
Introduction
This Standing Operating Procedure (SOP) for Battalion Retention Activities is a guide for managing a Battalion Retention Program. This SOP is not an absolute. It is based on ideal conditions and the personal observations of the staff; therefore, it may not be entirely applicable to your situation. However, it gives you a place to start; completion, implementation, and utilization is up to you! The real key to success is to evaluate your unit, advise your commander, train the leaders and manage a successful Retention Program.

----------------------------------------------------------------------------------------------------------------------

Sample SOP
(Battalion Letterhead)

(Office Symbol) (Marks Number) 



                                          (Date)

MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Standing Operating Procedures (SOP) for Battalion Retention Activities.

1.
Reference: AR 601-280.

2.
Purpose: The purpose of this SOP is to outline the objectives, mission, responsibilities, organization, duties, and operation of the Battalion Retention Program.

3.
Objectives:


a.
The objective of this SOP is to ensure that commanders and retention personnel accomplish their assigned mission in an efficient and timely manner.


b.
The objectives of the Battalion Retention Program are to ensure that only those soldiers who have demonstrated potential for future development, and have maintained a record of acceptable performance, will be offered the privilege of reenlisting or transitioning. Other soldiers will be separated under appropriate administrative procedures or barred from reenlistment.

4.
Goals:


a.
Obtain maximum command involvement in the retention program.


b.
Reenlist high quality soldiers consistent with Army need and assigned objectives.


c.
Support force alignment objectives by reenlisting soldiers out of overage into shortage MOS.


d.
Access quality soldiers into Reserve Component units.


e.
Provide adequate support for Army Special Programs (i.e. ROTC Green to Gold program and US Military Academy Preparatory School).

5.
Responsibility: The Army Retention Program is the direct responsibility of all commanders. The Battalion Career Counselor will counsel soldiers, evaluate the unit, advise the commanders, train the leaders and manage the retention program. The success of the program depends upon effective 

(Office Symbol)

SUBJECT: Standing Operating Procedures (SOP) for Battalion Retention Activities.

leadership, vigorous command involvement and aggressive retention activities at all organizational levels. Success is measured by the percentage of accomplishment for all categories (initial term, mid career and reserve component). Accomplishment of these objectives relates directly to the quality of leadership exhibited by the officers and noncommissioned officers of the units. Success should be further measured by the achievement of the commander's objectives with the fewest possible waivers, exceptions to policy and movement type options while improving the readiness, competency and skill alignment of the force.

6.
Organization:


a.
Commanders are Retention Officers. This cannot be delegated.  The Battalion Command Sergeant Major is the Senior Retention NCO for the unit.  Duty appointment orders are not required.


b.
The Battalion Career Counselor has primary staff responsibility for the retention program.  This NCO is a member of the Battalion Staff and dedicates all available time to the battalion retention program.


c.
Each unit commander must assign a "quality" noncommissioned officer the additional duty of Unit Reenlistment NCO.  See Chapter 9 and Appendix B, AR 601-280, for qualifications and selection process. These NCOs are appointed on orders in accordance with paragraph 9-4d, AR 601-280. See Appendix A of this SOP for the sample format.


d.
Reserve Component Career Counselors who are attached to installation/MACOMS serve as advisors to retention officers and NCOs. They provide Reserve Component counseling and processing for transitioning soldiers.

7.
Duties for all retention personnel are outlined in Chapter 2, AR 601-280.

8.
Internal Operations:


a.
Policies and standards of conduct for retention personnel are outlined in Chapter 9 and Appendix B, AR 601-280, and Appendix N of this SOP.


b.
The NCOER rating scheme for the battalion Career Counselor is in AR 601-280, para 9-6.

9.
Revisions to this SOP: Suggested additions, deletions or changes will be submitted through the Battalion Career Counselor.

10.
Conclusion: Success in retaining quality soldiers is the result of effective leadership. This SOP has been published to assist in our Army Retention efforts. It is to be used as a guide, and as such, variations may be necessary based upon mission requirements. A positive approach to this all important program will result in success for the unit, battalion and the Army Retention Program.

