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STANDING OPERATING PROCEDURE

MOARNG GARRISON AREA, FORT LEONARD WOOD

1.  PURPOSE:  This SOP prescribes the policies and procedures relative to tenants, military units and organizations, civic organizations requests for Fort Leonard Wood ranges, training areas, installation support, logistical support, and Missouri Army National Guard Facilities.

2.  DEFINITIONS:  

a.  “TAG” refers to the Adjutant General of Missouri.

b. Training Site Manager” refers to the individual who is a 

representative of the Adjutant General of Missouri.

c.  “MOARNG” refers to Missouri Army National Guard.

d.  “FLW” refers to Fort Leonard Wood.

e.  “RCD” refers to Reserve Component Division.

f.  “DOL” refers to Director of Logistics Services.

g.  “FMB” refers to MOARNG Facilities Management Branch.

h.  “MANSCEN” refers to Maneuver Support Center.

3.  COMMAND RESPONSIBILITIES:  

a. The Training Site Manager is responsible for:

(1) Operation and supervision of MOARNG facilities and 

land on FLW.

(2) Approval and scheduled use of MOARNG-FLW

facilities by requesting units.

(3) Prescribing and maintaining administrative

control over the Federal and State property not issued to units.  Administrative matters incident to Annual Training (AT) and Inactive Duty Training (IDT).

(4) Employment, control, scheduling, (see PARA 4 for 

priority of scheduling and lead times) and quality  

assurance of full and parttime support personnel, temporary employees, and contractors.  

(5) Maintenance, repair and serviceability of roads, buildings, utilities, telephone installations and other pertinent services.

(6) Designate areas that are Off Limits.

(7) Approval of projects on all facilities and land or 

property owned or occupied by MOARNG.

(8) Safety of personnel, property, and equipment owned 

or occupied by MOARNG or users.

b. Unit commanders utilizing the facilities at FLW are 

responsible for the conduct of troops under their command and complying with the provisions of this SOP, AR’s, NGR’s, MONGR’s, and other directives that may be published.

4.  SUPPORT REQUESTS: Facilities Management Branch hosts a one-stop shop in the Building 1279.  This shop houses representatives from Director of Reserve Components(DRC), Director of Logistical Services(DOLS), and Facilities Management Branch.  Units and organizations will request all requirements IAW Support Request Packet, see Annex A.  Priority of issue in the 1200 area is as follows: 140TH Regional Training Institute, 7TH Civil Support Team, Deploying Units, National Guard Units, All others.  The unit/organization will be contacted, requirements verified and "locked–in” 90 days prior to arrival.  

a. MOARNG Billeting.  The MOARNG has 19 barracks available 

with a total of 890 beds among the buildings.

b. DOL(s) element supports classes I-III of supply and has 

additional facilities on the installation to be utilized by incoming units. The barracks available are 240 beds in one location and 42 housing units with 180 beds available for cadre and officers. 

c. DRC has an element called Reserve Components Division 

which receives and processes all support requests for ranges training areas, and other installation available items. 

d.  MOARNG DINING FACILITY.  Three dining facilities are available.  These can accommodate 80 personnel per hour.

e.  A consolidated dining facility is available on FLW.  

Request use through RCD. 


f.  MOARNG CLASSROOMS/ADMINISTRATIVE BUILDINGS. Eight – 25 person classrooms/admin facility and two – 50 person classrooms/admin facility. 


g. Installation classrooms are available through RCD.

h.  MOARNG VEHICLE STORAGE COMPOUND.  Request for Military vehicle parking above 5/4 ton will be denoted on your request for billeting.  The Motor Vehicle Storage Compound is located adjacent to ECS.  There is adequate space to place a company-sized unit of vehicles. (SEE ANNEX B1 SITE MAP)    

5.  DUTY HOURS: The MOARNG FMB duty hours are 0630-1600, Monday-Friday. 

6.  WORK ORDER REQUESTS: 

a. Tenants – submit an AGMO Form 420 with work order 

request to MSG Cryderman at FMB. If the situation is an emergency during duty hours, call FMB at 596-0919 or after duty hours, see emergency contacts below.

b. Transient – Work request forms will be available and 

submitted to BLDG 1279 during AT and IDT periods.  

7. EMERGENCY MAINTENANCE:

a.  An emergency is defined as any situation that will damage property or cause injury to personnel if not resolved.

b.  UTILITIES:  Failures or defects in any facilities or a winter watchman (yellow light burning) in any building will be reported to the FMB, BLDG 1279.

