(U) Conformity. A1l Standard Operating Procedures: of subordinat.e“".”“-,i’f_"d%j-*
*ielenents will fom appendu:ies of this SOP and will confirm with the E

 1~ (&1) Gmmm.

| ‘fornat established in ™ 101-5 and IISMNSW regulations.

L irrxval at this unit,

(U) ose., This SOP standardues adainistratim anﬂ werations
States Ewy Field Station Panana- wsApsp). e ‘ ‘

- (U) Responsibilities. Each indiv:dual will read this SOP upon

e First Sergeant and unit administrative:

personnel are responsible for ensuring that ‘mewly arrived personnel reéd

" this SOP. - Copies will be maintained in the administrative office and = -
- /operations for subsequent semiannual review. In addition, personne] will:‘« e

. be made aware of any changes, deletions, or additions through the Chain -

. of Command, Policy changes will be made & part of this SOP vxa tabs to .

. o anized in accordance with TOA WAJOAA and 1s & subordinate element of

= individual npperﬂices until a rewrite is necessary.

4 (W) 1liesbility. 'ﬂus SOP is npplirable to ﬂl persannel

e. (V) O amzation. . Unite& States Army Field Station Panama is

8 the 47Dth tohlitary Int;elligeme Group

N ~
A% -
B " . .
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7;{auusx A (Admtnxstration) to usAFsP sop w ff'f“ifreb?&aéy¥193&:.lii |

- 4
-

(U) REFERENCE.‘ AR 340-15 Prepartng Correspondence, 12 November !9&6. ‘;;,,ﬁm,

: (U) PURPOSE. To establxsh and ciarify policies and procedures for admtc ‘;;fjhr.i

r ;nistratiun of USAFSP.“_r>iy¥,YW
(U) GENERAL. g***’"‘

- a. (W A good system of admintstrative support is indisaensable tu the .

efficient operation of a unit.  Such & system provides all concerned with the

information and support needed to carry out this unit's mission. Required

- records, reports, requwsit1ons, lﬂd cerreSpcnéence are essentiat for sound admi-
ntstratton. R . R .

1)) Ai! correseondence prepared by this unit wil! be. prepared in accor‘ .

V”dance vith reference. limely submission of required reports and compliance e

. suspense dates is essential. In those cases in thCh reyort snspenses cannot be ,ff“
;;uet, an extenszon must be requested' e ety R

© UNCLASSIFIED.




j{APPSNDIx i {Reaponsibilitics ot Koy personnal) tc AHNEX A (Adminiatration) eo
" USAFSP SOP (U) 1 Februnry 1986 T o

e (U) 'PURPOSE. To. provide each individual a guide ibr aeeking help or
5u{res01v1ng problens. S ; Lo ‘ S ,

N  .‘ o
j"nﬁ (U) The Commander'

(U) nssponsxsxazrxss,v_ #uﬂ'* E

G (1) Administrntion, aeeurity, training, Iogiaties, narale, discipl&ne,ﬂff];
(,;i_rcounand, operstions, and oVGrall supervision ot the field stntion. J,, g ST

(2} Parfornance Qf other dutiea as assigned by cammdndEF, &70th MI
‘Group, : . : T ‘ ,

(ﬂ) Firat Seggeant°

(1} Advises Ccmm:nder about problems and policiea ot’eoncern ta
1¢n113ted lembcra or the Field k34 aticn.‘.;, ;‘ﬁ

e ;'fz)T'Arranges appointaants fbriuith the 69mmnnéer. fw-'w 5fv

‘(33. Forus the unit and tﬂkam the repcr% st uait lavel faraatians.‘ L
(%) Enaures adninistrative aations ere csm;ietea.;-
>:1(5), Nepotta atatus of unit peraonnel ta tht Cananéer.~;g,’u

SR (6) 'Honitors "ba*raeks iife" to 1ne1ude 1nsuring inspeetions are eon» 3 :i
ductcd and dcriciences are corrected. s , oo .

“; (7) Praparea duty rosters as reqaired. i' =
| T(8) Conducts orientation ror newly assignsd personnel. 1.5\
o
: (9} Servca as units principal trainer snd thgrefara responsibie
ovcrtll for all unit snd individunl traininga n -

_ £10) Hon&tors -upply activities to include requesta for expendabie and;_
L nonoxpcndnble items, work order aubuissious, sraory statua, HBC stttus, '
o tranapartttion activitius ané fund azatus. , , .

(1) overaeoa sozdacr of the Honth Program.‘rf
(12) ’Gveraecs sonconnissioned Ofricera' Devnlopnent Pragram.
(13 _Responsible for unit Weight CQntrcl Proaran.‘

C18) ‘Sorves ns unit 1£aaon.u1th other NSGA sonior ealistud personnel. B
~ (15). Coordirator for a1l usaa uutchbil; activitioa. = |

uncmssmm
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(15) 'codrdinatar for n11 NSCA, watohbill uetivities.j LT e
tu: Unit 9snco‘ | ‘

"Q,gj);,Prepnrcs and -oaitovs ltntua or persannel tetiona.,»tg;;f ,ja;'“'*’”"i

2 orders an1 orrieial publicltions- ,ﬁr~ o

'C'

*?féi  servcs us unit lognl 01|rk.-,,

“';?Q§§) 5Preparas all requesta ana aarvea aa point ot oontact tor ordersajgf:?“

_;fo k5)  uaintaina unit alart, !DA, nnd BEBOS rcsbevs,
(U) Administrative Specialist., E T

o R & b B Responsible tbr -EER ratins lchema and ﬂonitofing or EER status ;;:Zjiz
e ‘Hiehin the unit. A S T T S

{2) Serves &s sponsor:hip Poc nnd laintxina gains roster.  i  Gfk‘:i'L7"

S 17 (3) Serves as additional disty rcc. isaues tdditionai duty ordera, lnd e
i iaaintaiﬁa.ndditional dutiea raster,f S S T s B

(k} Issuas elearance pcpers fer naldiera departing the unit.

(5) Is PDC for ID card issuefehansas.

Ce .

(6) Shares filing: ?Osponsibiiities with clerk typiat. ;{:i -
(ﬂ) CIefk Txgist..'1  ' e AL L

. (1) Responaible fbr 311 aetions rcgarding to allotnuntag p-r optiona,
L ;nd 1nquiries. e s 3 S :

”‘ (2}' Initiatﬁa rcquesta for separxte rntions. *f' | : L
7(3)"Preparoa leave rcquasta (D& ?orn 31} and lbintains luave d;ta rostar.
(#) Types all unit acrrespondence. - e

1 (5) Shares filing r-sponszbizztxaa uith Adatnistrative Specialist. =

,}lt; (U) Trainins ﬂCG‘g o hf‘?'v-] .5”' y"" 7é;,"

. Additionnl duty aaaigned for 90 d‘y&-rwgﬁmwm;wéj:,%;‘ '

3

. {2} Rcaponaiblo for -onitarins 311 aattcra rulnted ta unit trainxng
. activitiea (See ippendix 9). . ‘ . v . ‘

(3) Aasiata spcnsors/individnala in praparing for PLDC.‘
(&) Aaaista 153 in ueisht oontrol pro.rnn by eouductius,unigh ins.

‘ (S) Prepares and ooordinates unit trqiniag lohedule.

UNCLASSIFIEU
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L E ‘. (u) Su 1 Personne . e e T

uuclmssmm

(6) Haintaina oompnny roster.

(?) Coaplctos other dutita as assigned by Cdrlisc.v

3s ROSPGnsiblo for all losiatina'related activitiea to 1nelude .f ﬂff57”i

1f:3 nuppltta. transportation, work requests, arsory, NBC, doouuant roa!stgr, hﬁnd
L roccipts, and rund ltatua. (SQC &ppcndix 1u).~_3.-‘. . : :

(2) Intorls Cdrliss ef 8tatua or above. ‘igi,

S (3) Conpletes othcr ttsking as nasignad by Cdrlisc. _4?_;3;guvfﬂ "';f {

(U) Platuon Sergeant. , g g R
| ?(ii,'issista 150 in comeQtian ot respansibilites cﬁﬂtﬁiﬂed 1“ Pﬂ'“ bf Ty

’”*1,%(2F'juoaitars atltus ot plntoon peraonnel and 1nfcrms 1SG daily of nny  .f?‘

ifichlggﬁq; DR

S  ]{(3};§Sarvas -a principal trainar tbr piat@ons

'L’(§) 'S¢rves as weapens Traiuiaz 01@ uhen t&sked._gﬁ

‘4. (U) Additional Duties Peraonnei - In the varicua rolas, additiaual

- duty personncl uork mircctly for the unib hcldqunrtars. fjpf

5)) lthlctia and Reeraatioa RCG&' - responaible for plannxng, eoorcj_f*\”"

f'-"-'f’;'"’,.ﬁliﬂati-ns. and Organizing ‘unit athlstie and recreation activities.

(2) Barrnuka Sergeant -rt:ponaible ror roon and detnil assignuents 'f"

“vzxn/xrauna buildings 234 and 235,

(3) Brug and’ ‘Alcohol orrzeer/nca - Resyansible fbr iuplementxtien or f

';KDCO prog?yn Iaw pottinant rule; and rcguztticna' (SCC Appendix 10).

X)) Dinins rlcilitica Coordinator - a-rvos n: untt rnprcscntativt to

o lsci 18 all mtters relating to dining faciiity,

tS) !largouoy Action.ﬂco - Bcspanaible ro* unit adherencc to euergancy

.cvuountion and d.pnndont care rasulatlons. (See ippaudix iﬁ}, ;; ¢ oy C

(6) Historian'« rosponsiblo rar -aiutainina cbronolcsicai rtcord or

g ,unit cvcnta/uot&vitics and 1ssuing npproprinta report.

(1) Bqual Oppertnnity Orticor/NCOs - responsiblu for unit tdhercncc to

’fq,objnctivaa and. regul:tions of the EO prograz. “3'¢ ‘99°n41* 200,

. ”.otigitica during weapons qutlirication ranges.

(8) Publtcations NCO - responaible for 1nsurins approprzata ﬁublica- 7;

' ,tioan nro opd.red and availnblﬁ within. the unit.

(9) Iango S!fcty Otricors - p&an. ooordinnte, and supcrviae rango sntety

9

 UNCLASSIFIED,
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. (10) Raanliztnant Ortieer/ﬂco - rcsponsihle fbr ndherenes to pertinant
-regulatiens and overail adnininstration ofvtht rocnlistnant prograu. £See ‘
,”_Appandix 19).~ a“. L - IR Rse B

a_dy“ Sy Snfﬁty uce - inaures unit adhercnce to tll rulcs tnd regulations if‘,.j
"jlpgrtalning to the hrny anfety progrnu (See Appondlx ?2).-x”;b, LR S e

S (12) Top Soarat CQntrol orrioer ARFCOS Control-inﬁures unlt 3
. ;adheres té all regulations ra;ardin; coutral of nlassixied -abarinl to include
'bnndling. atoring. .nd lliliﬂ&.{w L , RS T : .

gy Key. antrol NCD ~ control tceessmtofsiﬁeific jrét:'étfthgﬁbﬁéége‘gll
W.;tions site to 1ue1ﬁde individunl nnd unit uraas rl‘ S ' ', '],z ‘ i

g (1&) Physicnl Seeurity uco - rcsponaible fbr cnsuring conpliance uithl’;,v;_;
‘_applicable rules and guidelines of ﬂsshg R?Gth My Group, INSCOH, lﬂd Bept of T
&fﬂy in matters rolating to physiual seauritye s R

o N (15) Sponsorship sco - iuplauents Daparbssnt er !he lruy aponsorship
\rprogran., Handles ‘correspondence, assigns aponsors, and onanres aa aetive anﬂ
*,viabie progran is Iaintaiued (Sze Appenﬁik 1}.v<.- R

-

B iy (16) Supply aco (Qperagions) - 1nsurea ndequate resaurces are s
| 'available for mission: compl;tion by ordering zupplies thrcugh the unit .
' _<8oadquurtcrs a3 taaksd by the Oparttiona HCO.D;w.pk

(!7) Transpartntion cacrdinator - Iasures canplitnce.uith apylicable oo
Lfkpolicioa end regulations 1n all -attars relat&ng to organie &ransporcation gssats‘
: 7(80¢ Apnendix 1%). S » CE : o L

. S (18) Unit Fund Rapresentttives - ﬁespnnsible for coutrplling tnd,eooro
- dinating oxpendituros rbr uaralc aupport acbivities* 5": .

