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Chapter 1
Overview

“If you have the courage to begin,
you have the courage to succeed.”
David Viscott

1-1. Purpose

The purpose of this Handbook isto implement policies,
procedures and responsibilities for the conduct of the
Family Readiness Program in the United States Army
Reserve (USAR). ThisHandbook isto assist in organizing
unit-level Family Readiness Groups (FRGS), formerly
called Family Support Groups (FSGs). The Army Reserve
Family includes all soldiers [Active Duty (AD), Active
Guard Reserve (AGR), Troop Program Unit (TPU),
Individual Ready Reserve (IRR), and Individual
Mobilization Augmentee (IMA)], civilian employees,
retirees, and their family members. Assistance may also be
provided to members of other services and componentsin
the unit's area.

1-2. References
Required and related publications are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in thisregulation are
explained in the glossary.

1-4. Componentsof the U.S. Army Reserve (USAR)
Family Readiness Program

The USAR Family Readiness Program has two components:
Family Assistance and Family Support.

a. Family Assistance isthe contractual obligation the
Army hasto provide assistance for its soldiers and their
eligible family members, civilian employees. and retirees
(regardless of marital status), with or without legal
dependent family members. Family Assistance is a chain of
command responsibility. Examplesinclude DEERS
(Defense Enrollment Eligibility Reporting System), which is
a database to establish digibility for military-related health
and morale, welfare, and recreation benefits; identification
(ID) cards; informational briefings; referrals to agencies that
provide information on health benefits and financial
assistance; and well-being responsibilities to soldiers and
their families.

b. Family Support isatraining and mutual
reinforcement program to promote self-reliance and prepare
for periods of separation. Family support relies on the
mutual cooperation and networking of soldiers, their
families, and the chain of command. In support of the unit,
its soldiers, and their mission, concerned individuals
produce the following tangible results: a Family Readiness
Group (FRG); FRG newsletters; Telephone Tree; and other
family related programs and activities (e.g., outreach,
communication, FRG meetings, referral assistance, and
education).

1-5. Objectives
The objectives of the USAR Family Readiness Program are
to—

a. Increase families' knowledge of the unit’s mission
and the organization of the USAR.

b. Promote families' awareness of benefits and
entitlements.

c. Assist in the development of unit Family Readiness
Plans.

d. Enhance outreach programs by offering information
and referral to military and community resources.

e. Encourage participation by soldiers, civilian
employees, retirees, and family members in unit activities to
establish a bonding relationship that aids in readiness and
retention.

f. Develop in soldiers and families the self-reliance
necessary to resolve problems, especially during periods of
military separation.

1-6. Program Vision
A seamless force of mission-ready soldiers and self-reliant
families.

1-7. Program Mission Statement
Provide family readiness programs that promote self-reliant
soldiers and families.

1-8. USAR Family Readiness logo

a. The USAR Family Readiness logo (seefig 1-1) is
available for downloading from the USARC Internet web
site and the Intranet.

(1) From the USARC Internet, download from
http://www.usarc.army.mil/familyprog.htm.

(2) From the USARC Intranet:

(a) Go to http://usarcintra/dcsper.

(b) Click on“DCSPER Staff” then “Family
Readiness Office”

(c) Scroll down, click on “Family Readiness
Program Logo” and then do “ Save As’ to download the
logo.

b. Thislogo represents the Army Reserve Family that
includes all soldiers (AD, AGR, TPU, IRR, and IMA);
civilian employees; retirees; and their family members.
Reaching out to all members of the Army Reserve Family
by volunteers and the chain of command creates a family
friendly environment in any unit. This environment
enhances the family support program where members can
be comfortable in supporting each other, devel oping
self-reliant knowledge and skills, and seeking assistance if
needed.

Figure 1-1. USAR Family Readiness L ogo
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Chapter 2
Command Responsibilitiesfor Family
Readiness

“You cannot help men permanently by doing for them
what they could and should do for themselves.”
Abraham Lincoln

2-1. Responsibilities

Command emphasis directly impacts the USAR Family
Readiness Program. Commanders, at all levels, are
responsible for creating a climate of caring and concern for
the Army Reserve Family. Commanders must understand
the importance of self-reliant family members as they
impact on morale, readiness, recruiting, and retention.
Therefore, commanders must encourage and support
programs that educate soldiers and their families on benefits
and entitlements available, based on their affiliation with the
USAR.

2-2. USAR Family Readiness Office
The USAR Family Readiness Office will—

a. Serve asthe executive agent for the USAR Family
Readiness Program for the Chief, Army Reserve.

b. Represent the USAR Family Program at related
Department of Army (DA) and Department of Defense
(DOD) mestings.

¢. Provide policies, guidance, technical assistance,
consultation, and training for the implementation and
sustainment of the program for Army Reserve soldiers and
their family members at the RSCs, 7th ARCOM, Army
Reserve-Personnel Command (AR-PERSCOM), ARRTC,
and USASOC.

d. Provide oversight and program evaluation. The
USAR Family Program staff will review implementation of
the family programs during command visits, command
inspections, annual general inspections, and site visits.

e. Ensure that management controls arein place and
operating as intended in the USAR Family Program. Report
any detected materials weaknesses in management controls.

2-3. Regional Support Commands (RSCs) and Army
Reserve Command (ARCOM)
The RSC and ARCOM commanders will—

a. Ensure the Family Program Director implements the
Family Readiness Program throughout their area of
responsibility as prescribed by policy.

b. Ensure the RSC or ARCOM Family Program Office
is sufficiently staffed to meet assigned duties and
responsibilities.

¢. Implement policies and procedures to ensure that all
TPU soldiers residing within their geographic boundaries
and chain of command are prepared and knowledgeabl e of
the USAR Family Program.

d. Assist the Direct Reporting Commands (DRCs) in
implementing these policies and procedures within their

area of responsibility to ensure readiness and preparedness
of their soldiers and families.

e. Ensure unitsin their geographical area of
responsibility receive family readiness support, programs,
and services. Thiswill include, asaminimum,
representation at regional Family Program Advisory
Council (FPAC) meetings; information and referral; family
support volunteer reimbursement; allocations for attendance
at Family Program Academies (FPAS); newsletters; other
training programs; pre-mobilization briefings for families;
staff assistance visits; and volunteer recognition.

f. Ensure that management controls arein place and
operating as intended in their commands Family Readiness
Program and throughout their area of responsibility. Report
any detected material weaknesses in management controls
through the chain of command.

2-4. Family Program Directors
The Family Program Director will—

a. Direct family programs and provide assistance,
guidance, and support that enhances the well-being of
members of the Army family (soldiers, family members,
civilian employees, and retirees) during peacetime and upon
mobilization.

b. Establish broad program goals and objectives, set
priorities, and recommend resource allocation and courses
of action.

c. Brief RSC and ARCOM commanders and their staffs
on the status of the family program.

d. Serveasamember, adviser, and liaison for various
family program organizations, to include representing the
command on community, regional, and multi-component
councils.

e. Provide oversight to the commander’s FPAC.

f. Manage the volunteer program to include volunteer
recruitment, training, recognition, and reimbursement for
authorized expenses.

g. Address soldier and family member issues and
concerns, and direct recommendations to improve their
well-being through the Army Family Action Plan process.

h. Manage and execute RSC or ARCOM -appropriated
and non-appropriated fund accounts.

i. Provide oversight on FRG informal funds.

j. Provide information to soldiers and families and make
referrals to military and community resources.

k. Conduct and coordinate, as needed, deployment
briefings for soldiers and their families, including benefits
and entitlementsin relation to active duty status. Provide
assistance and materials on mobilization issues. Coordinate
reunion briefings. Commanders or their unit designees do
not relinquish their advocacy role for mobilized soldiers and
their families during periods of deployments (e.g., helping
to resolve a benefit or entitlement problem for a soldier or
family member).

|. Publish acommand family readiness newdletter, at
least quarterly, to keep paid and non-paid personnel
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informed and aware of issues and programs affecting the
well-being of soldiers and their families.

m. Provide the opportunity for training of staff,
volunteers, and military personnel.

n. Ensure that management control evaluations are
conducted according to their command’' s Management
Control Plan (MCP) and the requirements of AR 11-2.
Report any detected material weaknesses in management
controls through the chain of command.

2-5. Direct Reporting Commands (DRCs) and M ajor
Subordinate Commands (M SCs)
The DRC and MSC commanders will—

a. Appoint a primary full-time staff member and an
alternate (e.g., TPU soldier) as the Family Readiness
Liaison (FRL) or point of contact (POC) responsible for
family programs.

b. Coordinate implementation of family programs and
services with subordinate units (providing additional
guidance, if needed, on the USAR Family Readiness
Program) to ensure compliance with existing regulations
and policy.

¢. Ensure subordinate units establish a viable Family
Readiness Plan as described in this chapter and appoint an
FRL.

d. Assist subordinate units in establishing Family
Readiness Groups (FRGS).

e. Recognize significant contributions made by
volunteers and family members.

f. Ensure subordinate units audit FRG informal funds
annually.

g. Ensure deploying units and soldiers receive
mobilization briefings.

h. Ensure the servicing Family Program Officeis
contacted within 24 hours of unit or soldier alert for
mobilization and anticipated date of activation. See
appendix B for alist of USAR Family Program Offices.

2-6. Unit commanders

[An overview of unit commander responsibilitiesis at fig
2-1]

The unit commander will—

a. Develop aFamily Readiness Plan to ensure soldier
preparedness and family self-reliance.

b. Establish a unit-level Family Readiness Program.
Thisincludes establishing an FRG that is active during
peacetime, mobilization, and security and stability
operations to create an atmosphere of mutual caring and
concern among soldiers and their families.

c¢. Provide opportunities for familiesto gain the
knowledge and skills necessary to become self-sufficient
and able to cope during military separations.

d. Offer family-oriented training. Commanders are
authorized to schedule up to 8 hours during unit drill to
conduct family-oriented training activities each year. Socia
activities will not be substituted for family-oriented training.
(Refer to para 4-22 for more guidance on Family Day.)
Some topics to consider are—

(1) Family member orientation (benefits and
entitlements).

(2) Soldier and family preparations for mobilization.

(3) Legal and financia briefings.

(4) Family violence prevention and education.

(5) Instalation family programs and other services.

(6) Drug and alcohol information.

(7) FRG information.

(8) Army Family Team Building classes.

e. Visibly support the USAR Family Readiness
Program. Encourage soldiers and their familiesto
participate in activities that enhance their well-being.

f. Address soldier and family member issues and
concerns, and direct recommendations to improve their
well-being through the Army Family Action Plan process.

g. Approve Family Care Plans (DA Forms 5305-R), in
accordance with AR 600-20. All single parent soldiers and
dual military couples require Family Care Plansto ensure
that dependent family members are cared for during periods
of absence for military duty. Additional categories
requiring Family Care Plans are listed in AR 600-20,
paragraph 5-5b. The unit commander isthe ONLY
approving authority for the Family Care Plan. Family Care
Plans require re-certification at least annually. Asstated in
the above regulation, conduct maximum feasible testing of
the validity and durability of Family Care Plans during unit
activities (e.g., during exercises, aerts, predeployment
processing, mobilization, deployment, annual training, and
other unit activities) to ensure information on asoldier’s
DA Form 5305-R is correct, up-to-date, and workable.

h. Establish asanctioned FRG that is active during
peacetime, mobilization, and security and stability
operations to create an atmosphere of mutual caring and
concern among soldiers and their families.

i. Sanction the unit FRG. The commander initiates the
memorandum sanctioning the FRG. This memorandum also
appoints the FRL and identifies the FRG Leader. A sample
sanction memorandum is at figure 2-2.

j. Ensure all key volunteers receive a position
description and sign a volunteer agreement (DA Form 4712,
Volunteer Agreement for Appropriated Fund Activities).
The position description and volunteer agreement clarify the
roles and responsihilities of FRG volunteers. Further
guidance is available in chapter 3.

k. Conduct annual mobilization briefings for soldiers
and their families and ensure that these briefings are
annotated on the unit training schedule. Each soldier
assigned to the unit should get a completed copy of Annex
C of FORSCOM Regulation 500-3-3, Volume |1l Reserve
Component Unit Commander’ s Handbook (RCUCH).

|. Ensurethe unit FRL assists the FRG in establishing a
functional Telephone Tree by providing access to
appropriate rosters of unit personnel.

m. Assist in volunteer recruitment for the FRG.

n. Recognize the FRG Leader and key volunteers for
their contributions to the success of the unit mission.

0. Provide administrative and logistical support to the
volunteers, and access to unit resources and facilities for
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FRG activities; e.g., telephones, reproduction equipment,
office and meeting space, and computers (including Internet
and E-mail access that cannot use alocal area network).
Furnish unit rostersin accordance with Privacy Act
provisions to the FRG key volunteer(s). Office space for
the FRG volunteers at the unit needs to include a desk and
locking file cabinet(s), to which a full-time staff member
has access in the event of emergency aert or mobilization.
Additional guidance and considerations on facility space for
volunteers and FRG activities are in chapter 4.

p. Ensure that the cost of the FRG newsletter is included
in the annual unit commander’ s appropriated fund budget
submission.

g. May authorizeinformal funds for the FRG. (This
refersto allowing an FRG to have informal funds and
fund-raisers for specific activities. The purpose of these
activitiesisto support the FRG.)

r. Audit the FRG informal fund annually. Itisalso
recommended this fund be audited when there is a change
of Treasurer or command, not later than 30 days after the
change.

s. Encourage integration of family sponsorship with the
unit’s military sponsorship program.

t. Ensurethat all eligible family members are enrolled in
the Defense Enrollment Eligibility Reporting System
(DEERS) and have current military ID cards, as

appropriate.

2-7. Family Readiness Liaison (FRL)
The FRL will—

a Bean officer or noncommissioned officer who
demonstrates effective communication, interpersonal, and
leadership skills.

b. Serve asthe commander’s designated representative
for the Family Readiness Program. Provide information on
activities, programs, and training opportunities related to
soldier preparedness and family self-reliance.

¢. Understand the unit mission. Ensure that the unit
Family Readiness Plan addresses the needs of the soldiers
and their families.

d. Assist the commander in establishing and maintaining
aunit FRG. Attend FRG meetings, provide guidance and
assistance, and gather feedback to present to the
commander. Act asthe communication link between the
commander and the FRG by coordinating all actions of the
FRG and required support from the unit.

e. Assist in volunteer recruitment for the FRG.

f. Update the unit roster, at least quarterly, including
new unit members, and provide changes to the FRG.

g. Review and obtain approval from the commander to
publish the FRG newsletter prior to printing.

h. Initiate recognition for volunteers as appropriate.
Roll up volunteer hours quarterly to the servicing Family
Program Office. See appendix B for alist of USAR Family
Program Offices.

i. Attend Family Readiness Program training. A
minimum of 12 hours of Family Program Academy

instruction is recommended within 12 months of
appointment. Local Army Family Team Building (AFTB)
or AFTB NetTrainer courses provide an added learning
opportunity. (See app C for the AFTB NetTrainer Internet
address and description.) Operation READY (Resources
for Educating About Deployment and Y ou) is another
resource for understanding deployment-related FRG, and
soldier and family issues. See chapter 7 for a complete
listing of training opportunities.

j. Ensure that government equipment, facilities, and
property are used for official FRG business only.

k. Assist in presenting the Family Readiness Program at
soldier and family newcomer orientations.

I. A sample FRL position description is at figure 2-3.

2-8. Soldiers
Soldiers will—

a. Prepare for mobilization. Ensure their family
members have adequate information to be self-reliant during
military separations.

b. Inform the command of any change in family status
(e.g., marriage, birth, death, divorce), residential address,
and telephone numbers.

¢. Support and encourage family members' participation
in FRG activities and programs designed to enhance their
well-being.

d. Prepare a Family Care Plan (DA Form 5305-R) as
required.

2-9. Key regional volunteers
Key regional volunteers will—

a. Possess experience with, and a working knowledge
of, unit-level FRGs.

b. Represent the RSC or ARCOM Family Program
Office at activities as assigned (e.g., unit Family Day
activities, deployment and reunion briefings).

c. Act asaliaison between the unit leadership and the
FRG leader in resolving issues.

d. Maintain proficiency in the areas of benefits and
entitlements, information and referral, and volunteer
reimbursements.

e. Escalate need to know information to the appropriate
Family Program Office, and complete after action reports
on unit activities and consultations. See appendix B for a
list of USAR Family Program Offices.

2-10. Family Readiness Group (FRG) Leaders
The FRG Leader will—

a. Obtain unit commander’s approval when planning
functions of the FRG.

b. Maintain oversight of the FRG operation, activities,
finances, and training.

c. Delegate responsibilities and provide guidance to
FRG volunteers.

d. Act as the spokesperson for the FRG.

e. Attend aminimum of 12 hours of family readiness
training within 12 months of appointment, such as a Family
Program Academy or equivalent family readiness training.
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Operation READY material, local Army Family Team
Building (AFTB) or AFTB Net Trainer courses are
additional learning opportunities. See appendix C for the
AFTB Net Trainer Internet address and description.

f. Advise the commander on matters dealing with the
morale and well-being of soldiers and their families.

g. Organize a unit family sponsorship program as
outlined in chapter 4.

h. Brief the commander and FRL at least twice ayear.

2-11. Families
Families are encouraged to—

a. Support their military family member.

b. Become self-reliant.

c. Participate in the unit's FRG.

d. Obtain necessary information on preparing for
military separation and how to access benefits and
entitlements.

2-12. Family Readiness Plan (FRP)

a. The FRP outlines the unit commander’ s goals and
initiatives to establish afunctional family support program
and provide family assistance within the unit. Although
thisis the unit commander’ s vision for the family program
at the unit, key personnel, such asthe FRL and FRG
volunteers, should provide input and understand their rolein
implementing this plan.

b. This chapter describes regulatory reguirements
outlined in the USAR Family Readiness Program. Both
family assistance and family support programs must be
available and publicized frequently. Policies, procedures,
and responsibilities must become common knowledge to
ensure soldier preparedness and greater family knowledge
and competency.

¢. Theunit’'s FRP must acknowledge and address
soldier and family member needs and concerns.
Participation in a unit-based FRG encourages soldier
preparedness and family self-reliance, enhances unit
cohesion, and increases unit morale. A sample FRPisat
figure 2-4.

2-13. How to get information

a. There are two separate-but-related routes for
obtaining information about the USAR Family Readiness
Program. Both are organized to ensure that questions and
concerns are resolved at the lowest possible level. The
chain of command is the military structure commonly used
by soldiers. The chain of concern isthe civilian or family
member equivalent.

b. The Information Flow Chart in figure 2-5 diagrams
the process to resolve inquiries regarding the Family
Readiness Program. Please note that soldiers and their
families are able to use both the chain of command and the
chain of concern. The difference lies with the subject or the
issue. Typically, those issues relating to family assistance
are to be addressed through the chain of command, while
concerns associated with family support areas are resolved
through the chain of concern.

¢. Theservicing RSC or ARCOM Family Program
Office is available to unit personnel and volunteers for
consultation or to address any issues that can not be
satisfactorily resolved at lower levels. This process ensures
aquick and timely response. See appendix B for alist of
USAR Family Program Offices.
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Unit Commander

Family Assigance Family Support

| Family Care Plans | | Family Readiness Groups |

| DEERSYID Cards | | Telephone Tree |

| Mobilization Briefing | | Family Program Academyl

| Financial Assistance | | Newd etter |

| Health Benefits | | Army Family Action Plan |

| L egal Assistance | | Family Day |

| Soldier Sponsorship | | Family Sponsorship |

Figure 2-1. Unit Commander Responsibilities
(Encourages Soldier Preparedness and Family Self-Reliance
Enhances Unit Cohesion and Improves Unit Morale)
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[Unit letterhead]
AFRC- (MARKS#)

MEMORANDUM FOR RECORD

Date
SUBJECT: Organization of the Unit Family Readiness Group (FRG) samp I e

1. | sanction the (unit) FRG to operate and function as part of my staff providing support to our
soldiers and their families.

2. | appoint (Rank, Name) (address)
(city) (state) (zip) (telephone number)
(E-mail address at home or the unit) as the Family Readiness Liaison (FRL) for a period of 2 years
unless sooner revoked or suspended in accordance with AR 600-20, para 5-10b (7). The FRL acts as my

representative to coordinate between the unit and the FRG. | also appoint (Rank, Name)
(address) (city) (state) (zip)
(telephone number) (E-mail address at home or the unit) asthe dternate FRL for a

period of 2 years unless sooner revoked or suspended.

3. | acknowledge that (Name) (address)
(city) (state) (zip) (telephone number)

(E-mail address at home or the unit) has agreed to serve as the FRG Leader for a period of 2 years
unless sooner revoked and suspended. Thisindividual has received a position description and has signed a
Volunteer Agreement for Appropriated Fund Activities (DA Form 4712) that ison file at this unit with a copy
forwarded to our higher headquarters and the RSC or ARCOM headquarters. Activitieswill be conducted in
accordance with DA Pam 608-47 and must receive prior approval from my designated representative or myself.
(Other FRG key volunteers such as the Treasurer and Secretary need to also be acknowledged in the sanction
memorandum if those positions arefilled.)

4. | appreciate your willingness to improve the morale and enhance the readiness and well-being of our soldiers
and their families.

5. Thisdocument will be stored under MARKS number 608-1a and protected with a DA Label 87, For Officia
Use Only cover when removed from the file cabinet.

XXX XXX XXX XX XXX XX XXX
Rank, Branch, USAR
Commanding

CF:

RSC/ARCOM Family Program Director
Unit Administrator

Family Readiness Liaison

Family Readiness Group Leader

Unit Mobilization File

Figure2-2. Sample FRG Sanction Memorandum
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Position Objective: Serves as the commander’ s designated representative to the Family Readiness Group
(FRG). The FRL serves as the communication link between the FRG and the commander by coordinating al
actions of the FRG and required support from the unit. The alternate FRL will perform the duties outlined in the
primary FRL’s absence.

Major Responsibilities/Description of Duties:

1. Assiststhe commander in maintaining an active FRG.

2. Provides support that communicates command caring and concern for the well-being of unit members and
their families.

3. Assiststhe FRG in establishing afunctional Telephone Tree by providing access to appropriate rosters of unit
personnel (updated quarterly).

4. Coordinates with the FRG L eader regarding proposed activities and reviews the results of previous activities.
5. Attends FRG meetings.

6. Gathersfeedback and information from the FRG and provides an opportunity for ongoing open
communication between the FRG and the commander.

7. Serves asthe primary adviser to the FRG on all military matters.

8. Coordinates required support from the unit.

9. Providesinformation on soldiers who are on extended tours of duty to the FRG.

10. Furnishesinformation from the commander for the FRG newsletter, reviews the FRG newsletter for proper
content, and obtains the commander’ s approval prior to publishing.

11. Rollsup volunteer hours quarterly to the servicing Family Program Office (RSC or 7th ARCOM).

12. Ensures officia volunteer service records are maintained at the USAR Center in accordance with AR
25-400-2, The Modern Army Recordkeeping System (MARKS). File# 608-1a, Army Community Service (ACS)
program. PA Notice: A0608bCFSC will be placed on the label to comply with the Privacy Act Notification
System.

13. Recommends and writes award nominations for volunteersin support of the FRG.

14. Advisesthe FRG Leader of all scheduled family readiness training sessions for volunteers and family
members as appropriate (e.g., Family Program Academy, Army Family Team Building, and the Army Family
Action Plan).

15. Acquires and approves use of government property for official FRG use.

16. Does not handle FRG generated funds.

17. Assiststhe FRG in obtaining information on newly assigned soldiersto be included in the Family
Sponsorship Program.

Time Required: Approximately 4 to 6 hours per month depending upon how active the FRG is and the size of
the unit.

Qualifications: Must be an officer or noncommissioned officer (NCO). Understands the unit mission. Is
knowledgeable of the unit Family Readiness Plan. Possesses effective communication, interpersonal and
leadership skills.

Training: A minimum of 12 hours of USAR approved Family Program training.

Figure 2-3. Sample Family Readiness Liaison (FRL) Position Description
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[Unit letterhead]

Office Symbol (if applicable) (MARKS#) Date

MEMORANDUM FOR Unit Personnel sampl e

SUBJECT: Unit Family Readiness Plan

1. Purpose. To establish viableinitiatives and timelines for accomplishments.

2. Goals.

a. To establish a Family Support Program in accordance with governing policies and regul ations.

b. To establish a volunteer recruitment, recognition and retention program.

c. To educate families on benefits and entitlements of Reserve affiliation and awareness of the effects
of military separation.

3. Initiatives.
a. Establish afunctional Family Readiness Group during peacetime as well as during mobilization.
b. Develop and implement a Family Sponsorship Program.

4. Timelines.

a. Conduct an annual review and update of personnel and family records. Ensure the commander or
designated representative completes Family Care Plan counseling and records. Test of Family Care
Plans during a yearly exercise.

b. Outreach to family members through a Telephone Tree and newsletter on a monthly or quarterly
basis.

c. Ensure opportunities for DEERS enrollment/ID cards are provided semiannually, and conduct an
annual mobilization briefing.

) 9.9.90.90.90.90.90.90.9.90.90.90.9.9.9.9.9.9.0 ¢
Rank, Branch, USAR
Commanding

Figure 2-4. Sample Family Readiness Plan
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Servicing RSC or ARCOM
Family Readiness Office

FCHAIN OF COMMAND | T CHAIN OF CONCERN

I FamilyAssistance I |1 Family Support

b T ______ Jd L T ______
DRC, MSC, DRU Key Regional
Commanders Volunteers
Unit Commander/ Family Readiness

Family Readiness Group Leader
L iaison
Soldiersand Soldiersand
Families Families

Figure 2-5. USAR Family Readiness Program Information Flow Chart
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Chapter 3
Family Readiness Group (FRG) Organization

“Never doubt that a small group of thoughtful, committed
people can change theworld. Indeed, it isthe only thing
that has.”

Margaret Mead

3-1. About the FRG

a. The FRG is an organization of family members,
soldiers, volunteers, and other interested individuals
associated with aunit. The FRG membership includes
soldiers' families (both immediate and extended family
such, as parents, aunts and uncles, etc.) and soldiers, aswell
as othersinterested in the well-being of the soldier (e.g.,
fiancés/fiancées, friends, retirees, and community
members). An FRG Leader (see para 2-10) overseesthe
FRG.

b. The FRG's goal isto establish a network that enables
family membersto effectively gather information, resolve
problems, and maintain mutual support, thereby reducing
stress associated with military separations. The FRG isa
resource that fosters self-reliance.

¢. The FRG's objectives will be essentially the same
during peacetime and mobilization, although the need for a
FRG is greater during deployment.

d. The scope and type of activitiesthat the FRG
becomes involved with is outlined in the commander’s
Family Readiness Plan. An effective FRG recognizes the
unit’s mission and supports the needs of the soldiers and
their families. The availability and creativity of volunteers
will influence the timelines set to accomplish goals.

