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                                                            DEPARTMENT  OF  THE  ARMY

                                                                          HEADQUARTERS

                                                     MANSCEN AND FORT LEONARD WOOD

                                               FORT LEONARD WOOD, MISSOURI  65473-5000

 REPLY TO                                                                                                                                    ATTENTION OF  ATZ-PTM-RCD-MP

MEMORANDUM  FOR  SEE  DISTRIBUTION

SUBJECT: Fort Leonard Wood Mobilization Guide

1.   The enclosed packet is for all units who mobilize at Fort Leonard Wood. 

The packet provides unit commanders with additional information about

Fort Leonard Wood and procedures which will be in place upon mobilization.

2. This packet includes the following information.

a.   Fort Leonard Wood Mobilization Point of Contact List .

b.   The Initial Mobilization Station Activities Checklist.

This checklist answers questions found in table 3-1 of FORSCOM Regulation 

500-3-3,  RC Unit Commander’s Handbook  (RCUCH) ,  31March 1998.

c. A fact sheet about the movement of dependents and household goods.

     d.     A  work sheet on changes to the information guide.

     e.    The table of content to the Mobilization Information Guide.

3.   Request for additional information should be addressed to: 

Commander,  MANSCEN & FLW

ATTN:   ATZT-PTM-RCD-MP

Fort Leonard Wood, MO     65473-5000
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4. Point of Contact numbers for this headquarters are:  (573) 596-0420, 6-6922 and 6 – 3373.

DISTRIBUTION:

ALL  RCUs who mobilize at FLW

Cdr,      1st  Engr  Bde
Cdr,      MP  Cmd
Cdr,     USA  MEDDAC

Cdr,     USA DENTAC

POST CHAPLAIN

DOC

PAO

SJA

DRC

DRM

DOL

DPW

DMWR

DOIM
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ATZT – PM – CT  ( 500 )                                                                                               

MEMORANDUM FOR UNITS  MOBILIZING  AT  FORT LEONARD WOOD

SUBJECT:     FORT  LEONARD  WOOD  MOBILIZATION  POINTS  OF  CONTACT

1. Add this memorandum to unit mobilization packets.

2. Fort Leonard Wood’s area code for commercial calls is  (573).

3. To reach telephone numbers with the 596 prefix, use DSN 581; Numbers with the 563 prefix,

use DSN  676 .

                             ORGANIZATION               OFC  SYM.              PHONE #         BLDG#

                             Deputy/asst CMD                ATZT-LO                   3 – 4033             3200

                             MOB Support                       ATZT-PTM-CT         6 – 0420            1279

                             MOB Support                       ATZT-PTM-MB        6 – 6922            1279

                             MOB Support                       ATZT-PTM-MB        6 – 3373            1279

                             Reserve Component             ATZT-PTM-RC          6 – 0639            1279

                             DPTM/EOC                         ATZT-PTM-EOC       3 – 7135            3200

                             DPTM/EOC                         ATZT-PTM-EOC       3 – 7137            3200

                             DPTM/SCHD                       ATZT-PTM-TS           3 – 5968            312 

                             Dir of Public Works             ATZT-DPW-EP          6 – 6024            2201

                            43D Replacement                  ATZT-AG-RO            6 – 0658            2100

                            1ST EN BN                             ATZT-TD-W              6 – 1685            844

                            3D BDE                                 ATZT-TC-SC             6 – 0765             636

                            CHAPLAIN                           ATZT-CH                   6 – 0309             315

                            Post Chaplain Office             ATZT-CH                    6 – 0309             315

                            GARR-CMD                         ATZT-GC                    3 – 5268            3200

                            DPS (PRINTING)                 DPS                             6 – 0724             2350

                            IG                                          ATZT-IG                     6 – 5030             315

                            Asst Chief of Staff                ATZT-CS                    3 – 6161             3200

                            PROTOCOL                         ATZT-CS                    3 – 6182             3200

                            SJA                                       ATZT-JA-AL              6 – 0626             1706

                            Law Enforcement CMD       ATZT-MPC                 6 – 0585             2066

                            SAFETY                               ATZT-S                       6 – 1275             631

                           OIS/SSO                                ATZT-IS-S                  3 – 5934             3200

                           OIS                                        ATZT-IS-S                   3 – 7869             3200 

                           MEDDAC                             HCXP-OP                    6 – 0517             310

                           DMWR                                 ATZT-CA                     6 – 0618            470

                           Dir of Logistics                     ATZT-DL-O                6 – 8623             401

                           ACS                                      ATZT-CA-FSD-A        6 – 0212            470

                           TSC                                       ATZT PTM-S               6 – 4245             1000

                           Civilian Personnel ADV       ATZT-CP-S                  6 – 0295             470

                           Public Affairs Office            ATZT-PAO                   3 – 4013              312

                           902DMI                                IAMG -B-FW               6 – 0598              315
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SUBJECT:     Fort  Leonard  Wood  Mobilization  Points  of Contact

                                         ORGANIZATION            OFC  SYM.               PHONE #           BLDG #


INTERNAL REVIEW   
 IR                           
6 – 0637             315


LIBBY NCO ACAD.  
 ATZT-NCO-C          
3 – 8026             3201


DENTAC                     
 MCDS-BP                  6 – 0411             1608

                                         DEF. COMMISSARY       De-CA/CE-LEO        6 – 0689             485

                                         DOIM                                 ATZT-IM                  6 – 5719             404

                                         LAO                                   AMXLS-F-LW          6 – 0278             5265

                                         NAVY DETACHMENT                                      6 – 8521             838

                                         DMPO                             DFAS-IN-EM-TM-P    6 – 0014             470

4. Fort  Leonard  Wood  Emergency  Operations  Center  ( EOC ) ,  commercial  ( 573 ) 563 – 4045.

5.    EOC  Secure  Fax  is commercial  ( 573 )  563 – 4023  or  DSN  676 – 4023.

6.   Questions  concerning  the POC  List  can be addressed  at:
commercial   ( 573 )  596-3373/0639   or  DSN  581-0639.

FOR  THE  COMMANDER :
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                             INITIAL   MOBILIZATION   STATION   ACTIVITIES   CHECKLIST

SECTION  I .       Administrative  Coordinaton .

1.  When  does my  unit  inprocess ?   On  arrival .

2.  When  will  I  meet  the  SIDPERS  Interface  Branch  (SIB)  to  discuss the accessioning  of  my  unit ? RESERVE COMPOENT RECEPTION CENTER BLDG # 1279.

3.  What is the sick call schedule?       -0730-1630 Mon-Fri GLWACH, Bldg  310.

4.  What  additional  duty  assignments  must  be  made  within  the  unit,  ie;  mail  clerk,  safety officer ?    Guards for equipment and the courier must be on orders.

5.  Where does my unit pick up unit mail?   The unit mail will be picked up at the post office,  building # 498.

6.  Do  I  have  adequate  phone    ( FAX  and  DSN / WATS )  service ?  Do not plan for DSN  service. 

7. How will ADP support be provided (hardware and software)? TBD.

SECTION  II .    Operations  Coordination .

1.  Where is the installation Mobilization Coordination  Center  located   that  the  advance  party reports  to ?    During duty hours  they  will report  to  building #  1279 ,  non-duty hours  SDO ,  Bldg    # 3200 .  phone  563 – 6126 .   

2.  To  whom  am  I  attached / assigned ?   Garrison Command.

     a. Where are they located ?    Bldg  #3200

     b. Is there a unit sponsor program ?   TBD.

3. When  can my unit begin training ?  Training times will be coordinated at RCD.

4. Where can unit training aids be obtained?   Building  1000 ,  596 – 0228 ,  TSC.

5. When  does my unit deploy ?   When unit is completely processed and at FORSCOM deployment standards.

6. When  do I start  SRP / POM ?    Within  72  hours  of  arrival  or  as  coordinated  at  RCD.

7. What  additional  SOPs  will  my  unit  need  and  where  can  I  acquire  them ?   Contact  the  RCD  for further  information .

8. Where  is  the  storage  facility  for  COMSEC  equipment  and  keying  material ?   The  advance  party will be  issued  all  information  about  storage  of  equipment  and  keying  material  if  required , at  the RCD. 
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9. Where is my unit status report submitted ?    (DA  Form  2715) ,  must  be  submitted  to  the  RCD  upon  arrival  of  the  advance  party.   Changes  or  updates  will be  submitted  through  Garrison   Chain  of Command .

10. Where  does my unit submit its Material  Readiness  Report ?   ( DA  Form  2406 )  is  required  within  72  hours  after  arrival .  Submit  IAW  instruction  from  Logistics  Operation  Cell  at  the  RCD.

11. What  kind  and  how  much  training  ammunition  is  available for my unit ?  (TBD).

  a. Where does my unit draw training ammunition ?  Bldg  1422,  596 – 7933.

12.  Where does my unit store classified materials (documents or equipment) ? Coordination must be made with installation Security Officer,   563 – 7869,   Bldg  3200.

13  Where is the MAT and /or CONUSA Assistance Team located ?  That will be brief to the advance party.

Section   III.   Logistic  Coordination.

1. Maintenance  Facility  Location.  Maintenance Chief , Bldg  5265,  596 – 4580 .

2. Location of billets and dining  facility  ?  All billeting and dining requests or  requirements will be determined , during in-processing at the RCD 

3.    Location of motor pool / vehicle parking area  ?  Determined by RCD..

4.    Location of the Maintenance Division ,   DOL ,  Bldg  5265 ,   596 – 0151 .

5. Where does my unit turn in  excess  or unserviceable property ? 

a. Automotive  Vehicle.  Bldg 5265,  596 – 0892 

b. Motorized and Heavy Equipment.  Bldg  5265,  596 – 0877

c. Commo.  Bldg 5256,   596 – 0874

d. Weapons.  Bldg  5265,  596 – 0895

e. General Support Equipment.  Bldg 5265, 596 – 0891

6.   Where does my unit pick up requisitioned items ?   Bldg  5265, 596 – 4580

7.  Where and when do I review my property book  ?  Bldg  2325,  596 –7824 
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                                                              ( CHECK LIST  CONINUED)

8. Where is  ?  

a. Self - Service Store Bldg  2222,          596 – 0691

b. Central Facility Bldg  2338,                596 - 0923

c. Clothing  Sales Store  Bldg   493,       596 – 1502 

d. Food Svc  Officer / TISA.  Bldg 401, 596 – 5854

9. Where and when can I set up my accounts ?

    a.        Class     I         Bldg      401             596 – 0587  

    b.        Class    II        Bldg      2322 
         596 – 0923

    c.        Class    III       Bldg      4052  
      596 – 1691

    d.        Class    IV       Bldg      2200A        596 – 8149 

    e.         Class    V       Bldg      1422  
      596 – 0896

    f.         Class   VIII     Bldg     310 
      596 – 9783

    g.         Class   IX       Bldg     401  
      596 – 4560

    h.         Self -  Service   Bldg  2310 
      596 – 0691

10.    Where does my unit submit work order requests ?  DOL,  Bldg  5265,   596 – 0151 and DPW,  Bldg  2200,    596 – 0333.