14 Encls:


(BATTALION COMMANDER)

Appendices A through N
(RANK, BRANCH)
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Appendix A

Duty Appointment
1.
References:


a.
Paragraph 2-2i, AR 601-280.


b.
Paragraph 9-4c-d, AR 601-280.

2.
In accordance with Paragraph 9-4c, AR 601-280, a full-time Reenlistment NCO will be appointed, in writing, when the organization (battalion level and higher) does not have a PMOS Career Counselor currently assigned.

3.
In accordance with Paragraph 9-4d, AR 601-280, a part-time additional duty Reenlistment NCO will be appointed, in writing, by commanders of companies and similar size commands.

4.
Chapter 9-2 and Appendix B, AR 601-280, should be utilized to facilitate the selection process.

5.
A sample format of each of the appointment memorandums is included in this appendix.

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(Office Symbol) (Marks Number) 



                                          (Date)

MEMORANDUM FOR (Rank, Name, Unit)
SUBJECT:  Appointment of Battalion Reenlistment NCO

1.
Effective ________________, ________________________________, __________________





   (Date)                                (Rank/Name)                                       (SSN)

is appointed as full-time Battalion Reenlistment NCO.

2.
Authority:  Paragraph 2-2f and 9-4c,  AR 601-280.

3.
Purpose:  To accomplish tasks associated with the Retention Program.

4.
Period:  Indefinite.

5.
Special Instructions: Accomplish the responsibilities in Paragraph 2-2f of AR 601-280, which are further clarified by the SOP for Battalion Retention Activities.






(BATTALION COMMANDER)






(RANK, BRANCH)






Commanding

CF:

Individual concerned

Bn S-1

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(Office Symbol) (Marks Number) 



                                          (Date)

MEMORANDUM FOR (Rank, Name, Unit)
SUBJECT:  Appointment of Unit Reenlistment NCO

1.
Effective ________________, ________________________________, __________________





   (Date)                                (Rank/Name)                                       (SSN)

is appointed the additional duty as Unit Reenlistment NCO.

2. Authority:  Paragraph 2-2i and 9-4d,  AR 601-280.

3. Purpose:  To accomplish tasks associated with the Retention Program.

4. Period:  Indefinite.

5. Special Instructions: Accomplish the responsibilities in Paragraph 2-2i of AR 601-280, which are further clarified by the SOP for Battalion Retention Activities.






(COMPANY COMMANDER)






(RANK, BRANCH)






Commanding

CF:

Individual concerned

Bn Reenlistment NCO

Appendix B

Waivers
1.
References:


a.
Chapter 3, Paragraph 3-10, AR 601-280.


b.
Paragraph 11-14, AR 601-280.


c.
Paragraph 3-14, AR 600-8-19.

2.
Waivers will be process according to the above regulatory guidance.  Included is a sample format of a waiver approval memorandum.

ATSG-RRA (DA Form 3072-R/7 Jan 99)  (601-280b)  1st End                           SSG Hall/jh/DSN 321-3763

SUBJECT:   Request for Waiver of Disqualification for Reenlistment/Promotion in the Regular Army.

Commander, 3rd Battalion, 63rd Armor, APO AE 09033   13 January 1999

FOR Commander, Company B, 3rd Battalion, 63rd Armor, APO AE 09033

1.
Request for waiver of 3 days AWOL pertaining to SPC Robert R. Robertson, 900-00-0018, is approved for the purpose of immediate reenlistment provided he is otherwise qualified.

2.
A copy of this correspondence will be filed in accordance with paragraph 3-10k, AR 601-280.

Encl



JOHNNY J. JOHNSON

nc




LTC, AR






Commanding

Appendix C

Reserve Component Transition/Retention Procedures
1.
References:


a.
Paragraph 2-2g, AR 601-280.


b.
Paragraph 7-3, AR 601-280.


c.
Chapter 7, AR 601-280.


d.
Appendix C, AR 601-280.

