind and gentle to retired, white-haired Exchange and Commissary customers, because thou too will be a retiree someday.

IX. 

Thou shalt not curse thy husband when he's on TDY on Moving Day.

X. 

Thou must never arrive at a new post/base and constantly brag about how everything was

much better at they last post/base.

A Wish For Summer

by John M Riley

They say you only live once,

And while I suppose that adage is true,

I'm fortunate to be married,

and share my spouse's life too!

And look at that child

out playing in the yard

who comes just above my knee,

each day we spend with that little one

makes our lives as good as three!

And then I count the times I've spent

with dear family and friends;

And l realize that my life is entwined

in a list that has no end.

As we journey through this world,

we have but one life to live,

and it is enriched, or so I'm told,

by the love and friendship we give.

So here’s to those who give of themselves,

sharing each victory and defeat

since life is not about what you get on your own

but things you share with those that you meet.

JMR

I AM AN

ARMY BRAT

My hometown is nowhere, my friends are everywhere.

I grew up with the knowledge that home is where the heart is and the family…

with no dependence on the dwelling.

Mobility is my way of life. Some would wonder about root,

yet they are as deep and strong and mighty as the oak.

I sink them quickly, absorbing all an area offers and hopefully,

giving enrichment in return.

Travel has taught me to be open.

Shaking hands with the universe,

I find brotherhood in all men.

Farewells are never easy. Yet, even in sorrow comes strength

and ability to face tomorrow with anticipation...

and if when I leave one place, I feel that half my world is left behind,

I also know that the other half is still waiting to be met.

Friendships are formed in hours and kept for decades.

I will never grow up with someone,

but I will mature with many.

Be it inevitable that paths part,

there is constant hope that they will meet again.

Love of country, respect and pride fill my being when Old glory

passes in review. As I stand to honor the flag,

so also do I stand in honor of all soldiers,

and, most especially, to the parents whose life created mine.

Because of this, I have shared in the rich heritage of Army life.

Anonymous.

WHAT IS AN ARMY BRAT?

An Army Brat comes in two sexes, boy and girl. Sometimes they come in pairs or more; and usually are found traveling in family packs, for Army Brats belong to a breed noted for its productiveness.

An Army Brat can be a source of delight or despair. He is the acrobat who breaks his arm on the packing boxes the day his parents move; she is the puffy invalid who convalesces from mumps on the back seat of the station wagon without ever feeling sorry for herself.

He is the toughest kid in the new neighborhood until he has proven himself; she is the shy miss timidly explaining her Japanese robe to the neighbors. He is the boy who, when his teacher announces, "Our geography lesson will be about Germany," raises his hand to inform, "I was born there."

An Army Brat sometimes looks frail, but he is made of stern stuff. His life is plagued by a shot needle, and he gets immunizations for diseases other kids never heard of. By the time he starts school, he has often traveled more miles than many people do in a lifetime. He accepts change in stride, because he knows that home is where Mommy and Daddy are, and as long as Daddy is with the family, he is content. Places change, friends depart, but the Army Brat grows up securely, knowing that God and family remain constant.

Early in his life the Army Brat learns that soldiers don’t cry. So when Daddy is shipped overseas, the brat is the carefree ragamuffin who bravely tries to take over as head of the house.  She is the tender little lady who creeps into her mother's bed to comfort, "A year isn't so long, Mommy, "--then stubbornly refuses to sleep in her own room when Daddy returns.

At retreat you can spot an Army Brat because he is the five-year old who solemnly places the left hand over his right chest as the flag comes down. On Memorial Day, she is the Brownie who plants a flag on a military grave with personal knowledge of a family friend who never came back.

Brats are found all over the world playing with children of other lands. Language is no barrier, childhood is their bond. They are often arrayed in odd bits of Army clothing or mother's high heels. He is the general with the stripe on his sleeve; she is the angel of mercy sticking pins in her doll.

To create an Army Brat, heaven combined the courage of a soldier, the love of a mother and faith of a child. To this the brat has added the humor of a puppy, the gentleness of a breeze and the cussedness of a dropkick.

In life's low moments when Daddy comes home exhausted the field and Mommy's back is breaking from unpacking boxes, who is the dirty faced angel who sets the example with a grin?

The Army Brat--God Bless them all!!

VOLUNTEER

Many will be shocked to find,

When the day of judgment nears,

That there's a special place in heaven

Set aside for volunteers,

Furnished with big recliners,

Satin couches and foot stools,

Where there are no committee chairman,

No yard sales or rest area coffee to serve,

No library duty or bulletin assembly,

There will be nothing to print and staple,

Not one thing to fold and mail,

Telephone lists will be outlawed.

But a finger snap will bring

cool drinks and gourmet dinners

and rare treats fit for a king.

You ask, "Who'll serve these privileged few

And work for all they're worth?"

Why, all those who reaped the benefits,

And not once volunteered on earth.

THANK YOU

T = is for the TIME you’ve given

H = is for the HELP you lend without applause

A = is for the Pleasant, ATTITUDE you gave

N = is for the NICE way you treat one and all

K = is for the KINSHIP you have shared with us

Y = is just for YOU-when you're needed-you are there!

0 = is for OUTSTANDING- every job you did

U = is for UNDENIABLY- we could NOT have done it without you.

VOLUNTEERS

There are some in this world who great riches possess.

And yet they must search and seek happiness.

We call them the “ haves.”

There are some in this world who seek only gold.

They think this will make all life's joys unfold.

They are the "have-nots."

There are some in this world who but sigh and cry.

They can't figure out why life's passing them by.

We call them the "worriers."

But then there are those who know without a doubt

That happiness comes from within not without.

We call them the "volunteers."

by Dr. Gertrude L. Gordon

Southfield, MI.

If I Had my Life to Live Over

I’d dare to make more mistakes next time, I’d relax, I would limber up, I would be sillier than I have been this trip.

I would take fewer things seriously.

I would take more chances.

I would take more trips.

I would climb more mountains, swim more rivers.

I would eat more ice cream and less beans.

I would perhaps have more actual troubles, I’d have fewer imaginary ones.

