ANNEX J (PERSONNEL) TO 33D ASG OPORD 01-01

ANNEX J (PERSONNEL) TO 33D ASG OPORD 01-01


1. SITUATION:  See OPORD 01-01:

2.    MISSION:   To provide personnel and administration support directly to the units assigned to the 33D      

       ASG as part of the JSTF in the ISB and in LSA.  The 33Dpersonnel & administrative (P&A) section will also facilitate personnel actions as part of the JSTF.  Its major responsibilities include but are not limited to:

(1) Strength reports and personnel accountability.

(2) Assist in establishing and managing the reception center.

(3) Assist in database management.

(4) Facilitate and coordinate emergency leaves and passes.

(5) Assist in operating the personnel and equipment holding center (PEHA).

(6) Provide Postal Services.

(7) Provide the administration for Awards and Decorations.

(8) Provide administration information for various briefings. 

(9) Coordinate Staff Judge Advocate operations.

(10) Coordinate Unit Ministry operations.

(11) Coordinate Pubic Affairs and Joint Visitor Bureau Operations.

(12) Facilitate in the management of EPW Operations.

(13) Facilitate Medical Support.

(14) Establish Morale, Welfare and Recreation Services.

3.  EXECUTION:  All units will familiarize themselves with the Administrative/ Logistics Order NO 1 (draft) for JSTF  “Okie”, dated 241200R July 00.

      A. Physical Inspection: 


1. Unit commanders are responsible for individual and group inspection of all personnel under their jurisdiction immediately prior to departing for Annual Training.  This check will ensure that all personnel are physical and mentally fit for AT.  Commander will also ensure all soldiers have their ID tags and ID cards. 

2. Unit commanders will ensure that a valid and approved Annual Medical Certificate (AMC) is   

       on file for each soldier scheduled to attend AT.  A list of all cleared AMC will be forwarded to 

       33D ASG prior to AT, suspense date TBP.

3. Any soldier that exhibits any sign of an obvious medical or mental condition will be examine by 

       a qualified military medical representative prior for departing for AT.

4. The unit commander in the remarks section of the 1379 will annotate completion of the  

       Commander’s screening.


     B.   Battle Rosters:

1. All units will prepare a battle roster prior to departure for AT.  33D P&A section will hand out 

        battle roster format NLT 5 December, 2000.  Units will provide an initial battle roster NLT 6  

        January 2001 to the 33D P&A section.  Units will finalized their AT battle roster and submit 

        them by TBD.

           2.    33D ASG will forward battle rosters to JSTF.

     C.   Reception Station:

1. Units initially reporting to Camp Gruber, OK for Annual Training will immediately report to the  

       Reception Station located in Building #108. All soldiers must process through the Reception 

       Center.  This reception station will operate 24 hours a day from 2 May until 29 June 01.

2. Units initially reporting to Ft Chaffee Maneuver Training Command will report immediately to  

        the Reception Station located in Building #1687. All soldiers must report through the 

        Reception Station. This reception station will operate 24 hours a day from 2 May until 29 May 

        01.

3. Both reception stations will be under the command and control of the JSTF J-1.   They are 

        tasked with:

                   a.  Maintaining 100 % accountability of all soldiers at AT.  

                   b.  Providing locator services for all soldiers at AT.  

                   c.  Maintaining a Duty Log of all activities, including emergency Red Cross Notifications.

d. The Fort Chaffee Reception Center will arrange for orders and transportation for all  

        emergency leaves.  

4.  Upon reporting to the Reception Station, a unit representative will provide the Reception Station OIC/NCOIC an Alpha Roster containing the Name, SSN, Grade, PMOS, DMOS, duty position title, and authorized grade for each soldier present for duty. Strength accountability is a critical task for all units. The information provided at the Reception Station must be accurate and complete.



5.  Building Numbers and phone number to each reception station are TBP.

6.  During the Reception Station processing, each soldier will receive an “In Country Briefing.”

     D.  Strength Reports:

1. There will be 2 types of strength reports at AT.  There will be a notional strength reports that 

       facilitates training and a real strength report.  Additional guidance will be published that ensure   

       these two reports are not confused. 

The following is an example of the real strength report 



Element

Officers
Warrant
Enlisted
Civilians
Total



        2.  While in the ISB, the following strength report (real) is required NLT 0900 daily.

3.    At arrival at Annual Training units will submits their initial strength reports.  The format for  

the both types of strength reports will be published by 6 November 2000.  

4.    The strength report is due to the 33D ASG by 0700 Hours and 1900 hours daily.  If any unit 

       suffers and change of more than 10 % in their unit strength in a 12 hour period, the unit will          

       send a strength report immediately to the ASG. 

5.    Strength reports for the all units at the ISB will be managed, collected and transmitted by 

232 CSB to the  33D ASG

6.     Strength reports for the all units at the ISB will be managed, collected and transmitted by 

       345 CSB to the 33D ASG. 

      E.  Personnel Accountability:

1. Personnel departing or returning to duty from emergency leave or pass will process in/out at the  

       Reception Center.  Soldiers reporting back to duty, whose units are in the maneuver box, will  

       be returned to their unit on the next LogPax.  Soldiers reporting back to duty, whose units  are  

       not in the maneuver box, will be picked up  at the Reception Station by their assigned unit.

