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AMEDD Student Detachment (ASD) Contact Information
Note: Officers are assigned Human Resource Managers by the officer’s last
name. Enlisted are assigned to one specific Human Resources Manager.

CPT Heather Woodruff
Commander - (210) 221-5731 (Office)
(210) 373-2283 (Cell) or heather.a.woodruff2.mil@mail.mil

SFC Antoine L. White
Detachment Sergeant - (210) 295-3068 (Office)
(210) 381-4669 (Blackberry) or antoine.l.white.mil@mail.mil

Ms. Kaira Jones
Human Resources Supervisor and Enlisted HR Manager
(210) 221-3201(Office) or kaira.g.jones.civ@mail.mil

Miss Janeshia A. Grider
Human Resources Manager for Officers with last names beginning with A-E
(210) 221-5582 (Office) or janeshia.a.grider.civ@mail.mil

Mr. DeMarco Newton
Human Resources Manager for Officers with last names beginning with F- L
(210) 221-3167 (Office) or demarco.s.newton.civ@mail.mil

Mrs. Silas McCarthy
Human Resources Manager for Officers with last names beginning with M-R
(210) 221-5725 (Office) or silas.k.mccarthy.civ@mail.mil

Vacant
Human Resources Manager for Officers with last names beginning with S-Z
(210) 221-3243 (Office)
**Please contact Ms. Jones listed above**

Vacant
Human Resources Manager - (210) 221-3153 (Office)
(All Enlisted)
**Please contact Ms. Jones listed above**

Fax — (210) 221-0740
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Commander’s Critical Information Requirements

It is imperative to contact the commander, detachment sergeant or human
resource manager (in that order) when involved in any of the following:

1. Sexual harassment/assault (if reporting as unrestricted). To report restricted,
following page includes resources.

2. Hospital admissions (all emergencies to include alcohol/drug related
incidents)

3. Arrest/apprehension/incarceration

4. Suicidal Ideations and/or attempts

5. DUI/DWI

6. Domestic violence

7. Aggravated assault

8. Convalescent leave recommendations/approvals by physician

9. Recent natural disaster in local area (earthquake, hurricane, wildfire, etc.)
10.Death of immediate family member (criminal in nature)

11.Death of immediate family member (on military installation/non-military
treatment facility)

12.Racially or ethnically motivated criminal acts
13.Referral by physician to begin MEB process

14.Diagnosis by physician of condition that prohibits or lengthens program
completion

15.Event resulting in media attention
16.Non selection for promotion
17.Presentations/publications of research containing military matters.

18.Law enforcement investigations (to include CID)
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19. Any situation that may prevent or lengthen program completion.
Resources

1. Emergency medical or police response services, first call 911
2. Sexual Assault Crisis Lines:

a) JBSA (Joint Base San Antonio) SHARP (Sexual Harassment
Response and Prevention) 24/7 Hotline: (210) 808-7272

b) DoD SAFE Helpline: (877) 995-5247 or https://www.safehelpline.org/

c) JBSA SHARP Advocacy Center: Providing SARC (Sexual Assault
Response Coordinator), victim advocacy, legal and counseling referrals for all
service branch members and their families affected by sexual assault. Please call
(210) 808-8990.

2. Suicide Prevention Lifeline: 1-800-273-TALK (8255) or
https://suicidepreventionlifeline.org/

3. Chaplain Services: (210) 221-9363 or (210) 221-5010

4. Family Advocacy Program: Provides services to prevent intimate partner
and child abuse by improving family functioning, helping to ease the kinds of
stress that can contribute to abusive behavior and creating a community that is
supportive of families. Offers maltreatment services, new parent support
program, victim advocacy program and outreach/prevention services: (210) 292-
5967

a) Victim Advocacy Program: Victim Advocates provide voluntary, needs
based, immediate and ongoing services to survivors of domestic violence. They
can be reached 24/7 to provide support, help survivors make informed decisions,
walk through various stages involved in a case, along with working to reach an
acceptable resolution. Please call: (210) 292-0418.

i) National Domestic Violence Hotline: (800) 799-7233

ii) Domestic Abuse Victim Advocate Office: (210) 292-0418
iii) Domestic Abuse Hotline: (210) 367-1213

iv)Family Violence Prevention Services: (210) 733-8810

v) Victim Information and Notification (V.I.N.E): 1-800-816-0491 or 877-
894-8463
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b) New Parent Support Program: Offers support, referral services,
education, information for families who are expecting or parenting children from
birth to 3 years. (210) 221-1996

c) Outreach Program: Designed to create community and command
awareness of abuse, provide information of existing services, and provide
specific educational programs at no cost. Programs offered include: Marriage
Enrichment, Parenting Programs, Community Outreach, Weekly Play Group.
Please call (210) 292-5967

5. Legal: (210) 808-0169

6. Military One Source: 800-342-9647 or http://www.militaryonesource.mil/

a) Confidential Help: Sometimes strength means asking for help. Military
OneSource connects you — or immediate family members — to that needed help,
whether it involves spouse education and career opportunities, matters specific
to families with a member with special needs, financial and tax counseling or
other important issues. Military OneSource offers a call center and online support
to connect you to the program or professional to make sure that you receive the
assistance you need. We are here for you 24/7 online and by telephone. No
matter where you serve or live, you always have support. Learn more about who
we serve and eligibility requirements or call Military OneSource 800-342-9647 to
speak with a consultant http://www.militaryonesource.mil/web/mos/confidential-

help

b) Family and Relationships:
http://www.militaryonesource.mil/web/mos/family-relationships

c) Legal Resources Near You:
http://www.militaryonesource.mil/web/mos/leqgal-resources
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Chapter 1: GENERAL INFORMATION
1-1. Welcome

Welcome to the Army Medical Department (AMEDD) Student Detachment
(ASD), 187th Medical Battalion, Medical Professional Training Brigade, AMEDD
Center & School Health Readiness Center of Excellence. Our primary mission is
to serve as your mission command element. According to the first letter of your
last name, you will be assigned a Civilian Human Resource Manager who will
serve as your point of contact throughout your tenure with ASD. ASD Human
Resource Managers coordinate all actions including, but not limited to: finance,
full spectrum of personnel administration (except for new assignments),
MEDPROS data administration, travel and Soldier training support for all
students assigned to the detachment.

Communication is key in all environments but especially where Soldiers
are geographically dispersed. ASD is responsible for roughly 500 Soldiers
throughout CONUS and OCONUS locations. To ensure maximum
communication, you must check messages from ASD often. We are committed
to initiating contact with you and providing you with important and/or relevant
information. We will primarily send messages to your enterprise email account;
however, if you provide a civilian email account, we will send emails there as
well. If you are located far from a military installation and require a CAC reader,
please let us know and we will issue one to you. Please ensure to keep ASD
informed at all times of any and all news (good and/or bad). If there are changes
to your program (i.e. switching majors/degrees) and/or length of program (i.e.
requiring an extension or early completion) please let me now immediately in
order to properly account for you. As well, ensure that your time is spent towards
completing your LTHET program and any off duty employment (to include multi-
level marketing businesses) will not be allowed.

As your Commander, my door is always open. | wish you the best as you
journey toward the completion of your specific program. Remember that you are
a Soldier 24/7 and in the absence of guidance always steer towards the benefit
of our taxpayers, the U.S Army, and the Nation. Note, all students are required to
sign the “Acknowledgement of Receipt and Understanding” located on the last
page of this handbook and return it via email during your in-processing to your
assigned ASD Human Resource Manager for inclusion in your student file.

WOODRUFF.HEATHE bigitaly signed by

WOODRUFF.HEATHER ANN.1245368794
:48-05'00'

R.ANN.1245368794  Date:2019.03.15 15:41:4

HEATHER A. WOODRUFF
CPT, MS
Commanding
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1-2. Purpose

This handbook was created in an attempt to provide answers on
procedural and administrative questions that arise by being geographically
separated from the unit of assignment. This handbook is not a formal regulation
or intended to be comprehensive. Each individual situation and circumstance is
usually different, but this handbook can serve as a guide. Understand that
information changes rapidly and may become outdated

As you read through this handbook there are several titles that are used
that you must be familiar with. The term “Human Resource (HR) Manager” refers
to your primary point of contact within ASD depending on the first letter of your
last name. For all AN, DC, MS, SP and VC students, the term “Academic
Personnel Manager” or PETD Manager refers to your appropriate Corps point of
contact within Professional Education Training Department (PETD). For Medical
Corps students, Graduate Medical Education (GME) will provide you with details
and solutions to academic reimbursements. For AECP students, USAREC is
your point of contact.

1-3. Roles and Responsibilities

a. ASD is a subordinate element of the 187th Medical Battalion, Medical
Professional Training Brigade (MPTB), U.S. Army Medical Department Center
and School Health Readiness Center of Excellence (AMEDDC&S HRCoE). ASD
has UCMJ and mission command authority over of all ASD Soldiers.

b. The Professional Education and Training Department (PETD) is
responsible for fund control/payment of tuition, stipends, and authorized TDY for
fully funded students [in accordance with AR 351-3 (Professional Education and
Training Programs of the AMEDD).

c. HRC (LTHET manager for specific corps branch) is responsible for
generating the LTHET contract, posting contract to the individual’'s OMPF, and
generating orders assigning the student to ASD.

d. PETD, Corps specific, Academic Personnel Managers (non-AECP) are

responsible for functioning as the LTHET academic manager (changes in degree
plans, program extensions, etc).

20190315 VERSION 10 10



e. OTSG is responsible for the academic management (program
extensions or delays) of Graduate Medical Education (GME) students, studying
in civilian hospital/university programs.

f. US Army Recruiting Command (USAREC), Army Nurse Corps (AN)
branch and officer accessions branch are responsible for the academic
management (i.e. changes in degree plans, program extensions, dismissals,
semester grade reviews. etc) of AECP students.

g. The DFAS office of Joint Base San Antonio, Texas, acts on all finance
matters for students assigned to the ASD.

1-4. Address, Telephone Numbers and Email Contacts

Mailing Address: AMEDD Student Detachment
187th Medical Battalion
2745 Harney Path, Room B54A
JBSA-Fort Sam Houston, TX 78234-7678

Fax: (210) 221-0740

24-hour Access: Please contact the commander on their mobile number, either
through a text message or a telephone call. If the commander cannot be
reached, please contact the detachment sergeant on their mobile number.

It is imperative to inform the ASD Commander of any duty status changes,
especially due to hospitalization. If a hospital stay occurs please inform us
immediately. Upon release please send ASD the discharge summary and profile
(if applicable). Most important are acute or chronic illnesses that keep students
away from their duties for more than 24 hours.

Corps Academic Contacts: For changes to academic plans (to include type of
degree change), approvals on extensions, questions about semester hours,
tuition issues, other academic issues, and requests for funded TDYs, contact the
appropriate Corps Academic Personnel Manager at PETD, or GME.

Professional Education and Training Department (PETD)
PETD Chief — (210) 295-9528

PETD NCOIC/Enlisted Programs — (210) 221-0144
SP/VC Academic Personnel Manager— (210) 295-9428
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DC Academic Personnel Manager — (210) 295-9604

DC Education Administrator — (210) 221-0079

MS Academic Personnel Manager — (210) 295-9537

AN Academic Personnel Manager (non-AECP) — (210) 295-0274
AN Education Administrator — (210) 295-9030

PETD Fax — (210) 221-2832

MC Personnel Manager (OTSG) — (703) 681-5037

Department of Pastoral Ministry Training (DPMT) Chief — (210) 221-8721
DPMT Instructional Systems Specialist — (210) 221-8516

1-5. Student Responsibilities

a. Student Handbook All Soldiers assigned to ASD must follow the
guidance provided in this handbook and all appropriate command policies. All
students are required to review program rules IAW AR 350-1, AR 351-3, and AR
621-7, AMEDD HRCoE Reg 351-12, and local/program policies applicable to
their program of study. Students are also required to review their contract prior
to starting their program and additionally required to sign the “acknowledgement
of understanding” (found on the last page of the handbook). Signing the
acknowledgement indicates and confirms that the student read and understood
all ASD command policies and the ASD Handbook.

b. Accountability: Refer to ASD’s Leave, Pass, PTDY, TDY and
Accountability Policy for details. Present for Duty while assigned to ASD may
differ from program, caveats are made in the following subparagraphs.

(1) All: The driving radius will be 250 miles from duty station,
anything outside will require a DA 31 (Request and Authorization for
Leave/Absence) or a DD 1610 (Request and Authorization for TDY Travel of
DoD Personnel).

(2) Full-time Student: If you are attending school, you will be a full
time student every single semester (fall/spring/summer), no exceptions, until
degree completion. If courses required for your degree are not offered during the
summer, please alert PETD and ASD immediately. If you graduate a semester
earlier than anticipated, you will report changes to HRC and PETD immediately
after notification of new graduation date. If your graduation will be delayed,
contact PETD to start extension documentation. If you have a summer internship
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between semesters, ensure ASD, PETD and your consultant are all in
agreeance. If you have enrollment issues, immediately notify PETD, at no time
should you be not enrolled in school when you are supposed to be. Understand
that your place of duty is restricted to a 250 mile radius of your assignment. If you
are traveling outside this radius for school, ensure you consult with ASD for
proper PTDY/TDY documentation. Review AR 351-3, specifically paragraph 4-6
for corps specific details.

(a) Each semester a DA 2125 is due to your PETD
Academic Program Manager to verify your degree plan is on track. This
document lists the classes completed and you will take and in the order you will
take them. ASD does not manage student academic affairs/progress and does
not require copies of the DA 2125. AECP students will turn their required
paperwork into the USAREC Program Director NLT 10 days after the end of each
semester. MC students will maintain communication with GME and inform their
POC of any program changes. Failure to turn in documents on time for most
branches will result in non-payment on all tuition and stipends. A second failure
to turn in documents will result in removal from the program. Each Program will
be governed by their own published policies regarding dismissals. Review AR
351-3, specifically paragraph 4-6 for corps specific details.

(3) ALL: Maintain your AOC/MOS qualifications. Students must
maintain their certifications in order to remain AOC/MOS qualified while they are
in ASD (AECP students will ensure to be MOS qualified during school and until
commissioned as an Officer). Failing to maintain qualifications may result in the
student being needs of the Army if course is failed.

(a) 68W Combat Medic Specialist All 68W's are required to
maintain a current National Registry of Emergency Medical Technicians
(NREMT) certification. Requirements for renewal: 72 Continuing Educational
Units (CEUs), Current Basic Life Support (BLS) qualification, Skills validation-
Tables I-VII and Table VIII (This must be completed through a valid testing site
with a MODS code i.e. Medical Simulation Training Center (MSTC) or MTF
Hospital Education department). CEUs can be acquired through Swank Health at
https://army.swankhealth.com/ and with submitting your completed DA 2125. All
documentation for MODS updates will be submitted to the ASD Detachment
Sergeant.

(b) 68C Practical Nursing Specialist: All 68Cs are required to
maintain a current nursing license. If your state board of nursing requires you to
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complete CEUs in order to renewal you may utilize Swank Health
https://army.swankhealth.com/ or another approved resource by your state
board of nursing. Contact the ASD Detachment Sergeant for questions.

(3). Interns, Residents and Fellows: Your schedules will be
governed by your local programs. Understand that your place of duty is restricted
to a 250 mile radius of your assignment. If you are traveling outside this radius
for work, ensure you consult with ASD for proper PTDY/TDY documentation.
Review AR 351-3, specifically paragraph 4-6 for corps specific details.

(4) All: ASD must be notified of any changes in home address,
telephone number, email address or work number immediately. Failure to
provide accurate contact information can result in duty status changes.

(5) All: You are required to use your Enterprise email account. HRC
will also only contact you via Enterprise. ASD is aware that some personnel may
experience problems with accessing their Enterprise email, and therefore a
secondary email is highly recommended to ensure communication. If you have
an email access problem notify ASD immediately. Upon request, you will be
issued a CAC Reader from ASD.

