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02 September 2009

MEMORANDUM FOR All Personnel, Company A 39th BSB
SUBJECT: Retention SOP
1. Reference: AR 601-280, AR 135-7, NGR 600-200, AR ARNGR 601-2
2.
The following administrative procedures apply to personnel of A CO. 39TH BSB as indicated:
a. Sponsorship and In Processing.
(1) Upon receipt of the REQUEST Gains Report indicating that a new Soldier has been assigned (or orders attaching the Soldier), the Readiness NCO distributes copies to the commander, 1SG, platoon sergeant, and sponsor.  File the original REQUEST Gains Report or orders in the Soldier's Military Personnel File (MPF).
(2) The Readiness NCO mails a welcome letter to the new Soldier within 3 working days of notification of a newly assigned Soldier. The letter is printed as an original for each new Soldier. The letter will include the following enclosures:
(a) Map to the unit.
(b) Current FY Battle Assembly and AT schedule.

(c) Key personnel telephone list.

(d) Battle Assembly schedule.
(e) Make four copies of the welcome letter. Distribute the original and enclosures to the new Soldier, mail a copy without enclosures to the sponsor and First Line Leader (FLL). Place a copy on the 1SG’s desk.

(3) The Retention NCO personally assigns a sponsor the sponsor is selected from the new Soldier's platoon and similar grade. The Retention NCO also provides the unit welcome packet to the new Soldier upon arrival at the first Battle Assembly. The packet includes:
(a) A list of general military standards.

(b) Briefs SM on Employment rights for the National Guard.

(c) DA Form 5435-R, Statement of Understanding, Selected Reserve Education Assistance Program  for the Montgomery GI Bill.

(d) Brief SM on SGLI, PX and commissary privileges, and other benefits available.
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SUBJECT: Retention SOP
(4) The Company Sponsor is responsible for,

(a)  Advise the new Soldier about the Battle Assembly schedule and uniform. Ask if the Soldier needs transportation to the first Battle Assembly. Coordinate with the Soldier where to meet upon arrival at the Armory prior to formation.

(b) Set up a meeting for the new Soldier to see the 1SG’s office immediately after Saturday morning formation for initial orientation and ensure that in-processing will begin immediately. The 1SG will talk with the Soldier and solicits questions, e.g., why the Soldier joined the Arkansas Army National Guard and what they expect.

(c) Introduces the Soldier to his/her platoon leader and sergeant, and eat the noon meal with the Soldier.

(d) Set up a meeting for the Soldier to meet the Commander upon completion of all in-processing stops, who will conduct an interview with the new Soldier and ensure that all in-processing action has been completed. The commander reviews unit standards, what he/she expects and how the Soldier can meet these expectations and documents results on DA Form 4856. Commander will then solicit questions from the Soldiers, e.g., why they joined the Arkansas Army National Guard.

(e) After the commander’s interview, the sponsor will escort the new Soldier to his/her FLL and relinquish control.
b. Retention and Reenlistment Interviews. Prior to any interview, the Readiness NCO will determine reenlistment/ extension eligibility. This will preclude last minute problems. All interviews are documented on DA Form 4856. Conduct interviews based on the following schedule:
(1) The 1SG will interview new Soldiers after first formation of the first Battle Assembly. This interview is a welcome orientation briefing that gives an overview of the unit and in-processing procedures
(2) After completion of all in-processing steps, the commander will conduct an interview. This interview will consist of validating in-processing completion, advising the Soldier of upcoming unit activities/missions, soliciting and answering the new Soldier's questions, e.g., the Soldier's expectations and reason(s) for joining the Army Reserve.
(3) During the Soldier's birth month, the FLL conducts a retention interview. During this interview the Retention NCO solicits the Soldier's feeling about their assignment, duties and future reenlistment intentions.
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SUBJECT: Retention SOP
(4) Twelve months prior to the Soldier's ETS date, the commander and the Retention NCO will conduct an interview focused on the Soldier's reenlistment intentions, problems the Soldier may be experiencing and identification of possible solutions.
(5) Twelve months prior to the Soldier's ETS date, the Retention NCO determines the Soldier's eligibility for reenlistment IAW AR 135-7 and current HQDA, conducts an interview, and determines the Soldier's reenlistment intentions. The Retention NCO then provides the results to the 1SG and unit commander.
(6) The commander, 1SG, Retention NCO, FLL, or other interested party can conduct an interview at any time. Ensure that these interviews are recorded IAW AR ARNGR 601-2 appendix (H).