You see, I’m one of these people who lives sensibly and sanely hour after hour, day after day.

Oh, I’ve had my moments! 

And if I had it to do over again, I’d rather have more of them.

In fact, I’d try to have nothing else.

Just moments, one after another instead of living so many years ahead of each day.

I’ve been one of those persons who never goes anywhere without a thermometer, a hot water bottle, a raincoat, a parachute.

If I had it to do over again, I would travel lighter than I have.

If I had my life to live over, I would start barefoot in the spring and stay that way later in the Fall.

I would go to more dances.

I would ride more merry-go-rounds.

I would pick more daisies.

Friendship defies age and ignores distance.

It weathers the hard times and shares the good.

Together we have found this.

Our friendship has provided acceptance and understanding in a world that pushes people apart.

But I will always remain with the memories of the times we have shared knowing how fortunate I am to be able to call you my friend.

C. Yrun

Friendship

Occasionally, one makes a friend,

With whom the bonds will never end.

A friend who shares the joy and sadness,

The hopes and fears,

Sometimes sheer madness

Of bonding a marriage, and child rearing,

Shared things that make friends more endearing!

Though sustained only by Christmas card and letter,

This friendship continues to grow and get better.

Often separated by time and distance

A friendship renewed in just an instant

What kind of friendship so survives?

It’s the friendship that blossoms

between Army Wives.

The Lesson

After a while, you learn the subtle difference

between holding a hand and chaining a soul,

And you learn that love doesn’t mean leaning and

company doesn’t mean security.

And you begin to learn that kisses aren’t

promises, and you begin to accept your defeats

with your head up and your eyes open, with the

grace of an adult, not the grief of a child.

And you learn to build all your roads on today

because tomorrow’s ground is too uncertain for plans.

After a while you learn that even sunshine burns

if you get too much.

So plant your garden and decorate your own soul,

instead of waiting for someone to bring you flowers.

And you learn that you really can endure ...

that you really are

strong, and you really do have worth.

Author Unknown.

THOUGHTS FOR THE DAY

1. ANYONE can become angry - that is easy. But to be angry with the right person, to the right degree, at the right time, for the right purpose, and in the right way - that is not easy.

(ARISTOTLE - The Nicomachean Ethics)

2. Shoot for the moon...even if you miss you’ll be among the stars.

3. A short course in Human Relations:


The six most important words : 

“I admit I made a mistake.”


The five most important words : 

“You did a good job.”


The four most important words : 

“What is your opinion?”


The three most important words : 

“If you please.”


The two most important words : 

“Thank you.”


The one most important word 

“WE”


The least important word : 


“I”

4. Lots of people want to ride with you in the limo, but what you want is someone who will take the bus with you when the limo breaks down. (OPRAH WINFREY - Talk show host)

5. 
Watch your thoughts; they become words.


Watch your words; they become actions.


Watch your actions; they become habits.


Watch your habits; they become character.


Watch your character; it becomes your destiny. (FRANK OUTLAW)

6. If you have a penny and I have a penny and we exchange pennies, you still have one cent and I still have one cent. But if you have an idea and I have an idea and we exchange ideas, you now have two ideas and I now have two ideas.

7. 
~If you think you are beaten, you are.


~If you think you dare not, you don’t.


~If you like to win but think you can’t it’s almost certain that you won’t.


~Life’s battles don’t always go to the stronger woman or man, but sooner or later those who win are those who think they can.

8. In his Creed for Optimists, Christian D. Larsen tells you how you can be somebody

· Be so strong that nothing can disturb your peace of mind.

· Talk health, happiness, and prosperity to every person you meet.

· Make all your friends feel there is something special in them.

· Look at the sunny side of everything.

· Think only of the best, work only for the best, and expect only the best.

· Be as enthusiastic about the success of others as you are about your own.

· Forget the mistakes of the past and press on to the greater achievements of the future.

· Give everyone a smile.

· Spend so much time improving yourself that you have no time left to criticize others.

· Be too big for worry and too noble for anger.

BLESSED IS THE LEADER WHO ...

Has not sought the high places, but has been drafted into services because of her ability and willingness to serve –

Knows where she is going, why she is going, and how to get there –

Knows no discouragement, who presents no alibis, who shows no disrespect and frustration to her peers when things seemingly don’t go to please her –

Knows how to lead without being dictatorial: true leaders are humble –

Seeks for the best for those she serve –

Leads for the good of the most concerned; not for the gratification of her own personal ideas –

Develops leaders while leading –

Marches with the group, interprets correctly the signs on the pathway that lead to success –

Considers leadership an opportunity for service –.

Rules for being Human~

1. You will receive a body. You may like it or hate it, but it will be yours for the entire period this time around.

2. You will learn lessons. You are enrolled in a full-time informal school called life. Each day in this school you will have the opportunity to learn lessons. You may like the lessons or think them irrelevant and stupid.

3. There are no mistakes, only lessons. Growth is a process of trial and error experimentation.  The "failed" experiments are as much a part of the process as the experiment that ultimately "works."

4. A lesson is repeated until it is learned. A lesson will be presented to you in various forms until you have learned it. When you have learned it, you can then go on to the next lesson.

5. Learning lessons does not end. There is no part of life that does not contain its lessons. If you are alive, there are lessons to be learned.

6. "There" is no better than "here”. When your "there" has become a "here”, you will simply obtain another "there" that will, again, look better than “here”.

7. Others are merely mirrors of you. You cannot love or hate something about another person unless it reflects to you something you love or hate about yourself.

8. What you make of your life is up to you. You have all the tools and resources you need. What you do with them is up to you. The choice is yours.

9. The answers lie inside you. The answers to life's question lies inside you. All you need to do is look, listen, and trust.

10. You will forget all this.

Ten Commandments for Supervisors

1. Keep skid chains on your tongue; always say less than you think. Cultivate a low, persuasive voice.  How you say it often counts for more than what you say.

2. Make promises sparingly and keep them faithfully, no matter what it costs you.

3. Never let an opportunity pass to say a kind and encouraging thing to or about somebody.  Praise good work done, regardless of who did it. If criticism is merited, criticize helpfully, never spitefully.