(6) All: An email accountability exercise will be conducted for every
observed federal holiday. An email will be sent to each student prior to a 4-day
weekend stating when to respond. The usual rule will be to respond no earlier
than that Monday’s evening and no later than 0500 on Tuesday morning. The
email response will simply consist of a proper acknowledgement within the
specified constraints. Observed holidays are (listed by the beginning of the fiscal
year): Columbus Day, Veterans Day, Thanksgiving Day, Christmas Day, New
Year’s Day, Martin Luther King Jr's Day, Presidents’ Day, Memorial Day,
Independence Day and Labor Day.

c. Monetary Gifts and Scholarships: You are prohibited from receiving any
money from a third party to include funding/scholarships from a
school/organization that is not the U.S Army without an ethics review from our
legal office. Please contact ASD In order to initiate an ethical review. This
process is quite common within our population as universities may pay/reimburse
for certain travel/lodging, please do not hesitate to contact us.
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d. TDY funding: If you belong to AN, DC, MS, SP, VC corps please
contact your POC at PETD for guidance. If you belong to Medical Corps, please
contact your POC at GME. ASD does not have funds available for student travel.

e. Special Pay: If you require a special pay contract, please contact ASD
in order to generate your contract. Please be advised that you must contact ASD
stating you want a contract, if we do not hear from you we will assume you do not
want a special pay contract. If you have questions about how much you should
receive please seek guidance from the OTSG Special Pay website.

f. Off-Duty Employment: In accordance with DOD 5500.7-R, AR 351-3
and MEDCOM 600-3, students in long-term civilian education programs are
prohibited from engaging in off-duty remunerative professional employment or
any other off-duty employment that provides monetary compensation. This
includes multi-level marketing/networking and consumer direct marketing
programs. No exceptions will be granted.

g. Height/Weight and Physical Fitness: You will maintain Army
height/weight and physical fitness standards in accordance with AR 600-9 and
AR 350-1. You are required to take a record APFT twice each calendar year.
ASD students will complete a record APFT every April and October, no
exceptions. It is incumbent upon you to find any available Army Physical Fitness
Test (APFT) at or near your training location. We recommend to request an
APFT from a local recruiting office or Army ROTC program. Failure to provide the
required APFT data may result in a Suspension of Favorable Action (Flag).

h. Commissioning Physical: AECP Students will be required to pass a
commissioning physical exam. The commissioning physical must be no older
than 2 years from the end date of your graduation. The best time to do your
physical is during your 2nd year in the program. AECP Soldiers who fail to meet
the guidelines to include height/weight standards at their projected
commissioning date will not be offered a commission and appropriate action will
be taken.

i. Uniform Requirements: The authorized unit crest for the AMEDD
Student Detachment is the 187th Medical Battalion unit crest. The authorized
patch to be worn is the MEDCOM patch until the Medical Professional Training
Brigade patch is widely available. You are authorized civilian attire while
attending school/training. However, all personnel must still meet all Army
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grooming standards at all times. No clothing allowances will be given for civilian
attire.

j- Individual Medical Readiness: All Soldiers are required to be “green” and
fully medically ready. Civilian facilities, to include Logistics Health Incorporated
(LHI), can provide necessary medical readiness services. If you encounter
problems, please contact the detachment sergeant for details or concerns.
Privacy policies will be strictly adhered to throughout the process.

(1) All active component Soldiers are required to have a DNA
sample on file at the DNA repository. If local, report to BAMC Pathology
Department (4th floor) to have a sample taken; or report to your nearest military
Medical Treatment Facility to have the sample taken (if you reside within 50 miles
of a military MTF). Please contact the detachment sergeant for details or
concerns.

(2) HIV exams must be completed every two (2) years and must be
done through a military MTF or LHI. HIV test drawn by a civilian hospital is not
acceptable to update your records.

(3) Vaccines must be up to date prior to your departure
(4) Pregnancy status must be accurate

(5) Physical Health Assessment (PHA) is an annual mandatory
requirement. If you reside further than 50 miles from an Army MTF, utilize LHI.

(7) Post-deployment Health Re-assessment (PDHRA) is completed
between 90-180 days post-deployment. If you reside more than 50 miles from an
MTF, call 1-888-734-7299, option #5. It takes about 15 minutes and is available
24 hours a day. This is an Army requirement for all Soldiers.

(8) Dental readiness must be class 1 or 2 before departing your
duty station. Annual exams are required to be conducted during your
assignment to ASD. If you are seen by a civilian dentist, you will need a DD
2813 completed by your dentist. Once your dentist has completed the form, you
are responsible for sending the document to DENCOM for MEDPROS update by
faxing a copy to (210) 295-0963 and a copy to your HR manager.

(9) Hearing is a yearly requirement. Utilize your closest MTF or
contact LHI.
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K. Enlisted and Officer Record updates: Ensure your ERB and ORB is up
to date prior to your PCS, especially if attending a promotion board during you
tenure at ASD. Timely changes or additions that reflect data prior to your report
date to ASD are not guaranteed.
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Chapter 2. IN-PROCESSING

2-1. Information. Your adherence to these instructions will eliminate many of the
in-processing delays that often result from a permanent change of station. If you
need more guidance, contact your ASD Human Resource Manager. Please do
not contact your HRC assignment officer or your PETD Corps Program Manager
regarding administrative issues (i.e. in/out-processing, finance etc.).

2-2. Before Departing Your Present Duty Station:

a. Review your reassignment orders to ensure all information is correct
and complete. |IAW OTSG/MEDCOM Policy Memo 09-071, Long Term Health
Education and Training (LTHET) and Fellowship Position Review Process Policy,
no orders will be cut for students until a contract is in place. Orders MUST
include the following:

(1) Assigned to: “Student Detachment Students (W077F1)”, Joint
Base San Antonio, TX, 78234 with duty at XXXXXXX (name, location and zip
code of school or training agency you will be attending). The name for ASD
varies by whomever is making the orders, just ensure the UIC is correct. The title
in quotations is what we most frequently see, but it may vary.

(2) Report Date: As stated on your orders, early reporting to ASD
will not be more than 10 days. Prior approval must be coordinated through HRC
and ASD for reporting more than 10 days early.

(3) Service Obligation: The obligation incurred for your training
program should be stated in your orders. Enlisted Soldiers are required to extend
or reenlist to meet service obligations.

(4) The following information: Period of study (must reflect the start
and end dates of your academic program), degree to be awarded and discipline

or major course of study (if applicable).

b. Email a copy of your orders and any amendments to ASD 30 days prior
to your report date.

c. Update all personnel and medical records:
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(1) Ensure your ERB/ORB, to include you DA photo, is updated
especially if you have an upcoming promotion board.

(2) Ensure you are medically ready prior to your PCS. In order to
set-up medical-coverage at your new duty assignment, contact Tricare Prime
Remote.

(3) Ensure your DD93/SGLV are updated.

(4) Complete your IPERMS Review Completion Sheet for Finance
and Personnel Sections from your Official Military Personnel File (OMPF).

d. PCS DA 31 (Request and Authority for Leave) must be completed prior
to departure. If you are authorized PTDY for house-hunting with your PCS, your
DA 31 must be signed by an O5 or above. Ensure the approval authority’s name,
rank and position is typed whether hand or digitally signed. DA Form 31s
without the approval authority’s signature block may cause the entire
period to be charged as leave. If you are within 50 miles of a military
installation, a housing stamp is required.

e. Ensure the following items are out-processed and in your possession
before you leave:

(1) Medical and Dental Records. If doing a no-cost move (not
moving more than 50 miles), keep your medical records at the MTF from which
you receive treatment. If your new location has an MTF, the clinic/hospital will
transfer them for you. If no MTF is within 50 miles of your new location, please
keep the records yourself, in a secure location.

(2) Termination of government quarters statement if quarters were
occupied at previous unit of assignment.

(3) Out-process your local Defense Travel System (DTS) office.

(4) Credentialing: before departing, contact the appropriate
Credentialing Office to ensure your Practitioner’s Credentialing File (PCF)
is forwarded to the new Credential Office. You must also ensure that ASD
has a current license on file for you. But, DO NOT send credentialing packets to
ASD.
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f. Review your personal finances:

(1) Reimbursement for PCS travel and dislocation allowance may
require 6 to 8 weeks processing after all documents are received and
transmitted for computation. You are authorized advanced PCS travel
entitlements, Dislocation Allowance (DLA) and one month base pay advance
from your gaining or losing command. Two additional months of advanced pay
may be requested with justification and command support at your gaining
command. This must be repaid in 12 to 24 months, depending on number of
month’s advance you received. Request advances before you leave your
present duty station. You can request advance base pay up to six months after
you in-process the ASD.

(2) If you do not physically move, you are not entitled to advance
pay. Normally, advance base pay will be prorated over 12 months. BAH rates for
single Soldiers, under the ranks of E-6 and those moving from OCONUS, will be
stopped when they leave their present duty station and will not be reinstated until
after their in-processing has been completed by ASD. Advance pay for single
Soldiers must be fully justified. It cannot be used to defray school costs but only
to defray actual costs of a PCS move.

(3) Your military pay will be placed in accrual (Held Pay Status)
if you fail to in-process ASD within 90 days of your report date and will
include any allotments you might have made. Accrual automatically occurs
only if 90 days expire between departure of your previous duty station and your
arrival to ASD. However, it will occur earlier if you have not reported.

g. If you are planning a Personally Procured Move (PPM), formerly known
as Do-It-Yourself (DITY) move, contact the nearest transportation office to your
duty location for documents and instructions, or log in to the Defense Personal
Property System website.

h. You may be eligible for Temporary Lodging Expense (TLE) during this
move. For further information on TLE, seek guidance from your departing finance
office.

2-3. Reporting to ASD

a. You may report in person and in uniform to ASD, located at Building
2791, 2745 Harney Path, Joint Base San Antonio, Texas, only if your new duty
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location is Fort Sam Houston or San Antonio. You will not be authorized to report
in person if your new duty location is not FSH/San Antonio. In-processing cannot
be started until you have physically reached your new duty station. Your ASD
HR manager will help you with any questions you have regarding in-processing.

b. You will email your HR manager on your report date |IOT report-in and
start your in-processing. Once positive contact is made, your HR manager will
send you ASD’s in-processing requirements. If emailing records, we recommend
using your Enterprise email only. You will complete and turn-in all required in-
processing documents no later than 10 days after your report date.

2-4. Required In-Processing Documents

a. Furnish all information requested on the” AMEDD Student Detachment,
187th Medical Battalion Student In-Processing Sheet.” ASD needs every
question answered and document provided if it pertains to you. Ensure all copies
are clear and legible, finance will kick-back any documents that are hard to read,
thus not processing your travel and affecting the 90-day period of submission.
Please understand that all finance documents are turned in to our local finance
office, thus your packet will be in the mix with everyone else PCSing to Fort Sam
Houston. Please scan and group documents as listed on the checklist (personnel
vs. finance). We encourage you to utilize a proper scanner when submitting all
the required documents. Scanning expenses will not be reimbursable.

b. Orders: A copy of your orders with all pages (back and forth) and
amendments must be sent to ASD with the in-processing packet.

c. DA Form 31: Ensure scanned copies are acceptable by reviewing that
all writing, control numbers and signature blocks are clearly understood. If PTDY
was authorized en-route, the signature block of the O-5 or above approving
authority must be legible. Block 14a must be completed by losing unit.

d. DD 93 and SGLV: Provide updated copies, ensure these documents
are in your OMPF.

e. AECP or LTHET contract: Provide a copy of the contract you signed
with USAREC or HRC, as applicable, for your participation in AECP or LTHET.
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2-5. Finance

a. DD1351-2: Travel Voucher. This form only needs to be completed if you
have a funded move or travel was performed. If you did not travel to your new
home or new school from your previous duty station you do not need to do this.
You must claim DLA on this form if you want to get paid the entitlement; it is not
automatic.

(1) Copies of airline tickets, which were purchased by you, or were
issued to you or your dependents must be included, if applicable.

(2) Original receipts for any reimbursable expenses in excess of
$75.00 must be included with your claim.

(3) Lodging receipts or non-availability statements (if you went to a
military installation for TDY en-route) must be attached. TLE is not claimed on

the travel voucher.

(4) If you received an advance for travel and/or dislocation
allowance, you must annotate it on the form.

(5) Reimbursable Expenses (Block 5). Include all reimbursable
costs incurred in your travel. Be sure to include costs of airline tickets purchased
by you for this travel. Reimbursable expense can include:

(a) Mileage in and around the TDY point, if authorized in
orders.

(b) Rental car, if authorized in orders.

(c) Laundry/incidentals costs ($3 per day) if facilities not
available during your TDY mission.

(d) Taxi fare to/from airport if it was necessary for duty.
(e) Baggage tips at airport/hotel/taxi.
(f) Tolls

(6) After you have completed DD Form 1351-2, check all entries to
ensure they are correct, attach copies of receipts, copies of previous vouchers
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for the same orders number or vouchers submitted for advance payments and
copies of your orders with amendments, if any.

(7) If additional space is needed for any item, use the DD Form
1351-2c for a continuation sheet.

(8) Helpful Hints.

(a) You must list the amount paid for lodging at TDY sites in
block 2. If you do not, the finance office will not pay the correct amount.

(b) We recommend to keep a copy of all receipts for your
own records. This will prove invaluable should a question arise later. When you
receive your payment a receipt of the paid voucher will be returned to you but all
supporting documents will not.

b. DA 4187 (COLA): Check DFAS website to see if your city qualifies
COLA, if so submit application.

c. DA 5960: Authorization to Start, Stop, or Change BAQ. ALL individuals
must complete this form upon both in- and out-processing, including those that
conducted a no-cost move and those in the San Antonio area prior to
assignment. This form certifies authorization to receive BAH at the duty zip code
and not the assigned installation zip code. If this is not processed within the 10
day limit for in-processing you will incur a debt if your previous unit’s location had
higher BAH. BAH waivers need to be requested prior to reporting to ASD and
the approval memorandum must accompany the DA 5960. BAH at the rate of
the new duty station does not start until you have officially signed into ASD.

d. Government Quarters Clearance Certificate: If you moved out of on-
post housing at your last duty station, please provide certificate.

e. Temporary Lodging Expenses (TLE): In accordance with Part H of the
Joint Federal Travel Regulation, you may be authorized to apply for TLE within
CONUS when it is necessary for the member and/or family members to occupy
temporary lodging incident to a PCS.

(1) The TLE applies to all uniformed members and/or dependent
family members who occupy temporary lodging.
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(2) The TLE is authorized for a total of 10 days in connection with a
PCS. Lodging must be within 50 miles of the old or new duty station. The days
spent in lodging can be broken up as you see fit for a total not to exceed 10 days.

(3) If you are near a military installation, you are required to use
guest lodging unless it is full. If guest lodging is not available you must obtain a
statement of non-availability.

(4) Requests must contain the following:

(a) Detailed receipts covering the lodging expense claimed
with a zero balance.

(b) Copy of your PCS orders.

(c) Certificate of Non-availability of Government Quarters if
near a military installation with no lodging availability within.

