2133d Transportation Company

HUMAN RESOURCE
STANDING OPERATING PROCEDURES
Effective Date:  TBD
NOTE:  For persons using this SOP in the electronic format, it is recommended that you also display your Web toolbar.  This will allow for easier navigation.  To display the Web toolbar, select View, Toolbars, Web (not Web Tools).
Supplementation or modification of this SOP is prohibited without prior approval of the Commander.  This SOP will be reviewed annually by the Commander and within 60 days after assumption of command.
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SECTION 1:  GENERAL 
1.  PURPOSE:  To establish a set of standards and procedures in the area of Human Resources (HR) among the three garrisons.  This SOP is not a block-by-block instruction on every form, however, it does explain in-house procedures that are not specifically outlined by regulations or other publications from higher echelons.  This SOP refers the user to specific references that provide the detailed instructions for forms and manuals for other procedures.
2.  POLICY:  HR procedures and policies will be IAW this SOP and applicable references. 


a.  Full-time personnel will use this SOP and the applicable references as guidance for all HR operations. 


b.  Deviations from existing regulations or this SOP are not authorized unless the Company Commander gives approval. 

3.  SCOPE:  HR operations that are of a concern to personnel and sections of this unit will be contained herein.  This SOP is designed to coincide with the functions performed or supervised by the Bn S1, although these same functions may be performed by unit personnel that fall under the supervision of other battalion staff areas (S2/3, S4, etc.).
SECTION 2:  DUTIES AND RESPONSIBILITY
1.  Company/Detachment Commander:

a.  establish/enforce HR policies that coincide with guidance and policies from higher headquarters


b.  review HR actions that are high visibility items


c.  review pay reports and sign the DA Form 1379 before leaving drill


d.  review and recertify family care plans annually


e.  conduct counseling with Soldiers requesting transfer or discharge


f.  ensure sponsorship training is planned in the Yearly Training Calendar

g.  ensure time is allotted in each training schedule to perform Birth Month Reviews


h.  review all award recommendations before forwarding to higher headquarters


i.  conduct counseling for pregnant Soldiers

j.  maintain a standard for non-judicial punishment

2.  First Sergeant / Detachment Sergeants:


a.  oversee all enlisted personnel actions


b.  conduct counseling with Soldiers requesting transfer or discharge

c.  conduct counseling for pregnant Soldiers

d.  conduct the Army Weight Control Program


e.  conduct the Sponsorship Program

f.  review NCOERs, E4 Efficiency Reports, and NGB Form 4100s (Promotion Point Worksheets)

g.  enforce the Commander’s policies

3.  First Line Leaders:  Enforce the Commander’s policies and be aware of issues your Soldiers are having and take them to the Admin NCO for resolution.

4.  Full-time Personnel Performing HR Duties:  

a.  perform duties IAW this SOP, applicable publications, and guidance from higher headquarters


b.  recommend changes of this SOP to the Commander


c.  train M-day HR Personnel to perform their duties during drill weekend
5.  M-Day HR Personnel:


a.  perform duties IAW with SOP, applicable publications, and guidance from higher headquarters


b.  review ISFs during Birth Month Reviews


c.  assist Soldiers with reviewing their retirement point statements


d.  type longevity award memorandums and junior enlisted advancements when necessary


e.  update address, phone, and e-mail rosters and update the information in UPS


f.  type flags and NCOERs when necessary


g.  initiate LOD packets and extension/bonus packets

SECTION 3:  ORDERLY ROOM OPERATIONS
1.  Appearance:  The orderly room will be neat and organized at all times.  This will be an item of concern during all visits, evaluations, and command inspections.

2.  Safety:  Flammable materials will NOT be stored in the orderly room at any time.  All paints and other flammable materiel will be stored in fireproof containers IAW fire and safety regulations.  The orderly room will be free of tripping hazards.  This includes boxes, cords, cables, etc.

3.  Security:  Information of a sensitive personal nature is maintained in the orderly room.  The orderly room will be secured IAW the IA ARNG Asset Protection Program.  Information Security and Communication Security procedures will be adhered to.

4.  Hours of Operation and Restricted Access:  

a.  The orderly room will be operational during normal duty hours Monday through Friday as prescribed by the senior full-time staff.

b.  During drill, each orderly room will set specific hours of operation and this will be posted outside the orderly room door.  The goal in setting hours of operation is to limit the training distracters during drill.  

c.  Access to the orderly room will also be restricted to Team Leaders (or equivalent positions) and above.  First Line Leaders should be involved in the issues of their Soldiers.  This makes Team Leaders take responsibility for their Soldiers and it cuts down on traffic in the orderly room.  

d.  See the posting format in Appendix A.  The posting should be printed on a color of paper that will stand out and be recognizable.
SECTION 4:  ORGANIZATION
1.  Functional Files:  Full-time Admin NCOs will use a set of functional files to manage day to day operations:
Commander’s Signature File – items for the Company Commander to sign
Det Commander’s Signature File (as needed) – items from the Detachment Commander to sign
Other’s Signature File – items for other personnel to sign
PERMS – items that need to be PERM’d when time is available (low priority items)

Actions In Progress – This is a hanging file folder.  Manila file folders will be used to contain documents and 

notes about a specific action that is still in progress.  The manila file folders will be written on with pencil so the folder may be reused.  When the action is complete, move the documents to the appropriate record file and reuse the manila folder.
2.  HR Electronic Files:  Inside the 2133 Public Folders will be the HR Electronic Files.  These files will closely match the record files listed below.  The electronic files will contain all files related to HR operations and may be used by all full-time staff.  The objective is to keep the HR Electronic Files as clean as possible and not cluttered with unnecessary documents.  At the end of the calendar year, the old files will be moved into the Historical MARKS and a new set of HR Electronic Files will be established.
3.  Record Files:  Each garrison will maintain a set of record files.  The set may be divided so that each file is in the office of the person who performs duties most related to the specific file.  The record files are listed in the order in which they occur within this SOP.  The following is a list of record files, a calendar year (CY) or active designation, a description of their contents and disposition instructions.  Most files have a disposition of 2 years which means that 2006 files will be destroyed at the end of 2008.  Standard file labels can be found in Appendix B.
General Administration – CY


Contents:  release of information, employment verification, miscellaneous correspondence, reply to 


inquiries, etc.


Disposition:  Destroy at the end of the calendar year.

Delegation of Signature Authority – Active

Contents:  original or copies of delegation of signature authority to sign pay documents, etc.


Disposition:  Destroy when superseded.

Miscellaneous Transmittals – CY


Contents:  copies of facsimile, OF 41, e-mails, etc.


Disposition:  Destroy after 2 years.

Command Inspection Program – Active


Contents:  results of CIP inspections.


Disposition:  Destroy after the next CIP.

Contact Information Updates – CY


Contents:  address, phone, and e-mail rosters updated by soldiers.


Disposition:  Destroy rosters when they become older than 5 years.

In-Processing – Active



Contents:  completed in-processing checklists.


Disposition:  Destroy after the next S1 inspection.

Out-Processing – Active


Contents:  completed out-processing checklists.


Disposition:  Destroy after the next S1 CIP inspection.

ISF Review Records – Active


Contents:  ISF review checklists and counseling conducted.


Disposition:  Destroy after the next S1 CIP inspection.

USPFO Transmittal Letters – CY


Contents:  copies of USPFO transmittal letters and attached documents.


Disposition:  Destroy after 2 years.

Promotion Points – CY


Contents:  copies of NGB Form 4100s.


Disposition:  Destroy after 2 years.
E4 Efficiency Reports – CY


Contents:  copies of E4 Efficiency Reports.


Disposition:  Destroy after 2 years.

Reductions – CY


Contents:  copies of requests for reduction.  Attach orders once the action is complete.


Disposition:  Destroy after 2 years.

Award Recommendations/Requests – CY

Contents:  award recommendations (DA 638) and other types of requests.


Disposition:  Maintain until the award has been presented, or has been disapproved.  Destroy after 2 years.
Award Memos/Orders – CY

Contents:  memorandums or orders for longevity awards, and other awards approved at the company level.

Disposition:  Destroy after 2 years.

Pregnancy Counseling – CY


Contents:  copies of pregnancy counseling packets.


Disposition:  Destroy after 2 years.

Line of Duty – CY


Contents:  copies of LOD packets sent forward.


Disposition:  Destroy after 2 years.

Incapacitation Pay – CY


Contents:  copies of incapacitation pay packets sent forward.


Disposition:  Destroy after 2 years.

Annual Medical Certificates – CY


Contents:  copies of completed AMCs.


Disposition:  Destroy after 2 years.

Profiles/MMRB – CY


Contents:  copies of profile and MMRB paperwork sent forward.


Disposition:  Destroy after 2 years.

Non-Judicial Punishment – CY

Contents:  copies of non-judicial punishment imposed.  (Iowa Code Chapter 29b.14)


Disposition:  Destroy after 5 years.

Extension Waivers & Bars to Reenlistment – CY


Contents:  copies of extension waivers and Bars sent forward.


Disposition:  Destroy after 2 years.

QRB & SRB – CY


Contents:  copies of notification to appear before a QRB or SRB, and QRB/SRB results.


Disposition:  Destroy after 2 years.

Conditional Release – CY


Contents:  copies of conditional releases sent forward, approved DA 368, and copies of request for the 



discharge order.


Disposition:  Destroy after 2 years.

TING/RING – CY


Contents:  copies of requests to transfer to the ING and to return from the ING.  Attach orders once the 
action is complete.


Disposition:  Destroy after 2 years.

Intrastate Transfers – CY


Contents:  copies of requests for intrastate transfers.  Attach orders once the action is complete.


Disposition:  Destroy after 2 years.
Interstate Transfers – CY


Contents:  copies of requests for interstate transfers.  Attach orders once the action is complete.


Disposition:  Destroy after 2 years.

Discharges – CY


Contents:  copies of discharge requests.  Attach orders once the action is complete.


Disposition:  Destroy after 2 years.

Survivor Benefit Plan – CY


Contents:  copies of SBPs sent forward.


Disposition:  Destroy after 2 years.

Retirement Requests – CY


Contents:  copies of retirement requests.  Attach orders once the action is complete.

Disposition:  Destroy after 2 years.

Army Substance Abuse Program – CY

Contents:  copies of DAT packets sent forward.


Disposition:  Destroy after 2 years.

Security Clearances – CY

Contents:  copies of requests for security clearance and DCSPER-E (Pers Sec) Transmittals.


Disposition:  Destroy after 2 years.

4.  Binders:  A set of binders will be used at each garrison.  The set may be divided so that each binder is in the office of the person who performs duties most related to the specific binder.  The following is a list of binders, a calendar year (CY) or active designation, a description of their contents and disposition instructions.  Standard binder ends can be found in Appendix C.  The font size and cell size can be adjusted to fit the size of binder used.
HR References – Active


Contents:  Admin NCOs will use this binder to maintain references they find useful for daily operations.