= i (19) BEQ Advlsory COnuibtoa Rspresentztives - coordinate uith ﬁSGA S
g Canittee on all matters relating to the biilcting of USAFSP personnel. Assiat sl
and ‘advise tha ISGA coa:ittse s nooussary. ‘***§§\ B o v el
Ay §\§\ _ AR
= (20) lraor/ﬂeapons Gontrollerz - fbcal ybints ?br all aatters per—ﬂ Tl
tninin; to the control, -aintanance, isaue. and 1nventcry of weapans t:signcd to
_°" USAFSP. (Ses Appendix H). § . O :

S (21 8elght Control NCO - Ensures Compaianae with. &R 660-9 xnd -oni--*
* tors 1adividual suecess!tallurc ratee‘ (See tppandix 8). A ‘ e
R (22) NCOIEnliated Club representative - servas s liaaan betaasn unit

;noubera %?d club- aouncils. ’ : o
@ Bl . L . . \1}’ ’

R - o Taa S

. © UNCLASSIFIE



 ;;§APPEnoxx 2 (Qrientat:on) to Aunsx A (Administration) tinSAFSP SGP (U)
‘12“1 Februany 1986 o L B I e B

"'*f?7lz,,¢ux AN orientation actions uwil be carr'edf;

v

‘\:5acséons.

. (U) asrsaauca.‘ OA Pamuh!et 512-1 The Army Sponsorship Program. | ,ZA>?

ffw;2. (U) PURPOSE. To establish USAFS? poltcaas on’ spunsorship -and 1nprocess:ng gf  e
B eu}persounel and the outprocessxng of personne% departzng the unxt. AT

f*(ua GENERAL.

- r,l (U) A good system to’ efficrentiy handle bp@ﬂSO?Shlﬁ, inprccessing and out—”."v

~ processing of personnel is essential.  Such a system provides all C°ncern-.15'a7fff
‘ed with the informaticn and support needed tovcarry out the necessary REEY.

B anﬁ C to tms A?PEQOIX.E;»

o L
D

 UNCLASSIFIED
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T raB A

x ”—1. {U) Refarenee.f

: fia. (U) Purgnae.

s

: (Sponaorship) to Appandix 2 (Orientution) to Annex A (Administr&tion} ta
,_H-usA?SP S0P (B) 1 Fcbruary !986.__-_! v |

DA Pamphlet 6%2—1 Army Spanaovahip ?ragrnm

Ts provide the uaans fbr operaciag an uffective pvagram thrcugh the use oth

' the sponsorship xetters, information pnckets, und rollow-up questionnairea. R

3. (u) Resggnsibilities and Preredures.

Io

The sponsorship progran is 1ntended ta 1nsurc u rapid und orderly orienww4vri"

_t&ticn into the Field Statien.

;E~cry erfort is to he sade to plnpoint inanniﬁg personnel nnd give thea as lz

such lead iuformaticn as possiblia (ueleowe §etter, aueket, etc.}A

1; Upon rsceipt of 1nconing perlounol ordera, a uponsnr will be designated. ;;g*f7

‘12, & print out of the uelcoue Iotter rbr‘the deaignnted syonaar 3111 be

D) T‘a sponsor will have 7 days to raturn the signed ueleoue letter and

foruirdad to operaticns slong with*'

(&) A oF atating reponsibilitiea of & sponao*' ast - known louatian and
any. inrcrn:ticn knoun conceraing tke ineauins soldier._

'(B) A eopy or the loldzer‘c orders._-':

” the sponsorship DF to the sponsorship NCO for further action. The

| ..~ sponsor must have made contact with the incoming soldier and have any -

: ,‘ Qe

d.

- arrange for guest housing.

' e

additional 1aroruation 1£stcd ‘on the DF before rsturning it. ‘f__v”vl ,;:r'

ﬁ;,lr additional tine is needed, the sponsor :ust request an ext&nsian
©  from the 1SC or the sponforship BCO. If response is not rtaeived by
-vthe dQsignutnd suspense date, the 186 3111 be natified. S

The sponsor is to.ooordinate tranaportation with the trnnaportation HCO
to pick up-the new arrival at GP HQ. Three days advance notice 19

required. - Sponsors who prefer to use 9eraonaxly owned vehiules maybdo ao'»'
at thair own expense. o : , /

zr the 1ncon1ng soldier 13 noconpanied ay dependents, the aponsor must

After oonpletion or inprocessing at k?ﬂtb HI Group, the :ponaer will bring,-

- the inooming ncldior to the Orderly Roos during normsl duﬁy hours. If the -
" Orderly Room is not open, the sponsor will bring the incouning soldier to

the Orderly Roos the next uorking day at 0800 hours in uniroru for 1npro» S

oaai&n;. Inprooonaing will only be dons in uaiforu.ﬁ;

UNCU\SSIHED
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’fffTAB B {Inprooossinzl to APPENDIX 2 (Orient:tion) to asusx A (Adminiatration) tol.
 f%‘;USAFSP SOP {U3 1 February 1936 ' :

,‘.*'1. (0) PHRPQSE. rhis TAﬁ estabiishes proeedurus and policica tbr 1nprocassing": L
o!‘ personncl aasignad to USA Field Station Pnnmn. e '

2, ) nrsecnsxszunss.

' ?“A. Sponaors ars responaible fbr 3uidiag their sponsoreas thraugh all phases -
‘of inprocessing the ttlantic Community. - -

‘&Q.:ﬁﬁ, B. Individuals arriviug at USAFSP are respanaible fbr ensurins that they o
= oonplotn 211 phases of 1nproccssing in s timely manner.

' €. Personnel assigned dutics ‘under the Inprocessing Checklist must. ensure

“that their portion of the inprocessing is cunplated and 1n1tialed off on the .
I‘procuasing Chackzist. .

3. iﬁ) PROCEQURES.V Fbllouing their arrivinl in Panaua, 311 peraonnel will be
taken t5 the USARSO " Repiscement Datachuent on Ft Clayton for initial in-
. processing. Upon release from the Replacement Detachirent, personnel will be R
+ " transported tc 470th MI GP in Corozal for inprocessing at the Group. Once:they’
" have oompleted inprocessing at the Group, personnel will be picked up by their .

assigned sponsors snd transporttd to the Atlantie chmunity nnd USA Field f fjjf :
- 'Station Panama. - ’

A If norlal duty houra, aponsor uill bring the newly arrived persannal to‘
the Orderly Room for inprocaaaing into the USAFS Pnnzna.

o Ba Ir :rttr duty hours. the apons&r will bring ‘the 1neonin; soldier to tha.

. Owderly Room the next duty day, at 0800 hours to receive an Inprocessing
Checklist. Both the Sponsor and Spensorse must be in uniform. PFrior to

~ departing the Orderly Room, nevw porsonnel wiil be briefcd by the tsc qnd

~ the 6qe'ﬂnder.,>

€« The Inproccasins CEeekliat oontains the rollowing 15 b:sks. Uﬁbn ébip;ciiéargw
. of each task, the checklist will be tnitialed off by the. 1ndividual L
. 1nprocsssing the new personnel. :

el

h ;,1. Inititia or bnrrncks scrgetnt aud apansar. "

R 21 Transportntxon office, S o o v;v‘ AR C

L i B etim eggi U S : s S
. ' . _ . - ==

o y.” Hlil Room (singlc soldiers mail room is Bldg. 234, -trriod soldiers
~ Me{l Room :t Coeo Solo or Fort.navis Sheppatte). A" ‘ -

5. Coso Solo nums Clinics for turn in of Medical m Dental mom.
6 r-rmn Lpoltor Cerd pust be unoc out u Orderly. Room~

e sy i s UNCUSSFED
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Rcanlittlnnt aco oounacla new pornonncl andlbrﬂochodulca tppointlontjuith

",‘COl-nndov for rn-up 1ntorv£cu. ‘o

I P
2.

L or I.Il ctrd fra: Ravy - Galnta :aland.ﬁ

13.
ERY I
5. ‘

b, Aftor al1 blocks bave been initisled, “peturn to the Orderly noon

Snpply 1a1t1tls attor turn 1n or clothing r&cord-. o

Adninintr:tivc .poeinlist 1nit1:1: after initinting lopornte rations Lo

£ .
e ’

. Operations NCOIC 1nitinla after brioring and oloaranoe to the Field

Station, oparationa Site. ) , B
Operations ucoxc,1n1z1a1- EEP blook axéb. e e T,

Transportationa RCO 1nit1:1: thia blook.

@ )
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2 = 3
- B
e .
=
<
o = T -
H ﬁ(rf ;
V A
oy !
§ ;
g
.
a
“ -
. 3 o
-
2 - ‘ o ‘- . : &




PR A T, T . i ttin . 0y ..m ‘m...‘.,.... e e L o e 0 L

UNELASSlHEB

e v"‘i" e ¢ "tproeouin;) to lppcndtx 2 (Orionution) tc ﬂmex A (Aduiniatution) to
R .nsmw 30!' ()1 Fobmm 1986

2

_t. w um-mee. An zw-so. R o el
2. w) m . This TAB oatabushu the polioiu md proecduru ror out.pro- |
cessing of panonnol departing USAFSP. , :

y
. §$gf5.

3. (U) Responsibilitfes. The- individusl depnrt.ing the Field Staticn are respon-
- sible t'or aoeupuahing all phnu of clurmg. ‘

O, (U) Proccduns. ‘

A, Upon r@éilpt’ of orders aecoupiish the tqllowir’:x:' o o | ‘ o

1. Report to Port Call Section, Bldég 249, FT Davis, 0’!00-1530 hrs .
- daily, with 3 copies of orders. ‘ '
2. Report to ‘rmaporution omu. 0100-1530 hrs daily, Blas 2&9. Fr
. D~vis, with 20 oopiu of orders. .

3. Boporc to ﬁcuung nofernl, Bldg 243, T Davis, G‘IOO-'C&BO hu daily.
o Pcnonncl residing in poat boustuc uport. to Assimuntlremimtions.

ilb. Personnel in any of the !‘onouiu utegorxu nust lehedule &
physical examination: ETS, retiring, of Elimination. cali 289-5631
the Cooo Sol.o Clinic appointuni: duk.

5. ‘,ln appoiutunt must be made with the Fimnoe and Accpununx Otﬁee '
*_ 7 (Fa0) 10 days prior to port call. Personnel: desiring sdvanoce pay .
for PCS will report to FRAD 3 duty days ﬁrior to finsl wtprm&am
appointment with 3 oopiss of orders and DA Porm 2142 (Pay Inquiry).