(5) Restrictions: TLE will not be granted for travel days that will be
reimburse by per diem.

f. Temporary Lodging Allowance (TLA): TLA is only authorized if you are
PCSing from an OCONUS duty station to ASD or your duty location while
assigned to ASD is at an overseas assignment that is entitled to TLA such as
Hawaii. If you are coming from an OCONUS assignment, ensure you have a
copy of your TLA Authorization Memo and DA 4187 in hand prior to departing.
TLA will not be paid if it is not provided. [f your duty location while assigned to
ASD is in Hawaii, or other authorized overseas location, you MUST sign into
ASD immediately upon arrival in the overseas location in order to be paid TLA.
TLA is not authorized to be paid if you are still in a “transit” status for PCS leave.

g. DD Form 2560 Advance Pay Request: If you do not desire an advance,
disregard and go on to the next document. If you desire advance pay, have
moved in conjunction with your PCS, and have proper justification, send the
request with your finance documents.

h. DA Form 1561 Family Separation Allowance: Complete if
circumstances apply to criteria.
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2-6. Travel

a. Household Goods: Maintain contact with the travel office for delivery
of your Household Goods (HHG) or issues with unaccompanied baggage. You
must call the nearest installation’s transportation office to arrange for HHG. Keep
in mind that the nearest transportation office may not be on an Army installation.
If you have questions, please visit their website, www.move.mil, for further
information.

b. Personally Procured Move (PPM): A separate travel voucher, DD
Form 1351-2, and a DD 2278, Authorization for DITY Move, must be submitted to
claim a PPM move. The transportation office at your losing command should
advise and provide you with the required documents, including PPM checklist.

(1). The student is responsible for filing their claim through the
transportation office. DO NOT send claims to ASD.

(2). Claims for reimbursement of a PPM move or rental equipment
must be sent directly to the transportation office.

2-7. ID Cards You must have a current/working Common Access Card (CAC)
and know your PIN. To renew your card or change your pin, report to the closest
RAPIDS office. To locate a RAPIDS office and to schedule an appointment, visit
their website. Please note that DOD ID Card facilities are no longer accepting
walk-ins, except for emergency situations.

2-8. Medical Care Coordinate with TRICARE to update your health coverage
according to your new residence. If you will reside more than 50 miles from a
MTF you will be put on TRICARE PRIME REMOTE where you will have a civilian
Primary Care Manager assigned.

2-9. Payment of PCS Travel Allowances Travel/dislocation allowances will be
paid by electronic funds transfer. Reimbursement should be received 6-8 weeks.
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Chapter 3. FINANCE ACTIONS WHILE ASSIGNED TO ASD

3-1. Finance This section provides you with instructions on financial matters to
help you complete finance actions.

3-2. Leave and Earnings Statement Your Leave and Earnings Statement (LES)
is only available thru MyPay. Please do not mark, alter or hide any information.

3-3. W-2 Form The W-2 Form is only available on the MyPay website. You will
be able to view and print tax statements, manage your TSP, Savings Bonds,
allotments, and change federal and state tax withholdings.

3-4. Employment Verification or Statements of Service for Loans All
employment verifications must be in writing with your signature authorizing ASD
to release of your income information for employment verification for loans. Your
request should be sent to your HR Manager. If you are en-route and have not in-
processed, there may be a delay in processing your employment verification until
your finance information becomes available. You need to provide ASD a current
LES so income information can be verified if necessary for your application.
Please provide a draft memorandum, according to the needs of the requesting
entity, to your HR Manager so the commander’s signature can be obtained.

3-5. Pay Allowances
a. BAH Authorization to Start, Stop, or Change BAQ (DA Form 5960)

(1) Anytime your marital status or any dependents’ status’ change,
you must complete and submit a DA Form 5960. As applicable, you must attach
a copy of your marriage certificate, divorce decree or birth certificate for new
children. This form must be completed during both in/out-processing. If you
have any dependents you are entitled to the BAH WITH rate based on your duty
location unless you have obtained an approved BAH waiver prior to in-
processing. Failure to update your BAH locality or overseas housing allowance
(OHA) can result in a debt to the Army which must be repaid.

(2) If you are assigned family-type government quarters the local

installation will coordinate your payment to the contracting firm. Your BAH will be
sent via allotment to pay for your on-post housing.

20190315 VERSION 10 26



b. Family Separation Allowance (FSH). If you are dual military and ordered
to move more than 50 miles away from your spouse for 30 days or more, you are
authorized FSH.

c. Foreign Language Proficiency Bonus (FLPB). A Soldier no longer is
required to be assigned to a position coded for FLPB. In order to continue to
receive your FLPB entitlement you must contact your HR Manager to get a DA
4187 to authorize you to take the Foreign Language Exam. Once you have
received your results from the testing facility you are required to submit a DA 330
completed by the testing facility to your HR Manager to publish orders
authorizing the pay and any Additional Skill Identifier (ASI). Both requirements
must be completed annually or your entitlement will stop.

d. Other pays. Any Hazardous Duty Pay, Special Duty Pay, etc should
stop as soon as those duties end. If they have not stopped by the time you in-
process ASD, FSHTX finance will stop all entittements once they in-process you.

e. Book Reimbursement Stipend. This pay is once per year. The same
office that pays your tuition pays your book reimbursement stipend. It is a set
amount, paid to every LTHET and AECP student annually, in order to defray the
costs of books and associated school costs. It is not intended to cover the entire
cost of text books. Costs for thesis and dissertations are reimbursable up to their
assigned limits. Students are expected to cover all other books and associated
school costs.

3-6. Pay Changes

a. Change documents must be processed as early as possible. Finance
transaction cut-off dates vary from month to month, which determine mid-month
and end-of-month payments, so documents need to be submitted to your
Personnel Manager as soon as you are aware that a change is needed. The
following forms are required in order to make changes to your monthly pay.
Submit forms to ASD for review and transmittal to Finance for action.

(1) Blank DA and DD forms are available at
https://armypubs.army.mil/

(2) All forms submitted to finance for action must be physically
signed and dated. Any forms received without signature, or with a digital
signature, will not be processed.
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b. Tax Withholdings, Allotments, Thrift Savings Plan changes and Direct
Deposit account information can all be changed via MyPay website
https://mypay.dfas.mil/mypay.aspx.

3-7. Special Pays (Officers Only). These payments are subject to revision
each year by the Department of Defense and eligibility for payment and amounts
of entitlement may change. Please visit the Special Pay website or seek
assistance from your Consultant and HR Manager. Your HR manager will draft
your contract.

3-8. Credentialing: In accordance with AR 40-68, paragraph 4-3, all MC Officers
attending Long-Term Civilian Health Training are required to ensure that the
former credentials committee of the losing MEDDAC or MEDCEN forward the
Practitioner’s Credentialing File (PCF) to:

MEDCOM

ATTN: MCHO-CL-Q,

2748 Worth Road, Ste 26,

Joint Base San Antonio, TX 78234-6026.

FOR DENTAL STUDENTS WITH DUTY AT LACKLAND AFB:

Administrator, Graduate and Continuing Dental Ed
59 Dental Group/SGDE

2133 Pepperrell St., Bldg 3352, Room A1077
Lackland, AFB, TX 78236-5345

FOR ALL DENTAL CORPS OFFICERS NOT AT LACKLAND AFB:

U.S. Army Dental Command

ATTN: Credentialing Coordinator

2748 Worth Rd, Ste 4

Joint Base San Antonio, TX 78234
This is not optional. Failure to confirm credentials with MEDCOM’s office for your
assignment with ASD will delay your ability to practice and/or provide health care
services at any institution. All credentials information is being maintained in a
database called CCQAS and monitored directly by the Army Surgeon General.
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Chapter 4. PERSONNEL ACTIONS, EVALUATIONS, AND TRAINING

4-1. Personnel The information found in this section will help you complete
personnel-type actions during your period of schooling.

4-2. Processing Actions All personnel actions will be sent through your HR
Manager at ASD for processing. Questions about personnel actions should be
directed to your HR Manager.

4-3. Awards All awards will be processed by ASD and will be posted to your
official file. Award recommendations may be considered on a case-by-case basis
but will not be based solely on academic success.

4-4. Identification Cards

a. Military ID Card. You may have your ID card renewed at any Army
installation or RAPIDS location. To renew your card or change your pin, report to
the closest RAPIDS office. Please research to locate a RAPIDS office and to
schedule an appointment.

b. Dependent ID Card. Dependent ID cards can be issued by any military
installation; however, dependents must be enrolled in DEERS first.

c. If you lose your ID card, a memorandum from the ASD commander will
be needed to be issued a new one. Contact your Personnel Manager for this
request.

4-5. Defense Eligibility Enrollment Report System (DEERS)

a. Defense Eligibility Enrollment Report System (DEERS) is a system
used to identify personnel eligible for military benefits. All active duty Army
members are automatically enrolled in the system.

b. If you have family members who are eligible for military benefits, it is
your responsibility to enroll them in DEERS. It is important that you keep your
information updated. Please note, step-children are authorized to be enrolled in
DEERS and TRICARE and to receive military benefits. Make certain that all
fields are correct: Sponsor’s name, Sponsor’s ID/Social Security Number, Patient
Enrollee’s name, Patient Enrollee’s address, Patient Enrollee’s birth date,Patient
Enrollee’s relationship to Sponsor.
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c. TRICARE. If you enroll in TRICARE and the fields do not exactly match
the data in DEERS, enrollment will be delayed, your prescriptions will be
rejected, and the pharmacy claims will not be processed. See paragraph 2-8 for
contact information.

d. Changes to DEERS, addresses, phone numbers must be maintained
current. You can easily make changes by doing the following:

(1) Update your information via milConnect online or call DEERS at
1-800-538-9552.

(2) The following changes must be in person at a RAPIDS Site:
a. Social Security Number — bring SSN card
b. Birth Date — bring certificate

c. Adding a person to your DEERS - bring birth certs or
marriage certs and SSN cards

4-6 Academic Evaluation Reports (AER) (DA 1059 or DA 1059-1) AERSs are
governed by AR 623-3 and DA PAM 623-3. These regulations state, “AMEDD
Soldiers attending courses in long-term civilian education programs of more than
12 months under AR 351-3 will receive a DA Form 10569—1 as follows: The first
report will be initiated 12 months after the beginning of the training program,
an additional report will be prepared every 12 months thereafter and upon
completion of the training, whichever occurs first. An official transcript of
grades will be sent directly to HRC. Refer to Section 5 of the LTHET Contract..”
If your course of study is conducted primarily through a military school or military
hospital you will complete the DA 1059. If you are in a civilian institution, you will
complete a 1059-1.

a. Responsibilities: The AER replaces the Officer Evaluation Report
(OER)/Noncommissioned Officer Evaluation Report (NCOER) while you are in
training. It is your responsibility to ensure that the AER is completed by your
academic/program advisor and that the report is sent to the ASD. Academic
Evaluation Reports for AMEDD students are required annually and upon
completion of the program.

b. Soldiers attending Long Term Health Education and Training (LTHET)
programs receive DA 1059 (service school) or DA 1059-1 (civilian school) to
evaluate their performance and potential for the length of the program or annually
if the program extends beyond a year. Like the Enlisted/Officer Evaluation
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Report, the quality of the AER may be the difference between selection and non-
selection for promotion. Authors unfamiliar to the evaluation system and
nomenclature create a potential disadvantage. Academic advisors in various
settings must understand the importance of the document in the career of the
Soldier in order to grant a justified rating.

c. Allowing immediate access to Army Regulation (AR) 623-3 and
Department of the Army Pamphlet (DA PAM) 623-3 the regulations governing DA
1059 and DA 1059 -1 and examples solidify your opportunity to strengthen the
reports through self-edification and education of your evaluators, giving you
ownership of this requirement.

d. Instructions: Students will complete Section | of the AER and forward it
directly to their advisor. Student’s academic advisor completes Section Il and
returns it to you for forwarding to ASD. ASD Commander will be the reviewer and
input the latest APFT on record within the rated period. The finalized report will
be forwarded to HRC and a copy of the report will be returned to the student.

e. Program Completion: Officers pursuing Master’s, D.Sc. and Ph.D. Degrees
are responsible for completing all work, including thesis and dissertation, during
the training period. If you are unable to complete all work during this period, the
Commander, ASD, must indicate in Section Il of the AER that the training was
not completed. If, at a later date, you do complete all of the degree requirements,
you may take your final transcript and diploma to the Education Center on the
installation where you are assigned and have an AER completed indicating
degree completion for filing in your OMPF.

f. Special Instruction: Official transcripts are to be mailed directly to HRC and
must indicate the degree awarded and the date. Transcripts are not required for
residency or fellowship programs.

4-7. Army Physical Fitness Test (APFT) (DA FORM 705) The Army requires
the Army Physical Fitness Test (APFT) to be completed twice a year. The APFT
will be due in the months of April and October for all ASD Students. A
memorandum of instruction will be released prior to the start of April and October
for proper guidance. It is the responsibility of the student to make arrangements
for an APFT.

4-8. Mandatory Training Due to the highly stressful academic environment,
ASD personnel will not be required to complete the majority of the annual
mandatory training requirements expected of Soldiers in other assignments.
Listed below are the required training subjects. Training updates and notifications
will be provided to students by the detachment sergeant with a NLT completion
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date. All Soldiers will be given a reasonable amount of time to complete any
additional mandatory training requirements as they are received from higher
headquarters. All training certificates will be forwarded to the ASD Detachment
Sergeant for input into the Digital Training Management System (DTMS). Refer
to your civilian training institution or federal agency for any additional training
requirements that they have for you.

(1) Equal Opportunity Training: Pertinent slides will be published.
Training will require review of slides and confirmation from student.

(2) Sexual Harassment/Assault Response Program (SHARP):
Search for latest SHARP course on Army Learning Management System (ALMS)
and complete.

(3) Hot/Cold Weather Safety Training (April/October each year):
Pertinent slides will be published. Training will require review of slides and
confirmation from student.

(4) Global Assessment Tool (GAT):
Training will be provided through AKO and accessible on the homepage’s right
side.

(6) Cyber Awareness Challenge Training and Test: This training
can be found on the IA Training website. This training should be completed

annually.

(5) DA Mandated Training: Guidance will be provided and timeline
will be aligned with the higher echelon.
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Chapter 5. SCHOOL BREAKS AND AUTHORIZED ABSENCES

5-1. Information This chapter provides information on procedures for applying
for authorized absences during your assignment to the ASD.

5-2. School Breaks Your place of duty is the school to which you are assigned.
You will be considered AWOL from your place of duty if you do not have
approval to be absent. Any break in the academic calendar exceeding four
calendar days will require one of the below options:

(1) Submit a leave form in accordance with the ASD Leave and
Pass policy, Policy Letter #1.

(2) Attach to a local Army unit such as a Recruiting Station,
MEPS, Reserve or National Guard for duty and accountability.

(3) Be completing an approved independent study or research
project.

a. Consultant approval must be in writing and notification to
PETD and ASD is required. AECP students will not be
granted independent study or research.

b. PETD, AECP, GDE and GME POCs, as applicable, must
approve all academic summer plans.

5-3. Leaves and Passes

a. All leave and pass requests must comply with the published ASD Leave
and Pass policy and be submitted in a timely manner. No leaves or passes will
be approved if a Soldier, regardless of rank, has not completed their annual
OER/AER, semi-annual APFT, or medically ready. Please refer to the Leave and
Policy for further details.
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5-4. Request for TDY (Temporary Duty) Orders

a. AR 351-3, Professional Education and Training Programs of the Army
Medical Department, authorizes reimbursement for some activities in connection
with Specialty Boards and Continuing Medical Education (CME) and Continuing
Health Education (CHE). Providing application requirements are met, central
funds are prioritized and approval is subject to availability of funds. Requests for
TDY travel required for your training program will be submitted directly to your
PETD POC or OTSG POC for GME.

(1) You will be required to submit a DA Form 3838, Application for
Professional Training, and a statement verifying that the TDY is necessary and
will not interfere with your training program.

(a) Applications for CME/CHE courses must include a
brochure, projected costs obtained through Defense Travel System (DTS).

(b) Requests must be received by your PETD POC or OTSG
POC NLT 75 days prior to the beginning date of the requested TDY period. If
the TDY is OCONUS your POC must receive the request 120 days prior to TDY
start date to allow for processing. If traveling OCONUS, ensure to contact your
HR Manager |IOT process an OCONUS packet.

