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5.14  G1/ADJUTANT GENERAL. 

5.14.1  G1/ADJUTANT GENERAL STAFF AND CUSTOMER SUPPORT.
The Performing Activity (PA) shall provide staff support and personnel service support to the Contracting Officer and authorized customers as defined in subparagraphs below.  Personnel support and services include but are not limited to the following areas: In and Out Processing, ID Cards and related services, Transition Processing, Reassignments, Awards, Compassionate Reassignments and Hardship Discharges, Retirements, and other management support functions identified herein.  

5.14.1.1  Conduct In-Processing.  

Process soldiers reporting to Fort Polk on official orders in accordance with AR 600-8-101, Personnel Processing (In/Out and Mobilization Processing)  Desk Side SOP for In/Out-Processing, and three individualized schedules of activity entitled, “Welcome to Fort Polk PV1 to SSG;” “Welcome to Fort Polk. SSG(P) - MSG, WO1 - CW3, and 2LT - CPT;” and “Welcome to Fort Polk SGM - CSM, CW4 - CW5, CPT(P), and Field Grade Officers.”  These are in the technical library.

Number of Soldiers In-Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	230
	248
	150
	217
	233
	258
	201
	221
	346
	377
	371
	288
	3,140


Source:  G1/AG

5.14.1.1.1  Officially, sign in soldier on DA Form 31, Request and Authority for Leave.  

5.14.1.1.2  Collect pertinent records and the Military Personnel Records Jacket (MPRJ) hand-carried by the soldier.  Remove unnecessary documents from MPRJ, in accordance with AR 600-8-104, Military Personnel Information Management/Records and MILPER messages, and obtain additional information from the soldier, when needed, to complete files and records. 

5.14.1.1.3  Prepare the Soldier Readiness Packet (SRP) in accordance withAR 600-8-101, , SIDPERS 3 Manual, and  In/Out-Processing Desk Side SOP.  

5.14.1.1.4  Perform soldier in-processing services in accordance with AR 600-8-101.  In-processing services includes Personnel, Medical, Dental, Education, Housing, Finance, and TRICARE.     

5.14.1.1.5  Notify receiving units of soldiers assigned; ensure unit sponsor meets soldiers.  

5.14.1.1.6  Process electronic data entry on soldiers.  

5.14.1.1.6.1  Input all arriving soldiers, to include all directly assigned soldiers, reporting to Fort Polk in the Standard Installation/Division Personnel System 3 (SIDPERS 3) database.

5.14.1.1.6.2  Prepare inquiries concerning personnel who are in a “no show” status or Absent Without Leave (AWOL) status while in transit in accordance with               AR 600-8-6, DA PAM 600-8-30, and SIDPERS 3 Manual.  

5.14.1.1.6.3  Monitor and review the accuracy of personnel databases and SIDPERS 3 transactions.  Transmit transactions to servicing data-processing facility.  Reconcile database if errors are found.

5.14.1.1.7  Maintain the database (INPROC) for in-processing personnel in accordance with In/Out-Processing Desk Side SOP.  Initiate local reassignments, and generate orders.  The DA Form 4187s processed is expected not to exceed the number of soldiers in-processed or be lower than 90%.

5.14.1.1.8  Audit, prepare, and update soldier enlisted record brief (ERB) or officer record brief (ORB), as appropriate, and DD Form 93, Record of Emergency Data, and SGLV-8286, Serviceman’s Group Life Insurance, if required.  Transfer soldier’s MPRJ to the servicing PSB in accordance with In/Out-Processing Desk SOP.  

5.14.1.2  Conduct Out-Processing.  

Process departing soldiers for out-processing in accordance with AR 600-8-101, Personnel Processing (In/Out and Mobilization Processing) and In/Out-Processing Desk Side SOP.  

Number of Soldiers Out-Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	221
	215
	296
	240
	204
	223
	282
	268
	416
	372
	348
	273
	3,358


Source:  G1/AG

5.14.1.2.1  Perform soldier out-processing services. 

5.14.1.2.1.1  Request and collect soldier’s MPRJ from servicing PSB.

5.14.1.2.1.2  Examine soldier’s MPRJ.  Audit, prepare, and update soldier enlisted record brief (ERB) or officer record brief (ORB), as appropriate, and DD Form 93, Record of Emergency Data, and SGLV-8286, Serviceman’s Group Life Infurance, if required.  

