AFRC-TWA-FSE-FHL      

January 2004

Subject:  Forward Support Element, 7th Bde, 104th Division (IT) SOP



STANDING OPERATING PROCEDURES (SOP)

FORWARD SUPPORT ELEMENT, 7th BDE, 104th DIV (IT), Fort Hunter Liggett, California

I.   Purpose:


The purpose of this SOP is to provide administrative, logistical, and operational guidance, and establish policies and procedures for the Forward Support Element, 104th DIV (IT), Fort Hunter Liggett.  While this SOP is to be used as a formal guideline and decision-making tool for issues regarding the operations of the FSE, it should not replace common sense.

II.  References:

· Forward Support Element Physical Security and Crime Prevention

· Fort Hunter Liggett Training Regulation 350-2, March 2001.

· Army Regulation (AR) 10-5, Organization and Functions—Department of the Army

· AR 190-11, Physical Security of Arms, Ammunition, and Explosives. 12 February 1998

· AR 190-13, The Army Physical Security Program.

· AR 385-40, Accident Reporting and Records

· AR 385-64, Ammunition and Explosives Safety Standards

· AR 700-9, Policies of the Army Logistics System

· AR 710-2, Inventory Management Supply Policy Below the Wholesale Level

· AR 735-5, Policies and Procedures for Property Accountability

· AR 750-1, Army Material Maintenance Policies

· Department of the Army Pamphlet (DA PAM) 25-30, Consolidated Index of Army Publications and Blank Forms

· DA PAM 710-2-1, Using Unit Supply System Manual Procedures

· DA PAM 710-2-2, Supply Support Activity Supply System: Manual Procedures,1 Mar 84

III. Applicability:


This SOP applies to all personnel assigned, attached, or OPCON to the Forward Support Element, 7th BDE, 104th Division (IT), Fort Hunter Liggett, California.  Exceptions to policy can only be granted by the OIC of the FSE, and the direct chain of command.

IV. General Information:


This SOP is published to provide a detailed but not all inclusive guide to the daily operations process of the SOP.  This SOP can be changed due to changing mission requirements, or through the carefully examined use of more effective solutions via the OIC.  The changing environment and need for flexibility of the short, intense mission durations that the FSE will be faced with requires individuals with motivation, leadership, focus, self-discipline, and the desire to succeed.  This SOP gives general guidelines, but leaves room for decision making and individual problem solving consistent with Army regulation and professional standards of conduct.  Mission accomplishment and common sense in dealing with any and all situations are more valuable than rigid adherence to SOPs that may not reflect the reality of the situation; however strict codes of conduct and compliance with regulations must always be considered first and foremost. 

This SOP applies to the day to day operations of the FSE.  Policies and Procedures specifically pertaining to the Army Program for Individual Training (ARPRINT) mission immediately follows this SOP. 

V.   Mission:
 
The Forward Support Element (FSE), 1-413th, 7th BDE, 104th DIV (IT) supports the 

104th DIV Military Occupation Skill (MOS) reclassification and mobilization training from 1 OCT 03 – UTC in order to allow the instructors to concentrate on training soldiers.  O/O, the FSE supports rotating TASS Battalions with their ARPRINT DIV(IT)s in their annual training and Military Occupational Skill Qualification (MOSQ) annual training mission.
VI.  Organization


The following organizational chart reflects the structure of the Forward Support Element:
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VII. Duties and Responsibilities


A.  Officer in Charge (OIC): 


(O-4) Responsible for the day to day management, leadership, and operations of the FSE, including but not limited to:

· De facto commander of the FSE with exception of UCMJ authority; UCMJ authority resides with the Battalion Commander, 1-413th, 7th BDE, 104th DIV (IT).

· Leadership, oversight and direction to all sections and soldiers assigned to the FSE.

· Assistance to Instructional Staff and Support Members as needed.

· Develop and Distribute Policies and Procedures.

· Make final decision regarding FSE staff selection and application process.

· Update FSE organizational chart and rating scheme.

· Review and approve FSE training schedules and duty assignments.

· Assign FSE duties and responsibilities.

· Assign additional duties including but not limited to: staff duty roster, duty driver, key control, mailroom, physical security.

· Counsel and discipline FSE Staff as necessary.

· Provide 24-hour instructional staff support.

· Act as escort officer for VIPs and other special guests.

· Oversee and monitor FSE vehicle management, accountability, and reporting.

· Oversee student, FSE staff, and instructional staff transportation needs to/from airport

· Approve/deny FSE passes and requests for leave.

· Ensure all hand receipts are properly maintained and cleared.

· Coordinates disciplinary actions with soldiers assigned command.

· Primary hand receipt holder for all installation property.

· Organize and facilitate bi-annual IPRs.

· Attend annual Institutional Training Support Workshop (ITSW).

· Liaison with 104th Division Forward (DIV FWD).

· Ensure smooth facilitation of any training issues or needs.
· Communicates TASS BN concerns to Div Fwd and chain of command.

B.  Executive Officer (XO):

(O-3) In absence of OIC, is acting OIC of the FSE.

· Maintain and update FSE Standing Operating Procedures.

· Maintain and update FSE Battle Hand off Book.

· Oversees the operation of the S3 Section.

· Assists in planning and coordinating all training support

· Responsible for ensuring timely After Action Reviews (AARs) are executed, collected, and maintained.

· Coordinates staff actions

· Coordinates short and long term training support from resident Instruction Brigades and TASS Battalions.

· Main POC for all TASS Battalion issues and concerns

· Dual hatted as Operations Officer

C.  Non-Commissioned Officer in Charge (NCOIC):

(E-8) The NCOIC is the senior enlisted advisor to the OIC.

· Responsible for day to day health and welfare of all soldiers within his/her span of responsibility including but not limited to all enlisted soldiers of the FSE.

· Establishes appropriate duty rosters (Staff Duty, cleaning, and other work details) as needed.

· Conducts daily accountability of all soldiers.

· Resolves enlisted/NCO work conflicts and ensures all soldiers within his/her span of responsibility are properly employed in a manner consistent with their rank and assigned duties.

· Collaborates with OIC to establish and maintain viable working relationships with mission and installation representatives.

· Counsels or delegates counseling of soldiers as appropriate.

· Develops and changes NCO rating scheme as necessary.

· Tracks leave and pass policy.

· Billeting Coordinator for all FSE Staff and AT Support Personnel.

D.  S1/ Personnel Section:  


The S1 section will consist of 4 soldiers; one S1 NCOIC (E-7/E-8), one Personnel NCO (E-5/6), two 2 PAC Clerks (E-1/4).  The responsibilities of the S1 Section include but are not limited to:

· Acting NCOIC as required.

· Manage any and all personnel actions for FSE personnel.

· Conduct in and out processing for all FSE personnel; maintain a copy of orders.