(c) Applications. Specialty board exam applications must
include a letter from the American Specialty Board, fee schedule, cancelled
checks or credit card statement.

(d) GME Students. For questions and eligibility
requirements for GME students, contact the GME Personnel Manager at 1-877-
MED-ARMY (1-877-633-2769).

(2) If the request is approved, PETD will provide the fund site letter
to the student. The student will ensure that the fund cite letter is uploaded on
their authorization.

(3) The approval authority will be the ASD CDR. In their absence,
the BN S4 will approve travel.

b. Al TDY orders must be created using Defense Travel System (DTS).
DTS is Soldier driven and student must have DTS access (CAC enabled
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program). Ensure to complete all required DTS training and forms during in-
processing

c. Medical Treatment TDY Orders. During your training period, it may
become necessary for you to travel in a TDY status to receive medical treatment.
If you are TRICARE Prime Remote, you need to submit a written request to ASD
providing the following essential information:

(1) Authorization for medical TDY from TRICARE;

(2) Verification of appointment/referral/treatment to include date
and hour of appointment or dates of required care/recovery from TRICARE and
physician;

(3) Type of treatment (in/outpatient);

(4) Purpose of treatment, to include reason that treatment must be
provided at requested TDY location;

(5) TDY / DTS worksheet and profile request sheet provided to you
by your Personnel Manager.

5-5. Submission of TDY Travel Voucher

a. With-in five (5) days after the end of your TDY travel, you must login to
DTS and initiate your Travel Voucher. All receipts must be uploaded for lodging
and any other expenses over $75. If it was a medical TDY any expenditures
your requesting reimbursement for under $75 must also have a receipt. Failure
to provide the required items in the required time may result in a delay in
processing your payment and may result in you being responsible for paying any
charges made to your government travel card.

5-6. Payment of TDY Travel Allowances. Reimbursement should be received
within 72 hours after approving official signs the DTS voucher. You will be
reimbursed by EFT according to your DTS account. If you have an active
Government Travel Card you must use it for TDY. You are responsible for
uploading your voucher and all necessary receipts into the Defense Travel
System (DTS) Website. If you have questions about how to correctly complete
the voucher, please ask your HR Manager. Vouchers that are incorrectly filled
out cannot be approved until they are corrected and the appropriate
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documentation added. This can be a long process so please begin the voucher
process as soon as you return from your trip. If you are not getting an issue
resolved feel free contact the civilian supervisor, detachment sergeant, or
commander and they will help you resolve the issue.
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Chapter 6. MEDICAL AND DENTAL CARE

6-1. Information This chapter provides you with information on medical and
dental care to include instructions on what to do for emergency care, routine
care, and TRICARE phone number.

6-2. Hospitalization Contact ASD as soon as possible, but NLT 12 hours after
admission, if you are hospitalized. If you are unable to contact ASD, a family
member can call to inform the ASD command of your status and can ensure your
duty status.

6-3. Convalescent Leave Send the ASD a copy of the convalescent leave form
provided by the hospital and immediately notify the ASD by phone. Civilian
doctors can provide you a note requesting “at home recovery” or similar to
authorize you convalescent leave. If you will miss class and you need the ASD to
provide notice to your school, you need to request it. We will contact your branch
to let them know of extended absences in case you need an extension due to
medical reasons.

6-4. Health Insurance Coverage While Assigned to ASD

a. Change your Region and Care package. Call TRICARE prior to
PCSing to change your region as necessary.

(1) If you will reside more than 50 miles from a Military Treatment
Facility (MTF), you will be converted to TRICARE PRIME REMOTE (unless you
are on TRICARE STANDARD).

(2) With REMOTE, you will have a civilian PCM who will provide
care for you and your dependents and provide referrals as necessary.

b. For emergencies, call 911 or report to the nearest hospital or 24-hour
clinic, regardless of your location. If you end up in a civilian emergency room,
send the bill to your TRICARE Region and submit a claim.

c. Non-Emergencies, Federal Facilities. When you are out of your duty
station area (beyond 50 miles) for less than 30 days, you and all family members
are entitled to medical care and hospitalization at any Armed Forces medical
facility. When medical facilities of the uniformed services are available, you must
use them. If facilities are not available, you may use other federal facilities such
as Veterans Administration Hospitals or Public Health Service, if available.

d. Non-Emergencies, Civilian facilities. When out of your duty station area

(beyond 50 miles) for less than 30 days and no federal facilities are available,
TRICARE must authorize you to receive care at a civilian facility.
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e. Medical TDY. If TRICARE authorized you to receive care more than
100 miles from your Duty Station 187" Medical Battalion will pay the travel
portion of your TDY. You must contact us for orders. See paragraph 5-4c for
required documents.
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Chapter 7. SCHOOL, ACADEMIC REQUIREMENTS, AND TRAINING
PROGRAMS

7-1. Information This chapter provides you with information and instructions on
civilian school programs and training. This chapter also provides information
which references AR 351-3, Professional Education and Training Programs of
the Army Medical Department.

7-2. Fully-Funded Program The fully-funded program is a full-time civilian
schooling program of 20 weeks or more. You draw full pay and allowances and
are authorized a PCS to attend school. .

a. IAW AR 351-3, no form of tuition assistance is authorized while
participating in any fully-funded program. Forms of tuition assistance include, but
are not limited to: scholarships, grants, or loans to reduce the tuition under the
threshold established by policy. A tuition waiver, approved in writing by the
school, is authorized if current tuition exceeds maximum allowable by policy to
bring the tuition under the cap established by AMEDDC&S HRCoE policy.

b. Tuition cannot be more than the current tuition cap set by AMEDDC&S
Commander for LTHET as indicated in your contract and the current
AMEDDCA&S Policy memo. Refer to current AMEDDC&S policy memo for tuition
caps.

c. Governing Regulation. All Soldiers assigned to ASD and participating in
civilian training programs are governed by AR 351-3. AECP guidelines apply first
for AECP Soldiers and AR 351-3 on topics not covered by the AECP Guidelines.

d. Tuition Payments. Your school has a third party billing agreement
initiated with AMEDD once you register for classes. All tuition payment requests
must be submitted directly to your PETD Program Manager.

e. Stipend. Fully—funded students are given a stipend in the amount
authorized by current policies and procedures, as written in the LTHET contract.
The allocation is intended to offset the cost of books, not cover the entire cost.

f. Scholarships and Grants. Students that qualify for other scholarships
and/or grants must contact their HR manager immediately. You must receive
approval from your Academic Personnel Manager prior to accepting any funds
from a non-Army source. Adverse administrative action or UCMJ proceedings
may be initiated for students who accept any non-Army monies without written
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approval from your CPET or AECP Academic Personnel Manager via legal
review. Any approval you receive will specify if you can receive the money
directly or if it must be credited as tuition credit to the university.
7-3. Partially-Funded Programs (Civilian Facilities) The partially funded
program is a full-time civilian schooling program for officers. The Army authorizes
full pay and allowances but you must pay for all tuition, fees, and textbooks.
7-4. Academic Requirements

a. While attending a civilian institution under a full-time civilian education
program, students must continue enroliment on an uninterrupted basis, including
summer sessions.

b. All students must be enrolled full time and actively attending courses.
A duty status will not be “sitting at home completing research” without proper
authorization from a consultant or Corps Specific Branch Proponent Officer
(CSBPO). All Soldiers will be actively in school, on leave or attached to an Army

unit at any given time, only exception are in-between semester breaks.

c. IAW AR 351-3, full time students are enrolled no less than the following
credits hours per degree/semester:

(1) Graduate studies = 12 hrs or as per school policy
(2) Undergraduate = 12 hrs or as per school policy

(8) Grad Summer = 4 hrs or as per school policy

(4) Undergrad Summer = 6 hrs or as per school policy
(5) Graduate Quarters = 12 hrs or as per school policy
(6) Undergrad Quarters = 15 hrs or as per school policy

d. Students must maintain the GPA associated with their contract and
program guidelines.

e. Request for a change on a previously approved degree plan, must
have written approval by Consultant and/or CSBPO.
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7-5. Extensions of Training Programs. All students are expected to complete
all degree requirements within the time specified on their orders. If additional time
is required, a request must be sent to the right entity.

a. AECP students will submit a request for extension approval to the
Director, Army Accessions Educational Programs Department of Nursing at
USAREC.

b. AN, DC,MS, SP, VC students in LTHET or other programs must first
notify PETD, and then request the extension in writing to the appropriate Corps
Chief’s office for approval. ASD must be informed of extension and provided
proof of extension.

c. MC Officers must make this request through OTSG.
7-6. Withdrawal from the Training Program

a. Students who decide to withdraw from training prior to completion must
submit a request to their appropriate PETD manager. The request must contain
an effective date of withdrawal and a statement from the training program
director indicating acceptance of the withdrawal request. This may result in your
reassignment based on the needs of the Army, return to your MOS/AQC,
reclassification into a new MOS/AQOC.

b. Any Soldier that wishes to drop or withdraw from a course must receive
written approval by their Academic Program Manager prior to the drop/withdraw
deadline established by the school in order to dropping or withdrawing from that
course. Failure to do so may result in the Soldier being required to repay the
Government for tuition or fees already paid to the school.

7-7. Required Reports DA Form 2125 must be turned in to PETD each
semester. Each DA Form 2125 must list completed courses with grades, future
courses with course number for all remaining academic semesters until
graduation. Include anticipated date of graduation (day, month, and year) and
prepare this form in consultation with and signed by the school academic advisor.

a. Subsequent DA 2125s will show changes in your proposed program
of instruction and GRADES. Changes in discipline or graduation date must have
prior approval of your Academic Personnel Manager. The changes will include
approval and signature of your faculty advisor.
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b. Submit DA 2125 to your PETD or AECP managers as applicable
within 10 duty days after the end of each semester, term, quarter, or summer
session. Use the remarks section to explain below average grades, whether
these low grades will affect completion of your training as scheduled, and
whether special arrangements have been made with the school to allow you to
continue.

c. Failure to submit a DA 2125 as required above may result in
removal for your academic program and/or UCMJ action for dereliction of duty.

7-8. Material for Publication or Presentation

1. Any materials which you wish to submit for publication or presentation that
involves operations of the national government, military matters, or foreign policy
must be reviewed and cleared by AMEDDC&S HRCoE’s public affairs officer.
Most official and unofficial materials written or produced by OTSG/MEDCOM
staff require public affairs clearance before being released to the public domain
whether through general publications, speeches, web-based products, oral
briefings, professional medical journals, or other public channels. Most of these
materials can be reviewed at the lowest level by a public affairs officer (PAO) at
the same facility as the author(s).

a. Intent is to ensure the chain of command is aware of and prepared for
impending impact of public release of sensitive information, protects the author(s)
from inadvertent release of protected/sensitive information, and determines if
materials require review by a higher level. Army Professionals must ensure
accurate information is provided to Soldiers, their families, leaders, professional
organizations, and the media.

b. This review is not conducted to halt the release of information and there
is no intent to deny personnel the right to speak or publish information about the
work done. The intent is to ensure transparency while ensuring released
information complies with Army policies, privacy considerations, and operational
security directives.

2. The Director of Communications is the clearance authority for the AMEDD
C&S HRCoE.

a. Approval Process: The author(s) must send the documents directly to
the Director of Communications and notify the CPET Corps Academic Chief. The
Director of Communications will respond with approval or provide comments to
correct. You are not to submit these documents for publication or presentation
prior to receiving such approval. Allow a minimum of 60 days for the review
process to be completed. Upon approval, the documents will be returned to you.
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b. Writings or speeches on topics not involving operations of the national
government, military matters, or foreign policy; letters to the editor; and book or
theatrical reviews expressing personal opinions, but not implying government
sanction, need not be submitted for review. However, an appropriate disclaimer
must accompany manuscripts submitted for publication or presentation in a
private capacity. The following is considered an appropriate disclaimer: “The
views expressed in this article/book/speech are those of the author and do not
reflect the official policy or position of the Department of the Army, Department of
Defense, or the U.S. Government.”
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Chapter 8. PERMANENT CHANGE OF STATION (PCS) AND OUT-
PROCESSING

8-1. Information This chapter contains instructions on PCS and out-processing
procedures to follow upon completing the period of study.

1. All students must be in compliance with ASD requirements before orders will
be generated

a. AECP students must complete, and pass, the NCLEX prior to orders
being generated by USAREC. AECP Students will be allowed 45 days to study
for the NCLEX that is not chargeable as leave upon graduation. No more than
two (2) attempts are allowed. Two (2) failures of the NCLEX results in relief from
the AECP and assignment back to their enlisted MOS to serve out additional
obligation. If an AECP Student requires a second attempt at the NCELX, they will
immediately be placed back on admin time for another 45 days to prepare for
their final attempt at the NCLEX. AECP Students will be required to be attached
to an Army unit, or on leave, starting day 46 or the day after you take the NCLEX
whichever is sooner).

8-2. Departure Date According to the established ASD and current DA policies,
the departure date is governed by the completion date and PCS assignment
orders. An earlier departure date is only authorized if early reporting is
authorized. Students are given 10 calendar days to out-process.

8-3. PCS Instructions and Out-processing

a. Each branch POC at HRC will send Request for Orders (RFO) or
assignment instructions (Al), as applicable, to ASD through the personnel
system. Normally, reassignment instructions are received at least 90 days prior
to completion date and PCS orders will be published NLT 30 days prior to the
specified report date.

b. Upon receipt of an RFO, each student is responsible to alert their HR
manager. In turn, the HR manager will send an out-processing packet for student
completion.

c. Branch POC at HRC must authorize all changes to reassignment

instructions before orders are amended. HRC must initiate RFOs for any
changes to orders, unless the change is per the regulation for PCS entitlements
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and orders. Students are authorized and encouraged to contact their career
branch and Consultant about reassignment.

f. If the student has not received their RFO or Al from HRC within 90 days
of program completion, contact HRC for reassignment instructions and to confirm
reporting date.

8-4. Passports If reassigned is OCONUS, each family member must have an
individual passport, regardless of age. If no fee passports are needed for
dependents, contact the nearest installation passport office.

8-5. PCS Leave Everyone departing ASD must have a DA Form 31 with a thru

date matching their new report date, no exceptions. ASD will authorize PTDY for
house-hunting if requested.
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Chapter 9. ARMY/MILITARY SUPPORT AND OTHER RESOURCES

9-1. MWR. Soldiers can use any MWR facilities or programs at ANY military
installation. If no installation is nearby, students are eligible for free YMCA
enrollment (gym membership). Visit a local YMCA to obtain the proper form.
Once the form is completed, turn in to ASD for certification.

9-2. Legal Assistance. If you are near a military installation, regardless of
service, visit the local legal office for assistance. Legal advice cannot be given
over the telephone.

9-3. Army Emergency Relief (AER). AER provides no-interest loans and grants
to Soldiers and their Families through their chain of command or their local
installation's AER section. AER is the Army's own emergency financial
assistance organization dedicated to "Helping the Army Take Care of Its Own."
AER is a private nonprofit organization incorporated in 1942 by the Secretary of
War and the Chief of Staff of the Army to help Soldiers and their Families. All
ASD personnel requesting AER assistance should contact the ASD Detachment
Sergeant prior to initiating any action. Services can be provided by Navy, Air
Force, Marine Corps, or Coast Guard installations. Visit the AER website for
additional information and services.

9-4. Chain of Command Support. If there is a need of an Army service,

community resource and the service cannot be located nearby, please contact
your HR Manager or chain of command for assistance.
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Chapter 10. AMEDD Student Detachment Policies
Click on each below to view

Policy #4 - Off-Duty Employment;
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11. ACKNOWLEDGEMENT OF UNDERSTANDING RECEIPT
ACKNOWLEDGEMENT OF UNDERSTANDING

| have received, read, and understand the ASD Student Handbook and ASD
Policy Letters # 1 - 10. Any questions have been addressed to the appropriate
POC and have been answered to my satisfaction. | understand that any further
questions that arise during my assignment to ASD will be brought to the attention
of the appropriate POC in a timely manner. | further understand that my failure to
adhere to any of the regulations or procedures listed in this handbook may result
in administrative or UCMJ action taken against me.

