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FORT LEONARD WOOD, MO 65473-8807
ATSJ-MPB-T









   01 July 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  701ST Military Police Battalion Policy Memorandum #26 – Work Order Requests

1. Purpose. To outline procedures to be used for requesting all work orders.

2. Applicability. All soldiers assigned or attached to 701st MP Battalion.

3. Procedures. 


a. All assigned companies and battalion staff sections will process requests for work orders and installation job orders (IJO) through the Battalion S-4.


b. The requesting unit must submit a typed memorandum to the S4 detailing the work to be done, the requested priority of the work, and the reason for submission. Upon receipt of the request, S4 will submit the request to DEH and log the project in the appropriate record book. The S4 is responsible for tracking the requested work order or IJO and providing a status to the command. Emergency work orders are exempt from this procedure, provided the action is required after duty hours. If an emergency work order is made in this manner, the responsible section or unit must notify the S4 of the action by the start of the first duty day following the request.


c. All work orders and IJOs requested without the approval of the S4, and bearing a date following the issuance of this policy letter, will be voided by the S4. The S4 will reconcile the IJO listing on the last Tuesday of every month with DEH. An update will be provided to the command not later than the last staff meeting of the month.

4. Point of contact for this memorandum is SFC Adkins at extension 6-1233.

5. ASSIST BY EXAMPLE!


Signed


LTC, MP

Commanding
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Cdr, Company A

Cdr, Company B

Cdr, Company C
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