11. If unit is to be bivouacked in tents :

a. Where do we acquire tents, cots and heater ?  The unit use it’s essential equipment.  Units without CTA equipment will not be billeted in a field location.

b.     Where and how do we get water ?   Water point  vic. Is to be determined.

c. Where and when do we get showers  ?  The advance party will make coordination at the RCD.

      d.    What arrangement are made for trash pick – up  ?   Bldg    2112,    596 – 0871

      f.    Do I establish field latrine facilities for my unit or are commercial portable toilets available ?  Yes commercial portable toilets are available  Bldg  2112,  596 - 0871

12. Where do I coordinate on-post transportation requirements for my unit ?  Transportation Branch, DOL, Bldg  401,  596 – 0617.

12a.Where do I update my Deployment Equipment List ?  DOL,  Bldg 401.

13. Is my unit’s basic load of small arms ammunition, To Accompany Troops (TAT), available ?  Yes,  Bldg 1422,  569 – 7933.  

14. What is laundry turn-in schedule and where does my unit turn it in ?  Bldg 2352,  596 – 0146.

15. Where does my unit get calibration ?   Bldg  1549, 596 – 7911/0279

16. Where does my unit pick up BBPCT ?  Bldg 2219,   596 – 6419.
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                                   MOVEMENT OF DEPENDENTS AND HOUSEHOLD GOODS  

1.   Movement of dependents and household goods to the Mobilization Station   (MS) is not authorized at government expense and moving dependents and household goods at soldier’s expense is discouraged for the following reasons:

a. Fort Leonard Wood is located in a remote area with very limited civilian social services.

b. The period of time that RCU soldiers will be at Fort Leonard Wood is not known but is likely to be short.

c. Fort Leonard Wood is not capable of handling the additional dependents associated with approximately  14,000 deploying RCU soldiers. This is due to the limited availability of medical, dental, commissary, post exchange, guest housing, and family assistance resources.

d. Government housing for family members will not be available at Fort Leonard Wood.

e. Surrounding civilian communities will not be able to house the numbers of dependent personnel that would be arriving.

2.  After mobilization is completed, movement of family members and shipment of household goods may be authorized if the soldier is assigned to a station where family members are authorized.

3. Storage or transportation of household goods for single soldier:

a. At mobilization, single RCU soldiers are authorized to store their household goods at 

government expense.                                                                                                                                                           

b. single may authorize another person to store their household goods for them.  This 

authorization must be in writing and may be in the form of a letter of authorization or a power of Attorney. 
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                                   FAMILY ASSISTANCE AND SUPPORT SYSTEMS

Family assistance and support services will be provided to families of Active Component and 

Reserve Component  (RC)  forces and emergency-essential civilians in support of military

 operations---deployment or mobilization  (including mass casualties evacuations and natural 

disasters) to enhance unit cohesion and increase readiness.  Family support systems include:

a. Army Community Service Center (ACS): Located on 140 Replacement 

            Avenue, Building 470, Dillard Hall, Suite 1107, Fort Leonard Wood, MO., phone 

            (573) 596-0212.  ACS assists service-members, retirees, Department of Defense

            employees, and their families by providing in-depth information, referral, and 

            intervention services on the installation.  These services typically involve individuals 

            and their families seeking help with the problems beyond the scope of their own 

            resources.  The ACS also serves as the installation’s primary social service agency 

            and provides commanders with current statistics, research, and programs relating to

            military families.  It is staffed by volunteers and paid professionals.  Among the 

            services ASC provides are 1)  Financial counseling and assistance; 2)  Services for 

            special needs families; 3)  Family advocacy services; 4)  Relocation assistance; 5)  

            Information, referral, and follow-up assistance; 6)  Family member employment 

            assistance; and 7)  Pre-deployment or mobilization orientations for RC units and 

            their families, outlining assistance available upon unit activation and individual 

            mobilization 8)  Assistance to deploying mobilized RC unit, USAR Regional 

            Support Command or Army Reserve Command and State Area Command in 

            providing family assistance to RC families.

b. Army National Guard and U.S. Army Reserve Family Program 

             Coordinator Offices:  Although not staffed at ACS levels, these offices provide

             information and referral services on the listed services, both military and civilian, for 

             the families of Reserve Component members who normally reside away from Army 

             installations. 

            ( The two agencies above operate during times of normal operations and during 

            deployments.  They are among the first places the Army family should turn for advice 

            and assistance.  If these agencies cannot provide direct assistance, they will refer the 

            family to someone who can.)  

c. Family Assistance Center (FAC)  FAC’s may be established on or off Army

            installations in support of military operations before, during and after deployment or   

            mobilization to include mass casualties, evacuation and natural disasters.  In the event

            of any one of these situations, the FAC location at Fort Leonard Wood, MO., has 

            been designated at Building 470.  If requested by the Installation/Garrison 

            Commander the FAC will shift into a 24-hour center, and a 1-800 number established 

            to address family issues and crises.  FAC’s have an important one-stop assistance and

            referral role for individual families.  Minimum serves will include emergency 

            financial assistance, emergency food and shelter, crises intervention, legal 

            information, Defense Enrollment Eligibility Reporting System (DEERS), information 

            and referrals for other assistance. 
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d. Rear Detachment:  a military unit may create a Rear Detachment when it 

               deploys for extended periods.  This detachment is the primary point of contact for

               family members  who have questions or need assistance before and during 

               separations.

e. Family Readiness Groups (FRG): The FRG is organized to provide mutual 

               support for a unit’s family members.  It is affiliated with a specific military unit, 

              ARNG Armory, or USAR Center.  The FRG forms the third component of the 

              Army’s family support system during  deployment (FAC, Rear Detachment, FRG). It 

              operates during periods of normal operations as well, in close coordination with the 

              affiliated unit and, if convenience, with ACS or the Reserve Component Family 

              Program Coordinator’s office.  The FRG also serves as an important source of 

              inspiration, training, and support to empower Army families to increase and enhance 

              their self-reliance. 
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ATAZ-TD-S 3         ( 350 )

MEMORANDUM  FOR  MOBILIZING  UNIT

SBJECT:      MOBLIZATION  CHAIN  OF  COMMAND

1. This memorandum provides a guidance checklist for units deploying from Fort Leonard Wood:

a. Conduct unit assessment.

       b.    Inventory all equipment   (conduct an equipment shakedown of TA  50,  war ready       

              NBC  gear, and other items.

c. Inventory all equipment with emphasis on deployable CTA items.

d. Finalize personnel equipment   (check /finalize USR ).

e. Check  and finalize  Security clearances.

f. Ensure mandatory training is scheduled and conducted   (weapons qualifications,  NBC,  SAEDA),

g. Ensure all equipment shortages are on order  (requisitioned )

h. Identify unit weaknesses.

i. Develop non-deployable soldier list

j. Cross level available assets.

k. Check prescription eyeglasses and eyeglass inserts for MOPP Gear.

l. Maintain and bring medical, dental, personnel, and finance records for all soldiers.

m. Conduct soldier readiness processing training during IDT /AT.

2. The above action  (s)  will prepare your unit for mobilization station processing and validation for deployment.
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                                                                           FACT  SHEET

                                                       DIRECTORATE  OF  CONTRACTING

Units coming into Fort Leonard under Mobilization and supported by the Fort Leonard Directorate of Contracting will submit purchase requests  (DA 3953 )  for any mobilization requirements through the Reserve Components Division or through the ARCOM Headquarters for certification of funding and then to the Directorate of Contracting, Purchasing Division,  561  Iowa  Ave  Activity, Building  606, Fort Leonard Wood, Missouri,  65473.  In an emergency, the purchase request can be faxed to  (573 )  596 – 0267.

All purchase requests for mobilization requirement are processed on a priority basis.

In the past such requirements have consisted of:

1. Rental of motel rooms for overnight lodging, arranging overnight parking accommodations for vehicles and scheduling meals.

2. Purchase of road and bridge toll tickets.

3. Purchase of packaging, crating and loading services for equipment.

4. Purchase of tropical wear uniforms for units leaving from Fort Leonard Wood to an overseas assignment.

5. Purchase of repair parts, towing services and repair services for vehicles.

6. Purchases of various supply type items ranging from Firefighter protective clothing to navigational / directional equipment for Operation Desert Shield /Desert Storm.

In addition to the authorization for a Class A agent from DRM, some units may require an Ordering Officer for emergency purchases up to $2,500.00 during movement to the mobilization Station.  This authorization is requested by the unit Commander and approved by the Director of Contracting.

Point of Contact for the Directorate of Contracting, Fort Leonard Wood, MO. Office is the     Chief, Purchasing  Division,  (573 )  596 – 0244  or  DSN  676 – 0244
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                                                                             FACT SHEET

ATZT-IM/6-5719

SUBJECT:  Information  Management  Support

FACTS:

The Fort Leonard Wood Directorate of Information Management  (DOIM )  provides information management, subject to resource availability.

1. Disciplines supported include: telecommunications, automations, publications and forms, 

printing, records management, and mail and distribution.

Point of Contact for Information Management Support number & Bldg is:  (573 )  596 – 5719  DSN 581 – 5719  Bldg  404.
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                                                      PHYISCAL  SECURITY  FACT  SHEET

Past experience reveals that units should be reminded to perform the following during deployments.

a. Equipment Security :

(1) Maintain stringent key and control.

      (2) Follow basic regulations   IAW  190-11,  190-13 and  190-51.

b. Arms, Ammunition and Explosive Security :

(1) Prior to leaving home station :

(a) Save MOU / MOA  for outing responsibility, accountability and control.

(b) Conduct 100% S /N  inventory of all AA& E and keys,  AA&E keys remains at home station.

(c) AA&E and keys remaining at home station = conduct joint 100% s/n inventory and transfer them on memorandum.

(d) Test IDS – Secure door lock with serial numbered seal and annotate seal number on informal memorandum.

(e) Ensure that all radios and communication equipment will be provided with LEVEL  1 Physical Protective measure when not ensure.

(2) Home station during deployment :

(a) Daily check of arms room entrance by SDO/ SDNCO.

(b) If opened – reset alarm = re-inventory by s/n and reseal.

(c) Record inventory, reason opened, and seal # on informal memorandum.

(d) If unable to reset = post guard unit corrected or relocate items.

(e) Same as above
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                                               PHYSICAL  SECURITY  FACT  SHEET ( CONT.) 

(3) Deployed unit:

(a) Follow basic requirements IAW AR 190-11.

(b) Request authority to return weapons/ war trophies.