. Advance pay is authorized only for married personnel who are relocating
househoid goods and/or family mesbers, and single personnel who are° .
relocating household goods. (Proof sust be submitted). F&AO s
‘lzgutcd in Bldg 233, IT navis, 2nd floor, 0830-1130. 01300»1500. N

9‘379’)0 : )

6. An appoiat.-cnt must be made vith thc 2.2 ut. Group ’io :hya prior to
: your schedulsd departurs date. The actusl debrief will be accom-
B pl&thcd after yau ;r. nntvod frol duty (ROD). :

° . . . N i . . Y
. . ) . -y

T A m Porm 31 (aequuﬂ; and Authority for Lun} 1: nquircd for 311 I

~_ PCS persovnel, ETS personnel who are taking terminal ‘leave, ard

‘Fetirement perscanel who are toking terminal leave. Prior.to
signing out of the Pield suuonuwnmuuau!‘m 31- )

o)

. mum-memnumarummahmncumm
»“fiuumtm Clesrance Recerd). suacmmmnxwmnm |
Msmmﬂwu&mtm.,_ mwnwamm ‘




e
L

Blook t. Mcﬂ are dutributcd thr@ﬁch ﬂhtdbuuon. 'nxil block'  “ R !
i
)

~'4s initisled by the individual vho distributes your orders, if you
recsivel your orders prior to reciept of your DA Fm 137, the uock_ _
ain ho inatmod hy tn adnin olerk m thc Drdarly loou -

2. Blook 2. lopert to suppxy Room (Bldg 234, Duvis). 0800-1500 a.:zy )
‘ t.a plok up olothzu noords nud clear lm rocn. -

B Block 3. Report to Supply Moo (Bldg zat. bavz-). oaoo-tsoo datly
to clear untt. hand roccipta., N v '

E i, Blook ¥. Report to Orderly Room, (Bldg 234, Davis) 0800-1700 dnily, g
. to plok up tuiamx rooords from training KCO. ‘

a”-"s, ‘Block 5. Report to Ordarly Room, (Rldg: zsn, buvza) osoo-11oo daily, -
ha ;topzokupmra:‘.la. | |

6. Blook'6. Meport to BEQ-Coco Soio or Davis mail rom OB1S- 1615 .

. daily, to complete 3 DA Form 3955's {(change of asddrsss}. HMail elcrk

will dnitial this block. Qot,o: One DA° Fors 39:‘55 will be hmd- B S
oarrhdto CCF. N T VT

- @ g ;,mo
G cow e

" 7. Beport to 5-2, Bl¢g 16 Corozal, st rxoar, to conpzoea your .
L - sesurity dedriefl, - Note <Chat your appoim.nnh lhould have bﬂcn nusc
10 days prior t.a sohadulaé ﬁcpcrturc. '

‘8. Bloei: 8. ‘Beport to OFNS lOOIc at the oparatmna nz- 089&1600

 daily, 289-3700/381%. Persontel E-S and sbove must have a ‘
conputed EER/OER in their possession and have scspleted any .
EERS/OEAs on personnel they rxts. If ar- EER in siot required due to " .
-gertain oirsumatances a OF will be prepared so you osn ‘outprogess
Cential Clearsnce Facility. A copy of the DI-‘ or BA Torm 633 on tha I
«mtm soldier is also Nquir«d. R ; RIS

9. Block 9. leport to Orderly Roca szdg 23& Davit), 0300_.‘700. zr ‘, Rt

» no Courts gr Boards are pcmu.n; m adm slerk osn init.m t.au S
blm. : , - :7}" a .

©10; Blosk 10. Report to the Rnnlumat HCO, &pcrgtim suo, to
BUL ml«u Di Fm 3315 (E-6 snd balow). = REAERE A
12. mm 2. n-porc te Central Inuo Facility, Bldg .»20 £z cuytm, B
. “basement area’ (with PT shorts) 0800-1500 Tuescay/Thuraday sind’ 13%«
AR 1400 Brs Wonday/Wedneaday, 287-3655. You will turn {n your clean /. .
Tt IA-50 gear eid one clean pair of yellow shorts. kdditlonally. ycu wili
need your clothing rggrds. . 2

’ ) . . PR TRRW
, PN . @ . . . o . :

B y ' A . v vu
R WFG o Ty
¢ B v

o '-“1,.-’1". !noak 'ﬂy Report to Army £dugation cwta, lld; 32 26 noor. T
. Davia, GT15-1615 deily, to pick up eduocation ‘records. If you have -
mt. szmw amy counu, raqainmt mu mta t.o ‘olear. Aﬁc.

| for physical axas is aecensary, Raport
1 buon m» Beadis Cllato, a&;&si for-phys



i At il

nock 17. ncport to Mmﬂmunlc 0700-1600 to piek-up

‘your dcntal rccorda.‘

8.

&

Slock 26. Report to the ‘Provost Marshal., bidg 6504, Davis, 0830-
1&30 289-li01. You sust bring any post vehicle dcanls you posess

' for turn in. You must clear all firearas. In addition the PM will
. give you a fingerprint oard. This card sust be taken with you to

2

CCF. If you do not have a fingerprint card on tllo the PM uill take

Vyour ringerprinta nnd provide you vith ) card. »
- Block 29. BReport to the F&AO. bldg 233, Davis, 289-3505. chort on

date and time of ydur appointsent only. Tou lust hand»carry your
finance records to CCF. S

=)

Block 38. Roomw Key and linen sust be tﬁrnod‘in’to the BEQ Déak 16

‘ bldg 234, Davll;

Block 35. Meal Pass must be turnednin to the Nuvy Adnin Section 1n

g blﬁs 235, Dnvlﬁ. v

_Block 36. Your Security Badge must be turned 1n tn the Ravy sso at

‘ the Operations Site.

2.

25.

Plock 37, You must process ont through the Opcratinns otrzce at the

~,0§trations Site.

Blook 38. You must process out throuch thc uuvy Recrcation SQrvice
Oftioe in Coco Solo 0700-1600.

@

Block 39. When ploking up your dental rnoords, thc dautal alerk
will insure ‘that you have two PANOREX (dental X-rays). One will be -

placed in your dental records, the other will remain on file st the
-»dontal cliuic. The dautaluslork nust 1nit131 and date thia blcck, "’

aloek lO, This is your next to last stap prior to*rneeiving your
relcass from the Field Station. 1SC will review your CIQarnnaa

Saoet bcrbrt it ia signed by tho Coa-andcr.w - Py ff»?"

N i
B




@

_The Tentral Clearance Paoility (CC?)'is looatod in. ‘blag 51;1 Pt CIayton. '
" Report to the CCF two days prior to portgall. "CCF hours are troa 0800- ‘

[9:1530. ©CF will h‘ndla hlooka 18 thru 33, ozocpt 26 und 29. T *

D.

‘1.“ l.port to CCF uith 81 rvoordn pickad-up during luriier outprocasaing. .

a8 wall as your bilinsull I.D. oard (!ncludcs yout dopandontn),rnnﬂ
your DA Form 31.

2. CCF is set-up by otat&ons. Ioport to Stutien 01 at 080& houra
bogin CBF prooousiug.

All personnel are voquired to pnrsonnlly tign-out of the NTOLt: HI GP.
Report to HQ Co, Bldg 9, top floor, Corozal, during duty hours. - This~1a
your last official act fbr outproce sing. .

0"\~ .




g ran B (Fanily Supporti t“ ﬁpgpndt: 2(0riznlation) to ﬁnncg A tﬂdaxal:tration)

Ao USAFSP SOP (U Ta | | SN
| o es L \ﬁjf

Ut. Purpnscx To as:ur' adtquatc support to ranilies in order to prosole’
f’,,uelln!ii; Lo davelop & senss of cn-.unlly; end Lo slrengthon the -utuaI!V : :
gy 'roinfor:ing ‘bonds bctutcn the unil, thc Aray and it%s (aai!ias. o . i

., : 2.~‘nissiun: To unito for uutual support.

<

e

3. fBoals: ‘ : N A : Lo

B

« Maintain cou!idtntial 1ist of spouscs ncucs, addros:cs,

box-hupserk,
- 4nd tol!pbont nusbers. .

5

b, Provide sponsnrlunit inloroation to spauﬁes 4% rcﬁui}!d.

€. Provide lllfgcncy tssislaﬂ:t ls aucded.
*#{fvcrcatn a luaiLy environaent tor. Ipousns.' 0 : T R
;>”, !»itialo la.tly social functinnn.

o . et

N R-spcnslbilitihs:

) Filld Station cuananaurz Ensure support for the faniiy”Suﬁpqri
'vPregran., : ‘e :

, | | o ey
b Executivc Of ficer. | S S e
?f o (1) Ensure SOP is updlted.

§2 Ensur: Faoilxasuppnrt Haadcut i: updaltd.

EE - { Publish X qnartcrty unit nlns!nltor to providc infornaliun tu 3 
speates.e , _ ‘

«

:; 133.

2
n” : =

(33 !u:luv: an ovurvicn of the Fanitv=§upaurt Frugrau and a cnpr oi thu :F
Yaoily !uupoft Handout in Ahe nencoaer® s‘irxcéiug.

) Euiart nuaport for Qho spnntorship prograa.

1
!9

(81 natu‘iia"l,!!st n( spauscs' naats, lddrcssts. bex nuabers and

ory Fing sal!iif dtplnyncat, tuttnéua tiliﬁ ﬁ&iv, TBY,
q;_!on er itiranaty ltavo.f;:~'




% }

anaw: R ttho Fc-ilv Itppnrt Grnua Plna) to usass ?ana-a Adoirt;traliva
Ligchdard Opecations Pcoctiurus ; A o AT

li, Fasily Supnort Handnuts Thu !olloninq ln(ornation is d!s!gaod ta atsitl

‘; ft'¢ullt during thaie lout in Pansea. It will be pariiculariy helpful during - ']'5/
‘ “thc paricds your spouse §{s oubl of country (deployed). Yeu are encouraged o ' /
‘consult this plan first to resolve situatfons thal occur.” 1f you have furlher //(

7|n!lt 9ns or nesd additional assistance, contact your spouse’s. supervisor, ,///,c;
frict Strgoaal. lSB, or Co-nnndcr. SR T e ) ,“5;//rﬁ,

aagx,cnguuuxzz_sgag;:g 15;&1; The Ar.y Ccuounlty Scrvice is here tn

”,idlist you. in every possible way. They have 2 wide variely of services

7 available, such as finencial and budgel esnageasnt, checkbook sanagesent, dibt

- rualignaent, tax preparation, family asployaent, relocstion service "Welcome

. ta Panama® briefing, and » 4hrift shop. They are localed in Puilding 8348,
ﬁﬁ;lecn 5, in the nargarlt cabpllx, ﬁargarlla; 1htir phone nuaber s 209-4206.

e (1 lbg_L;nging 2193311 The lray to-nunity Servl:e has & lcnilng zlnﬁnt
svuilahlc to (anilies who say have financial probless or sre-awsiting
© howsehold goods shlpanni.' An 10 card is required to take advantagt of thit
’ t!rvi:t. Tho ltnﬂiug closetl 15 located st the acs n!(tcu. . 5

. ‘2‘ 39§33&-§D3§-358219£1 ACS social workers providt shorl: Lers
' zuonttliaq to rasdlve iensdiate prodbleas. Oppciatncnls“:an be tcheduﬁcd bg
:tkltu; :l?-l:bi.J : - : )

3

e 1529513!1 gargggg These ﬂntnacnts :hunld be rlnﬂlly cvatlablc to you
o_your tana;c‘deuarts and at: lll tiaas ubilc hct:he i3 .awnay! R

‘s

Tt uasm-m wum ummumon and mmm r.m mm m

i g

L cc~’iti:tt;. | r ‘ S S
(,fiﬂrs Iboth th. 'ell!nr't lad dtp-aé.nt trnv.l autaavizatioa}.v' -



 wosonn

e ;ggg;gu‘ nu FU. Davis cmpu is tn uug 32, phsml 2é1-33!9. The Fi.
2 ;Esplnar Chapel is in Bldg 224. phone 289-45616. - . e

EBﬁ!-EBEBﬁEEFLBELIEEJ&EEM -

- L8} Aray iu!rgvncy Reliel (AER} is an Aray Connnnlty SlrviCQ .
metivity, It financially assisis active duly and retirad Aray. personnel in o
‘esergencies. " Financial assistance is given in the fora of inlerest free loans
" o granis. To apply for a loan, a soldier sust make an spplicaljon thrnugh his -
... wait comsander or designated unil AER Officer on DA Form 1103 and covrdinate

_through the Aserican Red Lross for verificalion of the emergency. The AER

Gfficor will deteraine the need after an interview wiih Lhe soldier. 2t

approved, Lhe assistance is availabla thc sase day.