Disposition:  Destroy old references when new ones are published.
Education & Bonus Info – Active


Contents:  the latest SRIP guidance, GI Bill information, NGEAP, Federal Tuition Assistance, Scholarships 


and miscellaneous education information.


Disposition:  Destroy old guidance and information when superseded.

Transmittal Records – CY


Contents:  a Transmittal Record Log (Appendix D), and copies of DA Form 200s that have been sent, and the 


signed receipts.


Disposition:  Destroy copies of DA 200s when the signed one is returned.  Destroy the log and signed DA 


200s after 2 years.

AFCOS Pay Records – CY


Contents:  four section dividers.  They will be labeled:  K TLs, J TLs, MPB Responses, and Split-Train Docs.  

Behind the K TLs divider will be monthly dividers (Jan – Dec).


Disposition:  Original K and J TLs will be forwarded to USPFO at the end of the calendar year.  Copies will 



be maintained in the binder until the end of the next calendar year then destroyed.
AFCOS Orders – Active

Contents:  alphabetical dividers (A-Z), duty/travel orders, and COP/SOAs.


Disposition:  Add orders and COP/SOAs when published, remove them when submitted.

DCSPER Orders – CY


Contents:  alphabetical dividers (A-Z), and copies of personnel orders that are distributed via e-mail or 


through the MILPO program in RCAS.

Disposition:  Destroy after 2 years.

Reading File – Active

Contents:  messages from ALARACT, MILPER, HRC Awards Branch, the Iowa MILPO Bulletin, Finance 


Lance, IG Newsletter, and HRO Newsletter.


Disposition:  Destroy after 2 years.

NCOER – Active

Contents:  a copy of AR 623-3 and DA Pam 623-3, a copy of the latest rating scheme, and copies of the last 


NCOERs for SGT thru SFC/1SG.


Disposition:  Update the regulation and pamphlet as necessary.  Destroy the NCOER after the next one is 


completed.

LOD & INCAP Information – Active

Contents:  AR 600-8-4, other references, and blank LOD packets.

Disposition:  Update the information as necessary.

Policies, SOPs, Additional Duty Appointments – Active

Contents:  copies/originals of unit policy letters, SOPs, and additional duty appointments.  Additional duty 



appointments will be divided between unit duties and armory-specific duties.

Disposition:  Destroy once the policy, SOP or additional duty appointment has been superseded.
AWOL Recovery – Active

Contents:  blank AWOL Recovery Forms, blank AWOL letters, and alphabetical dividers.  Behind the 


dividers 
will be completed AWOL letters.

Disposition:  Destroy completed AWOL letters when the AWOL periods are more than a year old.
Unit Retention – Active


Contents:  a copy of the latest Retention Control Log, additional duty appointments for the Unit Retention 


NCO/ Specialist and the Sponsorship Program, ESGR contact information, IA ARNG Strength 


Maintenance SOP, Sponsorship Log, completed sponsorship checklists, welcome letters and sponsor 


assignment memos, employer letters, completed work plans, and prepared sponsorship packets.

Disposition:  Destroy when documents are superseded or no longer needed for current operations, except for 



sponsorship checklists and letters which will be retained for 1 full year after the end of the 


sponsorship process.
Weight Control Program – Active


Contents:  a copy of AR 600-9, the IA ARNG Weight Control Policy Binder contents, blank forms, semi-



annual weigh-in records, and weight control packets for Soldiers currently on the WCP.

Disposition:  Semi-annual weigh-in rosters will be maintained for 36 months then destroyed.  Body fat 



worksheets for Soldiers who do not exceed standards will be maintained for 1 year then destroyed.  



Individual weight control records will be moved to an inactive section upon removal from the 


program and will be maintained for 36 months, then destroyed.
Family Readiness Group – Active


Contents:  per guidance from higher headquarters and the State Family Readiness Program.


Disposition:  Destroy when documents are superseded or no longer needed for current operations.  
Safety Program – Active


Contents:  per guidance from higher headquarters and applicable regulations.

Disposition:  Destroy when documents are superseded or no longer needed for current operations.
Equal Opportunity – Active


Contents:  per guidance from higher headquarters and the Equal Opportunity Advisor.

Disposition:  Destroy when documents are superseded or no longer needed for current operations.
Diversity – Active


Contents:  per guidance from higher headquarters and the Troop Command Diversity NCO

Disposition:  Destroy when documents are superseded or no longer needed for current operations.
SECTION 5:  OFFICE MANAGEMENT
1.  Transmittal Records:


a.  Transmittal Records (DA Form 200) will be used when sending documents to other armories/offices.

b.  Blocks 1, 2, 3, 5, 8, and 10 (a, b) will be completed at a minimum.  Additional blocks may be used as necessary.


c.  The shipment number will consist of the 2 digit year and the sequence number (ex. 06-54).

d.  Print 2 copies.  One will be signed and sent with the documents.  The second copy will be posted to the Transmittal Record binder.  Highlight the “Return Receipt Requested” on the copy being sent with the documents.

e.  The binder will contain a Transmittal Record Log (Appendix D).  Log the TR when it is sent, then check under “Returned” when the signed original (or faxed or scanned copy with receipt signature) has been returned.  Replace the copy in the binder with the signed original.

f.  DA 200s will be reconciled each month.  Do this by calling the person/office you sent the documents to, and asking if they received them.  If they have, write RECEVIED and the date of your phone conversation on the DA 200, then check it as returned on the TR Log.
2.  Suspense Management:  

a.  Suspense dates will be entered on the 2133 Trans Co (-) Outlook Calendar with appointment reminders sent to the Admin NCOs.


b.  Suspense dates will also be logged on the Suspense Tracker.  The tracker can be found in the 2133 Public Folders > HR Electronic Files.


c.  When each garrison completes the required action, the Admin NCO will enter the date completed under their unit.
SECTION 6:  UNIT ADMINISTRATION

1.  Contact Information:  There are several telephone numbers that do not show up on Alert Roster in UPS so the 2133d Trans Co has developed our own rosters.  The Phone & Email Roster is in 2133 Public Folders > Contact Info Rosters.  The unit Mailing Lists can be found in 2133 Public Folders > HR Electronic Files > Unit Newsletters.  With all 3 garrisons working with the same spreadsheets, transferring information between them is much easier.


a.  Admin NCOs will review and update the Mailing List and the Phone & Email Roster each month before drill by adding or deleting Soldiers.  They may set-up the rosters for review by one of two methods:



(1) placing them on a table on the drill floor


(2) setting up a table at the beginning of the chow line

b.  Soldiers will review their contact information during drill and make changes as necessary.  If no changes need to be made, the Soldier will initial next to his/her name.


c.  Admin NCOs will update the information on the Mailing List and the Phone & Email Roster as well as update the information in UPS.


d.  The rosters in which Soldiers reviewed and made changes will be saved.  At the top of the rosters, write the month and year of the review and put the rosters in the Contact Information Updates file.  These rosters will be kept for 5 years.  Destroy after 5 years.


e.  Each garrison’s Admin NCO will then e-mail both rosters to their garrison leadership.  This includes Team Leaders, Section Leaders, Squad Leaders, Platoon Sergeants, and Platoon Leaders.

2.  Unit Newsletters:

a.  The company has a standard newsletter format.  The format is located in the 2133 Public Folders > HR Electronic Files > Unit Newsletters.


b.  Each garrison will prepare and submit their own newsletter each month on the day following the RMP.


c.  Newsletters are submitted via e-mail to the publications office (pubsia@ia.ngb.army.mil).  Submitted newsletters must also include the mailing list and a DD Form 844.
3.  Policies and SOPs:  

a.  To better manage the unit policy letters and SOPs, they will all be maintained in one central location within each garrison.  Copies may be distributed to the necessary sections, binders, files, and personnel.

b.  Original signed policies and SOPs will be maintained at the company headquarters.  Copies will be distributed to the detachments.  The policy letter format is located in the 2133 Public Folders > HR Electronic Files > Policies & SOPs.  

c.  Policies and SOPs will be kept in a binder and each binder will contain a list of policy letters and SOPs and the date of latest publication.  This Policy & SOP Tracker is located in the 2133 Public Folders > HR Electronic Files.

d.  Signed policies and SOPs will be scanned and saved in the 2133 Public Folders > HR Electronic Files > Policies & SOPs.
4.  Additional Duty Appointments:  

a.  Additional duties are divided between unit duties, and armory-specific duties.  Unit duties are things like Retention NCOs, Logistics Readiness Officer, and Safety Officer/NCO, as an example.  Armory-specific duties are Environmental Compliance, spill response, and physical security.

b.  Unit Additional Duties:  Whenever possible, unit additional duties will be appointed by duty position rather than by name, to alleviate the need for changing appointments so frequently.  Original signed memorandums will be maintained at the company headquarters.  Copies will be distributed to the separate detachments, to the individuals appointed the duty, and other applicable binders, files, and bulletin boards as necessary. 

c.  Armory-specific Duties:  Original signed memorandums will be maintained at the specific armory.  Copies will be distributed to the individuals appointed the duty and other applicable binders, files, and bulletin boards as necessary.


d.  Each garrison will maintain additional duty appointments a central location, which will be the Policy, SOP, and Additional Duties Binder.  The binder will contain a list of required additional duty appointments, the applicable reference, the name of the Soldier appointed, and the last date of publication.  The Additional Duty Tracker is located in the 2133 Public Folders > HR Electronic Files. The additional duty appointment memorandum format is located in the 2133 Public Folders > HR Electronic Files > Additional Duties.