3-2. Structureof an FRG
Thereisadistinct difference between FRG volunteers and
family member participants.

a. Official FRG Volunteers are FRG members who
donate their time and services to any of avariety of FRG
projects and activities. Volunteers may be family members,
soldiers, retirees or Department of the Army Civilians
(DACs). Many volunteers are spouses of soldiers. Under
the provision 10 United States Code 1588, FRG volunteers
are recognized as official in matters of tort claims and for
purposes of reimbursement. Volunteers must have a signed
Volunteer Agreement for Appropriated Fund Activities (DA
Form 4712) on file.

b. Family Member Participants are normally those
who participate in FRG activities such as classes, seminars
and social events, but are not actively involved in the
planning, managing or delivery of the activity. No
documentation is necessary to participate in FRG-sponsored
events.

NOTE: The remainder of this handbook provides
information and guidance necessary for the successful
conduct of a unit-level FRG. Please refer to appropriate
sections as necessary to execute an FRG program.

3-3. Minimum requirementsfor FRGs
To be considered functional, FRGs must perform these
minimum requirements:

a. Develop a Telephone Tree from the unit roster. The
FRG Leader will recruit a Telephone Tree chairperson to
serve as the primary point of contact. The Telephone Tree
Chairperson will recruit volunteers willing to make up to ten
contacts when the Telephone Treeis activated. Telephone
contact promotes social support and prevents isolation.
Additional guidance on the unit Telephone Treeis provided
in chapter 4.

b. Provide outreach to family members and sponsor new
families. The purpose of the contact is to address concerns,
answer questions and ensure well-being of the family
members. Contact is encouraged at |east twice per year
during peacetime and twice per month during periods of
military separation. The first contact with the designated
family member after a soldier has deployed needsto be
within the first 24 hours of |eaving home station when the
reality of separation has the most initial impact.

¢. Provideinformation and referral to military
organi zations, veterans associations, and social service
agencies that provide services to military members and their
families. Maintain alocal listing of contacts and update it at
least annually. A sample Community Resource Directory is
at figure 3-14.

d. Recruit family member volunteers. Unit personnel
may participate in, but not hold positionsin the FRG, as
their role is to enhance the group during peacetime and
ensure the structure exists to be active at mobilization.

e. Ensure FRG volunteers attend training such as the
Family Program Academy. Thetraining programs of Army
Family Team Building and Operation READY also provide
valuable information.

f. Ensure volunteers compl ete appropriate forms and
request reimbursement of official expenses.

g. Periodicaly publish a newsletter mailed to “the
family” of the soldier (e.g., Family of SSG John Dora) until
the soldier’s designated family member completes the
Family Information Data Worksheet, USARC Form 107-R
(see para 4-5). Include the unit’s name, date of publication,
a schedule of unit training assemblies and Family Day
activitiesas well as other information pertinent to Army
Reserve families.

3-4. Enhancementsfor FRGs
Family Readiness Groups may consider the following
enhancements once functional requirements are met:

a. Assist with Family Day planning and execution.
Encourage family members to attend annual mobilization
and legal briefings. (See para4-22 for more information on
Family Day.)

b. Develop afinancia plan for the FRG. Determineif
funds are to be raised and how to deal with donations. See
chapter 6 for further guidance.

c. Offer persona development courses, such asfirst aid
or self-defense.

d. Assist with community projects like recycling.
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e. Participate in the Veterans Day parade.

f. Promote drug awareness.

g. Prevent child abuse and family violence through
education.

h. Teach classes on topics of interest, such as “Benefits
& Entitlements’ or “How to Read a L eave and Earnings
Statement (LES).”

| The possibilities are limitless -- Be creative and have fun!

3-5. FRG operating guidelines

a. The FRG is encouraged to develop guidelines that
complement the unit’s Family Support Plan. Key personnel,
such as the unit Commander, FRL, and FRG volunteers
should agree with and understand their rolesin executing
these guidelines.

b. Operating guidelines outline the purpose, goals,
responsibilities, and organizational structure of the unit’s
FRG. Theformat can be asformal or informal as necessary
to meet the needs of all members of the FRG.

¢. Guidelines should be flexible and reviewed
periodically by the FRG leader and volunteers to meet the
changing needs of the unit and support of itsmission. Ata
minimum, the guidelines should address FRG leadership
positions and afiscal plan. A sample FRG Operating
Guidelines can be found at figure 3-1.

d. Remember, FRG membership represents and
provides services for families and loved ones of all
members of the unit. Members of IRR, IMA, or another
unit’s soldier or family members may want to participate in
the nearest FRG to their home. Welcome them as well.

3-6. ldentification of FRG Key Volunteers

| L eadership provides cohesiveness, coordination and continuity.

a. Family members, former unit members, retirees and
individuals interested in the well-being of unit members
primarily comprise the FRG. Soldiers may participate in
the FRG, but will not hold key positionsin order to ensure
that the FRG is successful during periods of military
separation. The commander must sanction the FRG in a
written memorandum. A sampleis at figure 2-2.

b. FRG volunteers may beinvited by the commander to
serveif the individuals are interested, have time to
participate, and accept the positions; however, the group
should elect FRG key volunteers. Thereisnorank in an
FRG, as responsibilities are determined by position
descriptions. The commander appoints the FRG Leader and
key volunteers by written memorandum. A sampleisat
figure 2-2.

c. Determine the election process by group consensus.
Elections should not be held more than once every 2 years.
The newly appointed FRG key volunteers need to assume
full responsibilities within 2 months after the election.

3-2

d. The FRG supports all soldiers and familiesin the
unit. Many times, only afew individuas accomplish the
duties described in the position descriptions depicted in
figures 3-3 through 3-11. Experience has shown that a unit
may have approximately five to ten percent of its strength
actively participating in the FRG during peacetime. It is
important that the commander continue to encourage others
to volunteer (e.g., during a Family Day; when meeting new
full-time staff, soldiers, and their family members; writing
an article for the FRG newsdletter on the subject). The FRG
key volunteers may feel they are the only ones responsible
for volunteer recruitment.

e. Position descriptions outline required tasks. Prior to
implementation, the unit commander, FRL, and FRG L eader
should review volunteer position descriptions and modify
them as needed. Review position descriptions every 2 years
or upon change of duty.

f. Include short term/special project volunteers. With
today’ s busy lifestyles and competition for volunteers from
community agencies, some potential volunteers may want to
help but can only realistically commit to work on a special
project or for alimited period of time. Remember to
consider this type of volunteer.

0. The FRG Leader will assist in providing a unit
orientation and conduct an informal interview for new
volunteers. An official welcome by the unit commander,
walk-through, and introduction of key personnel will help
new volunteers become comfortable in the unit
environment.

3-7. FRG Organizational Structure

Organize the unit FRG to support the needs of the soldiers
and their families. Realistically, the unit may not have
volunteersto fill al of the positions listed in figure 3-2, but
there still needs to be consideration of who will be
responsible for executing the duties required of the position.
(Fig 3-2 shows a sample organizational structure.)

3-8. Volunteer position descriptions

a. Accurate position descriptions protect both
volunteers and the organizations they serve. A well-trained
volunteer corpsis one of the goalsin the USAR and
essential to the success of the USAR Family Readiness
Program. Leadership places a high priority on the
establishment of a healthy, command-supported program
where volunteers can excel in their volunteer endeavors.

b. All parties concerned should understand their
purpose, each other’ sroles, and what is expected of them.
Within these clearly defined expectations, the volunteer and
other workers should be free to be creative and innovative.
They should also feel free to relate to one another openly
and honestly.

¢. Usethe examples of duties and responsibilities at
figures 3-3 through 3-11 to write position descriptions, if
these positions arefilled. The size and needs of a FRG wiill
dictate the positions chosen to be filled.
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3-9. Volunteer management and recor dkeeping

a. Therearetwo formsthat are essential in military
volunteer management and need to be explained during an
interview with anew volunteer. These are the Volunteer
Agreement (DA Form 4712), see paragraph 3-10 (or
Parental Permission, DA Form 5671, if the volunteer is
unmarried and under 18 years of age) and the Volunteer
Daily Time Record (USARC Form 105-R). Recording
service hours on the Volunteer Daily Time Record
(USARC Form 105-R) and Volunteer Service Record
(USARC Form 106-R) is the responsihility of each
volunteer.

b. The unit will maintain volunteer records that include
hours donated, duties performed, training received, and
awards given. The Volunteer Service Record (USARC
Form 106-R) records thisinformation. This allowsthe
commander, FRL, and the FRG L eader to assist in volunteer
personal development, including documentation for
volunteers to use in obtaining future volunteer or paid
positions.

¢. The FRL isresponsible for maintaining the volunteer
service records or files at the USAR Center in accordance
with AR 25-400-2, The Modern Army Recordkeeping
System (MARKS). Under MARKS, the file number for
these records is 608-1a, Army Community Service (ACS).
Thefile folder 1abel will include the Privacy Act (PA)
notice: AOB608bCFSC. Protect these documents with a DA
Label 87, For Official Use Only cover, when removing from
the file cabinet. For additional information on other official
Family Program recordkeeping requirements, see appendix
A.

d. Theservicing RSC or ARCOM requires a quarterly
report to account for the new volunteers, number of
volunteers, volunteer hours, and training received (RCS:
RCPR-062). Use the USARC Form 106-R, Volunteer
Service Record for thisreporting. Only a copy of thisform
will be sent or faxed to the servicing Family Program
Office. See appendix B for alist of USAR Family Program
Offices.

3-10. Volunteer Agreement for Appropriated Fund
Activities (DA Form 4712)

a. The Volunteer Agreement establishes an
understanding between the volunteer and the unit accepting
volunteer services. The Volunteer Agreement also
establishes that the volunteer is not an employee of the
government, nor will the volunteer replace a Federal
employee, or an unfilled required or authorized position. It
is a statement of protection from tort claims when
performing approved volunteer services. It isan agreement
on the part of the volunteer to attend whatever training is
required to perform the services for which the person is
volunteering. (A sample of DA Form 4712 isat fig 3-12 at
the end of this chapter.) Thisform isavailable on the Army
Electronic Library CD-ROM and the USAPA web page
(http://www.usapa.army.mil).

b. The volunteer and the unit representative functioning
as the accepting official (usually the commander or the

FRL) must sign this Volunteer Agreement. Give a copy to
the volunteer, place a copy in the unit files under 608-1a
and forward one copy to the servicing RSC or ARCOM
Family Program Office. (See app B for alist of USAR
Family Program Offices). Only after the responsible
headquarters receives the VVolunteer Agreement will
Invitational Travel Orders (1TOs) be published and
reimbursements for official volunteer expenses be paid .

3-11. Parental Permission (DA Form 5671)

Obtain parent or guardian signature on the Parental
Permission when accepting volunteer services from
unmarried family members under age 18. A sample of DA
Form 5671 is at the end of this chapter. Thisformis
available on the Army Electronic Library CD-ROM and the
USAPA web page (http://www.usapa.army.mil). A sample
DA Form 5671 is at figure 3-13.

3-12. Volunteer Daily Time Record (USARC Form
105-R)

a. Volunteerswill use the Volunteer Daily Time Record
(USARC Form 105-R), RCS: RCPR-062, to document
volunteer hours for a 1-year period. Enter credit hours
earned on this form for the appropriate day and month
worked. Credit is given for providing any serviceto
military families, regardless of branch of service (i.e.,
Army, Air Force, Navy, Marines, and Coast Guard).

b. Record credit for service performed as follows:
Record each hour of volunteer service performed, hours
spent in orientation, hours spent at training, and travel time
(e.g., round trip travel time from home to the unit).
Training away from the local area or home, such as
workshops and Family Program Academies on Invitational
Travel Orders, is credited at 24 hours per day. For
example, training received at a Family Program Academy
would be credited at 72 hours of service time, with arrival
on Friday and departure on Sunday. Separate service(s)
performed in support of the Army Family Team Building
program from other Family Readiness volunteer time. A
blank copy of thisform is at the back of this regulation for
reproduction purposes. It isalso available for download
from the USARC Intranet (see web addressesin app A, sec

).

3-13. Volunteer Service Record (USARC Form 106-R)
Information on the Volunteer Service Record (USARC
Form 106-R) assists the FRG Leader and the FRL in
assigning individual volunteersto positions or projects. It
also records volunteer service hours to help establish
eligibility for awards. The federal government and many
businesses now consider volunteer experience of equal
importance to employment experience on job applications
and resumes. A blank copy of thisform is at the back of
this regulation for reproduction purposes. Itisalso
available for download from the USARC Intranet (see web
addressesin app A, sec I11).
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3-14. Resourcesfor a Family Readiness Group

a. USAR Family Program Advisory Council (FPAC).
All RSCs, 7th ARCOM, USASOC, and AR-PERSCOM
have a representative serving on the FPAC. The FPAC
advises the Chief, Army Reserve on matters affecting the
well-being of USAR soldiers and their families. The FPAC
meets twice per year. An appointment to the FPAC isfor 3
years. The FPAC members represent their respective
commands and are knowledgeabl e and experienced Family
Program volunteers. Volunteers can contact their FPAC
representative with issues and concerns requiring this level
of visibility.

b. RSC or ARCOM Family Program Advisory
Council. Commanders at thislevel are also required to
have an advisory council. Volunteers from subordinate
commands or Direct Reporting Commands are represented.

¢. Key Regional Volunteers. Known by numerous
titles, RSCs and 7th ARCOM have a network of
geographically located volunteers who can provide
assistance to FRGs. Key regional volunteers have
experience with, and aworking knowledge of, unit-level
FRGs. They can volunteer to help establish or enhance an
FRG, present the family readiness deployment briefings,
and represent the Family Program Office at unit Family Day
activities. They may also act as aliaison between the unit
leadership and the FRG leader in resolving issues. These
volunteers are trained in areas such as benefits and
entitlements, information and referral and volunteer
reimbursements. Their availability in the local area
enhances the efficiency and effectiveness of the USAR
Family Readiness Program. The RSC or ARCOM Family
Program Directors, located at the corresponding command' s
headquarters, supervise key regional volunteers when the
volunteers are functioning in thisrole.

d. Chaplain. Chaplains provide spiritual leadership
and pastoral counseling in support of the USAR Family
Readiness Program. The chaplain can be an advocate for
soldier preparedness and family self-reliance, an ex-officio
member of the Family Readiness Group, and a source of
encouragement. As aresource person, the chaplain can
assess needs of the unit, soldiers and family members. A
chaplain may also provide training in stress management,
communication skills, parenting, marriage enrichment,
family suicide prevention, and grief counseling. Chaplains
may be able to provide additional newsletter materials.

e. Community Resources. A number of community
services or agencies are listed in the sample community
resource directory at figure 3-14. They can provide
assistance for soldiers and family members encountering
problems that require outside help or information. This
type of list hasto beindividualized for alocal community,
since there are generally not standardized names and 800
numbers for all agencies that exist asaresource. Thisis
part of the function of providing information and referral as
needed on the part of FRG leaders. Some larger cities have
information and referral centers or hotlines that can readily
provide a number for aloca urban area resource (they also
may cover the surrounding counties). Both alocal Chamber
of Commerce and United Way often have alisting of
existing agencies and are good placesto start gathering
information for aresource directory. If soldiers and family
members live outside the unit’s local area, or in another
state, and do not know how to access this type of
information, volunteers can call their servicing Family
Program Office for assistance. See appendix B for alist of
USAR Family Program Offices.
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(Unit Designation)
FAMILY READINESS GROUP
OPERATING GUIDELINES

1. Purpose: The purpose of the Family Readiness Group (FRG) is to provide information and support to unit members and
their families as well as encourage self-reliance necessary during military separations. Membership in the FRG is open to
anyone concerned about the well-being of our Armed Forces service members, and their loved ones.

2. Gods:
Support the unit’s mission and each soldier with a positive attitude.
Educate family members on military benefits and entitlements.
Openly communicate with soldiers, their families, and the command.
Develop members' knowledge and skills necessary during military separations.
Be prepared to collect and pass information on to families.

3. Responsihilities:

Unit commander and Family Readiness Liaison e
Family Readiness Group Leader and other FRG Volunteers 5 a m

4. Organization and Structure:
Diagram of positions and Chain of Concern
Volunteer Position Descriptions
Appointment or Election Procedures

5. Activities and Functions:
Telephone Tree
Newsletter
Family Day activities
Fund-raising
Family Sponsorship
Periodic training and meetings

6. Informa Fund: (Required when the FRG decides to raise funds with the commander’ s authorization and approval.) An
account will be opened in the name of the unit FRG with an Employer Identification Number (EIN) obtained from the Internal
Revenue Service. A financial report will be provided to the unit commander at least annually. The fund will be audited
annually or when there is a change in custodian or command.

a. Fund-raising Guidance:

(1) All fund-raising activities and timelines will receive prior approval of the unit commander or representative. (A
yearly plan provides the most effective organization for this.)

(2) Fund-raising eventswill be held at the USAR Center and be available to unit members and their families.
(3) Any events open to the public can be held at the USAR Center or at community facilities with command approval .

City and/or county permits will be acquired by the FRG, if necessary. All fund-raising activities will be in accordance with
applicable local and state laws.

Figure 3-1. Sample FRG Operating Guidelines
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b. Fund Expenditure Guidance
(1) Funds generated by the FRG will be used for the welfare of all unit members and their families.

(2) Expenditures will be determined by majority vote of FRG members.

FRG Leader’s Signature Unit Commander’s Signature

Date Signed Date Approved

[NOTE: Guidelines should be reviewed and evaluated annually to ensure that they represent the needs and interests of the
unit'sFRG.]

Figure 3-1. (continued) Sample FRG Operating Guidelines
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FRG Leader

“ Secretary “ Treasurer “
FRG Committees
Telephone Tree Newsletter Publicity Specia Family Child Care
Chairperson Chairperson Chairperson Events Sponsor ship Coordintor
Coordinator Coordinator

Telephone

Tree

Callers

Figure 3-2. Sample FRG organizational structure
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Family Readiness Group (FRG) L eader Position Description

Position Objective: To maintain the FRG and manage the FRG' s volunteers as part of the unit’s Family Support
Pan.

Major Responsibilities or Description of Duties: 5an,ple

1. Overseegeneral operation of the FRG and its activities. Although the other FRG volunteers are
responsible for specific functions, the leader isresponsible for overseeing the group. Monitor timelines and
inquire about the progress being made with planning and executing the group’s goals. Conduct volunteer or
steering committee meetings as needed to help ensure communication and coordination in accomplishing FRG
activities.

2. Facilitate meetings. Facilitate the meeting and ensure that discussions stay on track. Encourage all the
attendees to participate. All members should be encouraged to express themselves.

3. Act as spokesperson for the FRG. Thisincludes having an awareness of how the group feels on a particular
issue. As problems and issues arise, inform the commander or Family Readiness Liaison (FRL). Keep them
informed of what the FRG is planning and the results of what has been done.

4. Assist in providing unit orientation and conduct informal interviewsfor new volunteers.

Time Required: Approximately 2 days per month and attendance of a Family Program Academy.

Qualifications: Leadership skills and awillingness to develop aworking knowledge of the USAR Family
Readiness Program, the unit’s Family Readiness Plan; and interest in the unit’'s FRG.

Orientation and Training: Unit orientation and attendance at a Family Program Academy or equivalent family
readiness training in order to remain current on issues will be necessary.

Supervision:

1. The unit commander supervises the FRG Leader. The appointed FRL will normally act as the commander’s
representative for coordinating routine actions and unit support.

2. The FRG Leader supervises the FRG key volunteers as depicted in the FRG Organizational Chart, and ensures
recognition of them.

Figure 3-3. Sample Position Description for Family Readiness Group (FRG) Leader
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Secr etary Position Description

Position Objective: To provide administrative support to the Family Readiness Group (FRG) and to maintain
historical records of the FRG.

Major Responsibilities or Description of Duties: sample

1. Record minutes of FRG meetings and FRG Steering Committee meetings. Take notes of the activities at
the meetings to include decisions or votes. Maintain and file meeting minutes with the record of FRG activities.
Keep them as simple as possible. Publishing a summary of highlights or need to know information in the FRG
newsletter is one way to remind the members of the FRG of what was discussed. Placing thisinformation on a
unit bulletin board can help in publicizing the FRG program and services.

2. Maintain records of FRG activities. Keep asimple notebook with short descriptions of what the FRG did,
when it was done, how many attended, and any special information about each activity. Thiscould be a
scrapbook (e.g., with pictures and articles) as long as the important information is recorded.

3. Publish agenda and activitiesfor FRG meetings.

Time Required: Approximately 1 day per month and consider attendance at a Family Program Academy or
equivalent family readiness training.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to communicate both orally and in writing.

Orientation and Training: Unit orientation and attendance of a Family Program Academy or equivaent Family
Readiness training.

Supervision:
1. The FRG Leader supervises the Secretary.

2. The Secretary has no supervisory responsibilities unless additional FRG members volunteer to assist.

Figure 3-4. Sample Position Description for Secretary
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Treasurer Position Description

Position Objective: To act asthe fiscal record keeper and financia adviser to the Family Readiness Group
(FRG). Servesasthe custodian for the FRG informal fund. (See chap 6 for more information on informal
funds.)

Major Responsibilities or Description of Duties:

1. Maintain budget, funds, and expenditurerecords. Open abank account in the name of the FRG with the
unit’s mailing address using an Employer Identification Number (EIN) obtained by completing Form SS-4
(Application for Employer Identification Number) and mailing to the Internal Revenue Service (IRS).
Responsible for al of the deposits and writing of checks. A working budget should be prepared.

2. Maintain records of donated money, services, and assets (e.g., equipment). Keep accurate records of
donations of money, valued services or property donated to the FRG. Records should be kept showing who gave
it, what it was, its value, date it was donated and the donor’ s address and phone number. These records should be
maintained for a 3-year period.

3. Report on finances. Be prepared to report to the FRG at each meeting on the current financia status of the
group. Thisshould be a short financial statement reporting income, expenses and the financial balance. The
financial records will be made available at FRG meetings. A summary can aso be placed on the unit’s family
bulletin board.

4. Providethe commander with an annual financial statement with a copy furnished to the RSC or
ARCOM Family Program Office.

Time Required: Approximately 1 day per month and consider attendance at a Family Program Academy.

Qualifications:

1. Willingness to develop aworking knowledge of the unit’s Family Readiness Plan, and interest or experience in
the FRG program.

2. Ability to manage funds.

Orientation and Training: Unit orientation, and attendance of a Family Program Academy or equivalent
Family Readiness training.

s gample

1. The FRG Leader supervises the Treasurer.

2. The Treasurer has ho supervisory responsibilities unless additional FRG members volunteer to assist.

Figure 3-5. Sample Position Description for Treasurer
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Telephone Tree Chairperson Position Description

Position Objective: To establish a network to telephonically convey information, interest, and support to family
members of the unit’s Family Readiness Group (FRG).

Major Responsibilities or Description of Duties:

1. Organizethe Telephone Tree. Usethe unit roster and the completed Family Data Information Worksheets
to develop the unit’s Telephone Tree. Recruit Telephone Tree contacts and assign no more than 10 familiesto
each contact. Direct callersto write the message down to ensure accuracy of information being communicated.

2. Maintain contact with family members.

a. Ensure that each family is contacted at least twice ayear. Calls can be scheduled during annual training
and drill weekends. Remember that acall should not exceed 10 minutes whether long distance or in the local
area. Not everyone enjoys talking on the phone, or may have children or other tasks demanding their attention.
Long distance calls that exceed 10 minutes must be justified in writing to receive Family Support
Nonappropriated Fund (FS-NAF) reimbursement for them. A legitimate reason for a call to exceed 10 minutesis
acrisis situation that requires information and referral to an agency. (Refer to paragraph 6-4 of this publication
for additional information on volunteer reimbursement.)

b. When a soldier is deployed, arrange to have the soldier’ s family member contacted within the first 24 hours
of the soldier leaving home station when the reality of the separation hasitsinitial impact. Weekly contact with a
deployed soldier’ s family member is recommended after that with the family member’ s agreement or consent.

3. Convey family member concerns. Be sensitive to problems and concerns that arise and report them to the
FRG Leader as quickly as possible. Remember, mutual support, outreach and self-reliance are very important
elements of the FRG. Confidentiality and discretion will be used in conveying information through the
Telephone Tree.

4. After contacting the last person, the volunteer calls the Telephone Tree chairperson to ensur e the message
was delivered and all contacts were made. The volunteer also provides feedback on any issues discussed.

5. Work with the Family Sponsor ship Coordinator to ensure new family members are included after they
have agreed to be involved with the FRG.

Time Required: Approximately 1 day per month. 5ample

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to communicate verbally, and listening effectively.

Orientation and Training: Unit orientation and attendance at a Family Program Academy or equivaent Family
Readiness training.

Supervision:

1. The FRG Leader supervises the Telephone Tree Chairperson.

2. The Telephone Tree Chairperson supervises the telephone contacts, and may need to schedule training or
meetings.

Figure 3-6. Sample Position Description for Telephone Tree Chairper son
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Newsletter Chairperson Position Description

Position Objective: To provide the unit family members with written information on programs and services of
interest to soldiers and their families.

Major Responsibilities or Description of Duties: Sa”,ple

1. Collect newsfor Family Readiness Group (FRG) newsdletter. Gather items of interest to use in the Family
Readiness Group (FRG) newdletter. Request input from the FRG volunteers and the unit leadership. Request
copies of newsdletters from your higher headquarters.

2. Create and publish the FRG newdletter on aregular schedule. (Ideally, try to publish at least quarterly
during peacetime and monthly during deployments and other military separations.) Newdetters may be
printed using the unit copier or commercial resources. The unit may use metered postage to mail newdletters if
the newsdl etter meets regulatory requirements containing only official information. Coordinate with the unit’s
Family Readiness Liaison on the unit’slogistical support, assistance with other staff elements for article
submission (e.g., commander or Chaplain), and approval of the newsletter before being printed. The Family
Support-Nonappropriated Fund (FS-NAF) can be used to reimburse costs to print, publish and mail if the
newsletter contains unofficial information upon approval from your RSC or ARCOM Family Program Office.
The FRG-generated funds must be used for fliers on fund-raising activities.

Time Required: Approximately 1 to 2 days per month and attendance at a Family Program Academy or
equivalent training.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to write, edit and publish information. Typing, computer skills and knowledge of the use of
duplicating equipment are essential.

Orientation and Training: Unit orientation, and attendance of a Family Program Academy or equivalent
Family Readiness training.

Supervision:

1. The FRG Leader supervisesthe Newd etter Chairperson. The unit commander or FRL must approve all
newsletters prior to publishing.

