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     26 March 2003

MEMORANDUM FOR RECORD

SUBJECT:  Battalion Training Management, Annex B to 1-635 AR Battalion Training Management SOP

1. Purpose.  This annex outlines the required filing system for training management records in 

the 1st Battalion, 635th Armor at the Battalion level.  This SOP Annex does not void the need for MARKS 350-series training files, training management requirements, or record keeping.

2. This SOP will assist the Battalion in retaining regulations, pamphlets, and circulars in 

numerical sequence in 3-ring binders; with the exception of regulations, pamphlets, and circulars pertaining to subject areas.  This SOP requires the creation and management of 7 separate training management binders (or more if required) and outlines the standardized training management system that is to be adopted effective immediately.

3. Maintain a “BATTALION TRAINING MANAGEMENT BINDER, Binder #1” or binders, for 

the current Training Year (MARKS # 350-1d Training Operations.)  Use the following tabs for Binder #1:

Tab A – WARTRACE Information (Two Levels Up); with Wire Diagram of WARTRACE Chain of Command and WARTRACE Chain of Command Guidance

Tab B – WARTRACE Command Training Guidance; including HQ, 40th ID (M) Yearly Training Guidance, 2nd Brigade, 40th ID(M) Yearly Training Guidance, and WARTRACE Command Training Guidance

Tab C – Peacetime Chain of Command Guidance; including TAG Kansas Yearly Training Guidance and 69th Troop Command Training Guidance / Yearly Training Guidance

Tab D – WARTRACE Command Mission and METL

Tab E – Battalion METL Information; including Commander’s Restated Mission, Approved BN METL, METL Approval Letter from TAG Kansas, METL Assessment by Battlefield Operating System, Priority Battle Tasks Assessment by BOS & High Payoff Tasks, Approved Battle Staff METL, and Battle Staff METL Assessment by BOS

Tab F – Battalion Yearly Training Guidance (BN Circular 350-1 for current TY and BN Yearly Training Calendar)

Tab G – Battalion Long Range Training Calendar

Tab H – Approved Company METL Letters / Memos

Tab I – Training Assessment Model (TAM) Information; including Latest Quarterly TAM from each Company and Last Annual TAM from each Company

Tab J – Battalion Schools Management Database Capture

Tab K – General Training Correspondence for Current TY

Tab L – Budget Information; including Battalion Annual Budget, 69th Troop Command Budget Guidance, and KS DPOT Budget Guidance

Tab M – Drivers Training Information Capture

Tab N – Company Yearly Training Calendars and Resource Requests

Tab O – Automated Training Ammunition Management System (ATAMS) printout for current TY

Tab P – Current Unit Battle Rosters (Crew Manning Rosters)

Tab Q – Yearly Training Briefing Slides for current TY

4. Maintain “TY xx - UNIT MONTHLY TRAINING SCHEDULES, Binder #2” (MARKS 

350-1a General Training Inspection Files) in a separate binder for the Current Training Year.   The Table of Contents will track (by month) the Company Training Schedules that have been Received by the BN S3 section and the Company Training Schedules that have been Accepted by the Battalion S3 Section and approved by the Battalion Commander.  Each tab will represent one month, starting with OCTOBER.  Each tabbed month will contain Monthly Training Schedules for Company A, B, C, and HHC.  The Battalion Training Officer will receive the Unit Training Schedule and utilize the Training Schedule Review Checklist to review the unit’s schedule.  Discrepancies will be annotated and sent back to the unit for review.  Review Checklists will be maintained with the copy of the training schedule in the binder.

5.  Maintain “TY xx – MONTHLY OPERATIONS ORDERS & RESOURCES, Binder #3” (MARKS 350-1a General Training Files) in a separate binder for the Current Training Year. The Table of Contents will track (by month) the Battalion Operations Orders and any LOI/MOI’s that have been published by the Battle Staff.  Each tab will represent one month, starting with OCTOBER.  In the Table of Contents, the Battalion Training Officer will maintain an Operations Order Tracking Log, which tracks the # of orders published, the nature of the OPORD, and the date published.  The Battalion Training Officer will ensure that all OPORDs are distributed to BN Distribution A recipients (40 copies is the BN standard for all orders – peacetime and otherwise.)  