5.  Correspondence:


a.  Correspondence (memos and letters) will be prepared in accordance with AR 25-50.


b.  Memorandum templates are located in the 2133 Public Folders > HR Electronic Files > Correspondence.


c.  Letterheads will be four lines long.  The following are the standard letterheads used by elements of the 2133d Transportation Company:

IOWA ARMY NATIONAL GUARD

2133d Transportation Company

909 Summit Street

Marshalltown, Iowa  50158

IOWA ARMY NATIONAL GUARD

Detachment 1, 2133d Transportation Company

1421 Park Avenue

Muscatine, Iowa  52761

IOWA ARMY NATIONAL GUARD

Detachment 2, 2133d Transportation Company

22800 Dewey Road

Centerville, Iowa  52540


d.  Office symbols will be used on all memorandums.  The symbol used will be the office of the person preparing the memorandum.  The following are the standard office symbols used by elements of the 2133d Transportation Company:


2133-Z

Company Commander


2133-X

First Sergeant


2133-O

Operations Officer

2133-R

Readiness NCO


2133-A/S
Admin/Supply NCO


2133-D1-Z
Det 1 Detachment Cdr


2133-D1-X
Det 1 Detachment Sergeant

2133-D1-T
Training NCO
2133-D1-A/S
Admin/Supply NCO

2133-D2-Z
Det 2 Detachment Commander

2133-D2-X
Det 2 Detachment Sergeant

2133-D2-S
Supply Sergeant

2133-D2-A/T
Admin/Training NCO

SECTION 7:  IN/OUT-PROCESSING
1.  In-Processing:  The purpose of in-processing is to ensure Soldiers are fully integrated into the tracking devices and management systems used in HR operations.

a.  All Soldiers that are new to the unit will be in-processed.  This includes Soldiers returning from the RSP program, prior service enlistments, interstate and intrastate transfers.  Soldiers returning from the ING will need minimal in-processing because their records should still be in the tracking systems already in place.

b.  In-Processing will be conducted by the full-time Admin NCO, M-day HR personnel, and other full-time personnel performing administrative duties.  In-processing will be performed according to the checklist located in the 2133 Public Folders > HR Electronic Files > In_Out Processing.

c.  In-Processing Checklists will be maintained on file until after the next S1 CIP inspection.
2.  Out-Processing:  Out-Processing is conducted to ensure that the unit has done all it can to help the Soldier have a smooth transition to the next unit, and to keep tracking systems free from clutter.


a.  All Soldiers will be out-processed when leaving the unit, whether it is ETS discharge, retirement, intrastate or interstate transfers, and even transferring to other garrisons within this unit.  Different types of personnel loss will require different tasks on the Out-Processing Checklist.  The checklist is coded to help the user understand what tasks must be completed.

b.  Out-Processing will be conducted by the full-time Admin NCO, M-day HR personnel, and other full-time personnel performing administrative duties.  Out-processing will be performed according to the checklist located in the 2133 Public Folders > HR Electronic Files > In_Out Processing.


c.  A copy of the Out-Processing Checklist will go with the Soldier’s records and the original will be maintained on file until the next S1 CIP inspection.
SECTION 8:  ISF & BIRTH MONTH REVIEWS
1.  Individual Soldier Files:  ISFs were standardized across the state in 2003.  The policy still allows for some deviation by units.


a.  The correct folder to use is a tri-folder, GSA stock number 7530-00-707-8406.


b.  The folder will be folded so that the first flap to open, opens to the left.  The label will be placed in the top left hand corner of the top flap.  The label will read as follows:










SMITH, JOHN D.










Individual Soldier File


c.  The 2133d uses the left and right cover sheets prescribed by the state policy.  However, the center sheet used is different.  It can be found in the 2133 Public Folders > HR Electronic Files > ISF.  Check marks on the cover sheets will be PENCIL ONLY!


d.  ISFs will be maintained at the armory where the Soldier is assigned or attached.  An exception to this is Soldiers who are attached to the 185th RTI for MOS or NCOES schools, their ISFs will remain with this unit.

e.  If a Soldier transfers to another unit within the state, send the whole ISF to the new unit.  If a Soldier is transferring to another state, remove the documents and either send them with the Soldier in an envelope or mail them to the gaining unit, we will keep the actual file folder.  If the Soldier is going to active duty or is being discharged, remove the documents, put them in an envelope and label it with the Soldier’s name.  Put the envelope in the records holding area.  If the Soldier is transferring to the ING, put the ISF in the inactive section of the file cabinet.

2.  Birth Month Reviews:  Birth Month Reviews are practical and productive.  BMRs don’t take much time out of drill.

a.  BMRs can consist of many different reviews.  The primary focus is the ISF.  Other areas may include the DA Form 2-1 (or ERB/ORB), civilian employment information, licensing information, and supply show-downs.  BMRs do not have to be performed during the drill of the Soldier’s birth month.  It is okay, and strongly encouraged, to get a couple months ahead.


b.  ISF Reviews will be conducted by the Admin NCO or M-Day HR personnel.  See the Unit Clerk Guide (if available) for a step-by-step process.

c.  Use the ISF Review Checklist to conduct ISF Reviews.  The checklist is located in the 2133 Public Folders > HR Electronic Files > ISF.  The checklist will be maintained on file until after the next S1 CIP inspection.  This requirement is included in this SOP so that the unit will have documentation to prove that ISF reviews are being performed to meet mobilization readiness requirements.

d.  When Soldiers are missing documentation that they must provide, use the ISF Review Counseling form to record that the Soldier was informed that he/she must provide the documentation.  The ISF Review Counseling form is located in the 2133 Public Folders > HR Electronic Files > ISF.  Make a copy of the counseling form for the Soldier.  The original form will be maintained on file with the checklist.

e.  After the ISF Reviews are completed, input the date on the Birth Month Review Tracker which is found in the 2133 Public Folders > HR Electronic Files.  

f.  The Admin NCO will use the checklist and counseling forms to identify which documents he/she needs to pull from PERMS, and also to make a list in the next newsletter of the Soldiers that need to provide documents.  Keep the original checklist and counseling forms easily accessable, and follow-up during the next drill.   Keep the forms on-hand until all actions are completed, then file them.
SECTION 9:  ORDERS MANAGEMENT
1.  DCSPER Orders:  Personnel-type orders (transfer, promotion, etc.) are published through the MILPO program in RCAS, and through e-mail.  There are times when taking that automation to remote locations is very impractical.

a.  Each garrison will maintain a DCSPER Orders binder.  This binder will contain alphabetical dividers (A-Z).


b.  When orders are published, the Admin NCO responsible for that unit will save the order to the 2133 Public Folders > HR Electronic Files > DCSPER Orders.  The naming convention will be last name (first initial if necessary), short description, and effective date (not order date).  EXAMPLE:  Smith Disch 3AUG06.  These are the standard short descriptions used:
Attachment to another unit:


Atch to XXXX (unit name)

Release from Attachment:


REFRAT

Reassignment within the unit:

Reassign

Intrastate Transfer:



Intra to XXXX    (the gaining unit)

Interstate Transfer:



Inter to OK      (the gaining state’s abbreviation)

Discharge:




Disch

Retirement:



Retire

Transfer to the ING:


TING

Return from the ING:


RING

Promotion:



PromSGT, PromSSG, etc.

Reduction:




RedSPC, RedSGT, etc.

MOS:




MOS88M, MOS63B, etc.


c.  The Admin NCO will print a copy of the order and post it to the binder.  Print additional copies as required:



Promotion, Reduction or MOS

Print 2 additional copies.  Post 1 in the Soldier’s ISF, remove the old order.  Attach 1 to the top of the request packet to close out the action (mostly with reductions).



Intrastate/Interstate Transfer



Print 2 additional copies.  Put 1 with the Soldier’s records and out-processing checklist and 



send it all to the gaining unit.  Attach 1 copy to the top of the request packet to close out the action.



Discharge and Retirement


Print 2 additional copies.  Put 1 with the Soldier’s records and place it in the Record Holding 



Area (RHA).  Attach 1 to the top of the request packet to close out the action.



Transfer to the ING
Print 2 additional copies.  Put 1 with the soldier’s ISF and place it in the inactive section.  Attach 1 to the top of the request packet to close out the action.


Return from the ING
Print 1 additional copy and attach it to the top of the request packet to close out the action.

2.  AFCOS Orders:  These orders are published through the AFCOS system for duty and travel.

a.  Each garrison will maintain an AFCOS Orders binder.  The binder will contain the RFO Log, Amendment and Revocation Log, and alphabetical dividers.  Both logs can be found in the 2133 Public Folders > HR Electronic Files > AFCOS Orders.  The binder may also contain quick references that help the Soldier request orders in AFCOS.

b.  The RFO Log will be used to track pending requests for orders.  The Amendment and Revocation Log will be used to track requests for amendments and revocation of orders.  Destroy log sheets when they are completely used and all requested orders have been published or denied.


c.  When the orders are published and downloaded print the order and the COP/SOA.  If the Soldier will be on duty for more than 8 days, print 2 copies of both.  Prepare the first set as a SOA and the second as a COP.


d.  Post the order and COP/SOA in the AFCOS Orders binder in alphabetical order.


e.  Input the Soldier’s name and the order number on the 2133 Trans Co (-) Outlook Calendar and set a reminder for the person responsible for orders for that particular unit.  Set the reminder on the date the SOA and/or COP needs to be submitted.

f.  When the duty is complete, and the order and COP has been submitted, be sure to update the company or battalion orders log with the TL number and date submitted.
SECTION 10:  PAY RECORDKEEPING
1.  AFCOS Pay Records (IDT, RMP):  These records are maintained on a Calendar Year cycle.


a.  Each garrison will maintain an AFCOS Pay Records binder.  This binder will contain four section dividers.  They will be labeled:  K TLs, J TLs, MPB Responses, and Split-Train Docs.  

b.  The original signed K TLs will be posted in ascending order.  The original signed J TLs will be posted in ascending order.

c.  The MPB responses will be posted in the order they are received.  They can’t be posted in a sequential order because some responses will have J and K TLs on the same response.

d.  As J TLs are produced and published, changes in attendance codes must be annotated on the original K TL.  Annotate changes in red ink by lining through the old codes and writing the new ones to the right.  Also include the J TL number.

e.  At the end of the current calendar year, pull the original J and K TLs (not the responses) and make a copy.  Post the copies back in the binder and mail the originals to USPFO-IA.  Prepare a new binder for the next calendar year.


f.  The old binder (06) will be kept until the end of CY-08.  This allows the binder to be used as a quick reference for drill attendance during Oct – Dec 06, which is part of the new training year (07).  At the end of CY-08, the CY-06 records can be pulled from the binder and destroyed and that binder can be reused.
2.  USPFO Pay Records:  These records consist of documents sent to USPFO using a USPFO Transmittal Letter.  This includes duty/travel pay, DD 114s, meal deductions, direct deposit forms, etc.

a.  Use the USPFO TL format located in the 2133 Public Folder > HR Electronic Files > Finance.  Be sure to change the heading information to match your specific unit.

b.  The Finance file contains a separate folder for each PRN.  Since more than one person works with the TLs, the best way to avoid duplicate TL numbers is to save the last TL in the file so that the next person to use a TL can open the last one, change the information, and then save the TL with the next sequence number.

c.  Each garrison will maintain two hard copy USPFO TL files, one for the first six months of the year, and a second file for the second six months.  Copies of TLs will be filed in ascending order.

d.  To expedite pay transactions, fax the TL and the accompanying documents to USPFO Military Pay Branch.  Make a copy for unit records before mailing the original.  The copy will be filed in ascending order.

e.  After submitting orders and COPs, be sure to update the company or battalion orders log with the TL number and date submitted.
SECTION 11:  DRILL ATTENDANCE
1.  Split Training and Excused Absences:  

a.  Split training and excused absences can only be approved by the Company Commander or First Sergeant.  

b.  All Soldiers must complete the Split Training/Excused Absence Request Form and send it through channels.  Squad Leaders must develop a work plan for their Soldiers and attach it to the request before forwarding it to the Platoon Sergeant.  The form is located in the 2133 Public Folders > HR Electronic Files > Drill Attendance.

c.  Requests must be turned in one month before the drill to be split trained or excused.  Last minute situations will be handled on a case-by-case basis.


d.  Soldiers will coordinate with the full-time staff for dates to perform duty.
2.  Unexcused Absences:  

a.  Once a Soldier has been identified as being AWOL (missed first formation), the first line leader will attempt contact by telephone. After the first attempt, the AWOL Recovery Team will be sent out.  See Section 20 for more information on the AWOL Recovery Team.  The purpose for this is to ensure that the Soldier has not been injured on the way to drill.

b.  Each AWOL letter and the notification of separation must be sent to the Soldier in separate envelopes.


c.  The Cdr/Det Cdr will determine if the Soldier will be charged with an unexcused absence (code U).  If the Soldier is charged with an unexcused absence, an AGO form 192 will be completed and signed by the Cdr/Det Cdr and the Soldier if available.  If the Soldier is not available the AGO form 192 will be sent certified mail to the Soldier’s last known address.


d.  The AGO form 192 is located in the 2133 Public Folders > HR Electronic Files > AWOL.  A copy of the completed letter will be posted to the AWOL Recovery binder with the AWOL Recovery Form and any counseling forms (DA form 4856).


e.  When the Soldier’s response or the undeliverable envelope is returned to the unit, attach it to the AGO form 192 in the binder.  

f.  When a Soldier has accrued 9 periods of AWOL or Unsatisfactory Participation, a notification of separation will be sent certified mail.  More information about AWOL discharges is provided in Section 22, paragraph 6b of this SOP.


g.  When a Soldier accrues 4 periods of AWOL, enter the Soldier’s information on the Retention Control Log.