5.14.1.2.1.3  Receive orders, leave forms, leave verification forms, and other documentation and input data into the OUTPROC Installation Support Module (ISM).  Schedule soldier to attend clearance briefing.  

5.14.1.2.1.4  Issue clearance papers and brief soldiers on out-processing procedures in accordance with AR 600-8-101.  Topics to be discussed are found in the In/Out-Processing Desk Side SOP.    

5.14.1.2.1.5  Check clearance papers at final out-processing to ensure all required agencies have been cleared. 

5.14.1.2.2  Transfer soldier’s MPRJ in accordance with AR 600-8-101 and AR 600-8-104..  

5.14.1.3  Conduct Transition Processing Services.  

Provide transition services for soldiers assigned or attached to organizations in the state of Louisiana, Arkansas, Mississippi, western Alabama, and eastern counties of Texas, or anyone, worldwide, choosing Fort Polk as a separation station of choice.  Process soldiers separating from the service for transition to civilian status.  Separation support is provided for all categories of separation to include: normal separation, administrative discharge, retirement, and medical separation.  Separations are accomplished in accordance with AR 635-10.  Service includes pre-transition processing and counseling on benefits, publishing of orders, completion of DD Form 214, Certificate of Release or Discharge from Active Duty, and the accomplishment of final disposition and distribution of records and documents initiated during pre-separation processing, final transition processing as well as those records accumulated during the soldier’s period of active service. These accumulated records include personnel, health and dental records. 

5.14.1.3.1  Prepare and process separations due to expiration of term of service (ETS) or relief from active duty (REFRAD) in accordance with AR 635-5, AR 635-10, AR 600-8-24, and AR 635-200.  

Number of ETS/REFRAD Separations Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	58
	59
	71
	67
	89
	74
	62
	64
	73
	106
	100
	99
	922


Source:  G1/AG
5.14.1.3.2  Process administrative discharges, medical separations, retirements, and soldier separations in accordance with AR 600-8-24, AR 635-10, and AR 635-200.  

Number of Administrative Separations

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FY99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	Hardship
	3
	2
	8
	6
	6
	3
	2
	1
	0
	1
	2
	1
	35

	Other Chapters
	17
	18
	26
	32
	22
	20
	13
	21
	25
	18
	42
	24
	278

	Medical
	4
	9
	13
	5
	5
	17
	24
	15
	9
	12
	23
	20
	156

	Retirement
	19
	13
	8
	25
	15
	14
	26
	16
	20
	23
	25
	25
	229

	Separation
	58
	59
	59
	71
	67
	89
	112
	95
	73
	106
	100
	99
	988


Source:  G1/AG
5.14.1.3.3  Prepare Presidential and DA Certificates of Appreciation for retirees and spouses in accordance with AR 635-5.  

Number Prepared

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	 80
	 60
	 40
	 100
	 60
	 56
	104
	64
	60
	69
	75
	75
	843


Source:  G1/AG
5.14.1.3.4  Prepare and process U.S. Army Reserve (USAR), National Guard (NG), and Active Guard/Reserve (AGR) separations in accordance with AR 635-10, AR 635-100, and AR 635-200.  

Number of USAR/NG/AGR Separations Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	2
	0
	1
	0
	0
	0
	0
	0
	0
	0
	0
	0
	3


Source:  G1/AG
5.14.1.3.5  Prepare and authenticate separation orders in accordance with AR 600-8-24, AR 635-10, and AR 635-200.  

Number of Separation Orders

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	400
	352
	376
	305
	231
	264
	264
	292
	317
	400
	480
	422
	4,103


Source:  G1/AG
5.14.1.3.6  Provide other transition processing services.  

Number of Other Transition Services Provided

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	515
	505
	575
	495
	462
	528
	520
	485
	634
	800
	960
	844
	7,323


   Source:  G1/AG
5.14.1.3.6.1  Conduct separation and retirement counseling in accordance with    AR 635-10.  

5.14.1.3.6.2  Disseminate U.S. Army Military Personnel Center (MILPER) messages pertaining to special separation programs and process applications as applicable., in accordance with Transition Point Desk Side SOP.  