NOTE:  Along with each OPORD, the Battalion Training Officer will maintain a standard Battalion Resource Checklist for each IDT and major training event and keep it on file in the binder along with resource correspondence and the appropriate monthly OPORD, etc. 

6. Maintain “TY xx – ANNUAL TRAINING (Event and Location), Binder #4” and sub-binders 

as necessary, (MARKS 350-1a General Training Files) in separate binders for the Current Training Year.  Training Binder tabs may be slightly modified based on AT event and location, but will generally follow the following SOP:

Tab A – AT Schedule of Events

Tab B – Battalion Operations Order

Tab C – Company A A.T. Training Schedule

Tab D – Company B A.T. Training Schedule

Tab E – Company C A.T. Training Schedule

Tab F – HHC A.T. Training Schedule

Tab G – Current Battle Rosters and Personnel Rosters

Tab H – Resource Management

Tab I – Annual Training - Training Assessment Models (TAMs)

Tab J – Staff Planning / IPRs

Tab K – Additional Personnel / Support Requests

Tab L – eMail and General Correspondence

Tab M – Historical Data

Tab N – Logistical Support / Classes of Supply Coordination

Tab O – Maintenance Support / Requests

Tab P – Aviation Support / Requests

Tab Q – TCE and/or Evaluator Support / Requests

Tab R – Security Requirements and Force Protection Measures (including Risk Management)

Tab S – POV Policy, MPRC, Fort Riley, or AT-Site Specific Administrative Policies

Tab T – Share Training Information / Requests

Tab U – After Action Reviews

Tab V – Additional Friendly Forces / Supporting Unit Information

7.  Maintain a “INDIVIDUAL TRAINING & QUALIFICATION BINDER, Binder #5” for the current Training Year (MARKS # 350-1a Training Inspection Files).  Use the following tabs for Binder #2:

Tab A – Current TY Common Task Testing (CTT) Subject List

Tab B – CTT Training Roster for entire unit; current Training Year

Tab C – Leader Development Plan and Training Program Information

Tab D – BN-Level Officer Professional Development (OPD) Training Summary and Attendance Rosters (Current Training Year)

Tab E – BN-Level Non-Commissioned Officer Professional Development (NCOPD) Training Summary and Attendance Rosters (Current Training Year)

Tab F – Chapter 9, AR 350-41

Tab G – FM 21-20

Tab H – Current Battalion-level APFT Roster – including all assigned and attached soldiers (Roster will include each soldiers Name, Rank, Test Date, Pass/Fail, Profile Y/N, Profile Start, Profile End – if TEMP)

Tab I – Chapter 10, AR 350-41

Tab J – DA PAM 350-38 (STRAC)

Tab K – DA Form 5514-M (Ammunition Forecast) or Annual Automated Training Ammunition Management System (ATAMS) printout for Current Training Year

Tab L - DA Form 5514-M (Ammunition Forecast) or Annual Automated Training Ammunition Management System (ATAMS) printout for NEXT Training Year

Tab M – Ammunition Account Management Status 

Tab N – Ammunition Management Correspondence and Current Ammo Safety of Use Messages (SOUM)

Tab O – Battalion-level Individual Weapons Qualification Roster – Automated or Manual (Must include Name, Rank, and Qualification by Weapon Type, ex. EX, SS, MM, or Non-Qual).  Roster should include Year-to-date statistics (# soldiers assigned a weapon, # fired, # qualified, and % qualified by assigned weapon type IAW DA PAM 350-38.

Tab P – Battalion-level Crew Served Weapons Qualification Rosters – Automated or Manual (# of crews required, # of crews assigned, # of crews fired, # of crews qualified, and % of crews qualified by weapon type) IAW DA PAM 350-38.

Tab Q – Tank Crew Manning Rosters with UPDATED Qualification Data appropriately completed.