· Process all regular and emergency leave for FSE personnel.

· Maintain leave log and ensure OIC is kept up to date on all leave matters

· Coordinate requests for orders (RFOs) as appropriate.

· Coordinate with transition points for issuance of DD-214 documentation all touring soldiers.

· Verify orders for pay to units.

· Process NCOERs.

· Process awards.

· Deconflict all pay problems; ensure soldiers are receiving correct and timely pay.

· Ensure all soldiers have Dog Tags and ID Cards; facilitate replacements with FHL resources.

· Assist soldiers in the preparation of Promotion, AGR, ADSW, or any other career progression packets.

1.  S1 NCOIC


(E-7/E-8)  The S1 NCOIC has overall supervisory responsibilities for the day to day operations of the Personnel Section. The responsibilities of the S1 NCOIC include but are not limited to:

· Maintain all administrative files

· Process soldier packets and complete inprocessing

· Review and deconflict monthly pay documentation/ issues.

· Act as FSE POC for incoming phone calls

· Serve as de facto adjutant for the OIC

· Responsible for all administrative actions, correspondence, and records

· Prepare daily OIC briefings and status reports.

· Serve as acting FSE NCOIC as needed.

· Ensures TASS Battalion key personnel are listed on POC list; staff duty roster

2.  Personnel NCO

E-5/6)  The Personnel NCO is responsible for the day to day administration of the personnel section.   Additional responsibilities of the Personnel NCO include but are not limited to:

· Prepare daily strength report
· Prepare and maintain personnel files
· Maintain soldier database and alpha roster
· Pickup, maintain, and distribute FSE mail.
· Prepare all FSE correspondence.
· Maintain Least Call Routing (LCR) card phone records and logs.
3.  PAC Clerk (x2)


(E-1/4)  The PAC Clerk’s responsibilities include, but are not limited too:

· Field all phone calls and all walk in traffic.

· Maintain and file all personnel files and records.

· Maintain Pass and Leave records

· Assist the NCOIC and Personnel NCO as needed.

E.  S3/ Operations Section

The S3/ Operations Section will consist of 5 soldiers, one NCOIC (E-7), one Information Systems Specialist (E-5/6), a Publications NCO (E-5/6), an ATRRS Operator (E-5/6), and an Operations Clerk (E-1/4).  The responsibilities of the S3 section include but are not limited to:

· Coordinate training requirements between the installation and 104th units as required.  

· Coordinate facilities, training aid requirements as required.

· Ensure resident Instruction Brigades are equipped with required publications.

· Coordinate long range planning and short range training

· Ensure Training Support Requests (TSRs) are completed by training units and forward to FHL’s Directorate Support Services (“One Stop”).

· De-conflict training issues for TASS Battalions and resident training battalions.

· Manage Classroom training, weapons availability, vehicle availability (via S4), training area, latrines, and any other equipment needs.

· Manage, maintain, and publish FSE training schedules, including coordination matrix.

· Act as facilitator between FHL and training units.

· Inspect unit training for compliance and future reference.

· Maintain and manage Publication Library

· Maintain physical security of classrooms and manage allocation.

1.  S3 NCOIC:

(E-7)  The S3 NCOIC has overall supervisory responsibilities for the day to day operations of the Operations Section. The responsibilities of the S3 NCOIC include but are not limited to:

· Schedules CTT, NCODP, and APFT Training and tests.

· Coordinate facilities and training aid requirements.

· Coordinate and track training requirements between installation and training units.

· Ensure resident instruction brigades are equipped with required publications.

· Perform accountability for S3 personnel and equipment.

· Develop work plan for S3 based on OIC guidance.

· Prepare and post FSE Training Schedule.

· Prepare daily OIC briefings and status reports.

· Receives, analyzes, and distributes TSRs.

· Co-facilitator for any and all ARPRINT concerns.

2.  Information Systems Specialist/ Communications NCO

(E-5/6)  The Information Systems Specialist configures information into required operating configurations for all FSE IT assets. The responsibilities of the Information Systems Specialist include but are not limited to:

· Performs system administrator duties and unit level maintenance on assigned computer systems.

· Compiles production quality control information.

· Assists FSE personnel in the installation, operation, and maintenance of IT equipment.

· Writes, analyzes, edits, tests, and programs computer software as necessary.

· Drafts program operation manuals and required documents.

· Troubleshoots software and hardware problems.

· Monitors LAN operation and ensures access and control of access to 104th Division Web.

· Interfaces with FHL DOIM for any local hardware/ software issues

· Interfaces with 104th Div IT for any 104th specific IT issues including establishing and maintaining user accounts.

· Develops and administers onsite training and certification programs for all IT programs.

· Ensures the efficacy of all telecommunications and telecommunication accounts.

· Maintains units phone records.

· Ensures all unit IT equipment is protected with the latest Virus Protection system.

3.  Publications NCO/ Classroom Coordinator

(E-5/6)  The Publications NCO is responsible for maintaining and managing the extensive publications library for the training battalions. The responsibilities of the Publications NCO include but are not limited to:

· Process requests for publications from all subordinate and supported unit of the FSE.

· Order all publications online from United States Army Publication Agency.

· Track status of all orders submitted, received, and returned.

· Maintain current applicable regulations and copies of orders.

4.  ATRRS Operator

(E5-6)  The ATTRS Operator manages the Army Training Requirements and Resources System Analysis Program. The responsibilities of the ATRRS Operator include but are not limited to:

· Provides soldiers with schools and ATRRS information.

· Manages NCOES training.

· Ensures that all students and FHL courses are properly submitted and maintained in the ATRRS system.

· Reporting and forecasting of resident training and TASS battalion training requirements.

· Manages, maintains ARPRINT AKO Collaborative site.  Provides training on use to FSE personnel and ensure training units have access.

5.  Operations Clerk

(E-1/4)  The Operations Clerk performs all administrative duties and processes personnel actions in support of the FSE Operations Section. The responsibilities of the Operations Clerk include but are not limited to:

· Maintains all S3 records including input of training schedules, coordination matrices, and training issues.

· Maintains TASS POC logs and ensures communication to the NCOIC of all upcoming requirements.

D.  S4/ Logistics Section  

The S4 section will consist of 5 soldiers; one S4 NCOIC (E-7/E-8), one Supply NCO (E-5/6), supervising two 2  Supply Clerks (E-1/4) and one unit Armorer (E-5/6).  The responsibilities of the S4 Section include but are not limited to:

· Account for all, manage, and issue all property and equipment IAW AR 710-2, DA Pam 710-2-2, AR 735-5.

· Procure and issue office supplies for all supported customer units.

· Manage credit card account, Smart Card accounts.

· Manage communications equipment and FSE communication ability including but not limited to telephone, radio, computers, and IT support.

· Responsible for making sure all personnel are recruited, assigned, and supervised.