This signed acknowledgment statement will be returned with your in-
processing packet or your packet will be incomplete.

LAST, FIRST Ml RANK EMAIL ADDRESS

TELEPHONE NUMBER SIGNATURE AND DATE
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DEPARTMENT OF THE ARMY
ASD, 187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS-WBE 22 February 2019

MEMORANDUM FOR All Personnel Assigned or Attached to AMEDD Student
Detachment, 187th Medical Battalion, Medical Professional Training Brigade

SUBJECT: ASD Leave/Pass/PTDY/TDY and Accountability Policy, Command Policy #1

1. Reference:
a. AR 600-8-10, Leave and Passes, dated 04 August 2011

b. AMEDDC&S OCONUS Leave or Travel Clearance Policy Letter, dated 24
October 2018

c. Battalion Leave and Pass Policy, dated 12 July 2018

2. Purpose: To set responsibilities for ASD accountability. Soldiers are responsible to
provide required documentation within ASD deadlines. ASD staff is responsible for
100% accountability and mitigate loss of Soldier leave.

3. CONUS Leave, Pass, and Permissive Temporary Duty (PTDY): All CONUS
leave/pass/PTDY requests will be electronically submitted via enterprise email, on a
properly filled out Department of the Army (DA) Form 31 and contain the proper
attachments and utilizing the ASD Leave/Pass/PTDY/TDY Request Checklist. Request
under this subsection must be submitted no later than (NLT) 14 calendar days prior to
the requested start date to your ASD Human Resource (HR) Manager. Your supervisor
(person overseeing your attendance at your location) will sign block 12 of DA Form 31
to ensure no conflicts. Reference the ASD Leave/Pass/PTDY/TDY Request
Checklist for required documents to be submitted to ASD.

4. Regular/Special Passes and PTDY: Passes are a favorable action and a privilege.
They will be granted on a case-by-case basis and requires approval from your direct
supervisor and the ASD Commander. These are approved on a case by case basis and
at the description of the Commander. If you have greater than 60 days of leave, passes
will not be approved.

a. Regular Pass/Mileage Pass: Submitted if traveling more than 250 miles away
from duty location. Passes begin after duty hours and will end prior to the start of the
new duty day. A regular pass will not exceed 3 days and will not include any duty days.
Mileage passes for travel to an OCONUS location will require submission of all
requirements for an OCONUS Packet.





MCCS-WBE
SUBJECT: AMEDD Student Detachment Leave, Pass, PTDY/TDY and Accountability
Policy

b. Special Pass: A three-day special pass must include at least one duty day and
be three consecutive calendar days. A 4 day special pass must include at least two
consecutive non-duty days.

c. PTDY: Granted for academic conferences specifically if money or attendance is
gifted. Submit documents to ASD NLT 30 calendar days prior to departure as gifts
must have an approved ethical review. The approval authority for up to 10 calendar
days of PTDY is the Battalion Commander.

5. OCONUS Leave: Soldiers will submit a complete OCONUS leave packet to ASD HR
Manager NLT 75 calendar days prior to travel start date. Late submissions require a
letter of lateness. OCONUS leave requests will follow G-2 procedures, OCONUS Travel
and IATP Information Sheet, and leave requirements. Reference the ASD
Leave/Pass/PTDY/TDY Request Checklist for required documents to be submitted
to ASD.

6. CONUS and OCONUS TDY: All TDY request must be approved by ASD and Soldiers
perspective academic coordinator (PETD, GME, AECP, etc.) ASD does not have TDY
funds, funding must be requested through the Soldiers academic coordinator. Soldiers
need to communicate to both organization of their desire to go TDY. Once Soldiers
receive email confirmation supporting the TDY Reference the ASD
Leave/Pass/PTDY/TDY Request Checklist for required documents to be submitted
to ASD.

7. DoD and Non DoD Conferences: Students must submit a conference packet NLT
120 days prior to departure. Please contact the Commander prior to starting a
conference packet as templates may change. Attached flow chart explains
requirements required depending on your special circumstance.

8. Accountability: All personnel’s daily place of duty will be physically located at
their duty location and attending school/work/Long Term Health Education
Training (LTHET).

a. Soldiers are authorized travel up to a 250 mileage radius from their place of duty
without being on leave/pass/PTDY/TDY status. However, if Soldiers are traveling
greater than 50 miles from their duty location, but will be staying within the 250
mileage radius, they do not need to be on leave/pass/PTDY/TDY status, but do need
to let their HR Manager know for accountability purposes.

b. If Soldiers are not in school/work and it is not a normal weekend or observed
federal holidays, Soldiers will be either attached to another unit or on
leave/pass/PTDY/TDY status, this includes holiday block leave periods, spring break,
summer break, etc.





MCCS-WBE
SUBJECT: AMEDD Student Detachment Leave, Pass, PTDY/TDY and Accountability
Policy

c. When returning from leave/pass/PTDY/TDY you must sign back in to ASD via
email only by contacting your ASD HR Manager. ASD HR Manager will be
responsible to sign the individual’s leave form once the email is received denoting
date, time and location of arrival.

d. The ASD Detachment Sergeant will be responsible for 100% accountability on a
daily basis, if Soldiers fail to comply with accountability they will be marked as
AWOL.

e. ASD will conduct student accountability on a monthly basis and after every long
weekend via telephone, email, and/or text message. It is mandatory for Soldiers to
immediate reply to any student accountability event.

9. This policy is punitive; personnel who fail to comply with this policy may be subject to
UCMJ and/or other administrative actions.

10.The point of contact for this policy is the undersigned at 210-221-5731 or
heather.a.woodruff2.mil@mail.mil

WOODRUFF.HEATHER. Digitally signed by

ANN.1245368794 Date 20100313 1310500
HEATHER WOODRUFF
CPT, MS
Commanding

Enclosures: Click on below to view

:supporting documents .







ASD Leave/Pass/PTDY/TDY Request Checklist

CONUS Leave/Pass (Excludes HI, AK or U.S. Territories — these areas are OCONUS)

Criteria

Yes

No Date/Comments

DA Form 31

Leave & Earnings Statement https://mypay.dfas.mil/mypay.aspx

Itinerary (plane, rail, bus)

MEDPROS (found through AKO)

APFT and HT/WT Compliance

POV Inspection (only if driving outside the mileage radius)

Letter of Lateness (If Applicable)

OCONUS Leave (Includes HI, AK or U.S. Territories —this

includes cruises that leave the U.S.)

DA Form 31

Leave & Earnings Statement https://mypay.dfas.mil/mypay.aspx

Itinerary (plane, cruise)

MEDPROS (found through AKO)

APFT and HT/WT Compliance

OCONUS Leave Travel Request: AMEDDC&S, HRCoE Form 4500.54L

IATP Submittal Verification Email

Profile/ISO-PREP Update Request Form w/ISOPREP Training Cert.

Anti-Terrorism Level 1 Training (Completed within 1 calendar year)

SERE Training (Completed within 36 months)

Letter of Lateness (If Applicable)

CONUS TDY (Does not include Hawaii, Alaska or U.S. Territories)

Active DTS Account wWAMEDDC&S G8

Funding Memo

Approved Authorization in DTS for Travel

Active Government Credit Card (Must contact G8 to have your GOVCC
turned on: 210-221-7230/8402)

AMEDDC&S CONUS TDY Request Form (TRF)

OCONUS TDY (Includes Hawaii, Alaska or U.S. Territ

ories/Tracker ONLY)

All requirements for an OCONUS Leave packet

All requirements for CONUS TDY requirements

AMEDDC&S CONUS TDY Request Form (TRF)

PTDY (In conjunction with all Leave/Pass Requirements)

Complies with all leave/pass requirements

Conference Schedule/Invitation/Print-Out





https://mypay.dfas.mil/mypay.aspx
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Ethical Review

Orders (If house hunting)

a/o:20181215











| ISOPREP/PRO-FILE UPDATE REOQUEST

REQUIRED INFORMATION

Gender:

O Male O Female

First Name: Last Name: Rank:

Current UIC: Full SSN: SERE 100 Date:
WO77F1

UIC ISOPREP/PRO-File was completed (Provide UIC/Unit where you first completed your PRO-File.
UICs/units may be found on the ORB/ERB, under Assignment Information. Civilians use the last
organization where your last PRO-File was completed):

Date(s) of Travel: Location(s) Traveling To:

Cellular Number: Duty Title

ADDITIONAL INFORMATION

Additional Travel Date(s): Additional Location(s) Traveling To:

Additional Information:

« Use this form ONLY if you have submitted an ISOPREP/PRO-File before

- If traveling with additional members (i.e. TDY), each member will submit this request

- Travelers will be emailed a memorandum stating the ISOPREP/PRO-File has been updated
« Submit the request via encrypted email

usarmy.jbsa.medcom-ameddcs.other.g2-support@mail.mil CLEAR THIS FORM










				First Name: 



				Last Name: 



				Rank: 



				Current UIC: W077F1



				Full SSN: 



				SERE 100 Date: 



				Dates of Travel: 



				Locations Traveling To: 



				Cellular Number: 



				Duty Title: 



				Additional Travel Dates: 



				Additional Locations Traveling To: 



				Additional Information: 



				Use this form ONLY if you have submitted an ISOPREP/PROFile before: 



				Additional Location(s) Traveling To: 



				Group3: Off



				Organization where your last PROFile was completed: 



				CLEAR THIS FORM: 














Please provide the following to create a DTS Account with ASD, AMEDD C&S:  







1- Training certificate - * (Programs & Policies - Travel Card 101 MANDATORY - good for 3 years). Found in TRAX Passport link below







2- Statement of Understanding (SOU - signed by traveler and supervisor)..  Attached







3-A complete copy of Inbound PCS Orders (assigning to AMEDDC&S)







4- DTS Profile Sheet ...Attached  







 







The training can be found at: https://www.defensetravel.dod.mil/Passport	
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DEFENSE TRAVEL MANAGEMENT OFFICE

April 2018

STATEMENT OF UNDERSTANDING (SOU)

- The Government Travel Charge Card (GTCC) is mandated to be used by DoD personnel to pay for
authorized expenses when on official travel unless an exemption is granted. This includes temporary duty
travel (TDY), and, per Component guidance, permanent change of station (PCS) travel.

Cardholder must check off each item below.

I understand that I am being directed to:

[l Use my card only for expenses incurred by me for official travel, and my dependents, if authorized
for PCS travel.

] Confirm receipt of my GTCC upon delivery.

] Ensure that my card is activated by my APC before | travel.

] Pay all my undisputed charges by the due date on my billing statement, regardless if my travel
voucher has been processed.

[] Use split disbursement to pay for all outstanding charges.

[] Charge my official expenses to the GTCC wherever possible rather than use cash withdrawals or
another form of payment.

[] File my travel voucher within five business days after completing my travel.

[] Obtain tax exemption information prior to my trip from https://smartpay.gsa.gov/content/state-tax-
information.

O Keep my account number, expiration date and contact information updated in DTS.

] Update my contact information with the travel card vendor, when necessary.

] Notify the travel card vendor, and my APC, if my GTCC is lost or stolen.

[] Complete “Travel Card 101" training initially, and refresher training every three years thereafter.

Complete a “NEW” SOU upon arrival at each new duty assignment, or every three years.

[]

I understand that:

[] Disputes must be submitted within 60 calendar days from the statement date.

L] If I misuse the card, | will be subject to administrative or disciplinary action.

[l Cash withdrawal fees are part of incidental expenses and not separately reimbursable.
[] Online, and mobile, access to my account is available at citimanager.com.

For additional information on the Travel Card, refer to your APC and the DoD GTCC Regulations
(http://www.defensetravel.dod.mil/Docs/requlations/GTCC.pdf).

APC’s Name: Maria L. Aponte APC’s Phone Number: 210- 221-7230

Applicant Name/Signature Date Supervisor Name/Signature






https://smartpay.gsa.gov/content/state-tax-information




http://www.citimanager.com/




http://www.defensetravel.dod.mil/Docs/regulations/GTCC.pdf
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CLICK ON TRAINING




Log into: https://www.defensetravel.dod.mil/Passport




	
























MAKE SURE VIEW ALL IS SELECTED




Courses are listed in alphabetical order. 
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					PROFILE WORKSHEET




					 









					PERSONAL INFORMATION




					 




					 




					 




					 




					 




					 




					 









					1. First Name:














					 




					2. Last Name:









					




					 




					3. MI:














					4. SSN:














					 









					5. Unit ID:









W077F1




					









					6. Rank:









					 




					 




					 




					 




					 




					 









					7. Address Street:









					 




					 




					 




					8. City: 









					 




					 




					9. State:









					10. Zip Code:









					 









					11. Home Phone: 














					 




					12. Work Phone: 









					 




					 




					 




					 




					 




					 




					 









					13. Supervisor: ASD Company Commander 









[bookmark: _GoBack]CPT




					 




					 




					14. Phone:




210-221-5731




					




					 




					 









					15. Govt. Email: 




Alt email:




					




					 




					 




					Do you have or Do you require a Government Travel Charge Card?









					 









					FINANCIAL INFORMATION




					 




					 




					 




					 




					 




					 




					 




					 









					16. Personal Account Type/Institution:




					 




					17. Account Number:









					18. Routing Number: 









					 









					19. Govt. Credit Card #:














					20. Expiration Date:














					 




					









					 









					GOVERNMENT POINT OF CONTACT




					 




					 




					 




					 




					 




					 









					22. Unit: 




 AMEDD STU DET




210-221-5731









					 




					 




					 




					 




					23. Unit Address:




2745 HARNEY PATH STE 187- B54




JBSA FT SAM HOUSTON, TX 78234




					 




					 














Please make sure you have been release from previous unit.
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POV INSPECTION CHECKLIST

NAME SECTION

Veh Make/ Model Drvr Lic# Exp Date /

Veh Color / Year Lic Plate#/ Exp Date /
ITEM WHAT TO CHECK WHAT TO LOOK FOR CHECKOFF
TIRES Condition Tread depth, wear, weathering, evenly sested, Front Rear

bulges, imbedded objects, cuts, bresks. At least
NOTE: No mixing of radial on mm of tread over entire surface
tireg/biastires. (Useapenny and placeit in thetire tread
(Lincoln’ s head facing you and toward thetire).
If you can see dl of Lincoln’s head it is not ok)
Sparetire Sparetire (inflated), jack, lug wrench Pass Fail
LIGHTS Head lights Both high and low beams operational, cracked, Left Right
condensation, secured
Tail lights Lensesintact, tail lights work when turned on Left Right
(red)
Brake lights Lensesintact, brake lights work when brake is Left Right
applied (red)
Turn signals Lensesintact, left and right turn signals blink Front Left Front
(red lightsin rear and yellow lightsin front) Right
Rear
Left Rear
Right
Backup lights Lenses intact, left and right backup lights work Left Right
(White Light)
Four-way flashers Lensesintact, left and right turn signals Front Left Front
flash/blink at the sametime Right
Rear
Left Rear
Right
License plate light Lensesin tact, does light stay on Pass Fail

Windshield Windshield Not cracked, broken or scratched to the degree Pass Fail

/ Windows/ that impairs vision
Wipers Rear Window Not cracked, broken or scratched to the degree Pass Fail

that impairs vision
Windows Windows go up and down, not scratched or tinted Pass Fail
to the degree that impairsvision
Window Controls Check handles, push electric buttons Pass Fail
Windshield Wipers Both wipers areinstalled on vehicle, windshield Pass Fail
wipers work, blades show signs of wear
Mirror Mirror outside Missing, cracked Pass Fail
Mirror inside Missing, cracked Pass Fail
Bumpers Bumper Front Missing, lose, broken Pass Fail
Bumper Rear Missing, lose, broken, bent in any way Pass Fail

to cause ahazard

POV Inspection Checklist Page 1 of 2










POV INSPECTION CHECKLIST —cont.