2. The Newdletter Chairperson has no supervisory responsibilities unless additional FRG members volunteer to
assist.

Figure 3-7. Sample Position Description for Newsletter Chair person
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Publicity Chairper son Position Description

Position Objective: To publicize activities of the Family Readiness Group (FRG) and unit family members
(including contributions to the FRG by the civilian community) in both military and community media.

Major Responsibilities or Description of Duties:

1. Coordinatewith other FRG volunteers(e.g., the FRG Leader, Special Events Coordinator, FRG
Newsletter Coordinator) to establish the annual eventsthat will need publicizing within and outside of the
FRG.

2. Writearticlesfor the FRG Newdletter, createsfliers, and develops poster sto market FRG eventsto unit
soldiersand family members.

3. Coordinatewith the Unit Public Affairs Representative (UPAR), or the servicing RSC or ARCOM
Public Affairs Office (PAO) to accomplish outside-of-unit newsreleases and obtain cover age of designated
FRG events.

4. Provide advance notice of upcoming activitiesto the PAO. Provideinput to PAO by writing articles or
news releases to get advance publicity for special events. Ask PAO to get local newspapers, radio, and TV
stations to run news stories so the public will be aware that the Army Reserve is an active member of the
community.

5. Keep the servicing Family Program Office awar e of FRG activities and events. Send copies of all media
coverage (written summaries of any TV or radio coverage, and local newspaper articles) to the servicing RSC or
ARCOM Family Program Office. Submit articles for the Family Program Office newsletter and web site (if
developed) on FRG events.

Time Required: Approximately 2 days per month. sample

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Knowledge of and interest in public relations or marketing. Must have good personal and writing skills.

Orientation and Training: Unit Orientation, and attendance at a Family Program Academy. Other training as
requested and as the budget allows.

Supervision:

1. The FRG Leader supervises the Publicity Chairperson. The unit Family Readiness Liaison (FRL) will provide
help in coordinating routine actions and unit support. All articles (intended for release outside of the unit) will be
cleared through the UPAR or servicing RSC or ARCOM PAO.

2. The Publicity Chairperson has no supervisory responsibilities unless additional FRG members volunteer to
assist.

Figure 3-8. Sample Position Description for Publicity Chair person
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Special Events Coordinator Position Description

Position Objective: To plan Family Readiness Group (FRG) special events that both complement the unit’s
mission and support the goals and objectives of the FRG.

Major Responsibilities or Description of Duties: 5an,ple

1. Solicit ideasfor FRG-sponsored special events. Surveys, person to person solicitation of FRG members, or
any creative way to increase participation and interest can be used (e.g., a contest of ideas for event or activity in

the newsdletter). Special events or activities can also be included in the FRG survey to determine the most desired
by members.

2. Plan FRG special eventsfor theyear.

3. Coordinate and publicize activities of the FRG with other FRG volunteers (e.g., coordinates with the
Publicity Chairperson on advertising the events).

4. Asrequired, the Special Events Coordinator organizes and coor dinates additional committees (from
other FRG members) for each special event. For example, an event can be broken down into smaller segments as
program, equipment, publicity, and clean up.

5. Ensureindividuals and organizations contributing time, money or servicesreceive acknowledgment, a
letter of appreciation or other recognition as appropriate.

Time Required: Approximately 2 days per month.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to work with other people, and to plan and implement FRG events.

Orientation and Training: Unit orientation, and attendance at a Family Program Academy or equivalent
Family Readiness Training.

Supervision:
1. The FRG Leader supervises the Special Events Coordinator.

2. The Special Events Coordinator has no supervisory responsibilities unless additional FRG members volunteer
to assist or committees are devel oped for events.

Figure 3-9. Sample Position Description for Special Events Coor dinator

3-14 USARC Regulation 608-1




Family Sponsor ship Coordinator Position Description

Position Objective: To organize and maintain acommunication link between the Family Readiness
Group (FRG) and new family members of the unit.

Major Responsibilities or Description of Duties: Sample

1. Prepare Welcome Packetsto alleviate the stresses associated with relocation and joining a new
“family.” Gather materials about the RSC, unit history and mission, local area, services available, and
benefits of belonging to the Army Reserve. Emphasize the availability and importance of the unit FRG.

2. Coordinate with the Family Readiness Liaison and Unit Administrator to obtain the namesand
phone number s of newly assigned personnel and makes contact. Welcome each new family with a
phone call, and arrange for a personal visit if possible. Invite family membersto participatein a
newcomers' orientation, join the FRG, and find out how the FRG can best serve their needs.

3. Match each incoming family with an existing family for mutual support and assistance. Find an
appropriate sponsor to explain how things work in that particular unit and who's who.

4. Notify the FRG Leader of any particular family problemsor needsthat are identified through
conversation or during a visit that the FRG can offer assistance with. Assist the FRG Leader in
finding resources to resolve the issue or potential problem.

5. Add new family member s (including newly married spouses) to the Telephone Tree and
newsletter mailing list. Make periodic contact with the Unit Administrator and FRL to keep lists up to
date with the family member’s permission.

Time Required: Approximately 2 days per month.

Qualifications: Willingness to develop aworking knowledge of the unit’s Family Readiness Plan, and
interest or experience in the FRG program.

Orientation and Training: Unit Orientation and attendance at a Family Program Academy. Other
training will be offered as the budget allows.

Supervision:

1. The FRG Leader supervises the Sponsorship Chairperson. The FRL will help in coordinating routine
actions and unit support.

2. The Sponsorship Chairperson has no supervisory responsibilities unless additional FRG members
volunteer to assist.

Figure 3-10. Sample Position Description for Family Sponsor ship Coordinator
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Child Care Coordinator Position Description

Position Objective: To ensure acceptable child care for Family Readiness Group (FRG) meetings and special
events.

Major Responsibilities or Description of Duties: Sample

1. Responsiblefor procuring acceptable child carefor FRG meetings and special events. If near an Army
installation (within 50 miles), check with the installation’s Child and Y outh Services (CY S) Director to see what
may be available in the local areafor child care resources.

2. Select on-sitelocation for child carewhile parentsare attending meetings. If child careisoffered for a
meeting in the civilian community (off an Army installation or reserve center), request a check on the
applicable state law on any special requirementsfor child carethrough the unit commander or Family
Readiness Liaison.

3. Assess safety of location and address any special equipment needed (e.g., safety plugs for outletsif
toddlers will be present, no breakable objects within the reach of atoddler or young child, protection against any
type of sharp objects or corners, ability to close off the area to prevent children from leaving the location
unaccompani ed).

4. Ensureactivities (e.g., VCR tapes, coloring books, and organized games) appropriate for the children are
provided. If aunitislocated near or on an Army installation, the unit may be able to usethe CY'S
Resource/Lending Library that has books, toys, supplies, and equipment to support developmentally appropriate
child activities (e.g., crayons, paints, contruction paper, dolls, puzzles, and other equipment).

5. Ensure on-site adult supervision during the parents absence at all times.

6. The provision of child careisone of the major factorsin the success of an FRG or a unit
family-oriented activity. There are options to consider which can include the following:

a. Volunteer Child Carein Unit Setting (VCCUS). If the unit islocated within 50 miles of an Army
installation, theinstallation CY S Director can assist in organizing a VCCUS.

(1) CYScan providetraining for unit volunteers (which is usually 4 hours long).
(2) Someone on site must be certified in CPR.
(3) Child care must be provided on site (with parents present in the building).

(4) DA Form 4719, Child Development Services Registration Card and heal th/immunization record may
be required for each child. The requirement for health and immunization recordsislocally determined.

b. Short Term Alternative Child Care (STACC). Thisisonly an option if the unit islocated within 50 miles
of an Army installation. The installation CY S Director can be asked to provide this service.

(1) Child careisactualy provided by CY S staff.

(2) On site with parents.

Figure 3-11. Sample Position Description for Child Care Coordinator
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(3) CYSchargesfor this service.
(4) Total paid staff required will depend on the number and ages of children.

(5) DA Form 4719, Child Development Services Registration Card and immunization record is required
for each child.

¢. Hiring Certified Babysitters. (American Red Cross offers this course and may have alist of certified sitters
availablein thelocal area)) The FRG can useitsinformal fundsto pay for babysitting or have parents pay the
babysitters directly for child care.

Time Required: Approximately 1 day per month for meetings, preparation, and actual events.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Knowledge of child care including safety issues and activities for various age groups.

Orientation and Training: Unit orientation. Scheduled visit to the nearest American Red Cross Office on the
certified babysitter courseif applicable option decided on, and attendance of the courseif needed. There may be
acost involved in Red Cross courses and this can be reimbursed through Family Support Nonappropriated Funds
for the Child Care Coordinator but not any paid babysitters.

Supervision:
1. The FRG Leader supervises the Child Care Coordinator.

2. The Child Care Coordinator must provide actual spot checks on the child care providers used for meetings and
specia events.

Figure 3-11. (continued) Sample Position Description for Child Care Coordinator
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VOLUNTEER AGREEMENT FOR APPROPRIATED FUND ACTIVITIES
For uze of this form, sea AR B08-1: the proponent agency is JACSIM

PRIVACY ACT STATEMENT

AUTHORITY: 10 WEC, Section 1558, Secratary ol the Army; E.O. 8387 (SSN); and Army Regulation BI8-1, Army
Community Service Cantar.

PRINGIFAL PURPOSE: To dogument svoluntary sarviges provided by an individual, including the hiours of service performed, and to
abatain agresmaent fram the volunteer on the conditions of accepting the performance of voluntary service,
ROUTINE USES: Kone.
MHSCLOSURE: Waluntary. Howewer, Failurg 1o complata the form may result in an inabillty to docurmant the type of voluntar
services and hours perfonmed.
PART |
T
| desire to volunteer my services to tha Family Readiness Group (FRG) at
(Qegranization L]
Edwardson Army Reserve Training Center on 10:00 am-2:00 pmyTues. & 1000 am-<4:00 pmfSar,
firrstadasion) fAnticipated HoursDayis of Week)
Program at Hath Medical Detachment
[hrasTant tifan)

2. DESCRIPTION OF VOLUNTEER SERVICES

Serves as the FRG Leader. Owversees the general operation of the FRG and 1ts activities, This includes facilitating meetings, acts
a5 spokesperson for the groap, supervises other volunteers that are recruited, and conducts informal interviews for new
volunteers, as well as, assists in their orientation to the unit.

2, | expressly agree that my services are being provided as a volunteer and that | will not be an employes of tha
United States Government or any instrumentality thareof while performing the above described services, except
for certain purpasas relating to compensation for injuries occurring during the perfarmance of approved volunteer
services, tort claima, the Privacy Act, and criminal conflicts of interest. | expressly agree that | am neither
gntitled to nor expect any present or future salary, wages, or other benefits for these voluntary ssrvices, | agree
1o ba bound by the laws and regulations applicable to voluntary service providers and agres to participate In any
training required by the installation or unit in order for me to parform the valuntary services that | am offerng.

s, TYFED OR PRINTED NAME OF YOLUNTEER b. YOLUNTEER 35N o. DATE GF BIRTH /¥¥YYimoo)
Bobbie [, Smith e 1953003715

d. BIGNATURE OF W TEER g. DATE f¥Y¥yamoon)
s ;/D é};«p% 2000/07/30

da. TYPED OR PRINTED MAME OF ACCEPTING QFFICIAL

John B. Smock, MAJ, MC, USAR, Commanding

&b, SIGMATURE OF SEFTING OFFICIAL 4z, DATE (¥YYrdlony
I;‘[F ‘V{"‘—*' .f' ; I ﬁéﬁ o C,{K 20000730

& PART Il - TO BE COMPLETED AT END OF VOLUNTEER'S SERVICE BY WOLUNTEER SUPERVISCR

6. WVOLUMNTEER TIME DOMATED

a. YEARS (2,087 hours = 1 year) B. WWEEKS g. OAYS d. HOURS
o, SIGNATURE OF VOLUNTEER I, TERMINATION DATE
VY YAraDo)
‘83, TYPED OF PRINTED NAME OF SUPERVIGOR Gb. GIGNATURE OF SUPERVISOR c. DATE (FYYYmamoD)
D& FORM 4712, MAY 1993 B4 FORN $712-R, DEC 87, 1S OBSOLETE LISAPA, V1,00

Figure 3-12. Sample Volunteer Agreement for Appropriated Fund Activities
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PARENTAL PERMISSION
Far usa of this form, sas AR 608-1; the propanent agency is OACSIM

1, Eobbie [, Smith parent | | guardlan, give my permission for
Johnny M. Smith fname of child), to volunteer at
3441h Medical Detachment [rame of agency/aciiity]l on
Sarurday o felate ar days of week] from 10 a.m, - 4 pom. (tirne),

I understand that these hours and services are being performed as & voluntesr and that the abave named
volunteear is not, solely because of these services, an employee of the United States Government or any
instrumentality therec! fexcept for cerfain purposes relating to tort claims and workman's compensation
covergge about incidents ocourring during the performance of approved volunteer service). The above
named volunteer shall receive no present or future salary, wages, or refated benefits as payment lor these

volunteer services. Tax deductions cannot be claimed for any expense reimbursed,

TYPEIWPRINTED MAME OF FARENT OR GLARDIAN

Bobbie D, Smith

SHENATLUIRE ENTIGUARDIA DATE ¥ YYIRIMOo)

ﬁiﬁéz’&g 5/?ﬂ 22 2000/04/15

DA FORM 5671, MAY 1999 D& FORM 5571-R. DEC 87, IS OBSOLETE USAFA V00

Figure 3-13. Sample Parental Permission (DA Form 5671)
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COMMUNITY RESOURCE DIRECTORY
Agency Phone Number
Alcohol Abuse Counseling/Treatment (National Referral Service) 1-800-662-4357
American Red Cross
Better Business Bureau
Big Brothers & Sisters

Boy Scouts of America

Chamber of Commerce

Child/Day Care a
Clergy/Churches

Compassionate Friends
Consumer Credit Counseling Service
Consumer Protection Agency

Drug Abuse Counseling/Treatment (National Referral Service)_ 1-800-662-4357
Elected Officias

Employer Security

Employer Support of the Guard and Reserve 1-800-336-4590
Energy Assistance

Equal Employment Opportunity Commission
Family Assistance Center
Federal Information Center
Finance Office

Gambling Abuse/Treatment
Girl Scouts of America
Health Benefits Adviser-TRICARE

Hospital

Housing/HUD (Housing and Urban Devel opment)

Internal Revenue Service 1-800-829-1040
Legal Services— Military/Local Civilian Community

Library

Mental Health

Parks & Recreation
Public Affairs Office
Public Utility Commission
Recycling
Salvation Army
Social Security Administration_ 1-800-772-1213
Social Service Agency — County/State

TRICARE Selected Reserve Dental Program 1-800-211-3614
United Way
Veterans (Administration) Affairs 1-800-827-1000
Veterans Service -County/Regional

American Legion

Disabled American Veteran (DAV)

Vet Center

Veterans of Foreign Wars (VFW)
Visitor’s Bureau
Voter Registration
Worker's Compensation
Y outh Services
Emergency Assistance

Police

Fire

Ambulance

Figure 3-14. Sample Community Resour ce Directory
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Chapter 4
Family Readiness Group (FRG) Operations

“Theindividual must be self-reliant and, in a sense,
self-sufficient, or else he goes down.”
Luther Burbank

4-1. FRG Operations

a. The FRG exists to develop family readiness networks
through which families mutually support each other. The
internal operations of a group should encompass several
critical areas. One of the keys to having a successful family
readiness program is to have activities, programs, and
projects that interest and benefit the family members of the
unit. A program needs to be enticing enough to families,
and perceived as worthwhile, so they will routinely choose
to attend afunction. To be successful, the commander must
emphasi ze the importance of the FRG to individual and unit
readiness. The Family Readiness Liaison (FRL) will assist
the FRG in accomplishing these tasks. Areas should
include, at a minimum—

(1) Telephone Tree.

(2) Newdletters.

(3) Sponsorship program for family members.

(4) Activity planning and training.

(5) Fund-raising.

(6) Promoting awareness of family assistance such
as DEERS enrollment, 1D cards, mobilization preparedness,
health benefits, financial assistance, retirement services, and
community resource directory.

(7) Arranging for speakers at meetings on subjects
of interest to unit members and their families; such as, home
security, self-defense, time management, effective
parenting, eldercare issues and financia planning.

b. The FRG operations are an integral part of the unit
retention and recruitment program. Remember: The Army
recruits soldiers and retains families.

4-2. Facility spacerequirementsfor volunteersand
FRG activities

a. A unit commander or designee isresponsible for
determining what permanent facility space is available for
volunteers' use on aregular basis and any temporary,
common areato use for FRG activities. This responsibility
includes following AR 140-483 for the overall procedures
of written memorandums on facility space allocations, and
the RSC Engineer’ s role in the process.

b. Planning for even one volunteer to work at areserve
center needs to include alockable file cabinet. Space
allocation does not need to be necessarily exclusive, but
coordinate with volunteers to determine frequency of use
and availability, and to explore their needs, which may
change depending on the extent of their time to volunteer.
For example, if spaceislimited in areserve center, the
volunteers may want to generally schedule their time at the
center during non-drill times. If it isamulti-unit center,
commanders need to discuss FRG volunteers sharing space
or having ajoint FRG among the units. Limited-access

storage space may be needed by some FRGs that have been
given or purchased material (e.g., brochures and Family
Day materials).

c. Determine facility space allocation and accessibility
for volunteers and FRG activities before any unit
deployment occurs. |If thereis a Rear Detachment
Commander or the Facility Manager is available during a
deployment, volunteers and the FRG may continue meeting
at areserve center. Establish alternative meeting locations
if use of the unit facility is not an option. Some possible
alternate meeting locations to consider are Red Cross,
churches, police stations, courthouse, schools, other
government agencies, Civil Air Patrol, American Legion,
Veterans of Foreign Wars, and Boy or Girl Scout facilities.

d. Give consideration to theinitial location of the FRG
volunteers' computer(s) and printer(s) where alocal area
network isused. If a separate telephone line has been
installed for Internet and electronic mail access for
stand-al one equipment, and rel ocation becomes necessary,
there would be additional costs to relocate a separate
telephone line.

4-3. Communication

Remember: Family Readinessisthe goal,
communication isthe key

In order to have a viable organization, the FRG leadership
must communicate effectively with soldiers and family
members. This chapter discusses three methods of
communication.

a. Telephone Trees: Using a unit roster and a Family
Information Data Worksheet (USARC Form 107-R), each
FRG must create a Telephone Tree to ensure they can
contact all family members of the unit to disseminate
information. Activate the Telephone Tree during annual
training and twice per month during periods of military
separation.

b. Newsletters: A newdetter can be avery vauable
tool for FRGs to communicate with families who live too
far from the unit to attend meetings regularly. Publish a
newsletter at least quarterly during peacetime and at least
monthly during deployments.

¢. Family Readiness Group Meetings. The FRG
leadership should hold informational -type meetings. Do not
be disappointed if initial attendanceislow. If attendanceis
low, use other efforts to ensure that soldiers and families
receive the readiness information provided at meetings (e.g.,
FRG Newsletter, special mailing, and telephone calls). Use
of atoll free telephone number and conference calls during
a deployment can encourage family member participation
for those who live too far away to attend meetings on a
regular basis.

d. Other Methods: Electronic mail is not a dependable
communication method to use, since al intended recipients
may not have a computer; even if they do, the frequency of
checking mail will vary. Posting information on a unit web
site is another means of providing information, but does not
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replace reaching out directly to family members through the
first three methods above.

4-4. Unit roster

a. The primary method for obtaining the names and
addresses of the soldiers and family members for
communication purposes is the unit roster.

b. Theunit roster lists the names, addresses, and
telephone numbers of all soldiers and their families within
the unit. The unit chain of command can provide this roster
to the FRG leader and (FRG) key volunteers once they
obtain consent from all individuals whose name, address
and telephone number appear on the roster. Use a Privacy
Act Statement for this purpose. Never make this roster
available to general membership or provide it to other
agencies or groups. Only those who initiate and maintain
contact with families will use thisinformation. Release of
lists of names, addresses, and telephone numbers to persons
other than those who have a specific need for this
information in the course of official dutiesis prohibited.

c. A unit roster is not to be confused with the unit
Alert Roster that is used solely for the purpose of
mobilization.

4-5. Family Information Data Worksheet (USARC
Form 107-R) and Family Readiness Group Survey

a. A blank copy of the Family Data Information
Worksheet (USARC Form 107-R) is at the back of this
regulation for reproduction purposes. It isalso available for
download from the USARC Intranet (see web addressesin
app A, seclll).

b. Figure4 -1 isaModel Family Readiness Group
(FRG) Survey. Loca units may adapt this model to fit their
needs. The privacy act at the top of the model survey helps
to explain the purpose of this type survey.

¢. The unit roster is often needed for initial contact with
soldiers' family members, for new members, and for
changes. Generally, FRGs need to be able to contact family
members directly to tell them about the family support
program and invite them to become involved. The FRG
volunteers also need more information than a unit roster
provides. They find that the Family Information Data
Worksheet (USARC Form 107-R) and the Family
Readiness Group Survey completed by soldiers’ family
members are beneficial in helping the FRG to—

(1) Create afamily database.

(2) Assistin getting information to families.

(3) ldentify topics of interest.

(4) Provideinformation to plan activities (e.g., for
children).

(5) Recruit family membersto assist in FRG
operations.

4-6. Suggestionsfor collecting family member
information

a. Include the Family Information Data Worksheet
(USARC Form 107-R) and Family Readiness Group
Survey in the Soldier and Family Sponsorship Packet.

Collect them during the in-processing of new unit
members.

b. Ask family members to complete a worksheet and
survey during Family Days, other family-oriented unit
functions, or any other personal contact.

¢. The commander or the FRL should encourage
soldiers, during aweekend drill, to discuss completing the
Family Information Data Worksheet (USARC Form 107-R)
and the Family Readiness Group Survey with their family
members.

4-7. The FRG Telephone Tree

a. The purpose of the Telephone Treeisto provide a
means of maintaining communications by telephone with all
designated persons associated with the unit during both
peacetime and periods of separation. The Telephone Tree
provides accurate, timely information and aidsin
controlling rumors. Increased telephone contact may be
necessary with family members when their soldier is
deployed.

b. The Telephone Tree Chairperson is responsible for
recruiting and training volunteer callers. Use the guidelines
in paragraph 4-7c below to prepare and maintain an FRG
Telephone Tree.

c. The FRG Telephone Tree will—

(1) Beatyped or handwritten phone listing using
information from the Family Information Data \Worksheet
(USARC Form 107-R). See sample at figure 4-2.

(2) Include any contacts the soldier would like. This
could be the spouse, parent, fiancé/fiancée, other family
members, friends, significant others, designated guardian of
asoldier’s children (related to the Family Care Plan).

(3) Group personsto be called by geographical
location or area code, to cut down long distance telephone
costs. Recommend volunteer callers contact no more than
ten persons and limit long distance phone callsto 10
minutes. Follow up messages left on answering machines
with personal contact. The last caller should notify the
Telephone Tree Chairperson when all calls to members are
made and relay any questions and concerns that were
discussed.

(4) Be updated quarterly with an “as of/last revised
date.” Devise an updating procedure for the Telephone
Tree (e.g., when atelephone number is changed or someone
leaves the unit). Use acomputer (if possible) if changes are
frequent and distribute to the volunteer calers, FRL and
Unit Administrator. Test the Telephone Tree at least
annually.

(5) Be activated frequently during a deployment
period. Inthe event of the deployment of only one or two
unit members, the callers responsible for those family
members should remember to call those families often.

d. The Telephone Tree Chairperson will arrange to have
first contact with a deploying soldier’ s family member(s)
within the first 24 hours of the soldier leaving home station.
Thisiswhen the reality of the separation hasitsinitia
impact. Recommend weekly contact with a deployed
soldier’ s family member after that, with the family
member’ s agreement or consent.
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4-8. Guidelinesfor volunteer callers
a. Callers should be reliable, want the job, and have the
timeto doit. Develop aprocedure for recruiting
replacements for volunteer callers who leave the FRG.
b. Training and instructions (both written and verbal)
should include guidance on the following:
(1) Confidentiality.
(2) Natureof calls:
(@) Informational.
(b) Outreach and social.
(¢) Rumor sguelching.
(3) Calling procedures: The caller will—
(@) Introduce him or herself.
(b) Begin and end on an upbeat note.
(c) Have exact information and list of items ready
for discussion.
(d) Have paper and pen to record feedback.
(e) Always make direct contact — follow-up if
leaving a message.
(f) Placetimelimit on calls (10 minutes).
(g) Handle chronic callers diplomatically.
(4) Feedback needed by the Telephone Tree
Chairperson:
(@) Complaints and problems.
(b) Questions.
(c) Specia conditions.
(d) Success and reaction.
¢. Use of unit telephones is authorized for official FRG
business, to include activating the Telephone Tree.
d. Reimbursement to volunteer callers: Information on
calls made from other than unit telephones is covered in

paragraph 6-4.

4-9. FRG newdletters

a. An FRG newsletter may be the only means of
communicating with some of the familiesin the unit. Some
families may never be able to attend meetings or other
family-oriented activities. Recommend the FRG publish a
newsl etter on a quarterly basis during peacetime and
monthly during deployments

b. Thefollowing will assist in understanding the
publishing and mailing guidelines for a unit's FRG
newsletter:

(1) The FRG newdletters MUST meet the criteria of
afunctional bulletin, as described in AR 25-30, paragraph
9-18, for publishing and mailing with appropriated funds.
Newsdl etters containing unofficial information must be
mailed using nonappropriated funds or FRG-generated
funds. (See para 6-4d regarding reimbursement when
necessary.)

(2) AnFRG Newsdletter requires the unit commander
or designee approval prior to publication.

(3) Useacommander’scolumnin an FRG
newsletter to inform soldiers and families of issues that
impact on military families. Thisis an excellent way for the
commander to reflect concern for families and set the
climate for family involvement.

(4) The Newdletter Chairperson must understand
what constitutes an official versus an unofficial FRG
newsletter. (See AR 25-30, para 9-18, regarding functional
bulletins.)

¢. Commanders have the responsibility to determine the
kinds of information their service members and families
need. Use the following guidelines to determine whether
the content of FRG newdlettersis official:

(1) Information related to unit mission and combat
readiness, including family readiness; such as, information
related to FRG activitiesin support of field exercises,
mobilizations, and deployments of active and reserve
component units. Examples are:

(@) Notifying family members of field exercises,
deployments, redeployment time frames, and welcoming
and reunion ceremonies.

(b) Notifying family members as to changesin
mailing addresses related to field exercises, deployments,
and redeployments.

(2) Information that is educational in nature,
designed to promote informed, self-reliant service members,
and their families such as:

(@) Chaplain-sponsored programs and activities, to
include socia functions that support field exercises,
deployment, and redeployments.

(b) Education and training programs such as Army
Family Team Building, Army Community Service, and
Family Advocacy.