{2) AER can only be of assistance to dependents il Lhe depnndqnt has a
?nuur K1) attorncy stnting “CAN APPLY roa RER 1F uEED BE' «

f. ADEBICAN_BED. Cﬂﬁﬁﬁdﬁﬂﬂi

AR Anlri:an Red Cross services include eeecrgency couuuui:ations anc
‘reports (see ‘snclosure), tounseling on personai and family probless, : :
~verification of need for saergency !cav:, {fnancial a:tlstauce and tularnatien_. '
L oR qav:rasoat ..ﬂlffll.u
‘ o (2) Firancial c:slstantc asy be granttd on Lhe basi¢ of g‘naed
" end is for basif saintenance when a dependent's aliotsent is ilerruplidd jor
- delayed for snfersesn ssergencies; or for leave iraniportalioh
- |rant¢¢ dus La an saergency in a service aesber’'s fanediate (EE;%
7 X3 The Red Cross will need the :aldi-r s unit addrc:s
llcal taao atirusst.

LA 1A H et s

,«2:4

v \sc nox or ;

Ta
“

tu&me&.@;mmm ,_ e

NN N - ﬂi!trt a {inancial :sunsclinc ’roara- (of ludivdual; uhn fltl
5::::,:oct»ituiltiiﬂutl hcla :antg!ag thuir sanay or astahti:hiae 2 workstle -
Bohodat iadbah )

Y Whatever your Ilnancial nrnbx:n ‘way de, or if you have qunutions,
for tlnsacial cnansoltnglcsstltaacc at 20?-&20&._‘

:f,gggxgxggg;; Fort ﬂl?is' Legal ﬁl:ittancl 0!€i:t ts iucataﬁ ln
icif ’hout -uaﬁtr is 2!1-3196. '



oSSR |

et “ta) All lttivn duty service nenbert and their fanily ntnbers nay
,f‘arraneﬁ to have a will prepared free of charge by a li!itary altorncy‘w
- - tbl ﬂhn should consider having s ut!l? ‘ A
1) Married persons with childrun.
2) Persons who own land or property.
3) Persons with- large bank accounis.
4) Others undor spr:ial circunstances.

4« PEDICAL_ASSISIANCE: Coco Solo Clinmic Enorqcn:y Koos is aperated 2‘
hours a day, seven days a uock.V ln case of an cacrgency, :all 289-5000.

BT For -tnrgtnties and anbu!an:!, ¢iat 119 on posl, 28%-5000 or ‘
‘ltnply ﬂial *0* and tell the operator Lhe assistaence nalure of the ontrgen:y.,"

. 421 Routine appointaenis aust be lada through Ecntral-%ppnintnnnts
. ﬂnsk, phonc 289-5631. ) : , . v

i BoUSING:

- {11 Prior to your spouse’s- é:parturc llk! sure you :nnplately
‘wnderstand the lolkuuiuqt ) ,

-

L {a) - The lu:ation anﬁ use of tht ettctri:u! :nntrol ((us!lsnitch!
ﬁj:bo: ¢ include replaceasnts.

: tb) The locntion and use uf the water, control vaive for nhut-nlf'
: Qicvg!u:ios. : R - ‘ S B
- : . j?g .
: luﬁlﬁLLaILQE_QLEQQQNQEL L E :ir'u-stanzts lrise that rtquiru th! lanily
.. tcubtr lu clear pn!t, the lallouing iuiuraatian is aroviﬁed: C :

. !xl "HOUSIRG Priaﬁgff vau 1pnuse's dopartar: have hi-lher noti!y E
‘f'iiilw housing of your desifc/ to clear quarters. In the event Lhe fasily
- poaber i3 going to clear quarters, the following iteas ar2 rtquirod;

ta? Notice of c:xegation of luthorily\inh Fora 1687). »
(b Power of attorney. . \\ ' S
- {cY Goldier’s PLS orders or fauily ten&ur’i\travol aut ttzatiun._a
(d}- A1l gcys ta the qunrters. , : ;2? ,

@ ’/”')‘

10 ship heus!hnlﬁ uoods ycu aill need the

~ 12) HOUSEHOLD G00DS:




.u
xmaxm-msm B B A
Mbuuuo | 119 or 289-3000 or *0° R
b ~ y i 424 hours) o
_Emergency Roos 2089-5000 RO A A
Coco Solo Clinic o : ' B L R L T
.Fire Departeenl : 119 or 289-3578 or *0*
| Police Dept/ ' 110 or 289-5401
- #$litary Police (24 hours) . . L
T WP Lisisen - 209-3413 L
. WP DESK o 289-5401 |
Faelly Mdvocacy © . 289-3117 tduty hours) - . e
: (child.& spouse aduse) 282-5404 /3403 (nun-auty hwﬁ\g . R
. Chaplaim Ft Bavis O ageis3ay L
i - Eheplain FL Espinar- - | 20945616 ;
' peison Center = 282-5114 or zsznueo | e T
; } : a0 - B ‘ ’ ‘2‘ h“u"' s ) ‘ : N us 'a,‘_‘ )‘ L "'\f»:;;;: o
. Child Pretection . 282-3170 uuty hours uumg* S
. Essrgency Line - : i : SRR
. - Veterimarian 200-4872 um iuu!
- E : , 246-4511 (ann-luty hourst
WEDDAC Wotlline Qn-soso (24 hours) o
' JQ -
C¢naissaoy inforsa aui . \\230-6674 (cutv laurs only) A
tnipltaats 7 : . .
tuginmmlm i @ ‘aamm m, aau.; onmf ’
 Service Calls® [ Cen S e
M m&m ’ SR 2ﬂ-zm m smm |
'ES Cus Jervi S v
, W% LT

(ro:ardad alttr duty aautut
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o

W y

| S - RMEBRLNCY_LEAYE

o v6u%s52§?7,-v‘ L R .
o Thé.aearbroi;,can,ﬁtlp gel you Lo the Ststes in.an eawrgency... §f ydy infora
your fasily as' o how faporiant their part s qhen an esergency h;iﬁann.,‘

" ¥hen an saergency occurs in your iasediate fasily (father, acthtr,;pistig,' -
"~ brother, wifw, husband, child, or guacdian), YOUR SANILY should contact their
 local Red Cross Chapter first, giving the Red Cross worker YOUR nase, rank,
- SSNy and cosplete silitary address. Do.pot use your PSC Box nuaber as that -
- aay delay centacting you. - Pe_sure ynur‘tuni}y has all thal (nforaatien,

The faaily should tel)] the worker what the liorgtncy“ii,-whag;hapqnnéd to
which acaber of the {aeily, the nase of Lhe doctor caring for the party and

the nase of Lhe hospital or other agency that;tﬁgyt aboul the esergency.
Your fasily or a responsible person should do this first because the silitary
authority requires Red Cross confireation of the facts about an earrgincy so
- that the Comaander can aske the wisest decision regarding leave.  (S§¢ the

. @ilitary ieave regulatipn-AR 630-3). . = = . o0 - S

, Tow :
F P
-

=~=<==--DETACH NERE AND SEND LOVER FORN 10 FAMILY IN THE STATES=msimeseom

9

Yar W ‘ . . ; ’ ’ V B v . _7 Ty o P

 in cage 2 real !hcnggndygbecﬁrs:invnlviug any aenber of ay issgdiate family
= ahieh requires sy presence, plesse contact YOUR Local Red Croy Chapter =~ o
. ineediately. B R PR

{gﬁéijgréﬁi,eépiltl;tihn of the facts of the emergency is required by the
~“atlitary sulhority sho sakes the decisions sbout ay ledve.
. Gross {irst, you could be saving ae considerable anc valuable Lise in getting

“gild}nt‘:tl) the Red Cross during the Gay Lo find out how to reach thes i meed
e on Sstﬁrgay, quday;’hg;iﬂays,.nnd al night and write in the‘:pgce below. 3

f;&ts§ §|ep this ;niarqaﬁioﬂ ﬁandyx]

‘By calling the Red  °



I Snr”ncr Leave and Publio uouaaya, 01 Jan 86.

=y W ERGERESE W EERE T ET T T e T T e e

e e

o ”PENDII 3 (Leaves and Puns) to ANNEX t (Adninistntion) to- usursv sor w) i
1 Febusry 1986 ORI T T R T L

[cQ

. (U} - REFEBBKCE'“ AR 630-5, Lnave, ?aascs. Parniaaive Tolpor;ry Duty,

o,

E -!"a. (0) PUR?OSB'V To provide pononncl assigned to USAFSP ml‘omtion md guide- : g
o nms on Tequesting leaves and puus. : e

m3 (U) RESPO“SIBLITIES'

a. Individusls will ensure uqueat. !‘ov lnvalpua 1: ud. on a
‘leave/pass chit, and is subaitted by suspense date. e
b Supi\*duu in an mcividuula chain of oomnd Will endorse
= 1nnlpuo ohit with oonourrence or noncancuruucc nnd fon:ard by :
suspence date. »

°. Morly room uill prcpau and fomrd Inn :‘urﬁ (D; E‘om 3?) to
mdividual for signature. A o

d. Indtvidm will sign DA Fora 31 and then formd luve tcrn thn\ugn
distribution to Cmndcr for aimtun. o S

¢. Orderly roa will. msure lun fem 13 auiuble t;c» aarvica nemher
for pick-up by leave start dat-o. ' ; W : :

= of, Service mesbers must contact th-ir Mﬁate tuporusor. 'lSG. or

Co-udor it sxtension cf J.un is mcsury

g Soﬂics sesber must havo lun fors aigncd ofr upon rctum froa
leave.

e o:-dcrxy rooa persunnel are responsible for pmmsing of }eave fom
‘ tpon completion or leave.

e ft. W) m romx leave/pass roqueata vill be made on & 1uulpuﬂ

. ohit, through chavnels, to the First Sergeant 10 days prior to the start date 1!‘ '
' Vlmi in-country leave And 15 days prior to start date if out of oountry leave.

Wm t-e ma dtu requirements will. bc handled cm s cass by cau basis.




~ UNCLASSIFIED

d. The Military Transportation Authorization (MTA) will be obtained from
the transportation office at Fort Davis during normal duty hours (0700 -
1500). Airline ticketa can be picked up at Fort Davis transportation (if
sdvance notice is given), a ticket agency in Colon, or FI Clayton
transportation office. The FT Clayton transportation offioce (Bldg 519)
office hours are 0715 - 1700. The individual will be able %tc travel on
the MAC flight or civilian flight the same day, if he/she is at the office
by 0715. There is a transportation representative on call through the EGC
during 0700 - 1500 on Saturdays and 0800 - 1000 on Sunday to issue MTA's
and airline tickets.

(U) LIMITATIONS:
a. PASSES:
(1) H}ll not be granted in conjunction with leave.
(2) Will not be granted in succession or series.
(3) Will not exceed 96 hours.
(4) Will not be granted for dates when a soldier appears on the
duty roster. Request for exemption from the-duty roster will be

submitted through channels.