3.  Drill Attendance Calculation and Reporting:

a.  Complete the DA Form 1379 in AFCOS and upload as prescribed by the ARNG Unit Level Finance Procedures Manual.


b.  Open the Monthly Attendance Worksheet for your specific garrison.  The worksheets are located in the 2133 Public Folders > HR Electronic Files > Drill Attendance.

c.  By page of the DA 1379, count the total number of periods possible and input that number on the worksheet. Next, count by page, the total number of attendance codes shown on the worksheet.  Save and close the worksheet.

d.  Open the Drill Attendance Rollup.


1) Number on 1379:  Count the total number of  Soldiers on the 1379, excluding those coded B or X.



2) Number of UTAs:  Total UTAs for the drill.



3) Attendance Periods:  Count all attendance codes except A, B, U, or X.



4) Number AWOL:  Count the total number of U codes.


e.  Save and close the rollup.

SECTION 12:  PERMS – Personnel Electronic Records Management System
1.  Scan and upload documents in accordance with DCSPER-ARB policies and procedures.
2.  Inside the HR Electronic Files is a PERMS file which contains two files, one for documents that have been uploaded and one for documents that still need to be uploaded.


a.  The Upload Completed file contains files named by the batch number.


b.  The Needs Uploaded file contains a file for each garrison.
3.  Save uploaded documents into a file named by the batch number, then put that file into the Upload Completed file.  Record the uploaded documents on the PERMS Tracker in the 2133 Public Folders > HR Electronic Files.

4.  In the event that the PERMS system is unavailable or having connectivity problems, save scanned documents into the Needs Uploaded file in the folder for your particular garrison.  Upload scanned documents as soon as the system becomes available.

SECTION 13:  PROMOTIONS & REDUCTIONS
1.  Junior Enlisted Advancements:

a.  UNIT PRODUCED ADVANCEMENTS:



1) During in-processing each Soldier who is a PV1 – PFC will be entered into the Junior Enlisted Advancement Tracker.  This tracker will be used to track Soldiers eligibility for advancement within the junior enlisted ranks.  The tracker is located in the 2133 Public Folders > HR Electronic Files.


2) Each month the Admin NCO will print the Junior Enlisted Advancement Report and highlight the names of Soldiers that will be eligible before the next drill.  The report will go to the Commander or Detachment Commander.  The Cdr/Det Cdr will write YES or NO on the report and return it to the Admin NCO.



3) A copy of the Junior Enlisted Advancement Report will also be distributed to each Squad or Section Leader, Platoon Sergeant(s), and Platoon Leader(s).  This will be an information copy only, the final decision rests with the Commander or Detachment Commander.



4) DA Form 4187 will be used to advance Soldiers within the junior enlisted ranks.  The DA 4187 will be completed in accordance with Chapter 7, AR 600-8-19.  An example of the required information is provided at the bottom of the Junior Enlisted Advancement Tracker.  A formatted DA form 4187 is located in the 2133 Public Folders > HR Electronic Files > Promotions.


5) Scan and upload the DA form 4187 into PERMS and post the original to the Soldier’s ISF.

b.  AUTOMATIC ADVANCEMENT REPORT:



1) DCSPER sends out the Automatic Advancement Report through channels on a regular basis.  When the report reaches unit level, the Admin NCOs will print the report and give it to the Commander or Detachment Commanders.



2) The Cdr/Det Cdr will mark Promote or Deny.  If the Cdr/Det Cdr marks Deny, the Soldier will not be on the list again until he/she has met the full time-in-grade and time-in-service requirements.  The Soldier must also be counseled as to the reason for not being advanced.


3) If the Cdr/Det Cdr wishes to wait to advance the Soldier, to observe performance, do NOT mark Deny on the report.  Simply leave this blank.  The Soldier will remain on the list.  Reasoning:  Soldiers that return from AIT are sometimes promotable right out of training, however, the Soldier hasn’t been with the unit long enough to evaluate performance.



4) Once the Cdr/Det Cdr has made his/her decisions, the Admin NCO will mark the decisions on the electronic report and send it to the Battalion PSNCO via e-mail.
2.  NCO Promotions:  

a.  Admin NCOs will request promotion of Soldiers to the NCO ranks by one of two methods 



1) send an e-mail to the battalion PSNCO and request that a PAR be submitted


2) submit the promotion PAR through the MILPO program in RCAS


b.  Soldiers that are EPS fills from another unit must be transferred by the losing unit before the gaining unit can submit a PAR for promotion.

c.  Record the promotion request on the Personnel Actions Tracker which is located in the 2133 Public Folders > HR Electronic Files.  Update the tracker when the order is published.
3.  Promotion Point Worksheets:

a.  Promotion boards are held on a schedule determined by the DCSPER-E.  MOIs are published in advance of the board.  The unit will receive guidance from higher headquarters as to when to publish and review NGB Form 4100s.  NGB form 4100s are produced in the EPS program in CMS Webservices.

b.  Ensure that all E-4s complete their 4100s before their FLL completes an E4 Efficiency Report (E4ER).  Soldiers that elect to not be considered for promotion do not need to have an E4ER.  Completing 4100s before E4ERs will cut down on wasted work efforts.


c.  Before sending 4100s to the Battalion S1, make a copy to keep on file at the unit.  Send the 4100s to the Battalion S1 with a DA form 200 as the cover.


d.  Admin NCOs will update the 4100 tab of the 4100 & E4ER Tracker which is located in the 2133 Public Folders > HR Electronic Files.
4.  E4 Efficiency Reports:  These are typically done in conjunction with the promotion point worksheets.  These policies are designed to keep the unit proactive and meet suspense dates.


a.  Blank E4ERs will be provided to FLL as soon as the promotion board MOI is published.  The E4ER forms are located in the 2133 Public Folders > HR Electronic Files > Promotions > E4ER.


b.  FLL must complete the E4ERs by the end of that drill.  Comments are MANDATORY, regardless of the rating.  This is a company standard.

c.  The Admin NCO will review the E4ERs for completeness and accuracy.  Any evaluations not found to be to standard will be returned to the rater with a suspense time.


d.  Admin NCOs will update the E4ER tab of the 4100 & E4ER Tracker which is located in the 2133 Public Folders > HR Electronic Files.


e.  The Admin NCO will file a copy of the E4ERs and the originals will be forwarded with the promotion point worksheets.

5.  Reductions: 

a.  Soldiers requesting administrative reduction in rank must be counseled and the counseling documented on a DA form 4856.  The Soldier must also write a letter requesting administrative reduction.

b.  Administrative reduction packets must have a memorandum from the commander recommending approval, a DA form 4856 and the Soldier’s request.  The administrative reduction memorandum template is located in the 2133 Public Folders > HR Electronic Files > Reductions.

c.  Soldiers being reduced due to AWOL or other misconduct must be counseled if possible.  Reduction packets must include a memorandum from the commander requesting the Soldier be reduced, the IA ARNG form 2627, and copies of all applicable AWOL letters and counseling statements to support the request.  See Section 19 of this SOP for more information about IA ARNG form 2627 and non-judicial punishment.


d.  The reduction request memorandum format is located in the 2133 Public Folders > HR Electronic Files > Reductions.


e.  Packets will be forwarded to the Battalion S1 with a DA form 200 as the cover and a copy will be maintained on file at the unit.

f.  Record the request on the Personnel Actions Tracker and when the order is published, attach a copy to the packet and update the Personnel Actions Tracker.
SECTION 14:  AWARDS
1.  Award Recommendations:

a.  Prepare award recommendations (DA form 638) in accordance with AR 600-8-22.


b.  Award recommendations may be hand written as long as they are legible but it is preferred that award recommendations be typed.

c.  The Admin NCO will review all recommendations for accuracy and completeness.

d.  All award recommendations will be reviewed by the Company Commander before being forwarded to the Battalion S1.  The Company Commander may recommend approval, disapproval, upgrade or downgrade but does not have the authority to deny the award recommendation.  All DA form 638s will go through channels to the approval authority.

d.  Admin NCOs will record the award recommendation on the Awards Tracker located in the 2133 Public Folders > HR Electronic Files.  File a copy of the recommendation and update the Awards Tracker as necessary.
2.  Longevity Awards:


a.  During in-processing Soldiers will be added to the Longevity Awards Tracker located in the 2133 Public Folders > HR Electronic Files.


b.  Each month the Admin NCO will review the Longevity Awards Tracker and identify any Soldiers that will have earned an award before the next drill.


c.  Copies of the Longevity Awards Report will be distributed to each Squad or Section Leader, Platoon Sergeant, Platoon Leader at the first leader meeting of drill.


c.  Award memorandums will be typed and signed by the Cdr/Det Cdr.  An award memorandum template can be found in the 2133 Public Folders > HR Electronic File > Awards > Templates.

d.  Once the memorandum has been typed, the Admin NCO will update the Longevity Awards Tracker with the date of next award and next award number.


e.  Original signed award memorandums will be PERM’d and then filed in the Award Memos/Orders file.