· Responsible for ensuring the equipment needed by battalions is correctly received, processed, stored, issued, and returned.

· Responsible for the training of all personnel assigned, attached, or working through the logistics sections.

· Responsible for the successful accomplishment of the Logistics Section missions.

· Responsible for the implementation of logistics oriented SOPs.

· Make assignments of logistics resources daily.

· Review and report all logistics resources daily.

· Coordinate responsible officer inventories.

· Conduct 10% monthly inventory.

1.  S4 NCOIC:


(E-7)  The S4 NCOIC has overall supervisory responsibilities for the day to day operations of the S4/ Logistics Section.  The responsibilities of the S4 include but are not limited to:

· Coordinates directly with training unit POCs to forecast logistics requirements.

· Gather, process, and post logistical information on command and internal boards.

· Supervise the daily assignment of taskings to logistics personnel.

· Lead briefer, liaison and representative at planning conferences and other mandatory meetings with Course Managers, Logistical FHL Directorates, DCLOG, McCoy Transportation.

· Lead contact for logistics concerns for the command.

· Ensures personnel out-processing have cleared all hand receipts.

· Initiate, control, and terminate access to arms rooms.

· Maintain accountability for all organic and received property using accountability documentation during receipt, issue, recovery, and return.

· Ensure supply requests are processed in timely manner.

· Maintain Master Hand Receipt Register; ensure accountability is maintained.

· Responsible for the proper receipt, issue, recovery, and reshipment of all property.

· Issue all FSE real and station property on control documents.

2.  Supply NCO:

(E-5/6)  The Supply NCO is responsible for accounting for, maintaining, and issuing all FSE supplies.  The Supply NCOs duties include but are not limited to:

· Ensure that equipment needed by training battalions is correctly received, processed, stored, and returned.

· Conduct accountability and serviceability inspections and surveys for all assigned equipment.

· Serve as Assistant/ Acting S4 when required.

· Maintain source documents for al requested materials for command and training units.

· Maintain inventory stockage levels.

· Ensure supply requests are processed in timely manner.

· Maintain customer service hours (see Policies and Procedures).

· Sign for all equipment stored in supply room.


a.  Supply Clerk (x2)

(E-1/4)  The supply clerk is responsible for assisting the Supply NCO in any and all supply issues.  Other responsibilities of the Supply Clerk, include, but are not limited to:

· Manning the supply room to ensure access for customer units.

· Assist in inventory control.

· Taking requests from FSE personnel and customer units and filling those orders.

3.  Armorer


(E5-6)  The unit armorer is responsible for preparing, issuing, maintaining, and receiving all sensitive and controlled items to the FSE and training battalions as needed.  The armorer’s responsibilities include but are not limited to:

· Ensures the physical security of any and all controlled items.

· Maintains all controlled items records.

· Assists the Supply NCO with supply operations as needed.

· Controls access to sensitive and controlled items.

· Maintain source documents for all sensitive and controlled items for command and training units.

· Maintain stockage levels for cleaning supplies for all weapons.

· Post required documentation to ensure compliance IAW all Army regulations and local SOPs.

· Process all hand receipted materials for return to owning units.

· Maintain weapon deadline report.

E.  Transportation Section

The Transportation Section will consist of 8 soldiers; one Transportation NCOIC (E-7), one Senior Driver  (E-5/6), supervising 4 Drivers (E-1/4), one Senior Mechanic (E-5/6) supervising one Mechanic (E-1/4).  The responsibilities of the Transportation Section include but are not limited to:

· Maintenance, accountability, and dispatching of all FSE transportation assets.

· Transporting 104th DIV personnel, including students, to and from the airport.

1.  Transportation NCOIC


(E-7)  The Transportation NCOIC has overall supervisory responsibilities for the day to day operations of the Transportation Section.  The Transportation’s responsibilities include but are not limited to:

· Ensures all rolling stock and associated equipment is maintained, dispatched, received, and stored IAW Army regulations and local SOPs.

· Establish a system for dispatching, issuing, and receiving items in a timely manner.

· Coordinates transportation schedules with the S4 and supported training battalions.

· Function as the primary licensing agent for 104th assets at FHL.

· Maintains maintenance documents for all rolling stock and associated equipment.
· Directly coordinate any and all vehicle/ maintenance issues with ECS-170, 63rd RSC.
2.  Senior Driver

(E-5/6)  The Senior Driver is responsible for the rolling stock and associated equipment and all Drivers under direct supervision.  Other responsibilities of the Senior Driver include but are not limited to:

· Ensure that all FSE vehicles are received, dispatched, stored, and returned IAW Army regulations and local SOPs.

· Daily coordination with Transportation NCO for any and all missions.

· Maintain communication with the USO at San Jose Airport.

· Maintain vehicle deadline report updated daily.

· Liaison with Enterprise Rental Car

a.  Driver (x4)

(E1-4)  The Driver is responsible for maintaining all associated rolling stock and assigned equipment.  Other responsibilities of the Driver include, but are not limited too:

· Assist with the close out of maintenance record for all rolling stock.

· PMCS of equipment and scheduling of all 20 level and above maintenance with the Senior Mechanic.

· Primary driver for all personnel pickups at airport, student training transportation and any and all assigned driving missions.

3.  Senior Mechanic

(E-5/6)  The Senior Mechanic supervises the Mechanic and is responsible for ensuring the maintenance and receipt of all rolling stock. Other responsibilities of the Senior Mechanic include, but are not limited to:

· 10 and 20 level maintenance of all rolling stock.

· Maintaining stockage levels of basic maintenance equipment including tools and POL.

· Reporting the status of all vehicles to the Transportation NCOIC on a daily basis.

· Ensuring that all drivers perform 10 level maintenance and are properly trained.

· Scheduling higher level maintenance or turn in of rolling stock.

· Liaison with Equipment Concentration Site (ECS) 170, 63rd RSC for all maintenance issues.

a.  Mechanic

(E-1/4)  The Mechanic is responsible for maintaining all vehicles to 10/20 standards. Other responsibilities of the Mechanic include, but are not limited to:

· Ensuring that all parts are ordered and all paperwork is properly documented, stored, and managed.

· Performing 10/20 level maintenance on all rolling stock.

F.  Medical Section

The Medical Section will consist of 5 soldiers; one Senior Medic (E-7/8), and 4 Medics.  The responsibilities of the Medical Section include but are not limited to:

· Medical support and coverage for all ranges, FTXs, and other student training activities per request and availability.

· Limited Medical Screening and Sick Call procedures for FHL personnel at the Troop Medical Clinic (TMC)

· Coordination of Physicals, Optometry, Dermatology, HIV draw, DNA samples, Vaccinations, and Dental appointments, and higher level medical appointments to outside facilities.

· Complete Line of Duty paperwork.

· Assist S1 in ensuring Tricare enrollment for all FSE personnel.