(5) 4-day passes will only be in conjunction with breakdays. 3-day
passes need not include breakdays.

b. LEAVE REQUESTS: By personnel having no accrued leave will only be
approved on a case-by-case basis, dependent upon the circumstances.

¢. Request for leave extensions will only be approved by soldier's imme-
diate supervisor or 1SG and based upon operational needs unless the
extension request is an emergency.

UNCLASSIFIED
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o
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UNCLASSIFIED

APPENDIX 4 (Personnel Actions) to ANNEX A (Administration) to USAFSP SOP (U)
1 February 1986

1. (U) PURPOSE. To establish procedures for achieving personnel actions for
USAFSP personnel and to give a working knowledge of the procedures to.USAFSP per-

sonnel.
2. (U) GENERAL.

A. A well formed system of personnel support is necessary for a unit to pro-
vide proper assistance to the personnel of the unit, therefore adherence

to this appendix will enable the expedient processing of all personnel
actions.

B. Any personnel action should be done in accordance with TABS A, B, C, D,
or E of this appendix, as applicable.

UNCLASSIFIED
25



TAB A (Promotions) to APPENDIX & (

to

1.

UNCLASSIFED

Peraonnel Actions) to ANNEX A (Administration)
USAFSP SOP (U) 1 February 1986

(U) REFERENCES. AR 600-200.

2. (U) PURPOSE. To set guildlines and procedures for promotion of USAFSP
personnel.
3. (U) RESPONSIBILITIES. Each individual listed below must meet the suspense

dates listed on USAFSP Document Control Form.

4.
of

A. Rater/First Line Supervisor must make a recommsndation by suspense date.
B. Indorser/WNCO/Section Supervisor must concur/nonconcur by suspense date.
C. Operations NCOIC must concur/nonconcur by suspense date.

D. Operations OIC must concur/nonconcur by suspense date.

»
- -

E. 1SG must conour/nonconcur by suspense date. =
F. Commander must concur/nonconcur by suspense date.

(U) PROCEDURES. Upon receipt of CO1 report (Recommended List for Promotion
Enlisted Personnel) the following actions will be taken:

A. Rater/First Line Supervisor recommends soldier for promotion and initiates

a Document Control Form. The recommendation and Document Control Form are

then forwarded to the .ndorser/WNCO/Section Supervisor, allowing for the

form to reach the Operations Section by the 5th day of the month preceeding

the month of promotion board/promotion.

B. Indorser/WNCO/Section Supervisor concurs/nonconcurs on the Document
Control Form and forwards to the Operations Section by the Sth day of the
ponth preceeding the month of promotion board/promotion.

C. Operations NCOIC concurs/nonconcurs and forwards to the Operations 0IC,
allowing for the form to reach the Orderly Room by the 10th day of the
month preceeding the month of promotion board/promof.ion.

D. As a minimum, the promotion packet should contain the USAFSP Document
Control Form, a recommendation on a DA Form 2496, the USAFSP promotion
‘point worksheet, DA Form 3355 (completed in pencil), and all counselling
sheets {performance and other).

E. Any individual member of the chain of command who nonconcurs pust attach
a justification.

UNCLASSIFIED
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T°B B (EERs and OERs), to APPENDIX 4 (Personnel Actions), to ANNEX A (Admin-
istration), to USAFSP SOP 1 February 1986

1. (U) REFERENCES.

A. AR 623-205, Eniisted Evaluation Report, 14 Oct 85.

B. AR 623-105, Officer Evaluation Report,14 Oct 85.

2. (U) PURPOSE. To prescribe procedures for effective management of the Army
evaluation system as prescribed in references.

3. (U) GENERAL. The officer and enlisted evaluation systems are designed to
provide supervisor input to the career progress/development of rated soldiers.
Accurate evaluation of accomplishments, abilities, and potential are essential
for progress of the soldier and management of .the career force. There are pre-
scribed responsibilit:=s for each member of the rating chain, as well as the
individual soldier. Az a minizum, the following general requirements apply:

-~

A. Official rating scheme will be published by name and posted in both the
unit and operations areas.

B. The rating scheme will be updated at least monthly.

C. Each first line supervisor is responsible for the accuracy of the data
for the soldiers he/she rates.

D. Supervisors will submit reports on time as designated on the Document
Control Form as follows:

1) Completed draft due to operations by last day of close month or 14
days prior to PCS.

2) Completed draft due to Orderly Room 3 working days after close
month or 7 days prior to PCS.

3) Finalized/signed version due to 470th MI Group within 15 days of
cloge date or to soldier 1 day prior to 519 appointment.

E. The Orderly Room will not accept any drafts that do not submit all the
necessary information.

F. Any OER/EER submitted beyond established suspenses will not be accepted

by the Orderly Room. Finalizing becomes the full responsiblility of the
individual causing the tardiness,

G. The Rater is responsible for providing the information required in
Part I, Part II, Rater portions of Parts III and IV, and the
height/weight and APFT data.

H. The Indorser is responsible for providing input to his sections of Parts
' III and IV, the accuracy of the information in Part V, ohbtaining the
rated soldiers signature, and timeliness of the report,

I. The reviever is responsible overall for the report, i.e., correctness,
accuracy, timeliness, attachments if appropriate, and resolving signifi-

cant rater/indorser discrepancies. "Nm BSSIHEB



TAB D (4187), to APPENDIX 4 (Personnel Actionswa6AA§§!ﬂ EQAdministration). to !

USAFSP SOP (U) 1 February 1986

1. (U) REFERENCES. DA PAM 600-8, Military Personnel Management and Administrative
Procedures, 25 FEB 86

2. (U) PURPOSE. To provide all assigned personnel information and guidance on the
procedures and administration of personnel actions.

3. (U) RESPONSIBILITIES.

A. Unit Administrative Personnel (Orderly Room):
(1) Type personnel actions.
(2) Ensure actions are forwarded to eppropriate action sections.

(3) Maintain a suspenss file of all personnel actions and take
appropriate follow-up actions. as necessary to ensure completion.

B. Individdal:
(1) Notify immediate supervisor of a contemplated action.

(2) Request action from appropriate unit section IAW established
guidance, i.e., the Adoin Support Form.

C. Operations Administrative Clerk:
(1) Type all classified unit correspondence.

(2) Ensure proper routing of classified correspondence to addressse.

8. (U) PROCEDURES. The individual informs immediate supervisor and submits hand-
written request through Chain of Command to Administrative Personnel. Administra-
tive personnsl prepare typed requests and route to commander for approval/disap~
provel. Upon return, Admin NCO forwards to 470th MI Group after having logged the
proper out-going log book.

S.

(U) STATUS INQUIRIES. The unit Admin personnel will maintain a suspense file

on all actions forwarded outside the unit. If the individual has not been provided
information on the status of the action within 60 days sfter subemission, the in-
dividual should contact immediate supervisor so that a formal inquiry can be made
of the action atatus. . .

2 UNCLASSIFIED
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TAB C (Awards), tq APPENDIX 4 (Personnel Actiona) to ANNEX A (Administration),
to USAFSP SOP (U) 1 February 1966
1. (U) REFERENCES.

A. AR 672-5-1 .

B, INSCUM Supplement to AR 672-5-1

2. (U) PURPOSE. To establish a method for providing tangible recognition of
personal acts of merit, excellence and achievement.

3. (U) RESPONSIBILITIES.

A. Immediate Supervisor: initiates the recommendation for an award.
B. Intermediate Supervisor: reviéws the awvard recommendation.

C. Final Disposition:

1. Operations NCNIC forwards classified award recommendations via
ARFCOS.

2. 1SG forwards unclassified award recommendations tc Group S-1.

4. (U) PROCEDURES. i

A. Notification of consideration for an award ¢an be submitted by Group S-1

or Operations (but is normally the responsibility of the individual
supervisor).

B. The award recommendation must be accomplished in writing, and must be

prepared in a clear and concise manner, with empflasis on the facts merit-
ing the recommended award,

C. A completed draft of the auard‘recommendation will be submitted to

Operations 30 days prior to Group suspense date. GCroup suspense dates
are as follows:

1. MSM or higher - 90 days prior to DEROS
2. ARCOM/AAM - 60 days prior to DEROS
3. DA Certificate of Achievement - 30 days prior to DEROS

D. The Operations NCOIC must forward a copy of the DA Form 638 and the

Document Control Sheet with the ARFCOS log number on it to the Orderly
Room.

E. Supervisors.uho are reassigned within the Field Station must submit awards
inputs to their reliefs within 15 working days. Supervisors who are

departing the unit are required to provide input to their reliefs prior
to being cleared by the CDR/15G.:

~q  UNCLASSIFIED
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TAB E (Finance) to Appendix 4 (Personnel Actions), to Annex A (Administration),
to USAFSP SOP (U) 1 February 1986.

1. (U) REFERENCES.

Finance Update and DA Pam 600-8, Miiitary Personnel Management and
Administrative Procedures, 25 Feb 86.

2. (U) PURPOSE.

To ensure that all finance related documents sre prepared smd transmitted
IAW references.

3. (U) RESPONSIBILITIES.

a. Unit UTL Clerk (Orderly Room):
(1) Types all documents transmitted by UTL.

(2) Ensures all documents are correct and signed, before forwarding to
a&ppropriate Finance and Accounting office.

(3) Maintains a file for each Military Pay Administration document, on
thelir prospected file.

b. Individual.

(1) Notify immediate supervisor of a contemplated action.

(2) Request action from appropriate unit section IAW established
guidance, ie., the Administragtive Support Form.

&. (U) PROCEDURES.

The following documents will be forwarded to the FAO by UTL not later than
1000 hours of the workday.

(a) DA Form 1341 - (JUMPS - Army Allotment authorization)

(b) DA Form 362 - (Statement of Charges for Government Property Lost,
*  Damaged, or Destroyed)

(¢) Form W-4 - (Employers Witholding Allowance Certificate)

{d) DA Form 31 - Original and Suspense copies. First forward suspense
copy on UTL and when individual returns {rom leave, forward the
original.

(e) Two copies of any order/action which changes the pay entitlements
of a soldier.

(f) DA Form 4187 - will be used to authorize and terminate Separate
Rations. It will also be used to change the duty status of any
soldier, example; present for duty to Hospital.

(g) DD Form 2058 - (State of Legzal Residence Certificate)

(h) DD Form 2058-1 - (State Income Tax Exemption Certificate)

>3 UNCLASSIFIED
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(1) DA Form 3685 - (JUMPS - Army Pay Election) This form if it will be
used for Direct Deposit, it has to be accompanied by a Standard
Form 11994 signed by the bank representative.

(J) Article 15, UCMJ - (Appropriate number of copies, with accom-
panying documentation, when appropriate.

(k> DA Fore 2142 - (Pay Inquiry) This document is normally hand-
carried to the Finance and Accounting off'ice by the soldier.

S. Unit Commander: Will ensure that all documents attached to the UTL are

correct and annotated correctly.
NOTE: UTL can only be signed by an officer

UNCLASSIFIED
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APPENDIX 5 (Inspections) to ANNEX A (administration) to USAFS SOP 1 Feb 19B6.
1. (U) REFERENCE. AR 670-1

2. (U) PURPOSE. To establish policy for all inspections held by USAFSP.

3. (U) RESPONSIBILITY. All USAFSP personnel will comply with this SOP to ensure
that personal and uniform appearance are in accordance with Army standards.

a. Barracks Personnel : Responsible for the cleanliness bf their indi-
vidual rooms, compliance with this SOP and directives passed by the barracks
sergeant.

b. Barracks Sergeant : Responsible for room and detail/escort assign-
aents.