5.14.1.3.6.3  Provide clearance verification in accordance with JRTC & Fort Polk Reg 612-1.  

5.14.1.3.6.4  Distribute separation and retirement documents in accordance with  AR 635-5.  

5.14.1.3.6.5  Transfer service records and allied papers (SRAP) in accordance with AR 635-10  

5.14.1.3.6.6  Ensure completion of SIDPERS transactions in accordance with SIDPERS 3 Manual.   

5.14.1.3.7  Provide monthly statistical reports on completed transition activities to the Contracting Officer, or designated representative.  

5.14.1.4  Provide Retirement Services.  

The PA shall provide retirement services for Department of Defense retirees and family members residing in the state of Louisiana and the counties of Hardin, Tyler, Jasper, Newton, Jefferson, Polk, Orange, Chambers, and Liberty in Southeast Texas in accordance with AR 600-8-7.  Services include but are not limited to: establishing retired pay accounts, providing counseling for Survivor Benefit Program, the Former Spouse Protection Act, and the Annuities for Certain Military Surviving Spouses Authorization Act.  Activity responsibilities required on a recurring basis include conduct of semi-annual pre-retirement briefings, the Retiree Appreciation Day, publication of an annual retiree bulletin and administrative and management support to the Retiree Council.  The PA duties include but are not limited to:  

5.14.1.4.1  Provide retirement services to authorized Department of Defense retirees and annuitants residing in the State of Louisiana and nine counties in Southeast Texas in accordance with AR 600-8-7.  
5.14.1.4.1.1  Answer telephone and respond to questions for which  clear, definitive guidance is available, referring complex questions or ones for which there is no specific regulatory or statutory guidance available to the Contracting Officer for response.  

5.14.1.4.1.2  Provide administrative support to retirees and authorized recipients regarding applications for benefits and information on benefit eligibility.  

Administrative Support to Retirees

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FY 99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	Retiree Assistance
	46
	35
	28
	31
	36
	41
	85
	91
	78
	65
	71
	86
	693

	Survivor Assistance
	31
	25
	21
	27
	35
	32
	41
	48
	37
	46
	32
	43
	418

	Telephonic Assistance
	301
	286
	291
	286
	290
	315
	421
	449
	391
	333
	310
	302
	3,975


Source:  G1/AG

5.14.1.4.1.3  Provide Survivor Benefit Plan briefings in accordance with AR 600-8-7.   

Survivor Benefit Plan Support - Briefings

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	’99
	33
	22
	42
	40
	21
	47
	36
	40
	36
	28
	32
	26
	403


Source:  G1/AG

Survivor Benefit Plan Support - Spousal Concurrence

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	6
	3
	2
	6
	6
	7
	7
	8
	12
	7
	4
	6
	74


Source:  G1/AG

5.14.1.4.1.4  Counsel retiring service members and spouses on the Survivor Benefit Plan election benefit and process.  

5.14.1.4.1.5  Assist in the preparation of DA Form 2656, Data for Payment of Retired Personnel, and ensure the completeness of data for establishing a retiree account and Survivor Benefit Plan election.  Provide witness to the concurrence and certification of the election decision when required.  

5.14.1.4.1.6  Electronically enter the DD Form 2656 data into TRANSPROC II for transmission to Defense Finance and Accounting System (DFAS) Cleveland, in accordance with AR 600-8-7.  

Financial Assistance Support to Retirees

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FY 99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	DFAS Assistance
	80
	41
	46
	38
	39
	47
	44
	51
	47
	52
	49
	45
	 579

	Est Retiree Acct
	20
	14
	11
	28
	23
	15
	28
	17
	22
	21
	24
	31
	 254


Source:  G1/AG

5.14.1.4.2  Prepare spousal Letters of Appreciation for signature of the Commanding General in accordance with Retirement Services deskside SOP.  Letters shall be prepared for spouses of retiring service members.  

CG Letters to Spouses

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	26
	0
	18
	11
	9
	13
	14
	18
	15
	12
	11
	15
	162


Source:  G1/AG

5.14.1.4.3  Provide information and counseling regarding the Former Spouse’s Protection Act in accordance with Public Law 97-252, as amended.    