Brakes Brakes Foot pedal cannot travel more than half way to Pass Fail
floor, does brake light stay on
Emergency Brake Properly adjusted, check emergency brake by: Pass Fail
pull/push emergency brake, apply foot brake,
gently press gas pedal and ensure brake holds
vehicle
Interior Horn Does it work Pass Fail
Defroster front Ensure hot air blows out above the dash Pass Fail
Defroster Rear Check light on dash, if in the winter, ensure it Pass Fail
works by allowing the rear windshield to clear up
Emergency equipment (OPTIONAL) First aid kit, warning triangle, Pass Fail
flashlight, fire extinguisher, blanket, flares,
shovel, chains, toals, etc. (Check host nation laws
for any additional equipment required)
Hester Ensure heater works Pass Falil
Seatbelts Seatbelt Front/Rear Missing, frayed, does not snap Front Rear
(Include shoulder harness
during inspection, may havea
center seat belt)
License/ State drivers license Expired, missing Pass Fail
Decals/ Installation Decal Missing, needsreplacing Pass Fail
Insurance . . ) . . !
License Plate (License plates Expired, check sticker/decal to ensure plateis Pass Fail
match windshield decal — current
Europe only)
Insurance Does the operator have valid insurance Pass Fail
Under the  Brake Filled to the appropriate level Pass Fail
Hood Windshield washer Windshield washer fluid (increased usage during Pass Fail
winter months)
Battery Check the color indicator on the battery — check Pass Fail
terminals, clean and tight, battery held down
securely
Power steering Filled to appropriate level Pass Fail
Hoses Cuts, cracks, leaks, bulges, chaffing, Pass Fail
deterioration
Inspector’s Name Signature
Operator’s Name Signature
Platoon Sergeant/
NCOIC Approval Signature
Date Inspection Date of Follow-up
Conducted Inspection if necessary
Leave/ Pass/
Holiday Dates

POV Inspection Checklist Page 2 of 2













OCONUS TRAVEL INSTRUCTIONS

1. Go to the OCONUS Travel Tracker and determine the required Training for the
country you are visiting.  https://www.fcg.pentagon.mil/fcg.cim  Type in the country
you are visiting and press go at the top of the screen. Be sure to read the Travel Entry
Requirements for Personnel for both Official Travel and Leave Travel. Complete the
required training. Links for the routine training are listed below. Specific training will be
outlined for each country.

ANTITERRORISM - https://atlevell.dtic.mil/at/

SERE - a. Note: Level A training will meet the JPRA Guidance for Joint Standards for
Survival

Evasion, Resistance, and Escape (SERE) Training in Support of CoC (5 Nov 2010) link:
https://prpublic.jpra.mil/Military/References/SERE%20Trng%20in%20Support%200f%2
0

CoC%?20Guidance.pdf. SERE 100.1 computer-based training satisfies the level A
requirement. This unclassified training can be found on the Joint Knowledge Online
(JKO) page http://jko.jten.mil/. Under "Course Catalog" tab, search for course number
"J3T A-US022". 5. For non-CAC users, go to https://jkodirect.jten.mil/, read/accept the
DoD Warning Banner, select the appropriate “First Time Student, no CAC” option and
follow the instructions. Upon acquiring a non-CAC JKO account, under "Course
Catalog" tab, search for course number "J3TAUS022".

ISO-PREP/PRO-File - ISOPREPS should be filed electronically on the Personnel
Recovery Mission Software (PRMS). PRMS is only found on the SIPRnet at
https://prmsglobal.prms.af.smil.mil. Personnel may register for an "individual account".
ISOPREPS can also be filed on NIPRnet with the Pro-File tool located at
https://prmsglobal.prms.af.mil/prmsconv/profile/survey/survey.aspx. An AKO account is
required to access the Pro-File site. AKO can be accessed at https://www.us.army.mil.
The Pro-File software requires you to upload two (2) digital pictures smaller than 200k
to complete. If you have a smart phone or personal digital camera, simply take your
photos and email them to yourself. You will need a head shot (front from the neck up)
and a profile shot (side from the neck up). Recommend the background be of neutral
color, i.e., white, beige, etc. Complete this training before the IATP. If you have
previously completed the training and have a copy of the certificate forward it to me and
| can get the old certificate recertified by G2 .

AOR Location Specific Brief - For travel to any foreign country in the USPACOM
AOR, travelers must receive an AOR Location specific Brief within 90 days of travel. For
countries not designated as CDRUSPACOM Travel. Restricted, travelers may
accomplish the AOR Location Specific Brief requirement by viewing the latest classified
DIA Threat Assessment on SIPRNet

(http://pspusa.hg.pacom.smil.mil/orgareas/J3/J34/J343/Travel%20Requirements/Pages/
default.aspx) or from their unit SSO, Intelligence Officer or Antiterrorism Officer. For
personnel without access to SIPRNet, unit SSO or Intelligence Officer, the requirement
can be met by viewing the Country Specific Information sheet in the unclassified U.S.





https://www.fcg.pentagon.mil/fcg.cfm
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OCONUS TRAVEL INSTRUCTIONS

State Department website http://www.travel.state.gov. For travel to countries/areas
designated as CDRUSPACOM Travel Restricted, travelers must receive an AOR
Location Specific Brief from your unit's Intelligence Officer, SSO, AT/FP Officer or view
the latest classified DIA Threat Assessment on SIPRNet. Alternatively, you may review
the Combating Terrorism Knowledge Base (CTKB). The AOR Location Specific Brief
(via any of the above options) must be completed within 90 DAYS PRIOR TO TRAVEL.

Travel Tracker/ IATP - Effective 1 July 2011, all DoD personnel traveling to foreign
countries worldwide must submit a TT/IATP entry prior to official travel. This includes all
active duty military, activated guard and reserve personnel on official and unofficial
(leave) travel. This also applies to DoD civilians, DoD contractors, and DoD-sponsored
contractors on official travel (not leave). The TT/IATP system enables current and
emerging threat warnings to be sent to travelers. Therefore, all travelers are
encouraged to submit a TT/IATP entry before going on unofficial travel. If DoD family
members are traveling to a foreign country, their sponsor is encouraged to submit a
TT/IATP for them or include them on their submission if traveling in company. A single
TT/IATP entry can list additional travelers if the itineraries are identical. The
TT/IATP program provides the ability to maintain visibility of DoD travelers and deployed
forces throughout the AOR based DoD personnel traveling globally, as well as the
ability to transmit all-hazard threat information via email or cell phone text to the
traveler. It also provides a mechanism for personnel to develop and route their
individual AT Plan for approval when traveling to travel restricted areas. The TT/IATP
program supplements but does not replace the requirement for Theater, Country,
Special Area, or Personnel clearances as required by the Foreign Clearance
Manual. The TT/IATP program is a public key infrastructure/common access card
(PKI/CAC)-enabled, unclassified system accessible at the following URL:
https://iatp.pacom.mil. Direct your attention to the Pre-Travel Instructions. Use the
“REGISTER NEW ACCOUNT” link to gain access. DO NOT SIGN IS AS A

You will need the following info to complete the IATP”
a. Command/Installation — US Army Medical Department Center &School
b. UIC - WO77F1

c. Command Organization Office Code — US Army Medical Department
Center and School (AMEDDC&S), HRCoE

d. Command 24 hr contact number — 210-381-4669 or 210-373-2283
e. First FLAG in Chain of Command — Mr Charles Stevens

f. Approver, Telephone, email address — COL Shauna Snyder (210-221-
6938), shauna.l.snyder.mil@mail.mil






https://iatp.pacom.mil/
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OCONUS TRAVEL INSTRUCTIONS

g. Traveler’s Supervisor — CPT Heather Woodruff, 210-221-5731,
heather.a.woodruff2.mil@mail.mil

k. Alternate Duty Personnel — Your assigned ASD HR Manager email.

Placing your HR Manager as the alternate personnel will allow them to receive the
approval/disapproval email and process your packet quicker; however double
check to make sure that they receive the email.

2. If you are going PTDY and another agency is paying for any portion of your trip you
must request approval through the local Ethics Officer in the JAG Office. You will need
a Proffer letter to accompany the request. The forms are attached. Please read the
instructions carefully and determine which request you will need to complete.

3. Once all the required training is complete (some countries require more than what is
listed above)you will also need to submit in your packet the OCONUS MEMO, DA 31,
flight itinerary or POV Risk Assessment (TRIPS:
https://safety.army.mil/TOOLS/TravelRiskPlanningSystemTRiPS/tabid/630/default.aspx)
and a copy of your most current LES. If you are under the 65 day window then | will also
need a letter of lateness. PTDY requests for 10 days or less are approved by the BN
Cdr, 11-30 days are approved by the General, and 31 or more days are approved by
HRC. Please allot additional processing time (more than the required 65 day window) for
requests that need to be approved by the General or HRC.

5. If you have “ANY” questions please contact your assigned HR Manager.





mailto:alvaro.victoriaflorez.mil@mail.mil
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OCONUS TRAVEL

AMEDD CENTER & SCHOOL
HEALTH READINESS CENTER OF EXCELLENCE

= . = -
Travel Tracker / Individual Anti-Terrorism Plan
-
Current User: Guest
You are here: Home 5 ) - 3 S
= Home | Register New Account | Pre-Travel i | Submit Travel | Counts
B
reenvere
Per the PACOM OPORD 5050-08 and the DOD Foreign Clearance Guide, U.S. Military, DOD Civilians, and/or Contractors traveling into or within the USPACOM AOR — — — — — —
must enter their travel into this system. For U.S. PACOM assigned personnel, all travel worldwide must be entered. Exceptions: Currently, not required for travel to I .
CONUS or to any U.S. Territories or Possessions unless your command requires it. 1 . If Current User |S Set aS ﬂ
This policy is enforced to ensure travelers are aware of, and reamain alert to, possible dangers and/or emerging threats to their personal safety while traveling, as well |g & ” H ) N
as providing CDR USPACOM with immediate geographi(lz accountability and nr;tiflcation capability of/to its personnel or personnel from other COCOMs who are ia their GueSt ’ reg ISter for an N
AOR. y
—— account
Specific Applicability:
Military: Required for both Official (TDY/TAD) and Personal (Leave) Travel. I2_\/_ — _th_ _F)_ TI__ - |
DOD Civilians / Contractors: Required for Official Travel, only, unless otherwise stated in the DOD Foreign Clearance Guide. - IeW e re- raVe v
To utilize this system, you must first register for and activate an individual account using your own CAC. Depending on how your command is set up in the system I |nStrUCt|0nS 4

and the destination you select, you will automatically be sent to either the short-form Travel Tracker (TT) or the long-form Individual Antiterrorism Plan (IATP) which
has an associated rank specific approval process. If your command is not set up in the system, you can submit using the appropriate service "Guest" account. e e e

For travel to an Unrestricted Area in the PACOM AOR, if Theater, Country, and/or Special Area Clearance is required to your intended destination, it must be submitted I 3.Sme |t tl’ave| aftel’ a" ?

independent of and subsequent to (not prior to) submission of this document. Include the following statement in your APACS Clearance Request: "This travel has been

entered into the PACOM TT/IATP Theater Tracking Database." trai n i ng req u i rements
If traveling to a Restricted Area in the PACOM AOR, at a minimum include the rank, name, and title of the Flag Officer or SES who approved the IATP, and the date it h b t
was approved. NOTE: Concurrence of Theater, Country, and/or Special Area Clearance can never be assumed to a PACOM Restricted Area. ave een me

IATP (Individual Antiterrorism Plan) = HARD COPY TRAINING (CAC REQUIRED)

Required for ALL OCONUS Travel Required Documents: + AT Level 1 Training: JKO at
. . https://jkodirect.jten.mil

- IATP Website: - Battalion Cdr’s Approval Memo S:fKodirect.iten.mi

https://iatp.pacom.mil o « SERE Training: JKO at
* AT Level 1 Certificate https://jkodirect.jten.mil

- Use the "Register New Account"

link to request access. An email - SERE Certificate - ISOPREP/PRO-File https://
will be sent to the email account . _Fi prmsglobal.prms.af.mil/
you specify, with instructions to PRO-File/ISOPREP prmsconv/Profile/Survey/
activate the account. + USFK Certificate (Korea only) start.aspx

- Pre-Travel Instructions: https:// + Human Rights Certificate - If a PRO-File has been done
public.seat.nmci.navy.mil/iatp/ (generally for South America) previously (deployment, overseas
default.aspx (Contains training . L assignment), request an update
link « Combating Trafficking in Persons

s) i from the G2
(generally for South America)

- Submit the data as required, . « USFK Training (Korea only): JKO
paying particular attention to the ~ * G1 submits APACS request at https://jkodirect.jten.mil
instructions on the right side of :
the application 9 ’ G1ﬂ:‘as_ final overall approval « Human Rights Training (generally

authority for South America): JKO at

» The required location-specific . Soldiers: IATP/Hard copy required https://jkodirect.jten.mil
briefing is given within the IATP for EVERY trip OCONUS; Civilians: . combating Trafficking in Persons
application required for EVERY DoD-funded J N

. (generally for South America):
Submit a Travel Tracker for travel travel/DoD authorized travel JKO at https://jkodirect.jten.mil

to Alaska, Hawaii, Puerto Rico & | otain ocations require a Force

itori + JKO Account/Login Assistance
US territories Protection Plan. Travelers will be '|kohelpdesk@ite?1.mil or COMM:
. Travel Tracker entries are for travel ~ notified when appropriate. 757.203.5654, DSN: 668.5654
to an area that DOES NOT require Monday - Friday, 24 hours a day

approval in the system. ltis a
visibility/tracking tool for
Commanders.

AMEDDCA&S, HRCoE, G2 Directorate -1- Oct 2015,
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OCONUS TRAVEL

Tips

p— —~e

ELECTRONIC FOREIGN CLEARANCE GUIDE D ’{r‘\?\é:%

L/ o
S ..

ceate

SECTION | PARAGRAPH CHANGE @

Zspts  levowl

TMENT or STATE

llllll

il - (800)600-9332 - DSN 3128383000

~ . maxflesize:20k b owercemmgruss oneastams
(R CEE Browse. wloaduntisaisfied e e o

IATP HARD COPY TRAINING
« Your Command/Installation is: . Sample memo . - ific i i
AMEDDCSS P Country-specific information,

Travel Alerts and Travel Warnings

» Per DoD Electronic Foreign can be found on the U.S. State

- Requests will NOT be Clearance Guide, the travel .
approved more than 60 days requirements for Alaska, Department site state.gov
before travel Hawaii,Puerto Rico, US - Smart phone users: Download

- In the “Additional Information territories or possessions are the SMART Traveler app from
box” enter USFK or Human the same as traveling within the iTunes or Google Play Store
Rights training, or other u.s. _
pertinent information . « S.T.E.P. - Enroll in the Smart

- Recommended best business Traveler Enroliment
» There are NO exemptions practice: Complete all training Program. STEP is a free service
in advance, whether traveling or to allow US citizens/nationals

Family and friends should be
Iistedywithin the IATP as not traveling abroad to enroll with

the local US Embassy or

additional travelers . OCONUS Travel is a two-part

. Official Travel: Multiple process: The G1 is responsible Consulate.
travelers goin.g to the same for administrative processing, - DoD Foreign Clearance Guide
location with identical obtaining country clearance, (https://www.fcg.pentagon.mil/)
itineraries can be listed as and overall final approval Check travel and training
additional travelers with the fauthorltf;(. ThFe G2 '; responsible requirements

e or verifying Force Protection . .