8. EMERGENCY CONTACTS: 
DUTY HOURS
NON-DUTY HOURS

EMERGENCY

 
911


911

Ambulance

 
596-2155

596-2155

FLW Operator
 
596-0131

596-0131

Military Police 
596-6141

596-6141

Range Control
 
596-2525

596-2525

Red Cross

 
329-3333

329-3333

FMB


 
596-0919

1800-622-1332/Ext 2517/2863

DOL



596-0919

336-4206/417-532-3851

RCD


 
596-0639

774-2842/329-3412


Staff Duty 
 
563-6126

563-6126

9.  VISITORS: All visiting civilian personnel will report to BLDG 1279 and will be extended appropriate courtesies by FMB who will notify the appropriate unit for escort. Visitors will be excluded from the area except with an approved escort.

10.  PROHIBITED PRACTICES:
a. Driving over sidewalks, curbs, lawns, grassy areas,

and ditches in the cantonment area.

b. Climbing on buildings or other installations and power 

poles.

c. Throwing telephone wire or other objects over power 

lines and buildings.

d. Unauthorized removal of construction materials from any 

FLW project site or storage site.

e. Cutting trees without prior approval of the Training 

Site Manager.  Care will be taken to protect newly planted trees.

f. Bringing pets in MOARNG Facilities.

g. Tampering with or unauthorized repair of electrical, 

fire alarms, heating and air conditioning systems, to  include thermostats.

h. Washing vehicles or equipment anywhere except on an 

approved wash rack.

i. Vehicles over 5/4 ton in the cantonment area. 

j. Altering any building, facility, or road network without 

authority of the Training Site Manager.

k. Driving any tracked vehicles or equipment on asphalt or 

sealed roads.  (This applies to dozers, cranes, troop carriers, etc.)

l. Digging holes, trenches or pits in the cantonment area. 

Digging holes, trenches or pits in the field area must be approved by the FLW Installation.

m. Using beds/bedding for other than their intended 

purposes.

n. Tampering with telephone systems or cable television 

coaxial.

o.  Driving or parking civilian vehicles in the equipment 

storage compound.

p.  Parking in other than designated areas.

q.  Exceeding the speed limit in the 1200 Area of 10 MPH.

r.  Installing air conditioners in buildings.

s.  Disposing of Petroleum, Oil, Lubricants (POL) or other 

regulated wastes.

t.  Laying communication or other wiring on the ground in 

the cantonment area without authorization from the Training Site Manager.

u.  Smoking in any MOARNG facilities.

v.  Storage of ammo/pyro in any building in 1200 Area.

11.  ACCIDENTS OR INCIDENTS:  

a. The Training Site Manager, the unit’s chain of command, 

and MANSCEN Safety will be informed immediately of all accidents or unusual incidents (Ref NGR 385-10 and MONGR 27-20).  Types of accidents/ incidents to be reported include but are not limited to the following:

(1) Death or disabling of military or civilian 

personnel.  

(2) Fires and explosions.

(3) Incidents that may have an adverse affect upon 

public relations.

(4) Storm damage.

(5) Training accidents.

(6) Vehicle accidents or incidents on or off post when 

units are training at FLW.

(7) ARNG aircraft accidents or incidents.

(8) Hazardous Material Releases.

b. MOARNG unit commanders will also advise the State Safety 

Office of all accidents or incidents occurring while training at FLW.

12. HAZARDOUS MATERIALS SPILL:
 
a.  Should a hazardous material spill occur, contact the

 Facilities Management Branch at Bldg 1279. (See emergency phone   

 numbers) 

b.  The unit commander of the unit causing the spill will insure the spill is appropriately resolved.


c.  Units will utilize credit cards and fuel at commercial stations to the greatest extent.  Fueling operations will not be allowed in or adjacent to the 1200 area.  All fuel operations if authorized will be at the vehicle storage compound.  Units will utilize drip pan(s) during fueling operations and for vehicles that have fluid leaks.  Hazardous materials spill kits will be present during all fueling operations.

13. ARMS AND AMMUNITION:  
a. Weapons Storage – no weapons will be stored in the 

barracks or administrative/classroom of 1200 Area.

b.  Ammo Storage – One (1) metal connex located at the ASP for unit ammo storage. 

c.  Request connex through FMB (see Annex A).

