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Annex A
Administrative Operations
1.  Purpose.  To establish procedures for the administrative operations of the QAO in order to support the administrative, personnel and finance needs of QAO/QAE and Title XI personnel.  Proponent QAEs should follow this policy if administrative support is not provided in the QAEs. 

2.  General.  

     a.  This section outlines the duties, responsibilities, policies and procedures of the MSCoE QAO staff.  These procedures apply to the MSCoE QAO and QAE staff.   

     b.  Negotiated agreements with unions may have special provisions or requirements that apply to employees covered by such agreements.  Any such special provisions take precedence if they differ from procedures outlined in this standard operating procedure (SOP).

3.  Responsibilities.

     a.  Deputy Director
          (1) Ensures adherence of this SOP.

          (2) Arbitrator in resolving conflicts with the budget and finance policies and procedures within this SOP.

          (3) Serves as government travel card coordinator for QAO.

          (4) Coordinates directly with Headquarters Training and Doctrine Command (HQ TRADOC) Reserve Component Training Integration Directorate (RCTID), MSCoE G-8, and proponent schools to ensure full funding for The Army School System (TASS)/ Regional Training Institutes (RTIs) Master Evaluation Plan (MEP) travel requirements for QAO personnel.  

          (5) Identifies requirements and submits budget request for the next fiscal year to HQ, TRADOC, prior to 1 April each year.

     b.  Administrative Assistant/Secretary.

          (1) Assists the Deputy Director in all aspects of budget preparation and execution as prescribed in Chapter 7 (MSCOE QAO/QAE Budget Plan), Chapter 8 (TDY Requests and Travel Voucher Approval), and Appendix G (TDY Request DD 1610) to this SOP, and will maintain all budget databases. 

          (2) Manages the evaluation reporting policies and procedures for military and civilian appraisals IAW Chapters 2 (OER), 3 (NCOER), and 4 (Civilian Appraisals) of this SOP.

          (3) Manages the awards policies and procedures IAW Chapters 5 (Military Awards), and 6 (Civilian Awards) of this SOP.

          (4) Assist proponent and MFB Title XIs with preparing assessment and assistance reports.  (Administrative Support Assistant)

          (5) Manages office distribution of mail within and outside of the QAO Office. (Secretary)

          (6) Manages the sponsorship program IAW Chapter 11 (Welcoming New Soldiers) of this SOP.  (Administrative Support Assistant)

          (7) Alternate travel card coordinator.

          (8) Manages the tracking, filing and processing of personnel actions IAW Evaluations/Appraisal (Chapters 2, 3, and 4), Awards (Chapters 5 and 6), Chapters 9 (In and Out Processing), 10 (Leave for Military and Civilian and Passes for Military), of this SOP and in coordination with proponent QAEs for actions such as promotion packets.

          (9) Prepares the monthly budget report for the operations officer/Director, QAO.   Submits quarterly budget report to TASSD not later than the 15th of the month following the end of the quarter.  C, QAEs receiving direct funding from TASSD should submit a quarterly budget report for their proponent.  (Administrative Support Assistant)

          (10) Receives, tracks and reports all Title XI taskers for TASS Battalion to support proponent QAE accreditation missions.  Roster will be updated on the 1st of each month and provide an electronic copy to Director, QAO, Deputy director, QAO SGM, QAE Chief, TASS Battalion Commanders, and effected Title XI soldiers.  (Administrative Support Assistant)

          (11) Serves as the QAO Information Assurance Security Officer (IASO). (Secretary)

          (12) Serves as Webmaster for QAO with responsibility for establishing and maintaining the MSCOE QAO web page (Secretary).

          (13) Serves as Telephone Control Officer (secretary) or alternate (Administrative Support Assistant).

         (14) Serve as IMPACT cardholder for QAO (Secretary).

    c.  QAO Property Book Officer.

          (1) Serves as the primary Hand Receipt holder for MSCOE QAO/QAE property book.

          (2) Coordinates and provides supply support to QAO/QAE.

     d.  QAE personnel will read, become familiar with, and adhere to the policies and procedures established in this SOP when requesting support through the QAO

    e.  Coordinate express mail service support through the Administrative Assistant.  
NOTE: Prior to using Express Mail service support during the timeframe of 15 Aug-30 Sep, notify the Administrative Assistant who will then notify DRM.  This is a requirement due to the end of year budget tracking.  