4. Be interested in others; interested in their pursuits, their welfare, their homes and families. Make merry with those who rejoice, and mourn with those who weep, Let everyone you meet, however humble, feel that you regard him as a person of importance.

5. Be cheerful. Keep the corners of your mouth turned up, hide your pains, worries, and disappointments under a pleasant smile. Laugh at good stories and learn to tell them.

6. Preserve an open mind on all debatable questions. Discuss but don’t argue. It is a mark of superior minds to disagree and yet be friendly.

7. Let your virtues, if you have any, speak for themselves, and refuse to talk of another’s vices.  Discourage gossip, and make it a rule to say nothing of another unless it is something good.

8. Be careful of others feelings. Wit and humor at the other fellow’s expense are rarely worth the effort, and may hurt where least expected.

9. Pay no attention to ill-natured remarks about you. Simply live so nobody will believe them.  Disordered nerves and poor digestion are common causes of backbiting.

10. Don’t be too anxious about getting just dues. Do your work, be patient, keep your disposition sweet, forget self, and you will be respected and rewarded.

What is an Army Wife?

What is an Army wife ... An Army wife is mostly girl ... though there are times, when her husband is away and she is mowing the lawn, that she begins to suspect she is also BOY ...

She usually come in three sizes: petite, plump - and pregnant. During the early years of her marriage it is often hard to determine which size is her normal one ...

She has babies all over the world; and she measures time in terms of places, as other women do in years. “ It was at Leavenworth that we all had the mumps. ...” “In Tokyo, Don was promoted ...”

At least one of her babies is born, or one transfer is accomplished while she is alone - causing her to suspect a secret pact between her husband and the Army, which provides for a man to be overseas or on temporary duty at these times....

An Army wife is international. She may be an Iowa farm girl, a French mademoiselle, a Japanese doll, and ex-Army nurse. When discussing their Army problems, they speak the same language ...

She can be a great actress. Watching her children’s heartbreak at transfer time, she gives an Academy Award performance: “ Arizona is going to be such fun! I hear they have Indian reservations ... and tarantulas ... and RATTLESNAKES ...” But her heart is breaking with theirs, and she wonders if this Army life is worth the sacrifice...

One day later, en route to the new assignment and filed with a spirit of adventure, she knows it is.  That is, if the baby hasn’t come down with a virus, or the twins with the measles ...

An ideal Army wife has the patience of an angel, the flexibility of putty, the wisdom of a scholar –and the stamina of a horse. If she dislikes money, it help ...

She loves to gripe. (Why shouldn’t the commissary bag my groceries like the supermarkets?”) ...

She lets off steam, then goes back to bagging them again.

She is sentimental, carrying her memories with her in an old footlocker. She often cries at parades, without knowing why ... She is a dreamer: “ We’ll never move again!” ; an optimist: “ The next place will be better!” ; a realist: “ Oh, well, al long as we’re together.” ...

You might say she is a bigamist - sharing her husband with a demanding other entity called “Duty”.

When “Duty” calls, she becomes the NO. 2 wife - and until she accepts this fact her life can be

miserable ...

She is many persons. She is the tired traveler coming down the gangplank with a smile on her lips, love in her eyes, and a new baby in her arms; and she is the general’s wife smiling in a reception line until her cheeks ache; the foreign bride in a strange American world. She is, above all, a woman who married a soldier who offered her the permanency of a gypsy, the miseries of loneliness, the frustrations of conformity - and the security of love.

Sitting among her packing boxes, with children squabbling nearby, she is sometimes willing to chuck it all - until she hears the firm step and cheerful voice of that lug who gave her all this. And then she is happy to be .... HIS Army wife..

Sisterhood

by Debbie Guisti

I am an Army wife - a member of the sisterhood of women

who had had the courage

to watch their men march into battle,

and the strength to survive until their return.

Our sorority knows no rank

For we earn our membership with a marriage license,

Traveling over miles or over nations

To begin a new life with our soldier husbands.

Within days we turn a barren, echoing building into a home,

And though our quarters are inevitably white walled and un-papered,

We decorate with the treasures of our travels, for we shop the markets of the globe.

Using hammer and nail, we tack our pictures to the wall

and our roots to the floor as firmly as if we had lived there for a lifetime.

We hold a family together by the bootstraps and raise the best of ‘brats’,

Instilling into them the motto, “ Home is Togetherness”,

Whether motel, or guest house, apartment or duplex.

As Army wives, we soon realize

That the only good in “ Good-bye” is the “ Hello again”.

For as salesmen for freedom, our husbands are often on the road,

Leaving us behind for a week, a month, an assignment.

During the separation we guard the home front,

Existing ‘till the homecoming.

Unlike our civilian counterparts, we measure time,

Not by age, but by tours ~

Married at Knox, a baby born at Bliss, a promotion in Missouri ...

We plant trees and never see them grow tall,

Work on projects completed long after our departure,

And enhance our community for the betterment

of those who come after us.

We leave a part of ourselves at every stop.

Through experience we have learned to pack a suitcase, a car, or hold baggage,

And live indefinitely from the contents within;

and though our fingers are sore from the patches we have sewn

and the silver we have shined,

Our hand are always ready to help those around us.

Women of peace, we pray for a world in harmony,

for the flag that leads our men into battle

Will also blanket them in death.

Yet we are an optimistic group,

Thinking of the good and forgetting the bad,

Cherishing yesterday while anticipating tomorrow.

Never rich by monetary standards, our hears are overflowing

With a wealth of experiences common only to those

United by the special tradition of military life.

We pass on this legacy to every Army bride,

Welcoming her with outstretched arms,

With love and friendship, from one sister to another,

Sharing in the bounty of our unique,

Fulfilling Army way of life.

ARMY WEDDING VOWS

Debbie Ann Stohlman


Dear Family and Friends, we are gathered here today in the sight of God and the Department of the Army to witness this exchange of vows, and see the love that these two dedicated, loving people have for one another.


"Wilt thou, Robert, take Debbie (who was once referred to as the "dependent"), as your Family Member, to dwell together in so far as the Department of the Army will permit?