8. Maintain “BATTALION SCHOOLS INFORMATION, Binder #6”, (MARKS 350-1a General 

Training Information) in a separate binder.  Table of Contents and binder tabs are identified as follows:

ANNEX – Battalion Schools Attendance SOP

Tab A – Current 90 Day Out Schools Report for entire BN

Tab B – Current FY School “No Show” Report and supporting DPOT data

Tab C – Schools TRAP / Supporting information

Tab D – General Schools Information

Tab E – Current Battalion DMOSQ Report

Tab F – Current Non-DMOSQ Report

Tab G – Battalion NCOES Status and OMLs

Tab H – Battalion OES Status and OML

Tab I – FTM  Schools Information

Tab J – Tank Commander’s Course (Gowen Field, ID), Infantry Mortar Leader’s Course (Ft. Benning, GA), and Scout Leader’s Course (Ft. Knox, KY) Information and BN Status

Tab K – Ammunition Handler Course Information and Status

Tab L – Haz-Mat Course Information and Status

Tab M – Unit Radiation Safety Course Information and Status

Tab N – Unit Environmental Compliance Officer (UECO) Course Information and Status

Tab O – Combat Life Saver Course (CLS) Course Information and Status

Tab P – Unit Movement Officer (UMO) Course Information, Training Updates, and Status

Tab Q – KSNG Professional Development Course (PDC) Information

Tab R – Armor Officer Basic Course / Captains Career Course Information

Tab S – Slice Officer Basic Course / Transition Course Information

Tab T – Company Level Pre-Command Course (CLPCC) Course Information and Status

Tab U – Additional Skill Identifiers (ASI) Information and Training Status

Tab V – Information Assurance Security Officer (IASO) Course Information and Status

9. Maintain “BATTALION BUDGET INFORMATION, Binder #7”. (MARKS 37-55b, General 

Budget Information) in a separate binder.  Table of Contents and binder tabs are identified as follows:

Tab A – Explanation of TDC and RMA Codes

Tab B – Current Fiscal Battalion Budget (Proposal)

Tab C – Current FY 69th Troop Command Budget Spreadsheet (Budget Status)

Tab D – Current FY RMA Breakout / Information

Tab E – Current FY Budget Correspondence

Tab F – LAST FY Battalion Budget Proposal

Tab G – LAST FY 69th Troop Command Budget Spreadsheets

Tab H – LAST FY RMA Information

Tab I – LAST FY Budget Correspondence

10. Maintain “BATTALION S3 CONTINUITY BINDER, Binder #8” (MARKS 350-1a General Training Information) as follows:  Two copies of the BN S3 Continuity Binder will be maintained; one by the Battalion Training Officer and the second by the Battalion S3.  This binder is not inspectable during a Command Inspection, but is required to be maintained for continuity of information (i.e., this binder is a “snapshot” of a unit’s readiness).  The following information will be maintained in the binder, in the following tabs:

NOTE:  All information should be the most current (within 7-30 days; 90 days max. on USR related feeder information)

Tab A – Updated BN Circular 350-1

Tab B – Updated BN Yearly Training Calendar

Tab C – Training Schedules (30, 60, 90 Days Out)

Tab D – BN Operations Orders (30, 60, 90 Days Out)

Tab E – Battle Rosters / Unit Manning Rosters

Tab F – Ammo Status & Latest Forecast Worksheet

Tab G – Latest TAM for each Unit

Tab H – Post-Mobilization Training Support Requirements (PTSR)

Tab I – Training & MOB OIP Results

Tab J – Current TY Budget Requests / BN Budget Spreadsheet

Tab K – 69th Troop Command Budget Worksheet

Tab L – 90 Days Out Schools Report

Tab M – BN Non-DMOSQ Report

Tab N – BN Individual Weapons Qualification Status

Tab O – APFT Status (by Unit)

Tab P – BN Points of Contact

Tab Q – Current MTOE

Tab R – Officer Candidate School (OCS) Information

Tab S – Resource Management (Buses, Land, TA, Checklists)