Annex B
Noncommissioned Officer Evaluation Report (NCOER)
1.  Purpose.  To establish administrative procedures for the preparation and processing of NCOERs.

2.  Reference: 

     a.  Army Regulation 623-3, Evaluation Reporting System, 10 August  2007.
3.  Responsibilities and Procedures.

        (1) The rating chain will conduct initial counseling with rated noncommissioned officers on duties, responsibilities, goals and objectives; as well as review the initial DA Form 2166-8-1 within 30 days of the rated noncommissioned officers assignment.  Thereafter, goals and objectives will be reviewed and revised as necessary.  Quarterly counseling by all raters is mandatory.



   

        (2) AG will normally initiate NCOERs annually.  Rater will check to ensure that annual NCOERs are initiated for those noncommissioned officers omitted from AG Roster.

        (3) The QAO Admin Assistant will assign suspense dates for return to the Director all reports in addition to specific dates for those annual reports being senior rated or reviewed by the D. PMID.

        (4) Rating chain will complete their portion before the suspense date and return the NCOER to the Admin Assistant.  Counseling packets will be provided to the Senior Rater as required.

        (5) The rating scheme for the MSCoE QAO NCO is at Table B-1.

	ASSIGNED TO
	RATED NCO
	RATER
	SENIOR RATER
	REVIEWER

	MSCoE 
	SGM
	Dir QAO
	MSCoE PMID
	DtCG


Table B-1, Evaluators Assigned to the Proponent

       (6) Notify the rating chain (via e-mail, voice or fax) 3 months before the end of the rating period that an evaluation is required with appropriate suspense dates.  

               (7) Prepare a draft evaluation for senior rater comments upon receipt of the rater’s bullet comments and rating.

           (8) QAO Administrative Assistant will prepare the final evaluation after receipt of the senior rater comments. 

          (9) Send final evaluation to rated soldier NLT 50 days before the end of the rating period to get the rater (or Senior Rater) and rated Soldier’s signatures.

          (10) Provide the rated Soldier a copy of the completed evaluation within 5 working days.
          (11) Appendix 1 provides a generic duty description and appointed duties.  Evaluations are due to the Military Personnel Office (MILPO) NLT 30 days after the ending month of the report.
Appendix 1
POSITION DESCRIPTION QAE NCOs

1.  QAE NCO personnel.

     a.  Assist the TASS/RTI training units in accomplishing its assigned training mission.

     b.  Serve as a liaison between the proponent school and TASS/RTI training units.

     c.  Conduct instructor certification program in accordance with proponent school requirements.

     d.  Serve as a Subject Matter Expert (SME) and provide professional development for TASS/RTI training unit instructors.

     e.  Serve as members of institutional self-assessment team, assist the TASS/RTI training units in making on-the-spot corrections, as well as long-term solutions and coordinate resolution of higher headquarters issues (HHIs).

     f.  Evaluate class instruction/instructors, provide feedback to the chain of command, and assist in corrective actions.

     g.  Assist with the coordination of training products for TASS/RTI training units to ensure availability and distribution.

     h.  Assist proponent school personnel in accreditation of other TASS/RTI training units as required.

     i.  Provide feedback on currency, relevancy, efficiency, and effectiveness of training courseware to the proponent school.
     j.  Assist the Center QAO in QA program management with particular emphasis on TASS/RTI training units to include resolution of HHIs.

     k.  Analyze accreditation information, formulate courses of action to correct deficiencies, raise HHIs, and assist proponent school personnel in improving the quality of education and training through proponent policy, doctrine, and/or training product changes.

Annex C
Civilian Appraisals

1.  Purpose.  To establish administrative procedures for the preparation and processing of civilian appraisals.

2.  References: 

     a.  Army Regulation 690-400, Chapter 4302, Total Army Performance Evaluation System (TAPES).

     b.  Department of the Army Pamphlet 690-400, Chapter 4302, TAPES.

3.  Responsibilities and Procedures:  

     a.  Supervisor will:

          (1) Coordinate with employee; develop observable and measurable objectives and standards, and document objectives on Civilian Support Forms.