"Wilt thou love her, comfort her via the Postal Service or over the phone, make sure she knows where the commissary, PX., and church are and what time she is scheduled to use the laundry room the day she arrives, wherever you are stationed?


"Wilt thou attempt to tell her more than 24 hours in advance that you will be leaving for two weeks, beginning the next morning? This especially applies to the years you will live in a foreign country!"


"Wilt thou, Debbie, take this soldier as thy wedded husband, knowing that he is depending upon you to be the perfect (well, almost) Army Wife, running the household as you see fit and being nice to the Commander's wife? Further, you understand that your life with your husband (little that you may have together) will not be normal, that you may have to explain to your children, not once, but twice, and more often in the same day, that mothers do have husbands, that children do have daddies, and that the picture of the man on the refrigerator is not the milkman, but the same individual who tucks them in at 2200 hours, long after they are asleep. This soldier is their daddy, who loves them very, very much.


"Wilt thou love, respect and wait for him, preparing his favorite meals when he does come home, freezing them when he doesn't, send him all his favorite cookies and pictures of yourself and the kids, so he can remember what you look like? And last but not least, put on the outside of your door his "Welcome Home" sign when he's due to arrive?"


"I, Robert, take thee, Debbie, as my independent wife from 1900-2200 hours or as long as allowed by my Commanding Officer (subject to change without notice) for better or worse, earlier or later, near or far, and I promise to look at the pictures you send me, maybe not when they get to me in the field, but before I turn the lights out. I will also send a letter if time permits, and if not, to somehow, some way, make time."


"I, Debbie, take thee, Rob, as my live-in/live-out husband, realizing that your coming and going and 0330 staff meetings are a normal (although absurd to me) part of your life as a soldier. I promise not to be shocked or taken by surprise when you inform me that, although we've just arrived at our new duty station, we will be leaving within the month. Yes, I'll have you as my husband as long as while you are away, my allotment comes through regularly, and you leave me a current power of attorney and the checkbook at all times. I am a Family Member and proud of it, dependent upon myself and my resources. Although I miss you when you are away, I know I can handle whatever comes across my path."


Now then, let no man or woman put asunder what God and the Department of the Army have brought together, only for them to soon say "Good-bye" to one another. Robert leaves for his duty assignment to Germany tomorrow. Debbie will be joining him whenever the approval arrives. The Army hereby issues you this lovely, dedicated, independent woman, knowing that she’ll be an asset not only to your marriage, but also to the Mission of the United States Army, which is, as you all know to remain in a state of "Readiness" By the authority vested in the Bible, elaborated in the regulations and subject to current directives concerning the aspect of marriage in the Army, you are now a Soldier with Family Member. Best Wishes and Good Luck.

Debbie Ann Stohlman, an Army Wife, lives in Wiesbaden, Germany

QUIET DEDICATION

History may not reflect

the contribution you have made,

but you will be remembered

in a very special way.

You may not change the world,

but the generous things you do

mean so very much -you

give a piece of you.

The lives that you have touched

the kindness you have shown

you’ve been a friend to others

some you haven't even known

You don't have a spotlight

you work behind the scenes

content in your endeavors

you know what helping means

Your time you've given freely

to lend a helping hand

to what must be done

to assist your fellow man

Your selfless dedication

without the glory or the praise

you're the one who volunteers

the one who saves the day.

Written By:

Robin L. Jones

APPENDIX L
CUSTOMS, COURTESIES, AND PROTOCOL

HOW WELL DO I KNOW PROTOCOL?


The subject of military traditions and social customs has been discussed in countless books that are available to the commander’s spouse who wants to refresh his/her knowledge on this subject. As a commander’s spouse, you set the tone for the unit and will need a clear working knowledge of military traditions and current social customs. You will be called upon to make personal decisions that are based on this information. Do your best to respond to questions, and do not hesitate to find out what is correct if you are uncertain. Above all, you should try to set an example so other spouses can learn from you.


If a concern arises amount unit spouses regarding social courtesies, be careful to approach the situation tactfully. Frequently, mistakes are made through ignorance rather then by design.  These matters can be handled in a friendly low-key way. In the interests of educating your spouses, you might want to invite a speaker. Make sure to keep it light ... possibly even during a “Tacky Coffee”. Another option is a “question and answer” session with written questions if the spouses prefer; you may want to include guidelines on ‘flag etiquette’ and the like in an FRG newsletter shortly before changes of commands. Remember, some courtesies will need to be emphasized.

WHAT IS PROTOCOL/ETIQUETTE?


* Simply good manners


* Let commonsense and good taste prevail at all times. Knowing what to do will help you feel secure and comfortable.

NOTE: Sometimes it is far better to do the wrong thing graciously than the proper thing rudely.

WHEN TO STAND


* During “Ruffles and Flourishes”


* Posting of the colors/Retiring of the colors


* National Anthem (Ours and Host Nation’s)


* Invocation


* Flags passing in review (6 steps before and 6 steps past where you are standing)


* Division and military service song


* Retreat and reveille

NOTE: You will be looked up to for guidance; encouragement, and leadership. Responsibilities and obligations are an integral part of the life of your leadership. Your example is vital in developing morale. Your attitude can foster understanding and support. 

HAND GOES OVER HEART


* When outdoors only


* During the playing of the “Star Spangled Banner” and when American flag passes


* Not necessary indoors, although not inappropriate

NOTE: It is always a pleasure when well-behaved children attend parades. If a child becomes unruly, however, please take the child away form the area.

RETREAT AND REVEILLE


* “Reveille” is the 6:00 A.M. bugle call marking the raising of the flag and the beginning of the workday.


* “Retreat” is usually sounded at 5:30 P.M. or when the flag is lowered to mark the official end of the workday.

NOTE: Stand facing the flag or music. Children should also stop playing and observe the custom of the ceremony.

NOTE: On an army installation you are obligated to stop your car, get out, and observe the ceremony.

INVITATIONS


* Are formal, informal, or casual. They may be extended by written note, in person, by telephone, or sent through distribution.


* Only the names of the people on the invitation are invited.


* No children, unless specified. Do not ask if you may bring your children! If you cannot leave your child/children, then you send your regrets!