3.  Driver & Mechanic Badges:


a.  During in-processing Soldiers who have not earned a Driver or Mechanic Badge will be added to the Driver & Mechanic Badge Tracker located in the 2133 Public Folders > HR Electronic Files.

b.  Soldiers can earn the Driver’s Badge by completing one-year as a licensed operator of government vehicles without any recorded accidents.  


c.  Soldiers may earn the Mechanic’s Badge by attaining a skilled rating.  The Motor Sergeant will determine when Soldiers have attained a skilled rating.


c.  Admin NCOs will review the Driver & Mechanic Badge Tracker each month to identify any Soldiers that will have earned the badge before the next drill.

d.  The memorandum will be typed using the template found in the 2133 Public Folders > HR Electronic Files > Awards > Templates.  The memorandum must be signed by the Battalion Commander.  

e.  Once the memorandum is typed, enter the award on the Awards Tracker then forward the memorandum to the Battalion S1 with a DA form 200 as the cover.

f.  When the memorandum has been signed and returned to the unit the Admin NCO will delete the Soldier from the Driver & Mechanic Badge Tracker  and update the Awards Tracker.  The memorandum will be PERM’d and then filed in the Award Memos/Orders file.
SECTION 15:  NCO EVALUATION REPORTS (NCOER)
1.  Each garrison will maintain a NCOER binder.

a.  The binder will contain NCOER-related publications, the current NCOER rating scheme, and dividers for SGT, SSG, SFC, and MSG/1SG if applicable.  Behind the dividers will be a copy of the last NCOER on each rated Soldier. Other NCOER preparation guides may also be kept in this binder.

b.  This is a high visibility item and these policies have been developed to achieve excellence.  


(1) NCOER working copies will be initiated by the Admin NCO with Part I – Administrative Data completed.


(2) The following schedule is developed to permit reaction time in case a Soldier isn’t available for signature or if changes need to be made:




Provide 




Working

Due-in


Rank

Copies

for Typing
Signatures
Follow-up


1SG/MSG
May

June

July

August



SFC

June

July

August

September



SSG

July

August

September
October



SGT

August

September
October

November

2.  The NCOER program in CMS Webservices will be used to manage the NCOER Rating Scheme.
3.  All NCOERs will be prepared in accordance with AR 600-3 and DA Pam 600-3.  The NCOER program in CMS Webservices will be used to prepare NCOERs .  In the event that CMS Webservices is not working, FormFlow will be used.

a.  The Admin NCO will review working copies to ensure that ratings and comments are in accordance with the applicable regulations.  Ensure that ratings of excellence are supported by quantifiable comments.

b.  Admin NCOs will review typed NCOERs for accuracy and will use spell check and grammar check.  All NCOERs must be printed as a 2 sided document with a military flip (top to bottom).
4.  A copy of completed NCOERs will be posted in the NCOERS binder.  The originals will be sent forward to the Battalion S1 with a DA form 200 as the cover.

5.  Admin NCOs will update the NCOER Tracker with the status of each NCOER.  The tracker is located in the 2133 Public Folders > HR Electronic Files.
SECTION 16:  PREGNANCY, DEPENDENCY & FAMILY CARE PLANS
1.  Pregnancy Counseling:  

a.  The Soldier should bring documentation from their civilian doctor stating she is in fact pregnant.  If the Soldier does not have this documentation please provide her with the physician’s statement and instruct her to have her physician complete the statement and return it to the unit.

b.  The pregnancy statement has seven viable options for pregnant soldiers.  If a soldier elects to continue membership, the memorandum can be scanned and PERM’d.  There is no requirement to send this packet any further.


c.  All the other options available on the memorandum will require a packet being forwarded through channels.  Follow the instructions on the memorandum if the Soldier elects an option other than continued membership.  Each option has specific instructions that explain what documents must be included in the packet.


d.  Before forwarding any packet, make a copy to keep on file at the unit.  All packets will be forwarded to the Battalion S1 with a DA form 200 as the cover.


e.  The pregnancy statement and the physician’s statement are located in the 2133 Public Folders > HR Electronic Files > Pregnancy.
2.  Dependency:

a.  Children that are born to parents who are not married, are considered illegitimate.

b.  Male Soldiers must complete a Depency Determination Packet before enrolling the child in DEERS.  The forms and a checklist for Dependency Determination Packets are located in the 2133 Public Folders > HR Electronic Files > Dependency.


c.  The completed packet will be sent through channels to the DCSPER.  Once the approval is returned, the Soldier may take the child, the birth certificate and social security card to the ID Card office/DEERS Verifying Official to have the Child enrolled in DEERS.

3.  Family Care Plans:  

a.  During in-processing the Admin NCO or M-Day HR personnel will determine if the Soldier requires a family care plan.  Soldiers may later be identified as requiring a family care plan if their situation changes.


b.  Soldiers requiring family care plans will be listed on the Family Care Plan Tracker located in the 2133 Public Folders > HR Electronic Files.

c.  The only two forms required to complete the Family Care Plan prior to mobilization are the DA Form 5304 and DA form 5305.  The Power of Attorney and Certificate of Acceptance as Guardian or Escort will be completed upon mobilization.

d.  The original Family Care Plan will be maintained in the ISF.  All Family Care Plans must be reviewed and recertified by the Commander and the Soldier on an annual basis.
SECTION 17:  LOD & INCAPACITATION PAY
1.  Line of Duty (LOD):

a.  Each garrison will maintain a LOD & Incapacitation Information binder.  This binder will contain applicable references and examples.  The binder will also include a minimum of 5 blank LOD packets.


b.  Admin NCOs will prepare LOD packets in accordance with AR 600-8-4 and guidance provided by the DCSPER-HSS.


c.  HSS has provided checklists to aide in the preparation of LOD packets.  These checklists and other forms can be found in the 2133 Public Folders > HR Electronic Files > LOD.


d.  The Medical Control Number Worksheet must be e-mailed to HSS to have a control number assigned.

e.  LOD packets will be scanned and submitted electronically through channels using the LOD Module of MODS.  The website address is https://apps.mod.army.mil/lod.  Refer to the LOD Module Tutorial found in the 2133 Public Foldiers > HR Electronic Files > LOD for specific instructions.  Admin NCOs may also take online training at https://train.mods.army.mil/lod_train. 


f.  Original LOD packets will be kept on file at the unit.  Destroy after 2 years.
2.  Incapacitation Pay:


a.  Incapacitation Pay packets will be completed in accordance with AR 135-381 and DA Pam 135-831.


b.  Incapacitation Pay will be submitted bi-weekly.  This will give the Soldier a steady income rather than one lump payment each month.

c.  Incapacitation Pay packets will be sent directly to DCSPER-HSS with a DA Form 200 as the cover.  A copy of the packets will be kept on file at the unit.

SECTION 18:  AMEDD SUPPORT
1.  Annual Medical Screening:  

a.  Annual Medical Certificates (AMCs) are required for Soldiers that will be attending Annual Training.


b.  The Readiness NCO or Training NCO will coordinate with the Iowa AMEDD Detachment for AMC support.  

c.  Copies of the AMCs will be kept on file at the unit.

d.  Any Soldiers requiring follow-up will be logged on the Medical Follow-up Tracker.  Once all follow-up is completed and the Soldier is released by the AMEDD, the Soldier’s entry will be deleted from the tracker.
2.  Physicals:

a.  The Readiness NCO will track and schedule Soldiers for required periodic physicals.


b.  Soldiers requiring physicals for temporary or permanent profiles will be scheduled by submitting the Iowa AMEDD Detachment’s physical request form to the AMEDD Readiness NCO.  The form can be found in the 2133 Public Folders > HR Electronic Files > AMEDD Support.


c.  Any Soldiers requiring follow-up will be logged on the Medical Follow-up Tracker.  Once all follow-up is completed and the Soldier is released by the AMEDD, the Soldier’s entry will be deleted from the tracker.

3.  Profiles & MMRB:  

a.  AMEDD will send paperwork through channels to the unit level in regards to profiles and MMRBs.  

b.  Complete the appropriate paperwork in accordance with the instructions provided or contact AMEDD direct for clarification and guidance.


c.  Copies of profile and/or MMRB paperwork will be kept on file at the unit.  Return completed paperwork with a DA form 200 as the cover.
SECTION 19:  LEGAL
1.  Suspension of Favorable Personnel Actions (Flags):


a.  Flags will be initiated when a Soldier fails the APFT or is found to not be in compliance with the Army Weight Control Program.  Soldiers who fail to take the APFT within a specified time frame and are not medically ineligible, will be flagged if they fail to take the APFT in that time.

b.  Flags (DA Form 268) will be prepared in accordance with AR 600-8-2.  Flags will be signed by the Cdr/Det Cdr.


c.  Original signed flags will be PERM’d and then distributed to the appropriate binders as necessary (example:  flags for weight control must be copied and posted in the Weight Control binder).


d.  When preparing a DA form 268 to remove a flag for APFT or weight control, Other final action (E) must be checked and then APFT or weight must be hand-written after it.


e.  When removing a flag, a copy of the APFT card or body fat worksheet must be PERM’d with the DA form 268.

2.  Non-Judicial Punishment:

a.  These procedures are designed to expedite the non-judicial punishment process.

b.  When using an IA ARNG form 2627, complete Part I down to the commander’s first signature block.


c.  After the commander signs, make a copy of the form.  Have the commander write in the punishment that he/she will impose and sign the second signature block.  Keep the second signed form on file.


d.  The first signed form and the notification memorandum will be sent to the Soldier by certified mail.


e.  After the memorandum and form has been delivered (green mailer returned), wait 10 days from the date of receipt, then the second signed form and the record of proceedings memorandum can be sent to the Soldier by certified mail.


f.  If the first memorandum and form is returned as undeliverable, the second signed form and record of proceedings memorandum can be sent to the Soldier by certified mail immediately.

g.  After the second form and memorandum has been delivered (green mailer returned), wait 15 days from the date of receipt to complete the punishment.  (see sub-paragraph i for instructions)

h.  If the second form and memorandum is returned as undeliverable, the punishment may be imposed immediately.


i.  The type of punishment imposed will determine how to complete the action:



(1)  Fine or forfeiture of pay:  Complete a DD Form 114 and attach the original IA ARNG form 2627 and other supporting documents.  Forward the DD 114 and 2627 to USPFO using a USPFO Transmittal Letter.



(2)  Reduction in Grade:  See Section 13 paragraph 5 for specific instructions.



(3)  Both:  Process the original 2627 for the fine or forfeiture of pay first.  Wait approximately 15 days then forward the request for reduction.


j.  The IA ARNG Form 2627, notification memorandum, and record of proceedings memorandum are located in the 2133 Public Folders > HR Electronic Files > Legal.  The DD form 114 and USPFO Transmittal Letter are located in the 2133 Public Folders > HR Electronic Files > Finance.
SECTION 20:  RETENTION
1.  Leader Call Program:

a.  The Leader Call Program is a retention tool used to stay in contact with Soldiers.  It is also used as a lead generation tool in that First Line Leaders (FLL) ask their Soldiers if they know of anyone interested in joing the National Guard, or if they have any direct leads to provide.


b.  FLL may contact their Soldiers throughout the month, but primarily in advance of drill, but as a minimum, FLL will contact Soldiers no later than 7 days before the scheduled drill. The Leader Call will be used as an opportunity to brief Soldiers on the planned events of drill, ensure the Soldiers have transportation to drill, and they know what equipment to prepare.


d.  Leader Calls will be documented on the 2133 Leader Call Record.  This record will be turned in to the full-time staff during the first leader meeting of drill.  The record format is located in the 2133 Public Folders > HR Electronic Files > Leader Call Program.

e.  The information from the Leader Call Records will be input on the 2133 Leader Call Tracker.  The tracker is located in the 2133 Public Folders > HR Electronic Files.


f.  The Leader Call Report will be printed and distributed to the Company Commander and First Sergeant each month, and upon their request.