2. Medical returnees:  All personnel who are returned from a Medical Facility other than sick call,  

       will be processed through the DMOC, which is responsible for the following:

a.   Coordinating with the JSTF G-1 and the command on terminating a soldier’s AT period  

     when necessary.

b.   Coordinating with the JSTF G-1 for assignment to the Medical/Admin Company until  

      released to duty by medical personnel.

c.   Coordinating with MDI-ARP-MD for follow-up medical appointments and coordination the  

      transportation for the soldier to appear at the appointment.

d.    Monitoring and accounting for those individuals assigned to “quarters”, and keeping the 

      command informed on the condition of the soldier.

          
     e.   Coordinating the transportation of soldiers “returned to duty” to the PEHA.   

       F.  Postal Service:

1. General: Soldiers deployed to the JRTC can send and receive mail IAW normal DOD  

        procedures. Postal Service will be provided from Fort Chaffee and Camp Gruber during the  

        Annual Training period. Postal service will not be available during the time the units are  

        inprocessing at the ISB. 

            2.    The mailing address for units at Fort Chaffee, will be:



Official Mail




Personal Mail


Commander 




Rank, Complete Name



(Complete Unit Name)



(Complete Unit Name)



Fort Chaffee, AR 72905-5000


Fort Chaffee, AR 72905-5000

            3.    The mailing address for units at Camp Gruber, will be:



Official Mail




Personal Mail


Commander 




Rank, Complete Name



(Complete Unit Name)



(Complete Unit Name)



Camp Gruber Training Site 


Camp Gruber Training Site

P.O. Box 29




P.O. Box 29





Braggs, OK 74423



Braggs, OK 74423

4. Important information for units. No certified or insured mail will be sent or accepted. Packages 

      can weigh no more than 5 pounds and can be no larger than a shoebox. Postage stamps will not  

      be available at Fort Chaffee, AR or Camp Gruber, OK. Soldiers should ensure they bring stamps 

      to the Annual Training period.

           5.   Unit Requirements:

a. The units will appoint on orders, a postal officer, brigade mail clerk and an alternate, prior to  

        the deployment.

                 b.    Each unit will provide the ASG P&A Section, NLT 17 Mar 00, the following:

                        (i)   A copy of the unit alpha roster with the name designation of the unit.


         (ii)  A copy of the unit’s permanent order with training dates.

                       (iii) Copies of duty appointments DD Forms 285 for all personnel who will be handling mail.  

                             Mail handlers will maintain one copy of DD 285 on their person, forward 2 copies to the  

                             JSTF J-1. Mail handlers must have a SECRET security clearance.

                       (iv) A memorandum signed by the commander or S-1, providing forwarding addresses and  

                             date for mail to be returned in bulk after the rotation ends. 

                        (v) Unit mail handlers will prepare outgoing mail faced so that the stamps are in the upper  

                              right hand corner and bound.

        G.   Morale, Welfare and Recreations Operations:

1. Unit Ministry Team: will accomplished through religious services, rites, visitations, comforting and encouraging.  The support mission of the MT is to nurture the living, care for the casualties and honor the dead.  The UMT will coordinate religious support for any units in the UMT’s area that lacks sufficient religious coverage.  See UMT annex for additional information.
2. PX operations will be available at Camp Gruber, OK during the hours of 1000-1800 daily. The PX has limited commissary items. Extended hours may be requested through Camp Gruber Training Site, ATTN: LTC Ronald B. Ragland, P.O. Box 29, Braggs, OK 74423.

3. PX operations  will be available at Fort Chaffee Manuever Trainnig Command in Building  

       #1589. Normal hours of operation are Mon-Sat (0900-1900), Sun (1000-1700). Th PX has   

       limited commissary items. 

        H.  Awards:

1. Recommendations for decorations and awards will be submitted through Battalion/Company 

       commanders to the PA Director (AR672-5-1).  The recommendation will be forwarded to the  

       JSTF G-1 section located in building # 1689.  This awards section will provide administration 

       support in the preparation of the award certificate to all elements not organic to the OKARNG.  

2. Awards will be submitted on DA Form 638.  For the soldier to be presented with the award at 

       AT units will meet the following suspense dates:

AT Period



Suspense Date

05-19 May 01



15 May 01

12-25 May 01



21 May 01

12-26 May 01 



22 May 01

      Awards not submitted by the suspense date will be complete at home station.

3. Decorations and Awards will be presented at a formal ceremony as prescribed in FM 22-5.   

       Units will arranges for the time and place for the awards to be presented.

        I.  Processing of Line of Duty (LOD) Determination:

1. LOD determinations will be completed and processed IAW AR 600-8-1 and this 

       Admin/LOGO. 

2. LOD’s (DA Forms 2173) will be initiated at the unit level or by the first attending medical  

       officer, when the nature of the injury/illness precludes unit level preparation, if injured, the   

       soldier will be evacuated IAW the command SOP to the next higher level of treatment facility.  