* If you are invited to an occasion and have a house guest, you may explain to the hosts that this is the reason for declining the invitation. This allows the host/hostess the opportunity to invite your guest, if he/she desires. Never ask if you may bring extra guests ... the host or hostess will do the inviting!


* If you attend the dinner party and you recognize that you will have an allergic reaction to the type of food being served, be courteous to the host/hostess and explain. This ensures that the hostess (or host) is not embarrassed by the presumption that you do not like her (his) cooking!


* A “vegetarian” is often prepared to eat the other non-meat courses. Again, if the hostess/host is not familiar with your dietary choice, be courteous and explain. This ensures that the host/hostess does not second guess his/her cooking abilities!
Major and Mrs. John Doe

request the honor of the company of

Captain and Mrs. Smith

at a reception

on Saturday, the fifth of June

at half past six o’clock

3 Garrison Lane

RSVP

123-4567 





Informal

Invitation Sample

Written or Engraved -- 4” x 6” card, plain or engraved.

Note: Black ink or fountain pen should be used for formal and informal written invitations.

request the pleasure of the company of

at

on

at







o’clock

Invitation Sample

Purchased partially engraved -- the key phrases are already engraved; you fill in the blanks with a black fountain pen!
FOR

DATE

TIME

PLACE

Invitation Sample

Commercial Invitations -- key words are printed on when the invitation is purchased. The host/hostess simply fills in the information.
WORDING OF INVITATIONS


* Initials and abbreviations should be avoided. Exceptions: Mr., Mrs., Dr., RSVP, or Captain J. Paul Doe (if an initial is used in place of a first or middle name)


* Titles, ranks, and names are written in full. Example: Major, Colonel, etc. In the army, both First Lieutenant and Second Lieutenant are referred to as “Lieutenant”.


* It is not considered incorrect to use “General” instead of Lieutenant General, etc. when addressing him/her.


* Dates and hours are spelled out on formal invitations with only the day and month capitalized.



Ex: Thursday, the eighth of May




“seven-thirty” is correct




“half after seven” (also correct) is more formal

RSVP


* Indicated in left-hand corner of invitation.


* Indicates that a reply is mandatory; this is also thoughtful, allowing the host/hostess to plan for a specific number of guests.


* Answer with “yes” or “no”; if it is “no,” a brief explanation (why you cannot attend) is acceptable, but not necessary. Do not ramble.


* Respond within 24 - 48 hours of receiving invitation and always by NLT (no later than) date.


* Call or write the RSVP; never respond in person.



Written: Lieutenant and Mrs. John Doe accept the invitation of Colonel and Mrs. Smith



(Use only the last name of the host/hostess)

REGRETS ONLY


* Only those who cannot attend need reply.


* More challenging for the host/hostess. Host/Hostess will eliminate “regrets” from guest list in order to prepare. This is generally an easier way for everyone.


* Appropriate to regret at very last minute (if emergency).


* Left-hand bottom corner with name and telephone number.


* Formal invitation may not be and “RSVP” or “Regrets Only” on the invitation. You are expected to attend! Example: New Year’s Day Reception.

DINNER NOTES

There are many types of dinner parties, ranging from very casual too formal. Always entertain in the way that makes you feel most comfortable. If you are invited to dinner, the following tips may prove helpful.


1. Seating Arrangement: At a large dinner, a table diagram, showing the seating arrangement, is usually placed near the entrance to the dining room. Seating should be arranged to stimulate conversation.


2. Escort Cards can be used at small dinner parties. The name of the male guest is written on the envelope with his dinner partner’s name written on a card placed inside the envelope. Usually, these are placed on a table close to the entranceway so they can be picked up as the gentlemen arrive.


3. Seating: At dinner time, the host leads the guests into the dining room by escorting the senior lady or wife of the guest of honor to the table. Others follow in pairs, as noted by escort cards or other method of designation dinner partners. The hostess enters last, escorted by the ranking gentleman (guest of honor). Normally, a gentleman seats the lady on his right. The gentleman assists his partner by sliding her chair away from the table, allowing her to enter her seat from the left (when departing, rise from the right -- Lower from the Left, Rise from the Right). He then adjusts the chair to her satisfaction. Gentlemen do not sit until all the ladies and senior male guests are seated.


4. Eating: At small dinners, before eating, it is polite to wait until the hostess has begun eating.  At large banquets or buffets, it is appropriate to start eating when those around you have been served. If you are in doubt about what to do, take your cue from the host/hostess. Guests should engage their dinner partners and other close guests in light conversation during the meal. (A true gentleman never discusses money, religion, politics, or his sweetheart. A gentlewoman also refrains from the aforementioned topics.)


According to the “Rule of 4”, when the number of guests equals any multiple of four, and the number of women equals the number of men, the host and hostess cannot sit opposite each other without placing two men or two women together. To avoid this, the hostess is moved one seat to the left, and the guest of honor (or ranking male guest) is seated opposite the host.

ATTIRE


* A question often asked by men and women is what to wear to a specific function


* Invitations should have “attire” in the bottom right-hand corner


* Casual -- no tie; skirt or slacks for women


* Informal -- coat and tie, sports coat before 6 PM, suit after; dressy dress or long dress, dressy suit for women


* Semi-formal -- not really a category, but indicates business suit and dressy dress


* Formal -- evening dress uniform, dress mess. Civilians wear dinner jackets, long dress, or dressiest dress (short) 

NOTE: Today, most women do not wear gloves, although some do. Should you be included in a receiving line, or expect to go through a receiving line, the option to wear gloves or not is yours. Gloves are not worn, however, while smoking, drinking, or eating.

RECEIVING LINE


* The receiving line need not be a frightening prospect. It is a case where tradition and practicality go hand in hand. A receiving line is an efficient and gracious way to allow the honored guest(s) to meet all guests personally.


* No food, drink, or cigarettes in line.


* Stand together in line.


* Spouse before military member, except at Air Force or White House functions.


* Military member gives names to adjutant (protocol officer, first person in line).


* You may repeat your name to the honored guest(s) in case it was passed down incorrectly.

INTRODUCTIONS

The three basic rules to introductions are:


* Woman’s name first. Men are introduced to women by stating the woman’s name first.