· Conduct Pharmacy, Medical Supply, and Emergency Room runs as necessary.

1.  Senior Medic:


(E-7/8)  The Senior Medic has overall supervisory responsibilities for the day to day operations of the Medical Section.  In addition, the Senior Medic’s responsibilities include but are not limited to:

· Operating sick call and medical screening at the TMC.

· Advising the OIC/NCOIC on all medical issues.

· Ensuring that responsible soldiers/units correctly fill out Lines of Duty (DA Form 2173) and completing the follow up paperwork.

· Taking requests for medical appointments and ensuring the appointments are made in a timely manner.

· Ensuring that requests for field medical coverage are met according to personnel availability and risk assessment.

· Assisting S1 in ensuring FSE soldiers in sign up for Tricare.

· Acting as a liaison to the Presidio of Monterey, higher medical untis, and other local health care providers.

2.  Medic (x4)


(E-1/5)  The Medic will assist the Senior Medic in all medical matters.   In addition, the Medic’s responsibilities include but are not limited to:

· Provide field medical coverage to ranges, FTXs, and other training events based on Senior Medic’s guidance.

· Provide routine medical screening coverage as necessary.

· Process needed paperwork and assist as necessary.

VIII. Policies and Procedures


The following section outline specific policies and procedures for the Forward Support Element’s daily and mission support procedures.  It should be emphasized that these policies and procedures are a basic guideline for accomplishing various missions and tasks, and serve to deconflict as many issues as possible.  However, these guidelines should never replace common sense when addressing any problem.  Additionally, these guidelines cover most of the day to day and mobilization mission support operations.  Issues specific to the ARPRINT mission can be found in the section following this SOP.

A.  General 


1.  Discipline/ UCMJ



The Forward Support Element OIC/NCOIC will handle all local disciplinary actions and make recommendations to the command authority on all non-judicial and UCMJ actions involving FSE soldiers. UCMJ authority resides with the Battalion Commander, 1-413th, 7th BDE, 104th DIV (IT).  The OIC does have the right and ability to make decisions regarding the disposition of tour lengths for FSE soldiers based on performance, attitude, and any and all referred discipline issues.

2.  Staff Duty


The FSE NCOIC will maintain and determine the FSE Staff Duty Roster which will consist of  a Staff Duty NCO and a Staff Duty Driver.  The duty cycle runs from the end of the duty day (1630) until the beginning of next duty day (0730) during the week and runs from 0730-0730 the following day on weekends and holidays.


a.  Staff Duty NCO.  Responsible for coordinating all FSE activities and ensuring the proper receipt and disposition of all emergency and operational procedures and needs.  The Staff Duty NCO must be available by telephone and present on the ground at FHL until the end of the duty.  The Staff Duty NCO is the de facto and functional OIC of the FSE during the absence of the OIC, and must conduct him/herself accordingly.


The Staff Duty is allowed a 30 min window for chow runs.  Personnel attempting to contact the SDNCO should leave a message if not immediately available and expect a response within 30 mins.  See chart following SOP for number for Staff Duty.


b.  Staff Duty Driver.  Responsible for providing emergency and as needs transportation during the duty cycle.  The driver must be immediately available via land line or cell phone at all times during duty cycle.  In addition, the Staff Duty Driver must maintain and ensure the use of a Staff Duty vehicle for use during the duty cycle.

 
In addition to the formal staff duty requirement, one of the 3 Headquarters personnel (OIC, XO, NCOIC) should be physically present at FHL at all times or at a minimum, available via cell phone and able to respond quickly to any emergency situation.

3.  Physical Security/ Key Control.  The responsibility for key control resides with the S3 NCOIC.  Keys will be issued based on need.  For a complete SOP, refer to Forward Support Element Physical Security and Crime Prevention located in the S3 shop.

4.  Unit Mail.   Mail pickup and drop off can be done locally at the S1 shop.  The Personnel NCO will also be the Unit Mail NCO.  Outgoing mail will be taken once a day, M-F, to the Post Office, Bldg 79 (Ph # 385-3812) at 1400 hours.  Personal mail must have postage applied.  Mail pickup will be at 1410 everyday M-F.  FSE Mail call will be at 1530 M-F.  



Soldiers can rent a box locally at the FHL Post Office, or have their mail sent to the following address:



Soldier Name



FSE 104th DIV (IT)



Ft. Hunter Liggett, Bldg 299



PO Box 378



Jolon, CA  93928


5.  Safety


6.  Physical Training (PT)



FSE personnel will participate in organized PT 3 times a week, and is run by the NCOIC.  Currently, the PT program meets M-W-F at 0600.  Check the FHL POC list to schedule gym time, etc.


7.  Accident Reporting Procedures



a.  Reporting.  In the event of a vehicular accident, regardless of the extent of personal injury or damage, the OIC or most senior member of the FSE will immediately report the incident to installation authorities (Law Enforcement Agency) Battalion commander, and G3.



b.  Procedures.  The OIC or senior member of the FSE will gather information for assistance in completing DA Form 285, US Army Accident Report IAW AR 385-40.  The completed DA Form 285 will be sent to G3 NLT 2 Weeks or 10 duty days after the incident has occurred.  If alcohol or drug use is suspected, the OIC will order a drug test be immediately performed.


8.  Emergency/ Red Cross Messages



Emergency messages to soldiers directly under the administrative control of the FSE, or under the administrative control of one of the training battalions will be given to the soldiers direct supervisor and/or instructor.  The Staff Duty NCO is responsible for receiving Red Cross messages after duty hours and ensuring the soldier receives the message.



In case of the death of a close family member, the OIC will be contacted and will directly notify the service member.


9.  Credit Cards



All credit cards, IMPACT cards, and fuel cards are controlled and managed by the FSE S4.  Personnel receiving a card must complete training and must be approved through the 7th Bde, 104th Div (IT).  Coordinate directly with the S4.


10.  Laundry Services



The Transportation Section provides a laundry run for BDU cleaning and pressing to Plaza Cleaners, 163 Niblick Rd, Paso Robles, (831-239-7879) on M-W-F.  Turn in uniforms with $5 per set to the Transportation Section prior to 1200.


11.  OIC Leader’s Book



A Leader’s Book is maintained in the OIC’s office that must be updated daily.  The book contains the following sections:

· Attendance Roster

· Equipment Status

· Transportation Schedule

· Driver’s Schedule

· SDNCO Schedule

· Training Schedule

· Phone Rosters

· ATTRS


Each section leader is responsible for familiarizing themselves with the book’s contents and ensuring timely and accurate information is added to the book on a daily basis.