(3) Information regarding activities for service
members and families that promote unit cohesion and helps
strengthen the ongoing esprit among family members within
the unit; such as, command-sponsored Organization Day
activities and Memorial Services.

d. Commanders are reminded that strictly personal and
socia information, as well as information concerning
private organizations and commercial ventures, are
expressly prohibited. Information regarding fund-raisers for
private organizationsis also prohibited. However, FRG
fund-raising information is allowed.

e. The elements of afunctional, official newdetter will
include the following:

(1) Heading.

(2) Official Information—Place thisterm under the
return address.

(3) Expiration date.

(4) Authentication to indicate that the newdletter is
authorized by the commander. (Can be the signature block
of the unit commander.)

f. Thereisno specific format; however, the newsd etter
should be—

(1) Styled consistently.

(2) Clearly defined into sectionsthat are well
presented.

(3) Typed and proofread for spelling and grammar.

g. When publishing the newdletter, it will be—

(1) Onecolorink.

(2) Printed on paper stock (any color).
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(3) Limited to a maximum of 16 pages (8 pages front
to back).

4-10. Suggested FRG newsletter articles
a. Using Army and Air Force Exchange Service
(AAFES) and Commissary.
b. Benefits and entitlements.
. Common acronyms.
. Drill schedule.
. Reports and photos of FRG events.
Tips for annual training (AT) preparation.
. Mobilization checklist.
. Reminders about 1D cards.
Family Care Plans.
Emergency phone numbers.
. Activity pages for children.
I. Recognition of volunteers.
m. Information on TRICARE.
n. Articles of interest to families (e.g., home security,
relationships).
0. Unit history and mission.
p. FRG activity advertisements.
g. Lettersfrom commanders.
r. Unit address and phone changes.
s. Hailsand farewells.
t. Change of Command announcements.

XTI oSKQ o o0

4-11. Family Sponsorship Program

a. Family members first impression of the Reserve unit
can have alasting impact on their support of the Army
Reserve and their soldiers' military careers. Aswith newly
assigned soldiers, family members also benefit from
orientation to the unit. Acquaint new families with the
unit’s mission and the activities of the FRG. It iscritica
that every effort be made to ensure that both soldiers and
their families receive awarm welcome. Family sponsorship
demonstrates the unit and FRG' s support of and
commitment to families. See figures 4-3 and 4-4 for a
sample information/welcome packet and a sample welcome
letter.

b. FRG Role. The FRG will organize the family
sponsorship program. Add new soldiers and their families
to the Telephone Tree and newsletter mailing list. (Do not
forget to include parents, significant others, and friends that
soldiers haveidentified.) A telephone cal to all the new
family members welcoming them to the unit and extending
an offer to participate in the FRG is always appropriate.

c. FRL role. Assist the FRG in obtaining names,
addresses, and tel ephone numbers of newly assigned
soldiers.

d. The sponsorship program will provide information
and materials on the organization and mission of the unit.
The orientation should include information on—

(1) Theunit (name, address, location, and telephone
number).

(2) Key unit personnel roster (Chain of Command).

(3) Other key personnel and their roles (e.g., unit
administrator and FRL).

(4) Annua schedule of unit events (e.g., drill
schedule, annual training dates, family day activities).

(5) Key FRG volunteers (Chain of Concern).

(6) Authorized release of personal information
(Freedom of Information Act).

4-12. Family Readiness Group (FRG) meetings

a. During peacetime, not every FRG will have frequent
meetings. Attendanceis often a challenge causing
leadership to rely more heavily on the FRG newsl etter.
Family Days offer an excellent time to have
informational -type presentations.

b. When a unit receives mobilization notification, the
unit FRG should provide briefings and information packets
to prepare the families for the deployment. The distance
families must travel will determine the frequency of
meetings during this time and during deployment.

¢. Thefollowing paragraphs identify key elementsto
help ensure successful meetings.

4-13. Planning a meeting

The secret to planning and conducting a good, productive
meeting is preparation. Usethe sample at figure 4-5asa
model to develop a checklist for meeting preparation. Keep
in mind that families with children may need to have child
care provided in order to attend. (Refer to fig 3-11 for
child care options.)

a. Write down plans and develop an agenda.

b. Asthe FRG chairperson, make sure others know
exactly what they are to do, and remind them or check on
their progress afew days before the event.

¢. Plan to start and stop sessions on time.

d. Provide aquiet and confidential areato encourage
sharing.

e. Make sure accommodations are adequate for the
event, size, and type of group.

f. Onthe day of the meeting, arrive at least 30 minutes
prior to the meeting time.

4-14. Scheduling and purpose of the meetings

a. ldedlly, meetings are held at |east once quarterly
during peacetime and monthly during deployment. Check
with members to determine how often to schedule meetings
to help increase their commitment to attend. (Frequency of
meetings can also be added to a survey.)

b. Theinitial meeting for a newly formed FRG should
provide an opportunity to ask questions, make comments or
suggestions, and indicate an interest in FRG involvement. It
should also inform the attendees about the—

(1) Mission of the unit.

(2) Purpose and structure of the FRG.

(3) Valueof belonging to an FRG. (Personal or
written testimonials about successful FRG initiatives are
often helpful to convey the concept in concrete terms,
especialy if alarge or mixed soldier and family member
group is present.)

¢. Use meeting to welcome new FRG members.
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d. UseaFamily Readiness Group Survey (seefig 4-1)
to see what programs and events interest the group. Provide
education about the unit mission and ensure understanding
about mobilization. If possible, ask the commander or
knowledgeable unit member to conduct this briefing.

e. ldentify well-being issues that impact on soldiers and
family members (e.g., families needing to be enrolled in
DEERS and authorized support for family members).

f. For theinitiadl FRG meeting only, reimbursement is
authorized to cover avolunteer’' s expenses incurred to
provide refreshments. (Refer to chapter 6 for additional
guidance.)

g. Ifinitial volunteer response is not overwhelming, do
not become discouraged. Remember that the most
successful method of recruitment is personal contact (i.e.,
asking a person directly).

4-15. Guest speakersat meetings

a. Consider community and military sources.

b. Once a speaker has committed, send a thank-you
letter along with verification of information about—

(1) Theaudience, subject matter, and time allotted.

(2) Time, place (include a map if needed), and
equipment availability.

(3) Funding (e.g., travel, per diem, and other
expenses).

4-16. Meeting agenda and communication

a. Prepare an agenda that gives people a good reason to
attend. Vary the type of programs. Arrange for
motivational speakers, dide programs, videos, tapes, or
Army Family Team Building classes.

b. Ensure that notification of a meeting reaches the FRG
members at least 1 month prior to the meeting, whenever
possible. A reminder note or telephone call severa days
before a meeting often increases the attendance rate. Mail
announcements directly to their homes. Give directions and
telephone numbers of persons to contact for additional
information.

¢. For an occasional change of focus:

(1) Useimagination.

(2) Try to plan fun activities, aswell asinformation
Sessions.

(3) Givedoor prizes.

4-17. Respect and encour agement at meetings

a. Respect the dignity and worth of everyone in the
group. Confidentiality is required when sensitive issues are
discussed.

b. Demonstrate enthusiasm, compassion and caring —
they are contagious! Non-verbal language is very
important.

4-18. Meeting follow-up
a. Take action so that the group does not just “talk
support.”

b. Work as ateam to identify familiesin need and direct
them to the appropriate resources.

c. Dofollow up callsto ensure identified needs were
met.

4-19. Discussion topicsfor meetings
There are many excellent topics for discussion. These are
some that pertain to the Army:

a. Army Reserve Mission.

b. Unit Mission.

¢. Benefits and Entitlements.

d. Morale, Welfare and Recreation Services Available
on Military Installations.

e. Dealing with Separation.

f. Pay and Allowances.

g. Lega Affairs.

h. Mobilization and Family Readiness.

i. Community Resources.

j. Retirement System.

k. Promotions.

I. Survivor Benefit Plan.

m. Leadership Theory and Team Building.

n. Employer Support of Guard and Reserve.

0. Commander’'s Responsibilities to FRGs.

p. Typesof Training the Soldiers Perform and Displays
of Military Equipment.

g. TriptotheFieldto Seethe UnitinaField
Environment.

r. Soldier’s Responsihilities to the Family and the
Army.

s. Army Family Team Building Family Member
Training.

t. Family Care Plans.

u. Defense Eligibility Enrollment Reporting System
(DEERS).

v. ID Cards.

w. Soldiers and Sailors Civil Relief Act.

X. Family Assistance Centers.

y. Army Community Service Centers (ACSs).

4-20. Sourcesfor additional reference material for
information

a FRL.

b. ACS Center at the nearest Army installation.

¢. RSC or ARCOM Family Program Newsl etter.

d. Servicing Family Program Office. (See appendix B
for alist of USAR Family Program Offices.)

e. What'sNext? A Guideto Family Readiness for the
Army Reserve (Commercial Publication
or Mission Readiness (Commercial Publication).

4-21. Family Readiness Group (FRG) activities and
fund-raisers

a. There are many opportunities for the FRG to bring
families together and to encourage participation in the
group. Participation in FRG-sponsored activities
strengthens the cohesiveness of the group, develops new
friendships, and identifies potential FRG members.
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Encourage children and teens to help with planning and
decorating for family-oriented activities.

b. It isimperative that activities maintain the primary
focus of the FRG -- to encourage self-reliance of family
members. Family Support activities allow familiesto be
proactive rather than reactive during times of separation
caused by military duty. By maintaining a proactive
approach to soldier and family readiness, the FRG will be
more effective when the need arises. Notice of a
deployment is an emotional time and is not conducive to
making important decisions about how to obtain and
provide support for families.

¢. The FRG leadership should develop a plan of action to
conduct activities to prepare families in the event that the
unit or individual soldiers are mobilized. This should
include taking the initiative to provide families with
information related to deployment issues, assisting with the
family readiness portion of the deployment briefing for
soldiers and families, and updating listings of information
and referral resources.

d When a group gets together to choose activities and
fund-raisers, they will be even more creative than the ideas
presented in this chapter. Just give them a chance to share
their ideas.

e. Remember, when planning activities for the unit’s
Family Day, review the objectives of the Family Readiness
Program and ensure compliance with regulatory training
requirements.

f. Fund-raisers must be cleared with the appropriate
military authorities for unit activities: unit commander
(must always approve activities), legal advisers (as needed),
or the Family Program Office (as needed).

g. Invite civilian employers and local merchants to join
aunit function. It isawaysagood ideato try to interact
with the community. Ensure permits are obtained if
necessary. A note of thanks on behalf of the unit FRG
mentioning a specific contribution is appropriate.

h. If equipment is needed for an event, check with local
charities and church groups that do annual fund-raisers.
They may rent it to the FRG, but if it isfor aworthy cause,
they might consider loaning the item.

4-22. Family Day

a. Family Day is an opportunity to provide training to
enhance soldier and family readiness, as well asto publicize
and energize the unit's FRG. Unitsinclude Family Day on
the training schedule and will use thistime to educate
soldiers' families about equipment, mission, and skills
proficiency. Participation in aformation where recognition
is given to unit members, FRG volunteers, and family
membersis also appropriate. Additionaly, annual
briefings, such as legal and mobilization, are of interest to
family members and need to be scheduled as sessions for
both soldiers and families. The unit FRG volunteers may
organize an icebreaker or get-acquainted exercise,
orientation to the unit, and separate training sessions for
family members, while soldiers attend scheduled training
that would not be of interest to family members.

b. Paragraph 2-6d lists some topics that can be included
with aunit’s FRG activitiesto qualify the event as a Family
Day. Including these subjects meets the overall goals of an
FRG. These goals are to establish a network that enables
families to effectively gather information, resolve problems,
and maintain mutual support necessary to reduce stress
associated with military separations.

¢. The unit and the FRG need to work closely together
on planning and conducting a Family Day. The following
steps should be followed during the planning process:

(1) Determine the date, time, and place. Summer
and holidays are demanding times for families. Spring and
fall may be better time periods to schedule a Family Day
when families have fewer commitments.

(2) ldentify the committees that are needed and who
will serve on them.

(3) Decide on atheme (e.g., Family Wellness,
Deployment and the Family - What Y ou Need To Know,
and Support For Soldiers and Families). s community
involvement going to be part of the unit and FRG’ s plan for
Family Day? Inviting employers or supporting alocal food
drive are two examples that can have a positive impact for
the unit and the FRG. Promoting good relationships with
the local community or employers can also be considered
for another time.

(4) Determine if funds are needed and, if so, how
much? Some fun activities may have a cost too, such as
door prizes and family photographs.

(5) Coordinate unit events and devel op the agenda
(e.g., formation, a unit’ s training schedule, DEERS
enrollment, and issuing ID cards to primary family
members). Consider atime schedule allowing soldiers and
their families to travel together for the day. The
commander providing the welcome greeting sets a positive
tone for the day. If available, the unit assigned Chaplain
can provide non-denominational religious servicesif a
Family Day is on a Sunday. An icebreaker encourages
people to socialize and interact. Allowing soldiers and
family members to meet and be more comfortable in the
unit setting are important parts of Family Day, but ones that
do not necessarily take alot of time. If there are new
members, introductions to key unit personnel and the FRG
volunteers isimportant in familiarizing them with the unit.

(6) Determine speakers needed. Subject matter
experts from the Staff Judge Advocate (SJA), Finance, the
servicing Family Program Office, and nearest installation
family programs and other services can be scheduled to do a
presentation at Family Day. A regional or unit Army
Family Team Building Master Trainer can provide any of
the classes listed at paragraph 7-4. Recommend advance
coordination to ensure a speaker can be available on a
Family Day. Operation READY training materials can be
used for financial planning, FRG, and deployment-related
classes (refer to paragraph 7-5 and app C). For example, a
presentation on Dealing with Separation and Reunion is
related to both family violence and substance abuse
prevention education. The unit’s Retention NCO is agreat
resource on benefits and entitlements information, which
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family members may not have any knowledge of. What can
help make the annual mabilization briefing more
interesting? Single soldiers need to be remembered in the
planning process, as they may not have the same needs as a
married soldier with children during mobilization (e.g., the
single soldier does have to consider household goods
storage, pets, and a responsible person paying his or her
bills).

(7) Arrange for food and beverages or meal service.
The unit provides meals for soldiers. Consider how families
will eat, which means either by paying for ameal or eating
food and beverages served separately. The unit’s Food
Operations Sergeant or designee needs to be part of this
planning. For example, if the soldiers’ meals are provided
by contract, then the contract can not be modified to include
family members, unless meal costs are received in advance -
before Family Day. The FRG can determine if money will
be donated to decrease the meal cost for families of lower
enlisted soldiers as part of its fund-raising plan.

(8) Plan activitiesfor children. Safety and
supervision are primary concerns when thinking about
activitiesfor children. Providing child care on-site allows
soldiers and family members to listen during the training
that is offered without distraction. (Refer to fig 3-11 for
more information on child care options.)

(9) Determine handouts needed. Consider
distributing What's Next — A Guide to Family Readinessin
the Army Reserve or Mission: Readiness. Both are
excellent sources for explaining the obligations of reserve
affiliation and changes to anticipate when soldiers mobilize.
(Check with the appropriate Family Program Office to see if
these are available or if the unit or FRG would need to
purchase them. See app B for alist of USAR Family
Program Offices.)

(10) Advertisethe Family Day (e.g., formation
announcement, FRG newsdl etter, reminder letters). Be sure
to include a map with directions. Marketing strategy will
impact on attendance levels and interest shown by soldiers
and their families. For example, advertising the “annual
mobilization briefing” may not have family members
marking their calendars.

(11) Follow up with committees and the unit to make
sure plans are being carried out. Thiswill prevent last
minute problems on Family Day.

d. Family Day isnot just a summer picnic or holiday
gathering for unit soldiers and their families. Social
activities are not the focus of a Family Day. Family Day
can be fun and training can be made interesting. Asan
example, using different audio-visual aids, planning and
facilitating discussions, and involving the participants make
adifference in how training is conducted and perceived.

4-23. Activitiesand fund-raising ideas

Some activities and ideas for fund-raising follow. These
are only suggestions that other FRGs have enjoyed and
are by no means all-inclusive. Remember to obtain
approval for al FRG activities from the unit commander

and FRL prior to planning and publicizing the event. Be
creative. Exchange ideas within the FRG and solicit
suggestions from unit members and their families. This
creates energy and excitement. Most of all — have fun!

4-24. Activities

a. Contact alocal military installation or fire station to
provide atour for children or to visit the group and
demonstrate the techniques for aFAMILY ESCAPE
PLAN.

b. Host an educational WEEKEND CAMP OUT for
the children at a state or National Park, nearby military
installation, or USAR facility. (It would be better not to do
thison adrill weekend.) Materials on drug awareness,
military customs, and applications of wilderness survival are
afew suggested topics. Have the chain of command check
with their Staff Judge Advocate (SJA) on any legal issues
for these types of activities. Some examples to discuss with
the SJA are liability and insurance issues, compliance with
criminal background checks for those supervising children,
and parents on-site compared to parents off-site.

¢. OrganizeaSHOW AND TELL DAY for kids
during drill weekend or Family Day. Familiarize each child
with where the parent or soldier works, so that “ Reserve
Center” becomes a positive concept when the soldier is at
drill or attending annual training.

d. Sponsor aHEALTH FAIR DAY for all Reserve
family members.

e. Celebrate BIRTHDAYS. Bake amini-birthday cake
for Reservists to give them at drill.

f. PREPARE FOR MOBILIZATION. During a
Family Day, set up a booth with materials families would
use during a mobilization or deployment. Have atrained
volunteer on-hand to explain the materials and FRG
brochures and sign-up sheets for family members. To
attract people to the booth, have a door prize sign-up for
everyone who stops by and takes information. Be sureto
give them abag in which to put their materials.

g. Conduct aSAFETY BRIEFING. Inviteapolice
officer to offer tips on personal and home safety. Thisisa
welcome topic at a deployment briefing.

h. Challenge local radio personalitiesto a SPORTS
GAME.

i. OrganizeaCOMPASS COURSE for children.

4-25. Fund-raisers

a. Additional guidance on fund-raising is provided in
chapter 6.

b. Any time personalized items are purchased by an
FRG for resale (e.g., calendars, coffee mugs, license plate
holders, or T-shirts), consider pre-selling them prior to
placing an order to prevent having unsold merchandise.

¢. Entree items such as sandwiches and spaghetti
dinnerswill not be offered within 2 hours of a
military-prepared or catered meal being served to soldiers.
If soldiers do not eat the meal prepared or purchased by
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the government, the commander must account for these
unused meals.

d. Gamblingisnot permitted on gover nment
property (e.g., 50-50 drawings, raffle tickets, and
lotteries).

(1) HaveaSILENT AUCTION: Collect excess
household items, notions donated from local merchants,
articles bearing military designations, things purchased with
FRG-generated funds or other flea market items. One
person’s junk is another person’streasure. Display the
items on atable, have containers with paper (marked with
object’s name) and pencils by each “treasure” for bidding.

(2) HostaWALK-A-THON.

(3) Set-upaBOOTH AT A FESTIVAL and el
snow cones, drinks, hot dogs or funnel cakes.

(4) HoldaUSED BOOK SALE. Collect books of
all kinds (e.g., children’s, fiction, non-fiction, and military
reading). Any remaining books can be held over for
another sale or the books can be donated to hospitals,
nursing homes, senior citizen centers, and senior day care
centers. These organizations welcome reading materials.

(5) Sell SNACK S during drill. Some examples are
candy bars, cookies, donuts, peanuts, bagels, muffins, fruit,
popcorn, juices, coffee, etc. (Poll soldiersto see what they
prefer.) Be sure prepared food items are individually
wrapped. Commercially purchased foods help to ensure
safe food preparation. Remember food-handling sanitation
isimportant in preventing illnesses.

(6) SEW PATCHES on uniforms.

4-26. Seasonal activities and fund-raising suggestions

a Increase awareness of NATIONAL HEART
MONTH by asking amedical reserve unit or alocal health
care clinic to check blood pressure and cholesterol for
soldiers and families.

b. February hasaWEATHERMAN’'SDAY. Request
an operating weather station to show how weather balloons
work. Weather people can explain about hurricanes,
tornadoes and the importance of taking shelter during bad
weather.

¢. SPRING FLING WEEKEND. Contact alocal
nursery and see if they will sell the FRG, at cost, packages
of seeds. Resell these at drill or have the children plant
seeds and then, once they have grown, sell the plants at
drill.

d. ARBOR DAY. Sell tree seedlings and have a
ceremony at the Reserve Center. |f permitted, plant new
treesthere. Treesare usualy available in bulk from State
Forestry Centers.

e. ARMED FORCESDAY/MEMORIAL DAY. The
FRGs could sall flags and pole kits at the Reserve Center or
ask local grocery stores if the FRG may have spacein their
parking lots, at fairs, festivals, etc.

f. FLAG DAY iscelebrated in June. Giveaclasson
flag protocol for al family members. Let children be a part
of the flag folding or hoisting ceremony.

g. ADOPT-A-HIGHWAY or flowerbed in the name of
the unit. The FRG and unit members volunteer to maintain
and keep it clean. This activity develops pride in the unit
and awareness in the community.

h. VETERANS DAY. Kidslove parades and many
cities have parades to honor our soldiers, both past and
present. An FRG could create afloat by decorating a truck
or jeep to show their colors. Pick-up trucks can be
transformed into a float with crepe paper and balloons.

i. CHRISTMASGIFT WRAP. Provide agift wrap
service on the drill weekend before December. Charge a
feeif also providing paper and bows.
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FOR OFFICIAL USE ONLY

AUTHORITY. Title 10, U.S. Code Annotated, Section 3013. PRINCIPAL PURPOSE. The Family Readiness Group (FRG) isthe
family source for information. Data you provide will be used to plan activities and programs to benefit unit members and their families.
ROUTINE USES. Datayou provide will be used to plan activities and programs. It will be used to develop article topics for the FRG
newsletter and to help in planning Family Day and other events. EFFECT OF FAILURE TO PROVIDE REQUESTED
INFORMATION: Furnishing thisinformation is voluntary, but failure to do so may prevent the development of articles and events.

Name (First, M1, Last)

(If you are completing a Family Information Data Worksheet (USARC Form 107-R) at the same time, you do not have to
complete the address and phone number information below.)

Address

City State  Zip -
Day Phone Evening Phone

E-mail Address

1. Please identify topics of interest to you.

_____Mohilization/Deployment Info _____Unit Mission Military Pay
___ Howtoread anLES (Leave & Earnings Statement) _____ Benefits & Entitlements Protocol

____ Financia Assistance ____ Power of Attorney Info Burial Benefits
_____ Why haveawill? _____ Health Benefits Family Stress
_____ Coping with Separation ___ Educational Information Teens & Drugs
_____Child Psychology _____First Aid Training Self-Defense
____ Home Safety ____ Retirement

____ Military Equipment & Displays _____Military Recreational Resorts

Use of Space-Available Transportation by Reservists
Other; please list:

2. Would you be willing to serve in aleadership role as a volunteer in our Family Readiness Group? (For example, FRG
Leader, Treasurer, Secretary) Yes No

3. Would you be willing to serve on a committee as a chairperson? Yes No

4. Would you be willing to serve as a volunteer? Yes No

5. Do you have any special skills or experience that would benefit the group?
Please list:

6. Please check which committees you would be willing to serve on:

Planning Activities Telephone Tree
Newsl etter Fund-raising
Family Sponsorship Publicity

Child Care Other

Figure4-1. Model Family Readiness Group (FRG) Survey

USARC Regulation 608-1 4-9




FOR OFFICIAL USE ONLY

The number of families to be called by a volunteer caller should not exceed 10.
Unit Name I e
Address
Telephone Number
Family Readiness Group Telephone Tree as of (date)

Telephone Tree Chair per son: Jane Tarzan, Treeville, TN (423) 000-0000

Volunteer Caller #1: Jo Jones, South, KY, (502) 000-1111
Volunteer Caller #2: Bo Bojangles, North, TN, (423) 000-2222
Volunteer Caller #3: Sue Smiley, East, KY, (513) 000-3333

Volunteer Caller #1. Jo Jones, South, KY, (502) 000-1111
Ima Volunteer, South, KY, (502) 111-1111
Viola Volunteer, South, KY, (502) 222-2222
Bea A. Leader, South, KY, (502) 333-3333

Volunteer Caller #2: Bo Bojangles, North, TN, (423) 000-2222
Ivy League, North, TN, (423) 111-1111
Jane Doe, North, TN, (423) 222-2222
Sam Mann, North, TN, (423) 333-3333

Volunteer Leader #3:  Sue Smiley, East, KY, (513) 000-3333
- SanteraJesu, East, KY, (513) 111-1111
Monika Monday, East, KY, (513) 222-2222
Will Volunteer, West, TN, (615) 111-1111
Daisy Deers, West, TN, (615) 222-2222

[NOTE: Disclosure of personal information contained in this roster to agencies or individuals outside the Department of
Defense is prohibited by the Privacy Act of 1974 (5 USC 522a). Personal information requires protection with a Department
of Army Label 87, For Official Use Only, cover sheet whenever left in the open.]

Figure 4-2. Sample Telephone Tree (Phone Listing) for the Family Readiness Group
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Itemsin Packet

Wher e Obtained

Welcome Letter from Sponsor
with sponsor’ s daytime phone number
with sponsor’ s evening phone number
with sponsor’ s address
with sponsor’s E-mail address

Local Arealnformation
Maps

Utilities

Telephone Book

Schools and Colleges

L ocal/State Unique Laws

Nearest Military Installation
Medical/Dental Care
Veterinary Care

FRG Information

Key FRG Volunteer Roster

FRG Activities (Past and Planned)
Recent FRG Letters (Newsletters)

Unit Information

Map/L ocation of USAR Center

Unit Mission and History

Drill Dates and L ocations

Annual Training Dates and Location
Key Unit Personnel Roster

Recent Unit Newsletters

Other Information That Might Be I ncluded:

Devdopedsamp e

Chamber of Commerce
Realtors

Utility Companies
Telephone Company
L ocal School Board
Vehicle/Voter/Tax/Fireand

other Government Offices
Army Community Service (ACS)
L ocal Sourcesor ACS
L ocal Sourcesor ACS

FRG Developed

Unit FRL

What's Next? A Guide to Family Readiness for the Army Reserve or Mission Readiness (Commercial
Publications that may be available through your Family Program Office if your unit does not have any.)
DA Pam 608-47, A Guide to Establishing Family Support Groups

Figure 4-3. Sample Family Information and Welcome Packet
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WELCOME TO THE (unit)

Would anyone’s life be affected if you were mobilized? Sa mp I

Does your family really understand what you do during aweekend drill or AT?

Areyour reserve benefits and entitlements a mystery to your family?

Would your spouse or family be more understanding about the time you spend with the military if they could
beI ong to a group in which the people had something in common? Would you be a better soldier as aresult?