* Older person’s name first. When two people are of the same sex, the younger adult is introduced to the older adult by stating the older person’s name first.


* Senior officer’s name first. Junior officers are introduced to senior officers by stating the senior officer’s name first; the same for senior officer’s spouse.


* It is gracious rather than presumptuous to introduce yourself to a senior officer or senior officer’s spouse.


* I should never be reluctant to speak to a senior person. In like manner, neither should I monopolize the senior guest.


* If you are nervous about introducing someone, if you forgot names, politely ask for the person(s) to repeat their name. This is certainly not a reason to avoid conversation.


* Name tags are used for many occasions.


* Name tags are worn on the right side (the side with which you shake hands. This makes it easy for the person shaking hands to subtly look at your name.)


* Full Colonel’s spouses and spouses of General officers are “Mrs. Doe” or coordinate with them.

FORMS OF ADDRESS


* If an invitation is extended to a married servicewoman because of official capacity, it should be addressed as follows:

· Major Mary Jane Doe and Mr. Doe (Civilian husband)

· Major Mary Jane Doe



Colonel John Paul Doe

· Captain John Doe (senior first)



Lieutenant Jane Doe


* If the invitation is of a personal nature:

· Captain John Doe (Two different last names)



Jane Deer

· Retired -- Colonel (RET)

· John Doe


* Although we are far more casual it is considered courteous to address a senior officer’s spouse as 'Mr./Mrs. Doe.’  If he/she desires that you call him/her by his/her first name, he/she will tell you. Do not take the liberty until then. If you are asked to use a first name, it is polite to do so.

* Divorced from husband -- Mrs. Jane Doe.

POURING

The pouring list is coordinated according to the military member’s rank and the beverage: 

· Coffee is for the ‘most honored pourer'

· Tea is second

· Punch is third

NOTE: In England, Tea is the ‘ranking’ drink, with coffee being “second honors”.


* Upon rare occasions a male spouse is invited to pour punch (usually when the wife is a LTC or above)

NOTE: German women and most host-country women are not generally asked to pour because the custom in the host nation is for servants to pour.

NOTE: The person pouring tea always sits. He/she will reach for a cup and saucer, ask which beverage is preferred, pour the Coffee or Tea and, after asking if the receiver wants cream and sugar (or lemon in the case of Tea), will add whatever is requested. Now that sugar substitutes are so popular, they can be included on the Coffee or Tea tray in a small silver dish.

TOASTING


* Toasting is an age-old custom and is an integral part of military occasions.

· Mechanics of toasting:

· Stand and participate in the toasting; it is respectful to do so. Those who choose to abstain from alcohol may drink water or raise the wine glass to their lips.

· Never drink a toast to yourself; if seated, remain seated.

· The host initiates all toasting, except at dining-ins.

NOTE: At casual affairs, toasts may be presented by anyone.

ATTENDING A DINNER/FUNCTION


* Hostess gifts are not necessary, but always nice (* There may be a ‘custom’ or ‘rule’ in your area/unit -- ask!)


* A hostess gift can take the place of a “thank you”, but include that in your card. It is always nice to follow up with a “thank you” note later.


* A “wine” gift may be used for the dinner -- do not feel slighted if it’s not used. The beverage may be already planned for the meal.

LEAVING:


* It is considered polite to wait until the senior person or guest of honor leaves. (THERE ARE EXCEPTIONS TO THE RULE!)

THANK-YOU NOTES


* Within 2 - 3 days after the party, it is thoughtful to send a note of thanks or to phone your hostess (or host) to express your appreciation.


* Writing a thank you note is:

· Always appropriate

· Still in style

· Always welcome.

· Always addressed to the hostess. Example: Dear Mrs. Doe, or Dear Mary;


* Do not send a “thank you” for a “thank you”.


* For a small occasion, a phone call will suffice, but it’s never wrong to write.

RECIPROCATE


* Accepting an invitation incurs an obligation except holiday/New Year’s reception.


* It is not only a reciprocation of kindness, but of courtesy.


* You can do something as simple as a barbecue or picnic, you could go out to eat – fit your comfort level. Do not become hung up on style!

NOTE: Reciprocating an invitation to a superior officer is never considered apple-polishing

(brown nosing). Rather, you are perceived as being refined and gracious.

IT IS TACKY TO ...

* Discuss OERs or NCOERs (your own or anyone else’s!)


* Mention all the important people you know (name dropping)


* Refer to your spouse by rank


* Say “when we were LTs” (unless you were one!)

Proper protocol creates a mode of behavior and an atmosphere of friendliness that leads to respect and understanding while preventing chaos, mistrust, criticism, and discomfort

APPENDIX M

FAMILY READINESS GROUP CONSTITUTION

Family Readiness Group

FORT BENNING

CONSTITUTION

ARTICLE I

NAME

The name of this unofficial activity shall be the Family Readiness Group (referred to herein as FRG).

ARTICLE II

OBJECTIVE

The objective of the Family Readiness Group shall be to promote Esprit d' Corps, to enhance unit morale and readiness, and provide monetary means to discharge certain social obligations.

ARTICLE III

GENERAL PROVISIONS

Section 1. The Family Readiness Group is established as an informal fund under the provisions of AR 210-1 and DA PAM 608-47 and its supplements, and exists on the military installation at the discretion and written consent of the Commander. Such consent shall be contingent upon the following requirements and conditions as appropriate:


A. That programs and activities conducted do not prejudice or discredit the military service or other agencies of the United States Government.


B. That activities will not be conducted in the name of the installation or any organization of the Army establishment.


C. That neither the Army nor a non-appropriated fund as defined in AR 210-1 and its supplements shall assert any claim to the assets of the fund; nor shall the Army or any non-appropriated fund incur any obligations on behalf of or assume any obligation of the fund.


D. That the FRG will not engage in activities that are in conflict with authorized activities or non-appropriated funds defined in AR 210-1.


E. That the nature and authorized function of the FRG, together with provisions for proper disposition of residual assets and liabilities upon dissolution, will be established in the Constitution and Bylaws.