(c) Secure war trophy weapons in same manner as other weapons pending approval and required actions.                                                                        

(4) Upon return from deployment:

(a) Obtain record of daily checks conducted and other paperwork,

(b) Conduct joint 100% s/n of AA&E in arms room prior to return of equipment.

(c) Return and inventory deployed AA&E.

(d) Retain and return war trophy weapons in arms room unit appropriate paperwork and actions have been met.

c. POV’S:

(1) Conduct   100 %, inventory, damage review and obtain Power of Attorneys  (if appropriate).

(2) Secure in motor park or other secure area (if possible).

(3) Provide SM and rear detachment Commander copies and retain original. 

(4) Provide rear detachment Commander with vehicle keys and power of attorneys (if appropriate).

(5) Reverse procedures upon return  (NCO present).
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                                                                   ( Continuation )

d. Military Vehicle:

(1) All vehicles will be secured when parked and unattended.

(2) Commercial style = engage door and ignition locks.

(3) Track / armored vehicles = padlock hatches and similar opening.

(4) Other = Immobilize steering wheel with ¼ inch chain and 5200 /200 series padlock. One end of the chain must be permanently affixed to the vehicle.

(5) Five + vehicles require a motor park or guards.

(6) Spare tire should be secured with an approved locking device.

e. Office/Barracks Security:

(1) Follow basic guidance   IAW AR 190-13 and AR 190-51.

(2) Conduct inventories and secure items.

(3) Furnish rear detachment Commander copy and retain original.

(4) Claims for loss or damage may be denied due to contributory negligence if not conducted.

Questions may be directed to the Fort Leonard Wood Physical Security Office, telephone

(573) 596 – 1758.
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FT.  LEONARD  WOOD  CHAPLAIN  ACTIVITIES

0   INSTALLATIN  CHAPLAIN’S  OFFICE :   Bldg  315 / Tele  (573) 596 – 2127

Information

1. Chaplain Coverage of Units

a.    RC  Chaplains arriving with their units will coordinate activities with Installation Chaplain’s office  upon arrival .

a. Units arriving without Chaplains will have Chaplains assigned for coverage while here.

b. Chaplains responsible for unit coverage will be in the unit areas to provide a full range of  

counseling.  Religious /moral / morale support, and other Chaplain services.

2. Religious Services and Facilities 

a.    Weekday and weekend religious services for various faith groups are offered at Chapels are given on post. Schedule of services and phone numbers of Chapels are, call    (573) 596 – 0309   and for mobilization personnel,  to be announced.

a. Requests for special ministrations of sacraments or ordinances should be coordinated with the unit Chaplain or the installation office.

3. Crisis Intervention Line 

a. A crisis and emergency line is maintained by the Chaplain section 24 hours a day.  For help at any time, 24 hours a day,  call 596 – help.
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                                                                  FORT LEONARD WOOD

                                                                  WORSHIP  SCHEDULE 

             Catholic Mass                                                                          PROTESTANT

Saturday:                                                                                      Sunday:
1730  Piney Hills Chapel                                                             0730 North Iowa Chapel (IET Soldiers)

                                                                                                     0830 North Iowa Chapel (IET Soldiers)

Sunday                                                                                         0830 Battery St Chapel   (AIT Soldiers)                                                                           

0745  Soldier Memorial Chapel (IET Soldiers)                          0900 43rd AG Chapel                      

0930  Soldier Memorial Chapel                                                  0930 North Iowa Chapel (IET Soldiers)

1030  Central Iowa Chapel                                                          0930 South Iowa Chapel

1100  43rd  AG  Chapel                                                                1030 Hospital Chapel                                                                             

                                                                                                     1100 Soldier Memorial Chapel

Monday- Fri day                                                                          1100 Lieber Heights Chapel                                                                                                                                                  

1135  Hospital Chapel                                                                 1100 Piney Hills Chapel                                 

                                                                                           1300  Spanish - Bldg 458                                                                                          

CONFESSIONS:                                                              (Call 596-0182 for additional IET schedules)

Saturday
1700  Piney Hills Chapel                                                 

Sunday                                     

0700  Soldier Memorial                                                   Religious Education:

0945  Central Iowa Chapel                                                         Sunday School
                                                                                             0915 Sundays - Bldgs 457,458,462,&590

Religious Education:                                                               Youth of the Chapel
Parish School of Religion (Sep – May)                               1700  Sundays - Bldg  590  

1050  Sundays - Bldg 457,458,462,&590                                 Protestant Women of the Chapel
Ladies Bible Studies                                                            0900  1st Friday - Bldg  458

0900   Tuesdays - Bldg 458                                                       PWOC Bible Study 

Ladies Guild                                                                        0900  Wednesdays – Bldg 458 

0900  1st  Friday - Bldg  490                                                     Ecumenical Christian Kids Club
Korean Language Bible Study                                            1730   Fridays – Bldg 590
1900  2nd & 4th Friday  - S. Iowa Chapel                      (For home/community Bible Study information call                 

Youth of the Chapel                                                       596-0087)

1700  Sundays - Bldg 590                                                              

                                                                                                                JEWISH

                                                                                           Sabbath Services

       DENOMINATIONAL                                               1900  Fridays - North Iowa Chapel

Episcopal                                                                       CHAPEL PHONE NUMBERS

0900  Sundays – South Iowa Chapel                          Soldier Memorial Chapel                    596-0087

                                                                                    Lieber Heights Chapel                         596-4026

Lutheran                                                                      Piney Hills Chapel                              596-0124

0800  Sunday Studies - Piney Hills Chapel                Battery Street Chapel                          596-0316

0900  Sunday Worship -Piney Hills Chapel               South Iowa Chapel                              596-0890

Latter Day Saints (Mormon)                                      Central Iowa Chapel                            596-0184

 0830 Sundays - Bldg  822 (IET Soldiers)                 North Iowa Chapel                               596-0182    

                                                                                    43rd AG Chapel                                    596-0652

Church of Christ                                                         Religious Education Bldg                    596-0089 

0800  Sundays - Bldg  732                                          Family Life Center                              596-0088 

Penecostal                                                                   Hospital Chapel                                   596-9550

1330  Sundays – Central Iowa Chapel                       OHEIR Crisis Line Bldg                      596-4357
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ATZT-IS-S       (380)                                               
MEMORANDUM  FOR   Commander, RC Mobilization  Units
SUBJECT:     Information    packet

1. References

a. AR  380-5,  DA information Security program, 25 Feb 88.

b. AR  380-67 DA  Personnel Security program, 9 Sep 88.

c. AR  381-12, Subversion and Espionage Directed Against us Army,  15 Jan 93.

d. AR  525-13, The Army Combating Terrorism program,

e. AR  530-1, Operations Security,  1 May  91.

f. DA  PAM  380-1,  DA Guide to Marking Classified Documents,23  Mar  90.

g. AR 380-40, Policy for Safeguarding and  Controlling Communications Security (COMSEC) Material.

2. Purpose. To provide guidance to commanders on security subjects in support of mobilization.

3. Action Officer is the undersigned, DSN  676 – 4020 or ,

4.  Commercial  573-563-4020.

FOR  THE  COMMANDER:

                                                                             K
                                                                  DRAFT                                                                                                                                                      

ATZT-IS-S      (380-5)

MEMORANDUM  FOR  COMMANDER,  RC  Mobilization  Units

SUBJECT:  Custodian for Classified Documents

1. Purpose. To provide guidance on above subject.

2. Facts. Reference used is AR 380-5, DA Information Security program,  25  Feb  88.

a. Para 1-313,  AR 380-5, defines a custodian as an individual who has possession of or is “otherwise changed with the responsibility” for safeguarding or accounting for classified information.  Para 5-200 further states that “custodians of classified information  ( i.e. , any individual possessing classified material) shall be responsible for providing protection and accountability for such information at all times and for locking classified information  in  appropriate security equipment whenever it is not in use or under direct supervision of authorized persons.

b. IAW the above definition , AR 380-5 does not require specific duty appointment memorandums or DD Forms  577  (Signature Card) be prepared for classified document custodians.

                                                                          K-1                                                               
	   ROSTER OF  PERSONNEL  AUTHORIZED  ACCESS  TO  CLASSIFIED  INFORMATION

                                                                          (AR  380 – 5)

	Organizational Element                                                         |Telephone                     |Date 

                                                                                               |                                      |

                                                                                               |                                      |

	  PERSONNEL AUTHORIZED ACCESS TO CLASSIFIED INFORMATION AS INIDCATED

	Last Name,     First,           MI  | Grad  |            SSN          |     Type Invest    |  Clearance      |     Access

                                                  |           |                             |     & Date of       |   Level            |     Auth

                                                  |           |                             |     Completion    |                        |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	                                             |          |                          |                         |                      |

	Typed Name, Grade, Title                                        |

                                                                                  |


FORSCOM  Form  104 - R   (1Jun 80)  Automated

                                                                         K-1-1

                                                                  DRAFT

ATZT-IS-S      (380-5)

MEMORANDUM FOR COMMANDER,  RC  Mobilization  Units

SUBJECT:   Mandatory  Security   Briefing  Requirements

1. Purpose. To provide guidance on above subject.

2. Facts. References used are AR  380-5,  DA  Information Security program,  25  Feb 88; AR  381, -12 Subversion and Espionage Directed Against The US  Army,  15 Jan  93; AR  525-13,  The Army Combating  Terrorism, Program,  26  Jun  92;  AR  530-1,  Operations Security,  1  May  91.

a.     Para  1 and 2, AR  381-12, direct that a yearly SAEDA  (Subversion and Espionage Directed Against the US Army ), briefing be given  to all DA military and civilian personnel. The SAEDA briefing (s) will be prepared specifically for the particular audience and geographic area in which they may deploy and will contain, as a minimum, the following information from para 2-2, AR 381-12, and para 2-18 j, AR 525-13,  to be considered valid: 

(1)  The fact that foreign intelligence services consider Army personnel to be lucrative sources of classified and sensitive unclassified defense information. Explain how this applies to the unit or activity to which members of the audience are assigned.

         (2)  The criminal penalties specified in the Uniform Code of Military Justice  (UCMJ) and Title  18 of the United States Code (USC) with regard to espionage; recent examples of persons   

convicted of espionage under both UCMJ and the USC and the sentences which they received; 

        and the fact that the death penalty has been enacted under the UCMJ for espionage conducted  

        in peacetime.

             (3)    Methods and techniques used by foreign intelligence to place personnel under observation and  

to collect information on Army facilities, activities, personnel, and technology; an explanation of       

the false flag approach; and examples of actual closed cases which highlight these methods.

     (4)   The types of situations to be reported and the indicators of espionage.

     (5)   The damage that espionage has caused to our national security, citing actual closed cases, if  

possible.

     (6)   The fact that failure to report SAEDA may be used as a basis for disciplinary action under     

UCMJ and other authority, as applicable.              