B.  Supply and Logistics


1.  Supply Ordering and Requesting



The FSE Supply provides a wide variety of expendable and durable supplies, however this supply is limited due to storage space, personnel, and mission requirements.



a.  Ordering Supplies




Supply requests must be filled out and turned in to the FSE Supply Operations (Bldg 208, x 2523) NLT 5 days prior to need.  Forms are obtained at the Supply Operations.  The hours of operation are:




Mon-Sat

0830-1130

1330-1430




Sun


0830-1130 


2.  Class III, Petroleum, Oil, and Lubricants (POL)—Fuel Support 



a.  Fuel Keys/  Credit Cards.  Both Tactical and non-Tactical vehicles will be dispatched with a fuel key attached to the key chain.  This key is used at the POL Site pump.  Accountability for fuel/oil will be on each vehicle’s trip ticket.



The FSE uses 3 types of vehicles, The rental and TMP vans use unleaded fuel only.  The Transportation NCO will issues fuel keys and cards for each vehicle.  Tactical vehicles use diesel only, and will be issued with a fuel key.



Training units will identify need for vehicle/POL support on the TSR.  Training units will account for vehicle usage/POL.


For long distance drives, a Voyager Fuel Card will be issued to the driver. For specific procedures, coordinate with the S4/ Transportation NCOIC.  



After use of a vehicle, vehicle must be secured, parked in the FSE parking lot, and left with no less than ¾ tank of gas!



b.  Location.  The POL Site is located at Bldg 311, located on Mission Drive directly east of the garrison. 
Access is 24 hours a day.  No fuel is authorized at the AAFES location.

3.  Class IV, Barrier Materials Support



All support for Class IV will be requested through the supply channel directly with FHL Depart of Public Works (DPW).  See Contact list in Tab J for appropriate POC.


4.  Class V, Ammunitions and Explosives



All requests for ammo will be in accordance with 104th Division regulations and guidelines and Ft. Hunter Liggett Range Control Regulation. (reference Ft. Hunter Liggett Training Regulation 350-2).


All ammunition will be drawn from the Ammunition Supply Point, not the FSE.  Ammunition for 9mm, M-16, and SAWs can be stored in the FSE Arms Room and can be issued to a responsible party prior to the range, provided the individual has attended the requisite Ammo Handlers course, the DA Form 581 has been correctly filled out. Weapons guards and Ammo Guards are the responsibility of the training unit, NOT the FSE.  The Ammo Handlers Course can be scheduled ahead of time for any responsible unit member by calling the Digital Learning Center in Building 291 at 831-386-3957.

All other ammunition types (pyrotechnics, MK-19, FTX ammo) will be issued from the Ammo Supply Point (ASP) (See POC contact lists).  Units are responsible for directly coordinating with the ASP for pickup.  Units also need to provide a separate 581 for each type needed and establish an AHA.  The FSE Can NOT store any ammo other than 9mm and 5.56.



For units using MK-19 ammo, not all types of ammo can be used at Fort Hunter Liggett ranges.  Explosive type ammo can only be used at Camp Roberts and Camp San Luis Obispo. 



Units must also remember that when drawing Rolling Stock, they must have at least one vehicle that is dedicated to ammo and weapons transport such as a covered 5 Ton.

5.  Class VII, Major End Items



All Class VII Major End Items must be requested per Training Support Request and are coordinated directly with ECS-170, 63rd RSC,Bldg 259, 831-386-2213.

6.  Class IX, Repair Parts—Maintenance Program



The FSE S4 NCOIC is responsible for coordinating all equipment maintenance.  Procedures for the following types of items will be:



a. Sensitive/ Controlled Items.  FHL does not provide on site repair.  For any and all maintenance above 10 level, the unit armorer will do the necessary documentation to turn in equipment to owning unit.



b.  Communications Equipment.  The S4 will document deficiency on DA Form 2404 and ensure item is turned into the FHL Department of Logistics (DOL) radio shop.



c.  Information Technology (IT).  Equipment (any and all computer related items).  The S4 will check equipment and turn in equipment to FHL Department of Information Management (DOIM) for necessary repairs and or replacement.



d.  Rolling Stock.  The Transportation NCOIC, along with the Senior Mechanic is responsible to ensure 10 and 20 level maintenance is performed on all rolling stock IAW 104th Regulation and FSE SOP.  They are additionally responsible for coordinating any and all higher level maintenance, and/or turn in and repair.  All maintenance on rolling stock will be coordinated with ECS-170, 63rd RSC.


7. Sensitive and Controlled Items


The storage and control of all sensitive items will be IAW AR 190-11, 190-13, and Ft. Hunter Liggett and 7th Bde, 104th Div (IT), and 104th Div (IT) SOPs.



a.  Arms Room.  The S3 has control over the arms room located in Building 208, and the Unit Armor maintains all responsibility for arms room operations (See Armorer Roles and Responsibilities.)



b.  Use of Weapons.  Training units can sign for weapons contained in unit arms room included 9mm, M-16, and MK-19.  Proper documentation including DA 581 and DA 1637 Delegation of Authority must be present and filled out.  Any responsible soldier signing for weapons MUST have completed the local Ammo Handlers Course and the Range Safety Briefing.

C.  Transportation Scheduling and Support


The FSE Transportation section (see duties and responsibilities) has responsibilities for ensuring transportation for all 104th Div student, cadre, and support personnel transportation to and from training, work related appointments, and to and from POEs including airports, bus terminals, etc.  The Transportation NCOIC will coordinate all requirements and schedule driver support through the FSE Senior Driver.


1.  Scheduling.  The Transportation NCO will coordinate with the S3 and the S1 for all upcoming training and personnel transportation requirements and will work out a weekly schedule with the Senior Driver.  This schedule will outline personnel and rolling stock requirements and will be prepared a minimum of 30 days in advance, Each week’s schedule will be published the week prior to ensure accuracy.  This schedule will be reviewed by the S4 and presented to the FSE leadership in the FSE 0800 morning meetings.


2.  Coordination.  The Transportation NCOIC will track all incoming personnel manifests such as flight plans, train schedules, etc.  This information will come directly via the incoming soldier or through the training battalion course managers. Note:  The San Jose Airport is the transportation terminal of choice and the USO Lounge is the meeting point at the airport.  The USO Lounge number is 408-288-7621.

D.  Billeting Procedures.


Every member of cadre, support person, and student will be provided appropriate billeting based on mission requirements and availability.  The FSE NCOIC manages billeting requirements for FSE long tour personnel and AT Support Personnel.  All soldier’s orders need to be routed through the S1 section so that appropriate reservations with billeting can be made.  The 104th Division maintains a block of billeting at Gibb Hall.  Billeting can be reached at 831-386-2511.


Student billeting is solely the responsibility of the course leadership. 

E.  Operations


The S3/Operations shop has an extensive responsibility and role in the day to day operations of the FSE and in support of training units.  The following information outlines the general procedures for FSE Operations: 


1.  Publications.



The Operations shop staffs a Publications NCO who is responsible for ordering publications, maintaining the MOSQ library, and distributing publications to training units.  Publications include POIs, FMs, Supplementary Documents, etc.