PL 97-252 Counseling

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	20
	14
	17
	23
	18
	21
	24
	19
	22
	27
	32
	25
	262


Source:  G1/AG

5.14.1.4.4  Provide statements upon request of estimated gross retired pay certification to eligible retirees making applications for home loans.  

5.14.1.4.5  Provide monthly statistical reports on initiated retirement actions to the Contracting Officer.   

5.14.1.4.6  Provide administrative support for the planning, coordination, and conduct of the semiannual Fort Polk Pre-Retirement Briefing.  The Contracting Officer and Retirement Services deskside SOP provide technical guidance and direction for specific tasks.  Prepare and distribute notification to eligible service members.  


	
	
	
	

	
	
	
	



SEMI ANNUAL PRERETIREMENT BRIEFING - NOTIFICATION LETTERS

	FY
	1st Briefing
	2nd Briefing
	Total

	'99
	360
	363
	723


Source:  G1/AG

5.14.1.4.6.1  Prepare a schedule of activities.  Identify and coordinate with supporting agencies.  

5.14.1.4.6.2  Maintain a record of attendance.  Distribute a participant survey form to attendees, collect completed forms, and provide graphic depiction of tabulated results to Contracting Officer.

5.14.1.4.6.3  Distribute a copy of DA Pamphlet 600-5 to each attendee.  

5.14.1.4.6.4  Maintain and update the Fort Polk Pre-Retirement Handbook as directed by the Contracting Officer.  Review annually and submit updated versions to the Contracting Officer for approval.   Fort Polk Pre-Retirement Handbook is available in the Technical Library.  

5.14.1.4.6.5  Prepare, from draft provided by Contracting Officer, an After Action Report in accordance with AR 600-8-7 and Retirement Services deskside SOP.  Provide it to the Contracting Officer.  

5.14.1.4.7  Provide administrative support for the planning, coordination, and hosting of an annual Retiree Appreciation Day (RAD) event in accordance with Retirement Services deskside SOP.  

5.14.1.4.7.1  Coordinate with supporting agencies and prepare, staff, and publish approved Memorandum Of Instruction (MOI) for conducting the RAD event.  Contracting Officer will provide technical guidance on MOI changes from prior year’s RAD MOI.  

5.14.1.4.7.2  Prepare a schedule of activities and provide a proposed narration for approval of the Contracting Officer in accordance with Retirement Services deskside SOP.  

5.14.1.4.7.3  Conduct three to four In-Progress Review briefings beginning NLT 90 days prior to the RAD with supporting units and agencies.  Technical support and guidance is provided by the Contracting Officer for IPRs.

5.14.1.4.7.4  Prepare, from draft, formal invitations for distinguished participants and guests.  

5.14.1.4.7.5  Provide administrative support to ensure the preparation, mailing and display of RAD mayoral proclamations in accordance with deskside SOP.  

5.14.1.4.7.6  Maintain a headcount of personnel attending the RAD event for inclusion in an After Action Report and for use as a benchmark for future planning efforts.  During the FY 99 event there were 1700 attendees.

5.14.1.4.7.7  Develop and distribute a participant survey.  Collect completed forms and provide survey raw data results to the Contracting Officer, depicted in graphic form.  

5.14.1.4.7.8  Prepare Certificates of Appreciation and Thank You Letters to contributors and supporting agencies and participants in accordance with Retirement Services deskside SOP.  

5.14.1.4.7.9  Prepare an After Action Report from draft provided by the Contracting Officer in accordance with Retirement Services Deskside SOP.   Provide completed document to Contracting Officer.

5.14.1.4.8  Provide administrative support to the Fort Polk Retiree Council in accordance with AR-600-8-7 and Retirement Services deskside SOP.  The Retiree Council meets semi-annually.  

5.14.1.4.8.1  Prepare appointment orders for Retiree Council members.  Provide original to the Council Chairperson with information copies to the Contracting Officer  for approval.  

5.14.1.4.8.2  Maintain a reference file of Retiree Council applicants and members. 

5.14.1.4.8.3   Prepare information letters as drafted by the Chairman of the Fort Polk Retiree Council, Contracting Officer to provide information to council members.  