     (7)   The  1 – 800  CALL  SPY  (1 – 800 – 225 – 5779)  Hotline in CONUS or OCONUS             

equivalent. 
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                                       Mandatory  Security  Briefing Requirements   (cont)

     (8)   How to respond to and report SAEDA incidents  (para 3 – 4).

(9) The international and domestic terrorist threat, the national terrorist acts, and the

defense self-protection measures that can be used to prevent, deter or defeat such acts.

(10)  The intelligence threat posed by nontraditional adversaries.

           (11)   The potential intelligence threat to DOD interests posed by narcotics trafficking organizations, where applicable. 

   b.    Para  10 – 10 1m1, AR 380-5,  and App  f-2, AR  530-1, direct that yearly OPSEC   (Operations Security)  training be given to all an S3 / G3 responsibility, intelligence personnel can provide valuable insight to this training. The OPSEC training will be prepared IAW App  F,  AR  503-1, and at a minimum should answer the following: 

(1) What  is  OPSEC ?

(2) Why  is  OPSEC important  to  my  organization ?

(3) Why  is  OPSEC  important  to  me ?

(4) How  can  I  contribute  to  the  OPSEC  Program ?
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ATZT-IS-S        (380 – 5).

MEMORANDUM   FOR  Commander,  RC  Mobilization  Units

SUBJUST:    Classified  Courier  Requirements

1. purpose.   To provide  guidance  on  above  subject.

2.    Facts.    Reference  AR 380-5, DA  Information  Security Program,  25  Feb  88, as supplemented  by  HQ FORSCOM,   15  Dec  88.

c. Appropriately cleared personnel may be authorized in writing by activity security manager to escort or hand – carry classified material between their duty station and an activity to be visited subject to the restrictions listed in para  8-300  thru  8-303, 380-5 and FORSCOM  suppl  1.  A sample courier briefing and courier certification of briefing are enclosed.

      b.    The following are basic   “do’s  and    don’ts “  for  hand – carrying  classified:

(1) Make advance arrangements for proper storage at a U.S. Government facility  or , 

if the U.S.,  a cleared contractor’s facility that has the requisite storage capability if you have to make an overnight stop  Hotel safes or under your pillow are not proper storage facilities.

(2) Do not read, study, display or use the classified material in public conveyances or 

places.

(3) Do not place the classified material in any detachable storage compartment, such 

as automobile trailers, luggage racks, aircraft travel pods, etc.

   (4)   Do leave a list of all classified material hand – carried or escorted at your facility.

c.   Under no circumstances will the classified material be left unattended in locked vehicles, 

car trunks, airplanes, trains, etc., during rest or meal stops, overnight, or at any other time whatsoever.

      d.   Hand carrying classified material on board commercial passenger aircraft will be done as a last resort. 
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                                                                     EXTRACT FROM
Headquarters, Forces Command                                                   FORSCOM Supplement 1 to AR 380-5

Fort McPherson, GEORGIA 30330-6000

15 December  1988

                                                           SECURITY

     DEPARTMENT OF THE ARMY INFORMATION SECURITY PROGRAM

                                                      (DOD  5200.1-R)

APPENDIX  AA:

Sample Briefing For Couriers  Authorized to Handcarry/Escort Classified Material

GENERAL INSTRUCTIONS:  As a designated courier of classified material, you are authorized to handcarry or escort material while in a travel status between your duty and TDY stations.

In some situations you may not have actual access or specific  knowledge of the information you are

 Carrying, However, when you receive material in a sealed envelope or other container, you become, as defined in  AR380-5, the custodian of that information.

All military personnel and DA civilian employees are subject to Title  18,  United States Code, which deals with unauthorized release of national security information; however, as a courier, you are solely and legally responsible for protection of the information in your possession. This responsibility lasts form the time you receive it until it is properly delivered to the station, agency, unit, or activity listed as the official addressee.

The intent of this briefing is to help you become familiar with your responsibilities as a courier, duties as a custodian, and the security and administrative procedures governing the safeguard and protection of classified information. You are to be familiar with the provisions of AR 380-5,  DA INFORMATION Security Program Regulation and FORSCOM Supplement  thereto, with special emphasis on the following area:

ACCESS:  You will be given delivery instructions for the material when it is released to you. Follow those specific instructions given and seek assistance from a responsible official  (activity security manager) if you are able to do so. Dissemination of classified material is restricted to those persons who are properly cleared and have an official need for the information. No person has the right or is entitled to access of classified information solely by virtue of rank or position. To help prevent unauthorized access and possible compromise of material entrusted to you, it must be retained in your possession or properly guarded at all times. You will NOT read, study, display, or use classified material while in public places or conveyances.                                                                                                                                                                                

STORAGE: Whenever classified information is not under your personal control, it will be guarded or stored in a GSA approved security container. You will NOT leave classified material unattended in locked vehicles, car trunks, commercial storage lockers, or storage compartments in the passenger section of commercial airlines, and while aboard trains, or buses. You will NOT storage the material in detachable                storage compartments such as trailers, luggage racks, or aircraft travel pods. You will NOT pack classified items in regular checked baggage. Retention of classified material in hotel/motel rooms, or personal residences, is specifically prohibited. Safety deposit boxes provided by motels/hotel do not provide adequate storage of classified material.

Advance arrangements for proper overnight storage at a U.S. Government facility or, if in the United States,  a cleared contractor  facility is required prior to departure. Arrangements are the responsibility of the activity authorizing the transmission of classified material.                                                                             
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PREPARATION: Whenever you transport classified information, it must be enclosed in two opaque sealed envelopes, similar wrappings, or two opaque sealed containers such as boxes or other heavy wrappings without metal bindings. A briefcase, when used, will not serve as an outer wrapping or container. The inner envelope or container shall be addressed to an official government activity (as if for mailing), stamped with the highest classification and placed inside the second envelope or container. The outer covering will be sealed and addressed for mailing (in event of emergency) to the government activity.  Proper preparation is the responsibility of the activity authorizing transmission. Do not accept improperly prepared material for transmission. Receipts will be exchanged when and if required.

HANDCARRY:  The authorization statement contained in your orders  (courier designation) should ordinarily permit you to pass through passenger control points within the United States without the need for subjecting classified material to inspection. Except for customs inspection only, airports have established screening points to inspect all hand carried  items. If you are  carrying classified material in envelopes you should process through the ticketing and boarding procedures in the same manner as other passengers. When the sealed envelopes are carried in a briefcase  (carry-on luggage), it shall be routinely offered for inspection for weapons. The screening official may check the envelope by x-ray machine, flexing, feel, weight, without opening the envelope. If the screening official is not satisfied with your identification, authorization statement, or envelope, you will not be permitted to board the aircraft and are no longer subject to further screening for boarding purposes. Do NOT permit the screening official to open envelopes or read any portion of the classified document as a condition for boarding.

ESCORTING:   The government or contractor official who has authorized the transport of the classified information shall notify the appropriate air carrier in advance.  When escorting classified material that is sealed in a container and/or too bulky to hand carry or is exempt from screening. The airline ticket counter before boarding,  present the documentation, and package or cartons to be exempt from screening. The airline representative will review the documentation and description of Briefing, If satisfied, the official will provide an escort to the screening station and exempt the container from physical or other type inspection. If the official is not satisfied you will not be permitted to board and are no longer subject to open or view the contents of the sealed container.

The actual loading and unloading of bulky material will be under the supervision of a representative of the airline;  however, you or other appropriately cleared persons shall accompany the material and keep it under constant surveillance during the loading and unloading process. Appropriately cleared personnel will be available to assist in surveillance at any intermediate stop when the plane lands and the cargo compartment is to be opened.  Coordination  for assistance in surveillance is the responsibility of the activity authorizing the transmission of the material.

Our primary concern is the protection and safeguarding of classified material from unauthorized access and possible compromise.  Security regulations cannot guarantee the protection of classified information nor can they be written to cover all conceivable situations. They must be augmented by basic security principles and a common sense approach to protection of official national security information.

You are reminded that any classified instructions you receive must also be protected. Do not discuss verbal instructions with anyone after you have delivered the material, do not talk about where you were, what you did, or what you saw.

If you have questions at any time concerning the security and protection of classified and sensitive material entrusted to you, contact your staff agency security manager, G2 or DSEC or Intelligence Officer of the CONUSA.
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                                                                          ( SAMPLE)

                                                COURIER CERTIFCATION OF BRIEFING            

As a designated courier of classified material  I,________ (Name), received a briefing on __________(Date). The briefing outlined my responsibilities as a courier, duties as a custodian; and, the safeguard and protection of classified information. I am cognizant of the provisions and restrictions imposed by Chapter VIII, AR 380-5; and intend to comply unless prevented by an outside force which I  cannot control. I fully understand that I must not jeopardize my life or the lives of others when protecting the classified material in my trust; however, I will comply with the regulatory requirements.

The classified material to be transported is not available at my destination. These is neither time nor means available to move the information in the time required to accomplish operational objectives or contact requirements

                                                          _________________

                                                          (Designated Courier)  

                                                                   (Date)

                                                          (Security Manager) 

FOR  THE  COMMANDER:

OFFICIAL:

                                                             ROBERT D. WIEGAND

                                                               Major  General,  GS

                                                               Chief of Staff 

IAIN REILLY

Colonel, GS 

Director, Command, Control,

Communications and Computers,  J6

DISTRIBUTION:  To be distributed in accordance with FORSCOM Form  12-R  requirements for Security.

HQ  FORSCOM:  (A)

LO at HQ FORSCOM: (A)

CONUSA: (A)

USAR: (A)

FORSCOM Inst1: (A)

FORSCOM OP Actv: (A)

ARNG: (A)

Copies furnished:

TRADOC Inst 1

HQ TRADOC

HQDA (DAMI)

HQDA (DAAR)

NGB

HQ FORSCOM (FC16-OAP) (record set)                                                                                                                                                                                                                                                                                                                                                          
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ATZT-IS-S     (380 – 5) 

MEMORANDUM  FOR  Commander,  RC  Mobilization  Units
SUBJECT:    Marking / Packaging / Transporting  Classified  Material
1.    Purpose.    To provide  guidance  on  above  subject.

2.   Facts.   References used are AR 380-5, DA Information Security Program,  25  Feb  88,  and   DA  PAM  380-1,   DA  Guide to Marking Classified Documents,   23  Mar  90.

a. Classified information shall be transported or transmitted only as specified in  Chap VII, AR  380-5.

b. Enclosure  1 is a listing of basic rules for transporting transmitting classified material.

c. Enclosure  2 is a sample of a correctly marked classified document.

d. Enclosure  3 is a listing of security violations.

                                                                                   K-4

                                                                 DRAFT                                               

                                           PREPARATION  OF  CLASSIFIED  DOCUMENT                                                                           

                                                                          FOR  MAILING

                                                       (SECRET  AND  CONFIDENTIAL)

1. Whenever classified information is transmitted, it will be enclosed two opaque,  sealed envelopes or similar wrappings when size permits.