2.
Soldiers indicating that they decline immediate reenlistment will be interviewed by the Reserve Component Career Counselor. (This is in addition to the pretransition briefing presented by the Reserve Component Career Counselor at the Transition/Outprocessing Center.) The following procedures will facilitate this process:


a.
The Battalion Career Counselor will coordinate with the Unit Reenlistment NCO and the Reserve Component Career Counselor to establish the best possible time for the soldier to receive the Reserve Component interview. This interview must be conducted not later than 90 days before ETS or beginning of transition leave.


b.
The Battalion Career Counselor will then ensure that the Unit Reenlistment NCO provides the Reserve Component Career Counselor with a duplicate copy of the DA Form 1315 and the Retention worksheet prior to the Reserve Component interview. This will assist the Reserve Component Career Counselor in preparing for the interview.

Appendix D

Bars To Reenlistment
1. References:


a.
Paragraph 1-7, AR 601-280.


b.
Chapter 8, AR 601-280.

2.
Soldiers who not demonstrating potential for further service as outlined in AR 601-280 should be considered for a Bar to Reenlistment.

3.
Included is a form which will be utilized by the Battalion Career Counselor to identify and control the Bars to Reenlistment, a procedure sheet, and an example of a request for removal of a Bar to Reenlistment.

BAR LOG
Bar to Reenlistment Initiation Procedures
(Reference - Chapter 8, AR 601-280)

*
1.
Documentation is collected in support of the bar to reenlistment.


2.
Bar is prepared (DA Forms 2A & 2-1 are attached).


3.
Bar is given to soldier by the initiating commander.  (See AR 600-37)


4.
The soldier is given 7 days to prepare a statement, if desired.


5.
Annotate the DA Form 1315 with the date and reason the bar is being submitted.


6.
The soldier gives the statement to the initiating commander.

*
7.
All commanders endorse the bar to the approval authority.





  ---(Any commander can disapprove)---

*
8.
The bar is approved.


9.
AEA code of (C) is submitted when applicable (see AR 614-200).


10.
A (9K) Immediate Reenlistment Prohibition Code is submitted (see AR 680-29).


11.
The bar is endorsed to the unit commander.


12.
Unit commander advises the soldier (see AR 600-37).


13.
The soldier is allowed 7 days for an appeal statement, if desired.


14.
Annotate the DA Form 1315 w/approval date and the (9K) Immediate Reenlistment Prohibition



Code.


15.
The soldier gives the appeal to the unit commander.

*
16.
 All commanders endorse the appeal to the appeal authority.

*
17.
 The appeal authority approves or disapproves the appeal.


18.
The appeal is endorsed by all commanders to the unit commander.


19.
The unit commander informs the soldier of the appeal authority's decision.

*
Career Counselor reviews the bar and advises the commander(s)

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280b)





              (DATE)
MEMORANDUM FOR Commander (Battalion or higher)

SUBJECT:  Request for Removal of the Bar to Reenlistment on (Rank, Full Name, SSN)
1.
Request that the bar to reenlistment on (Rank/Last Name) dated (date) be removed. This action is requested in accordance with paragraph 8-5i(3), AR 601-280.

2.
(Rank/Last Name) has overcome all circumstances that predicated imposition of the bar to reenlistment. Since the bar was imposed, he has consistently performed in an outstanding manner. He has proven to be competent, energetic and conscientious. On many occasions, he has willingly dedicated additional effort and time to ensure that all tasks were accomplished in an exceptional manner. (Rank/Last Name) has proven, without a doubt, that he is worthy of retention in the United States Army.

3.
The bar to reenlistment is, first and foremost, a rehabilitative tool; however, it will deny reenlistment, and in most cases, deny reentry. Complete rehabilitation has been accomplished with (Rank/Last Name) and approval to withdraw this bar to reenlistment would be in the best interest of the soldier, the unit and the Army.






(COMPANY COMMANDER)






(RANK, BRANCH)






Commanding

Appendix E

Training
1.
References:


a.
Paragraph 2-2c(11), AR 601-280.


b.
Paragraph 2-2d(10), AR 601-280.


c.
Paragraph 2-2e(6), AR 601-280.

2.
As identified in the above references, training one of the most important facets of a successful retention program. Effective training instills knowledge, visibility and credibility.