¢. Squad Leaders/PSG : Responsible for adherencz to this SOP by subor-
dinates and submission of BEQ trouble calls as required. Will conduct a minimum
of one walk-thru inspection per month to insure compliance with this SOP. Will
accompany the Cdr/1SG through all room inspections. - 2

d. Commander/First Sergeant: W#ill establish and enforce policies for
US Army personnel residing in the barracks. Will co-ordinate with Naval person-
nel on barracks policies and quality-of-life issues. Will conduct announced or
unannounced walk-thru inspections at their discretion.

4. (U) PROCEDURES. The following are the‘procedures for inspections.

a. In-ranks Inspections. In-ranks inspections will be held on dates and
times and with uniforms as announced on the Monthly Training Schedule. One SM
from each platoon will be selected as the most outstanding (if any) and will be

exempt from the next inspection. 1In addition, the most outatanding in the unit
will be awarded a 3-day pass.

b. Billets Inspections. The Firat Sergeant or PSG will conduct inspec-
tions (announced or unannounced) of selected USAFSP E-5 and below billet spaces.
Squad leaders will accompany the 1SG or PSG on each inspection. Periodic

announced open wall locker/room inspections will de conducted at the discretion of
the Commander.

{1) Individuals *‘n rooms having obvious discrepancies during
inspections will be verbally ¢ mselled and reinspected the following day by
their squad leader and platoon Sergeant. If discrepancies remain the same indivi-
duals will be counselled in writing and reinspected the following day by the 1SG.
A third violation will be considered for UCMJ action.

(2) Non-individual discrepancies, i.e., PWD maintenance items, will
be reported using the locally generated “Barracks discrepancy" form. Squad
leaders are responsible for submitting the request thru the platoon sergeant to
the 1SG. Suspense for submission is within 72 hours of inspection. The 1SG will

sign the request and forward it to supply personnel for submission to the BEQ
manager.

5. (U) STANDARDS. The following is a list of barracks standards.

a. Daily Standards. : 23

(1) Each room door will display a 3X5 card bearing the names/ranks
and platoon of the individuals residing therein.

(2) Beds will be made daily regardless of the duty status of the indivi-
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(3) Footgear will be arranged under the bed, head-to-foot in the
following order; Combat boots, military shoes, civilian shoes, shower shoes,

(4) Gear and personal belongings will be stored in lockers or dresser
dravers.

(5) Pictures and postars are authorized. They will, however, not be lew
or obscene,

(6) Curtains and bedspreads will be authorized. They will, however, not
depict lewd or obscene scenarios.

(7) Curtains will be hung using hangers and rods manufactured specifi-

cally for that purpose. Blankets, sheets, paper, etc., will not be used as cur-
tains.

(8) Food will be permitted in the rooms. When stored, food will be |
stored in containers which prohibit pests from gaining access to it.

(9) Cooking in the rooms will be strictly prohibited. Cooking is

authorized only in those areas of the barracks specifically designated for
cooking.

(10) Lights will be turned off when not in use.

(11) A1l rooms will be kept in a high astate of police and cleanliness at
all times.

b. Inspection Standards.

(1) Beds made with clean sheets.
(2) Walls cleaned
- (3) Windows cleaned (inside).
(4) Air conditioner filters cleaned.
(5) Bathrooms cleaned and free of mold (Qtrs Q).
(6) Refrigerators and freezers cleaned and defrosted.
(7) Trashcans/ashtrays emptied and cleaned.
(8) Furniture dusted and clean.
(9) Carpets and floors vacuumed and/or cleaned.

(10) Door/door frames cleaned.

(11) Uniforms neat and cleaned with proper insignia, patches,
chevrons, ete.

6. (U) POLICIES. The following is a list of barracks policies.

a. Visitations: Paragraph 16a-e, USNSGAGIINST 111011, CH 1. dated 18
October 1984 apply. 2y

b. Fire Safety: In an effort to provide a safe, fire-free environment
in the barracks area, the following minimal guidance is provided. All barracks
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(1) Smoking in bed is striockiy prohibited.

(2) All electrical devices will be U, L. approved. Heat providing
devices will be unplugged when not in use.

{3) Electrical outlsts and extension cords will ROT be overloaded.

(4) All personnel will be knowledgable of the location of fire
extinguishers and/or alarm boxes and fire exits.

(5) In case of fire, personnel will sound the alarm to alert all
residents. Residents will immediately vacate the building closing their room
doors snd windows before departing. BEQ personnel will call the fire department.

(6) Periodic announced or unannounced fire drills will be made at
the discretion of the Commanders.

¢. Drugs and Alcohol:

(1) Controlled substances are strictly prohibited in the barracks.
(2) Prescribed drugs will be secured at all times.

(3) Beer and wine may be stored in the barracks in moderate
amounts.

(4) Beverages containing more than 20% alcohol are not permitted in
Army spaces.

(5) Periodic unannounced drug searches of the barracks will be made
at the discretion of the Commanders.

t’.‘.
-3
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APPENDIX 6 (Alert Procedures) to ANNEX A (Administration) to USAFSP S0P (U)
1 February 1986

1. (U) PURPOSE. To establish the procedures for the conduct of readiness
alert notification within United States Army Field Station Panama. The conduct
of periodic alerts is an essential elemant of mission training and is required
to maintain a high state of operational readiness in the unit.

2. (U) RESPONSIBILITIES.

a. (U) The administrative section is responsible for maintaining the unit

alert notification roster. The roster will be updated at least on a monthly
basis.

b. (U) All supervisors ars responsible for ensuring their subordinates

are listed accurately on the roster and having an updated copy of the alert
roster.

3. (U) PROCEDURES.

a. (U) Telephonic Alert. Personne. will be notified IAW the unit alert
notification roster. The first person on each list {s responsible for notifying
the person listed immediately under their name. If someone is not home, continue
to the next person. The goal is ¢o notify 90% of the unit's strength.

Personnel are not required to report to their duty section. The iast indivi-
duals listed for each base will notify the First Sergeant and report who was
not contacted. The unit alert notification roster is posted in the unit and
operations areas, and copies are disssminated monthly when updated.

b. (U) Musters., Personnel report to the assenbly area as indicated when
notified by telephone. Report in uniform. Platoon Sergeants will make a count
of their personnel and notify the First Sergeant or Commander as soon as their
section has reached 90% strength. Section personnel will not be released until

80 directed by the Commander or First Sergeant.

UNCLASSIFIED
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APPENDIX 7 (Motor Maintensnce), to ANNEX A (Administration), to USAFSP SOP
1 February 1986

1. (U) REFERENCES.
A. TM 38-600
B. TM 38-750
C. INSCOM Mission/Covert Vehicle Operation and Mainienance Manual

2. (U) PURPOSE. The purpose of this SOP is to ensure the proper dispatching,
operator maintensnce and safe operation of gevernment vehicles assigned to
USAFSP.

3. (U) RESPONSIBILITIES.

A. The Commander, USAFS Panama, or his representative, is responsible
for the administration of all matters pertaining to the maintenance,

security and safs operation of all vehicles authorized and assigned to
USAFS Panama.

B. Direct responsibility ia charged to the individual who is officially
authorized the vehicle for his/her use or care. Operators of vehicles will
be responsible for performing the required preventive maintenance as
outlined in the applicable owner/operator manual. All dispatch entries
will be supervised for completeness and accuracy by the Transportation NCO/
his assistant or trick dispatcher.

4. (U) PROCEDURES.
A. DISPATCH OF VEHICLES:

1. Weekdays, 0800 hcurs through 1600 hours: 1SG/Orderly Room

Watch NCO/OPS Office
TRANS NCO/Supply
1600 hours through 2300 hours: Watch NCO

2. Weekends: Fridays after 1600 hours: Watch NCO

B. Vehicles assigned to the unit will be dispatched to service member(s)
of the unit for official use only (FOUO). At this time individual requesting

vehicle must show his/her us government vehicles operator identification
card (SF46).

C. The use of government vehicles is strictly governed by appropriate
regulations and the abuse of their use is severely punished. Some highly
visible abuses include:

1. Exceeding the speed limit

2. Unauthorized personal use (PX or residence)

3. Unauthorized civilian in vechicle

4. Driving while intoxicated

5. Failing to yield/stop 27

D. 1If vehicle is needed by a service member, he/she must inform the

trick dispatcher/WNCO Two(2) working days(48 hours) prior to the date the vehicle
is needed, and the dispatcher will enter a note reserving the vehicle.
Exceptions to this policy will be made on a case-by-case basis.
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E. Upon completion of official business, the operator will properly

secure the vehiocle in front of BEQ at Davis or at the site and return the

vehicle daily dispatch folder to the 1SG during duty hours, the BEQ desk during
non-duty hours or to the operations office at the site.

F. Vehicle will be checked back in to dispatchers. The dispatcher will
issue the vehicle to the next operator,.

" 6. If an operator discovei's a vehicle deficiency, the operntér will
infora the dispstcher immediately.

H. All operators have the responsibility and obligation to keep the
assigned or dispatched vehicle clean and free of trash.

I. If a vehicle is deadlined, it is the dispatcher"s responsibility
to report this to the Motor Transportation NCO, who will see to getting

the vehicle repaired through the TMP (Atlantic) or the Motor Sergeant at
the 470th MI Group.

J. If the vehicle is not operational, dispatchers will inform the SM's
with appointments to use the vehicle, so that they can make other
arrang.aents for transportation.

K. The vehicle dispatcher will approve use of the vehicle only for
appointments that do not interfere with operational needs for available
transportation.

L. For same day use of vehicle, only the COMMANDER, 1SG, Operations
NCO, Transportation NCO, or his assistant are authorized to change drivers.

M. All operators must have in their possession 2 valid military drivers
license before operating any vehicle assigned to the unit.

N. Authorized drivers will not transfer the vehicle to any individual

unless directly authorized by the Cdr, 1SG, Operations NCO, Transportation
NCO, or his assistant.

O. At least cne vehicle must be available at operations site daily.

P. The vehicle may only be parked or unattended at the operations site,
BEQ Davis parking lot, or QTRS Q parking lot for more than one hour.

Q. Authorized drivers will perform all before, during and after
operation checks and will be held accountable for any damage done during
the authorized dispatch period. If the driver transfers the vehicle without
going through proper procedures, he/she will be responsible for any and all
damages caused to that vehicle.

5. (U) OPERATION. Vehicles will be dispatched only if in a safe and serviceable
condition. A vehicle is safe and serviceable when operation will not cause
damage to the vehicle or create a safety hazard for the operator or passengers.

A. Vehicles assigned to USAFS Panama, Galeta Island, will be
administratively controlled, i.e., dispatched by ti.s day Transportation NCO.
vehicles will be dispatched to personnel assigned and identified by the
respective sections to waich the vehicles are assigned. Vehicles may be
dispatched to personnel other than those assigned to the respective sections
aftor coordination between the hand receipt holders concerned.

? 3 A "\ v
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B. Only qualified, properly licensed drivers will be permitted to operate
government vehicles. An individual 4s properly licensed when she or he is in
possession of a valid Standard Form 46 (Government Vehicle Operator's Identifi-
cation Card), and when a valid DA Form 348 (Equipment Operator's Qualification
Record) is available in the USAFS Panama, Galeta Island, Transportation office.
THE Transportation NCO is responsible for arranging/coordinating the testing,

licensing, and validation of licenses of individuals through the 193rd INF BDE
- (PN) driver's testing facility.

C. All vehiocles will be parked and secured, when not on dispatch, either
in front of Bldg. 234 BEQ, QTRS "Q" or at the site. If parked in front of Bldg.
234 BEQ, operators will make sure that the mileage is logged and the dispatch
folder taken to the CQ at Davis. If at the site or QTRS "Q", operators will make
sure the vehicle is secured, mileage logged, gassed-up, and the dispatch folder
taken to the Watch NCO's office or to the Quaterdeck respectively.