          (2) Conduct initial counseling within 30 days after the beginning of the rating period and properly initial work performance standards.  Rating period for GS 9-12 is 1 Nov – 31 Oct.  Rating period for GS 13s and above is 1 Jul – 30 Jun.   

          (3) Conduct at minimum a mid-point counseling with employee.

          (4) Submit draft performance appraisals to QAO Admin Assistant for completion.

     b.  QAO Admin Assistant will:

          (1) Finalize performance appraisal from draft notes and provide two copies of the final appraisal along with the Civilian Support Form to the supervisor. 

          (2) Develop a tracking system for civilian performance appraisals and track all appraisals through completion.   

          (3) Provide the rated employee the original appraisal and maintain a copy in the employee’s file upon completion of the process through the Civilian Personnel Advisory Center. 

          (4) Provide original appraisal to the employee, forward a copy to the Civilian Personnel Advisory Center (CPAC), and maintain a file copy. 

     c.  The rating scheme for civilian employees is at Table C-1.  

	
	RATEE
	RATER
	SENIOR RATER
	REVIEWER

	MSCoE QAO Dir
	Civilian 
	D. PMID
	N/A

	DtCG

	MSCoE QAO 
	Civilian 
	Dir QAO
	N/A
	D. PMID

	Proponent School Chief QAEs
	Civilian
	Dir QAO
	N/A
	School Assistant Commandant

	Proponent School QAEs
	Civilian
	C, QAE
	Dir QAO
	School Assistant Commandant


Table C-1,  Civilian Rating Scheme

Annex D 

Military Awards
1.  Purpose.  To establish administrative procedures for the preparation and processing of awards.

2.  References:

     a.  Army Regulation 600-8-22, Military Awards, 25 Feb 95.

     b.  TRADOC Supplement 1 to Army Regulation 600-8-22, Military Awards, Dec 99.

3.  Responsibilities and Procedures:  

     a.  MSCoE Administrative Assistant will:

          (1) Establish and maintain a tracking system for all award recommendations/ submissions until approved/disapproved.

          (2) Submit Meritorious Service Medal (MSM) and Legion of Merit (LOM) recommendations through proponent commandant/assistant commandant to TASSD, Personnel Support Division.  The CG, TRADOC is the approval authority for the MSM and LOM.  

          (3) Submit Distinguished Service Medal (DSM) recommendation through proponent commandant/assistant commandant to TASSD, Personnel Support Division.  Headquarters Department of the Army is the approval authority.   

          (4) Submit Certificate of Achievement, Certificate of Appreciation, Army Achievement (AAM), and Army Accommodation Medals (ARCOM) to proponent schools.  Approval authority for the proponent school will be the host installation.

          (5) Upon notification (orders) of a Soldier being transferred or retired, ensure the award recommendation is submitted in a timely manner.  Award submission timelines are at Table D-1.
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Table D-1, Awards Timelines

          (6) The proponent QAE Chief the MSCoE QAO Director are the ONLY authorized personnel to sign in block 23 of the DA Form 638 (Intermediate Authority).

          (7) Provide any assistance to the recommender in completing a DA Form 638. 

     b.  Recommender’s Procedures:

· Adhere to the timelines stated above.

· Submit all recommendations for award to Director, QAO.

· Complete and sign block 14 (Recommender Data).

4.  SPECIFIC requirements for Awards: 

     a.  Legion of Merit (LOM) Soldier’s Medal (SM) or Distinguished Service Medal (DSM).   

          (1) On DA Form 638, Part III, Block 20 (Achievements) and Block 21, (Proposed Citation) will be left blank.

          (2) For LOM and SM award, include a typed, nine-line, double-spaced, proposed citation.

          (3) For LOM recommendations, the opening sentence in the Narrative and Proposed Citation is to read EXACTLY as follows:  “For exceptionally meritorious conduct in the performance of outstanding service/achievement.”  All words are to be spelled out (no abbreviations) including rank.

          (4) For LOM and SM awards, a double-spaced narrative of the individual’s achievements will be enclosed with the award recommendation.  The narrative will be a minimum of one page in length but not more than two pages.