3.
The Battalion Career Counselor has the overall responsibility to ensure that the following training is conducted:


a.
Initial training - for new personnel.


b.
Update training - as changes occur.


c.
Refresher training - to reaffirm knowledge.


d.
When a training deficiency is observed.

4.
As a minimum, training conferences will be conducted quarterly and a record of attendees/subjects will be maintained in the battalion retention office.

Appendix F

Assignment of Objectives and Maintaining Statistics

1.
References:


a.
Para 2-2f(4), AR 601-280.


b.
Paragraph 2-2d(4), AR 601-280.

2.
Retention objectives are distributed as a goal for each unit to meet or exceed.  The goals are each unit's fair share of the Army's retention requirements. Goals must be met by retaining quality soldiers to ensure the continued success of a relatively small, but highly technical Army, Army National Guard and Army Reserve of today and forever.

3.
The Battalion Career Counselor is responsible for compiling and distributing objectives and statistics on a monthly, quarterly and yearly basis. The following is specific guidance on how this task is accomplished:


a.
Between the 25th and the 30th of each month the Battalion Career Counselor will obtain a SIDPERS (C60) printout that reflects all personnel by company who ETS within 15 months. A roster 15 months out will assist in identifying not only eligibles, but also personnel who may be interested in applying for the BEAR Program.


b.
The SIDPERS roster will then be forwarded to each unit (sample memorandum included in this appendix) NLT the 30th of each month for purification.  This screening will enable objectives to be assigned based on actual eligible soldiers.


c.
Once the rosters have been purified, they will be returned NLT the third working day of the month to the Battalion Career Counselor, who utilizes the first roster to establish the Active Component objectives factor by dividing the battalion's objective in each category by the eligibles in each category. The units’ Active Component objectives will be obtained by multiplying the objective factors in each category times the eligibles in each category. The Reserve Component objectives will be established using each unit’s eligibles from the second roster (eligible soldiers who have declined continued active duty) by the same method prescribed above.  The Reserve Component objectives may require readjustment at the end of each month to account for changes in the ETS population.


d.
By the 5th working day of each month, quarter and fiscal year the objectives and statistics will be published for the preceding period. The memorandum and forms included in this appendix will be utilized to accomplish these tasks.

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280a)





              (DATE)
MEMORANDUM FOR

COMMANDER, HHC XXX BN, (Geographical location and zip code)
COMMANDER, CO A, XXX BN, (Geographical location and zip code)
COMMANDER, CO B, XXX BN, (Geographical location and zip code)
COMMANDER, CO C, XXX BN, (Geographical location and zip code)
COMMANDER, CO D, XXX BN, (Geographical location and zip code)
SUBJECT:  Determine Retention Eligible Soldiers

1.
 The enclosed SIDPERS printout has been prepared in three copies. The first and second copies will be used to determine Active and Reserve Component objectives (See the attached).

2.
 Utilize the first printout to identify the Active Component initial, mid-career and reserve objectives for the month of _____________________.


a.
The following personnel will be lined out (use HIGHLIGHTER MARKERS on all line outs) with specific reason noted on the right side of the roster.



(1)
Delete all soldiers who ETS after __________________.



(2)
Delete all soldiers, except overweight personnel, who are ineligible or have non-waivable moral and administrative disqualifications listed in paragraph 3-9 of AR 601-280.  Documentation, when available, is requested to substantiate line outs.



(3) Delete all soldiers who will have more than 20 years of active service on _________________.


b.
Identify remaining soldiers, in the left margin, as follows:



(1)
Initial Term - identify with the figure "1".



(2)
Mid-career - identify with the figure "2". Those soldiers who have more than 10 years Active Federal Service at ETS, but reenlist with less than 10 years Active Federal Service, will be credited as mid-career reenlistments. Upon purification of the roster, those soldiers who will reenlist with less than 10 years of AFS must be identified. The reenlistment goal will be based on this information and will not be subsequently changed.



(3)
Career - identify with the figure "3". Only soldiers with more than 10 years of Active Federal Service at ETS, but less than 20 years AFS will be identified. Those with over 20 years AFS should be lined out.