2.  ETS Roster:


a.  Retention NCOs will maintain a current ETS Roster in the front of the Unit Retention Binder.


b.  The roster will be updated monthly.


c.  The ETS Roster from UPS or the Discharges program in CMS Webservices may be used.


d.  Retention NCOs or Admin NCOs will review the ETS Roster each month before drill to identify all Soldiers that are eligible for extension.


e.  The Retention NCO will communicate with the Admin NCO when a Soldier wishes to extend, so that the paperwork can be initiated.
3.  Sponsorship:

a.  All Soldiers will be trained as Sponsors on an annual basis by the Battalion Retention NCO or the Unit Retention NCOs.


b.  All Soldiers, including the full-time unit staff will be appointed to a pool of trained sponsors.


c.  Upon notification of a new unit member, the FTUS will assign a sponsor and send an assignment memorandum to the sponsor.  A copy of the assignment memorandum will be posted to the unit retention binder.  The sponsor assignment memorandum template is located in the 2133 Public Folders > HR Electronic Files > Retention.

d.  The FTUS will also send a Welcome Letter to the new unit member and a copy of the letter will be posted to the unit retention binder.  The welcome letter template is located in the 2133 Public Folders > HR Electronic Files > Retention.

e.  The FTUS will prepare a Sponsorship Packet in accordance with the 2133d TC Sponsorship SOP.  Specific actions of the sponsor can be found in the 2133d TC Sponsorship SOP.

4.  Extension Data Cards & Retention Work Plans:

a.  During in-processing an IA-ARNG Form 1315 Extension Data Card will be initiated for Soldiers new to the unit and filed in the Extension Data Card File Box behind the month of the Soldier’s first drill.


b.  Before each drill the Retention NCO will pull the Extension Data Cards for the month and fill in the Retention Work Plan.  The cards will be attached to the Retention Work Plan and provided to the Cdr/Det Cdr.  The Retention Work Plan template is located in the 2133 Public Folders > HR Electronic Files > Retention.

c.  At the end of drill the Cdr/Det Cdr will return the cards and work plan to the Retention NCO.  The Retention NCO will finish the work plan by writing comments in the remarks column.


d.  The completed work plan will be posted to the Unit Retention Binder.  The cards will be filed behind the appropriate month of their next extension interview.
5.  Retention Control Log:

a.  The unit will maintain a stand alone Retention Control Log only if the battalion does not have one in place.


b.  When full-time personnel become aware of a potential loss, the information will be input to the Retention Control Log.


c.  The log will be updated as necessary but primarily when the transfer/discharge order is published.
6.  AWOL Recovery:

a.  Once a Soldier has been identified as being AWOL (missed first formation), the first line leader will attempt contact by telephone.  Several attempts will be made and all attempts must be recorded on the AWOL Recovery Form.  The form is located in the 2133 Public Folders > HR Electronic Files > AWOL.

b.  If the Soldier is not contacted by telephone on the first attempt, an AWOL Recovery Team will be sent out.  The purpose for this is to ensure that the Soldier has not been injured on the way to drill.

c. The AWOL Recovery Team will consist of one NCO and two other Soldiers.  At least one of the Soldiers will be of the same gender as the AWOL Soldier.


d.  The team will be in appropriate uniform and will act professional at all times.  The team will not judge or prosecute the AWOL Soldier.  Rather, the team should be concerned with the Soldier’s safety and well-being.  


e.  The goal of the AWOL Recovery Team is to get the Soldier to the armory so the Cdr/1SG or Det Cdr/Sgt can help with any issues that may be causing the Soldier to be AWOL.

f.  All attempts to contact the Soldier in person will be recorded on the AWOL Recovery Form and all counseling will be documented on a DA form 4856.  The AWOL Recovery Form and the DA form 4856 will be posted to the AWOL Recovery binder.  See Section 11, paragraph 2 for more information about Soldiers charged with an unexcused absence.
SECTION 21:  EXTENSIONS & BONUSES
1.  Extension Contracts:  


a.  DA form 4836 will be prepared in accordance with NGR 600-200.  Refer to that regulation for the specific rules pertaining to eligibility and periods of extension.  The Discharges program in the Command Management System (CMS Webservices) is a useful tool to prepare the DA form 4836 and to track ETS status.

b.  Extensions for SGT and SSG must be sent to the Battalion Retention NCO to be approved by the Battalion Commander.  Extensions for SFC and above must be sent to the Battalion Retention NCO to be forwarded through channels for approval.


c.  Extensions and bonus addendums will be scanned and PERM’d no later than 15 days before the Soldier’s ETS date.

d.  The original signed DA Form 4836 will be scanned and PERM’d along with any supplemental addendums or bonus contracts.  Extensions and bonus contracts will be PERM’d as the sole documents in a batch.

e.  Once the original DA Form 4836 has been PERM’d it will be posted to the Soldier’s ISF.

2.  Bonus Contracts:


a.  Bonus addendums will be prepared in accordance with guidance from the SRIP Manager.


b.  The Admin NCO must request a bonus control number through the iMARC system.


c.  Bonus addendums will be PERM’d with the original DA form 4836.  A comment must be entered in the PERMS program telling the Automated Records Branch clerk to send the bonus addendum to the SRIP Manager.


d.  Original bonus addendums may be destroyed or posted to the ISF with the DA form 4836.
3.  Extension Waivers & Bars to Reenlistment:

a.  Waivers will be requested for ALL Soldiers that have reached the 90-day window before their ETS and are currently flagged for APFT or weight control.


b.  If the Soldier passes the APFT or meets weight control standards before the 15-day mark, the waiver can be destroyed and a regular DA form 4836 can be prepared.


c.  This procedure is designed to set the Soldier and the unit for success.  Do not wait until the last minute to request a waiver.
SECTION 22:  TRANSFERS & DISCHARGES
1.  Conditional Release:


a.  Soldiers requesting conditional release to another service or component must complete a DA Form 368 and a DA Form 4187 with their recruiter and turn them in to the unit.  The Troop Command Commander is the approval authority and signature authority on the DA form 368.

b.  The Soldier will be counseled and the counseling will be documented on a DA Form 4856.  The Soldier must also write his/her own letter requesting conditional release.


c.  Enter the Soldier’s information on the Retention Control Log.

d.  Soldiers must clear supply before the conditional release packet can be sent forward to the Battalion S1.


e.  The packet will consist of a memorandum from the commander recommending approval, the DA form 368, DA form 4187, DA form 4856, Soldier’s request, and the supply clearance memorandum.  The memorandum template is located in the 2133 Public Folders > HR Electronic Files > Conditional Release.

f.   A copy of the packet will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.
g.  When the approved conditional release is returned to the unit, make a copy and attach it to the request and update the Personnel Actions Tracker.

h.  When the Soldier enlists to the new service or component, a packet must be put together to request the discharge order be published.  The packet must incldue a memorandum from the commander requesting the discharge order be published, the new DD form 4, and a copy of the conditional release packet will be forwarded to the Battalion S1 with a DA form 200 as the cover.

i.  A copy of the packet will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.

j.  When the discharge order is published attach a copy of it to the packet.  Update the Personnel Actions Tracker and the Retention Control Log.

2.  Transfer to the ING (TING):

a.  Soldiers requesting to transfer to the ING must be counseled and the counseling documented on a DA form 4856.  The Soldier must also write his/her own letter requesting to transfer to the ING.  The Admin NCO will complete an AGO form 7.


b.  Enter the Soldier’s information on the Retention Control Log.


c.  Soldiers must clear supply before the TING packet can be sent forward to the Battalion S1.


d.  The packet will consist of a memorandum from the commander recommending approval, the AGO form 7, DA form 4856, Soldier’s request, and the supply clearance memorandum.  The memorandum template and AGO form 7 can be found in the 2133 Public Folders > HR Electronic Files > ING.

e.  A copy of the packet will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.

f.  When the transfer order is published attach a copy of it to the packet.  Update the Personnel Actions Tracker and the Retention Control Log.
3.  Return from the ING (RING):

a.  To return from the ING, an AGO form 614-1 must be completed for the Soldier.

b.  The Company Commander must approve a Soldier’s return from the ING.


c.  The packet will consist of a memorandum from the commander recommending approval, and the AGO form 614-1.  The memorandum template and AGO form 614-1 are located in the 2133 Public Folders > HR Electronic Files > ING.


e.  A copy of the packet will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.
f.  When the transfer order is published, attach a copy of it to the packet and update the Personnel Actions Tracker.
4.  Intrastate Transfer:

a.  Soldiers requesting to transfer to another unit within Iowa must be counseled and the counseling documented on a DA form 4856.  The Soldier must also write his/her own letter requesting to transfer.


b.  Enter the Soldier’s information on the Retention Control Log.

c.  Soldiers must clear supply before the transfer packet can be sent forward to the Battalion S1.


c.  The packet must consist of a memorandum from the commander recommending approval, the DA form 4856, Soldier’s request, and the supply clearance memorandum.  The memorandum template can be found in the 2133 Public Folders > HR Electronic Files > Transfers > Intrastate.

e.  A copy of the packet will be kept on file at the unit and the original will be sent forward to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.
f.  When the transfer order is published attach a copy of it to the packet.  Update the Personnel Actions Tracker and the Retention Control Log
5.  Interstate Transfer:

a.  Soldier’s requesting to transfer to another state must be counseled and the counseling documented on a DA form 4856.  The Soldier must also write his/her own letter requesting to transfer.

b.  Enter the Soldier’s information on the Retention Control Log.

c.  Soldiers must clear unit supply before the transfer packet can be sent forward to the Battalion S1.


d.  It is best if the Soldier finds a new unit before moving.  The Soldier should be able to provide the unit’s name and address, telephone number and point of contact, PRN, UIC, MOS and paragraph and line number of their new position.  In some cases this may not be possible.


e.  In either case, the Interstate Transfer (IST) Worksheet must be completed as much as possible and then e-mailed to the State IST Coordinator.  The worksheet is located in the 2133 Public Folders > HR Electronic Files > Transfers > Interstate.


f.  Once the Soldier has moved and found a new unit, the new unit will complete an NGB Form 22-5.  A copy of the form will be mailed back to our unit.  To have the transfer order published, submit a packet consisting of a memorandum requesting the order be published, IST Worksheet, NGB form 22-5, DA form 4856, Soldier’s request, and the supply clearance memorandum

g.  If it is at all possible, have the Soldier swear-in to the new state before moving.  Complete a NGB Form   22-5 and have an officer (commissioned, warrant, or retired) administer the oath.  Complete the packet as prescribed above.
h.  A copy of the packet will be kept on file at the unit and the original will be sent forward to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.
i.  When the transfer order is published attach a copy of it to the packet.  Update the Personnel Actions Tracker and the Retention Control Log

6.  Discharges:  There are two categories of discharges, voluntary and involuntary.


a.  Voluntary – Soldier requests to be discharged to the IRR

(1) When a Soldier requests to be discharged (voluntary) to the IRR for hardship or other reasons,

he/she must be counseled and the counseling documented on a DA form 4856.  The Soldier must also write a letter requesting to be discharged.  The Admin NCO will prepare an AGO form 7.