F. That the FRG is self-sustaining and receives no support, assistance, or facilities from the Army, or from defined non-appropriated funds in AR 210-1 and its supplements, except as provided in AR 215-1 and AR 420-80.


G. That the Commander has authority to enforce compliance by the FRG with conditions enumerated herein, to inquire into its activities, and to withdraw his/her consent for its existence on this installation if deemed necessary in the interest of the government.


H. The FRG is and shall be a financially self-sustaining non-governmental organization and constituted, established, and operated by individuals acting exclusively outside the scope of any official capacity as officers, employees, or agents of the government. The FRG is not established nor operated pursuant to authority vested in the Army or any official thereof.

Section 2. The FRG will carry no insurance. Individual members shall incur no liability collectively, but commanders shall raise funds to cover liability in proportion to their size.

ARTICLE IV

MEMBERS

Section 1. The Family Readiness Group exists and operates on behalf of all the soldiers and families of the 690th Medical Company. Therefore, all company soldiers and families are automatically considered members and are represented by the FRG Steering Committee.

Section 2. The FRG fully supports the government's policy on equal opportunity and will not tolerate membership discrimination based on race, color, sex, national origin, or religion (reference paragraph 2-5, AR 210-1, 14 September 1990).

ARTICLE V

OFFICERS AND GOVERNING BODY

Section 1. The establishment, administration, operation, and dissolution of the FRG are under the general supervision of the Steering Committee as approved by the Commander.

Section 2. The Steering Committee will be comprised of the following Officers and designated members.


A. The Officers shall consist of the President, Vice President, Recording Secretary, and Treasurer. The President shall always be the Commander. The Treasurer shall always be a Platoon Leader.


B. The designated members will consist of:



(1) Up to three (3) spouse representatives as selected by the Commander.



(2) Up to three (3) Company representatives as selected by the Company Commanders. The names of the representatives will be submitted in writing to the Recording Secretary.



(3) The Executive Officer, First Sergeant, Platoon Leaders, Platoon Sergeants, and BOSS Representatives will serve as military representatives to the committee.

Section 3. The officers and designated members shall serve as voting members of the Steering Committee.

Section 4. Members of the Steering Committee are required to read the Constitution and Bylaws. Copies will also be made available to all members of the company upon request.

ARTICLE VI

ADMINISTRATION

Section 1. The FRG shall be administered in accordance with this approved Constitution and Bylaws and other applicable directives under supervision of the FRG Steering Committee.

Section 2. The FRG Steering Committee shall carry out the purpose and objectives of the FRG in accordance with this approved Constitution and established policies and shall make and enforce such Bylaws as are necessary for its efficient operation. 

ARTICLE VII

MEETINGS and QUORUMS

Section 1. The FRG Steering Committee shall hold a general meeting monthly.

Section 2. It will be necessary to have a quorum to conduct any order of business at a Steering Committee meeting.

Section 3. It will be necessary to have a quorum to approve motions before the Steering Committee. A quorum shall be defined as at least two thirds present of the FRG Steering Committee. The majority vote of the quorum shall govern.

Section 4. Any member of the Steering Committee may request a special meeting be held.

ARTICLE VIII

FINANCES

Section 1. The revenue necessary to pursue the objective described in Article II shall be derived from revenue producing activities entered into by the FRG when required, approved, and conducted under the guidance and supervision of the FRG Steering Committee. All revenue-producing activities shall have prior approval of the Commander.

Section 2. The treasurer's books shall be subject to audit by a Certified Public Accountant, Licensed Public Accountant, or Public Accountant in accordance with existing regulations.

Section 3. In no event shall the United States Government be held liable, in fact, or in spirit, for any indebtedness incurred by the members of the committee.

Section 4. Under the provisions of AR 210-1, the FRG will maintain a maximum balance in the fund of $1000.00. Any amount over $1000.00 can be allocated for expenditure in accordance with Article II of this Constitution or it can be divided up between the Companies based upon soldier strength and deposited into the MWR accounts of the companies.

Section 5. The FRG Steering Committee may authorize any expenditure of funds in any amount, subject to constraints in AR 210-1, but must leave a minimum balance of $100.00 remaining in the fund.

Section 6. The FRG Steering Committee shall expressly approve all expenditures essential for the operation of the Family Readiness Group and shall ensure that all disbursements are within the purpose for which this fund was established and restricted by Section 5 of this article.

ARTICLE IX

PROPERTY

The property of this fund shall consist of such articles as may properly come into its possession. The property shall be accounted for by the Treasurer or in accordance with sound business practices using AR 215-1 as a guide. 

ARTICLE X

RECORDS

Section 1. The Recording Secretary will maintain a historical file consisting of the following permanent records:


A. Original Constitution with all current revisions.


B. Original Bylaws with all current revisions.


C. Records of approval of the Constitution and Bylaws and all amendments thereto.


D. List of all current members.

Section 2. All records of this fund, excluding permanent files and the uncompleted checkbook, will cut off at the end of the calendar year, held at least three (3) years after which time they may be destroyed. The checkbook will be placed with related records when it is completed, using the applicable provisions of AR 25-400 series as a guide.

ARTICLE XI

ADOPTION AND AMENDMENTS

Section 1. This Constitution and Bylaws shall become effective upon adoption in a duly constituted meeting of the Steering Committee and a majority vote of the quorum present, upon approval of the Commander or his representative, and with the concurrence of a JAG representative.

Section 2. All amendments to this Constitution and Bylaws are subject to the following conditions:


A. That a member desiring to propose an amendment shall present the proposed amendment in writing with his/her signature to the FRG Steering Committee. The FRG Steering Committee shall consider the amendment at its next meeting.


B. That amendments must be approved by a duly constituted vote of the FRG Steering Committee per Article VII, Section 3 in a duly constituted regular or special meeting.


C. That amendments are subject to final approval by the Commander.

Section 3. This Constitution shall supersede all previous constitutions and amendments except that it shall not affect officers elected nor specific agreements and contracts entered into under the terms of the previous constitution until such terms of agreement or contracts shall have reached their expiration dates.