(Office Symbol)

SUBJECT:  Determine Retention Eligible Soldiers


c.
Enter the following eligibility statements and information at the end of the roster:



(1)
Eligible initial term soldiers:  (Number)


(2)
Eligible mid-career soldiers:  (Number)


(3)
Eligible career soldiers:  (Number)
3.
The second printout will be utilized to identify objectives for Reserve Component  Troop Program Unit affiliation for the month of _________________.


a.
The following personnel will be lined out (use HIGHLIGHTER MARKERS on all line outs) with specific reason noted on the right side of the roster.



(1)
Delete all soldiers who ETS after _________________.



(2)
Delete all soldiers, except overweight personnel, who are ineligible or have non-waivable moral and administrative disqualifications listed in paragraph 3-9 of AR 601-280.  Documentation, when available, is requested to substantiate line outs.



(3)
Delete all projected reenlistments.


b.
Enter; at the end of the roster:  Eligible transitioning soldiers:  (Number)
4.
The third is for your use to identify soldiers who are eligible for reenlistment, transition into a Reserve Component or who should be considered for participation in the BEAR Program at 15 months prior to ETS.

5.
The Unit Reenlistment NCO will initial each of the eligibility statements and the Commander will authenticate the rosters by signing below the eligibility statements.

6.
The above action must be accomplished NLT 0900 hours on the third working day of the month to complete and distribute objectives by the fifth working day of the month. Request for changes to the rosters will not be accepted after that suspense.

Encl



(BATTALION COMMANDER)

as




(RANK, BRANCH)






Commanding

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280a)





              (DATE)
MEMORANDUM FOR

COMMANDER, HHC XXX BN, (Geographical location and zip code)
COMMANDER, CO A, XXX BN, (Geographical location and zip code)
COMMANDER, CO B, XXX BN, (Geographical location and zip code)
COMMANDER, CO C, XXX BN, (Geographical location and zip code)
COMMANDER, CO D, XXX BN, (Geographical location and zip code)
SUBJECT:  Retention Objectives/Statistics

1.
Retention objectives are the unit's fair share of Army's retention requirements. Success in attaining or exceeding objectives is a direct indicator of the quality of leadership exhibited by the officers and non-commissioned officers.

2.
The enclosed objectives and statistics are published for information and necessary action.

3.
Questions on the objectives and statistics should be directed to the Battalion Career Counselor.

Encl



(BATTALION COMMANDER)

as




(RANK, BRANCH)






Commanding

STAT CHART
Appendix G

Retention Awards Program

1.
References:


a.
Paragraph 2-2d(14), AR 601-280.


b.
Paragraph 2-2f(18), AR 601-280.

2.
The awards program is designed to enhance the retention program by recognizing subordinate elements and persons for their support in the retention effort.

3.
Special recognition awards will be given to assigned officers and NCOs who demonstrate outstanding support of the retention efforts within the battalion.

4.
Recognition can be in the form of a letter, trophy or other similar award. The type of recognition or award is at the discretion of the commander.

5.
The Battalion's Awards Program is attached. Paragraph 7 of the awards program requires each unit to establish a Retention Award Program of their own. A copy of that program must be forwarded to the Battalion Career Counselor.

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280a)





              (DATE)
MEMORANDUM FOR

COMMANDER, HHC XXX BN, (Geographical location and zip code)
COMMANDER, CO A, XXX BN, (Geographical location and zip code)
COMMANDER, CO B, XXX BN, (Geographical location and zip code)
COMMANDER, CO C, XXX BN, (Geographical location and zip code)
COMMANDER, CO D, XXX BN, (Geographical location and zip code)
SUBJECT:  Policy Letter Number ##, Retention Awards Program

1.
References:


a.
AR 601-280, Army Retention Program.


b.
FY##  Brigade Retention Awards Program, dated (date).

2.
This Retention Award Program supplements the above referenced Brigade Awards Program in the following manner:


a.
It establishes an incentive for the individual who is most influential in gaining an initial term reenlistment, extension for  the Bear Program or agreement to transition into a Reserve Component unit.


b.  It recognizes retention achievements of units and Unit Reenlistment NCOs. Specifically, it establishes procedures for monthly, quarterly and yearly awards.