(2)  Enter the Soldier’s information on the Retention Control Log.

(3) Soldiers must clear supply before the discharge packet can be sent forward to the Battalion S1.
(4) The packet will consist of a memorandum from the commander recommending approval, the AGO form 7, DA form 4856, Soldier’s request, and the supply clearance memorandum.  The memorandum template and AGO form 7 can be found in the 2133 Public Folders > HR Electronic Files > Discharges.

(5) A copy of the packet will be kept on file at the unit and the original will be sent forward to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.
(6) When the discharge order is published attach a copy of it to the packet.  Update the Personnel Actions Tracker and the Retention Control Log.

b.  Involuntary – Soldier is being discharged due to misconduct or unsatisfactory participation

(1)  When a Soldier reaches 4 periods of AWOL, enter the Soldier’s information on to the Retention Control Log.

(2)  When a Soldier has reached 9 periods of AWOL, a Notification of Separation memorandum must be sent to the Soldier via certified mail.

(3)  The Soldier must be given 30 days from the date of receipt to respond to the notification.

(4)  Once the receipt and Soldier response OR once the notification is returned undeliverable, the discharge packet can be prepared.

(5) The Soldier must clear supply before the discharge packet can be sent forward.



(6)  The discharge packet must consist of a memorandum from the commander requesting the Soldier be discharged, an AGO form 7, the notification of separation and Soldier’s response if available, all the AWOL letters and any documentation showing attempts to recover the AWOL Soldier, and the supply clearance memorandum.

(7)  The notification of separation, memorandum template and AGO form 7 can be found in the 2133 Public Folders > HR Electronic Files > Discharges.

(8) A copy of the packet will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  Record the action on the Personnel Actions Tracker.

(9) When the discharge order is published attach a copy to the packet.  Update the Personnel Actions Tracker and the Retention Control Log.
SECTION 23:  RETIREMENT
1.  Retirement Point Statements:


a.  NGB form 23A and NGB form 23A1 (Retirement Point Statements) are published by the RPAM NCO at the DCSPER office.  They are distributed through e-mail to the unit level.


b.  Retirement Point Statements will be reviewed by Soldiers on an annual basis.  A copy will be provided to the Soldier.  Soldiers must provide documentation to verify any periods of unverified service identified on the Retirement Points Statement. 


c.  NGB Form 23A will be posted to the Soldier’s ISF and NGB form 23A1 will be scanned and PERM’d as part of the Soldier’s permanent record.

2.  Survivor Benefit Packages (SBP):


a.  SBPs are sent through channels to the unit level once a Soldier has attained 20 years of service toward retirement.


b.  Admin NCOs will complete the SBP paperwork in accordance with the instructions provided in the packet and guidance from higher headquarters.


c.  The completed SBP packet will be sent forward to the Battalion S1 with a DA form 200 as the cover.  A copy will be maintained on file at the unit.
3.  Retirement Requests:

a.  Soldiers requesting retirement must be counseled and counseling must be documented on a DA form 4856.  The Soldier must also write a letter requesting retirement and provide a copy of his/her 20-year letter.  The Admin NCO will complete an AGO form 7.


b.  Soldiers must clear unit supply before the request packet can be sent forward.


c.  The retirement request packet will consist of a memorandum from the commander recommending approval, the AGO form 7, 20-year letter, DA form 4856, Soldier’s request and the supply clearance memorandum.  The memorandum template and AGO form 7 are located in the 2133 Public Folders > HR Electronic Files > Retirement.


d.  A copy of the packet will be kept on file at the unit and the original will be sent forward to the Battalion S1 with a DA form 200 as the cover.  Record the request on the Personnel Actions Tracker.  

e.  When the retirement order is published, attach a copy of it to the packet and update the Personnel Actions Tracker.

SECTION 24:  SPECIAL PROGRAMS
1.  Army Substance Abuse Program:  Drug testing is coordinated by the Readiness NCO.  Soldiers who test positive will be identified and packets will be sent through channels to the unit level.  Complete the packet in accordance with instructions and guidance provided by the DCSPER-ADCO.  A copy of all packets will be kept on file at the unit and the original will be forwarded to the Battalion S1 with a DA form 200 as the cover.  References for the ASAP are located in the 2133 Public Folders > HR Electronic Files > Army Substance Abuse Program.
2.  Diversity:  A Diversity Coordinator will be selected, appointed, and trained.  Diversity Coordinators are responsible for ensuring the unit receives the required diversity training and works in cooperation with the troop command Diversity NCO.
3.  Equal Opportunity:  An Equal Opportunity Representative (EOR) is selected, appointed, and trained.  EORs are available to help mediate potential violations of EO laws.  The EOR is responsible for ensuring the unit receives the required EO briefings and works in cooperation with the Equal Opportunity Advisor (EOA).
4.  Education Assistance:  Admin NCOs are also the Education Services Liaison for each unit.  The Admin NCOs are responsible for providing information and assistance to Soldiers with questions and requests pertaining to education programs.  Each garrison maintains an Education & Bonus Information binder.  Information can be found in the 2133 Public Folders > HR Electronic Files > Education.
5.  ESGR:  The local ESGR Representative is an outstanding resource in the area of employer conflicts.  ESGR Reps have access to numerous programs to not only resolve employer conflicts but to also foster excellent employer relationships.  Your local ESGR Representative’s information should be posted in the Unit Retention binder.
6.  Family Readiness Group:  The FRG can be a great organization for family members of Soldiers, during deployment and home station activities.  The FRG is chartered by the State Family Programs Office.  The group meets at the discretion of its members.
7.  Safety:  Company Commanders and Detachment Commanders are appointed as the Safety Officers of their organizations.  First Sergeants and Detachment Sergeants are appointed as the Safety NCOs of their organizations.  These teams are responsible for ensuring the safety of all Soldiers and equipment.  The unit safety program is monitored by them.
8.  Security Clearances:  The Personnel Security Program (security clearances) is monitored by the Readiness NCO.  The EPSQ program is used to complete the security clearance questionnaires.  Questionnaires and finger print cards are submitted to the DCSPER-E (Pers. Sec.) with a Personnel Security TL attached.  The Personnel Security TL is located in the 2133 Public Folders > HR Electronic Files > Security Clearances.  For assistance and guidance contact the Battalion S3 office.
9.  Weight Control Program:  The Army Weight Control Program is monitored by the First Sergeant/Detachment Sergeants.  Weight Control NCOs are appointed to perform the necessary tasks that make the program run smoothly in a unit.  Weight Control NCOs are responsible for ensuring Soldiers are weighed and taped in accordance with AR 600-9 and the IA ARNG Weight Control Program binder.  Admin NCOs will only support the program with administrative skills.
SECTION 25:  HR TRAINING & M-DAY HR PERSONNEL
1.  HR Training Opportunities:  Most personnel that perform HR duties are not MOS qualified as a Human Resource Specialist, however, there are opportunities available to learn HR duties.  Each year the DCSPER holds the S1 Conference.  This is a good opportunity to learn about all the updates happening in the HR world as well as socialize and converse with other HR professionals.  You can gain a world of knowledge by talking with other HR professionals and discovering some of their methods.  Another opportunity is the FTUS Training for newly hired full-time staff.  If funding is available, every full-time Admin NCO should be able to attend the Unit Administrator Course at PEC.  There are also correspondence courses available.  There are many websites that provide excellent information and some of them are listed in the References & Resources section of this SOP.
2.  Training & Employment of M-Day HR Personnel:  For most M-Day HR Personnel, AIT or MOS school is the extent of their HR training.  AIT and MOS courses teach the Regular Army way of doing business.  The National Guard conducts business different than the Regular Army but some of the skills M-Day HR Personnel learn can still be applied.  The M-Day HR Personnel should be the primary HR specialist during drill and annual training.  Before this can happen two things must occur first.  One is that the full-time Admin NCO and the M-Day HR Personnel must agree on what their specific duties and responsibilities are during drill and annual training.  Second, the Admin NCO must train the M-Day HR Personnel to standard.  A great tool for training is a Unit Clerk Guide.  This can be developed by the Admin NCO with input from the M-Day HR Personnel.  The Unit Clerk Guide can be used to train the Soldier and can also be used after training as a reference.  It is very helpful to have a reference for M-Day HR Personnel because they only perform their duties once per month.
M-Day HR Personnel can perform a wide variety of tasks.  Some recommended duties are:


ISF Reviews


Updating contact information


Flags for APFT and weight


Typing award memorandums


Typing DA form 4187s for junior enlisted advancement


Reviewing retirement point statements with Soldiers


Typing extension and bonus contracts


Typing NCOERs


Updating RCAS information

Before each drill the full-time Admin NCO should develop a detailed work plan for the M-Day HR Personnel.  Instruct the M-Day HR Personnel to complete the work plan by writing in a Yes or No in the Complete column and to write notes under remarks.  This is a good way to communicate anything that needs follow-up.
SECTION 26:  SPECIAL HR OPERATIONS
HR operations don’t stop just because you are not at your assigned armory.  It is very important to be capable of conducting HR operations anywhere.  Each garrison should have some type of field desk or foot locker available to transport binders, files, and supplies for HR operations.  At a minimum each Admin NCO should bring the following:
LOD & Incapacitation Information binder (with blank LOD packets included)
AWOL Recovery binder (with blank AWOL letters included)
Human Resource References binder
Unit Clerk Guide

Individual Soldier Files – for traveling drills bring the ISFs that are required for birth month reviews; but for Annual 


Training bring 100% of the ISFs
Blank Forms:


DA Form 638 – Award Recommendation


DA Form 2823 – Sworn Statement


DA Form 4856 – Developmental Counseling


DA Form 689 – Sick Slip


ISF Review Checklist


ISF Review Counseling


DD Form 93


SGLV 8286


SGLV 8286A


SGLV 8285


NGB Form 590


DA Form 5960


SF 1199A


IRS form W-4


DA Form 2058


DD Form 3053


Qualification to Possess Firearms

SECTION 27:  HR OPERATIONS CHECKLIST
This SOP contains several requirements that you probably won’t remember unless you read it every day.  Checklists are a great way to ensure that you have completed all the required tasks and sub tasks.  This checklist contains all the tasks and functions pertaining to HR, even though not everyone that uses this SOP or this checklist performs all the HR functions listed.
Daily Tasks