RZ:;%';::&QF;?&,?,S, ;i?‘?:est. requirements have been met - SERE Training for military
dates/details MUST b 9 and making recommendations members: 8 hour module, DoD
entered in the “Additional to the Commander. Please ctvilians: 3 hour module
Information” box. ensure both obligations have « All training must remain current

been met for ALL OCONUS through completion of travel

- Soldiers PCSing OCONUS will travel!
submit an IATP request - PRO-File/ISOPREP Assistance
. COMM 586-239-3701
+ The right column of pages on DSN 312-273-3701

the IATP site contain helpful . If you have previously completed

tips and guidance PRO-File and as a result have an
ISOPREP in the PRMS system
DO NOT re-accomplish PRO-File.

. G1: usarmy.jbsa.medcom-ameddcs.mbx.g1-oconus@mail.mil . G2: usarmy.jbsa.medcom-ameddcs.other.g2-support@mail.mil

AMEDDCA&S, HRCoE, G2 Directorate -2-
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CONFERENCES

Often referred to as expositions, conventions, symposiums, seminars, workshops, exhibitions, or meetings. Regardless of how the event is titled, conferences typically involve
topics of interest to, and the participation of, multiple agencies and/or non-Federal participants. In addition to attendee travel, indicia of a conference include, but are not lim-
ited to, a registration process, registration fees, use of commercial facilities, a published substantive agenda (typically on a Web site), scheduled speakers or discussion panels,

multiple-day agendas, guest speakers, affiliated social events, and the use of official representation funds in support of the event. Generally, the presence or absence of any

one indicator is not enough to determine whether the event is a conference; you must weigh the presence of all the applicable indicia. In almost all cases, events that include
Government-funded travel and are conducted in commercial facilities instead of government-owned facilities are conferences. IAW Army Directive 2016-14

—— e

’ —

1. ARMY HOSTED CONFERENCES 2.

No conference approval memorandum required

for attendance. for attendance.

DoD HOSTED CONFERENCES

No conference approval memorandum required

3. NON-DoD HOSTED CONFERNCES

Attendance requires approval from the Brigade Commander if:
e The conference is less $100,000
e Less than 50 attendees

CONFERENCES WITH SPECIAL CIRCUMSTANCES

a. Offers of Free Travel (Unofficial)

SM will be traveling incident to training in non-government facilities or attendance at a
meeting and the Non-Federal 501 (C) (3) source has offered to pay for the travel and related
expenses which will be provided either in-kind or by check payable to the Army employee.
You must submit:

I. Approval of Acceptance of Travel Benefits Under 5 U.S.C § 4111
II. Proffer Letter from Non-Federal Source
. DA 31 for leave

b. Offers of Free Travel (Official)

SM will be traveling, attending, and participating in an official capacity and the Non-Federal
source has offered to pay for the following travel and related expenses which will be provided
either in-kind or by check payable to the Department of the Army.

I. Approval of Acceptance of Travel Benefits Under 31 U.S.C § 1353
II. Proffer Letter from Non-Federal Source
1. DA 31 for PTDY
IV. Memorandum of approval with conference agenda and attendee justification
V. Close out report

To request conference approval you will need the following
NLT 90 days from departure:
I. Memorandum for Approval
II. DTS Trip Preview Print-out

Close-Out report must be submitted NLT 45 days from last day
of conference.
I. Trip Report
2. Actuals

EXEMPTIBLE EVENTS - FORMAL CLASSROOM TRAINING

This exemption would include activities such as regular courses of instruc-
tion or training seminars offered by government organizations, institutions
of higher learning or professional licensure/certification, or other training
entities. However, events are not exempt simply because they offer contin-
uing education credits or the equivalent. Even when a portion of a larger
event involves formal classroom training, this does not mean that the event
as a whole falls within this exemption. For instance, if the annual meeting
of Organization X has sessions that are comprised of formal classroom
training but the remainder of events do not, the event as a whole does not
fall within the exemption. Formal classroom training conducted in a confer-
ence center, hotel, or other commercial facility does not qualify for this
exemption unless a college or university conducts the training.










NON-DoD HOSTED CONFERNCES

Attendance requires approval from the Brigade Commander if:
e The conference is less $100,000
e Lessthan 50 attendees

For approval you will need the following NLT 90 days from depar-
ture:
I. Memorandum for Approval
II. DTS Trip Preview Print-out
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OFFERS OF FREE TRAVEL (UNOFFICIAL)

SM will be traveling incident to training in non-government facilities or attendance at a
meeting and the Non-Federal 501 (C) (3) source has offered to pay for the travel and related
expenses which will be provided either in-kind or by check payable to the Army employee.
You must submit:

I. Approval of Acceptance of Travel Benefits Under 5 U.S.C § 4111
II. Proffer Letter from Non-Federal Source
Ill. DA 31 for leave
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OFFERS OF FREE TRAVEL (OFFICIAL)

SM will be traveling, attending, and participating in an official capacity and the Non-Federal
source has offered to pay for the following travel and related expenses which will be provided
either in-kind or by check payable to the Department of the Army.

I. Approval of Acceptance of Travel Benefits Under 31 U.S.C § 1353
II. Proffer Letter from Non-Federal Source
Ill. DA 31 for PTDY
IV. Memorandum of approval with conference agenda and attendee justification
V. Close out report

ASD HR SUPV ASD CDR AMEDDC&S SJA ASD CDR 187 BN XO 187 BN CDR
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‘Overall End Point Time Zone: CST (07)

lierary: Leave From: TRIPLER AR MEDICAL CENTER, Hi
Return Location: AN ANTONIO,TX
arriver 16Dec-17
Expenses
Non-ileage:
No.  Expense Type Date cost

‘Gasoline-Rental/Got. Car 12109017 5000

Hotel Sales Tax 12109017 5173.00

BAGGAGE FEE 12109017 5000

Parking - TOV/TAD 12109017 5210.00

Taxi-Ter 12109017 5000

Total: 5533.00
Mieage:
No.. Expense Type Date From T
Ttk 50.00
Per Diem Entitlements
Lodging MEE: Start Date: Enaate Total Logge
View 12109017 216117 $1,239.00
No Accounting Information Available.
53,655.61

s710.61
51,239.00
51,035.00
sas.00
ss.00
s50.00
Calculated Trip Cost: s3,655.61

‘Advances and Scheduled Partial Payments Summary.
No Advances requested.

“Trip Length does not alow Scheduled Partial Payments.

No Accounting Information Available.

Method O
Reimbursement

GoveC individual
GOVCC ndividual
GovCC individual
GOVCC Individual
personal

Total MalE

$1,035.00

Save And Proceed To Other Auths

















Information Paper on Accepting a Gift of Travel Expenses under 5 USC § 4111

1. The provision in the Executive Branch ethics regulation (5 CFR 2635.204(l)) on this
subject reads as follows:

(I) Gifts accepted under specific statutory authority. The prohibitions on acceptance of
gifts from outside sources contained in this subpart do not apply to any item, receipt of
which is specifically authorized by statute. Gifts which may be received by an employee
under the authority of specific statutes include, but are not limited to:

(1) Free attendance, course or meeting materials, transportation, lodgings, food and
refreshments or reimbursements therefor incident to training or meetings when accepted by
the employee under the authority of 5 U.S.C. § 4111 from an organization with tax-exempt
status under 26 U.S.C. 8 501(c)(3) or from a person to whom the prohibitions in 18 U.S.C. §
209 do not apply. The employee's acceptance must be approved by the agency in
accordance with part 410 of this title [Title 5 of the CFR]....

Note: 26 U.S.C. 8§ 501(c)(3) is authority for tax-exempt treatment of a limited class of
nonprofit organizations, including those organized and operated for charitable, religious or
educational purposes. Many nonprofit organizations are not exempt from taxation under
this section.

2. 5 USC § 4111 is entitled “Acceptance of contributions, awards and other payments.” It
reads as follows:

(@) To the extent authorized by regulation of the President, contributions and awards
incident to training in non-Government facilities, and payment of travel, subsistence, and
other expenses incident to attendance at meetings, may be made to and accepted by an
employee, without regard to section 209 of title 18, if the contributions, awards, and
payments are made by an organization determined by the Secretary of the Treasury to be an
organization described by section 501 (c)(3) of title 26 which is exempt from taxation under
section 501 (a) of title 26.

(b) When a contribution, award, or payment, in cash or in kind, is made to an employee for
travel, subsistence, or other expenses under subsection (a) of this section, an appropriate
reduction, under regulations of the President, shall be made from payment by the
Government to the employee for travel, subsistence, or other expenses incident to training in
a non-Government facility or to attendance at a meeting.

3. Part 410 of Title 5 of the Code of Federal Regulations (CFR) is entitled “Training.”
Below are three provisions from Part 410: 5 CFR 410.501, 5 CFR 410.502 and 5 CFR 410.503.

Section 410.501 - Scope.

(a) Section 4111 of title 5, United States Code, describes conditions for employee
acceptance of contributions, awards, and payments made in connection with non-
Government sponsored training or meetings which an employee attends while on duty or
when the agency pays the training or meeting attendance expenses, in whole or in part.
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(b) This subpart does not limit the authority of an agency head to establish procedures on
the acceptance of contributions, awards, and payments in connection with any training and
meetings that are outside the scope of this subpart in accordance with laws and regulations
governing Government ethics and governing acceptance of travel reimbursements from
non-Federal sources.

*khkhkhkkkhkkkhkhkhik

Section 410.502 - Authority of the head of an agency.

(@) In writing, the head of an agency may authorize an agency employee to accept a
contribution or award (in cash or in kind) incident to training or to accept payment (in cash
or in kind) of travel, subsistence, and other expenses incident to attendance at meetings if

(1) The conditions specified in section 4111 of title 5, United States Code, are met; and
(2) In the judgment of the agency head, the following two conditions are met:

(i) The contribution, award, or payment is not a reward for services to the
organization prior to the training or meeting; and

(if) Acceptance of the contribution, award, or payment:
(A) Would not reflect unfavorably on the employee's ability to carry out official
duties in a fair and objective manner;
(B) Would not compromise the honesty and integrity of Government programs or
of Government employees and their official actions or decisions;
(C) Would be compatible with the Ethics in Government Act of 1978, as
amended; and
(D) Would otherwise be proper and ethical for the employee concerned given the
circumstances of the particular case.

(b) Delegation of authority. An agency head may delegate authority to authorize the
acceptance of contributions, awards, and payments under this section. The designated
official must ensure that--

(1) The policies of the agency head are reflected in each decision; and

(2) The circumstances of each case are fully evaluated under conditions set forth in Sec.
410.502(a).

(c) Acceptance of contributions, awards, and payments. An employee may accept a
contribution, award, or payment (whether made in cash or in kind) that falls within the
scope of this section only when he or she has specific written authorization.

(d) When more than one non-Government organization participates in making a single
contribution, award, or payment, the “organization” referred to in this subsection is the one
that:

(1) Selects the recipient; and











(2) Administers the funds from which the contribution, award, or payment is made.

*hkkkikkkkikkikkikkikk

Section 410.503 - Records.

An agency shall maintain, in such form and manner as the agency head considers
appropriate, the following records in connection with each contribution, awards, or payment
made and accepted under authority of this section: The recipient's name; the organization's
name; the amount and nature of the contribution, award, or payment and the purpose for
which it is to be used; and a copy of the written authorization required by Sec. 410.502(a).

4. The Joint Ethics Regulation, DoD 5500.7-R, paragraph 4-102, reads as follows:

4-102.  Acceptance of Contributions, Awards and Other Payments by DoD Employees
from Tax-Exempt Organizations (5 U.S.C. 4111 (reference (g)))

a. Applicability. Military members are permitted to accept contributions, awards and other
payments the same as civilian DoD employees in accordance with the requirements of this
subsection, below.

b. Conditions for Acceptance. Except when acceptance is permitted under 5 C.F.R.
2635.204(d) (reference (h)) in subsection 2-100 of this Regulation, DoD employees are
permitted to accept contributions, awards and other payments directly from non-Federal
sources only when all of the following conditions are met:

(1) The source is a tax-exempt organization described by 26 U.S.C. 501(c)(3)
(reference (i)) or a State or local government (see 5 C.F.R. 410, Subpart G
(reference (j)));

(2) The contribution, award, or payment of travel benefits is incidental to training in
non-Federal Government facilities or attendance at a meeting;

(3) An appropriate deduction is made from any payment by the Federal Government
to the DoD employee for their official travel entitlement;

(4) The contribution, award, or payment is not a reward for services to the non-Federal
source;

(5) Acceptance of the contribution, award or payment would not reflect unfavorably on
the DoD employee's ability to perform his duties in a fair and objective manner, nor
otherwise compromise the integrity of any Federal Government action; and

(6) The travel approving authority approves the acceptance of the contribution, award
or payment in writing.

c. Payments from Multiple Sources. When more than one organization participates in
making a single contribution, award, or payment, only the organization that selects the
recipient and administers the funds from which the contribution, award, or payment is made











will be considered the source.

d. Reporting. Individuals who are required to file financial disclosure statements must
report acceptance of these travel benefits on their financial disclosure statements if the fair
market value of those benefits reach the reportable amount.

5. 18 USC 8§ 209 states, in relevant part:

(@) Whoever receives any salary, or any contribution to or supplementation of salary, as
compensation for his services as an officer or employee of the executive branch of the
United States Government, of any independent agency of the United States, or of the
District of Columbia, from any source other than the Government of the United States,
except as may be contributed out of the treasury of any State, county, or municipality; or

Whoever, whether an individual, partnership, association, corporation, or other organization
pays, makes any contribution to, or in any way supplements, the salary of any such officer
or employee under circumstances which would make its receipt a violation of this
subsection—

Shall be subject to the penalties set forth in section 216 of this title.

(d) This section does not prohibit payment or acceptance of contributions, awards, or other
expenses under the terms of chapter 41 of title 5 [which includes 5 USC 4111].

Prepared by: Mark Stone, Lt Col, USAFR / Assistant Staff Judge Advocate / ASC/JA /2 Apr 10

1 Encl Ethics Counselor/1-6549
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Enclosure 1

MEMORANDUM FOR RECORD

SUBJECT: Approval of the Acceptance of Travel Benefits Under 5 U.S.C. § 4111

1. Travel benefits have been offered by __ [DONOR] to accommodate the
participation of [TRAVELER] in __[EVENT] on
[DATE] in [PLACE].

2. The Army employee will be traveling incident to training in non-Government facilities or
attendance at a meeting and [the non-Federal source] has offered to pay for the following travel
and related expenses which will be provided either in-kind or by check payable to the Army
employee.

Round-trip air transportation
Other transportation (taxicab to and from hotel)
Overnight accommodations
Meals
Free attendance at event
Other (describe)

Total value of proffered travel and related expenses

3. | have done a conflict of interests analysis taking into account such factors as the source of the
gift, to whom it is offered, any matters that | know of before the Army concerning the source,
and the nature of the employee’s involvement, if any, in the matter. | hereby determine that
acceptance of these travel benefits would not cause a reasonable person with knowledge of all
the relevant facts to question the integrity of the Army’s programs or operations and approve
[employee’s name] accepting the above-described gift. | have also determined that:

a. The source is a tax exempt organization described by 26 U.S.C. 501(c)(3) or a State or
local government (see 5 C.F.R. 410, Subpart G);

b. An appropriate deduction will be made from any payment by the Federal Government to
the DoD employee for any official travel entitlement;

c. The contribution, award, or payment is not a reward for services to the non Federal
source; and

d. Acceptance of the contribution, award or payment would not reflect unfavorably on the
DoD employee's ability to perform his duties in a fair and objective manner, nor otherwise
compromise the integrity of any Federal Government action.