Units requesting publications must do so 90 days in advance of need.  The school Course Manager should compile a complete list of needs for the request.  This can be done directly through the S3 Publications NCO. (See current staffing roster).



For out of date publications or special needs publications, the DAPS at Travis Air Force Base in Fairfield, CA can accommodate most printing missions.  They can be reached at 707-424-3269. 



2.  Training Coordination.  




A formal coordination meeting between the S3/S4 and the training unit’s key personnel will take place twice a week on Mondays and Thursdays, 1300.  This will ensure that training schedules are reviewed, and resources are requested.  Training requirements will be forecast no less than 60 days out and locked in 2 weeks in advance.



3.  Ranges. 




Ranges will be scheduled based on the information on the Training Support Request (TSR) (see paragraph below).  Scheduling is performed and tracked by the FHL One Stop and facilitated by the FSE S3.



4.  ATRRS.




The Army Training Requirements and Resources system.  The ATRRS NCO and ATRRS system in essential in planning operations and support for training units.  The ATRRS NCO will update and report all incoming training requests to the FSE no less than weekly.  The ATRRS systems allows for the forecasting of incoming students and training requirements.



5.  TSRs.  

Training Support Requests.  These all important documents must continually be processed, analyzed, and reported to FSE leadership no less than twice a week.  The TSR contains all information for upcoming training rotations including ranges, weapons, facilities, and publications requests.  Training units submit the TSR and the S3 NCOIC must process the TSR, make a copy for the S4, and distribute the TSR to the One Stop at FHL Garrison Headquarters for scheduling of all ranges and billeting.  TSRs are to be submitted no less than 180 days in advance of training, and any and all changes need to be communicated to the S3 shop ASAP.


6.  Ft. Hunter Liggett Coordination.



The S3 shop is the main point of contact and facilitator between the FSE and Fort Hunter Liggett One Stop.  (831-386-3145/2510).  Any issues surrounding unit training, equipment needs, facilities, etc. need to be deconflicted with the One Stop.  Constant communication with the One Stop is essential to smooth planning and operations of the training units’ success.

F.  Personnel


1.  In-Processing



The FSE S1 will establish and maintain explicit and standardized in-processing procedures.  All FSE Staff and Instructors will in-process the FSE S1.  The in-processing procedures are:

· Report to Bldg 299, S1 Section

· Fill out In-processing Emergency Notification Form

· Provide 1 copy of orders

· Sign In


2.  Out-Processing



The FSE S-1 will establish and maintain explicit and standardized out-processing procedures. All FSE Staff and Instructors will out-process the FSE S1.  The out-processing procedures are:

· Report to Bldg 299, S-1 ONE DAY PRIOR TO DEPARTURE

· Fill out Clearing Form 137-2-R

· Return 137-2-R and receive signed orders.

· For soldiers with duty over 90 days, submit a DD-214 Packet 30 days prior to departure. Make an appointment with the S1 NCOIC.
G.  Medical Procedures


The FSE will provide a Senior Medic and several 91W support medics as a full time medical staff during anytime the FSE is operational.  The Medical Section will use the FHL Troop Medical Clinic (TMC) as the base of operations, and can be used on site as field medics during specific training events.  When possible, a Physician and/or Physician’s Assistant will augment the Medical Staff either as an AT or rotation from the Presidio of Monterey.


1.  Medical Coverage



Field medical coverage will be provided to training battalions based on specific training events.  Coordination for medical coverage must include receipt of a memorandum requesting medical support on the specific dates.  Requests will be met with an evaluation of the risk assessment and the availability of medical personnel.  Requests must be routed through operations to the senior medical advisor.


2.  Medical Screening



a.  Basic Medical Screening Process.  FSE Medical personnel will pull limited sick call screening for routine illnesses and moderate acute injuries.  The Medical Staff currently pulls sick call for FHL personnel including training battalions and organic FSE personnel from 17:30-19:00 M-F.  It should be stressed that emergency cases should be handled by dialing 911 and requesting civilian medical assistance.



b.  Additional Medical Issues.  At the time of the basic medical screening, a DD 689, Individual Sick Call Slip will be filled out.  If the EMS system is activated, a DA Form 2173, Line of Duty will be filled out.  The soldier’s unit is responsible for initiating and filling out the Line of Duty paperwork.


c.  Responsibilities.  It is the soldier’s unit responsibility to ensure the following:  1) That all LODs are initiated and filled out.  2) To report to FSE medical personnel any and all medical cases, injuries, etc. that occur during the course of training or while here at FHL.  3)  That all soldiers receiving emergency treatment or any medical treatment beyond basic screening, including routine appointments, are transported to and from medical facilities.

3.  HIV Draw



HIV draw can be coordinated through the Senior Medic.  All requests must be made well in advance and are at the discretion of the Senior Medical Advisor.

4.  Immunizations


Immunizations ARE NOT done at the TMC, if need arises, the medical personnel will schedule the needed immunizations with a local provider or the Presidio of Monterey (POM).

5.  Dental, Physicals, and other medical appointments.


All dental, physical, and other medical appointments are not provided here at FHL.  However, the Medical Section will set up an appointment at POM or local civilian facility.  Contact the Senior Medical Advisor to request and appointment (see current manning roster for phone number).


6.  Tricare



Upon arrival at FHL, all organic FSE personnel are highly encouraged to sign up for Tricare Remote if not already covered by Tricare due to mobilization etc.  The S1 will assist in ensuring enrollment.

IX.  Current Staffing Rosters


See following attached Page

SUPPLEMENTAL SOP

ARMY PROGRAM FOR INSTITUTIONAL TRAINING (ARPRINT) SOP

FORWARD SUPPORT ELEMENT, 7th Bde, 104th Div (IT), Fort Hunter Liggett, California

I.   Purpose:


The purpose of this Supplemental ARPRINT SOP is to provide administrative, logistical, and operational guidance, and establish policies and procedures for supporting the ARPRINT Mission for the Forward Support Element (FSE), 104th DIV (IT), Fort Hunter Liggett.  In addition, this document includes information for all Total Army School System (TASS) Battalions to ensure successful coordination with the FSE, and Fort Hunter Liggett to assisting in performing an efficient and successful ARPRINT mission.  The information in this supplemental SOP pertains ONLY to the ARPRINT mission.  For the day to day operations of the FSE, or operations during mobilization missions, refer to FSE SOP.

II. Applicability:


This SOP applies to all personnel assigned, attached, or OPCON to the Forward Support Element, 104th Division (IT), Fort Hunter Liggett, California.  The information also applies to any and all units training at FHL during the ARPRINT mission period.