5.14.1.4.8.4  Coordinate and provide logistical and clerical support for semi-annual Retiree Council meetings.  Provide meeting minutes in accordance with AR 600-8-7 and Retirement Services deskside SOP.  

Retiree Council Correspondence

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	39
	39
	39
	39
	78
	39
	37
	75
	74
	38
	40
	78
	615


  Source:  G1/AG

5.14.1.4.8.5  Obtain a fund cite from the Contracting Officer for inclusion on invitational travel orders for authorized council members to attend the semi-annual council meetings. 

5.14.1.4.8.6  Provide information regarding Retiree Council membership, meeting notification and available programs as directed by the Contracting Officer.  

5.14.1.4.9  Publish and distribute an annual retiree bulletin in accordance with AR 600-8-7 and Retirement Services deskside SOP.  Request annuitant and retiree mailing list for bulletin distribution from Defense Finance and Accounting System (DFAS), Cleveland, and Defense Retiree and Annuitant Pay System (DRAS), Denver.  In September 1998, 17,000 bulletins were distributed.  

5.14.1.5  Provide Management Support.    

Ensure managerial service functions are accomplished, administer the Deposit Waiver Program and ensure it is in compliance with details outlined in applicable Memorandums of Understanding, conduct and analyze customer questionnaires, provide courier services, and perform actions to accomplish Functional Manager duties for the Installation Support Module (ISM) program for the INPROC, OUTPROC, Records Utilities Update (RUU), and TRANSPROC ISM.

5.14.1.5.1  Administer the Deposit Waiver Program.  

5.14.1.5.1.1  Issue Deposit Waiver Application forms in accordance with Fort Polk Memorandum of Understanding with BellSouth, Aeropress, and Entex Gas Company.  Verify data on the forms and maintain a database of applicant information.  Forward the completed forms to the appropriate company.  

Number of Deposit Waivers Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	138
	149
	90
	116
	140
	155
	120
	132
	207
	228
	222
	172
	1,869


  Source:  G1/AG
5.14.1.5.1.2  Coordinate with BellSouth, Aeropress, and Entex Gas to ensure that the soldier has complied with the Deposit Waiver Program and provide clearance in accordance with Fort Polk Memorandum of Understanding with BellSouth, Aeropress, and Entex Gas Company.  Update database to reflect current status.  

Number of Deposit Waiver Program Out-Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	221
	215
	296
	240
	203
	223
	282
	268
	416
	372
	348
	273
	3,357


  Source:  G1/AG
5.14.1.5.2  Provide Customer Feedback Questionnaires to the customer.  Analyze results and make inferences to increase quality of service.  Five (5) feedback questionnaires are currently being used, JRTC & FP Form 171, JRTC & FP Form 170, JRTC & FP Form 78, JRTC & FP Form 80 and JRTC & FP Form 3012.  Report results monthly to the Contracting Officer, or designated representative. 

5.14.1.5.3  Perform routine internal courier mail, distribution, and transportation services.  Internal distribution service is provided twice daily or as needed during normal working hours.  See Technical Library for  Distribution Route and Transportation List of Destinations.  
5.14.1.5.3.1  Perform primary courier service for G1/AG. 

5.14.1.5.3.2  Pick-up mail, correspondence and publications.

5.14.1.5.3.3  Sort and distribute materials to applicable agencies and offices.

5.14.1.5.3.4  Handle boxes, packages, mail and correspondence arriving and departing the G1/AG.

5.14.1.5.4  Serve as Functional Manager for the Installation Support Module (ISM) program for the INPROC, OUTPROC, and TRANSPROC ISM in accordance with In/Out-Processing and Transition Point Deskside SOP.

5.14.1.5.5    Manage a specified segment of the SIDPERS database in accordance with   SIDPERS 3 Manual,,  In/Out-Processing Desk SOP and Transition Point Desk SOP.  Servers managed include In-Processing, Out-Processing, Replacement Operations, Transition Point, Retirement Services, and Reassignment Processing.  Each functional area manages the SIDPERS 3 database on their tasks processed in accordance with In/Out-Processing and Transition Point Desk SOP.