          (5) For DSM awards, include a full page, double-spaced, proposed citation.

          (6) The narrative for DSM awards requires 5-10 double-spaced pages.  Letters of recommendation from outside agencies are allowed with the recommendation supporting the award.

     b.  Army Achievement Medals (AAM), Army Commendation Medals (ARCOM), and Meritorious Service Medals (MSM).

Part III; block 20 of DA form 638 is used as the justification for awards.  These should be bullets comments which are brief and to the point.  Block 21 (proposed citation) should have no more than four lines except for retirement awards, which may be six lines in length.

     c.  Retirement awards must address only the last 10 years of the awardees service or his/her current tour period.  On the DA Form 638, Part I, block Il a-b will indicate the last 10 years of service.  Retirees flagged for being overweight or failure of the physical fitness tests will be forwarded for consideration through the chain-of-command with the exception that this award will be approved at DA, Retirement Branch.  Requested award packets will also consist of documentation for the flag. 

     d.  Accompanying the DA Form 638 will be a copy of the most recent DA Form 705 (APFT Scorecard) and DA Form 5500/5501R (Body Fat Analysis), if applicable.

     e.  Indicate the purpose of the award followed by the desired date of presentation in Part 12A.

     f.  If the award is not being submitted within the timelines provided, the recommender and/or the QAO director/Chief QAE will provide a memorandum of lateness giving specific reasons for the lateness.  If the award is late, it will not be submitted without these documents.  

     g. Upon receipt of the award:

          (1) If the Soldier has PCS’d, the award will be forwarded to the gaining unit’s chain of command for presentation.

          (2) If the Soldier has retired, the award will be forwarded to the Soldier’s forwarding address.

          (3) If the Soldier is still assigned to the unit, the award will be forwarded to the commander for presentation.

Annex E
Civilian Awards

1.  Purpose.  To establish administrative procedures for preparing and processing civilian awards.

2.  References:

     a.  Army Regulation 672-20, Incentive Awards, 29 Jan 99.

     b.  Department of the Army Pamphlet 672-20, Incentive Awards Handbook, 1 Jul 93.

     c.  Memorandum, ATZT-CG, 20 Aug 02, subject: Reinstating the MSCOE and FLW Monetary Incentive Awards Program.

     d.  Memorandum, ATZT-CG, 4 Nov 02, subject:  Command Policy 

#52-02, Civilian Employee Incentive Awards Program.      

3.  Responsibilities and Procedures:  

     a.  MSCoE QAO Admin Assistant will:

          (1) Establish and maintain a tracking system for all award recommendations/ submissions until approved/disapproved.

          (2) Enter the appropriate information in the automated Personnel Management System for processing the appropriate personnel action.   Immediately notify the supervisor that the personnel action is ready for approval.  

          (3) Prepare for submission any citations required for award submission.

          (4) Coordinate with supervisor to ensure timely submission of award recommendations.

     b.  Supervisors will complete and submit through the chain of command for approval.  Recommended monetary awards will be forwarded through the QAO Deputy Director prior to submission to the QAO Director.  The Deputy Director will certify that the request is within published FLW guideline not to exceed 1% of salary and to ensure adequate funds are available from the QAO/QAE budget.  Upon notification from the QAO Director the QAO Admin Assistant will input the personnel action into the automated Personnel Management System and notify the director to electronically approve the action.  

4.  Monetary and time off awards will now be approved as required in paragraph 3 above.
5.  Supervisors are encouraged to use honorary awards as outlined in AR 672-20, Incentive Awards.   Honorary awards will be approved IAW the FLW guidance in Table E-1.