2. Material used for packaging will be of such strength and durability as to provide security protection while in transit.  The wrappings will conceal all classified characteristics.

3. When classified material is hand-carried outside an activity, a locked briefcase may serve as the outer wrapper. The exception to this is that a locked briefcase may not be used as an outer wrapper when classified material is hand-carried abroad commercial airline flights.

4. Classified information will be addressed to an official government activity and not to an individual on the outer wrapper. The inner wrapper may use an individual’s name on the ATTENTION line.

5. Classified written  information will be folded or packed in such a manner that the text will not be in direct contact with the inner envelope or container.  A DA From 3964  will be attached to or enclosed in the inner envelope or container  for all SECRET information.  CONFIDENTIAL information will require a receipt only if the originator deems it necessary or if the information is NATO  CONFIDENTIAL.

6. The inner envelope or container will be marked   (top and bottom,  front and back)  with the highest classification of the contents special instructions and show the address of the receiving and sending activities.  It will be carefully sealed to minimize the possibility of access without leaving evidence of tampering.

7. An outer or single envelope or container will show the complete receiving activity’s address and the sender’s return address.

8. SECRET documents will be sent by Registered Mail.

9. CONFIDENTIAL documents will be sent by First Class Mail and marked with the following caveat on the front of the outer envelope:    POSTMASTER:   Address  Correction  Requested / Do not  forward.

10. Chapter   VIII,  AR  380-5,  provides instructions for the proper methods  of transmission or transportation for classified information / material.
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                                                                  SECURITY  VIOLATIONS

                                                                     ‘THE  DIRTY  DOZEN’ 

Individual awareness to avoid these violations will cause their elimination and provide you with a  99  percent assurance that the security procedures of your activity meet the criteria and standards of  ‘SECURITY  READINESS’.

1. Failure to property mark classified documents.

2. Leaving classified material unprotected in desk drawers,  mail trays, open files, non-secure filing cabinets, unlocked safes, or other non-secure areas.

3. Without authority, removing classified information from place of duty.

4. Releasing classified information to an individual who does not have a valid security clearance or need -to-know.

5. Failure to properly secure security containers at times when office is left unattended.

6. Transmitting classified information improperly.

7. Talking about classified martial over unsecured telephones or attempting to talk around classified subjects.

8. Failure to use classified cover sheets when material is removed from security container.

9. Failure to provide adequate safeguards when conducting classified meetings.

10. Carrying safe combinations in wallets.  (Memorize  it !)

11. Discussing classified information in public.

12. Failure to adequately protect sensitive unclassified information.   (Think  OPSEC  !) 
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MEMORANDUM  FOR  Commander,  RC  Mobilization  Units

SUBJECT:       Personnel  Security  Information

1. Purpose.   To provide information on required steps to ensure smooth processing of personnel security Actions.

2.    Facts.    References used are   AR  380 – 67,  DA  Personnel  Security Program,   9   Sep   88,   and    AR  680 – 29,  Military  Personnel,  Organization,  and  Type of Transaction  Codes,   1  Mar  89.

       a.     Unit  Manning  Documents:   Para   3 – 102,   AR   380 – 67,  requires commanders to designate each position within their jurisdiction as to the security sensitivity of the position and maintain these designations current vis-à-vis the specific duties of those position.  A copy of your unit manning document with position requirements annotated is required during your unit in – processing.

       b.     Unit  Access  Rosters:   A complete access roster with the following information is required:    Name,  SSN,  date / place of birth,  clearance / grant  date, and type investigation / completion date.  An original signature and commercial phone number of the unit security manager are required.

       c.     DA  Forms   873:   All DA Forms  873  must be current.  All Top  SECRET  873s  are based on an investigation completed within the  last  5  years and all CONFIDENTIAL / SECRET  873s  are based on investigations completed within the last  10  years.  Any  873  containing an original signature must be solely for an interim clearance not to exceed  180  days duration.
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ATZT-IS-S        (380 – 67)

MEMORANDUM  FOR  Commander,  RC  Mobilization  Units

SUBJECT:   Point of Contact  for  Fort Leonard Wood

1. The following address and phone numbers are to be used when mailing classified  documents to Fort Leonard Wood for a deployment or exercise:

                                                               CDR,   MANSCEN&FLW

                                                               ATTN:   ATZT-PTW-EOC

                                                               FT  LEONARD  WOOD,   MO

                                                               65473-5000

                                                              Commercial :   (573) 563 – 4045 

2. The following address and phone numbers are to be used when information or concerns a rise over intelligence and /or security  issues :

                                                               CDR, MANSCEN&FLW

                                                               ATTN: ATZT-IS

                                                               FT LEONARD  WOOD,  MO

                                                               65473-5000

                                                              Commercial :  (573) 563 – 7869

                                                              DSN  676 – 7869     
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MEMORANDUM  FOR  Commander, 

SUBJECT: Fort  Leonard  Wood  Mobilization  packet

1. The following information is provided for the Mobilization  Packet:

a.    Dental  Sick  Call  Hours:   0730 – 1000,  Roll  Dental  Clinic,

Building  #  1608.  After duty hours / Weekends:   GLWACH  Emergency

Room,  Building  #   310.

b.    Panographic   X-ray requirements.   (Encl   1)

c.    Dental Readiness Issues.    (Encl   2)

2.    POC #:     (573) 596 – 0334       

                                                                                    L
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                                                                                                            HQ,   USA   DENTAC,   FLW,  MO

                                                                                                            HSPB – DA /  6- 0364                             

                                                                 FACT   SHEET

SUBJECT:   Dental  Readiness  Status

1. All soldiers are classified into four Dental Readiness Categories :

a.    Class   I:   Individuals requiring no dental treatment.

b.    Class   II:  Individuals requiring routine dental care.   Class   II   soldiers will not normally develop

       a dental emergency in the next twelve months.

c.    Class   III:   Individuals requiring early treatment to prevent the development of a more serious 

       condition.   Class   III  soldiers will most likely develop a dental emergency or life – threatening         

       condition within twelve months.   Class   II  soldiers are still deployable.

d.    Class   IV:   Individuals was an unknown dental status.  Generally, these soldiers have not had   

       routine dental exam in the past twelve months,   Class   IV  soldiers are still deployable.

2.    Soldiers mobilizing at Fort Leonard Wood will have their dental records screened to determine  dental classification.  Soldiers in dental Class   III and  IV will be given priority of treatment.  The goal is to bring these soldiers to a Class  II status prior to deployment.

3.    Soldiers in dental Class  III  and  IV may be deployed only by written waiver of the first general officer in the unit’s chain of command.
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                                                                                                       HQ,  USA  DENTAC,  FLW,  MO

                                                                                                       HSBP – DA /  6- 0334

                                                                      FACT SHEET

SUBJECT:    Panographic  X-Rays

1. To expedite  in – processing and POM procedures all soldiers should arrive at Ft Leonard 

Wood with a current panographic x-ray filed in their dental record and a duplicate panograph on file at the Central panographic Storage Facility  (CPSF).  Soldiers without current panographic  x-rays are non – deployable.

2.    Soldiers of mobilizing units will have their dental records and the Defense Eligibility Enrollment system    (DEERS)  screened for panographs and  CPSF  filing status.  Soldiers without panographs will be transported to the dental clinic to undergo a panographic x-ray.  This may delay or complicate your unit’s POM. 
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                                                                 LEGAL  ASSISTANCE

The Fort Leonard Wood Legal Assistance Office, a branch of the office of the Staff Judge Advocate, provides free confidential advice and counseling to assist soldiers, retirees and family members in the resolution of personal legal problems.

The Legal Assistance Office is located in Building 1706.  Parking is available in front of the building and the facility is accessible to the handicapped.

Operating hours are from 0730 to 1630 hours,  Monday  through Friday. Assistance is provided by attorneys on an appointment  basis.  Appointments may be scheduled in advance by calling 596 – 60629.  Legal advice may NOT be rendered over the telephone.  If problem is of such a nature that it requires immediate attention, a client may be assisted on an emergency walk-in basis.  Proper military or dependent identification must be presented by all individuals entering the Legal Assistance Office.

Notary services and Powers of Attorney may be obtained on a walk in basis during normal duty hours.

LEGAL  IS  PROVIDED  IN  THE  FOLLOWING  AEAS: 

Domestic Relations:     Dissolution and Divorce, Separation, Child Custody, Child Support Enforcement      

                                      and Modification, Alimony and Spousal Support, Adoption, Name Change,         

                                      Marriage, Domicile, Uniformed Service Former Spouses’ Protection Act

Wills and Estates:        Preparation and Execution of Wills, Estates Planning, Probate of Wills, Military and 

                                     Survivor Benefits, Life Insurance and SGLI, Estate Taxation

Automobiles:               Registration, Licensing, Inspection, Financing, Repossession, Civilian and Military

                                     Traffic laws

Consumer Law:           Personal Finance, Drafting and Review of Sale and Purchase Contracts, The Truth in 

                                     Lending Act, Fair Debt Collection Practices Act, Fair Credit Billing Act, Bankruptcy,

                                    The Soldiers’ and Sailors’ Civil Relief Act

Real Property:            Landlord / Tenant Relationships, Buying and Selling a Home, Mortgages, Real Estate 

                                   Taxation

Naturalization:           Immigration and Naturalization Applications, Affidavits of Support, Permanent     

                                   Residency Status

Military Affairs:        Rebuttal to a letter of Reprimand, Rebuttal to a Report of Survey, Request for 

                                   Compassionate or Hardship Discharge,  Bars to reenlistment,  Rebuttal to Adverse

                                   Efficiency Report, Medical Boards
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The Legal Assistance Office also sponsors a comprehensive income tax preparation service.  

The Legal Assistance Office maintains an aggressive preventive law program,  proving speakers and classroom programs of instruction to units or other groups on Fort Leonard Wood.  The Legal Assistance Office also sponsors a weekly preventive law column in the post newspaper,   The Essayons,  entitled “ASK YOUR JAG!”

The Legal Assistance Office is also part of the Preparedness for Overseas Movements  (POM) line.  During the POM, the legal assistance office has developed the capability to prepare  on – the – spot  wills and powers of attorney for deploying soldiers.

The Legal Assistance Office renders the same type of service, information and counseling as would be provided by a civilian lawyer in private practice.  The above listing is therefore not all inclusive.  The Legal Assistance Office will tailor services to meet the needs of an individual client.

The Legal Assistance Office is not authorized to provide service in the area of civilian or military criminal law, nor can a Legal Assistance Attorney represent a soldier or his family member in any court.  However, the Legal Assistance Attorney can inform a client of his rights when confronted with such problems and refer the client to competent civilian counsel when necessary. The office maintains a detailed and current referral list of both local and out of state civilian attorneys.  This list is available upon request.