5.14.1.5.5.1  Provide tape backup of segment data and manage the user accounts.  

5.14.1.5.5.2  Maintain security for assigned workstations and servers, to include privacy act requirements.

5.14.1.5.5.3  Ensure data entry is accurately processed and generate reports in order to maintain accurate strength accounting.

5.14.1.6  Provide Identification Cards And Accomplish Related Services.  

Provide services that include identification cards, Geneva Convention Identification Cards, Defense Enrollment Eligibility Reporting System (DEERS), and Identification (ID) tags to active and retired military, family members and dependents, and Department of Defense (DOD) civilians

5.14.1.6.1  Confirm and enroll eligible family members and dependents in the DEERS in accordance with AR 600-8-14.  

Number of DEERS Transactions

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	2733
	2734
	2415
	2639
	2566
	2975
	2714
	2491
	3590
	3510
	3352
	2429
	34,148


 Source:  G1/AG
5.14.1.6.2  Issue DD Form 2 (Active) to eligible military personnel, DD Form 1173, Identification and Privilege Card, to eligible family members and dependents, and DD Form 2 (Retired) Identification Card, to eligible retirees in accordance with AR 600-8-14.  

Number of ID Cards Issued
	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	1329
	1263
	1149
	1249
	1263
	1450
	1371
	1176
	1842
	1777
	1389
	1179
	16,437


 Source:  G1/AG
5.14.1.6.2.1  Ensure soldiers have a serviceable DD Form 2 (Active) during in- and out-processing.  If unserviceable, verify soldier eligibility and issue a new card. 

5.14.1.6.2.2  Complete DD Form 1172, Application for Uniformed Services Identification Card DEERS Enrollment, for family members and dependents, confirm eligibility, and issue a card.

5.14.1.6.2.3  Replace missing or unserviceable cards.  Verify requestor eligibility and issue card.  Destroy unserviceable cards in accordance with AR 600-8.  If the card is missing, have customer complete FP Form 140, Report of Lost ID Card, and forward to Provost Marshal Office.  

5.14.1.6.2.4  Maintain a file of completed DA Forms 4187, Request for Personnel Action, in accordance with AR 600-8-14.  

5.14.1.6.3  Issue Identification (ID) tags to eligible military personnel in accordance with AR 600-8-14.  When requested on DA Form 4187, provide one (1) set of tags to each soldier.  Provide one (1) set for inclusion in each in-processing soldier’s Readiness Packet.  

Number of Tags Issued

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	978
	870
	784
	950
	792
	1215
	1490
	1644
	1736
	1226
	1069
	1069
	13,823


Source:  G1/AG
5.14.1.6.4  Issue DD Form 1934, Geneva Convention Card, to eligible soldiers, contractors, and civilians and complete DD Form 1172 for each card issued in accordance with AR 600-8-14.  

Number of DD Forms 1934 Issued

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	2
	21
	0
	0
	13
	6
	0
	1
	0
	10
	0
	5
	  58


Source:  G1/AG

5.14.1.6.5  Provide Identification card and related service support during exercise and deployment operations.  Related support includes, but is not limited to, after normal operating hour support to deploying units for the issuing of DD Forms 2 (Active), civilian/contractor ID Cards, and ID tags, in support of Soldier Readiness Processing (SRP), and participation in both exercise and actual deployment briefings.  

5.14.1.6.6  Provide DA Civilian Identification Card (DA Form 1602) to eligible DA civilian employees referred by CPAC.

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	34
	36
	29
	17
	32
	56
	29
	70
	47
	37
	56
	66
	509


Source:  G1/AG
5.14.1.6.7  Provide photography and identification card lamination services to Department of Defense civilians in accordance with JRTC & FP Reg 690-19 and to contract employees if identified required by Memorandum of Understanding, Inter/Intra Service Support Agreement, or contract. 

Number of Photographs and Lamination Service

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	35
	30
	29
	17
	32
	55
	18
	31
	200
	85
	21
	54
	607


Source:  G1/AG
5.14.1.6.8  Provide technical, policy and procedural guidance to authorized customers at Camp Beauregard, Pineville, LA, and Naval Reserve Center, Orange, TX, in accordance with AR 600-8-14.  