6. (U) Vehiole Dispatch Folder. Vehicle dispatch folders will be maintained for
all vehicles and will contain, as a minimum:

A. SF 91, Operator Report on Hotor Vehicle Accidnnt. with freedoz:of
information statement, dated 1974.

B. DD Form 518, Accident Identification Cards, with freedonm of
information statement, dated 1974 (two cards per vehicle).

C. DD Form 1970, Motor vehicle Utilization Record (not used with unmarked
vehicles). . .

D. DA Form 2404, Equipment Inspection and Maintenance worksheet.
E. VEHICLE REGISTRATION FORM.

7. (U) DISPATCHING. Vehicle operators will be familiar with the equipment
logbook and how to properly complete. DA Form 2404, DA Form 2408-1 (as needed)
and DD Form 1970 (daily) IAW TM 38-750.

A. During normal duty hours: Every dispatch of a government vehicle will
be recorded on DA Form 2401, Organization Control Record for Ecuipment. This
form is kept by the Transpecrtation NCO.

B. During non-duty hours: After duty hours, dispatch requests will be
coordinated directly with the CQ on duty at the BEQ at FT Davis, Bldg. 234.

'(1) If the use of vehicles is completed during non-duty hours, the
operator will then make appropriate entries on the dispatch sheet and the

vehicle daily log. Dispatch folder and keys will be taken to the CQ on duty
at the BEQ.

(2) In the event that a vehicle deficiency is observed during
operation which requires immediate attention, DA form 2404, Vehicle Inspection
and Maintenance worksheet, will be removed from the vehicle daily reference
booklet (dispatch folder) properly completed and signed by the operator to

reflect the deficiency or malfunction. The Transportation NCO will initiate
corrective action on the following day.

(3) Of utmost importance is the security of US government property.
Personnel will report any security violation or deviation noted during non-

duty hours as soon as possible to the CQ on duty or to the Transportation NCO.
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8. (U) LOGBOOKS. The equipment TAMMS records provide complete information on
the identity and use of each vehicle, its efficiency of operation, the
maintenance which has been performed and maintenance due. The Transportation
NCO 1s responsible for the historical records under the provision of TM 38-750.
the Transportation NCO will insure that the operators daily records are properly
and accurately annotated by all vehicle users. TAMMS records will be
.maintained IAW TM 38-750 and INSCOM Mission/Covert Vehicle Operation and
Maintenance Manual dated 1 July 1981. :

9. (U) SAFETY EQUIPMENT. The safety equipment listed below will be maintained
with each assigned vehicle:

A. Spare tire

B. Jack and lug wrench

C. Fire extinguisher

D. First aid kit

E. Highway warning kit
10. (U) FUEL CONSERVATION. With the ever increasing operating costs of
petroleum products, more positive conservation efforts by supervisors and users
of government vehicles are required. The following measures are directed in an

effort to reduce gasoline consumption:

A. SPEED LIMITS:

(1) Maximus allowable speed limit for official vehicles is 40 MPH.

(2) Drivers will not exceed the posted speed limit, or A0 MPH,
vhichever is lower.

B. PUEL ECONOMY MEASURES:
(1) MNever race the engine.
 (2) Never idle the engine when parked.

(3) Accelerate smoothly and gradually until desired speed is attained.
Reverse this procedure when slowing down or stoppiig (no jack rabbit starts or
panic stops except in emergency) .

(X¥) Maintain proper air pressure in tires. Under-inflated tires cause
friction, drag, and greater fuel consumption in addition to excessive and
costly tire wear. Air pressure should be checked when tires are cold.

(5) MINIMIZE AIR CONDITIONER USE.

50 UNCLASSIFIED
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A. The purpose of the safety program is to reduce and keep to a minimum
accidental manpower and monetary losses, thus providing a more efficient
uti;ization of resources.

B. Vehicle operators will familiarize themselves with the information
concerning safety hazards and emergencies contained in FM 21-305. Adherence
to state and local traffic regulations is mandatory during operation.

C. Vehicle operators and passengers will use seat belts at all times when
in a government vehicle and will insure that all passengers use them. The senior
occupant is responsible for ensuring that all the occupante use then.

12. (U) ACCIDENT REPORTING AND RECORD.

A. Any accident involving military or civilian personnel which results in
any one of the following conditions, or any, combination thereof, will be
reported ASAP by telephone to the Transportation NCO or to the operation center.

(1) Fatality

(2) Disadbling 4injJury

(3) Damage to accountable government property

(4) Damage to non government property which is the result of an
accident involving any member of this command

(5) All vehicular sccidents in which a government vehicle is involved

B. The moving of a vehicls from the scene of the accident will be governed
by local laws and regulations. If it becomes absolutely necessary to move the
yehicle, or vehicles, all pertinent data pertaining to the accident must be
recorded first. The operator will insure that the exact positions of all
vehicles and objects are closely examined and clearly marked prior to moving.

C. DD Form 518, Accident Identification Card, must be completed at the
scene of the accident and given to the person directly concerned. If the
accident involved a parked car or other object, the DD Form 518 will be
completed and placed in the parked car or other property.

D. Standard Form 91, Operator's Accident Report Form, must be completed

At the scene of the accident to record the facts more clearly. The

completed form will be given to the headquarters support division office as
soon as possible. If time and distance delay the written report, arrangements
should be made to utilize the mail system.

13. (U) ORGANIZATIONAL MAINTENANCE.
A. The maintenance capability of this organization is limited to operator/

user maintenance as prescribed in TM 38-600 and performed by the operators.
all other maintenance is the responsibility of the Transportation Motor Pool

(TP, USARSO.
11 UNCLASSIHED
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B. The vehicle operator will perform the before, during and after required
operation inspsctions contained in the vehicle checklist.

C. The Transportation NCO will insure that vehicles are periodically

inspected for uncorrected deficiencies, improper use, proper equipment and
required references,

t2  UNCLASSIFIED
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~ APPEMDIX 8 (Weight Control Program) to ANNEX A (Administration) TO USAFSP SOP
1 February 1986

1. Reference. AR 600-9, The Army Physical Fitness and Weight Control
Program.

2. Purpose. To establish policies and procedures for implementation of the
USAFSP Weight Control Program IAW reference.

3. Responsiblities.

a. The Commander is responsible for formally placing soldiers on the
Weight Control Program.

b. The 1SG is responsible for monitoring the USAFSP Weight Control

Program and counseling soldiers about their responsiblities while enrolled in
the Weight Control Program.

c. The Training NCO is responsible for maintaining weigh-in data on all
-unit personnel and informing the iSG of the status of all unit personnel.

d. Supervisors are responsible for ensuring that personnel under their

supervision meet the weight and appearance standards specified in the above
reference.

e. Each soldier of USAFSP is personally responsible for meeting the
standards prescribed in AR 600-9,

4. Procedures.

a. Weigh-ins will be conducted on a monthly basis by platoon and
semi-annually to coincide with the APRT.

b. The Training NCO will conduct all weigh-ins. The uniform for a
weigh-in is the PT uniform without running shoes. No pounds will be deducted
for clothing IAW 600-9. If a soldier exceeds his screening table weight, he
will have his body fat measurements taken and his body fat computed. IAW
600-9 males will measure by males and females will measure by females. If the

soldier exceeds the body fat standards, the Training NOO will inform the
Commander and 1SG.

c. When a soldier has been designated as overweight he will be:

1. Counseled .by the 15G as to his responsibilities on the Weight
Control Program.,

2. At the discretion of the Commander, referred to Coco Solo
Clinic to determine if there is a medical reason for the overweight problem.

3. Referred to Coco Solo Clinic for dietary/weight reductien
counseling.

4. Informed in writing by the Commander that he is being placed
on the Weight Control Program. -

UNCLASSIFIED
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S. Flagged under provisions AR 600-31.

6. Placed on remedial PT to be conducted at Fort Davis under the
supervision of the Training NCO.

d. All soldiers enrolled in the Weight Control Program will be
weighed in every Wednesday immediately after the unit run in the Training
Office by the training NCO. If a soldier cannot be weighed-in at this time he
must make arrangements with the Training NOO to be weighed-in. Failure to be
weighed-in is a UMJ violation.

e. All soldiers enrolled in the Weight Control Program must make

satisfactory progress each month. Satisfactory progress is defined as a
weight loss of 3 to 8 pounds per month.

f. If a soldier fails to make satisfactory progress after two
consecutive months, he will be referred to Coco Solo Clinic for medical
evaluation. If there is no medical reason for lack of weight loss, the
soldier will be counseled by the Commander or the Executive Officer that his
progress is unsatisfactory and he is subject to separation.

8. If a soldier fails to make satisfactory progress in a six month
period of time, he will be referred to Coco Solo Clinic for medical
evaluation., If there is no medical reason for the lack of weight loss, the
soldier will be subject to separation. . :

h. A soldier will be removed from the Weight Control Program when he
meets the percentage body fat standards.

i. If a soldier exceeds the screening table weight and body fat
standards within 12 months after being removed from the Weight Control Program
and there is no medical reason for the weight gain, he is subject to
separation.

. J. If a soldier exceeds the screening table weight and body fat
standards anytime after the 12th month but within 36 months of being removed
from the Weight Control Program and there is no medical reason for the weight
gain, he will be allowed 90 days to meet standards. If he fails to meet the
standards at the end of 90 days, he is subject to separation.

l' yNClASS!FIED
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-TAB A (Physical Training) To APPENDIX 9 (Training) To ANNEX A Administration
"to USAFSF SOP(U) 30 June 1986.

+ mamrmsm

1. REEERENCES:
a. AR 350-15, Aray Physical Fitness, 30 Dec B35
b.. AR 600-9, Aray Weight Control Program, 1 Sep B84
c. FH 21-20, Physica)l Readiness Training, Aug 83

2. PURPOSE: To insure that each sember of the USAFSP attains and maintains
physical readiness and meels Aray Physical Fitness Test (APFT) standards as
well as 470th Ml Bde and U.S. Aray South standards.

3. SCOPE: This SOP applies to all personnel assigned or attached to USAFSP,
This SOP includes provisions for unit runs, platoon physical training,
remedial PT and special consideration for both newly arrived personnel and
personnel over 40 years cof age. .

unique progras, The responsibilities include:
a. EIRSI_SERBEANT:

(1) Administers unit PT program,’
(2) Monitors platoon PT prograss. _ -

b. YRAINING_SECTION:

{1) Maintains record of personnel profiles and provides 155 a weelkly
update.

{2) Arranges medical screening of “"over 40" personnel.

(3) Monitors platoon and unit PT progress.

(4) Maintains individual and unit PT records.

(S) Coordinates and schedules all diagnostic and semi-annual PT tests,

(&) Monitors PT attendance {or platoon and unit PT.

c. ELAIDON_SCRGEANT;

(1) Sudails acceuntability to 158 at unit foreations.
(2) Maintains accountability of platoon personnel on platoon PT.
{3) Selects instructors for platoon 2nd unit PT.

(4) ‘Supervises shift PT and remedial PT for as long as shift meabers are
tequired to attend.

() Administers platoon PT Programs for permanent and temporary profile
soldiers, remedial PT soldiers, and platoon PT personnel.
d. Each_landividuals

i1) Develops a level of fitness that enabies the soldier to pass the
APFT,

(2) Meets &70th M1 Bde and 3193rd Inf. Bde. physical training requirerents.

L
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5. UNIEGRM;

a. MWednesdaey's Unit Run: Official USAFSP T-shirt issued by unit, Army

gold shorts, white socks (colored siripes authorized), running shoes,
and optional sweatband.

b. Daytiase Platoon PT: Drown T-shirt, Arcy gold shorts, while socks
(colored stripes autharized), running shoes, and optional sweatband.