ANNEX A, Support Requests, 1200 Area 
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Topics of Importance

Scheduling

Operating and Usage Costs

Transportation

ECS

Alpha Roster Requirements

Meals Request

Ammon Storage Connex

Appendices

1
FLW From 694-R

Reserve Component Support Request

2
DD Form 448

Military Interdepartmental Purchase Request

3
Building Support

4
DA Form 2970

Subsistence Report and Field Ration Request

5
Arms Room/Facility Access List

ANNEX B, Maps, 1200 Area
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DINING FACILITY PROCEDURES

Kitchen facilities are fully furnished with range(s), refrigerator(s), freezer, steam table, worktables and sinks.  Other items of equipment used in the preparation and serving of food, in limited quantities, are available upon request.  Units will furnish all other supplies and equipment for preparation and serving of food and clean up.

1. WINDOWS:  All windows will be closed and secured.  Window 

screens will be secured if provided.

2. REFRIGERATORS AND FREEZERS: Refrigerators and freezers will 

not be removed from present location.  They will be washed inside and out with hot soapy water and wiped dry; shelves and racks will be returned to the proper place.  Doors will be left open, and refrigerators turned off.  Freezer will be turned off with the door remaining open.  Rinse solution for refrigerators and freezers – ¼ cup bleach (Clorox), 4 tablespoons baking soda, and 5 gallons warm water.

3. ICE MACHINES: Remove ice, wash inside with hot detergent 

solution.  Rinse with the solution used in refrigerator (see #2 above).  Leave covers open and turn off.

4. RANGES, HOODS AND GRILLS: Range will be thoroughly cleaned 

inside and outside.  Scrub all surfaces with hot detergent solution and degreaser if necessary, especially drip trays, ovens, burner grates, and under surface of stove front.  Hoods will be cleaned of all dust, soot, grease, and lint.  Filters will be removed and cleaned with hot soapy water and air-dried.  Wash grill thoroughly with hot detergent solution, do not use steel wool, dry thoroughly and apply vegetable or mineral oil.  Wall area behind ranges will be scrubbed with hot detergent solution and rinsed with clear water.

5. DINING ROOM TABLES AND CHAIRS: Items will be wiped clean 

with warm soapy water and dried immediately with a dry clean cloth.  Tables and chairs will be placed in original position.

6. TRAY RACKS: Racks will be cleaned with hot soapy water and 

wiped dry.

7. BEVERAGE MACHINES (IF PROVIDED): Milk machines and/or 

beverage dispensing machine will be cleaned with hot soapy water, inside and out and wiped dry.  Milk containers will be removed and doors left open.  Machines will be turned off.
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8. FIRE EXTINGUISHERS: At the end of the training period 

extinguishers will be left in place.  Those that have been used will be reported to the Supply Officer immediately for recharge.

9. SINKS:  Sinks will be cleaned thoroughly with hot soapy 

water and wiped dry.  All drain plugs will be left on the drain board.

10. FLOORS:  Floors will be swept and mopped dry.  Tile floors 

will be buffed using floor care equipment available from building 1237.

11. LIGHTS:  All bulbs will be left in place and turned off.  

Outside lights will be turned off.

12. ELECTRIC SWITCHES: All switches will be left in the “off” 

position.

13. COLD FOOD TABLES: Will be cleaned inside and outside, to 

include legs and wheels.  Inserts and covers will be put in place and the table will be turned off and unplugged.

14. WORK TABLES: Thoroughly clean tables, including drawers, 

utensil racks and legs with hot soapy water and wipe dry.

15. GARBAGE CANS: Trash and garbage will be deposited in 

dumpsters.  Plastic bags will be used to collect and dispose of trash and garbage.  Trashcans will be cleaned with soap and water, separated and left to drip dry.

16. GREASE TRAPS: Post assumes responsibility for maintenance of 

grease traps.

17. FOOD:  All food will be removed.

18. PANTRIES:  Storerooms will be thoroughly cleaned.  The 

shelves will be arranged in hand receipt sequence, starting on right as you enter the room.  Silverware will be tied in bundles of ten and bowls, cups etc. will be stacked with a uniform quantity in each stack to facilitate counting.  Vegetable bins will be scrubbed with a hot detergent solution and rinsed with clear water.  Leave lid open.