_____
Check MILPO orders and save any new orders to the 2133 Public Folders > HR Electronic Files > 

DCSPER Orders
_____
Download AFCOS orders and print orders and COP/SOA, post to the binder and input information on the 

2133 Trans Co(-) Outlook Calendar
_____
Check the Suspense Tracker

Monthly Tasks

_____
Reconcile DA form 200s (first Monday of the month)

_____
Check the internet for MILPER, Awards Branch and ALARACT messages (first Monday of the month)

(this task is primarily performed by the Senior Admin NCO)
Quarterly Tasks

_____
Review and update the bulletin boards (March, June, September, December)
_____
Conduct a S1 CIP self-inspection (March, June, September, December)
Annual Tasks

_____
MAY – Prepare working copies of the E8 NCOERs

_____
JUNE – Prepare working copies of the E7 NCOERs

_____
JULY – Prepare working copies of the E6 NCOERs

_____
AUGUST – Prepare working copies of the E5 NCOERs

_____
SEPTEMBER – Review security clearances to identify Soldier who will need a reinvestigation within the year
_____
DECEMBER – Search the internet for next year’s W-4 form

Pre-Drill Tasks

_____
Update AGR & technician job announcements on the bulletin board
_____
Review and print Phone & E-mail Roster and the Mailing List
_____
Pre-code and print the Platoon Attendance Rosters
_____
Prepare ISFs for Birth Month Reviews

_____
Prepare in/out-processing checklists

_____
Prepare the Retention Work Plan and Extension Data Cards
_____
Check the ETS Roster to identify Soldiers that are eligible to extend

_____
Check the Longevity Awards Tracker and print a copy for the unit leadership (PL, PS, SL, etc.)
_____
Check the Driver/Mechanics Badge Tracker

_____
Check the Junior Enlisted Advancements Tracker and print a copy for the unit leadership (PL, PS, SL, etc.)
_____
Check the Family Care Plan Tracker for any family care plans that need to be recertified

_____
Check the Medical Follow-up Tracker
Post-Drill Tasks

_____
SUNDAY - Get the commander’s signature on AWOL letters, non-judicial punishment, and notification of 

separation
_____
Complete the Retention Work Plan and file the Extension Data Cards

_____
Update the Retention Control Log, then print and post to the Unit Retention binder
_____
Process any paperwork from Birth Month Reviews
_____
Update contact information (if not done during drill) and e-mail new rosters to the unit leadership
_____
Review in/out-processing checklists, see what needs done
SECTION 28:  REFERENCES & RESOURCES
Publications
AR 135-381 – Incapacitation of Reseve Soldiers

AR 135-91 – Service Obligations

AR 25-50 – Correspondence

AR 40-500 – Medical Fitness Standards

AR 600-20 – Army Command Policy

AR 600-8-19, Chp 7 – Promotions

AR 600-8-2 – Flags (SFPA)

AR 600-8-22 – Awards

AR 600-8-4 – LOD Policy, Procedures, Investigations

AR 600-9 – Army Weight Control Program

AR 623-3 – Evaluation Reporting System

ARNG Unit Level Finance Procedures Manual

Chapter 29b.14 – Iowa Code of Military Justice

DA Pam 135-381 – Incapacitation of Reseve Soldiers

DA Pam 623-3 – Evaluation Reporting System

INGR 600-8-22 – Awards

Iowa ARNG Strength Readiness SOP

Iowa SOP 600-85 – Substance Abuse Program

Misc Pub 9-2 – Guide for Military Justice

NG Pam 601-1 – ARNG Strength Maintenance  Prog.

NGR 600-200 – Enlisted Personnel Management

NGR 601-1 – ARNG Strength Maintenance Program

NGR 614-1 – Inactive Army National Guard

NGR 680-1 – Personnel Assets Attendance & Acct.

USPFO-IA Military Pay and Travel Guide

Forms
AGO form 192 – Letter of Instruction for AWOL

AGO form 614-1 – Return from the ING

AGO form 7 – Application for TING, Disch, Retire

DA form 200 – Transmittal Record

DA form 2173 – Statement of Medical Examination

DA form 268 – Suspension of Favorable Pers Actions

DA form 2823 – Sworn Statement

DA form 31 – Request and Authority for Leave

DA form 368 – Conditional Release

DA form 4187 – Personnel Actions Request

DA form 4836 – Extension of Enlistment

DA form 4856 – Developmental Counseling

DA form 5500 – Body Fat Worksheet (Male)

DA form 5501 – Body Fat Worksheet (Female)

DA form 5960 – BAH

DA form 638 – Recommendation for an Award

DD form 1351-2 – Travel Voucher

DD form 3053 – Declaration of Benefits Rcvd/Wvd
DD form 93 – Record of Emergency Data

IA ARNG form 1315 – Extension Data Card

IA ARNG form 2627 – Record of Proceedings (legal) 

IA ARNG form 40 – Auth. for Emergency Med/Dent

IA ARNG form 600-9 – Weight Control Entry Memo

NGB form 590 – Statement of Understand Res. Ob.

PS form 3800 – Certified Mail Receipt

PS form 3811 – Return Receipt

SF 1199A – Direct Deposit Sign up Form

SGLV 8285 – SGLI Increase

SGLV 8286 – SGLI Election

SGLV 8286A – Family SGLI Election

INTERNET RESOURCES
AFCOS – http://ia-uspfo-app01/afcos/
AKO – https://www.us.army.mil/suite/login/welcome.html
ARIMS - https://www.arims.army.mil/arimsnet/site/aersmain.aspx
Army ACE Registry Transcript (AARTS) – http://aarts.army.mil/
Army Publishing Directorate (USAPA) – http://www.apd.army.mil/
ARNG Personnel Intranet (for iMARC) – https://minuteman.ngb.army.mil/unsecured/akologin.aspx?ReturnUrl=%2f
CMS Webservices – https://cms/cmswebservices/
Human Resources Command – https://www.hrc.army.mil
IA ARNG Website – http://www.iowanationalguard.com/
IA Net – http://ianet/
LOD Module – https://apps.mods.army.mil/lod/
MEDPROS – https://apps.mods.army.mil/MEDPROS/secured/
My Pay – https://mypay.dfas.mil/mypay.aspx
National Guard Professional Education Center (PEC) – http://www.pec.ngb.army.mil/
National Guard Bureau Publications and Forms – http://www.ngbpdc.ngb.army.mil/
PEC Education Services Center – https://esc.pec.ngb.army.mil/
PERMS – https://statepermsompf.hoffman.army.mil/rms/login.jsp
RCAS – https://rcasweb/rcasweb/mainmenu.aspx
Retirement Points calculator – https://www.hrc.army.mil/site/reserve/soldierservices/retirement/retirementcalc.asp
S1 Net – https://forums.bcks.army.mil/CommunityBrowser.aspx?id=166639
USPFO Web Applications – http://ia-uspfo-app01/uspfo/
USPS Tracking – http://www.usps.com/shipping/trackandconfirm.htm?from=home&page=0035trackandconfirm
Appendix A (Orderly Room Posting) to the 2133d Trans Co HR SOP
ORDERLY ROOM
HOURS OF OPERATION:

(subject to change)

MUTA 4 – SAT 0800 – 1200
MUTA 5 – FRI 1830 – 2130

RESTRICTED ACCESS
ONLY admin personnel, supply personnel, and Team Leaders or above are authorized to be in the orderly room, unless you have specific business with the Unit Clerk, Full-time Personnel, Det Sgt, Det Cdr, 1SG, or Commander.
Appendix B (Record File Labels) to the 2133d Trans Co HR SOP
	1 – General Administration                    06

Disposition:  Destroy at the end of the Calendar Year
	12 – E4 Efficiency Reports                    06

Disposition:  Destroy after 2 years.
	23 – QRB & SRB                                  06

Disposition:  Destroy after 2 years.

	2 – Delegation of Signature Auth.   Active

Disposition:  Destroy when superseded.
	13 – Reductions                                       06

Disposition:  Destroy after 2 years.
	24 – Conditional Release                      06

Disposition:  Destroy after 2 years.

	3 – Miscellaneous Transmittals              06

Disposition:  Destroy after 2 years.
	14 – Award Recomm./Requests             06

Disposition:  Destroy after 2 years.
	25 – TING/RING                                  06

Disposition:  Destroy after 2 years.

	4 – Command Inspections                Active   

Disposition:  Destroy after the next CIP.
	15 – Award Memos/Orders                   06

Disposition:  Destroy after 2 years.
	26 – Intrastate Transfer                       06

Disposition:  Destroy after 2 years.

	5 – Contact Information Updates           06

Disposition:  Destroy after 5 years
	16 – Pregnancy Counseling                   06

Disposition:  Destroy after 2 years.
	27 – Interstate Transfer                       06

Disposition:  Destroy after 2 years.

	6 – In-Processing Checklists            Active

Disposition:  Destroy after the next S1 inspection.
	17 – Line of Duty (LOD)                        06

Disposition:  Destroy after 2 years.
	28 – Discharges                                     06

Disposition:  Destroy after 2 years.

	7 – Out-Processing Checklists          Active

Disposition:  Destroy after the next S1 inspection.
	18 – Incapacitation Pay                          06

Disposition:  Destroy after 2 years.
	29 – Survivor Benefit Plans                 06

Disposition:  Destroy after 2 years.

	8 – ISF Review Records                   Active

Disposition:  Destroy after the next S1 inspection.
	19 – Annual Medical Certificates          06

Disposition:  Destroy after 2 years.
	30 – Retirement Requests                     06

Disposition:  Destroy after 2 years

	9 – USPFO Transmittal Letters             06

File #1        (January – June)
Disposition:  Destroy after 2 years.
	20 – Profiles/MMRB                              06

Disposition:  Destroy after 2 years.
	31 – Substance Abuse Program           06

Disposition:  Destroy after 2 years.

	10 – USPFO Transmittal Letters           06

File #2        (July – December)
Disposition:  Destroy after 2 years.
	21 – Non-Judicial Punishment               06

Disposition:  Destroy after 2 years.
	32 – Security Clearances                     06

Disposition:  Destroy after 2 years.

	11 – Promotion Points                             06

Disposition:  Destroy after 2 years.
	22 – Extension Waivers & Bars to       06

      Reenlistment
Disposition:  Destroy after 2 years.
	


Appendix C (Binder Ends) to the 2133d Trans Co HR SOP
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Appendix D (Transmittal Record Log) to the 2133d Trans Co HR SOP

Transmittal Record Log
YEAR: __________

	TL #
	Returned
	TL #
	Returned
	TL #
	Returned
	TL #
	Returned

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


The proponent of this SOP is the Commander, 2133d Transportation Company. Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to Commander, 2133d Transportation Company, 909 Summit Street, Marshalltown, IA 50158.

(First Mi. Last)
Rank, Branch
Commanding
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