If so, our Family Readiness Group (FRG) isthe answer!

We ask that your spouse (if married) or your designated family member(s) fill out the Family Information
Data Worksheet (USARC Form 107-R) and a Family Readiness Group Survey so that we can provide a valuable
service to you and your family. Membership in the FRG is voluntary. Asasoldier or civilian employee, you can
also be amember of the FRG, and would also need to complete the Worksheet and Survey.

Benefits for the families or loved ones who belong to a FRG:

Inclusion on the FRG Telephone Tree to contact in case of an emergency, to announce special FRG events,
or during mobilization. Y ou can be assured that the names on the Tree are subject to the Privacy Act.

Newsletters from the unit's FRG.
Invitations to FRG events and the chance to get to know the familiesin your unit.
Knowing that your family has friends in the military family they can call.
We want your family to be able to handle routine and emergency matters and empower them to be self-reliant
on the home front when you are called away from home. The knowledge that your family is a part of a FRG can

provide you with the peace of mind that you need in order to fulfill your duties effectively. For our records, we
do request that you sign and date this form indicating that you have read this document.

(Signature) (Please print your name and rank here)

Date:

Figure 4-4. Sample Welcome L etter
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Coordinate with Family Readiness L iaison

Meeting Place and Time

Agenda

Arrangements for Speakers

Podium

Arrangements for Very Important Persons (V1Ps)—check protocol
Seating Arrangements

Keys or Accessto the Facility

I o

M eeting Needs
Agenda

Visual Aids 5 Ie
Handouts a

Visual Aids Equipment (if needed)

Extension Cords

Arrange Child/Y outh Activities
Easel and Markers

I o

Publicity

0 Agenda

0 Door Prizes

[0 Strip Map/Parking Instructions

0 Refreshments

0 Announce Child Care/Y outh Activities

Room Set-up
Tables, Chairs

U
[0 Registration Table

[0 Place TaggName Tags
0 Rest Rooms

[0 Pensor Pencils

Clean-up
[0 Trash/Recycle Cans

0 Clean-Up Team

Figure 4-5. Sample Meeting Preparation Checklist
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Chapter 5
Volunteer Recruitment and Recognition

“Volunteers don't get paid for their work,
not because it's worthless, but becauseit's priceless!”
Anonymous

5-1. Volunteers

The focus of a Family Support Plan is the emphasis on
recruiting volunteers and recognizing their importance and
impact on the Army family. Volunteers are people who
have a sense of commitment to their chosen pursuit. They
give their time, talents, and energy to realize that
commitment. The organization that benefits from that
commitment expresses its appreciation through a variety of
recognition methods. Gratitude should be expressed
genuinely, with sincerity, and in atimely manner.

5-2. Recruitment

a. Once the unit publishes the Family Support Plan and
volunteer position descriptions are developed, it istime to
start the recruitment of FRG volunteers. Recruitment isa
continuous activity. Usually after agood programisin
place, volunteers will recruit new volunteers.

b. Studiesindicate that 40 to 50 percent of the adult
population volunteer their time, energy and resources to
community agencies. In addition, teenagers are often
energetic and more than willing to participate when asked.
At thistimein their lives, teenagers have areal need to bea
part of agroup; and, if they are affected in a positive way
from thisinvolvement, they may choose to be a part of
tomorrow’s Army. Thisisrecruitment at its best!

¢. When recruiting volunteers, consider not only the
needs of the unit, but also the needs, strengths, and interests
of the volunteers. Talk to them on an individual basis, and
try to identify their interests and what is motivating them to
volunteer. Berealistic and consider their work schedules,
family demands, and level of knowledge, skills, and abilities
when matching each volunteer with a particular job that
needs to be done.

5-3. Who'to recruit

a Soldiers.

b. Family membersincluding teens.

¢. Former unit members/retirees.

d. Employers.

e. Friends/neighbors.

f. Community business leaders.

g. Anyoneinterested in the well-being of USAR
soldiers.

Do not be shy — sometimes someone just needsto be invited!

5-4. Recruitingtips

a. Approach people with a positive attitude, knowing
what function or job they will be asked to do.

b. Be honest about work to be accomplished.

c. Be specific — vague requests and invitations will

reap vague responses.
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d. Know the program and be able to communicate the
purpose and value of the program in away it can be
understood. Emphasize that participation in the Family
Support Program benefits both the unit and the volunteer.

It isimportant to always have a recr uitment plan!!]

5-5. Reasons people volunteer

Contribute to the community.

Meet people.

Support children’s activities.

. Attain asense of achievement.

Gain job experience.

Personal Growth.

. Patriotism.

. Feels good to do something for others.

Se@rpoo0To

Everyone asked will not agreeto or want to volunteer. Do not
be discouraged. Try toremove as many obstacles as possible.

5-6. Recruitment methodsfor volunteers

a. Personal Contact. JUST ASK!! Recruiting in
person or over the phone is often the most successful
technique. Personal contact allows both parties to explore
the opportunities and to question each other openly. People
are more likely to feel wanted and needed when approached
individually. It isaso much more difficult to turn down a
request in person (e.g., ask family members to volunteer
while exercising the unit Family Telephone Tree).

b. Lettersand Fliers. Inviting participation through
letters and fliers often gets good results. It isbest if these
go directly to the individual and not through the soldier.
Timeis vauable so try to include information that will
make the person see how their contributions can make a
difference. Consider activitiesthat will be of personal
benefit to the individual such as“how to” courses. Subjects
related to readiness are always appropriate. Recruitment
letters inviting prospective volunteers can also be sent by
the commander or FRG L eader.

¢. Command-Sponsored Events. Family Days or
holiday gatherings provide great volunteer recruiting
opportunities. A display or booth with family preparedness
literature often attracts the attention of family members. A
sheet to collect names, addresses, and phone numbers of
potential volunteersis also agood idea.

5-7. Recognition

a. Itisamazing what family program volunteers
accomplish — and yet many do not receive any recognition,
either formal or informal. Imagine what they might be
inspired to accomplish with an occasional “Thank You,” a
certificate of recognition, or Department of the Army
Award!

b. Family program volunteers can be very valuable
assetsto aunit. Their goals are to generate awareness of
family issues and gain family member support for the
individual soldier by educating family membersin the
“ways of the Army.” They can also help identify
resolutions to family issues during peacetime and
deployments.

5-1




c. Themilitary isaware of all the time and talent given
to the USAR Family Readiness Program. The FRLS,
commanders and military leaders need to continually work
toward understanding what motivates our volunteers and
create recognition that is meaningful to the recipients.

d. Annual volunteer awards, such as the USAR Annual
Volunteer Award, are agreat tradition. Unit commanders
are encouraged to nominate their FRG volunteers for this
award. Additionally, each unit should recognize its
volunteersin other ways. To be effective, recognition needs
to be personalized and creatively appropriate to each
individual volunteer.

e. Volunteers participate for various reasonsto meet
their personal needs. Commanders, FRLs, and key
volunteers must be sensitive to thisunique differencein
individuals and reward volunteers according to their
uniqueness.

f. Tofind out how people feel about things...ask
them!!! When volunteers are asked to share their thoughts
in planning, organizing, staffing and assessing the family
readiness programs — even awards — the message to the
volunteer is, “We value your input. We valueyou as a
contributing individual.”

g. Volunteers are amost priceless resource and,
therefore, deserve the most creative and sincere” THANK
YOuU.”

5-8. Formal awards

There are a number of military awards available that can be
used for volunteer recognition. Thefollowing list is not all
inclusive. When considering an award nomination,
remember, the award program is usually considered from
lowest level to higher. If acommander believes an
individual volunteer has performed in an exceptional
manner, but has not received local awards, a nomination for
ahigher level award may be submitted.

5-9. Zachary and Elizabeth Fisher Distinguished
Civilian Humanitarian Award

This award was established by DOD in 1996 in honor of
Zachary and Elizabeth Fisher. The Fishers have contributed
extensively to the support and welfare of members of the
Armed Services. The award honors and recognizes a
private sector individual or organization that has
demonstrated exceptional patriotism and humanitarian
concern for members of the U.S. Armed Forces or their
families. To be eligible, individuals or organizations cannot
be employed by DOD or its components during the period
for which the award is recommended. Nomination packets
must include a summary and proposed citation for the
humanitarian act or service rendered and how it
significantly enhanced the well-being of military members
or their families. Submit nominations through the chain of
command to the Assistant Secretary of the Army for
Manpower and Reserve Affairs. See AR 672-16.

5-10. Department of the Army Awards

a. The Army has a hierarchy of honorary public service
awards that are used to recognize private citizens. These
awards are available to recognize Family Readiness

Program volunteers. Awards include medals and
certificates for persons making contributions that benefit the
Army. Thetype of award dictates the approval authority
(e.g., aunit commander has approval authority for the
Certificate of Appreciation).

b. Information concerning these awardsisin AR
672-20, chapter 9. Submit nominations on DA Form 1256,
Incentive Award Nomination and Approval. Figure5-1isa
sample of the nomination form (DA Form 1256).

(1) Outstanding Civilian Service Award. This
award consists of a bronze medal, lapel button and citation
certificate, DA Form 7017 (Department of the Army
Outstanding Civilian Service Certificate). Major Command
(MACOM) commanders have delegated approval authority
for this award to any commander in the rank of Major
General or above. Thisaward isfor outstanding volunteer
service over a 3 to 5-year period that makes a substantial
contribution or is of great significance to the USAR.

(2) Commander’s Award for Public Service. This
award consists of a bronze medal, lapel button, and
certificate, DA Form 5231 (Commander’s Award for Public
Service). Thisaward is given to recognize service or
achievements that contribute significantly to the
accomplishment of the Army Reserve mission. It ranks
directly below the Outstanding Civilian Service Award and
any commander, Colonel and above, may approve this
award. Volunteer service should span a 2-year period.

(3) Certificate of Appreciation for Patriotic
Civilian Service (DA Form 7012). Thisaward consists of
alapel button and the DA Form 7012. Thisaward
recognizes patriotic civilian service that contributes to the
unit mission or to the welfare of Army personnel. Any
commander, Lieutenant Colonel and above, may approve
thisaward. Thisaward is appropriate for sustained
outstanding contribution to the unit and unit personnel.

5-11. U.S. Army Reserve (USAR) Volunteer of the Y ear
Award

The USAR Annual Volunteer Award was established in
1991 by the Chief, Army Reserve as a means of identifying
and recognizing outstanding family support volunteer
service. Nominations are solicited from all Army Reserve
units. The award isaChief, Army Reserve plaque including
both the name of the volunteer and the unit affiliation.

a. Submit nominations on USARC Form 108-R (U.S.
Army Reserve Annual Volunteer Award Nomination
Form). Criteriafor nomination includes sustained
volunteer service, provided the volunteer has accumul ated
at least 50 hours of volunteer servicein the last 12-month
period. The volunteer’swork must be significant in nature
and show production of direct and tangible results. The
Army Family Team Building Program is considered a part
of the family support program. Each RSC, 7th ARCOM,
and USASOC holds an initial board to nominate up to two
volunteers for the USAR award board each year (RCS
exempt, AR 335-15, para5-2h (2)). The USARC
Headquarters will make final selection recommendations
and submit them to the Chief, Army Reserve for approval.
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See sample of acompleted form at figure 5-2. A blank
copy of thisform is at the back of this regulation for
reproduction purposes. It isalso available for download
from the USARC Intranet and Internet FTP server (see web
addressesin app A, sec I11).

b. The USAR Family Readiness Office will publish
guidance and suspense dates for nominating family program
volunteers for this award each year.

5-12. U. S. Army Forces Command (FORSCOM)
Awards

a. FORSCOM Commander’s Award for Volunteer
Service (CAVYS)

(1) Thisisaprestigious award recognizing volunteer
contributions to commands under U.S. Army Forces
Command; this does not include USASOC, 7th ARCOM,
and 9th RSC. (An exception to eligibility would be units
located on a FORSCOM installation. An example of this
may be a USASOC unit.) The nomination packet needsto
include aletter signed by the commander, ajustification for
the award, and proposed certificate citation not exceeding
six lines.

(2) Thefollowing information should beina
nominating letter signed by or for the commander:
nominee' s full name, asit isto appear on the certificate;
period of volunteer service being recognized (from
month/year to month/year); date of presentation ceremony
or latest date the award can be received; occasion for the
award - this award can be considered for a departing
volunteer family member if documented volunteer service
merits the recognition; the commander’ s endorsement of the
merit of the recognition; and point of contact for additional
information.

(3) Thejustification must include volunteer service
being recognized, to include alisting of the organizations,
agencies, and activities (with contributions provided), dates
of service, and results; and previous volunteer awards
received and dates (the nominee must have received the
highest level of local award available).

(4) The proposed certificate citation must contain
the dates of service being recognized. Specific volunteer
service and results of the volunteer contribution is preferred.

(5) See FORSCOM Regulation 672-1 for more
information.

b. Dr. Mary E. Walker Award

(1) Thisaward, established in 1995 by FORSCOM,
honors Dr. Mary Walker, the first woman doctor in the U.S.
Army during the Civil War. She became the first and only
woman to earn the Medal of Honor. Doctor Walker crossed
enemy lines daily to treat the sick and wounded, leading to
her capture during the Battle of Chattanooga. Doctor Mary
Walker spent 4 months as a prisoner of war.

(2) This prestigious award recognizes volunteer
service for those spouses of FORSCOM personnel who
have contributed significantly to the well-being of both
soldiers and their families. Service can be characterized by
volunteering without monetary incentives or by “behind the

scenes’ efforts that improve communities and enhance the
overall military lifestyle. The volunteer should be an active
member of the unit’s FRG or actively supporting a military
organization that does not have an FRG.

(3) The nomination packet will include a one-page,
double-spaced narrative that details the service and
contributions that qualify the volunteer for the award.
Documentation of the volunteer’s service and contributions
can be attached (e.g., publications, time sheets, media
coverage). Endorse the narrative and documentation
through the chain of command to the appropriate Command
Sergeant Majors' Office.

(4) Thisaward follows the same process as the
Audie Murphy awards, with an initial and final selection
board. The FORSCOM CSM’s Office must be informed of
the board' s decision. See FORSCOM Regulation 215-5 for
more information.

5-13. Informal awards

a. In addition to, and possibly even more important than
the formal awards, isletting volunteers know that they are a
valued and an integral part of the unit. Following are some
suggestions to recognize volunteers on aregular basis:

(1) SMILE!

(2) Publish name of new volunteer in the FRG
newsl etter.

(3) Praise— onthejab.

(4) Giveawards at specia events, such asa
luncheon, reception or dinner dance.

(5) Present certificates, plagues and other awards for
time spent volunteering.

(6) Post photographs of volunteers on FRG bulletin
boards.

(7) Host holiday parties.

(8) Simply say “Thank You” and mention specific
accomplishments.

(9) Promote to another position of increased
responsibility.

(10) Acknowledge volunteer projects or individual
accomplishments at FRG meetings.

(11) Send cards on birthdays or holidays including a
personal note.

(12) Send aletter of recommendation to a potential
employer recognizing volunteer service.

(13) Send to training workshops representing the
unit.

(14) Send asimple note of thanks.

b. Develop an original, creative, meaningful award --
remembering to make volunteer recognition personal,
plentiful, and powerful. National Volunteer Week, usually
celebrated the third week of April, isan excellent time to
recognize significant contributions made throughout the
year. Consider recognition programsin the presence of
family members and peers.

c. To prevent or reduce any conflict between paid staff and
non-paid staff, remember to thank staff members who are
working cooperatively with volunteers.
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5-4

INCENTIVE AVWARD NOMINATION AND APPROVAL
For usa of this form. see AR G72-20; the proponent agency & Office of the Depury Chiel of Stafl for Persomnel

PART 1 -TO BE COMPLETED BY QPERATING OFFICE

1. EMPLOYEE'S LAST MAME - FIRST NAME - MI 2 SOCIAL SECURITY NO. |3, ORGANIZATION (No abbreviations]
344th Medical Detachment
_ b2d RSC
Smith, Bobbie D. 222-32-2222
4. PRESENT POSITION, TITLE, GRADE AND SALARY 5. POSITION HELD DURING PERIGD COVERED IN MOMIMATION [0
Family Readiness Program Volunteer offer than that shown in item 4)
Same as Dem 4,
N _ TYPE OF AWARD RECOMMENDED
ALL NOMINATIONS WILL BE JUSTIFIED AND INCLUDE THE DOCUMENTATICON REQUIRED BY DA PAM 672-20,
& HONORARY b MONET ARY
DECORATION FOR EXCEPTIOMAL COMPMANDER'S AWARD FOR =
CIVILIAN SERVICE CIVILIAN SERVICE CQUALITY STEP INCREASE
MERITORIOUS CIVILIAN SERVICE ACHIEVEMENT MEDAL FOR PERFORMANCE AWARD
AWARD CIVILIAN SERVICE ]
| SUPERIOR CIVILIAN SERVICE
CERTIFICATE OF ACHIEVEMENT SPECIAL ACTISERVICE AWARD
AWARD &
v | DTHER (Specify) ON-THE-SPOT CASH AWARD
| Certificate of Appreciation for Patriotic Civilian Service
e, PERIOD OF SERVICE TD 8E RECOGNIZED (MovvR - Mo D5/96-05/98 TIME OFF AWARD
< MOMINATING OFFICIAL
a. TYPED MAME AMND TITLE b. SIGRATURE . TELEPHOME NUMBER | d. DATE
MAJ John B. Smock, Commanding AREA CODE | Xxx )
RERE-XEER x

PART Il - TO BE COMPLETED ONLY FOR AWARDS FORWARDED TO HODA (DAPE-CPL/

B, INDICATE IF MOMINATION 15 CONSISTENT WITH FARAGRAFPH 2-2 1IN AR 672-20 rCirele yes or na - If ne. please explain on saparate
pagal

ygg | 8- TYPED MAME EQUAL EMPLOYMENT QPFORTURITY OFFICER | b. SIGNATURE

NOD

vEs |4 TYPED NAME CIVILIAN PERSONNEL OFFICER

L1 |
PART Ill - TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE - RECOMMEND
g, APFROVAL [ ] DISAPPROVAL  [] otHer []
COMPLETE FOR MONETARY AWARDS AECOMMENDED
AMOUNT RECOMMENDED | TANGIBLE MONETARY BENEFITS INTANGIBLE BENEFITS ESTIMATED FIRST YEAR
$ § SAVINGS

PART IV TO BE COMPLETED BY APPROPRIATE APPROVING AUTHORITY #ESS

ACTION LEVEL maseay bosa sy | APPROVED | CASH AWARD SIGNATURE, TITLE AND DATE

10, LOCAL COMMITTEE
CHAIRFERSOM

11, INSTALLATION COM-
MANDER OR DESIGNATED
RAEPRESENTATIVE

12, MAJOR COMMAND
REVIEW COMMITTEE

13. COMMANDER OF MAJOR
COMMAND OR DESIGNATED
REPRESENTATIVE

14, DEPARTMENT OF THE
ARMY INCEMTIVE AWARDS
BOARD

DA FORM 1256, APR 83 EDITION OF OCT 78 MAY BE USED UNTIL EXHAUSTED. USAPPS WE.OD

Figure5-1. SampleIncentive Award Nomination and Approval (DA Form 1256)
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U.S. Army Reserve Annual Volunteer Award Nomination Form
(For use of this form see USARC Reg 608-1; the proponent agency is the DCSPER Family Readiness Office)

The information on this worksheet is for official use only within the chain of command and will not be furnished to any
commercial enterprise, company, representative, organization or agency outside the D epartment of Defense, as established

by the Privacy Act of 1974 (5 USC 552A and AR340-21).

Please print legibly or type all inform ation

Nominee Information

Name (First, M1, Last): _Nancy E. Volunteer

Type of Volunteer Work:

Headquarters, 10th Battalion Family Readiness Group

Ssample

Street Address: _29 Lead Road

City: Anywhere

Nominator's Information

Name (First, M I, Last): _Matthew Joseph

State:

XX

Zip: #BHEBHHE - HEHH

Rank, if military: 1L T

Reserve Unit

Unit Designation: _300th QM

Unit Address: 100 Roadway

Unit City: Northwoods

Full-time POC Unit Telephone Number and E-mail Address:
HH#)HBH -HHBHH Bob.Fulltime@usarc-emh2.army.mil

State:

XX

Zip: HEAHE - HH4HH

Unit Commander's Name and Rank: CPT Johnnie Wilson

(Important! Continue on other side.)

USARC FforM 108-R

1 AUG 00

Figure5-2. Sample USARC Form 108-R (U.S. Army Reserve Annual
Volunteer Award Nomination Form)
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5-6

Provide a brief narrative that describes the work done by the nominee that would qualify him or her for the
Volunteer Award. Please be as specific as possible.

Ms. Volunteer brings enthusiasm, understanding and wisdom to her duties as the 10th Battalion

Family Readiness Group (FRG) Leader and within the last 3 months as the Battalion Adviser. The

Headquarters experienced a deployment during this period. Ms. Volunteer helped soldiers and

families prepare for a deployment emotionally during the deployment briefings. A specia children

group was offered for assist the children in understanding and preparing for the separation. She

remained theinitial point of contact for information flowing to and from the unit and families

throughout the deployment. Family members were contacted by telephone weekly by the volunteers

she supervised and five Family Readiness Group events were held during the deployment with the

majority of deployed soldiers family members in attendance plus other family members who had

experienced a deployment in the past. A mentoring program was established connecting those

family members with prior deployment experience to help those family members currently

experiencing a deployment.

Ms. Volunteer established a"Homecoming Working Group." The group included family members,

and Chaplains, which provided newsletter articles and a discussion group meeting to help family

members understand dealing with reunion dynamics. The group also assisted with organizing the

reunion celebration. To ensure each family member could attend the reunion cel ebration,

Ms. Volunteer's group arranged round trip transportation to the reunion function if needed. She

presented each family member, by name, with an angel pin as symbol of appreciation from the FRG.

Ms. Volunteer is the backbone of family support in the 10th Battalion and does an outstanding job

guiding unit FRG Leaders. Through encouragement and mentoring, she assisted in recruiting

volunteers for the Battalion Family Readiness Group and subordinate units. She has been an active

member of the 25th Regional Support Command's Family Program Advisory Council for the last 2

years-representing the volunteers and family members. She isa Master Trainer for Army Family

Team Building, and presented a 6-hour training to family members in addition to her volunteer

service noted above. She assisted as a key trainer at the last three Regional Support Command's

Family Program Academies and she instructed at many volunteer training workshops, including two

she organized for the Battalion.

(Unit Commander's Signature)

USARC FOR”M  1(08-R (Reverse)

1 AUG 00

Figure5-2. (continued) Sample USARC Form 108-R

USARC Regulation 608-1




Chapter 6
Funding

“Keeping accounts, sir, is of no use when a man is spending his
own money, and has nobody to whom he isto account. You
won’t eat less beef today because you have written down what it

cost yesterday.”
Samuel Johnson
6-1. Purpose
The purpose of this chapter isto provide information on the
following:

a. Appropriated funds available for official expensesin
support of acommand’ s Family Readiness Program.

b. Nonappropriated funds available for reimbursement
of volunteer expenses.

c¢. Informal funds generated by a unit’s FRG and the
informal funds bank account.

d. Fund-raising.

6-2. Appropriated funds

The RSCs and 7th ARCOM receive appropriated funds to
support the Command’' s Family Readiness Program. These
funds are appropriated by Congress and are essentially
considered taxpayer dollars. The two types of funding are
Operation and Maintenance Army Reserve (OMAR) and
Reserve Personnel Army (RPA).

a. Apply OMAR fundsin the following priority:

(1) Funding for the Family Readiness program.

(2) Training and travel for servicing Family Program
staff (paid and volunteer), to include attendance at USAR
Family Readiness workshops.

(3) Attendance at RSC or ARCOM workshops,
including Family Program Academies.

(4) Representative participation at Army Family Action
Plan conferences.

(5) Reimbursement for authorized Family Readiness
volunteer expenses.

b. Apply Reserve Personnel Army (RPA) funds, used
in support of the Family Readiness Program, in the
following priority:

(1) Provide Family Readiness training to unit
commander, FRL, and selected military leadership and staff
personnel.

(2) Conduct Family Readiness unit assistance visits.

(3) Fund Active Duty Special Work, if necessary.

6-3. Invitational Travel Orders(ITOSs)

a. Theservicing Family Program Office will generally
issue or approve Invitational Travel Orders (I TOs) when a
volunteer travels on authorized official businessfor a
distance over 50 miles from home (in accordance with the
Joint Travel Regulation (JTR), chapter 6, part A). The RSC
or ARCOM Family Program Director must handle
exceptions.

b. Official businessincludes travel to training such as
the USAR Regional Family Program Academy.

¢. Volunteerswill need to complete aDD Form 1351-2,
Travel Voucher or Subvoucher, to receive reimbursement of
expenses in connection with the ITO. The unit can provide
the DD Form 1351-2 in hard copy or it can be downloaded
in FormFlow or Portable Document Format (PDF) from the
U.S. Army Publishing Agency (USAPA) web site
(http://www.usapa.army.mil). A sample of acompleted DD
Form 1351-2 is at figure 6-1. Authorized expenses are
outlined in the JTR, appendix O. Some examples are:

(1) Per Diem. Ratesvary for each duty location.
The JTR, appendix D contains stateside rates and appendix
B contains overseas rates. The latest rates are also available
on the Per Diem Committee Home Page (the web site
addressislisted in app C of this Handbook). [NOTE:
Travel must be more than 12 hoursin order to receive per
diem]

(@) Lodging. In many cases, hotelswill be under
contract. When checking out of contracted lodging,
volunteers only have to pay for their own personal expenses
(e.g., phone and room service).

(b) Meals& Incidentals (M&1). Volunteers pay
for their meals and then receive the per diem rate for those
meals when they submit DD Form 1351-2. (The per diem
rate varies depending upon what city isvisited.)

(2) Lodging taxes. Lodging taxes must now be
separated out from the cost of lodging.

(3) Rental car and fuel.

(4) Privately owned conveyance (POV) mileage.
The rate of reimbursement can vary per year.

(5) Parking.

(6) Taxisand other special conveyances.

(7) Tolls.

(8) Official telephone calls.

d. A volunteer submitting DD Form 1351-2 for travel
expense reimbursement must provide the following:

(1) Original and one copy of DD Form 1351-2.

(2) Origina and one copy of the Invitational Travel
Order and amendments, if issued.

(3) Original and one copy of all receipts for—

(a) Lodging (unless sponsor of the function has
contracted for the hotel).

(b) Renta car (which must be authorized in the
ITO).

(c) Registration fees (which have been authorized in
the ITO).

(d) All other expenses over $75.00.

(4) Submit reimbursement requests to the servicing
Family Program Office, or as directed, for review and
forwarding to Finance for processing. Volunteers can also
direct questions to the Family Program Office. See
appendix B for alist of USAR Family Program Offices.