¢. Swing Platoon PT: White T shirt, Aray gold shorts, white socks
(colored stripes authorized), running shoes, optional sweatband, and
reflective tape on toe and heel of esach running shoe.

6. ABELICATION:

a. New arrivals from outside Panama.will be granted 30 days to
acclimatize; however, they will perfore PT IAW para 7 of this tad and
strive to seel unit goals., Personanel arriving froa other units within
Panama and who have been in country over 40 days will be considered as
acclimatized and will test for record at the next APFT.

b. Qver_ 40 PI:

- e e - -

(1) Until medically cleared, no scldier over A0 years of age will
participate in the unit PT program unless he so chooses. FPersannel
arriving without medical clearance will contact the sedical facility
ismediately to schedule an over 40 screening. Individual PT is
encouraged within personal abilities and limitations.

(2) Once sedical clearance is granted, soldiers who have been involved
in regular physical training will be expected to meet unit standards.
1f they have not been involved in regular physical training, they will
be given I sonths for conditioning before being tested.

€. Profiles: Personnel with profiles who are non-exespt fros Platoon PT
will attend unit run formations in proper unifora and will be required to
attend Piataon PT and participate as such as they can within the lisits of
thoir profiles. Personnel acquiring profiles will ensure that the 1S6

receives a copy. The training NCD #ill maintain a copy of all profiles in the
scldier's training file.

- £ 22 293 ¥ £ -

a. Platoon PT: Platoon PT will be conducted on the {irst, second and
thierd day of each duty set.

(1) The platoon working days will meet at 1530 hours adjacent to Bldg

6716 ot in another location per PSE's guidance. On Wednesdays, the platcon
working days will seet at 1400 hours in the grassy area between Bldgs 234 and

. 16 UNCLASSIFIED
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(2) The platoon working swings will meel at 2330 hours in the
trianguiar grassy area adjacent o the Coco Sclo Meilrooa.

b. Headquarters and siraighl day personnel working in Operations will

seet at 1600 hours in the grassy area between to Bldgs 274 and 235, an
fMondays, Wednesdays, and Fridays.

t.  Al} personnel meeting the following standards will be exeapt ‘froe unit
or Platoon PT, except unil runs on Wednesday, and will participate in
individual PT. :

(1} Achieves at least B0 poinls in zach event on the AFFY or a
diagnostic APFT administered by the 156 or Training NCO.

{2) Completes ALL unit runs with the unit foreation,
(3) Meets height and weight standards 1AW 600-9.

d. Wednesday unit run: The unit run will be held each Hednesday at 1600
hours, The formation will be in the grassy area between Bldgs 234 and 235,
The unit run will consist of stretching and exercises (if deterained
appropriate by the CDR/1S6) and a unit run of atleast I3 ajles but no longer
‘than 8.2 miles. The run will be at 2 9 ainute-per-aile pace. Any soldier who

does not finish a unit run with the unit foreation will be placed on remedial
PT.

e. Individual PT: Individual PT will be a miniaum of 30 minutes of
exercises followed by at least a 2-aile run three times per week. Exercises
may consist of a strenuous sport of individuals choice, (e.g. basketball,
football, racketbail) for a einisus of 39 ainutes.

i. Profiles: Soldiers on Platoon PT with pereanent or teaporary profiles
will perform PT with their duty section within the lisits of their profile.
Both types of profiles will have to achieve 240 pnints to be exempted from
trick PT. The soldier will receive 8C points for the profiled test event

g. Remedial PT

(1) Remedial PT on Tuesdays and Thursdays for Headguarters and
Straight Day personnel working in operations will take place at 1600 hours in
the grassy area between Bldgs 234 and 235 under the supervision of the
Training NCD. Those personnel on Remedial PT will participate in unit PT on
Mondays, Wednesday, and Fridays.

(2) Remedial PT for all piatoons will be conducted on al) four days of
each duty set. On the first and third days of each duty set iney will
participate in normal platoon PT. On the second and fourth days of each duty
set they will participate-in the specialized remedial PT program. Resedial FT
will be conducted under supervision of the PSG.

{3) Uniform: Sane.

., UNCLASSIFIED



(") Eligibility:
{a) Failed last PT Lesl (record or diagnostic).
(b) Enrolled by the Commander in the Weight Control Frograa.

(c) Failed to finish a unit run with the unit formation and

informed by Comeander, 156 or Executive Officer that soldier will participate
in Reaedial PT.

(5) Remedial PT Standards: A soldier will participate in the following
portion of the Remedial PT program depending on individual needs. For exanmple
a8 soldier who fails the pushup event on the APFT and is overweight will
participate in the pushup and overweight portions of the Remedial PT prograa.

a. Pushups
(1) In the Training Room each individual will perform Lhe
following 3 times
1 set - 12 repetitions on the universal bench press
1 set - 12 repelitions on the universal lat pull dcowns
1 set - 12 repetitions of flys using duabells,

(2) In the FL Davis Gya using Nautilas equipeent, each individual
will perfora the following 2 times
set - 12 repetitions of flys
sel - 12 repetitions on the Chest Press Machine
set ~ 12 repetitions on the Pullover Machine
set - 12 repetilions on the Pulldown Machine

e Puf Gt

b. Situps
(1) In the Training Rooe each individual will perform 1 set - 10

repetitions of each of the following types of crunches: Bent knee crunches
with feet and legs together, bent knee crunches with legs apart, bent knee
crunches with feet on the floor, bent knee crunches with leg in a V, crunches
with left knee to chest and right leg straight, and crunches with right kree
to chest and left ieg straight.

2 sets - 15 repetitions of leg lifts

2 sels - 25 repetitions of sit ups on the incline board

(2) In the FL Davis Gya each individual will do
2 sets - 15 repetitions using the Nautilas Abdomen Machine
2 sets - {5 repitions using the Nautilas Lower Back Machine

t. The Run
Either on a 1/4 aile track or a marked course each individual will
(1) During the 1st two weeks of the progras
a. Stretch and run atleast 1/2 aile al a slow pace to wara up
b. Run 2 X 220 (1/8 mile)
c. Run 6 X 440 (1/4 mile)
(2) During the 3rd and subsequent weeks of the prograa
2, Stretch and run atleast 1/2 mile al a slow pace o wara up.
b, fRun B X 440 (1/4 mile) :
(3) All speevwork runs should be dane at the fastest pace
possible. Goals will be established for each individual based on sex, age,
and PT Test running tables.

o UNCLASSIFIED
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d. Weight Control: Al) inidividuals in the Weight Control Progras
will participate in PT Monday through Friday. In addition to that they will
walk one hour per day, everyday, seven days a week. I{ no progress is mace on
the weighl control prograa after 30 days, the tise will be monitored by either
the Training NCO or the individual's Platoon Sergeant.

e. Each portiaon of the Remedial PY Program will have a progress card
which each individual will) fill out in order Lo keep a record of his/her
progress on the Remedial PT Program. The training NCO will keep the blant
foras on file and will file coapleted cards in the individual's training file.

(&) Duration: Personnel will remain on reaedial PY until they
accomplished all of the following:

{a) Pass an APFT,
(b) Are removed from the Weight Control Progranm,
(c) Complete two unit runs with the unit formaticn.

8. BI_TESTING:

a. Seeiannual AFET: The unit will accomplish the APFT for record
semi-gnnually in March and September. Test will consist of the push-up,
sit-up, and 2 mile run 1AK standards as outlined in appendix E of FM 21-20.

b. Over 40 TYesting: Medical screening is mandatory for all scldiers
4) years of age and over, There will be no testing of soldiers over &0 until
3 months {rom initial screening and start of the training progranm.

t. Diagnostic Testing: Diagnostic testing will be accomplished as
deamed necessary by PS6's to insure soldier's physical readiness. Personnel
to be tested say include, bul are not limited to, those persannel who:

(1) Failed the last PT test (record or diagnostic).
(2) Are on resedial PT.

(3) Failed to complete a unit run.

(4) Are directed by Commander or 1SG.

(3) Desire to be exeapiled from trick PT (administerad by 156 or
Training NCO only).

d. Neuw petrsonnel: Newly assigned personnel who do not have a
current PT card from their former unit will be tested approsiaately 60 days
after arrival in this unit.

e. Profile Testing: The alternate aerobic AFFT events are:

t1) 800 Yard Swim test.

(2) 6.2 nile stationary bicycle ergometer test wilh a resistance
setting of 2 kilopounds (600 watts),

(3) 6.2 cile conventional one-speed bicycle test.

(4) 3 mile walk., '

{5} The soldier‘'s profile will designate which evenl the soidier
is capable of doing.

9. INCENTIVES:

a. Personnel attaining a maximum score of 300 on a recor& APFT will
receive a 4 day pass, and will be recommended for a 470th Certificate of
Achievement, and will be authorized to wear a USAFSP blue T-Shirt to signify

their accomplisheent. ° 1q UNCLASSIHEU
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Personnel achieving a score of BO or aore on each event, on a record
or Diagnostic Test, administered by the 1S6G or Training NCOD, will pe exempt

from unit PT until the next test is administered. JIndividual FT will continue
AW paragraph 7 above.

Soldiers will still be required Lo participate in unit
runs on Wednesdays.

_ UNCLASSIFEp
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TAB B (Common Tasks Tests) TO APPENDIX 9 (Training) to ANNEX A
(Administration to USAFSP SOP (U) 30 June 86.

1.

3.

5,

REFERENCES:

a. Soldiers Manual of Common Tasks, (SMCT), STP-21-1.
‘e« D-partment of the Army Pamphlet, Oct 85 thru Sep 86.
¢. Graphic training aids 5-2-13, Nov 81,

PURPOSE: To insure that each individual of the USAFSP attains and main-
tains the ability to fight, survive, and win on the modern battlefield.

SCOPE: This SOP applies to all personnel assigned or attached to USAFSP
to insure training meets.Soldiers Manual standards and enables the per-
sonnel to develop proper soldier common task skills.

RESPONSIBILITIES:

a. WATCH NCO:

(1.) Schedules the class dates and training areas.
(2.) Trains entire watch monthly. .
(3.) Evaluates training and instructor.

(4.) Mo-itors all primary CIT classes.

(5.) Coordinates for use of training area.

b. TRAINING SECTION:

(1.) Maintains records of personnel trained on SMCIT.

(2.) Informs the 1SG ~f training progress of soldiers.

(3.) Coordinates and schedules training areas and provides support of
material required for the training.

(4.) Monitors watches' and individual's progress.

(5.) Keeps track of CTT training attendance.

¢. SUPERVISORS:

(1.) Report all completed tasks to training NCO.

(2.) Select CIT instructors from their watchlies.

(3.) Supervise and assist their CTT trainers for as long as
watch members are required to attend.

(4.) Record all CIT attendances.

c1UNCLASSIFgEp
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* EACH INDIVIDUAL:

(1.) Participate in training of peers and subordinates.
(2.) Attends all classes during his cycle.
(3.) 1Is proficient on all CIT tasks.

5. UNRIFORM: Duty unifornm.

6. APPLICATION:

a. Blocks are taught monthly.
b. Complete cycle is tested semiannually.

7. STANDARDS:
a. CIT classes will be conducted on a monthly basis:

(1.) All CIT classes will be held at 1200 hrs when shift is work-
ing swings and at 1500 hrs when working days.

(2.) Straight Days personnel have the option of attending on three
different days, 1.0., one of the three primary classes.

(3.) " No straight days personnel will attend shift CTT make up.

(4.) Make-ups are scheduled on days off for shift workers.

(5.) New arrivals and personnel not tested due to leaves/TDY or who
failed a previous test will be tested during the next cycle.

(6.) Shift personnel who failed previous test, or were on aick call
or quarters, etc. will be attending the make-up.

UNCLASSIFIED
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