c. Retention and Reenlistment Interview Administrative Procedures. Follow the steps listed below:
(1) By 1200 of each Sunday Battle Assembly during a MUTA-4/5 or 1600 on Saturday of a MUTA-2 or 3, the Readiness NCO will provide the 1SG with a listing of required interviews for the next Battle Assembly period. This list will show who requires an interview, who will do the interview, and times and locations of the interviews conducted by the Retention NCO. (NOTE: do not schedule any interview after 1400 on Sunday).
(2) The 1SG will coordinate a time with the commander that he/she desires to do his/her interviews during the next Battle Assembly period and notify the Retention NCO.
(3) The 1SG will announce who will receive interviews during the next Battle Assembly during final formation.
(4) The Retention NCO will post the list on the RT bulletin board.
(5) At the beginning of Battle Assembly (prior to initial formation), the Retention NCO provides the 1SG the USAR Form 130-R for Soldiers who require an interview, except those that they are required to do.
(6) The 1SG provides those requiring FLL interviews to the platoon sergeants. The platoon sergeants are responsible for providing the sheet to the FLLs, ensuring the interviews are conducted and returning the sheet to the 1SG by noon on Sunday of a MUTA-4/5 and by 1600 on Saturday of a MUTA-2/3.
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(7) To assist with interview techniques, refer to DA Pamphlet 611-1, The Army Interview, and FM 6-22, Leadership Counseling.
d. The following administrative procedures apply:
(1) By the end of each Battle Assembly period, the Retention NCO will provide the Readiness NCO with a list of Soldiers who require interview during the up-coming Battle Assembly period. To support this action, the Readiness NCO will print an ETS and date of birth roster 5-10 days prior to each Battle Assembly.
(2) The criteria sheet will be provided to the Readiness NCO 5-10 days prior to each Battle Assembly. Place the sheets and rosters in the Retention NCOs' distribution box.
(3) The Retention NCO will coordinate with the 1SG to ensure that required interviews are accomplished.
(4) The 1SG will review the interview sheets, keep the ones that show a Soldier who may have a problem and discuss them with the commander for resolution. Return the remaining sheets to the Retention NCO.
(5) After review by the Retention   NCO, (who verifies that all interviews were conducted), provide the sheets to the Readiness NCO for filing.
e. Reenlistment and Extension Contracts. The Retention NCO prepares the DD Form 4/1 and 4/2 (reenlistment) and DA Form 4836 (extension). The following procedures will apply for contracting a Soldier for continued military service:
(1) Prior to the 12 months before ETS interview by the Retention NCO, reenlistment and SRIP eligibility will be determined using AR 135-7 with the current HQDA SRIP.
(2) If the Soldier is eligible to reenlist and indicates he/she desires to reenlist, the Retention NCO will solicit from the Soldier what type of ceremony they desire. At a minimum, the ceremony will be conducted with the American Flag and witness present. Inform the Soldier that the paperwork will be prepared and ceremony conducted the next Battle Assembly period when the Soldier is within the 3-month window. The Retention NCO coordinates with the 1SG to determine the type reenlistment ceremony the Soldier desires.
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(3) If the Soldier is eligible for a reenlistment bonus, the Retention NCO will electronically transmit (Reenlistment Bonus Control Worksheet) 39th BSB , 5-10 days prior to the reenlistment date for a bonus control number.

(4) The Retention NCO prepares DA Form 5261-4-R for Soldiers who meet the eligibility requirements of AR 135-7 and the current HQDA SRIP Student Loan Repayment Program (SLRP). This form will become a part of the reenlistment contract.
(5) If the Soldier meets the eligibility requirements for the Montgomery GI Bill (MGIB) as outlined in AR 135-7, Chapter 8, do the following:
(a) The Readiness NCO completes DD Form 2384-1 and make this document part of the reenlistment packet, not an addendum to the contract.
(b) After the reenlistment ceremony the Retention NCO gives the Soldier the original DD Form 2384-1. This form documents eligibility for Veterans Administration benefits.
(c) The FTS inputs data to update MGIB eligibility submit a copy of the form with the reenlistment contract and file one in the Soldier's MPF. NOTE: A Soldier can extend in certain cases to become eligible for the MGIB. A Soldier's eligibility for MGIB benefits is based on the first 6-year contract on or after 1 Jul 85 provided the Soldier meets the eligibility requirements. Reenlisting a second term will not extend those benefits. See AR 135-7 for further guidance.
(6) Commanders may authorize Soldiers who are not eligible to reenlist an extension provided they meet rule criteria.
(7) Soldiers who are eligible to reenlist and desire to extend may do so with the commander’s approval.
(8) At the conclusion of the ceremony, the Retention NCO ensures that all parties properly sign the document(s) and return them to the FTS for distribution.