(5) Volunteers need to remember to keep a copy of
all that was submitted for their personal records.

e. Volunteers who travel without a credit card may be
asked to put up a telephone deposit (typically $25.00) when
checking in. Check to see how the hotel will handle
non-credit cardholders before they travel.

USARC Regulation 608-1 6-1



6-4. Use of Family Support Nonappropriated Funds
(FS-NAF) to reimburse volunteers

a. The USAR Family Readiness Program receives
FS-NAF to reimburse expenses incurred by volunteersin
support of official family readiness programs. The FS-NAF
are distributed through the Army’s Morale, Welfare and
Recreation Program, in part from profits of the Post
Exchange. Volunteers are responsible for preparing and
submitting Volunteer Reimbursement Forms directly to the
servicing RSC, 7th ARCOM, or USASOC Family Program
Office. (Seeapp B for alist of USAR Family Program
Offices.) Appropriate receipts to document expenses must
accompany all regquests for reimbursement.

b. The FS-NAF are for reimbursement of official
volunteer expenses only. Volunteers are non-paid personnel
performing gratuitous service to the organization.

¢. Volunteers must have a Volunteer Agreement (DA
Form 4712) approved by the commander and a copy on
file at the servicing Family Program Officein order to
receive reimbur sement.

(1) Volunteers may be government employees
(military and civilian), family members, retirees, or anyone
who has an interest in the USAR Family Readiness
Program.

(2) Therewill be no advance payments from this
account to volunteers.

(3) Reimbursement will not be made to FRGs - only
to individuals.

d. Volunteer expenses are authorized by the most
cost-effective means. Reimbursement is not authorized for
non-volunteer family members attending Family Readiness
activities (e.g., FRG meetings and Family Day activities).
There will be no reimbursement for activities associated
with fund-raising (e.g., selling coffee and donuts or having
bake sales). Reimbursement, including travel time, for
volunteer serviceis authorized as follows:

(1) Telephone: Long distance telephone calls from
aresidence for support of Family Readiness Group business
(e.g., to check on health and welfare, to arrange meetings,
and to update Telephone Trees). Keep calls as short as
possible. Any calls over 10 minutes require written
justification and are subject to review by the RSC,
ARCOM, or USASOC FS-NAF Custodian. Use USARC
Form 109-R (Volunteer Telephone Reimbursement Form)
to request reimbursement.

(2) Newdletters: Publishing and mailing unit FRG
newsl etters when official support isnot available. This
includes the cost of paper, copying or printing resources,
envelopes and postage. See chapter 4 for specific guidance.
Use USARC Form 110-R (Volunteer Newsletter
Reimbursement Form) to request reimbursement.

(3) Child Care: Volunteers can receive
reimbursement for child care expenses when their volunteer
services cannot be performed if child care is not provided.
The volunteers’ child care expenses during FRG meetings
and other Family Readiness business qualify. The
maximum hourly rate paid per child will be based on the
average for avolunteer’slocal area. That rate will be

established through the RSC, ARCOM, or USASOC
FS-NAF Custodian. Volunteers should check with their
Family Program Office prior to finalizing child care
arrangements. (See app B for alist of USAR Family
Program Offices.) Reimbursement for eldercare and care
for other family members with specia needsisalso
authorized. Reimbursement is not authorized for
individuals who would normally provide this service
without compensation. Use USARC Form 111-R
(Volunteer Child Care Reimbursement Form) to request
reimbursement.

(4) Transportation: Reimbursement for mileageto
attend training, FRG meetings and activities, and other
family readiness business. Reimbursement is based on the
Joint Travel Regulation (JTR) at the current rate (the rate
usually changes every year). Consider using car-pools and
official non-tactical vehiclesto minimize costs to the
FS-NAF account. Only oneindividual per vehicle can
receive areimbursement or tax benefit for authorized travel.
Use USARC Form 112-R (Volunteer Transportation
Reimbursement Form) to request reimbursement.

(5) Any official family readiness businessin excess
of 50 milesrequiresan ITO. The FS-NAF may be used for
training only when appropriated funds are not available.
Prior to issuing FS-NAF ITOs, approval must be received
through the RSC, ARCOM, or USASOC FS-NAF
Custodian, with final approval at the USAR Family
Readiness Office. Refer to the appropriated funds section
of this chapter for further guidance.

(6) Miscellaneous: The following volunteer
expenses are considered miscellaneous and will be
reimbursed: registration fees and expendable office
supplies, if not available from the unit. Refreshments
(snacks and beverages) are limited to theinitial FRG
meeting only for reimbursement. The RSC, ARCOM, or
USASOC FS-NAF Custodian will review any other
expenses not included above on a case-by-case basis for
reimbursement. Use USARC Form 113-R (Volunteer
Miscellaneous Reimbursement Form) to request
reimbursement.

6-5. Processing requestsfor FS-NAF reimbursement

a. All volunteer service performed requires verification
by aresponsible individual with knowledge of the volunteer
service. Volunteers cannot verify their own requests for
FS-NAF reimbursement. The lowest level appropriate for
verification isthe FRG chairperson or higher (e.g., regional
volunteer representative, FRL, unit commander, etc.).

b. All volunteers should use FS-NAF reimbursement
formsidentified in paragraph 6-4 for the appropriate
incidental expenses. Blank copies of forms are at the back
of thisregulation for reproduction purposes. They are aso
available for download from the USARC Intranet and
Internet (see web addressesin app A, sec I11). Send
FS-NAF reimbursement requests to the servicing Family
Program Office. (Seeapp B for alist of USAR Family
Program Offices.) At aminimum, file requestsfor
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reimbursement at the end of each calendar quarter.
Consideration of payment for any FS-NAF reimbursement
requests over 6 months old will be on a case-by-case basis.

c. The RSC, ARCOM, or USASOC FS-NAF Custodian
will review reguests in accordance with this regulation and
AR 215-1. A check will be disbursed to the volunteer,
pending availability of FS-NAF funds, within 5 working
days.

d. The Quarterly Family Support Nonappropriated
Report, USARC Form 114-R (RCS: RCPR-062), is only for
the RSC, ARCOM, or USASOC FS-NAF Custodian’s use
in documenting total reimbursement costs and number of
volunteers reimbursed. Interim reports can be submitted to
the USAR Family Readiness Office for fund reimbursement
if additional requests have exceeded current fund level.

6-6. Informal funds

a. The FRG informal funds consist of money derived
from fund-raising activities or donations to the FRG. The
FRG informal funds may be expended for any legitimate
purpose as determined by a mgjority of the FRG. The
FRG-generated funds may be used to pay FRG obligations
(identified as good for the entire FRG) not funded by
appropriated (OMAR) or FS-NAF funds (e.g., gatherings
for al unit members and their families, recognition items for
unit members and their families, and recognition items for
FRG volunteers).

b. In order to have an FRG informal fund, the FRG
must meet the following criteria

(1) The commander must sanction the FRG and
authorize an informal fund.

(2) The commander must approve fund-raising and
fund-raising activities by a FRG in writing. The
commander will consider the FRG property assets to be
included in joint inventory for accountability of the FRG's
property.

(3) There must be an appointed FRG Treasurer to be
responsible for the accountability of the FRG informal fund.
The Treasurer is responsible for writing checks, balancing
accounts and reporting requirements. The Treasurer must
submit an annua financial statement to the unit commander
and furnish a copy to the RSC or ARCOM Family Program
Office. (Seethe Treasurer’s position description, fig 3-5,
for a complete outline of duties and responsibilities. See
app B for alist of USAR Family Program Offices.)

(4) The commander will audit the FRG informal
fund annually. The unit must send the results of this audit
to the servicing Family Program Office. Figure 6-3, at the
end of this chapter, is an example of documenting this audit.
Recommend the fund also be audited when there is a change
of Treasurer or command — not later than 30 days after
the change.

(5) Thefunds must be in support of the activities of
the FRG and the entire FRG membership.

(6) Expenses must be in support of the FRG's
purpose and mission.

(7) A financial plan must be devel oped that
addresses projected unit fund-raising activities, donations
and contributions, and the policy regarding the FRG
response to family member emergencies (e.g., flowersfor a
member hospitalized).

¢. The FRG collectively determinesthe usesfor its
funds (e.g., FRG events or postage) and can establish dollar
limits for expenditures without membership approval. The
guidelines are as follows:

(1) Consider the needs of the group.

(2) Identify how money isto be spent and identify
limits.

(3) Determine who is authorized to make purchases.

d. Checking Account with Employer Identification
Number (EIN) for theinformal fund.

(1) Maintain al FRG informal fundsin a
non-interest-bearing checking account at alocal financial
institution. Do NOT keep the FRG fundsin the unit safe.

(2) Open an account in the name of the FRG with an
IRSEIN. Do NOT open an account using an individual’s
name and his or her personal social security number, even
on atemporary basis. Usethe EIN for the purposes of the
FRG only. Try to find abank or credit union that will
waive service charges.

(3) On thefinancia institution signature card, have a
minimum of two individual names. The FRG Leader and
Treasurer could be the primary signers.

(4) The FRGsare not to apply for Private or Non-Profit
Organizationa status.

(5) Figure 6-2 isasample Form SS-4 for obtaining the
EIN. The EIN can be issued telephonically by caling the
appropriate telephone number listed under “Where To
Apply” infigure 6-2, but the SS-4 form must still be mailed
or faxed to the IRS. Call 1-800-829-1040 to check on a
mailed application’s status or if the regional number
changes.

e. FRG Property. The FRG is allowed to purchase
items it determines are needed (e.g., coffeemaker and cart).
A concern for commanders is accountability to prevent loss
of the FRG property during peacetime or a deployment.

f. Accounting. The following example shows the
checking account balance and a cash donation of $250.00,
less amounts for which the group has paid for expenses for
the quarter, and anticipated expenses from awritten plan for
the year’s planned events.

$1,000.00 Checking Account Balance
+ 250.00 +Cash Donation
1,250.00 =TOTAL ASSETS
- 150.00 - LIABILITIES PAID THIS QUARTER

(e.q., FRG event)
1,100.00 TOTAL FUNDS AVAILABLE
- 800.00 - PENDING EVENT LIABILITIES FOR
THE REMAINING YEAR
$ 300.00 = CURRENT EXCESS/ALLOWABLE

HOLDING
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6-7. Fund-raising

a. The FRGs can raise money through fund-raising
activities if the commander has authorized the FRG to have
an informal fund and approved these activities.

b. With the approval of the commander, the FRG may
conduct a fund-raising activity at the USAR Center. Use of
certain Army equipment is appropriate, provided its use has
command approval and does not interfere with mission
requirements. See suggestions for fund-raising activitiesin
chapter 4.

¢. Restrictions Related to Fund-raising:

(1) The FRG informal funds are not non-profit
organizations, therefore donations are not tax deductible.

(2) The FRG does not have authority to obligate or
contract for services using government funds.

(3) Volunteers cannot obligate government funds.

(4) Volunteers are not entitled to reimbursement for
expenses incurred while engaging in fund-raising activities
through the FS-NAF account. Volunteers may receive
compensation for their expenses related to the fund-raiser
from the proceeds of the fund-raising activity.

(5) Unit letterhead cannot be used in relation to
fund-raising activities, nor should Department of the Army
or Department of Defense be mentioned in the
correspondence.

(6) The FRG can make local area businesses aware
of their upcoming events, but can not solicit donations.

(7) Inappreciation for a business contribution, it is
appropriate to send a note of thanks for donated items. Be
aware that endorsing or encouraging unit members or their
families to patronize a particular business is prohibited.

(8) If an activity may be considered as aform of
gambling, legal clarification or alegal opinion needsto be
sought from the RSC or ARCOM’s Staff Judge Advocate
(SJA) Office.

(9) The FRG should pay salestax on items
purchased for resale by afund-raising activity, unless a
tax-exempt certificate is obtained. The processto apply for
and use the tax-exempt certificate can be a complicated
process requiring frequent reports to the state of items
bought and sold. Although it is not improper to obtain
tax-exempt status, it may be more trouble than it is worth.

(10) When in doubt about an activity, contact the
SJA or lega office at the higher headquarters.
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2 Trage rsme af Dusiness @0 diferent from mame on fioe 1) 3 Esmculor, tnpstee, “care of’ name
Mancy Glasser, Family Readiness Group (FRG) Treasurer

4a Mailing address (streel address) mom, apl, or suite no.) 5a Business address (f different fram address on lines 4a and ab)
Eldg 30, Edwardson Army Reserve Training Center

4k City, state, and ZIP coda 5b Cily, state, and ZIP code
Edwardson, Wi dadfdd

& County and stale whare principal busesss is located
Polk Co., W

7 HMame of princpal officer, general pannes, granton, cwner, o TUSI—SSA of TN mey be required (5o gy
iA

i

Type of entity [Chock only ong beat ) (See instructions)
Cawstion: f sooheant i @ Wit Nability eompany, $00 the fnstaetions for line B,

[} sos proprietar (S50 [ Estate (SSM of decedoni

[[] partnership [ personal serdice corp. [ Plan admiisianr (S5H)
[t rEMIC O mational Guard O cuher compoeation specify)
[ siatedocal goveriiment  [] Farmees' cooperative [ Trust
[ Shureh or ehureh-contralled erganization [ Fedzral gowemment/military
[ other nenproll cganizatken (spacity] = lenter GEM il applicati)
A Onar fspecify = Military Family Readiness Group
Bb I o corporalion, mame the stale of fareign country | Stete Foreign coumry
il applicable] whipe neorporated MiA MNIA
9  Reason for applyng [Check onty one box) (see nsructions) e Banking purpose (specily purpose) » Informal FRG Account
[ startod new business |specify type] = a Changed Lype of organization |specify new type) »
[ Purchased going beesiness
] Hired employees (Check the bow and see line 12 ] Crestad a trust (specify typa) »
[ Croated @ pension plen [specity type) = [ oneer fspacity) = pr—
10  Date business started or acoured (month, day. year] [see instructions) 11 Closing month of accounling yoar [5ea raiructions|
Date EIN Applied For September
12 First date wages of annultles were pakd or will be paid (month, day, ;.'ear]. Nota: i apphcam is a withoiding agent, ey oale freomie wil
first e paid Lo ponresidant alen, fmonth, day, wear) . . . . . R ] MiA
13 Highest number of employess sspected in the next 12 moniis. Nobe: o fe sppicant ooes nof | Nonagncuteal | Aoricukural | Housshald
eapact {o have any employees iving the perod, enter -0-. (see instuctions) . . . . = HIA
14 Principal ac!wrl:.' [smo nstuclions) » U5, Army Reserve Unit FRG's Informal Fund Account
16 Is e principsl busaness acthaty ranufaeturing? . . S i B S B e Sn e e e e [ M
IF “Yes,” principal product Bnd rew matenal used = N.I'.ﬁ.
16 To whom are most of the preducts or senicas sold? Please check one bos. [ ‘usiness wholesalsl
[ Public fretad) [ ather (spesity > W b
1Ta  Has the applicant ever applied for an employer identification number for this or any other business? | | | |:| Yeg m M
Matas If "¥os  please complate ¥nes 17h and Tic
it It oL chiacked “ves™ on fine 17a, ghve applicant’s legal name and trede name Shown on prior application, iF different lam brse 1 o0 2 abhowe
Legal name = o Tral:laﬂg:rm L
17¢  Approvimate dse when and ety and state where the application was filed. Enter previous emploger identfeation numbar i kaown,

Approsimate dote when fed (o, doy, yeerid | Cily and slate wiene Hid Prindous EIN

Urlar gonabics of perary, | declers thal | e eorvited (his pplication. and 0 0 best of my Knowizge asd bedl, 15 UL, corect md gl | Disines (slechane nomiter (ol area code)

A !

Fn'll:'l_tplum nombes (inchde @ma codn|

Mama and title [Please kypo or prinl clesdy) = | ]
Signatune = [ata b
Maote: Do not wiite below this fine. For official use oy,
Please loave Geoo Ired. Class Sire Reason for appiyrg
Dlark =
For Privacy Act and Paperwork Reduction Act Motice, zee page 4. Cat, Ho, 160550 Forr S35-4 (Rew 4-20000
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Form S5-4 (Rev, 2-5)

Ssample }

General Instructions

Section refarences ave to the Infevms’ @evenoe Code anless obhenwse
ned,

Purpose of Form

Lise Form S5-4 to appiy for an emplover identifcation number E1M). An
EIM i5 a nene-digt number (for example, 12-3456TEN) aisigned 10 solis
PrOQrictan, Corominns, pannarships, psiales, Tusts, and oher etiies
far fax Illlng and reparting purposes. The information you provide: on this
larm will establish your business tax account,

Caution: Ar EW (5 for Lse i SOMBCIEN pART YOIT DUsmess schivities
only. Do MOT wse your EIN in place of youw socie! secunlty namber [SER).

Whao Must File

vou must fike this form if you have nol been assigned an EIN befone and:

® You pay wages 10 one of more amployees ncluding household
emgloyees.
= You are required to have an EIN b use on ary relurn. Statement, or
other documanl, sven if you &0 Ml an amployen,
® ¥ou ara @ wikhhalding agant requinad 1o withhold taxes on incomae,
ather than waoed, pald to 8 nonresidant slien individual, corporation,
parnership, etc]. A withholding agent may be an agent, ke, fiduclary,
mmanager, tenant, or spouse, and is required o file Form 1042, Annual
‘Withhokfing Tax Return for LLS, Sowrce Incoma of Foreign Persons,
= ¥ou file Schedule C, Profit o Loss From Business, Schedule C-EZ,
Mat Profit Frorm Busiress, o Scheduba F, Frofit or Loss From Farming, of
Form 1040, LS. Individual Incame Tax Rebarn, and have a Baogh plan
o are required to file excise, employrment, ar aleohol, whaeo, o
fireares malurms
The fallesding must use EINs esen if they da not have any amployaes:
= Statg and local agendes who Serve a5 lax reparting agents for publkz
AssEsiance r\u:ipdﬂ't:\ under Rev. Proc. 80-4, 1860-1 C.8B. 581, shoud
ob1ain B separate EIM for this reporting. See Household employer on
page 3,
# Truats, excapt the Following:
1, Certain granios -owned rusis. (Seea the instructions for Form 1041,
2. Individual Retirernant Amangemant (IRA) trusts, uniess the trust has
i fla Form &80.T, Exempt Organization Business ncorme Tax Retsm,
[Zee the Instructions for Form 390-T)
» Estmies
& Farinerships
# REMICS (real esiate mongege investmant conduits) {See the
Instructions for Form 1066, U.5. Feal Estate Morigage Investment
Conduit moome Tax Retunn.)
» Corparations
& Monprofit organizations churches, cluts, atc)
= Farmers' cooporaies
® Flan administrators (A plan adrminisiraton & the person o group of
persans specified as the administraior by the instument wnder which the
plan 5 oparatad.)

When To Apply for a Mew EIN

Mewy Business, I you become the new owner of an exisling businaess, do
not wse the EIN of the former owner. IF 70U ALREADY HAVE AN EIN
USE THAT NUMBER. If wou &0 mad have an EIML apply Tor one on this
form. |1 you beoonmes the "owner” of a carporathon by acquiing its stock,
use the corporation's E1N.

Changes in Organization or Ownership. If you slready have an EINL you
may need bo get 8 rew one il ether the orgamzation of awnership of your
businass chanages, IF yau ineomparate 3 ok proprietorship o fomm &
parinarship, you must get a new EIN. Howesar, do not apply Tor a mew
EM if:

= You change only the name af your business,

= You plected on Form 8832, Entity CRessificaton Election 1» change
ther ey the entity i Lawed, or

® A portnership ermirabes Decouse 81 least 50% of the total interests in
pannership capital and profits wene sold or exchanged within a 12-month
pancd. (See Reguirtions section 300.6109- WdRZ)ii} The EIN for the
terminated pannership shoukd continue 0 be used. This ule applies
termnations cccuming after May 8, 1897, I the termination wok place
after May B 1998, and bafore May 9, 1687, & nesw EIN must be oblained
fior tha naw parnership uniess the patnership and its partners an
corssinnt in u:irg Ehe old EIRL

Mote: & pou anre plaching (o be an *5 conpovelion,” be suve you e Fowr
2553, Election by @ Smal Buginss Corpovalion

Fil Onily Ona Form S5-4. File oniy one Form 554, megardless of the
number of busngsses opereed or rade names under which a business
operates. However, each corporation in an afflisted group must file 2
Separate applcation

EfM Applied for, But Not Receieed. f you do not hiave an EIN By the
trma & reburn is due, weite “Applied for and the date you applied in the
space shown for tha rumber, Do net show your social secunty rambear
[(ZSM) a= an EB on retumes.

If you do not hawe 2n EIN by the time a tay depesit is due, send your
payrrent b the Intemal Reverue Service Comer for your Tiling anea. (See
‘Where To Apply befow.) Make your check or money order payabla o
Imernial Reverne Service and show your name {as shown on Form 55.4),
Bddress, typa of tax, panod coverad, and date you applied for an EIN,
Send an explanatian with the deposit.

For marg infopmation about EINS, see Pub. 583, Starting 2 Businass
end Ke2ping Records, and Pub. 1635, Understanding your EIR

How To Apply

o can apply for an EIN either by migil o by telephone. You can gat an
EIM immediastely by calling the Tele-TiM number for the sensce canter for
YOUT SLATE, Of you can Send the completed Form S5-4 diracily to the
sirvice center bo receten your EIR by mail
Application by Tela-TIM, Uader the Tale-TIN program, you can recewva
your EIM by melephone and use it immediately ta ke a retum or make a
paymant. To recedve B0 EIN Dy telephone, complste Form 55-4, then call
the Teda-TIN rurmber listed far your state undar Whaera To Apply. Tha
person making the call must be sutharized to s=gn the fonm, [Sae
Signatture on page 4.)

An RS rapresantativa will use the information from the Fom 55-4 to
establish your account and assign you an EIN. Write tha rumber you are
green an the upper nght comer of the form and sign and dade &

M o fax Tacsimuled the signod 55-4 withire 24 hawes (e the Tela-TIV
LIt &1 [he Sarvice cenler agoress for youwr state. The IRS representative
uél!_’gw wour the fene rumber, Thi fax numoers ane 8lao listed in Pub.

1 3

Taxpayer representatives can reczive thair clisnt’s EIN Dy 1edaphone |
thary Tirst Sard a fme of @ complatad Form 2848, Power of Atarpey and
Declaration of Representaliva, or Forme 8821, Tax Information
Autharization, 1o the Tele-TIN it The Form 2848 or Form 8827 will be
li:rlli_nd salaly to rakaase tha EIN 1o he fapresaniatve aulbwrized on the

Application by Mail Compiete Form 55-4 at leest 4 10 5 weeks belore
you will need an EIN, Sign and date the appleation and mail it ta the
SRR CRmar addass far your s1ate, You will meceie your EIN in the
mal in appresinately 4 wesk,

Where To Apply

Tie Teda-TIN remirbers fenod bafowy will imalie 3 long-distance charga ta
calers owtside of the local caling area and can ba wsed only fo apply for
an EIN. THE AURAEERS MAY CHANGE WITHOUT NOTICE, Call
1-FO-F28- 1040 1o warily 8 mamber or [0 858 abowt the stadus of an
aAppicari by mail

Call thie Tede-TIN
rumber shown or
il wiith the Intemal

Il your prinGipal business,
& of agency, or lxgal

residence in the case of an Revenue Servioe
individhual, i located im Center at:
e —
Aair: Entity Cantral
Fiaide, Georgia, Solth Canalia Allanda, GA 19907
FI0-455- 2380
Mew Jersey, Mo York Sy and counties of HR!!II'I: E;'m YEI%IEDQII

Nassain Rockland, SufTolk, and Westchester

S16-447-4955
Aan: Entity Comtral
A 05507
BTE-4Ta-909T
Atir: Entity Conrol

op GEOO

2306 E Banmisk= Rd.
Kansas Ci:[,i. WD GATOD
E16-D20- 5050

Now York |all cther countins), Connectior,
Maine, Massachusels, Mew Hampshie,
Rraca Istand, Yemong

INrok. Ioewe, Minmesota Missoun, Wiscansi

mlre: Entity Control
Philackelpbim, Py 19235
216-518-6050

Al Entity Corral
Cincinnati, OH 45869
GOE-2B2-5467

Crdivwrare, District of Columbia, Maryland,
Pennsyvania Vingnia

Indinna, Kemuday, Michigan, Ohio, West
\irgiria

Figure 6-2. (continued) Sample Application for Employer Identification Number (SS-4)
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Foir 55-4 [Rey. 2-0E)

Page 3

_Sample

Arin: Entity Cantral
Harsas, Mew Mexico, Ckiahoma, Texas FLpstin, 73301
512-450-7843

Alaska, Anzona, Calfornia (Counties of

Alpire, Armador, Bulle, Calaverss, Tolsa,

Corira Costa, Dal Nome. £l Domdo, Glarn,

Humbaldr, Lake, Lassen, Marin, Mamndocing, Azin: Emtity Cantral
Modoc, Mapa. Mavada, Flacer, Plumas, Felail 6271

Sacramenin, San Joaqun, Shaeta, Siema, P.0. Box 2941
Siskiyou, Solano, Sanoma, Sutler, Tehama, Ogden. UT E4207
Trinky. Yok, and ¥uba), Colorade, Idaba, BOT-E20- TES

Montana, Mebraska, Bevada, Marh Dakota,
Dengon, South Dakata, Uah, Washingeon
Whdming

Atne Entity Comirol
California (all other counties), Hawead Fresno, J3663
208452 4070

Abre Entity Comrol
Micmphis, TN 37501
AN -540-3520

e Entity Controd
Philsdelphia, PA 16255
215-516-6099

Alabama, Arkansas, Lowssns, Mississipgl,
Morth Caraling; Tenressas

If you ave 0o kegal residence. prncipal
place of business, or principal affics or
agency Ik ary skate

Specific Instructions

The instrucilons that follow &re for those iterms that are nol
salf-axplanatory. Enter M/A (nonapplicabiel on the lines that do nat apply.
Lina 1. Entar the legal rame af the entity applying for the EIN exacily &s
i appears on the social security card, charter, of othir applicabie legal
doumnmant.

wctvidials. Enter your first name, middle initial, and kst name, 7y
are @ sohe proprietor, enler your indiidual neme, NOT ¥OUF businass name,
Enter your business name an ine 2, Do ol wse abbresialions of
nicknames an ling 1.

Trusds, Enter the name of 1he thst.

Estate of & decedany. Enter the name of the estale,

Partnarships. Enter the legal name of thi partnarship a5 it appears in
Iz parnrship agresment. Do not st the names of the partmers on ine
1. Se the specific inslmctions Tar line 7.

Covparatins, Enler thi corparaie name &s b appears. in the
cofporation charter or other legal docurmen] creating it

Pan adrministrators. Enter tha rame of the plan administrator. A plan
adminisiranor who already has an EIN should we that nurmber.