5.14.1.7  Process Reassignments.  

Process reassignments in accordance with PERSCOM assignment instructions in a timely manner with minimal hardship to the soldiers and their families.  Process deletions and deferments in accordance with AR 600-8-11 and applicable MILPER messages.  

5.14.1.7.1  Process Reassignments.  

Process reassignments in accordance with PERSCOM assignment instructions in a timely manner with minimal hardship to the soldiers and their families.  Process deletions and deferments in accordance with AR 600-8-11 and applicable MILPER messages.  

5.14.1.7.1.1  Receive, verify, and process EDAS Cycle Instructions and Request for Orders (RFO) from PERSCOM in accordance with AR 600-8-11 and AR 600-8-105. 

Number of Reassignment Actions

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FY99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	Assigned
	262
	254
	150
	97
	176
	159
	67
	272
	190
	205
	170
	207
	2,209

	Orders
	185
	340
	275
	138
	250
	205
	190
	326
	275
	299
	210
	282
	2,975

	Deletions/ Deferrals
	51
	92
	27
	46
	30
	31
	47
	60
	43
	38
	51
	68
	 584


Source:  G1/AG

5.14.1.7.1.2  Perform individual soldier reassignment services in accordance with AR 600-8-11 and applicable MILPER messages.  


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	




	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



5.14.1.7.1.3  Identify special processing requirements and prepare notifications to the soldier and to the Personnel Administration Center (PAC).  Notify the soldier within seven (7) days of receipt of assignment instructions.  

5.14.1.7.1.4  Process Service Remaining requirements, notifying the soldier and unit PAC and tracking the status.  

5.14.1.7.1.5  Prepare and process DA Form 4787, Request for Family Travel, and DA Form 5888, Exceptional Family Member Program Screening Questionnaire in accordance with AR 600-8-75.  

5.14.1.7.1.6  Schedule the soldier for the Installation Levy Briefing.  

5.14.1.7.1.7  Update the reassignment folder.  

5.14.1.7.2  Identify soldiers requiring a special security clearance for reassignment in accordance with AR 600-8-11 and update FP Form 105.  

5.14.1.7.3  Process requests for deletions, deferments, and early arrivals in accordance with AR 600-8-11 and MILPER Memo 95-1, Processing Request For Deletion, Deferment, and Early Arrival.  Standard for processing deletion/deferment requests is within 3 workdays of receipt.


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Source:  G1/AG
5.14.1.7.3.1  Determine eligibility in accordance with MILPER message and notify soldier of approval or disapproval.  Notify DA of approved actions using EDAS. 

5.14.1.7.3.2  Forward requests that require DA approval using EDAS.  Monitor status and take required action upon receipt of approval or disapproval from EDAS.  

5.14.1.7.3.3  Prepare and file memorandum of final action taken and update reassignment folder.  

5.14.1.7.3.4  Prepare, review and authenticate Permanent Change of Station (PCS) orders, Temporary Change of Station (TCS) orders, and family travel orders.  

5.14.1.7.4  Review monthly PERSCOM Tracker Report for reassignment failures.  Provide rationale for reassignment failures with report to the PA for analysis.  The current Army Chief of Staff standard for the PERSCOM Tracker Report is ten percent (10%). 

5.14.1.7.5  Conduct the Installation Levy Briefing within thirty (30) days of receipt of assignment instructions.  Weekly briefings (50 per year) are conducted in accordance with AR 600-8-11.


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



5.14.1.7.5.1  Coordinate with other briefing agencies to ensure  attendance.  

5.14.1.7.5.2  Provide soldier reassignment instructions.  

5.14.1.7.5.3  Brief soldiers on travel options and discuss tour election statements.  

5.14.1.7.5.4  Screen soldier’s reassignment documents for completeness of required actions.  

5.14.1.7.6  Issue orders in accordance with AR 600-8-105. 


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



5.14.1.7.6.1  Prepare and review Permanent Change of Station (PCS) orders, Temporary Change of Station (TCS) orders, and family travel orders.  

5.14.1.7.6.2  Prepare and review Temporary Duty (TDY) orders for schools and support requirements in conjunction with PCS orders.  