	Civilian Award
	Approval Level

	Decoration for

Exceptional Civilian

Service
	Secretary of the Army



	Meritorious Civilian

Service Award


	MACOM commander may re-delegate to Major General



	Superior Civilian

Service Award


	Commanding General



	Commander's Award for Civilian Service


	Commanders 0‑6 and above (*)



	Achievement Medal for Civilian Service


	Commanders 0‑5 and above (**)



	Certificate of

Achievement


	Activity commanders may delegate to subordinates



	Civilian Award for Humanitarian Service


	Major commander and above



	(*) 
Local approval level:  CG; DCG; CoS; Garrison Cdr; Cdr, BDE Cdrs, 


(**) Local approval level:  Battalion Cdrs, Commanders, Directors, Personal Staff Officers







Table E-1, Honorary Awards for Civilians

Annex F
MSCoE QAO/QAE Budget Plan
1.  Purpose.  To establish administrative procedures for the preparation, submission and approval QAO/QAE budgets.  RCTID dollars are primarily for QAEs to go TDY to support of RC/NG units.  QAEs will perform TDY missions in addition accreditation visits to TASS/RTI units.  Other uses of these funds can include automation upgrade, and other support requirements.

2.  General.  The budget for QAO/QAE travel comes from HQ TRADOC RCTID funds.    

3.  Responsibilities and Procedures:  

     a.  MSCoE QAO Deputy Director/Administrative Assistant and QAE chiefs will maintain 100% accountability of all funds.

     b.  Chief, QAEs will provide projected budget input for the following FY to Deputy Director QAO NLT 1 Aug for inclusion in the MSCoE MEP.

     c.  MSCoE QAO Budget Officer will provide budget input for MSCoE QAO NLT 20 Aug to QAO Director.

     d.  MSCoE QAO Director will provide MEP with roll-up of QAO/QAE budget requirements to HQ TRADOC QAO NLT 1 Sep. 

Annex G
TDY Requests and Travel Voucher Approvals
1.  Purpose.  To establish administrative procedures for the preparation, submission and approval of TDY requests and travel vouchers.  

2.  General.  Approval authority for Defense Travel System (DTS) TDY orders and vouchers will be the Director QAO/Deputy Director/QAO SGM/QAE chiefs.

3.  Responsibilities and Procedures:  

     a.  The MSCoE Deputy Director will serve as budget managers for coordinating all travel supporting the Quality Assurance TASS/RTI Accreditation mission.  Budget manager will: 

          (1) Provide guidance on all budget related activities and events.  It is recommended that all personnel review the Fort Leonard Wood Directorate of Resource Management (DRM) travel web page at:  http://www.wood.army.mil/DRM/nondts.htm 

          (2) Coordinate with Directorate of Resource Management (DRM) as necessary.

          (3) Coordinate all travel orders.  NOTE:  MSCoE QAO will not issue blanket order for travel.  

     b.  Individual.  Submit Travel Voucher/Sub Vouchers in DTS within 5 working days after end of TDY.

     c.  Travel Procedures.  MSCoE QAO, and proponent QAEs.  Defense Travel System (DTS) must be used to submit request for TDY travel and submission of vouchers upon return.
(1)  Obtain a DTS account.

(2)  Complete DTS training.  Open URL - http://www.defensetravel.osd.mil/dts/site/index.jsp
(3)  First time user locate Training block and click on TRAINING button and complete training program.  
(4)  At completion of the training, return to URL - http://www.defensetravel.osd.mil/dts/site/index.jsp, DTS Homepage.

(5)  Create DTS TDY orders.

(a)  Click on LOGIN TO DTS.

(b)  Read Privacy and Ethics Policy and click on ACCEPT.

Note: Anytime during creation of the authorizations/orders or during preparation of voucher, refer back to training area to clarify questions or contact unit Defense Travel Administrator (DTA), Administrative Assistant/Chief, EN QAE.
(c)  Mouse over Official Travel and click on Authorizations/Orders.

(d)  Click on Create New Authorization/Order.

(e)  Fill in all required fields.

(f)  Continue this process.

(g)  Last step requires traveler’s electronic signature.

(6)  Upon completion of the travel, log in to the DTS

(a)  Mouse over Official Travel and click on Vouchers.

(b) Create voucher from travel orders.

(c)  Review voucher and make corrections as necessary to account for all expenses.

(d)  Submit voucher.

(e)  Vouchers must be completed and submitted within five working days after completion of the TDY travel.

          (2) If services are available through contract agency the traveler may be held responsible for monetary charges in excess of contract rates.