Tab T – BN Master Calendar

Tab U – OER / NCOER Status

Tab V – MCOFT Status

Tab W – Security Clearance Status

Tab X – 40th ID WARTRACE Training Guidance

Tab Y – 69th Troop Command / KS TAG Training Guidance

11.  Maintain “BATTALION BRIEFING / YTB DEVELOPMENT BINDER, Binder #9”(MARKS 

350-1a General Training Information) in a separate training binder as follows:

Tab A – Standard BN Briefings on 3 ½” Computer Disk or CD-R

Tab B – General Correspondence (YTBs, CIB Program, etc.)

Tab C – Standardized BN Briefings (VIP, ESGR, etc.)

Tab D – Command Information Briefing Program SOP

Tab E – Current Battalion CIB Slides

Tab F – Next TY Yearly Training Briefing Guidance

Tab G – Next TY Yearly Training Briefing Slides and CD-R

Tab H – Historical Data and Past Briefings

12. Maintain “UNIT STATUS REPORT / PS ASORTS INFORMATION – UNCLASSIFIED – 

BINDER, Binder #10” (MARKS 350-1a General Training Information) in a separate training binder as follows:

NOTE:  This binder DOES NOT contain any classified information or a copy of the BN USR.

Tab A – AR 220-1, Unit Status Reporting, dated 15 NOV 01

Tab B – PC-ASORTS USR Software User’s Manual

Tab C - USR Turn-in Dates / Calendar

Tab D – USR Calculation Guidance / Calculator Worksheets

Tab E – ARNG / NGB USR Guidance

Tab F – HQ, 40th ID(M) Guidance and Information

Tab G – Special Instructions and USR Correspondence

Tab H – New Version USR Information

13. Maintain “BATTALION TACTICAL SOP’S BINDER, Binder #11” (MARKS 350-1a General 

Training Information) as follows:

Tab A – 1-635 AR Battalion TACSOP 

Tab B – 1-635 AR Battalion LOGSOP

Tab C – 1-635 AR Battalion Main Command Post TACSOP

Tab D – Field Trains TACSOP – TBP

Tab E – 3 ½ “ Disks / CD-R’s of TACSOPs

Tab F – “Building the Perfect TACSOP” and other TACSOP Correspondence / Information

14.  Maintain “BATTALION STANDARD OPERATING PROCEDURES, POLICY LETTERS, & ADMIN. SOP’S, Binder #12” (MARKS 350-1a General Training Information) as follows:

Tab A – KS SOP’s

Tab B – TAG KS Policy Letters

Tab C – 69th Troop Command Policy Letters

Tab D – Battalion Administrative SOP

Tab E – Battalion Training Management SOP Extracts

Tab F – Battalion Command Policy Letters

Tab G – BN Anti-Terrorism SOP

Tab H – BN Physical Security SOP

Tab I – IASO / Computer User SOP

Tab J – Platoon & Section Training Binder SOP

15. Maintain “BATTALION MTOE, EQUIPMENT, & RADIO CONFIGURATION INFORMATION 
BINDER, Binder #13” (MARKS 350-1a General Training Information) as follows:

Tab A – Current BN MTOE with Permanent Order

Tab B – Next BN MTOE

Tab C – SINCGARS Radio Vehicle Roster

Tab D – SINCGARS Fielding Information

Tab E – End-of-Year Budget Equipment Requests

Tab F – Automation Status and Requests

Tab G – MTOE / Fielding Correspondence

16. Maintain “COMMAND INSPECTION (CI) & ORGANIZATIONAL INSPECTION PROGRAM 
(OIP) BINDER, Binder #14” (MARKS 350-1a General Training Information) as follows:

Tab A – Command Inspection Checklist (CI Guide #8 w/ Change 1)

Tab B – HHC Command Inspection Information / Correspondence

Tab C – HHC Training Management OIP Results (Current FY and Past FY)

Tab D – HHC Mobilization Readiness OIP Results (Current FY and Past FY)