As the mission of the Legal Assistance Office is to render advice on issues of a personal nature,  the office is unable to assist a client in resolving legal problems arising in the business or corporate arena.  If doubts exist about the nature or scope of services rendered by the Legal Assistance Office, a client should request clarification prior to scheduling an appointment.
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         FACTS  ABOUT  NAMING  LIFE  INSURANCE  BEBRFICIARIES

        LIFE INSURANCE MAY BE YOUR SINGLE LARGEST ASSET. YOU MUST CAREFULLY                

          CONSIDER WHO YOU ARE NAMING AS BENEFICIARIES!

1. SGLI is Life insurance.

2. Life insurance is always paid to the persons you name on your beneficiary designation form.

3.    your Will cannot affect on your Life insurance or SGLI.*

4.   You mist name specific persons to receive your Life insurance. You can no longer specify that your       

      SGLI be paid “by law.” You are not required to change an existing SGLI designation “by law,” but we       

      recommend you do so.

5.  If you must name your spouse as the beneficiary of your Life insurance, he or she will receive your Life insurance even if you are separated or divorced! You can only prevent this by changing your beneficiary designation.  Your Will cannot prevent your spouse from receiving your Life insurance.

                                 NAMING  MINORS  AS  BENEFICIARIES

1. If you name a minor child as a beneficiary, your Life insurance will be paid to the minor’s guardian.

The guardian is the person the probate court finds is best-qualified.  You may state who you wish to serve as guardian either by writing  a Will or by writing a letter, but the court will make the final decision. Normally the court appoints the surviving parent of the child as guardian. If there is no surviving parent, normally the court appoints the closest relative of the child who asks to be appointed. Under no  circumstances is Life insurance paid to the State.

2. Money paid to the guardian of the minor does not belong to the guardian! The money is held by the   

guardian, but it belongs to the child and will be paid to the child when he or she becomes an adult, until  that time, the guardian is required to hold and use the money only for the child’s benefit     

3. If you name a relative or friend to receive your SGLI, intending the person to provide for your minor 

child, you must take one of the options discussed below! If you don’t the relative or friend will own the SGLI outright. He or she will have no obligation to provide any money to your child. The money would go to his or hers (not necessarily your child) if the person dies.

                                              THE  BEST  WAYS  TO  LEAVE  SGLI  TO  MINORS

If you trust the guardian of your child (often you ex-spouse) to hold and use the SGLI for the benefit of your child, you have three options:

1. Name a trusted friend or relative to receive the property as custodian for the minor pursuant to the 

Uniform Gifts To Minors Act  (UGMA) or Uniform Transfers to Minors (UGTMA). If you select this option, the custodian will hold the property for the minor until the minor becomes an adult, even if another person such as an ex-spouse is the minor’s guardian. The guardian can apply to the custodian for financial help in meeting the minors needs. If you select this option, you must create a separate UGMA/UTMA account  FOR EACH CHILD.  A sample is printed on the reverse of this handout, or the following language would be sufficient:
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   BENEFICIARY:     “ JOHN DOE, CUSTODIAN FOR MARY DOE, AMINOR, PURSUANT TO THE UNIFORM GIFTS TO MINORS ACTS OR UNIFORM TRANSFERS TO MINORS ACT THEN INEFFECT IN THE CUSTDOIAN’S STATE OF DOMICILE.”  RELATIONSHIP:    “CUSTODIAN”

2.   Create a Living trust and name the Living trust as the beneficiary of the SGLI. In your trust, you can 

specify who will manage the money and when the child will receive it.  THE ASSISTANCE

OFFICE DOES NOT WRITE LVING TRUSTS.  If you already have a living trust, you can use the 
following language on the SGLI certificate to  have the SGLI paid to the trust: BENEFICIARY:    “ MY TRUSTEE, JOHN DOE, UNDER TRUST AGREEMENT DATED MARCH 30, 19XX.”

3.   Create a testamentary trust in your will and then name your trustee to receive the SGLI. As with a Living trust, you can specify who will manage the money and when he child will receive it.   If you already contains a testamentary trust ,  use the following language on the SGLI certificate to have the SGLI paid to the trust:   BENEFICIARY:     “MY TRUSTEE,  JOHN DOE, UNDER MY LAST WILL AND TESTAMMENT.”

*Unless you name your estate as the beneficiary: of the SGLI, which is not normally recommended.

HOW DO I MAKE A BENIFICARY DEED ?  

A private attorney or title company must draft a beneficiary deed.  The cost should be $30.40  After the beneficiary deed is written , it must be recorded with the County Recorder.  Recording fees should be less than $20. 

HOW CAN I CHANGE MY BANK ACCOUNTS TO “PAYABLE ON DEATH ?”
You should contact your bank or other financial institution and request that the be placed in “Payable on Death” or P.O.D. form.  Be careful that the bank does not simply make your beneficiaries the joint owners on the account.  There should be no charge for making this change.

HOW CAN I CHANGE MY MOTOR VEHICLE TITLES TO “TRANSFER ON DEATH ?”

The first step is to obtain your existing title. If the vehicle is financed, the bank should release the title to you temporarily so you can have the title re-issued.  After you have the title, simply take the title to your state’s Department of motor vehicles  (in Missouri, the Department of Revenue)  and have the title re-issued in “transfer on death”  (T.O.D.)   from.  The cost is nominal.

WHAT IS A TESTAMENTARY TRUST ?

A trust created by your Will is called a testamentary trust.  A testamentary trust does not have any effect until you die.  Once created, it is always supervised through the probate court, with all its expense and delay.. It may not be a good idea to make Life insurance payable to a testamentary trust because doing so would subject your Life insurance to probate costs which would otherwise be avoided.

WHAT IS DIFFERENCE BETWEEN A TESTAMENTARY TRUST AND A LIVING TRUST ? 

A living trust is a legal entity somewhat like a corporation; once created and funded, it has a Live of its own. A Living trust holds all your assets during your Lifetime and controls their distribution after you doe as you direct in the trust.  There should be no probate when you die because in a technical sense, you own nothing in your own name.  The trust owns your property and the trust does not die when you do. A Living trust can be an excellent method of distributing your Life insurance.
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HOW CAN A LIVING TRUST HELP AVOID ESTATE TAXES ?

A federal estate tax of 40-55% is imposed on Large Estates. Your estate for tax purposes includes Life insurance and jointly-owned property. Each person has a $600,000 exemption, and there is a 100% exemption for property left to your spouse. For example, if you and your spouse to gather have taxable assets of $700,000, you may leave all your property to your spouse tax-free, but of about $40,000 will be imposed when your spouse dies. A property structured Living trust, however , can take advantage of each spouse’s $600,000 exemption, allowing you and your spouse to pass on an estate of $1,200,000 to your beneficiaries free of tax.

DO I HAVE TO GIVE UP CONTROL OF MY PROPERTY TO A LIVING TRUST ?

You do not lose control of your assets when you transfer them to a Living trust.  You are normally the trustee of your Living trust.  As trustee, your powers are roughly equivalent to being sole stockholder, president and C.E.O. of a corporation. You may buy, sell, trade or give away the assets in the trust so long as you live. You don’t even have to file any special tax returns.  When you die, your appointed successor trustee manages the trust in accordance with your wishes.

WHAT ARE THE DISAVANATAGES TO A LIVING TRUST ?

The only disadvantage is the initial cost in creating the Living trust. Depending how complex you  desire your Living trust to be, a private attorney may charge from $500 to $2000 to create the trust  This, of course, is usually much cheaper than probate.

WHAT KIND OF TRUST CAN THE LEGAL ASSISTANCE OFFICE PREPARE FOR ME ?

The Legal Assistance Office cannot prepare Living trusts due to the limited resources. Simple testamentary trust may be prepared in appropriate circumstances, but due to their major disadvantages, preparation of testamentary trusts is discouraged.

CAN I KEEP A CHILD FROM RECEIVING ANYTHING ?   

Your Will must give a gift to each child of yours, or to the child’s parent. You may specify that your child will not receive anything, but if you fail to mention that child, normally that child will receive a share of your estate

WHO WILL CARE FOR MY MINOR CHILDREN AFTER  I  DIE ?

The probate court will select and appoint a guardian. If the  child has a surviving legal parent, that parent is normally entitled to be appointed as guardian. If there is no surviving legal parent, the court will appoint a guardian. based on the best interests of the child. Usually this is the closest relative of the child who asks to be named as guardian.  You may suggest a guardian in your will or by writing a letter or instruction.  The court will consider your wishes, but is not require to follow them.

WHAT DOES THE GUARDIAN DO ?

The guardian’s job is to care for the child  and often to manage the child’s property  until the child becomes an adult.  After being appointed by the court, the guardian must report back to the court on what property the child owns and how the guardian is using it.  The guardian must get the courts permission before spending the child’s money, and must account for every expenditure. The process is designed to protect the child’s assets until the child becomes an adult,  but since continuous probate is required, there may be considerable expense involved.

CAN MY WILL PRREVENT THE SURVIVING PARENT OF MY CHILD FROM SERVING AS GUARDIAN FOR MY CHILD ?     The surviving parent of a child is the natural guardian of the child.  Courts normally will, upon the surviving parent’s request, appoint that parent as guardian for the child. Your will cannot cut off the surviving parent’s rights.  The court will make the final determination.
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WHAT IS THE UNIFORM GIFTS TO MINORS ACT ? 

The Uniform Gifts to Minors Act   (UGMA)  or Uniform Transfers to Minors Act  (UTMA) is a law in virtually every state which allows you to name a “ custodian” to hold property for a minor child.  Once the custodianship  is established, the custodian normally does not need to report to court and may spend the minor’s money for the minor’s benefit without advance court approval. The custodian may also serve as guardian of the child, or the custodian and guardian may be different persons.

WHAT DO “PER STIRPES” AND “PER CAPITA” MEAN ? 

Your will may make a gift to your children or “to their descendants of deceased child,  per stripes.”  This is a way of protecting your grandchildren. If your child dies, your grandchildren through your deceased child would divide the deceased child’s share.  Your surviving children would still receive the shares they would normally have received.  If you had no grandchildren through your deceased child, your surviving children divide the entire gift. On the other hand, a gift to your children “per capita” causes the estate to be divided only between your living children. Your grandchildren through your deceased child would receive nothing.

WHAT IS PROBATE ?

Probate is the legal process of establishing clear title to the assets in your probate estate.  Probate is the only way your Will can be given effect.

WHEN IS PROBATE NECESSARY ?

Probate is necessary for “titled” property. Real estate, motor vehicles, stocks, bonds and similar property is “titled” property. This property must be probated unless it is not part of your probate estate. Remember, that property is not part of your probate estate if there is a joint survivor, if you have made a non probate transfer of the property, or if it is within a living trust. If probate is required, all property  (not just titled assets) will be included in probate proceedings, including untitled property which otherwise could have avoid probate.