19. CLEANING EQUIPMENT/SUPPLIES: Medical safety data sheets are 

required for all liquids and powders used to clean.  Cleaning equipment and supplies brought from home station will be removed from the dining facility prior to clearance.
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20. OUTSIDE AREA: Outside area will be neat, clean and free of 

litter.  Concrete pads will be washed, scrubbed and free of litter.

21. UTILITIES:  Heating thermostat will be turned down to its 

lowest setting.  AC thermostat will be turned up to 80 degrees.  All lighting except emergency/exit lights will be turned off. 

22. ELECTRIC TOASTER: Remove the racks, crumb tray and wash with 

hot soapy water.  The machine (all surface areas) will be washed with hot soapy water and wiped dry.

23. DOORS AND WINDOWS: All doors and windows will be closed and 

locked.

24. SERVING UTENSILS: Wash with detergent, rinse and dry.

25. SERVING TRAYS, KNIVES, FORKS, AND SPOONS: Wash with 

detergent, rinse, and dry.

26. CONDIMENT CONTAINERS (SALT, PEPPER AND SUGAR): Clean 

thoroughly and store dry.

27. KITCHEN EQUIPMENT: Kitchen personnel will not attempt to 

adjust or repair any mechanical equipment in the kitchen.  Notify Facilities Management Branch.
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FACILITY ISSUE AND TURN-IN

BARRACKS, CALSSROOM, AND ADMINISTRATIVE

A. ISSUE OF FACILITIES:

1. Inventory building contents and sign hand receipt for 

building keys, building, and contents.

2. Linen will be issued by DOL Services on hand receipt.

3. The unit must insure upon arrival to FLW, that a DA Form 

1687, Delegation of Authority Signature Card, is turned in to the post laundry, 596-5885, to exchanging dirty linen for clean linen.

4. Issue Hours: 0630-1600, Monday – Friday.  Exceptions will be 

handled on a case by case basis.

B. TURN-IN: 

1. WINDOWS:  All windows will be closed and secured.  Window 

screens will be in place and secured.

2. FLOORS:  Tile floors will be swept, mopped, dry and buffed.  

Carpets will be vacuumed.  Other surfaces will be swept and mopped dry.

3. LIGHTS:  All bulbs will be left in place and lights will be 

turned off.  Outside lights will be turned off.

4. TRASH AND GARBAGE CANS: Trash and garbage cans will be left 

in place.  Plastic bags will be used at all times.  Trash bags will be tied or taped and placed in dumpsters.  Cans will be cleaned, lids left off and clean bags left in place.

5. CLEANING EQUIPMENT: Cleaning equipment brought from home 

station will be removed from the building prior to clearance.  Cleaning equipment issued by Facilities Management Branch will be turned in prior to clearance.

6. OUTSIDE AREA: Outside area around buildings will be policed 

to include cigarette butts, and other litter.

7. BEDS:  Beds will not be moved from their location for any 

reason.  All beds will have a mattress and a mattress cover/pad on them for sanitary reasons.
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8. TABLES, CHAIRS AND DESKS: Furniture will be wiped clean and 

left in place.

9. LATRINES:  Latrines will be mopped and showers will be wiped 

down.  Sinks will be cleaned thoroughly and wiped dry.  Stools will be cleaned with a bowl cleaner, and urinals will be cleaned with warm soapy water.

10. REFRIGERATORS:  Refrigerators will not be moved from their 

location.  Refrigerators will be washed inside and out with hot soapy water and wiped dry.  Shelves and racks, if removed, will be returned to the proper location.  Doors will be left open, and the unit will be turned off.

11. MECHANICAL ROOMS: Mechanical rooms will be kept locked all 

times.  Personnel will not attempt to adjust or repair water heater, furnaces, air conditioning equipment, washers, dryers, etc.

12. HEATING AND AIR CONDITIONING (HVAC): Air conditioning- set 

thermostats to 75 degrees F when air conditioning is required.  Heating- set thermostat to 68 degrees F when heat is required.  Lower thermostat to 55 degrees F at night and during non-operational hours.

13. DAMAGE TO BUILDINGS: Any damage to buildings, to include 

doors, windows, walls, light fixtures etc. will be reported to Facilities Management Branch, BLDG 1279.  Any questions concerning the cleaning or repair of the facilities will be directed to the Facilities Management Branch, BLDG 1279 or 573-596-0919.

14. LINEN:  Soiled linen to be prepared IAW The Post Laundry SOP 

for turn-in.
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