3.
The individual who is most influential in gaining an initial term reenlistment, extension for the BEAR program or agreement to transition into a Reserve Component will be authorized a three day pass to be taken within 30 days of the action. Appropriate recognition will be initiated for continued support of the retention mission.

4.
Retention awards for units and Unit Reenlistment NCOs for the active and reserve categories will be presented as follows:


a.
Monthly:  The top unit in each category will receive a Battalion Certificate of Achievement.  The Unit Reenlistment NCO's name, rank and SSN will be indicated on the certificate.


b.
Quarterly:



(1)
The top unit in each category will receive a plaque and Battalion Certificate of Achievement. The Unit Reenlistment NCO's name, rank and SSN will be indicated on the certificate.



(2)
Each Reenlistment NCO will receive a letter of commendation from the Battalion Commander for achieving 100% of the retention objective in each category.


c.
Yearly:



(1)
The top unit in each category will receive a trophy and be authorized a training holiday.

(Office Symbol)

SUBJECT: Policy Letter Number ##, Retention Awards Program



(2)
The top Unit Reenlistment NCO in each category will receive a letter of commendation in addition to a Battalion Certificate of Achievement or higher award.



(3)
Each Reenlistment NCO will receive a letter of commendation from the Battalion Commander for achieving 100% of the retention objective.

6.
Units which accomplish reenlistments in the Regular Army, extensions for the BEAR Program, or agreements to transition into a Reserve Component during an award period for which no goal is assigned will be given appropriate recognition for those actions. This will obviously enhance quarterly and annual achievements and subsequent recognition.

7.
If not previously accomplished, all subordinate units will establish a retention awards program to supplement those contained in this letter, and forward a copy to the Battalion Reenlistment NCO.

8.
This policy letter is effective (date) and supersedes Policy Letter (##), subject as above, dated (date).






(BATTALION COMMANDER)






(RANK, BRANCH)






Commanding

Appendix H

Retention Incentive Program

1.
Reference:  Paragraph 1-7e (3), AR 601-280.

2.
The incentive program is designed to recognize soldiers for their commitment towards continued service in the United States Army.

3.
In accordance with the above reference, the program will be announced by memorandum, dated and signed by the current unit commander. It will be distributed and publicized throughout the unit.

4.
The Battalion Incentive Program is attached. It should be utilized as a guide when preparing the unit incentive program. This requirement is established in paragraph 4 of the Battalion Incentive Program. A copy of the unit incentive program must be forwarded to the Battalion Career Counselor.

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280a)





              (DATE)
MEMORANDUM FOR

COMMANDER, HHC XXX BN, (Geographical location and zip code)
COMMANDER, CO A, XXX BN, (Geographical location and zip code)
COMMANDER, CO B, XXX BN, (Geographical location and zip code)
COMMANDER, CO C, XXX BN, (Geographical location and zip code)
COMMANDER, CO D, XXX BN, (Geographical location and zip code)
SUBJECT:  Policy Letter Number ##,  Battalion Retention Incentive Program

1.  References:


a.
AR 601-280, Army Retention Program.


b.
FY## Brigade Retention Incentive Program, dated (date).

2.
This Retention Incentive Program recognizes the following:


a.
Soldiers reenlisting in the Regular Army.


b.
Personnel extending under the BEAR (Bonus Extension and Retraining) Program.


c.  Soldiers committed to affiliate with a unit of a Reserve Component.

3.
Incentives are established as follows:


a.
A four day pass, including two full duty days in conjunction with a weekend, to be taken within 60 days after reenlistment, extension for the BEAR Program or agreement to transition into a Reserve Component. This pass is in addition to any pass authorized by the brigade or unit incentive program.


b.
Authorized to take 30 consecutive days Reenlistment Leave per AR 600-8-10. This leave should be taken within a year following reenlistment or extension for the BEAR Program.


c.
Exemption from any and all roster type duties and details not pertaining to normal duty, beginning on the date of the next duty cycle.