WHERE DOES PROBATE OCCUR ?

Probate of personal property occurs in your state of legal residence.  Probate also occurs in each state in which you own real estate.  If these are different states, the second probate is called “ancillary probate.” For example, assume a soldier  (and legal residence of California) dies at Fort Wood.  He owned real estate and bank accounts in both California and Missouri, corporate stock in a Delaware corporation and household goods in his home in Missouri.  Probate in California would dispose of all his property except the Missouri real estate, which would require ancillary probate in Missouri.

HOW DOES PROBATE WORK?

A personal representative must be appointed to handle the probate estate. If there is a Will, the personal representative is called an executor. If there is no Will, the personal representative is called an administrator. Regardless of the named used, the attorney must petition court to formally appoint the personal representative.

WHAT DOES THE PERSONAL REPRESENTATIVE DO?  

In a full probate, the personal representative first identifies all your property and if necessary has each item professionally appraised. He or she notifies creditors that they can file claims, and then settles those claims. Under the supervision of the probate court, the personal representative sells your property to pay claims and distribute the balance to your beneficiaries.  Of course, the beneficiaries can agree to distribute certain items of property in –kind, or can buy the property at the sale.  After paying all claims, the personal representative accounts for all property and files a proposed final settlement.  If the court approves the final settlement, the money is distributed to the beneficiaries and the estate is closed.  In addition to these functions, the personal representative files all federal and state income and estate tax returns.  Procedures vary by state and can be less complex than those just described.
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I HAVE A SMALL ESTATE, JUST A CAR AND MY PERSONAL ITEMS. HOW WILL MY ESTATE BE HANDLED?     In small estates, your state may provide a simplified probate system.  In general, this system allows your beneficiaries to sign an affidavit and then to receive formal authority to receive your property.

HOW LONG DOES PROBATE TAKE?  

There is no definitive answer.  The process can be over in a few weeks or months or can take two years or more.  Your beneficiaries will not receive their full inheritance until probate is complete.

HOW MUCH DOES PROBATE COST
Full probate can cost thousands of dollars.  State Law vary; attorneys may charge a flat rate or a percentage of the gross value of the estate  (i.e. , with no deduction for debts).  For example, the statutory attorney’s fees on a $ 1000,000 gross estate in MISSOURI would be $3350.00.  In addition, the personal representative is entitled to a fee, and appraiser’s fees, probate court costs and taxes may also be paid from estate.

IS IT TRUE THAT WRITING A WILL AVIODS PROBATE ?

No.  A Will can only be given legal effect through probate.  The only way to avoid probate’s are through joint ownership of property, non-probate transfers and Living trusts.

 HOW DOES JOINT OWNERSHIP PROPERTY AVOID PROBATE ?

Remember that the purpose of probate is to establish clear title to your assets.  When you die,  your joint survivor continues to own the property, without the need to “share” it with you.  Since there is no change in the title, there is no need for probate.

ARE THERE ANY DISADVANTAGES OF JOINT OWNERSHIP ?

Joint ownership only avoids probate so long as there is a surviving joint owner. For example, if a husband and wife own a house jointly, there is no need for probate if the husband dies, but probate will be required when the wife dies because it will then be necessary to change the title. Also, joint ownership is forever – you can’t change your mind later without the consent of the other owner.  Last, the joint owner has full rights to use and enjoy the property. If you make your child a joint owner of your house, that child has the legal right to live in the house against your wishes.

WHAT ARE NONPROBATE TRANSFERS ?

Missouri and some other states allow you to name contingent beneficiaries to real estate, bank accounts and motor vehicles. To transfer Missouri real estate to your beneficiaries upon your death, you can sign a beneficiary deed. You would sign and record the deed now, but it wouldn’t  be effective until you die.  In the meantime, your beneficiaries wouldn’t have any rights to the property and you could sell it or revoke the beneficiary deed at any time without your beneficiaries’ permission. When you die,  the deed would automatically pass on your real estate to your beneficiaries, free of the probate process.  Missouri also allows “Payable on Death”  (POD)  for bank accounts and “Transfer on Death”  (TOD)  designations for motor vehicles.  These transfers work like beneficiary deeds.  Laws in other states may vary.
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                           INFORMATION  ABOUT ESTATE  PLANNING  AND  WILLS

                                                                   I M P O R T A N T  !

                                     READ BEFORE COMPLETING WILL WORKSHEET

WHO WILL GET MY PROPERTY WHEN I DIE ?

You have the legal right to transfer your property, known as your  probate estate, to any person you desire.  These are known as your beneficiaries, or your heirs,  You can name your beneficiaries with a will, or state law will name your beneficiaries for you.

WHAT IS MY PROBATE ESTATE ?

Your probate estate consists of everything you own when you die, except for jointly owned property. Jointly owned property simple belong to the surviving joint owner.  For married couples, all property bought during the marriage is normally considered to be jointly owned by both husband and wife. If one spouse dies, all jointly-owned property simply belong to the other.  YOUR WILL CANNOT EFFECT PROPERTY IN JOINT OWNERSHIP  UNLESS THE JOINT OWNER DIES BEFORE YOU OR AT THE SAME TIME!

HOW DOES LIFE INSURANCE FIT IN ?

Life insurance (including SGLI) is a contract between you and the life insurance company.  LIFE INSURANCE IS NOT PART OF YOUR PROBATE ESTATE AND CANNOT BE AFFECTED BY YOUR WILL. Life insurance is only paid to the persons you name a your beneficiaries on the insurance form or SGLI form.  Check your beneficiary form yearly.

WHO GETS MY PROBATE ESTATE IF I DIE WITHOUT A WILL ? 

If you die without a will, state law determines who will receive your probate estate.  This is called intestate succession.  Every state guarantees that your spouse and children will receive your entire probate estate.  If you don’t have a spouse or children, your parents (and brothers and sisters, in some states) will receive your property. If you don’t have parents, brothers or sisters, your closest relatives will receive your property. THE STATE CANN’T TAKE YOUR PROPERTY UNLESS YOU HAVE NO RELATIVES AT ALL.

WHAT DOES A WILL DO ?

A will gives you the right to determine who will receive your probate estate.  A will can only be enforced through probate.  Probate will be discussed further in this handout.

DOESN’T EVERYONE NEED AWILL ?

If you don’t have a children, you don’t need a will if you are satisfied with the way the state laws will distribute your probate estate upon your death, and at least one parent survives you to serve as guardian, or your relatives agree as to who should be the guardian of your minor children.

DOESN’T THE ARMY REQUIRE ME TO HAVE A WILL?

No one I the Army can order you to make a will. The Army encourages you to make appropriate arrangements for the care of your family in case you die.  A will may, or may not, be right for you.

IF I HAVE A POWER OF ATTORNEY, DO I NEED A WILL ?

All powers of attorney automatically expire when you die, while wills only become effective when you die. Having a power of attorney therefore doesn’t affect any need you may have for a will.
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I’M SEPARATED FROM MY SPOUSE. CAN I WRITE AWILL TO KEEP MY SPOUSE FROM RRECEIVING ANYTHING IF I DIE ?

It is almost impossible. In addition to receiving any property on which he or she is a joint owner, your spouse can claim a widow’s allowance from your probate estate. This is money or property equal to one year’s living expenses, and is worth several thousand dollars. He or she may also claim a homestead allowance worth several thousand dollars. If any part of the probate estate remains, he or she is entitled to a spousal forced share, the amount of which depends on state law.
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                                            (PRIVACY  ACT STATEMENT  ON  BACK)

                                                            WILL  QUESTIONAIRE 

NAME  (F, M, L )  ____________________________________         GENDER    MALE   FEMALE

STATE  OF  SECURITY  RESIDENCE  (NO ABBREV)________________________________________

SOCIAL  SECURITY  NUMBER _______________________________________

STATGUS        1.   SINGLE/NO CHILDREN            2.    SINGLE/WITH CHILDREN

                          3.   MARRIED/NO CHILDREN        4.    MARRIED/WITH CHILDREN

SPOUSE’S  NAME  (F,M,L)___________________________________ NUMBER OF CHILDREN_____

CHILDREN’S NAMES (F,M,L) _________________________         ______________________________

________________________    ___________________________   _______________________________ 

_______ I WANT A WILL

_______ I ALREADY HAVE A CURRENT WILL

_______ I DO NOT HAVE A WILL, I DO NOT WANT A WILL

_______ I NEED TO MAKE AN APPOINTMENT WITH LEGAL ASSISTANCE

_______ (EXPLAIN ON BACK)

UNIT_____________________________________       _________________________________________

                                                                                           SIGNATURE AND DATE

______________________________________________________________________________________

                                                       DO  NOT  WRITE  BELOW  THIS  LINE

SPOUSE  IS      1.  PRIN  BEN        2.  PER  REP          3.   BOTH        4.     NEITHER

CHILDERN  AS  BENEFICIARIES     YES       N O

# OF  PRI   BEN  ___________

NAME                                                             REL            NAME                                                    REL   

_________________________________     _____            _____________________________    _____

_________________________________    ______          ______________________________   _____

_________________________________    ______          ______________________________   _____

#  OF  CON  BEN  (OR  0) _________

NAME                                                           REL             NAME                                                     REL

________________________________   ____              ______________________________    _____

________________________________   ____              ______________________________    _____

________________________________  _____            ______________________________     _____

PER REP  _____________________________     ALT  PER  REP ____________________________

                                                                                (OR NONE)

GUARDIAN ___________________________   ALT GUARDIAN ___________________________

(OR NONE)                                                             (ON NONE)

                                                                                    ATTORNEY______________________________

_____________________________________________________________________________________

FLW Form 1844 (Rev 1 Nov 87)    Previous  Obsolete
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(CONT)

PRIVACY  ACT  STATEMENT  - 1.  AUTHORITY:       10 USC  3012,  5  USC  301.  2.

PRINCIPAL PURPOSE:    The will questionnaire is used to facilitate the preparation of a will for the soldier.  3.  ROUTINE  USES:   This form is used in the preparation of a will for a soldier and to document that the soldier had an opportunity to make a will.  4.  MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION:   Disclosure is entirely voluntary and failure to provide necessary information will have no adverse effect upon the individual.   Failure to provide the necessary information will prevent a satisfactory will from being executed for the soldier.

                                                                                  N-2-3

                                                                              DRAFT       

 UNDERSTANDING YOUE POWER OF ATTORNEY  (POA)

It is the policy of this office that you understand the meaning and effect of your power of attorney (POA). BELOW ARE SOME QUESTION ASKED ABOUT POAS. You should use the information contained in this handout in making a decision to execute a POA. 

1. WHAT IS A POWER OF ATTORNEY ?  A POA is one of the strongest legal documents one person  

can give to another. A POA is a document authorizing another person to act in your behalf when you are personally able to participate in the transaction because of deployment or some other absence. If you are giving the POA, you are the PRINCIPAL. The person to whom you give the POA is called your AGENT. The PINCIPAL is legally bound by the acts of his AGENT.