      The initiated DA Form 2173 will accompany the soldier.

3. Formal LOD’s will be submitted through channels to JSTF Admin Cell located at Fort Chaffee,  AR in Building #1689.  A list of documents required may be obtained from the Personnel and Administration Handbook, Chapter 5.

4. Informal LOD’s and Administrative LODs will be submitted directly to the JSTF Admin Cell 

       locating at Fort Chaffee, AR in Building #1689.  A list of required documents may be obtained  

       from the Personnel Administration Handbook, Chapter 5.  


5.   A copy of the soldier’s Individual AT order must be attached to all LODs.


         J.   Medical:  See Medical Annex:

K. Military Courtesy:

1. Unit commanders will, prior to departure for a field location, orient all personnel on military  

        courtesy and discipline in the field.  Saluting will not be done in a tactical situation.

        2.   High standards of appearance and hygiene will continue to be stressed and maintained.

 3.   All Battalion, Company, platoon and section areas will be kept policed at all times. Trash 

      containers will be emptied periodically.

 4.    During periods of inclement weather, all personnel will wear appropriate clothing (to include  

       overshoes when working outside, if available).

L. Emgergency Notification:  JSTF elements establish and sustain Family Assistance Operations for  

       all soldiers and their families, as required, in support of JRTC Rotation at Ft. Polk, LA. 


1.  Supporting assets are:


     a.  Company Family Support Volunteers.


     b.  Battalion Family Support Coordinator (Home Station AT).

            c.   Primary Rotational Family Support Coordinators are military personnel on duty in the    

                  Major Task Force HQ, and their respective ARNG HQ.  These primary coordinators will be 

                  the only authorized personnel besides the American Red Cross who are authorized to 

                 contact the rotational Red Cross & Family Emergency Notification desk in North Fort Polk, 

                 LA.

2. The JSTF Personnel Officer is tasked to provide for establishment of an effective Family    

        Support Plan.

a. Concept for Family Support:  Each unit and command will utilize its standing family 

      support program as the basis for support of their soldiers and families during this rotation.  

      These programs need to be expanded to include the following.

b. Each unit/activity must develop a network of family members volunteers and Family 

       Support Military Advisors to provide direct emergency notification information to their 

       State Family Program Coordinator while our soldiers are deployed to Fort Polk, LA.  

       Battalion and higher level commands will provide one soldier to perform a home station 

       AT for the purpose of coordinating information flow and problem resolution within their 

       commands.  At no time will any one contact directly, a member of the Joint State Task 

       Force concerning a Family emergency or problem.  All notification is to be provided 

       to the American Red Cross, or a your respective State Family Program Coordinator.  

      The National Red Cross number is 877-272-7337.

c. Primary Family Support Coordinators (FSC) for the JRTC Rotation are available to any 

     battalion FSC or company FSC volunteer.  When calling, ask for the FSC on duty, and 

     explain the nature of the problem or emergency.  The FSC will have constant contact with 

     the JSTF at NFP.  The JSTF ACofS-Pers maintains a 24 hour per day emergency 

     notification/Red Cross desk at NFP.

d. Notification & resolution of emergency/non-emergency family situations.  Family Support 

     Coordinators (FSC) at the company, battalion, group and state level will try to resolve the 

     problem at the lowest possible level.  For family members emergencies requiring the 

     soldiers return from Ft Polk, LA, family members must be directed to contact the American 

     Red Cross listed in the telephone directory.


3.  Tasks to subordinate units:

a. Each Company will update Encl. 1 to this Appendix with appropriate information and 

       provide to each soldier who is participating in the JRTC Rotation NLT 30 days prior to  

      departure.

b. Each Company will forward their FSC Volunteer name, phone number through channels to 

        the ACofS-Pers NLT 1 Mar 01.

c. Each deploying Battalion will identify and provide the name of their Home Station FSC to 

        the Personnel Officer NLT 1 Mar 01.

M. The Staff Judge Advocate Directorate of the 33d ASG serves as an asset on the special staff of the  

       commander.  The SJA advises the 33d ASG Commander, staff and subordinate commanders on 

       the Operational Law aspects and legal implications arising therefrom of military decision making 

       or ASG courses of action in the Area of Operations (AO).  The SJA will provide real world 

      assistance for the JSTF and assist with JVB activities.  See SJA Annex for additional information.

ZUBIK

MAJOR

P&A

ISB STRENGTH REPORT


AS OF ___________


PERSONNEL:


TF ________


ASG  _________





ARMY AVN:


A.  UH-1     ________	F.  UH-60  ____________


B.  UH-1V  ________	G. UH-60V ____________


C.  OH-58  ________	H. AH-1  ____________


D.  OH-58D  ________	I.  AH-64  ___________


E.  EH-60  __________	J.  CH-47  ___________





INJURIES:


        Name                    Rank                  SSN                  UNIT


    A.


    B.


    C.


    D.





REMARKS: ___________________________________________________


________________________________________________________________


________________________________________________________________
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