          (3) Rental cars at TDY sites are normally used to travel between the duty and lodging sites.  Rental cars requested solely for travel to and from airports at the TDY sites are not authorized.  Travel to and from airports will be by reimbursable taxis, limousine services (vans) or other hotel arrangements.  No additional remarks are needed on the DD form 1610 (Travel Orders), Block 16, for reimbursable taxi fares.  Taxi fares are authorized when “commercial air” is checked. 

          (4) Requests for rental cars to and from airports and TDY sites will be limited by Carlson Travel to a compact size.  Requests for intermediate or full size cars will be limited and stated in Block 16 as follows:

· Three travelers – Intermediate size rental car is authorized

· Four travelers – Full size rental car is authorized

· More than four travelers – Rental van is authorized. 

     (5) Per diem is composed of lodging plus meals, and incidental expenses (M&IE).  Per diem is an estimate (whole dollars only.)   Miscellaneous reimbursable are defined as less than $75 and include, but are not limited to automated teller machine (ATM fees, toll fees, parking fees, gas, or tips.)

    d.  OCONUS TDY requests must be submitted 35 days in advance of travel.  OCONUS travel requires the approval of the commanding general.
    e.  Coordinate with Admin Assistant to schedule a “Country Brief” with the G-2 office, at least 30 days in advance of the planned department date.
Annex H
Preparing and Processing Reports
1.  Purpose.  To establish administrative procedures for the preparation and processing of Assessment/Accreditation Reports. 

2.  References:  

    a.  Army Regulation 25-50, Preparing and Managing Correspondence, 3 Jun 02.

    b.  TRADOC  Regulation 350-70, Systems Approach to Training Management, Processes, and Products, 99.

    c.  TRADOC Regulation 350-18, The Army School System (TASS), 28 Dec 07.

    d.  Memorandum, TRADOC CofS, 12 Jun 2000, subject:  TRADOC Evaluation and Quality Assurance (QA) Program.

    e.  Memorandum, TRADOC CofS, 20 Jan 04, subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Education and Training.
    f.  Memorandum, ATTG-CD, 11 Apr 02, subject:  TRADOC Accreditation of Initial Entry Training, Institutional Leader Development and Combat Training Center Programs.

   g.  TRADOC Pamphlet 350-70-4, TRADOC Evaluation.

   h.  Job Aid (JA) 350-70-4.10, Format for Initial Military and Institutional Leader Development Training Accreditation Report to HQ TRADOC.

    i.  JA 350-70-4.10d, Guidelines for Preparing and Conducting a Self-Assessment.

    j.  JA 350-70-4.10e, Cover Letter for Self-Assessment Report.  

3.  Responsibilities and procedures.

     a.  MSCoE QAO/QAEs will:

          (1) Prepare draft assessment/accreditation reports in accordance with references in paragraph 2.   Track each report until completion and ensure original is signed by the Director, QAO and the copies are distributed as required within 10 working days of the visit.

         (2)  Electronic copies of signed reports will be archived for future reference.

         (3) Maintain a tracking system of deficiencies and Higher Headquarters Issues (HHIs) noted during proponent self-assessment, and/or TASS/RTI accreditation reports.  

Annex I
In and Out Processing

1.  Purpose.  To establish administrative procedures for in and out processing of newly assigned personnel.   

2.  Responsibilities and Procedures:  

a. MSCoE Administrative Assistant will: 

          (1) Assist the Chief, QAEs with tracking and ensuring Soldiers issues are addressed in a timely manner.   

          (2) Serve as an alternate POC on personnel issues.

          (3) Update the QAO Personnel Roster by having the newly assigned person complete the Personal Data Card.
     b.  Newly assigned personnel will comply with the in/out processing procedures established by their respective brigade SOPs.
     c.  The IASO will add/delete new/departing individual from the QAO Outlook Group for email purposes.
Annex J
Leaves (Military and Civilian) and Military Passes
1.  Purpose.  To establish administrative procedures for leaves and passes. 

2.  References:

     a.  Army Regulation 600-8-10, Leaves and Passes, 15 Feb 06.

     b.  Fort Leonard Wood Civilian Personnel Regulation 690-12, Leave Administration, 30 May 03.

3.  Responsibilities and Procedures: 

     a.  Military personnel will submit requests for leave and pass through the immediate supervisor for approval in accordance with local command policy.     

     b.  Civilian Personnel will:

          (1) Program use/lose leave not later than the end of September, annually.