Number of TDY Orders Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	23
	26
	27
	24
	30
	25
	32
	35
	33
	27
	29
	31
	 342


Source:  G1/AG

5.14.1.7.6.3  Prepare and review amendments and revocations to orders, as needed.  

5.14.1.8  Process Compassionate Reassignments And Hardship Discharges.  

The PA shall process and forward for consideration compassionate reassignments and hardship discharge requests in accordance with AR 614-200, AR 635-200 and DA MILPER Memo 97-001.  The PA duties include but are not limited to:

5.14.1.8.1  Process compassionate reassignment and hardship discharge requests in accordance with AR 614-200, AR 635-200 and DA MILPER Memo 97-001.  Forward applications to DA within fifteen (15) working days of initial attachment for soldiers not assigned and within 24 hours of receipt for assigned soldiers.  

Number of Compassionate Reassignment and Hardship Discharge Requests

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	4
	9
	8
	4
	5
	9
	10
	9
	12
	7
	5
	6
	88


Source:  G1/AG
5.14.1.8.1.1  For soldiers not assigned, use Enlisted Distribution Assignment System (EDAS) to request attachment before application is accepted and coordinate with the parent unit and servicing PSB to obtain records and orders if reassignment is approved.

5.14.1.8.1.2  For soldiers assigned to Fort Polk, forward the application with documentation to the DA Compassionate Panel using express mail and monitor status via EDAS.

5.14.1.8.2  Advise soldier and parent command of action taken.

5.14.1.8.3  If application is approved, continue to monitor action to ensure receipt of orders, records, and allied documents.

5.14.1.8.4  If application is disapproved and the soldier requests hardship discharge, initiate and forward for approval a hardship discharge within fifteen (15) days for soldiers not assigned.  Refer assigned soldiers to their chain of command for processing.  

5.14.1.8.5   If soldier elects not to request hardship discharge, process release from attachment.

5.14.1.9  Conduct Awards Program.  

The PA shall review, process, and prepare military awards and provide full support to soldiers and units of Fort Polk on military awards in accordance with AR 600-8-22, FORSCOM Supplement 1 thereto, applicable higher headquarters messages, and JRTC & FP Supplement 1 to AR 600-8-22.  The PA duties include but are not limited to:

5.14.1.9.1  Process and track award recommendations.  

Number Awards Locally Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	‘99
	61
	40
	38
	44
	50
	73
	83
	107
	67
	40
	25
	24
	 652


Source:  G1/AG

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



5.14.1.9.2  Review award recommendations for completeness and accuracy and prepare for Government approval in accordance with AR 600-8-22, FORSCOM Supplement 1 thereto, FORSCOM Regulation 215-8, applicable higher headquarters Messages, and JRTC & FP Supplement 1 to AR 600-8-22.  

5.14.1.9.2.1  Review requests for badges and special recognition and prepare for Government approval.

5.14.1.9.2.2  Review requests for acceptance and wear of Foreign Badges and Tabs and prepare for Government approval. 

5.14.1.9.2.3  Review and forward recommendations for the award of the Legion of Merit (LOM) requests to the proper military headquarters.  

5.14.1.9.3  Review and forward award recommendations for personnel from other U.S. services and foreign soldiers to the proper headquarters.  

5.14.1.9.4  Provide technical assistance and guidance.  

5.14.1.9.4.1  Serve as the JTRC & Fort Polk point of contact for policy clarification and authoritative source on Military Awards regulations and directives.  

5.14.1.9.4.2  Recommend and prepare changes to the JTRC & FP  Supplement 1 to AR 600-8-22.

5.14.1.9.4.3  Prepare and update formal award recommendations format guidelines to assist customers. 

5.14.1.9.5  Upon receipt, disseminate award information and messages.  

5.14.1.9.6  Prepare and track award packets for approving authority signature in accordance with Awards SOP.

5.14.1.9.7  Prepare revocation orders and endorsements for approving authority signature.  

5.14.1.9.8  Maintain required forms and files pertaining to awards.  

5.14.1.9.9  Assist G3/DPTMS in conducting and coordinating monthly retirement ceremonies.  

5.14.1.9.10  Administer all special military awards programs received from higher headquarters, such as the General Douglas A. MacArthur Leadership Award and the Top Ten Americans Awards and process awards in accordance with annual published guidance.  
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