(9) Erroneous contracts with errors that affect the date of reenlistment or period of reenlistment are processed.
f. Reenlistment Bonus.
(1) Soldiers eligible to reenlist IAW current Army Regulation who possess an MOS on the current HQDA bonus list will be processed for a bonus as follows:
(a) Upon determination that a Soldier is eligible, the Retention NCO prepares DA Form 5261-2-R, as part of the reenlistment contract packet for signature after the reenlistment oath.
NGAR-BSB-AC







02 September 2009

SUBJECT: Retention SOP
(b) Five to 10 days prior to the reenlistment date, Retention NCO verifies that RMS data supports eligibility and requests a bonus control number from the 89th RRC using USAR Form 80-1-R.
(c) After receipt of the bonus control number, type the control number on DD Form 4, item 8b (Remarks), on the upper right hand corner on page one DA Form 3540-R, DA Forms 5261-2-R and finance documents.
(2) FTS prepare an exception to policy for Soldiers who reenlisted for an incentive, but were not eligible, or were eligible and did not sign a bonus addendum. 
g. SLRP. Soldiers, who reenlist and meet the eligibility criteria of AR 135-7 and provided the Soldier's MOS is on the current HQDA SLRP List, will be processed for SLRP as follows:
(1) Upon determination that a Soldier is eligible, the Retention NCO will prepare DA Form 5261-4-R as part of the reenlistment contract packet for signature after the reenlistment oath.
(2) Soldiers who are reenlisted for SLRP, were eligible for the incentive and the DA Form 5261-4-R was not completed or Soldiers who were reenlisted for SLRP and were ineligible, process in accordance with USAR Regulation 140-6.
h. Montgomery GI Bill (MGIB). Process enlisted Soldiers for enrollment in the MGIB who reenlist or extend their current contract for a 6-year period (or officers who extend their current service agreement for 6 years using DA Form 5447-R, and meet the other eligibility criteria of AR 135-7, Chapter 8.
(1) Complete DD Form 2384-1, Notice of Basic Eligibility for the Montgomery GI Bill and make it part of the reenlistment packet.
(2) Provide the Soldier with the original copy of the DD Form 2384-1 and file the second copy in the Soldier's MPRJ.
(3) Input the MGIB update and forward a copy of the DD Form 2384-1 with the reenlistment contract or extension document or the officer service agreement to the MSC for input MGIB eligibility update into TAPDB.
(4) All Soldiers, regardless of eligibility, will complete DA Form 5435-R, Statement of Understanding, Selected Reserve Education Assistance Program. Distribution of the form will be in accordance with AR 135-7, Chapter 8.
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(1) Upon assignment of the Soldier and receipt of sufficient records to determine the Soldier has a remaining MSO, complete DA Form 5261-3-R.
(2) If a delay occurs, the date of the DA Form 5261-3-R will be the effective date the Soldier is assigned to the unit and meets eligibility.
j. Soldier Accountability Program. This program is outlined in USAR Regulation 140-6. The 1SG will ensure the platoon sergeants for each platoon contacts Soldiers who are absent for Battle Assembly without a know reason by:
(1) Telephoning the Soldier's residence and/or work place to make contact with the Soldier.
(2) Documenting the call using DA Form 4856 and provide to the 1SG not later than 1200 on the day the Soldier is absent.
l. Retention NCO Selection.
(1) The commander and 1SG will select at least 1 Soldier for ever 50 Soldiers assigned to the 960th QM Co to perform as DARN. They must meet the following qualifications:

(a) The criteria of DA Pam 611-21 for MOS 79V.

(b) Project a positive attitude and image of the Army Reserve and not under suspension of favorable personnel actions.

(2) Document these appointments in accordance with USAR Reg 140-6 and reflect the appointed duty in the Soldier's job description and NCOER. Do not assign any other extra duties.
m. Retention NCO Training.

(1) Newly assigned Retention NCOs will attend the first available Retention NCO (Duty Appointed) Training Course. As an interim measure, the 1SG will ensure the Retention NCO of support provides initial training with the Soldier.
3.
Although this SOP addresses and identifies specific actions by unit personnel, timeliness and good judgment must be exercised in all our actions, if we are to retain our Soldiers and be prepared for a call to active duty, to fight win and provide!

NAME
CPT, IN, AR ARNG
Commanding
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