          (2) Use OPM Form 71 to request leave through appropriate supervisor.  

          (3) Have leave approved by the appropriate supervisor prior to taking such leave.

          (4) Provide the appropriate documentation for sick leave in excess of 3 days.  

Annex K
Welcoming New Soldiers
1.  Purpose.  To establish administrative procedures for welcoming newly assigned Soldiers. 

2.  Responsibilities and Procedures:  

     a.  MSCoE Administrative Assistant:

          (1) Upon notification, of a newly assigned Soldier, prepare a welcome memorandum, for the QAO Director’s signature, to the Soldier.   

          (2) Prepare an Appointment Memorandum assigning a sponsor for the Director, QAO’s signature.  Sponsor, if possible, will belong to the same unit as the newly assigned Soldier, regardless of rank.  

          (3) Assist the sponsor in answering questions or concerns that may arise about in processing.

     b.  Appointed Sponsor:

          (1) Within 30 days of being notified of your appointment, contact the soldier, via letter or e-mail, to obtain any specific requirements from the Soldier.  DA Form 5434, Sponsorship Program Counseling and Information Sheet will assist you in this matter.    

          (2) Review the checklist with the Soldier before he/she departs the current unit.  This will ensure a smoother in processing upon arrival.

          (3) Notify this headquarters of any changes or concerns that might interfere with the Soldier arriving.

          (4) Provide the Soldier with as much assistance as possible. 

Annex L
Travel Cardholder Responsibilities
1.  Purpose.  To establish administrative procedures for using and responsibilities of travel cardholders.   

2.  Responsibilities and Procedures:  

     a.  The QAO Admin Assistant will request Visa travel cards for MSCoE QAO personnel
     b.  Policy decisions mandate that you will use the “split disbursement” option when filing travel vouchers.

     c.  Travel cardholders will comply with all ethical requirements associated with the privilege of using a GSA VISA Travel card.  Card purchases are reviewed monthly to ensure compliance with statutory requirements.
Annex M
Work Schedule
1.  Purpose.  To establish duty hours for QAO/QAE.   

2.  General.  The QAO/QAE staff must be customer focused and set the standard, therefore, must maintain duty hours commensurate with customer needs.   

3.  Responsibilities:

a. Normal MSCoE duty hours will be 0730-1630 with one hour for lunch.

b. Any deviations in the work schedule (i.e., flexi tour, compressed work schedule) must be approved by the QAO director.

c. Civilian employees will comply with the Union Agreement.  

     d.  Military personnel assigned to the MSCoE QAO are authorized one hour after the start of the duty day on Mon, Wed, and Fri for the purpose of physical training. 

     e.  Civilian Compensatory Time or overtime.  Compensatory and over time must be requested and approved prior to working extra hours.  Individuals actually performing duties on a Saturday or Sunday in support of a TASS/RTI unit will earn compensatory time.  Travel time will be included in determining the total comp time earned

     f.  Telework will only be approved by the Director QAO after the telework agreement has been approved.  Telework agreements will be placed on file with the Admin Assistant prior to any request to telework.  Telework will be approved based on the needs of the Government and will normally not exceed one working day per week.  Telework will NOT be use as a substitute for any type of normal leave (sick, annual, etc.).  
Annex N
Training

1.  Purpose.  To establish policy and procedures for training QAO/QAE Soldiers to perform evaluation duties.    

2.  Responsibilities and Procedures:

     a.  The QAO Admin Assistant is designated as the training coordinator for civilians and Soldiers assigned to QAO.  Requests for training should be coordinated through the QAO Admin Assistant.

    b.  Director, QAO/Chief, QAEs are responsible for ensuring that their staff is trained to accomplish the mission.  All organizations will maintain Evaluator Training Records for evaluators.

    c.  QAO personnel will enroll in the Instructor Training Course, Small Group Leader Course (mandatory for Advanced Leader Course (ALC), Senior Leader Course (SLC), BOLC-B, and CCC evaluators), Systems Approach to Training, Post Safety Officer Course, and Support Cadre Training Course, if applicable. 

    d.  Request for training must be approved by the Director, QAO for civilians and military prior to enrollment.
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