2.  I HAVE HEARD THAT THERE DIFFERENT TYPES OF POWERS OF ATTORNEY. WHAT ARE THEY ?

     A.  General power of attorney  gives your agent unlimited authorization to act with respect to any matter. Your agent can do anything you can do personally and your agent’s actions will be legally binding on you. Your agent can register your car, AND file your income tax, AND do anything and everything else you could do yourself. Although these POAs are useful, they have a great potential for abuse because your agent can also sell your property AND borrow money in your name AND use your credit cards. You should only give a general POA to someone in whom you have absolute trust and confidence. 

    B.  A special Power of Attorney  permits your agent to exercise power only in special situations and only  

to do certain specific things, such as sell your car OR ship your household goods. OR cash a paycheck. This  type of POA has certain advantages over a general POA because your agent’s authority is limited and it presents less opportunity for fraudulent use. The disadvantage is that you not be able to anticipate all of the special situations in which you may need someone to act for you. Unless a Special POA gives the agent the specific authority to act for you in a certain  situation, your agent will not be authorized to act in your 

 behalf, no matter how desperate the situation.

3.  WHAT TYPE OF POA IS RIGHT FOR ME ? You must make this determination by balancing your 

needs against the risk abuse presented by any POA. You should grant no greater power than is absolutely necessary, but you should make sure the power you grant is sufficient to meet your needs.

4. WHO SHOULD I APPOINT AS MY AGENT ?  As there are many opportunities for the abuse or  

fraudulent use of a POA, You should appoint only someone in whom you have great trust and confidence. It is typical to appoint your spouse, a parent or a close trusted  friend as your agent.

5. WILL EVERYONE ACCEPT MY POA ?  You should be aware that third parties such as banks and  

business are not required to accept or acknowledge your POA; it is totally within their discretion to do so. You should check with the institutions you frequently do business with in advance regarding their policies in regard  to the acceptance of POAs.  Many banks or business have their own POA  forms which they may require you to complete. Again, verify in advance  that your POA will be accepted by your bank or the local business you patronize.

6.    DO I NEED COPIES OF MY POA ?  When you receive a POA form the Legal Assistance Office, you will receive one original document.  This document will contain the notary’s raised seal and your original signature. You will give the original to  your agent.  Your agent should always keep the original in his possession. The original is the only valid document. Your agent must use the original document to exercise any authority. You may wish to make one copy of the POA for your private record and so that you retain                                                                                                                                                proof of the powers you have given to your agent. You should make no other copies unless absolutely necessary.
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7.  HOW WILL MY POA TERMIATE ?   Each POA  has an expiration date on which the document automatically terminates. At the legal Assistance Office, we will write the POA for no longer than 4 years. You may request that your POA be written for ant shorter period of time. In fact, you should not make a POA  last any longer necessary. The POA will last until the expiration date unless you revoke it earlier or unless state law impose other time limits.

8.  HOW CAN I REMOVE MY POA BEFORE THE EXPIRATION DATE ?  You may revoke or cancel your POA by destroying the original and all copies of document. You may also take official legal action to revoke the document before the termination date.
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(PLACE PRINT CLEARLY)                                                           (Privacy Act Statement on Reverse)

                                             POWER  OF  ATTORNEY  (POA)  WORKSHEET

NAME   (F,M,L) ________________________________________________________________________

SOCIAL  SECURITY  NUMBER __________________________________________________________

STATE OF LEGAL RESIDENCE __________________________________________________________

STATUS  (ACTIVE  DUTY,  DEPENDENT, OTHER)_________________________________________

**************************************************************************************
PERSON YOU ARE 

GIVING POA TO                                                PERSON’S ADDRESS  (INCLUDE  CITY &  STATE)
________________________________             _______________________________________________

**************************************************************************************

INDICATE  TYPE OF POA:

1. GENERAL                                                         5.    AUTO  (SHIP,  RECEIVE, SELL)

2. BANK  TRANSACTIONS                                6.    HOUSEHOLD  GOODS   (SHIP,  RECEIVE)

3. CHILD  CARE                                                   7.    CLEARING /CLEANING   QUARTERS

4. MEDICAL                                                          8.    OTHER __________________________________

**************************************************************************************

PLEASE  PROVIDE FOLLOWING INFORMATION FOR MEDICAL AND CHILD CUSTODY POA:

CHILD (REN)’S  NAME  (F,M.L                             RELATIONSHIP  TO  YOU

______________________________                        ____________________________________________

______________________________                        ____________________________________________

______________________________                       ____________________________________________

______________________________                       ____________________________________________

**************************************************************************************

PLEASE PROVIDE  THE  FOLLOWING FOR AN AUTOMOBILE POA:

MAKE  AND /OR  MODEL                      VEHICLE ID #

_____________________________          ____________________________________________________

**************************************************************************************

ADDITIONAL  REQUIRED  INFORMATION  AS  NEEDED:

______________________________________________________________________________________

______________________________________________________________________________________

**************************************************************************************

 EXPIRATION  DATE  OF  POA___________________________________________________________                                          

FLW Form 1855 (Rev 1 Dec 92)  Previous Edition Obsolete
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 (cont)

                                                             PRIVACY ACT STSTEMENT

1.  AUTHORITY:     10  USC  3012,  5 USC  301.

2.  PRINCIPAL  PURPOSE:   The power of attorney worksheet is used to facilitate the preparation of a power of attorney for the soldier.

3.  ROUTINE  USES:    This form is used in the preparation of a power of attorney for a soldier.

4.  MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION:  Disclosure is entirely voluntary and failure to provide necessary information will have no adverse effect upon the individual.  Failure to satisfactory power of attorney from being prepared for the soldier.
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                                                                  DRAFT

                                                            PUBLIC  AFFAIRS  FACTS  SHEET

SUBJECT:     Media  Contacts  with Soldiers and  Family  Members

PURPOSE:    To provide guidance regarding the rights and obligations of soldiers and family members when dealing with the press.

1. If approached or contacted by the  media while on Fort Leonard Wood, refer them to the Fort Leonard Wood Public Affairs Office first, and PAO will facilitate any subsequent interview.

2. If the press representative (s)  is not accompanied by an official Public Affairs office representative, request the person’s name, telephone number and agency the person represents (even if you decline to answer any questions or offer any information).

3. Notify the Public Affairs office,  Suite 8,  Bldg  312,  Fort Leonard Wood,  MO,  or call them at  (573) 563 –4013  of the unauthorized press contact.

4. If you decide you would like to talk to the media, and have coordinated with FLW PAO, you should discuss only those topics within your lane, your actual area of responsibility and personal experience.  Avoid expressing personal opinions as they will be viewed as Army opinions once you discuss them while in uniform.  Decline to discuss any matters that may touch on operational security or classified material.  Security is at the source, and you are the source.

5. If you are unsure of the information being requested or of operational security,  refer them to the Public Affairs Office for the appropriate response.

6. Remember – once a source, always a source.  Once you speak with the media, they often remember you after the initial situation is resolved.  Should another situation arise in which they need a military angle or view – point, they may seek you out again for your opinion.

7. Consider the impact of what you say.  In this technological era,  what you say on tape / film can be transmitted almost immediately to the reporter’s editor or newsroom as “live” coverage.  This coverage is often linked to national news  services and may be utilized in other news forums to emphasize certain points – of – view.

8. All interviews with the media should be considered   “on the record. “ Once you make a comment to a news representative, it can never be withdrawn.

9. If you have any  questions or problems concerning press / outside media, visit the Fort Leonard Wood Public Affairs Office,  Suite 8, Building 312. 
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                                                                            DRAFT                                              

                                                      PUBLIC  AFFAIRS  FACTS  SHEET

SUBJECT:     Hometown  News  Release   (DD FROM  226)

Purpose:   To provide guidance regarding the submission of Hometown News Release for Army National Guard / Reserve activities.

1.   You have the opportunity to provide your local papers information regarding your training while here through the HTNR program.  Your unit should have a designated HTNR POC within S1, or the commander, to consolidate requests and they can contact the PAO at 3-4145 for assistance in this matter.

2. The proper method to recognize the unit’s soldiers’ achievements is with a HTNR (DD Form 2266), properly filled out and provided to the Public Affairs Office, Suite 8, Bldg 312, Fort Leonard Wood  MO. 65473.  Remember, the FLW PAO  must receive all HTNRs within 30 days of the event or accomplishment.

 3.   Do not submit DD Form  2266s on every soldier involved in the exercise, but instead a single 2266 with the name of the unit and the event it was involved in.  Attach any fact sheets or background material, when available, on the event to aid in the final development of the news story.

 4.   If a photograph (s)  is sent with the form, it should be a 5-inch by 7-inch, black and white photo with all personnel in the photo identified by rank, first and last name, hometown, unit assigned, and explanation of action in photo.

5.    For further information, guidance in Hometown News Releases, visit the FLW PAO Office or call, Media Relations at:  (573) 563-4145.    
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                                                                 DRAFT

 CDR,  MANSCEN &FLW 

                                                                                                ATTN:   ATZT – PTM – OP

                                                                                                FT  LEONARD  WOOD,  MO

                                                                                                COMM:   573 – 563 –4045

                                                                                                DSN:  676 – 4045

                                                        FACT  SHEET

SUBJECT:    Emergency Operations Center  (EOC)  Rules Regarding Mobilization of Units through FT. Leonard Wood,  MO

Purpose:     To inform mobilizing units arriving on FT. Leonard Wood of the policies and procedures of the EOC in coordination with the Reserve Components Reception Center  (RCRC).

FACTS:

1. The EOC when activated is the focal point for all staff actions, decisions, briefings, and   
control of operations on FT Leonard Wood.

2. The EOC is a restricted area requiring approved access rosters of essential personnel for 

entry. Units will provide access rosters to the EOC and RCRC for entry. In addition, on-call rosters will be provided to the EOC .

3. Initial identification of training and mission requirements or shortfalls are identified by the 

RCRC and communicated to the EOC.

4. All operations, arrival & departure data, location of units, shortfalls, are classified 

information, suspenses, shortfused actions, and taskings are coordinated and monitored by the EOC.

5. Following review of the RCRC, USR validation is accomplished by the EOC and then 

forwarded to FORSCOM on the WWMCCS system.

6. Unit representatives to the EOC will be prepared to provide situation briefings if required.

7. Location of the units while on station will be followed and marked on map located in the 

EOC.

8. Charts will be maintained showing the validation status  of the unit and deployment data.

9. For more specific guidance refer to the FT Leonard Wood EOC  SOP, FM  100-5, 

Operations,  MANSCEN&FLW  Basic Plan, TRADOC  Mobilization & Operations Planning and Execution system  (TMOPES), and the FT Leonard Wood  Mobilization Plan.  
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