Tab E – A Company Command Inspection Information / Correspondence

Tab F – A Company Training Management OIP Results (Current FY and Past FY)

Tab G – A Company Mobilization Readiness OIP Results (Current FY and Past FY)

Tab H – B Company Command Inspection Information / Correspondence

Tab I – B Company Training Management OIP Results (Current FY and Past FY)

Tab J – B Company Mobilization Readiness OIP Results (Current FY and Past FY)

Tab K – C Company Command Inspection Information / Correspondence

Tab L – C Company Training Management OIP Results (Current FY and Past FY)

Tab M – C Company Mobilization Readiness OIP Results (Current FY and Past FY)

Tab N – Current FY OIP Inspection Schedule

Tab O – Current 1-635 AR Company Change of Command Schedule / Programming

17. Maintain “DRIVER’S TRAINING INFORMATION & NIGHT VISION DEVICE TRAINING 
BINDER, Binder #15”; includes BN Driver’s Training SOP, (MARKS 350-1a General Training Information) as follows:

Tab A – 1-635 AR Battalion Driver Training Program, dated 19 OCT 01

Tab B – Drivers Training Briefing with supporting 3 ½” Disk

Tab C – TC 21-305-2, Training Program for Night Vision Goggle Driving Operations

Tab D – Wheeled Vehicle Driver Training Program

Tab E – TSP 171-A-1002, M1/M1A1 Tank Driver Training Support Package, dated 4 OCT 99

Tab F – USAREUR Pamphlet 190-34, Drivers Handbook & Examination Manual for Germany

18. Maintain “BATTALION TRAINING REFERENCE & REGULATIONS BINDER, Binder #16” 

(MARKS 350-1a General Training Information) as follows:

NOTE:  Use additional binders as necessary, labeled as Binder 16a, 16b, etc.

Tab A – KS SOP 350-1, Training

Tab B – AR 11-30, WARTRACE

Tab C – AR 350-1, Army Training

Tab D – AR 350-17, NCO Professional Development

Tab E – AR 350-41, Training in Units

Tab F – AR 385-10, Army Safety Program

Tab G – AR 385-63, Ammunition Safety

Tab H – FORSCOM REG 350-2, Reserve Component Training

Tab I – FORSCOM REG 350-4, Training Relationships

Tab J – FORSCOM REG 350-38, STRAC

Tab K – FORSCOM REG 220-3, RC Training Assessment

Tab L – FORSCOM REG 500-3-3, RCUCH / FORMDEPS

Tab M – FM 7-0, Training the Force

Tab N – NGR 350-1, ARNG Training

Tab O – NGR 351-25, RC Tank Commanders Course

Tab P – TC 25-1, Training Land

Tab Q – TC 25-10, Leaders Guide to Lane Training 

19. Maintain “FORT RILEY TRAINING INFORMATION & REGULATIONS BINDER, Binder 
#17” in a separate training binder as follows:

Tab A – Reserve Component Support Division Handbook and SOP

Tab B – Tank Gunnery: MPRC/GNRY South OIC/RSO Certification, MPRC Gunnery North SOP, & Gunnery South SOP

Tab C – FR REG 385-12, Range Training and Safety

Tab D – Force Protection: Leaders Guide to Force Protection Through Risk Management, Risk Management Toolbox for POV’s, Field Training Exercise Checklist, Tactical Safety and Risk Management

Tab E – ITAM Information, ITAM Digging Requirements

Tab F – Training Support Center, MILES Devices and Training

Tab G – Ammunition Holding Area (AHA) SOP

Tab H – Physical Security: Protection, Control, and Accountability of Keys, Locks, Seals, and Combinations

Tab I – User Guide to the Central Vehicle Wash Facility

Tab J – Power Projection Platform Information Guide

Tab K – Cantonment Area Map of Fort Riley

Point of contact is the undersigned at COML (111)222-1111.

FOR THE COMMANDER:







Commander's First Mi. Last Name






Rank, Branch






Battalion Training Officer
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