How to get your own 82nd Chemical Battalion Hot/Cold Weather Card

1.  Fill in the DD Form 843 like the attached example.  Here are some hints/clarifications when filling it out:


a.  Block 4b. is the total number of your FINISHED product, ie. the total number of cards you want.


b.  Block 5a. is the size of the FINISHED product.  There are 4 smart cards per page so the page will be cut into quarters.


c.  Block 6 filled in with “2” means that your FINISHED product is two pages (front and back)


d.  Block 8 specifies to use the heaviest weight paper they carry, which is cover stock of 80 pound weight.  Thinner paper is available if so desired.


e.  Block 9 asks if you want the cards in color.  “Ful” means that you want Full color.  If you leave this block empty the cards will be in black and white.


f.  Block 13 gives specific instructions.  If you want the cards laminated, etc. state so in this block.


g.  Block 14 is where the POC name and phone number must be noted.  If color copies are requested, the form MUST be signed by the Brigade Commander in this block.  If color is not desired, the only signature that it needs is that of the Brigade S-1.


h.  Block 16 is for the Brigade S-1 to sign approving the request.

2.  Once the form is filled out with all the appropriate signatures it must be taken up to DOIM for approval.  DOIM is located in the basement of the Engineer section of the MANSCEN.  Make sure that the disk with the power point slide is taken up there along with the DD 843.  DOIM will check the form on the disk to ensure it is valid.  

3.  After the form is signed by DOIM there are two options:  (1) have DOIM deliver the request to the print plant at their convenience or (2) hand carry the form to the print plant yourself.  I highly recommend option (2) to avoid any loss of the document or its attached disc.

4.  Wait for the finished product.  The print plant usually has a two-day turn around on small color print jobs.  They will notify you once the job is completed.