Line 2 Enies the trade name of tha business il dilforent Trom 1hi: legal
nama, Tha trade name & thi “daing business as™ nama.

Blote: Use the ful lagal name o lime 7 on o tax returns fied for the
entky. However, [f you eniter a fradle riavme o e 7 i chodse ir use
the trade mavme iTsiean of the Bgel name. ener e trade narmed o af
refns you fie. To prevend prosessing delays and emors, always use
either the fegal Nama only or the trade name oy an al i s,

Lime 3, Teusis enter the name of the frustes. Estates enter the name of
the erecutorn, adrrinistrator, of otiver Niduciary, @ the entity applying has a
deasignaved parson 1o receie tax informatian, enter 160 PErson’'s name
a5 the “care of ™ person Print of [ype tha firss name, midde inital, and
fast nama.

Lime 7. Enter thie frst namae, middle mitial, lest name, and 55N of a
peincipal officer # the business is o corporation; of a general pertmes if &
partniership; of the caner of a single member ertity that is dsregarded as
an anity separae from its owner; o of & graebor, dwner OF tustor if a
trusL, i Ll persan in question is an aben individual wilth & pressously
assigned indridual taxpayer identificetion number (TIN)L anter the ITIMN in
the space providaed, instead of an S5N. You are not required 1o entar an
SEM ar ITIN il the reason you are apphying for an EIN is b make an entity
classification electian (see Reguistons section 300.7907-1 thraugh
I01.7707-3), end you are @ nonrsiden slen with no effactively
Eonmecind incame from sources within thie Uniled Siaies.,

Lina Ba, Check the box that best describes the type of anity applying for
thez EIN. If your ema an slien individual with an ITIN previously assigred 1o
yau, enter the MM in place of a requested 550,

Caution: This is mat an efection for a tax clessiicabon of an anlity. Sea
"Limitad Kahilty company™ halow.

if not specifically mentioned, check tha “Cahar” box, amer tha type of
antlty and the type of return that will be Red for example. commaon rust
fund, Form 1085, Do not anter M0A. IF you are an aben indhvidual apphing
for an EIM, see the Line T instructions aboasa.

Sole proapristor, Check this box if you file Schedule C, C-EL o F [Form
10464 and have a Keagh glan, o ane required to fle axcise. amploymant.
or aleohal, tobaccn, or firearms nalurns, o are 8 payer of gambling

winrengs. Erter your SSN (o ITIMG in the space provided. ¥ you ae a
nomresidient gien with no effectively connestad income from sources
within the Unitad States, you do nol need 1o enter an SSh or ITIN

REMIC. Check this box if the entity has akcted 1 be reated as a real
estabe mongege Fvesiment conduil (REMIC), See the Instuctions for
Form 1066 for mors infarmation,

fwer nonproft orgamization. Check this box I the nonpralfit
arganization ts other than & church or church-comrolied organization and
specily the type of ronprolil organization (for example, an educational
organization].

I tha organization also seeks fas-eXempt SLANNS, you must e sther
Package 1023, Application for Recognition of Exemption, or Package
1024, Applacation far itian of Exemption Under Section S07(). Gel
Pub. 557, Tax Exampt Status for Your Organization, for more informatian,

GUOUD SREITEon ALtbar (GEN. I the: of genization is covered by a
guuu eaemption letier, enter the four-dign GENL (Do nat confuse the

EM with tha rine-chigit EINL IF you dio not know the GEN, contact the
parent arganization. Get Pub. 557 for mere nfcrmation eibout group
meEmptian numbers.

Withholding agant. If you are a withholding agent required 1o f@: Form
1042, check the "Ohar box énd enter “Wiahholding agent.”

Persanal sarvcs conparatavt, Chack this box if tha entity & a personal
service corporalian, An entily is a personal sanice corparation for 2 tas
yeaw only i:

# The principal actviry aof tha entky during the westing period (prior
yiar) Tor the Cax yead IS tha parformanc: of persanal services
substantially by emmployes-caners, and

& The amployea-owners awn o laast 10% of the fair markat value of the
outstanding stock in the entity on the st day of the testing perod.

Parsonal services include performance af servicss in such fields a=
heakh, law, aceounting, or condsuiting. Far mone infoermation about
personal sendce corporations. ==e tha Instructions for Form 1120, LS.
Corporation ncome Tax Retum, and Pub. 542, Corparations

bt iatilily eompany (LLC)L Ses the definiion of limited Eabilty
compeary in the Instnections fer Form 1065, An LLE with twa or more
mermhors can ba 3 partrershp or an association taxable as a
corporaton. An LLS with a single owner can be an association tacalie as
& COFpOrESion of an enity disregerded as an entity Separate rom its
ownes, See Form 8332 foe more detais,

& I tha antily is Classilied a5 a panaereship Tor Faderal income tax
punposes, check the “partnership” box.

# [f the entity is classified as & comparation for Federal incarme tax
punpoees. mark the "Other corporatian” bax and weite “limitad liability
co.” in the space provided

# If thea entity is disregerded as an entity separate frarm ils cwner, chack
the "0Othexr™ hox and write in “demgarded artity® in the space provided.

Plan admimstratar, If the plan administrater is an ingdiidual, entar the
plan adminéstrator's S5H in the space provided.

Lther covparathon, This box ks Tor any corporation other than a personal
senvice corporation. M you chieck this box, enter the type of corporation
[such as insurance company) in tha space provided

Housmhold ampioysr If you ara an individual, check the "Other” box
and emter “Household employer” and your SSM. If you 2o a stabe or local
agRnCy Serving a5 & b reporting agent for pubic assistance reciplants
who become household empioyers, check the "Other” Dox ard erter
“Househald employer agent.” IF you ane & st that qualifies as a
houschold amployer, you de not need a separata EIN for reporting tax
inforratian ralating to howsahoid employeas: use the EIN of the trust

G555, For o qualified subchapter 5 subsidary {0555 check the
"Othes™ box and specily "0555.°

Line & Check andy ore box. Do mol enter BUA.

Sarted new busingas, Check 1his box il you are staming & mav
business that requires an ElN. IF you chieck this box, gnier the bype of
Busingss being startad, Do not BEoky I you Bready heve an EIN and ane
anty adding another place of business.

Hm:'n-np.’a]m Chack this box i tha n:nmlng business is ragquesting
an EIN acalssa it has hired o I5 hifing employees and & theradone
reguired Lo ik snpioyrmant ax reums. Do not apoly if you sineady have
ani EIN and are anly hiring employess. For information an the applicable
amploymant taxes for family members, sea Cireular E, Employer's Tax
Guide [Pubkcation 15)

Craated 4 persion ofan, Chack this box 11 you hawve Creaied 8 pansion
plan and nead this rumber for regarimg puposes. Ako, enter the type of
plan cromied.

Mote: Check this box i you are sppheing for a tust EN wher o now
eTEian plan Is astabishad,

Figure 6-2. (continued) Sample Application for Employer Identification Number (SS-4)
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Banking purpose. Chack this box  you ana requesting an EIN far
barking purposas only, and amer the banking purpose (lor example, a
beraring league for depositing dues or an fwestmeant club for dividend
and intarest reparting).

Changad type of organization. Check this bos if the business is
changing its type of organization, for exarmgle, il the siness was a sols
proprietorship and has been incorporated or has becoma a partnership,
you check thes box, specily in the space provided the type of changa
made, {or examgie, “rom S0k pregielorshis o patnership.”

Purchasad gowng busingss, Cheack this box # you purchased an mxlsting
businass. Do not use the former cwner's EIRL Do ot apply for & new
EIN i you alfeady bevee ore. Lse your own EEN

Croatod a trust, Check this bax if you created @ tnest, and enter the
type af trest craated. For example. indicate il the rust = 2 nonaxemo
chariiable rust or 8 split-inerest Tust,

Nota: Do nat chack this baw i you am app ing for a trast IV whan a
mew pension nlan & estabkshed. Cheek "Cramed @ pansian plan.
Exception, Do not file this form for cemain gramton-lype tusts. The
trustea dmes et need an EIM for the trust if the trustes furmishes the
name and TIN of the grantonswner and the sddress of the brust o al
payors. See the Instrctiors for Form 1041 for mare informatian,

ey fSpeai)). Chack this box f you are requasting an EIN for ary
resson oiher than hesa or which thena are chackbowes, and anter he
resson.

Lire 700 I you are starting a new business, anter the staring date of the
Business. IF the business you acquired 15 already ogserating, enter the
chata you acguirsd the business. Trusts should enter the date the st
wirs legalty created, Estetes should enter the date of death of the
decedent whasa name appears on line 1 or the date when (he psiate
was legaly funded.
LLime 11. Enter the last month af your accounting yoar oF L yaar, An
ACOHINTnG of tax year is usually 12 consecutive months, aither &
calendar year of a fiscal year inclufing a peded of 52 or 53 weeks). A
caléridar year is 12 consecubive months ending on December 31, A fiscal
yaer is either 12 consecutive months ending on the st day of any menth
oliwer Lhan Decamber or a 52-53 week yoar. For mome Indonmation on
atoiunting periods, see Pub. 38, Accounling Periods and kethads,
iR, Wour e year generalty will be 2 calendar year.

Fatnarshps. Fannerships generaly must adopt one of e folgwing
Lo yoers:
® The tax year of the majofity of it partners,
® Tha tax year comman o &l of its prnciped patners,
® Tha lay yaar thal results in the [east agpgregate defemral of income, or
& | certain cases, some obher tax year.

Ser the Instructions for Form 1065, U5, Partrership Retumn of Income,
far mose nformation,

REMIC. REMICS must hawe & calendar yaar a5 their tax year.

Fevsonal sarvce covporadions. & personal service corparation ganarlly
must adopt a calendar yeer uniess:
® |t can establish 8 business purpose Tor Baving a dfferent Lax year, or

= |t elects under secion 444 10 hava a tax year olher than a calendar
yoar.

Trusts, Genarally, & trust must adopt a calerdar year except for the
folowing:
& Tax-auempl risis.
# Charitaile trusts. and
& Granor-owned Ensts.
Line 12, If the busness has or will have amployeas, enter the date on
which the business began or will begin ta pay wages, if the business
does not plan (o have employees, enter A

Wiltibeiding sgent. Enter the date you began or wil hegin to pay
Incama o a nonresdend alan. This also Bﬁ}"ﬂi w0 individuals wive are
recglirad by fie Form 1042 10 rapon ﬂml'l:f paid 10 8 noewesident alien.
Lina 13. For a dafinition of agricultural lsbor {farmwark], see Cireular A,
Agricultural Employer's Tax Guide {Publication 51)
Line 14. Generally, enter the oeact type of business Baing operated (For
axarnphe, adverlising agency, farm, food or bevarage establishrmeant, labor
urian, real estate pgancy, seam laundry, renl of coin-operated wendig
machine, or imestment club). Also sate § the business Wil iImscive the
sale or distribution of alcoholic beverages,

Govermimertal Enter the type of arganization [state, county, school
districl, rremicipalty, eto.).

@

ML crganEton [arfter than governmontal, Efer whither
omanized for reigous, etucatienal er burnana purposes, and the
principal activiy for example. ieliguus organlzation—hospital, charitabig).

Mg and Quanrdng. Specify the process and the principal product
il examnple, mining bitsminous coal, contract drling for eil, or quamying
dirmarsian skono

Comnrac! construction. Sipacily whether geraral contracting or special
ftrade contracting. Also, show the type of work normially perforrmed (for
exampla, general contractor for resclaniial buldings or clactrical
subconiracton

Food or beverage estabishiments. Spacily the type of establishmant
and state whether you employ warkers who receve Ges flar example,
loungr—yas|,

Trade. Specify the type of sales and the principsl line of geeds sold {for
example, wholasale dairy products, manulaciuner's representative for
mining machmeny, ar ratall hardeare).

Manulacturing. Specily the type of establishment apesstad fior
example, sawemidl or vagatable cennery.

Signature. The applcation must be signed by {a) the indiadus, § the
applicant i an ndvidual, b the presiden, vice president, of other
principal afficer, if the appicant iz a comaration. o) & resporsible and
duly mutharized membar o officer having krowiadge of is sifars, § the
applicant i a pormership or ather uninccrporatad organization, or (d) ihe
fiduclary, if the apglican is a brust or an astane

How To Get Forms and Publications

Phone. You can order fonms, Instections, and publcaions by phomss.
Jue=t call 1-800-TAX-FORM [1-800-629-3676). You should receive your
arder or netification of its stalus within 7 to 15 workdays,
Peraonal computer. With your personal corpater and modem, you can
get the foms and Infarmation you need using,

* 1IR3’ Internet Web $ie al wnw, Fs.ustreas.gow

& Tl &l iris. rs.ustrens, gov

# Fila Trarsfer Protocal al fipirs.ustreas.gov

Yo can oo disd direct (by modan] 6 U Inlermal Rovenus
Intarmation Services (RIS} at T03-321-0020. 1RE5 is an on-Ena
information serdica om FadWaorld,

Far small businesses, return preparers, of olbers who may fraguertly
need 1ax forms or publications, a CO-ROM centaining over 2,000 tax
products inclucing many prior year forms] can bea purchased from the
Gavernment Printing CMice
CO-ROM. To order the CD-ROM call the Supefintendant of Documents
ar 202-512-1800 or connect (0 www. acce ss.gpo.govsu_does

Privacy Act and Paperwork Reduction Act Motice. W ask for tha
Infogreation an this farm o cary out the intermal Revenur: ws of the
United States. WWa naed It to comply with Section 6109 and the
regulations thereuncer which generally require the melusion of an
employer identlification manber EIN| an certain relurns, sieements, o
cther decurnents flad with the Imemal Ressmue Sendice, Informaticn on
this farm may be used o determing which Fodersl tas feturns you am
recpired o fha and 10 provide yeo with related foms and publicatiens.
We discloza this farm e the Socisd Security Administratian far thair use in
matanmining cormpliance with applcable laas. Wi will be unable 1o lssue
an EIN 10 you unless you provece all of the requasted infarmation which
Aapples 1@ yaur enkity.

Yau are nat reduired Lo provide the informatien requasted on a form
that & subject to the Paperacrk Reduction Act unless the fomm displays a
valil OME cortrol number. Books of feconds relating to a form or &5
mstructions must 2 retained 8s kng as their centents may become
material in the admiresiration of ary Internal Revenua law. Genearally, i
ratumms and retum iformatian are confidendlal, as required by sectian
H103,

The time needed 12 camplete and ik this form will vary depending on
Incivichual circumstances. The estimated avarage Ume is;

Recordkesping . . . . . . . . . . . . ., , 7min
Learning about the lawortheferm . . . . . _ . | 18min
Prepatingtheform ., . . . . . . . . . . . . 45min
Copying, assembling, and sending the feom to the IRS . . 70 min

H youw haws eomments conceming the accuracy of thase tima estimates
or sufgesiions for making this farm simpler, we wiould be bappy to haar
from you. Yo can weite 1o the Tex Forms Committes, Weastern &rea
Distribution Certer, Rarcho Cordowva, CA 95743-0001. Do not send this
farm to this. addass, Maead, see Where To Apply on page 2.

Figure 6-2. (continued) Sample Application for Employer Identification Number (SS-4)
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(Date)

Commander I e
ATTN: (Family Program Office) a

RSC or ARCOM Address

We have reviewed the financial statements of the Family Readiness Group’sinformal fund at (Unit)

Location , State

We find the unit informal fundsto be in order (or list any deficiencies found).

Signature and Printed Name Commander’ s Signature and Printed Name

(The commander and one impartial military member, or a qualified auditor/SJA auditor should complete this audit.)

Figure 6-3. Sample Annual Family Readiness Group Informal Fund
Audit Statement
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Chapter 7
Training Opportunities

“Education isnot filling a vessel, but lighting a fire.”
Carl Jung

7-1. Training and development

There are several opportunities for training and
development of Army personnel, volunteers, and family
members involved in the Family Readiness Program. A
signed Volunteer Agreement (DA Form 4712-R) must be on
file at the RSC or ARCOM Family Program Office before
an I TO can be published for a volunteer to attend training.

7-2. Army Family Action Plan (AFAP)

a. The Army Chief of Staff’s guiding philosophy is,
“Soldiers are entitled to the same quality of lifeasis
afforded the society they are pledged to defend.” The
AFAP was implemented in 1984. All segments of
America' s Army are represented—active component;
reserve component - U.S. Army Reserve and National
Guard; DA Civilians, retirees and family members. The
AFAP recommends actions to improve family programs,
benefits, and entitlements for America’s Army family. This
is based on the premise that well-being programs impact
positively on readiness and retention of a quality force.

b. The AFAP isagrassroots process identifying issues
of concern to America's Army family that add to or detract
from the Army well-being. Through this process, issues
requiring action are prioritized, given measurable objectives
for acceptable change, and assigned to alead agency for
resolution. Individualsinvolved at RSC-, ARCOM-, or
USASOC-level AFAP Symposium, may be given the
opportunity to participate in the USAR or DA-level AFAP
Symposium, once they have had experience at that level.

c. Thefollowingisasampling of how AFAP results
have improved America' s Army well-being:

(1) Increasein Servicemen’s Group Life Insurance
(SGLI) from $100,000 to $200,000.

(2) Unlimited use of Army and Air Force Exchange
Service (AAFES).

(3) Commissary privileges 24 times ayear for
Reserve Component, Gray Area Retirees and Surviving
Spouses.

d. Annualy, RSCsor 7th ARCOM hosts a Symposium
or convenes a Process Action Team to prioritize issues and
forwards them to higher headquarters for consideration at
USAR, U.S. Army Forces Command, or Department of
Army AFAP Planning Conferences. This allows soldiers,
civilians, retirees, and their family members to participate
in the identification of needs and refinement of family
issues. The AFAP process starts with the submission of
issue papers that identify and propose solutions to
problems. All levels of the chain of command must review
issues and resolve them at the lowest level possible.
Resolutions must be realistic and workable within the
framework of existing economic and personnel resources.

Theissues that reach DA-level have Army-wide impact and
necessitate a change in legislation, regulations, policy, or
programs (institute new ones or improve existing ones).

e. Department of Army Circular 608-XX-1, published
bi-annually, lists al the issues, current status and
recommendation for resolution. Past AFAP issues can be
researched on the Internet at:

http://trol.redstone.ar my.mil/mnew/index/html.

f. Unit commanders can also address soldier and family
member issues and concerns. |ssues that cannot be
resolved at the unit-level can be elevated through the chain
of command at any time.

g. A sampleformat of an AFAP issueisat figure 7-1
and asampleissueisat figure 7-2. Issues can be submitted
to the servicing Family Program Office at any time. See
appendix B for alist of USAR Family Program Offices.

7-3. USAR Regional Family Program Academy (FPA)

a. The objective of the FPA isto train volunteers and
unit Family Readiness personnel on Family Readiness
Programs and other resources available to enhance the
preparation of families for military separations. All classes
provide a good forum for exchanging information and
learning from others.

b. Each RSC and ARCOM conducts at |east one FPA
annually. Thistraining is open to USASOC unit
participation. The FPA is modeled after the weekend
college concept. It isbased on the “adult learner” format
with trained volunteers as instructors, and allows the
students to choose classes based on their level of
experience.

¢. USAR-Specifically Developed Courses:

(1) 10X level courses pertain to volunteers.
FPA 100 — USAR Family Readiness Handbook:
Y our Tool to Unit Success
FPA 101 — Volunteer Positions & Record K eeping:
Right From the Start
FPA 102 — Organizing Y our Family Readiness Group
for Success
FPA 103 — Volunteer Reimbursement:
It's Pay Back Time!
FPA 104 — Volunteer Recruitment: A Taent Search
FPA 105 — Volunteer Recognition: Formal &
Informal Awards
(2) 20X level coursesrelate to the Family Support

Program.

FPA 201 — Annual Mobilization Briefing:
Ready or Not?

FPA 202 — Telephone Tree: Givelt aRing

FPA 203 — Newsletters: A “Write” to Know

FPA 204 — Family Day

FPA 205 — Information & Referral: Accessing
Local Resources

FPA 206 —Is |t Legal?— Volunteer Use of
Government Resources

FPA 207 — Protocol: An Adventurein
“Social Studies’

FPA 208 — Activity Planning: Involve the Family

FPA 209 — Fund-raising: Bringing in the Bucks

FPA 210 — Informal Funds: Managing Family
Readiness Group Assets

FPA 211 — Family Sponsorship: Off to a Good Start

FPA 212 — Group Focus: Building Unity

FPA 213 — Keeping Y our Family Readiness
Group Energized
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(3) 30X courses pertain to associated roles and
responsibilities to the Family Readiness Group.
FPA 301 — Command Responsibilities
FPA 302 — Role of the Family Readiness Liaison: The
Connection
FPA 303 — The Chaplain: Another Unit Resource
FPA 304 — Publicity & Media Relations
(4) 40X level courses are special interest ones.
FPA 401 — Benefits: Yours for the Asking
FPA 402 — Entitlements: They’re Y ours!
FPA 403 — Legal Assistance: Your Personal Affairs
FPA 404 — Reserve Retirement: What to Expect
FPA 405 — Unit Funds: An Untapped Resource
d. Who Are The Students? Students are key
volunteers and personnel associated with the USAR Family
Readiness Program:

(1) FRG volunteers

(2) Family Readiness Liaisons

(3) Unit Administrators

(4) Chain of Command (Commanders, CSMs, and
1SGs)

(5) Chaplains

e. What Else To Expect?

(1) Classes are comprised of avolunteer instructor
and approximately 25 students. Classes are conducted for
45 minutes and include a presentation of subject matter
followed by afacilitated discussion.

(2) Students are encouraged to share their ideas,
experiences, frustrations, and ask questions to resolve
issues. The exchange of information between all attendees
has proven to be the most beneficial element. Students are
expected to share their knowledge with other FRG members
upon returning to their unit.

7-4. Army Family Team Building (AFTB)

a. Army Family Team Building (AFTB) isatraining
program for soldiers, civilians, and family members. This
DA initiative has three purposes:

(1) Toimprove overall readiness of the force by
teaching and promoting personal and family readiness
through standardized, progressive and sequential education.

(2) Toassist America’'s Army in adapting to a changing
world (draw-down, reduced resources, rapid deployments,
accepting challenges, developing life skills and life in the
21st Century).

(3) To respond to family issuesin lessons learned (rear
detachment, standardized programs, false expectations, etc.)
from recent deployments.

b. Studentsinclude Active Army, National Guard, U.S.
Army Reserve, DA civilians, retirees and their family
members and are taught by family member volunteers.

¢. TheU.S. Army Community and Family Support
Center (CFSC) funds al costs of AFTB training materials
and publications. Training material can be ordered through
the NetTrainer web site. See paragraph 7-4e for more
information on the NetTrainer. The FRGs can consider

using informal funds to assist in supporting this program
(e.g., purchase of incentive items and child care).
Commanders have overall responsibility to implement the
AFTB program at the unit level.

d. The AFTB enhances family preparedness during
soldier deployments. During peacetime, AFTB functions to
educate all members of America’'s Army on Army missions
and expectations, readiness responsihilities; and systems
available to support more self-reliant, independent and
self-sufficient lifestyles.

e. The AFTB NetTrainer Site. The CFSC has provided
an additional method for family members and volunteers to
access these courses through the Internet site listed in
appendix C. This online system includes a web-based
version of the AFTB Level | (and eventualy Level 1l and
[11) courses. Anyone can use this web site but users must
register and obtain a password through the site. The site
can bevisited asa“guest”. For volunteers who are
unfamiliar with the Army or with any of the course titles
listed below, this can provide a valuable additional resource
for them also.

f. Levelsof Training:

(1) Leve |

1.01 Military Terms, Acronyms, Customs and
Courtesies

1.02 The Chain of Command and the Chain of
Concern

1.03 Introduction to Military and Civilian
Community Resources

1.03a Introduction to the Army Family Action
Planning Program (AFAP)

1.03b Introduction to Operation READY
(OP READY)

1.04 Benefits, Entitlements and Compensation

1.05 Family and Military Expectations

1.06 Impact of the Mission on Family Life

1.07 Basic Problem Solving

(2) Level 1l

2.01.1 Enhancing Relationship Building

2.01.2 Introduction to Effective Leadership

2.02.1 Volunteer Management/Marketing
Volunteer Experience

2.02.2 Management Skills: Communication

2.02.3 Management Skills: Conflict Management

2.02.4 Management Skills: Understanding Needs

2.02.5 Management Skills: Crisis and Coping

2.02.6 Management Skills: Group Dynamics

2.03.1 Adapting to Change

2.03.2 Stress Management

2.03.3 Intermediate Problem Solving

2.03.4 Time Management

2.03.5 Meeting Management

2.04.1 Networking with Community Agencies

2.04.2 Building a Resource Library

2.04.3 Family Support Groups

2.04.4 Military Grade and Command Structure

2.04.5 Benefits, Entitlements and Compensation

2.04.6 Traditions, Customs, Courtesies and Protocol
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(3) Leve 111
3.01.1 Listening Skills
3.01.2 Building Self-Esteem
3.01.3 Personality Traits
3.02.1 Motivating Factors
3.02.2 Leadership Skills
3.02.3 Building a Cohesive Team
3.02.4 Leader Roles
3.02.5 Group Conflict Management
3.02.6 Problem Solving Techniquesfor Leaders
3.03.1 How to Develop Presentations
3.03.2 How to Plan and Conduct a Workshop
3.04.1 Tota Army
3.04.2 Palitical Issues and the Army
3.04.3 Effective Public and Media Relations

g. Department of Army provides funds for volunteersto
attend an AFTB Master Trainer Course that employs the
“train the trainer” concept. Volunteers must commit to
present AFTB at unit-level for 1 year. No one should attend
this course without understanding what AFTB is and
without being familiar with the courses listed above.

h. The AFTB also recruits and develops Core
Instructors, a group of volunteers trained to conduct AFTB
Master Training Courses at selected |ocations throughout
the Total Army.

7-5. Operation READY

a. Operation READY (Resources for Educating About
Deployment and Y ou) is designed for soldiers and families
of the Active Army, the Army National Guard, and the
Army Reserve. The material was developed in two phases
by contract with the Department of the Army, Community
and Family Support Center. This material isavailable
through the RSC, ARCOM, or USASOC Family Program
Office or through the Internet (see app B for alist of USAR
Family Program Offices and app C for specific web
addresses and directions).

b. Operation READY materialsinclude course outlines,
fliers, overhead dlides, checklists and handouts. Each
section identifies resources and contains a bibliography.