III. General Information:


A.  Definitions and Usage:  
The following terms/ acronyms are essential in understanding the ARPRINT mission and their use is toward the ARPRINT mission is described below:

ARPRINT:  Army Program for Individual Training:  The overall system by which the Army achieves individual schools and skills training including Military Occupational Skills Qualifaction (MOSQ), Non Commissioned Officer Education System (NCOES), and MOS re-classification for Reserve service members.  At the center of the ARPRINT system are the TASS (see below) Battalions which staff command and instructor cadre and are responsible for the training of all service members within the geographic area of the Institutional Training Division.

ATRRS:  Army Training Requirements and Resources System. This is the Department of the Army Management Information System of record for managing student input to training. The on-line system integrates manpower requirements for individual training with the process by which the training base is resourced and training programs are executed. This automation support tool establishes training requirements, determines training programs, manages class schedules, allocates class quotas, makes seat reservations, and records student attendance. It supports numerous Department of the Army processes to include the Structure Manning Decision Review (SMDR). The product of the SMDR is the Army Program for Individual Training (ARPRINT), the mission and resourcing document for the training base.

All training units are responsible for entering their requirements into ATRRS and updating as necessary.


The FSE S3 will pull off ATRRS reports being T -180 days and compile into database.  This report will be updated on a weekly basis until 120 days out where it should be reviewed no less than twice a week.


30 days from the start of the ARPRINT cycles, the S3 will review ATRRS daily and inform the OIC of any changes to training.

ITSW:  Institutional Training Support Workshop.  A meeting of the Division reps, Installation reps, and TASS Battalion reps that makes final decisions regarding training rotations.  Decisions are made based on mission, installation capacity, equipment availability, etc.

TASS:  Total Army School System.  The practical output of this system is several “training battalions” that employ a command, support staff, and instructors teaching various MOSQ and NCOES courses to Army Reserve soldiers.

TSR:  Training and Support Request.  An essential document that should be filled out ideally 180-120 days prior to training.  The TASS Battalion must submit a TSR (see TAB G: TASS Battalion TSRs) outlining all training needs to the FSE S3 shop. (see TAB H: Battalion Coordination).  The FSE S3 Shop will process the incoming TSRs and forward them to the proper location.  If the training takes place at FHL, the S3 shop will forward to the FHL One Stop Shop, where all training requests are submitted, entered and tracked. (See Battalion Coordination List).  Additionally, the S3 will ensure a copy is made and submitted to the FSE S4 for planning logistics forecasting.

Once the TSR is submitted to the FHL One Stop (Directorate of Training and Scheduling) they become the proponent of all direct training information and billeting information.  Units are encouraged to coordinate directly with the FHL one stop for specific questions. (See Contact List)


The TSRs should be submitted approximately 180 days prior to training, and no less than 120 days prior.  Since the resources at FHL are limited, it is in the TASS Bns interest to submit as far ahead of time as possible to ensure the best chance at securing the desired facilities, equipment, and training dates.

Any changes to the TSRs must be communicated directly to the FSE S3 shop. 

156Rs:  The TASS Battalions must submit 156R Equipment Request form to 104th Division G4 approximately 180 days out. (See Coordination List).  The 156R is essential in ensuring the proper equipment will be available once training begins.  Changes in requirements or changes to the 156R must be coordinated through Division G4.

B.  Roles and Responsibilities

The Forward Support Element will assist in facilitating planning and executing training of any and all TASS battalions.  Note: The FSE does not own or control any Fort Hunter Liggett facilities or property.  As this SOP outlines, TASS Battalions are autonomous units that are responsible for the training, resourcing, and conduct of their units while training at FHL.  Timely submission of TSRs, 156Rs, and ATRRS requests do not guarantee every need or requested date will be met.  The ultimate decision lies with USARC, the 104th Division command, and Fort Hunter Liggett Directorates.  An ITSW will be held prior to the ARPRINT cycle to make final decisions regarding training during the ARPRINT cycle.

Some of the main functions of the FSE regarding the ARPRINT mission are:

· Ensuring transportation to and from the San Jose Airport for all incoming and outgoing soldiers.

· Signing out weapons to training units.

· Facilitating coordination with FHL Directorates and Agencies 

IV. Policies and Procedures


The following section outlines specific policies and procedures for the Forward Support Element’s ARPRINT support mission.  It should be emphasized that these policies and procedures are a guideline for accomplishing various missions and tasks in support of the ARPRINT mission.  For a more complete list of policies and procedures refer to the FSE SOP.

A.  AKO Collaborative Site


The AKO Collaborative Site will be managed by the FSE Information Systems Specialist (ISS).  The AKO Collaborative site contains information such as POC lists, this ARPRINT SOP, Phone Rosters, Maps, Training schedules, OPORDs, Coordination Checklists, etc. in order to provide resident personnel and TASS Battalions all the information they need in order to successfully plan and train.  This site can be accessed by the following these directions:


To Subscribe:

· Log onto AKO and click on the KCC tab.

· Double click on Army Communities on the left hand side.  Several choices will show up on the main screen.

· Double click on Army Reserves  
· Double click on Direct Reporting Commands
· Double click on 104th Division (IT) (Vancouver, WA)
· Click on Fort Hunter Liggett.  Request a subscription by clicking on the Subscribe option

Once the subscription has been completed, you can come back and access the files and folders for complete information on the ARPRINT mission.


In addition, the site contains unit specific folders for units to check their information in and communications to the FSE, unit personnel, etc.   Electronic copies of processed TSRs, POC lists, and this SOP for instance are all documents that can be accessed by on this site.  This site will be updated as information is available and the FSE ISP will provide training to FSE personnel and TASS Battalions on its use.

B.  Advance Party Operations


The TASS Battalions should send out their advance party no less than 5 days prior to arrival day.  The advance party should consist of a core group that can do the ground work in order to prepare and coordinate the battalion’s arrival and training.  (CO, CSM, primary staff, key NCOs, etc.)  This advance party makes contact ASAP with the FSE XO, S3 and S4 for a Welcome/ In-Brief/ Coordination meeting (this meeting will be coordinated 30 days prior to arrival.)  The initial In Brief/ Coordination meeting will include:

· Coordinate billeting procedures/ sign for linen.

· Sign for keys

· Medical coverage of training.

· Arrange for IT Support/ temporary passwords if necessary.

· Weapons, Ammo coordination information.

· Special supply needs/ requests.

· Final transportation scheduling for incoming students.

· Coordination with Camp Roberts and Camp San Luis Obispo if necessary.


In addition the advance party needs to train key personnel on local FHL policies and procedures including:

· Ammo Handlers Course—scheduled with the Distance Learning Center (see coordination list).

· Range Safety Briefing—Provided by Range Control, every Friday at 1400. (see coordination list)

Units are reminded that they will need several copies of Delegation of Authority DA 1687, along with Assumption of Command orders from the unit commander.