ARTICLE XII

PROCEDURES UPON DISSOLUTION


Upon dissolution by an affirmation vote of a quorum of the FRG Steering Committee, without provision to meet again in the future, the funds and all residual assets and properties (after payment of all liabilities) shall be divided up between the Fort Benning Companies based upon soldier strength and deposited into the MWR fund for each company.

This constitution was approved by the FRG Steering Committee at a regular meeting held on __________

In witness thereof the following officers affix their signature:

________________________


_______________________

Signature of President 




Signature of Secretary.

APPENDIX N

FAMILY READINESS GROUP BYLAWS

690th Medical Company

FAMILY READINESS GROUP

BYLAWS

ARTICLE I

PURPOSE

The purpose of these Bylaws is to establish procedures for the operation of the Family Readiness Group and the FRG Steering Committee.

ARTICLE II

DUTIES OF OFFICERS

Section 1. The duties of the officers shall be those implied by respective titles, those prescribed by the Constitution and those specified by these Bylaws. An officer having held office for one full term shall be eligible to hold the same office for the following term.

Section 2. President - The President shall preside at the meetings of the FRG Steering Committee and shall be a member (ex-officio) of all committees. All disbursements (checks) in excess of $400.00 shall be co-signed by the President or Acting President. He shall appoint all standing and special committee chairmen, unless stated otherwise in the Bylaws.

Section 3. Vice President - The Vice President shall assist the President and perform the duties of the President in his absence. He shall perform any other duties that the President may assign. Should the office of President be vacated, he shall assume the duties of that office. The FRG Steering Committee shall then appoint a successor to this office as prescribed by Section 6 of this Article.

Section 4. Recording Secretary - The Recording Secretary shall:


A. Keep a record of all meetings of the FRG Steering Committee and their proceedings. He will submit a rough draft of these minutes to the President for approval. Committee meeting minutes will include the names of all members with a designation of their presence or absence at each session. He shall ensure the minutes of the committee meetings are made available through distribution for the general information of all members.


B. Be responsible for the administration of any telephone votes as per Article IV of these Bylaws and for properly entering such action and its results in an addendum to the minutes to be read at the next scheduled committee meeting.


C. Be responsible for maintaining the permanent file as stated in Article X, Section 1, of the Constitution.


D. Deliver to his successor all records and files of the Family Readiness Group and the Steering Committee.


E. In the absence of the President and Vice President from the Steering Committee meeting, call the meeting to order and preside until the election of a temporary chairman is made by the FRG Steering Committee.

Section 5. Treasurer - The Treasurer shall always be a Platoon Leader. The Treasurer shall:


A. Keep an itemized account of all receipts, disbursements, and all supporting vouchers and records.


B. Collect all accounts receivable, such as any funds accrued by various committees.


C. Disburse the funds as may be directed by the Steering Committee.


D. Present a financial report to the Steering Committee each month. The records of account shall be open to inspection by all members of the company.


E. Use general provisions of ARs 215-1, 215-2 and 215-5 or a similar appropriate record keeping system such as a combination journal/ledger as a guide in maintaining the accounting records.


F. Sign all contract obligations and disbursements authorized by the Steering Committee. All disbursements shall require two signatures, the Treasurer and one other Officer. The President or Acting President must sign any disbursement over $400.00.


G. Maintain a separate ledger for any company funds held within the FRG account with the following provisions:



(1) The companies may withdraw their funds at any time without approval of the FRG Steering Committee.



(2) The companies will not earn any interest on the funds placed in the FRG account.

Section 6. With the exception of the offices of President and Treasurer, whose successions are assured, the Steering Committee shall, with a majority vote of a quorum during any duly constituted meeting, fill vacancies occurring in any of the offices.

ARTICLE III

STANDING AND SPECIAL COMMITTEES

Section 1. Standing and special committees may be created, changed, or abolished at the discretion of the President with the approval of the Steering Committee.

Section 2. Committee chairmen shall appoint their own committee members. Each standing committee chairman shall be present or be represented at every general FRG Steering Committee meeting or any meeting so designated by the President. Committee chairmen will make a monthly report in writing to the FRG Steering Committee.

ARTICLE IV

TELEPHONIC VOTE PROCEDURES

The President will have the authority to request a vote by telephone in the event that:


A. A quorum was not present at a Steering Committee meeting.


B. An immediate decision of such urgency is required as to preclude a called meeting per Article VII, Section 1, of the Constitution.

A quorum of the Steering Committee must be rendered to reach a decision. The telephonic vote is the responsibility of the Recording Secretary and is to be administered by the Recording Secretary or a designated representative. Each voting member must be informed that this is a voting procedure and must be read the motion under consideration in its complete form. The polling should be conducted with dispatch. All telephonic votes are to be reflected in the minutes as stipulated in Article II, Section 4B, of the Bylaws of the Constitution. The minutes shall include the exact wording of the motion, the names of those voting members who could not be contacted and an exact accounting of the vote results.

ARTICLE V

RULES

Section 1. Questions of interpretation of any article in this Constitution and Bylaws will be resolved in accordance with the objectives of the Family Readiness Group.

Section 2. Parliamentary procedures not specified in the Constitution and Bylaws will follow the Commander's Rules of Order.

These Bylaws were approved by the FRG Steering Committee at a regular meeting held on ___________.

In witness thereof the following officers affix their signature:

_________________________


_______________________

Signature of President 




Signature of Secretary.







� Sample job descriptions for most of these positions appear on pages 81-95 of the U. S. Army Community and Family Support Center’s manual: The Army Family Readiness Handbook, Operation READY (1994i).


� Note that some states will only allow an organization to hold a raffle or other game of chance if the proceeds are going to benefit an organized charity.  Some FRGs have gotten around this prohibition by modifying what they do and what they call the activity.  However, we would urge you to check with your local Staff Judge Advocate (JAG) office before holding any fund-raising event that might appear to involve "gambling." 





� The Spouse’s Battle Book (by the U. S. Army War College, 1998) describes a similar type of meeting where spouses donate drinks and snacks for soldiers engaged in routine training activities (range fire, PT tests, barracks pride day, motor stables, etc.) and then get the unit to deliver these items as a way of making these activities more pleasant for all.