(1) Predeployment - Ongoing Readiness
Understanding and Planning for Military Separation
Coping with Separation
Financial Planning

(2) Postdeployment - Homecoming and Reunion
Soldiers
Families
Celebration Planning
Communication Techniques
Reunion Stress Management

(3) Family Assistance Center
Active Component
Reserve Component

(4) Family Support Groups- Advanced Training
Leadership Skills
Planning Presentations
Problem Solving
Newsletters
Volunteer Recognition

(5) Children’sWorkbooks:

Consist of four workbooks for children ages 3 - 5,
6-8,9-12 and 13- 15.

(6) The Army Readiness Handbook
Command Leadership and Family Support
Starting a Family Support Group Program
Resources for Successful Family Support Groups
Coping with Separations
Managing Deployment and Homecoming

(7) Operation READY Videos are accompanied by

Video Discussion Guides in the written material with
soldier and family scenarios:
Another Family (Army Family Support Group)
Getting Back Together (Homecoming and Reunion)
Ongoing Readiness and Financial Planning
(Ongoing Readiness)
Coping with Military Separations
(Ongoing Readiness)
Family Assistance Center (Family Assistance
Center)
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AFAP |ssue Format

[Use the format below to submit issues and recommendations for change to improve the well-being of USAR soldiers and
their families. For consideration, issues must be legibly written or typed. The issues must also be clearly stated and able to
be understood by individuals not familiar with the subject matter ]

ISSUE CRITERIA:
I ssue contributes positively to the Army goal of readiness and retention of quality soldiers.
I ssue has community-wide impact requiring action that addresses the total Army Family.
Issueisjudged attainable after weighing fiscal and personnel requirements against current available resources.
| ssue recommendation has measurable objectives with an identified end product.

ISSUE: Stateissue.

SCOPE:
Scope should be clear and concise statements of issue.
Scope should include information to ensure the issue will be understood by the agency that will work the issue.

RECOMMENDATION:
Recommendations must have measur able objectives with identified end product.

NAME OF INDIVIDUAL SUBMITTING ISSUE: Provide name of submitter.
DAYTIME TELEPHONE NUMBER (In case additional information is needed): Use following format: (XXX) XXX-XXXX

UNIT SUBMITTING ISSUE:
Unit Name
Street Address
City, State, and Zip Code

REGIONAL SUPPORT COMMAND, 7" ARCOM, or USASOC:
Command Name
Street Address
City, State, and Zip Code
Servicing Family Program Office POC
POC Telephone Number

APPROVED BY:

Signature, Submitting Command

Figure7-1. AFAP Issue Format
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ISSUE: Erosion of retirement benefits for Reservists.

SCOPE: Benefitsfor reserveretirees are sowly eroding away. This situation is casting a negative shadow over well-being,
morale, recruitment and survivor’s benefits. A lack of understanding exists as to the scope of retirement benefits and
entitlements.

RECOMMENDATION: Implement a401K program for reservists. Thiswould eventually replace the retirement pension.
Plan could be based on Federal Civilian Employees Thrift Saving Plan. Push for legislation to modify the Government
Pension Offset for survivors. Gain unlimited commissary privileges for reservists and gray arearetirees.

NAME OF INDIVIDUAL SUBMITTING ISSUE: Mr. John Q. Volunteer

DAYTIME TELEPHONE NUMBER (In case additional information is needed): (111) 555-4321

UNIT SUBMITTING ISSUE:
Unit Name
Street Address

City, State, and Zip Code 5 a mple

REGIONAL SUPPORT COMMAND, 7" ARCOM, or USASOC:
Command Name
Street Address
City, State, and Zip Code
Servicing Family Program Office POC
POC Telephone Number

Approved by:

Figure7-2. Sample AFAP Issue
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Appendix A
References

Section |
Required Publications

AR 25-30

The Army Publishing and Printing Program. (Cited in para
4-9)

AR 25-400-2

The Modern Army Recordkeeping System (MARKS).
(Cited in fig 2-6, 3-9c, and app A, sec V)

AR 140-483

Army Reserve Land and Facilities Management. (Cited in
para4-2a.)

AR 215-1

Morale, Welfare and Recreation Activities and

Nonappropriated Fund Instrumentalities. (Cited in para
6-5¢.)

AR 600-20
Army Command Policy. (Cited in para 2-6g.)

AR 672-16
Zachary and Elizabeth Fisher Distinguished Civilian
Humanitarian Award. (Cited in para’5-9.)

AR 672-20
Incentive Awards. (Cited in para’5-10b.)

Department of Army Pamphlet 608-47
A Guide to Establishing Family Support Groups. (Cited in
figs2-5and 4-3.)

FORSCOM Reg 672-1
Forces Command (FORSCOM) Commander’s Award for
Volunteer Services. (Cited in para5-12a.)

FORSCOM Reg 215-5
Dr. Mary E. Walker Award. (Cited in para5-12b.)

Joint Travel Regulation (JTR)
(Cited in para 6-3a, 6-3c, and 6-4d(4).

Section |1

Related Publications

(A related publication is merely a source of additional
information.)

AR 1-100
Gifts and Donations

AR 11-2
Management Control

AR 58-1
Management Acquisition and Use of Administrative Use
Motor Vehicles

AR 140-1
Army Reserve Mission, Organization and Training

AR 600-29
Fund-raising within the Department of the Army

AR 600-55
Motor Vehicle Driver and Equipment Operator Selection,
Training, Testing and Licensing

AR 608-1
Army Community Service Center

Department of Army Circular 608-XX-1
The Army Family Action Plan

Department of Defense Dir ective 5500.7-R
Joint Ethics Regulation

Department of Defense Instruction 1342.23
Family Readiness in the Guard and Reserve Components

FORSCOM Regulation 500-3-3

FORSCOM Mobilization and Deployment Planning System
(FORMDEPS) Volume Il - Reserve Component Unit
Commander’ s Handbook (RCUCH)

Section |11
Prescribed Forms

Blank copies of these forms are at the back of this
regulation for reproduction purposes. They are also
available for download from the USARC Intranet web site
at http://usarcintra (click on “Pubs, Forms, and Misc
Materials,” then “USARC Pubs and Forms’ and go to the
USARC Forms Index web page) or on the USARC Internet
at: ftp://www.usarc.army.mil/USARCForms (direct access
to USARC Forms on FTP server); or
http://www.usarc.army.mil (click on “Forms & Pubs’ link in
left column, then click on link to USARC Formson FTP
server).

USARC Form 105-R
Volunteer Daily Time Record. (Prescribed in paras 3-9 and
3-12))

USARC Form 106-R
Volunteer Service Record. (Prescribed in paras 3-9, 3-13,
and app A, secV.)

USARC Form 107-R
Family Information Data Worksheet. (Prescribed in paras
3-3h, 4-3, 4-5, 4-6, and 4-7.)

USARC Form 108-R
U.S. Army Reserve Annua Volunteer Award Nomination
Form. (Prescribed in para5-11.)
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USARC Form 109-R
Volunteer Telephone Reimbursement Form. (Prescribed in
para6-4d(1).)

USARC Form 110-R
Volunteer Newsletter Reimbursement Form. (Prescribed in
para 6-4d(2).)

USARC Form 111-R
Volunteer Child Care Reimbursement Form. (Prescribed in
para 6-4d(3).)

USARC Form 112-R
Volunteer Transportation Reimbursement Form.
(Prescribed in para 6-4d(4).)

USARC Form 113-R
Volunteer Miscellaneous Reimbursement Form.
(Prescribed in para 6-4d(6).)

USARC Form 114-R
Quarterly Family Support Nonappropriated Fund Report.
(Prescribed in para 6-5d.)

Section |V
Referenced Forms

DA Form 1256
Incentive Award Nomination and Approval

DA Form 2028
Recommended Changes to Publications and Blank Forms

DA Form 4712
Volunteer Agreement for Appropriated Fund Activities

DA Form 4719
Child Development Services Registration Card

DA Form 5231
Commander’s Award for Public Service

DA Form 5305-R
Family Care Plan

DA Form 5671
Parental Permission

DA Form 7012
Certificate of Appreciation for Patriotic Civilian Service

DA Form 7017
Department of the Army Outstanding Civilian Service
Certificate

DD Form 1351-2
Travel Voucher or Subvoucher

SS4
Application for Employer |dentification Number

Section V
Recordkeeping Requirements

This regulation requires the creation, maintenance, and the
use of the following specific records in accordance with AR
25-400-2. Current information isat Internet site
www.rmd.belvoir.army.mil.” See the records manager for
assistance.

File individual volunteer service records (USARC Forms
106-R) or files under:

File Number 608-1a, Army Community Service (ACS)
program (PA Notice: A0608bCFSC will also be placed on
the label). See AR 25-400-2 for file number descriptions
and dispositions.

File other action and non-action, official Family Program
documents (e.g., may include newsletters, other
information, correspondence, and required reports) under:
File Number 608-1a, Army Community Service (ACS)
program (PA Notice: A0608bCFSC will also be placed on
the label). The descriptions and dispositions under AR
25-400-2 do not specifically list aunit’s Family Support
Program but will be customized. A guide (or divider) will
separate this section from other files. Label it with file
number 608-1a, Army Community Service (ACS) Program
with the above PA notice. Labdl official filesin this section
with “Family Program” asthe primary title. Use a subtitle
to reflect the file contents (e.g., Newsdletters, FRG Sanction
Memorandum, Family Readiness Plan, and Reports).
Consider these files as “ Similar documents and
information” with a disposition of “Destroy when no longer
needed for current operations.”
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Appendix B

U.S. Army Reserve Family Program Offices

1-800-635-1290

COMMAND | COMMERCIAL # and FAX # SR
; TOLL-FREE # (if any) ;
| 7thARCOM | 49-6202-80-6538/6434 FAX-6380/6147 | ATTN: AEUR-PRM, Unit 29238,
i i ! APO AE 09102
| 9thRSC | (808) 438-1600, ext. 3191 or 3192 FAX-7473 | ATTN: APIX-PE, 1557 Pass St., Ft Shafter Flats,
| | | Honolulu, HI 96819-2135
| 63dRSC | (562) 795-2182/2172 FAX-2189 | ATTN: AFRC-CCA-PHR-F, 4235 Yorktown Ave.,
! ! 1-800-987-5517, ext. 62182 or 62172 ! Los Alamitos, CA 90720-5002
ST o . ____ Location: 4213 Yorktown Ave., Bldg 18
! 65thRSC | (787) 707-2168 FAX-2363 ! ATTN: AFRC-CPR-PRH-F, Bldg 1306E,
i i i Ft Buchanan, PR 00934-7000
| 70thRSC | (206) 281-3134/3131  FAX-3594 | ATTN: AFRC-CWA-PRH-F, 4575 36th Ave.
; ; 1-800-677-3980 ; West, Seattle, WA 98199-5000
| TMthRSC | (718) 352-5756/5071  FAX-2065 § ATTN: AFRC-CNY-PR-R, Bldg 200,
; ; 1-800-441-5476 ! Ft Totten, NY 11359-1016
| BIStRSC | (205)795-1737/1753/1735/1756/1703 FAX: (205) 795-1746 | ATTN: AFRC-CAL-PRH,
| | 1-877-749-9063, ext. 1735 | 255 West Oxmoor Rd,
R e R Rirminaham. Al 35209-6383
\ 88thRSC ! (612) 713-3521 FAX: (612) 713-3944 ; ATTN: AFRC-CMN-PR-FPD
5 5 1-800-843-2769, ext. 3521 ! 506 Roeder Cir, Ft Snelling, MN 55111-4009
5 5 (313) 561-0071 Fax-5186 5
i i 1-800-816-2190 i ATTN: AFRC-CMN-FPD-MI
! ! (414) 616-4519 Fax: (414) 438-6146 1 3200 South Beech Daly, Inkster, MI 48141-2648
! ! 1-800-955-2685, ext. #4519 !
! ! | ATTN:: AFRC-CMN-FPD-WI, 4828 West Silver
A A | ___Spring Drive, Milwaukee, WI 53218-3498
| 89thRSC | (316) 681-1759 x1418/1479  FAX (316) 652-2312 : ATTN: AFRC-CKS-PRH,
; ; 1-800-892-7266 x1418/1479 ; 3130 George Washington Blvd.,
S D | ___.____.__\Wichita, KS 67210-1598
| 90thRSC | (501) 771-7838/7808/7325 FAX-7337 ! ATTN: AFRC-CAR-PRH,
: : 1-800-501-1493, ext. 7838/7808/7325 : 8000 Camp Robinson Rd.,
S D . North Little Rock, AR 72118-2205
| 94thRSC | (978) 796-2260/2288 FAX-2398/2211 § ATTN: AFRC-CMA-PR-HRD,
| | 1-800-554-7813, ext. 2260 | 50 Sherman Ave.,
e D e e el Devens, MA 014324449
. 9thRSC | (801) 736-4292/4852  FAX-4595 § ATTN: AFRC-CUT-PRH-U,
; ; 1-800-348-0039 ; Bldg 103, S. A. Douglas AFRC,
S e | ________SaltLake City, UT 84113-5007
§ (724) 693-2303/2300 FAX-2290 ATTN: AFRC-CPA-PR-P,

5 Lobaugh St.,

________________________________________________________________________________________________________________________________________

Operations
i Command

(910) 432-2093/4103  FAX-7343
1-800-525-6846, ext. 22093/24103

USARC Regulation 608-1

ATTN: AOPE-FR (Family Program),
Bldg E2929, Desert Storm Drive,
Ft Bragg, NC 28310
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Appendix C
Inter net Addresses

[Note that I nternet addresses may change from the listing
below over time but were accurate at the time of
publication.]

7" Army Reserve Command (ARCOM ) (in Europe):
http://www.7arcom.army.mil

9" Regional Support Command (South Pacific):
http://www.9rsc.army.mil

9" Regional Support Command (South Pacific)
Family Program Page:
http://www.9rsc.army.mil/ia/people.htm

AR-PERSCOM Download Page (Contains information on
Army Reserve Retirement—L ook for “Compendium”):
http://www.army.mil/usar/ar-perscom/dwnl oads.htm

AFTB NetTrainer Site (The NetTrainer online system
includes web-based versions of the AFTB Level | training
(and eventually Level 11 and I11) courses, along with a
“Student Union” where students can track their individual
lesson progress, post questions to trainers, and communicate
with each other. These classes are available to family
members, volunteers, civilians, and soldiers. See paragraph
7-4f for alisting of the courses. The latest Army family
news isalso available Through the site’s“TeamLink” area,
trainers and program managers can share ideas, download
program resources, and order supplies.):
http://www.defenseweb.com/afth

American Red Cross.

http:// www.redcross.org (Thisweb site makesit easy to
find alocal Red Cross chapter. Goto"Your Loca Red
Cross' button to find a chapter's address, telephone number,
email address, fax number, and even the chapter's web site.
This site offers a search through zip code, and it provides
alternative ways to contact a chapter if there are problemsin
locating one. American Red Cross local chapters provide a
variety of servicesincluding emergency leave information,
access to emergency financial assistance, information and
referral on the local community's agencies and veterans
services, and speakers for a Red Cross related presentation.
For example, The Get to Know Us Before You Need Us
Program makes speakers available for military units. For
deployed soldiers which includes annual training (AT),
thereis atoll free telephone number, 877 272-7337 to use
when a crisis occurs --however, family members should
contact their local American Red Cross chapter for
emergency assistance.)

Army Family Liaison Office Home Page:
http://www.hgda.army.mil/acsim/family/family.htm

Count Your Benefitsin the Army Reserve:
http://www.army.mil/usar/benefits/toc_bnft.htm

DA MWR Home Page:
http://trol.redstone.army.mil/mwr/index.html

Department of Defense:  http://www.defenselink.mil/

Department of Veterans Affairs: http://www.va.gov

Department of Veterans Affairs Federal Benefits
Manual for Veterans & Dependents:
http://www.va.gov/benefits.htm/

Department of Veterans Affairs Veterans Benefits and
Services. http://www.va.gov/vbs/index.htm/

Federal Emergency Management Agency:
http://www.fema.gov/

FORMDEPS [U.S. Army Forces Command (FORSCOM
Regulation 500-3-1) Mobilization and Deployment
Planning System, and (FORSCOM Regulation 500-3-3)
Reserve Component Unit Commander’ s Handbook]:
http://freddie.forscom.army.mil/mob

Government Resouces. (This site provides American
workers government information and services with
connection to more than 1,000 federal, state, and local
government resources. It includesjob listings, distance
learning, family and health information, money
management, and much more.)

http://www.workers.gov

Guideto Reserve Family Member Benefits:
http://raweb.osd.mil/publications/handbooks/benefits.pdf

Internal Revenue Service: http://www.irs.ustreas.gov
(and you can access the Form SS-4, Application for
Employer Identification Number, under forms or at:
http://www.irs.ustreas.gov/forms_pubs/forms.html

Joint Military Services Quality of Life Mall or Lifelines:
http://www.lifelines4gol.org/

Military TeensOn the Move: http://dticaw.dtic.mil/mtom

Military Travel Guide: http://militarytravelguide.com

Persian Gulf Veteran’s I lInesses:
http://www.va.gov/health/environ/persgulf.htm

Office of the Assistant Secretary of Defense for Reserve
AffairsWorld Wide Web Page: _http://raweb.osd.mil
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Operation READY

a. Operation READY videos are now available for free
on the Defense Visual Information Internet site at:
http://dodimagery.afis.osd.mil/

(1) Then follow these steps:

(@) Click on“Search DAVIS/DITIS

(b) Click “PIN/ICN Search”

(c) Enter Product Identification Number (PIN) or
Internal Control Number (ICN) for each video being
ordered.

(d) Enter name and address information as requested

(e) Submit order

(2) Below arethe Operation READY videos:

% Another Family (Army Family Support
Group)
PIN/ICN 710651/TVT 20-1047

% Getting Back Together (Homecoming and
Reunion)
PIN/ICN 710652/TVT 20-1048

%  Ongoing Readiness and Financial Planning
(Ongoing Readiness)
PIN/ICN 710653/TVT 20-1049

% Coping with Military Separations (Ongoing
Readiness)
PIN/ICN 710654/TVT 20-1050

%  Family Assistance Center (Family Assistance
Center) (Thisone isdesigned for people who
may be expected to set up and operate Family
Assistance Centers during deployments.)
PIN/ICN 710655/TVT 20-1051

b. Thewritten materialsfor Operation READY are
available at:
http://trol.redstone.army.mil/acdlink/acslink.html

Follow these directions.

(1) Goto“Programs’ in the left hand menu

(2) Then click on “Mobilization and Deployment”

(3) Click on*“Documents’ to view “Operation
READY”

Per Diem Committee Home Page (What is the government
rate for reimbursement for a particular area?)
http://www.dtic.mil/perdiem/

Red Cross (see details at “ American Red Cross’” web site
in this appendix):
http:// www.redcross.org

Reserve Affairs (Office of Assistant Secretary of Defense):
http://raweb.osd.mil

TAPS (Tragedy Assistance Program for Survivors, Inc. —
surviving the loss of aloved one in amilitary line-of-duty
death. It hasinformation on their grief support network and
services.): http://www.taps.org

TRICARE: http://www.tricare.osd.mil/

TRICARE Selected Reserve Dental Program:
http://www.humana-military.com/home.html

U.S. Army: http://www.army.mil

U.S. Army Forces Command Home Page:
http//www.forscom.army.mil

U.S. Army Publishing Agency Home Page:
http://www.usapa.army.mil/index.html

U.S. Army Research Ingtitute for the Behavioral and
Social Sciences: http://www.ari.army.mil

[This web site has the following available for viewing or
download: Study Report 2000-02, “Family Support Group
(FSG) Leader’s Handbook.]

U.S. Army Reserve: http://www.army.mil/usar/ocar.htm

U.S. Army Reserve Command:
http://www.usarc.army.mil

U.S. Army Reserve Command Forms:
ftp://www.usarc.army.mil (direct access to USARC Forms
on FTP server).

http://www.usarc.army.mil (click on “Forms & Pubs’ link in
left column, then click on link to USARC Formson FTP
server).

U.S. Army Reserve Family Program:
http://www.usarc.army.mil/familyprog.htm
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Glossary

Section |
Abbreviations

ACS
Army Community Service

AFAP
Army Family Action Plan

AFTB
Army Family Team Building

AR
Army Regulation

ARCOM
Army Reserve Command

AT
annual training

CFSC
Community and Family Support Center

DA
Department of the Army

DOD
Department of Defense

DEERS
Defense Enrollment Eligibility Reporting System

DRC
Direct Reporting Command

EIN
Employer Identification Number

eg.
for example

FORSCOM
U.S. Army Forces Command

FPA
Family Program Academy

FPAC
Family Program Advisory Council

FRL
Family Readiness Liaison

FRP
Family Readiness Program

FRG
Family Readiness Group

FS
family support

FS-NAF
Family Support-Nonappropriated Fund

ID
identification
i.e.,

that is

IMA
individual mobilization augmentee

IRR
individual ready reservist

IRS
Internal Revenue Service

ITO
Invitational Travel Order

JTR
Joint Federal Travel Regulation

MSC
Major Subordinate Command

NAF
nonappropriated fund(s)

NCO
noncommissioned officer

OMAR
Operation and Maintenance Army, Reserve

RSC
Regional Support Command

SJIA
Staff Judge Advocate

TPU
troop program unit

USAR
United States Army Reserve

USARC
United States Army Reserve Command

usc
United States Code

USASOC
U.S. Army Special Operations Command

Section |1
Terms

TRICARE
military medical care program composed of TRICARE
Prime, Extraand Standard
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I ndex
[Topics are listed by paragraph number]

Appropriated funds, 6-2
Army Family Team Building Program, 7-4
Chain of Command, 2-13
Chain of Concern, 2-13
Chaplain, 3-14
Community Resources, 3-14
FRG Members, 3-1
Family Assistance, 1-4
Family Day, 4-22
Family Information Data Worksheet (USARC Form 107-R),
3-3h, 4-3, 4-5, 4-6, and 4-7
Family Program Academy, 7-3
Family Readiness Liaison (FRL), 2-7
Family Readiness Plan, 2-12
Family Readiness Program, 1-4
Family Support, 1-4
Family Readiness Group (FRG) Operations, 4-1
Family Readiness Group Survey, 4-5, 4-6, and 4-14d
Family Support — Nonappropriated Funds, 6-4, 6-5
Food-related Fund-raising, 4-22¢(7), 4-25c, 4-25d(5)
Formal Volunteer Awards, 5-8
Forms
USARC Form 105-R, 3-9 and 3-12
USARC Form 106-R, 3-9, 3-13, and app A, sec V
USARC Form 107-R, 3-3h, 4-3, 4-5, 4-6, and 4-7
USARC Form 108-R, 5-11, fig 5-2
USARC Form 109-R, 6-4d(1)
USARC Form 110-R, 6-4d(2)
USARC Form 111-R, 6-4d(3)
USARC Form 112-R, 6-4d(4)
USARC Form 113-R, 6-4d(6)
USARC Form 114-R, 6-5
Fund-raising, 4-25 and 6-7

USARC Regulation 608-1

Informal Funds, 6-6
Informal Volunteer Awards, 5-13
Invitational Travel Orders, 6-3
Lodging and Meals, 6-3
Operation and Maintenance of the Army Reserve
(OMAR), 6-2
Operation READY, 7-5
Parental Permission, 3-11, fig 3-13
Position Descriptions for volunteers, 3-8, figs 3-3 thru 3-11
Program Mission Statement, 1-7
Program Vision, 1-6
Quarterly Family Support Nonappropriated Fund Report,
6-5d
Recruiting Volunteers, 5-4 and 5-6
Reimbursement for volunteers, 6-4
Reserve Personnel Army (RPA), 6-2
USAR Annual Volunteer Award Nomination Form
(USARC Form 108-R), 5-11, fig 5-2
USAR Family Program Advisory Council, 2-3, 3-14
USAR Family Readiness Office, 2-2
USAR Volunteer of the Year Award, 5-11
Volunteer Agreement, 3-10
Volunteer Child Care Reimbursement Form (USARC Form
111-R), 6-4d(3)
Volunteer Daily Time Record
(USARC Form 105-R), 3-9 and 3-12
Volunteer Miscellaneous Reimbursement Form (USARC
Form 113-R), 6-4d(6)
Volunteer Newsletter Reimbursement Form (USARC Form
110-R), 6-4d(2)
Volunteer Telephone Reimbursement Form (USARC Form
109-R), 6-4d(1)
Volunteer Transportation Reimbursement Form (USARC
Form 112-R), 6-4d(4)
Volunteer Service Record (USARC Form 106-R), 3-9,
3-13,and app A, sec V
Volunteer and FRG Activities Facility Space
Requirements, 4-2

Index-1



70th RSC

Fort Lawton, WA

(206) 281-3134/3131
1-QNN_-A77-202N

96th RSC
Fort Douglas, UT
(801) 736-4292/4852
1-800-348-0039
FAX (801) 736-4595

88th RSC
Fort Snelling, MN

1-800-843-2769 ext. 3521, FAX (612) 713-3944

1-800-816-2190 FAX (313) 561-5186

1-800-955-2685 ext. #4519, FAX (414) 438-6146

PA

9th RSC

Fort Shafter, HI
Region includes
Alaska, Guam,
American Samoa,
(808) 438-1600

ext. 3191 or 3192
FAX (808) 438-7473

63d RSC
Los Alamitos, CA
(562) 795-2182/2172
1-800-987-5517
ext. 62182
FAX (562) 795-2189

x|

IX

PAY

89th RSC

Wichita, KS
(316) 681-1759
ext. 1418/1479

\

A
V
VII
Vi
PAY
Vi Yo |V
PAY
90th RSC
N. Little Rock, AR
(501)
771-7838/7808/7325
1-800-501-1493, ext
7838/7808/7325 81st RSC

FAX (510) 771-7337

77th RSC
Fort Totten, NY
(718) 352-5756/5071
1-800-441-5476
99th RSC FAX (718) 352-2065
Oakdale, PA
(724) 693-2303/2300

1-800-635-1290 94th RSC

Devens Reserve
Forces Training
Area, MA
(978)
| 796-2260/2288
1-800-554-7813
| ext. 2260
FAX (978)
796-2398/2211

Il U.S. Special Operations
Command & USACAPOC
% Ft Bragg, NC
(910) 432-2093/4103
1-800-525-6846 ext. 22093/24103
FAX (910) 432-7343

USAR
Ft McPherson, GA

(404) 464-8970/8995/8934/8994
1-800-359-8483 dial 1-464-ext. #
FAX (404) 464-8950

1-800-892-7266 Birmingham, AL

FAX (316) 652-2312 (205)
795-1737/1753/1735/1756/1703/1650

1-877-749-9063, ext. 1735
FAX (205) 795-1746
* " 7th ARCOM
Heidelberg, Germany (Europe)
49-6202-80-6538/6434
FAX 49-6202-80-6380/6147

65th RSC

Fort Buchanan, PR
(787) 707-2168
FAX (787) 707-2363

U.S. Army Reserve Family Program Offices at the
Regional Support Commands and Army Reserve
Command