It is also essential that the advance party reps firm up the arrival and transportation plan of all arriving unit personnel.  This should be done NLT T-4.

C.  Coordination Meetings


Coordination meetings between the TASS Battalions key personnel and the FSE S3/S4 will be held twice weekly,  Mondays and Thursdays at 13:00 to deconflict any training and support issues.

D.  Vehicles


All rolling stock is issued from the ECS-170, 63rd RSC. (See contact list).  The FSE does NOT issue rolling stock.

E.  Supply and Logistics


1.  Supply Ordering and Requesting

All TASS battalions are expected to supply their own expendable items while training at FHL, and all TASS Battalions must have at least one IMPACT Card holder in order to purchase any emergency shortfalls.  The FSE S4 section will assist in coordinating that effort, and can backfill some items in small amounts if given proper notification.


2.  Class III, Petroleum, Oil, and Lubricants (POL)—Fuel Support



All Fuel support is provided at Bldg 311, the POL Site located on Mission Road.  Training units must identify need for vehicles/POL on the TSR.  Coordination for fuel keys, POL must be done through ECS-170. 


3.  Class IV, Barrier Materials Support



All support for Class IV will be requested through the supply channel directly with FHL Depart of Public Works (DPW).  See Contact list in Tab J for appropriate POC.


4.  Class V, Ammunitions and Explosives



All requests for ammo will be in accordance with 104th Division regulations and guidelines and Ft. Hunter Liggett Range Control Regulation.



It is essential that the TSR accurately reflect the number of weapons and amount of ammunition need for the training period.  All ammunition will be drawn from the Ammunition Supply Point, not the FSE.  Ammunition for 9mm, M-16, and SAWs can be stored in the FSE Arms Room and can be issued to a responsible party in the TASS Battalion prior to the range, provided the individual has attended the requisite Ammo Handlers course, the DA Form 581 has been correctly filled out.  TASS Battalions need to contact the FSE S3/S4 for coordination. Weapons guards and Ammo Guards are the responsibility of the training unit, NOT the FSE.  



All other ammunition types (pyrotechnics, MK-19, FTX ammo) will be issued from the Ammo Supply Point (ASP) (See contact list).  Units are responsible for directly coordinating with the ASP for pickup.  Units also need to provide a separate 581 for each type needed and establish an AHA.  The FSE Can NOT store any ammo other than 9mm and 5.56.



For units using MK-19 ammo, not all types of ammo can be used at Fort Hunter Liggett ranges.  Explosive type ammo can only be used at Camp Roberts and Camp San Luis Obispo.  This is essential when filling out the TSR, and must be stated explicitly during the Initial Coordination meeting with the FSE so unit personnel can coordinate directly with those facilities.



Units must also remember that when drawing Rolling Stock, they must have at least one vehicle that is dedicated to ammo and weapons transport such as a covered 5 Ton.

5.  Class VII, Major End Items



See Rolling Stock.


6.  Class IX, Repair Parts—Maintenance Program



a. Sensitive/ Controlled Items.  Any issues with sensitive/ controlled items must be IMMEDIATELY reported to the FSE Armorer.



b.  Information Technology (IT) Need for IT equipment issue or repair should be communicated to the FHL Directorate of Information Management.



d.  Rolling Stock.  Each TASS Battalion is responsible for contacting ECS-170, 63rd RSC, (see contact list) for issue and maintenance of vehicles.  Appropriate 1687’s Delegation of Authority MUST be filled out.  The FSE does NOT issue vehicles.


7. Sensitive and Controlled Items



The FSE maintains and controls all weapons in the FSE arms room.  Units must coordinate directly with the FSE S3/S4 for issuing and turn-in of weapons.  Personnel receiving and controlling weapons must be on DA 1687 and a DA 581 and must have attended the Ammo Handlers Course and Range Safety Briefing prior to issue.


8.  Publications



The FSE S3 maintains an MOSQ Library and can get access to any publications needed.  Units must submit their publication shortfalls directly to the FSE S3 NLT 90 days prior to arrival at FHL.

F.  Transportation Scheduling and Support


The FSE Transportation section has responsibilities for ensuring transportation for all 104th Div students, cadre, and support personnel transportation to and from training and to and from POEs including airports, bus terminals, etc.  The Transportation NCOIC will coordinate all requirements and schedule driver support through the FSE Senior Driver.


1.  Scheduling.  The Transportation NCO will coordinate with the S3 for all upcoming training and personnel transportation requirements and will work out a weekly schedule with the Senior Driver.  This schedule will outline personnel and rolling stock requirements and will be prepared a minimum of 30 days in advance, Each week’s schedule will be published the week prior to ensure accuracy.  This schedule will be reviewed by the S4 and presented to the FSE leadership in the FSE 0800 morning meetings.


2.  Coordination.  The Transportation NCOIC will track all travel itineraries.  This information will come directly via the incoming soldier or through the training battalion course managers.  Note:  the San Jose Airport is the transportation terminal of choice and the USO Lounge is the meeting point at the airport. USO Phone number, 1-408-288-7621.
G.  Billeting Procedures.


Every member of cadre, support person, and student will be provided appropriate billeting based on mission requirements and availability.  Billeting is provided based on numbers requested on TSRs.  The TASS battalion must coordinate directly with billeting. 

H.  Personnel


TASS Battalions need to provide the FSE S1 with a unit POC and Staff Duty Roster with applicable phone numbers prior to arrival of main body.

I.  Medical Procedures


1.  Medical Coverage

Medical personnel will be supplied for specific training events such as ranges, FTXs, etc.  It is essential that TASS Battalions correctly request the number of medical personnel needed for training, and coordinate for medical support at the initial coordination meeting.  Medical resources are extremely limited and must be requested in advance.

2.  Emergency Medical Procedures.

Dial 911.  If accident occurs in the field, contact range control (Radio Call Sign: Hunter 33, Phone Number #3787).

3.  Medical Screening


FSE Medical personnel provide limited medical screening procedures.  Medical Screening takes place at the TMC, Bldg 210 (Ph # 2516).  Screening hours will vary depending on number of troops on the ground and number of medical staff available.  It is essential that units accurately request medical coverage on the TSR.  The Senior Medic will coordinate with the units directly during the In Processing Brief for screening hours, medical coverage, etc.


Remember for medical emergencies, dial 911.

J.  After Action Reviews (AARs)


Essential to the success of any training event is the AAR process.  The FSE will facilitate an AAR during the last coordination meeting (see paragraph  C) that will last no longer than 2 hours.  The AAR will include discussions on all phases of the ARPRINT training cycle for the particular unit training including Pre-planning, Planning, Execution, Support, Training, and Logistics.  Feedback from all sections including leadership, staff, cadre, FSE support personnel, and students is expected.  All interested members are encouraged to attend if possible.  Written AARs are also encouraged from any service member involved in the process.
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