4.
If not previously accomplished, all subordinate units will establish a retention incentive program to supplement those contained in this letter, and forward a copy to the Battalion Career Counselor.

5.
This policy letter is effective (date) and supersedes Policy Letter ##, subject as above, dated (date).






(BATTALION COMMANDER)






(RANK, BRANCH)






Commanding

Appendix I

Quarterly Inspections
1.
Reference:  Paragraph 2-2f(11), AR 601-280.

2.
In accordance with the above reference, the Battalion Career Counselor will inspect each unit at least quarterly and outbrief the unit commander and 1SG.  Appropriate report of findings will be provided to the battalion commander and Command Sergeant Major for corrective action.

3.
The attached memorandum, with enclosures, will be forwarded NLT 30 days prior to the inspection date.

4.
The (MACOM/division) inspection checklist will be utilized to conduct inspections.

DEPARTMENT OF THE ARMY

(Organization Name)

(Geographic Location - Nine-Digit Zip Code)

(OFFICE SYMBOL)  (601-280a)





              (DATE)
MEMORANDUM FOR

COMMANDER, HHC XXX BN, (Geographical location and zip code)
COMMANDER, CO A, XXX BN, (Geographical location and zip code)
COMMANDER, CO B, XXX BN, (Geographical location and zip code)
COMMANDER, CO C, XXX BN, (Geographical location and zip code)
COMMANDER, CO D, XXX BN, (Geographical location and zip code)
SUBJECT:  Inspection of Retention Program

1.
The Battalion Career Counselor will conduct a comprehensive retention inspection of each unit within the Battalion. (See the inspection schedule at enclosure 1).

2.
This inspection will be for the purpose of assisting commanders in identifying those areas in their retention program which possess potential for improvement. Also, this inspection will prepare the units for subsequent Staff Assistance Visits (SAV) and inspections.

3.
The inspection will direct particular emphasis to those items contained in the checklist at enclosure 2.

4.
Results of this inspection will be reported to the battalion commander and Command Sergeant Major.






(BATTALION COMMANDER)






(RANK, BRANCH)






Commanding

Appendix J

Eligibility for Reenlistment, Extension, Bonus, Option, BEAR or Transition into a Reserve Component

1.
References:


a.
Paragraph 3-3, AR 601-280.


b.
Paragraph 3-3, 3-4, AR 601-280.


c.
Appendix B, B-2, AR 601-280


d.
Chapters 3-6, AR 601-280.

2.
Reference 1a above states that the unit commander will determine whether the soldier is eligible for continued Regular Army service.  However, it is a combined effort with the Unit Reenlistment NCO doing the initial qualification, and the Battalion Career Counselor having the ultimate responsibility with the unit commander.

3.
It is imperative that all determinations are accurate. An erroneous, defective, unfulfilled or fraudulent reenlistment will cause grave damage to the soldier and retention program.  References 1b (Court Martial) and 1b (Relief) above are specific if errors are made.

4.
The enclosed forms will be used to determine eligibility for reenlistment, extension, bonus, option or transition into a Reserve Component. Also, eligibility for the BEAR Program must be considered in accordance with Chapters 5 and 6, AR 601-280.

Appendix K

Employing the Army's Retention Counseling System with the Retention Data Card (DA Form 1315)

1.
References:


a.
Paragraph 2-2h(3), AR 610-280.


b.
Paragraph 2-2i(3)(6), AR 601-280.


c.
Chapter 11, Section II, AR 601-280.


d.
Appendix C, AR 601-280.

2.
The requirement to conduct interviews in a timely manner cannot be over emphasized.  The interviews afford soldiers the opportunity to exchange information with their commanders and retention personnel. Primarily, the Retention Data Card is utilized to ensure that commanders and retention personnel are conducting and recording interviews. Properly maintained Retention Data Cards provide commanders and retention personnel with not only the eligibility, but also the needs, wants and desires of the soldier.

3.
Interviews will be conducted as prescribed in reference 1d above. As a reminder, all enlisted soldiers (PVT through SGM/CSM) will be given the required interviews. Remarks will be recorded on all soldiers (PVT through SSG non-promotable) for whom a card is required to be maintained.

4.
The card file is the direct responsibility of the Unit Reenlistment NCO. However, in accordance with reference 1a above, the unit commander will inspect the Retention Data Card File monthly.

5.
The card file will be established in accordance with the included diagram.  "Status of the DA Form 1315" and "Record of Inspections Conducted" cards are reproducable forms included in AR 601-280.

6.
Cards will be maintained on all SSG (non-promotable) and below. All entries are recorded in pencil.

7.
Cards for new personnel will be filed in the suspense file until the 60-90 day interview. The reenlistment eligibility code, reenlistment status section and 60-90 day interview remarks will be completed after the interview. The card will then be filed by ETS until interviews are due.

8.
To have a successful retention program, we must ensure that every qualified soldier is properly interviewed and counseled. The DA Form 1315 gives us a tool to track these interviews and identify the needs, wants and desires of the soldier.

Appendix L

Control of Pending Reenlistment, Extensions and Transitions

1.
Reference:  AR 601-280.

2.
The Battalion Career Counselor is responsible for the timely processing of soldiers desiring to reenlist, extend or transition into a Reserve Component.

3.
Due to the large volume of soldiers desiring different actions, management is extremely important. The enclosed form is provided to control pending reenlistments, extensions and transitions. This form will be completed on each unit and maintained by the Battalion Career Counselor. It will be filed by unit with the RETAIN and Finance Worksheets.

4.
At the end of each month a new control form will be prepared. The old form will be filed to serve as a record of the actions which were accomplished.

Appendix M

Unit Bulletin Board

1.
Reference:  2-2i(10), AR 601-280.

2.
The above reference requires that a section of the unit bulletin board, or preferably a separate board, be properly labeled for the display of retention material.

3.
In the interest of continuity, a sample bulletin board format is included. The name, location and telephone numbers of the, Unit Reenlistment NCO and the Battalion Career Counselor serving the unit will be posted on the board. The included example, or similar document, will be utilized to accomplish this requirement.  Appointment orders will not be posted on the bulletin board.

4.
As a reminder, the bulletin board must be checked periodically to remove outdated or damaged material.

Appendix N

Office Policies and Standards of Conduct

1.
As required by AR 601-280, the Retention office should be centrally located and attractively furnished. The office should be clean and ensure at all time:


a.
Privacy.


b.
An informal friendly atmosphere.


c.
An effective display of reenlistment literature.


d.
Easy access to material, directives and other sources of information necessary for effective interviewing and counseling.

2.
The Retention office is a duty office and visitors are welcome; however, visitors should be kept to a minimum unless they are present for duty purposes. Office personnel should take into consideration that their visitors can be a distraction to other personnel in the office. Personal conversations will be conducted in an area away from personnel engaged inwork.

3.
Music from radios/tape recordings may be permitted provided the volume does not interfere with the work flow and business/telephone conversations.

4.
Reenlistment NCOs are required to abide by the standards of conduct contained in AR 600-50. In addition to those standards, they are required to present an outstanding attitude and appearance at all times. Their position is one in which they are observed by potential reenlistees, both on and off duty. It is essential that they present an attitude and appearance that will reflect the highest level of honor upon themselves, the Army Retention Program and the United States Army.

5.
No coordination will be made with any other unit or staff agency, outside the direct chain of command, by any Reenlistment NCO without the prior approval of the Battalion Reenlistment NCO. Any and all actions will be handled through the retention chain of command as a matter of policy and courtesy.

6.
Duty hours will be determined by the Battalion Reenlistment NCO based on operational necessity.

7.
Leave, pass, and time off will be handled as follows:


a.
Retention personnel are encouraged to utilize their thirty days leave during the year; however, the time frame may depend on mission requirements.


b.
Reenlistment NCOs will coordinate all leaves, passes and time off with the Battalion Reenlistment NCO prior to submission.

8.
You will spend time away from your office to accomplish retention activities.  As a matter of courtesy to your prospective reenlistees, a system should be designed to indicated where you may be contacted and your expected time of return. A sample door chart is located at page S-2.  This chart can be covered with acetate and a grease pencil attached for convenience.
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