4. | have reminded the employee that if s/he is an OGE 450 filer, s/he will need to disclose the
travel benefits received as a gift if it exceeds the reportable amount.











Enclosure 1

5. This approval has been coordinated with the Ethics Counselor, AMEDDC&S and Fort Sam
Houston.

ALVARO VICTORIAFLOREZ

CPT, MS, Commanding

Travel Approval Authority
Coordination: Ethics Counselor, OSJA, AMEDDC&S and FSH

Concur Nonconcur
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SUBJECT: Approval of the Acceptance of Travel Benefits Under 5 U.S.C. § 4111
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MEMORANDUM FOR RECORD









SUBJECT: Approval of the Acceptance of Travel Benefits Under 5 U.S.C. § 4111














[bookmark: OLE_LINK1][bookmark: OLE_LINK2]1.  Travel benefits have been offered by ___[DONOR]________ to accommodate the participation of  ___[TRAVELER]________ in  __[EVENT]____   on _____[DATE]___________ in  [PLACE].









2. The Army employee will be traveling incident to training in non-Government facilities or attendance at a meeting and  [the non-Federal source]  has offered to pay for the following travel and related expenses which will be provided either in-kind or by check payable to the Army employee.









               Round-trip air transportation




               Other transportation (taxicab to and from hotel)




               Overnight accommodations




               Meals




               Free attendance at event




              Other (describe)









		______   Total value of proffered travel and related expenses









3.  I have done a conflict of interest analysis taking into account such factors as the source of the gift, to whom it is offered, any matters that I know of before the Army concerning the source, and the nature of the employee’s involvement, if any, in the matter.  I hereby determine that acceptance of these travel benefits would not cause a reasonable person with knowledge of all the relevant facts to question the integrity of the Army’s programs or operations and approve [employee’s name] accepting the above-described gift.  I have also determined that:









a. The source is a tax exempt organization described by 26 U.S.C. 501(c)(3) or a State or local government (see 5 C.F.R. 410, Subpart G);









b.	An appropriate deduction will be made from any payment by the Federal Government to the DoD employee for any official travel entitlement;









c. The contribution, award, or payment is not a reward for services to the non Federal source; and









d. Acceptance of the contribution, award or payment would not reflect unfavorably on the DoD employee's ability to perform his duties in a fair and objective manner, nor otherwise compromise the integrity of any Federal Government action.









4.  I have reminded the employee that if s/he is an OGE 450 filer, s/he will need to disclose the travel benefits received as a gift if it exceeds the reportable amount.  









5.  This approval has been coordinated with the Ethics Counselor, AMEDDC&S and Fort Sam Houston.














							




                                                                     	ALVARO VICTORIAFLOREZ




 			CPT, MS, 




			Commanding/Travel Approval Authority	                                                    









Coordination: Ethics Counselor, OSJA, AMEDDC&S and FSH









Concur ____________________           Nonconcur  ____________________  
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INFORMATION PAPER

SUBJECT: Acceptance of Travel and Related Benefits from A Non-Federal Source
Pursuant to 31 U.S.C. §1353

1. PURPOSE. To provide information to personnel assigned to AMEDDC&S and Fort Sam
Houston on the rules and procedures for accepting an offer from a non-Federal source to pay
travel, subsistence, and related expenses with respect to attendance of the employee at any
conference, seminar, meeting, or similar function relating to the official duties of the employee.

2. FACTS. Universities, professional associations, or private companies often offer to pay travel
and related expenses for personnel to attend a conference, meeting, or similar function on a subject
that relates to their official duties. Although such payment is a gift for the performance of official
duties, Congress allows the Government to accept such gifts under strict conditions and procedures.
Potential travelers must know the rules or risk paying all of the expenses themselves. Travel
Approval Authorities must also know what to consider in making a determination that the
Government may accept the gift.

3. RULES.

a. You may not solicit an offer; it must be voluntary.

b. The non-Federal source is not disqualified due to a conflict of interests.

c. Approval of the Travel Approving Authority and Ethics Counselor should be obtained
before the offer is accepted. Otherwise, you, the traveler, run the risk of having to reimburse the
non-Federal source.

d. If the Army did not authorize acceptance of any payment from a non-Federal source prior to
your travel, you may accept, on behalf of the Army, payment for the types of travel expenses that

are authorized by your travel orders and within the maximum allowances authorized, providing:

(1). You request your travel approving authority’s acceptance of these benefits within 7
working days after your trip ends; and

(2). If the Army does not authorize acceptance of the travel benefits from the non-Federal
source, you or the Army reimburse the non-Federal source.

e. The meeting or similar function relates to your official duties.

f. The meeting or similar function takes place away from your official duty station.

g. Itis inappropriate to accept travel, which exceeds three weeks in duration.

h. You may not accept travel benefits to attend a meeting or similar function that is required to

carry out the agency's statutory or regulatory functions (that is, a function that is essential to an
agency's mission) such as investigations, inspections, audits, site visits, negotiations, or litigation.











i. Do not accept travel benefits to attend a meeting which amounts to promotional vendor training
or is held for the primary purpose of marketing the non-Federal source’s products/services.

J. You may not accept cash payments on behalf of the Government. Payments shall be either
in kind or by check made payable to the Government.

k. Invitations for spousal travel must be approved by the Administrative Assistant to the
Secretary of the Army. The accompanying spouse's presence must support the mission of the
Army or substantially assist you in carrying out your official duties.

4. PROCEDURES. Processing an offer requires the following:

a. The individual being invited to travel must submit the written offer of travel benefits and a
memorandum to the Travel Approval Authority. The memorandum must explain how the travel
relates to the individual’s official duties, is in the best interests of the United States, and how
attendance will not undermine the integrity of Army programs or operations. The Travel
Approving Authority has the authority to accept the offer subject to the concurrence of the Ethics
Counselor.

b. The Travel Approving Authority must do a "conflict of interests analysis" to determine that
acceptance, under the circumstances, would not cause a reasonable person, with knowledge of all
the relevant facts, to question the integrity of Army programs or operations. A sample
Memorandum for Record (MFR), which may be used as a guide in recording the decision, is
enclosed. The analysis must consider such matters as:

. the identity of the non-Federal source;

. the nature and purpose of the meeting, conference, etc.;

o the identity of the other participants;

o the nature and sensitivity of any matters pending in the Army which could affect the
interests of the non-Federal source;

. the significance of the traveler’s role in such matters; and

o the monetary value and character of the travel benefits.

c. The Travel Approval Authority must forward the MFR, the individual’s memorandum, and
any additional information that explains the event, to the Ethics Counselor for concurrence.

d. The Ethics Counselor must concur in the decision or the offer may not be accepted.

e. Once authorized, the Government may accept either payment "in-kind" (i.e. prepaid tickets,
lodging, airline tickets, meals, etc.) or a check. The traveler may never accept cash, but may
accept a check on behalf of the Army made payable to the Department of the Army. Itis
preferable that these benefits be furnished “in-kind”, rather than by subsequent reimbursement.

f. If travel benefits are accepted totaling $250 or more, the traveler must submit a report
within 30 days of the travel through the Travel Approval Authority to the Ethics Counselor. A
copy of this report, showing the required format, is enclosed.

2 Encls 2 Ethics Counselor/1-2373/0485











Enclosure 1

MEMORANDUM FOR RECORD

SUBJECT: Approval of the Acceptance of Travel Benefits Under 31 U.S.C. §1353

1. Travel benefits have been offered by [identify the non-Federal source(s)] to accommodate the
participation of [identify Army employee by name, rank and position] in [identify the
title and nature of the meeting or similar event] on [date of meeting or event] in [place where
meeting or similar event is held].

2. The Army employee will be traveling, attending, and participating in an official capacity and
[the non-Federal source] has offered to pay for the following travel and related expenses which
will be provided either in-kind or by check payable to the Department of the Army.

Round-trip air transportation
Other transportation (describe)
Overnight accommodations
Meals

Free attendance at event

Other (describe)

3. I have done a conflict of interest’s analysis taking into account such factors as the source of
the gift, to whom it is offered, any matters that | know of before the Army concerning the source,
and the nature of the employee’s involvement, if any, in the matter. | hereby determine that
acceptance of these travel benefits would not cause a reasonable person with knowledge of all the
relevant facts to question the integrity of the Army’s programs or operations and approve
[employee’s name] accepting the above-described gift on behalf of the Army.

4. | have reminded the employee that he/she is required to file a travel report [see enclosure 2]
with the Ethics Counselor, Office of the Staff Judge Advocate, if the travel benefits received
(consisting of food, lodging, transportation, or entertainment) total $250 or more.

5. This approval has been coordinated with the Ethics Counselor, AMEDDC&S and Fort Sam
Houston.

ALVARO FLOREZ,

CPT, MS, Commanding

Travel Approval Authority
Coordination: Ethics Counselor, OSJA, AMEDDC&S and FSH

Concur Nonconcur












Enclosure 2

MCCS-WBE

(Date)
MEMORANDUM FOR Ethics Counselor, Administrative and Civil Law Division, Staff Judge
Advocate, AMEDDC&S and Fort Sam Houston, ATTN: MCCS-BJA-AL (Stop 19), Fort Sam
Houston, Texas 78234

SUBJECT: REPORT OF PAYMENT OF TRAVEL & RELATED EXPENSES
ACCEPTED FROM NON-FEDERAL ENTITIES

Employee’s Name & Rank/Grade:

Command/Organization:

Employee’s Position:

Spouse’s Name (if applicable):

EVENT
Nature/Title of Event:
Sponsor:
Location:
Dates: From To

TYPE OF DONATION

Donating Organization:

Total Amount (Payments In-Kind and By Check):

Amount of Payments In-Kind: (Pre-paid conference fees, lodging, airline tickets,
meals, etc.)
Total For Employee: Total For Spouse:

Itemized In-Kind Expenses:  Itemized In-Kind Expenses:

Hotel: Hotel:

Airline: Airline:

Meals: Meals:












Enclosure 2

(MCCS-ABE)
SUBJECT: REPORT OF PAYMENT OF TRAVEL & RELATED EXPENSES
ACCEPTED FROM NON-FEDERAL ENTITIES

(Amount of Payments In-Kind, continued)

Other: Other:

Amount of Payments by Check:

Total For Employee: Total For Spouse:
Itemized Expenses: Itemized Expenses:
Hotel: Hotel:

Airline: Airline:

Meals: Meals:

Other: Other:

I certify that the statements on this report are true, complete, and correct to the best of my
knowledge.

Signature of Traveler Date of signature

ALVARO FLOREZ, CPT, MS, CDR Date of signature
Signature of Travel Authority

Signature of Ethics Counselor Date of signature

SUBMIT REPORT TO YOUR ETHICS COUNSELOR WITHIN 30 DAYS OF TRAVEL











					MCCS-WBE                                                                                                                _________




					(Date)




					EVENT




					TYPE OF DONATION
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MEMORANDUM FOR RECORD





SUBJECT: Approval of the Acceptance of Travel Benefits Under 31 U.S.C. §1353





1.  Travel benefits have been offered by [identify the non-Federal source(s)]  to accommodate the participation of          [identify Army employee by name, rank and position]  in          [identify the title and nature of the meeting or similar event]    on  [date of meeting or event]  in  [place where meeting or similar event is held].





2. The Army employee will be traveling, attending, and participating in an official capacity and  [the non-Federal source]  has offered to pay for the following travel and related expenses which will be provided either in-kind or by check payable to the Department of the Army.





               Round-trip air transportation




               Other transportation (describe)




               Overnight accommodations




               Meals




               Free attendance at event





               Other (describe)





3.  I have done a conflict of interest’s analysis taking into account such factors as the source of the gift, to whom it is offered, any matters that I know of before the Army concerning the source, and the nature of the employee’s involvement, if any, in the matter.  I hereby determine that acceptance of these travel benefits would not cause a reasonable person with knowledge of all the relevant facts to question the integrity of the Army’s programs or operations and approve  [employee’s name] accepting the above-described gift on behalf of the Army.





4.  I have reminded the employee that he/she is required to file a travel report [see enclosure 2] with the Ethics Counselor, Office of the Staff Judge Advocate, if the travel benefits received (consisting of food, lodging, transportation, or entertainment) total $250 or more.  





5.  This approval has been coordinated with the Ethics Counselor, AMEDDC&S and Fort Sam Houston.





                                                                    
____________________     







ALVARO FLOREZ, 







CPT, MS, Commanding           
                                                                              
Travel Approval Authority 





Coordination: Ethics Counselor, OSJA, AMEDDC&S and FSH





Concur ____________________           Nonconcur ____________________
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SUBJECT:  Report of Payment of Travel & Related Expenses Accepted from Non-Federal Entities










MCCS-WBE                                                                                                         DATE                                                                                                                




MEMORANDUM FOR Ethics Counselor, Administrative and Civil Law Division, Staff Judge Advocate, AMEDDC&S and Fort Sam Houston, ATTN:  MCCS-BJA-AL (Stop 19), Fort Sam Houston, Texas 78234





SUBJECT:  Report of Payment of Travel & Related Expenses Accepted from Non-Federal Entities





Employee’s Name & Rank/Grade: ___________________________________                                     




Command/Organization: ___________________________________________                                             





Employee’s Position: _______________________________________________                                              




Spouse’s Name (if applicable): _______________________________________                                    




EVENT





Nature/Title of Event: ______________________________________________                                            




Sponsor: _________________________________________________________                                                          




Location: _________________________________________________________                                                         




Dates:  From _________________________ To __________________________           




TYPE OF DONATION





Donating Organization: _____________________________________________                                            




Total Amount (Payments In-Kind and By Check): _______________________                                                     




Amount of Payments In-Kind: __________ (Pre-paid conference fees, lodging, airline tickets, meals, etc.)





Total For Employee: ________  Total For Spouse: __________                     




Itemized In-Kind Expenses:  
Itemized In-Kind Expenses:




Hotel: ____________                
Hotel: ____________





Airline: ___________                  
Airline: ___________              





Meals: ____________                
Meals: ____________ 





Other: ____________                
Other: ____________                





Amount of Payments by Check: __________





Total For Employee: ________ Total For Spouse: __________                     




Itemized Expenses:                
Itemized Expenses:




Hotel:  ____________                 
Hotel: ____________





Airline: ___________                
Airline: ___________              





Meals: ____________                
Meals: ____________ 





Other: ____________                
Other: ____________                





I certify that the statements on this report are true, complete, and correct to the best of my knowledge.





_____________________________          _________________





Signature of Traveler
                                Date of signature





_____________________________          _________________      





ALVARO FLOREZ, CPT, MS, CDR        Date of signature





Signature of Travel Authority                




_____________________________          _________________     





Signature of Ethics Counselor
        Date of signature





SUBMIT REPORT TO YOUR ETHICS COUNSELOR WITHIN 30 DAYS OF TRAVEL













Actuals




					DoD Organization					Sub Organization					Conference Name					Non-DoD Entity Organization Name














					Start Date					End Date














					City					State					Zip Code					Country














					Venue (w/address)














					How this conference advances your organization's mission?					Approval Authority Title














					Estimated Attendee Costs 
(Registration Fees, Travel, Lodging, M&IE)					Estimated Any Other Attendee Costs 
(Booth or Exhibit Fees, etc.) 					Estimated Total Cost					Estimated # of Army Sponsored Attendees					Estimated Total # of Attendees




					$0					$0					$0					0					0









					Actual Attendee Costs 
(Registration Fee)					Actual Attendee Costs 
(Travel)					Actual Attendee Costs 
(Lodging)					Actual Attendee Costs 
(M&IE)					Actual Any Other Attendee Costs 
(Booth or Exhibit Fees, etc.) 					Actual 
Total Cost




					$0					$0					$0					$0					$0					$0









					Actual # of Army Sponsored Attendees					Actual Total # of Attendees




					0					0









					Actuals Completed By:




					Name					Phone #					Email



















Attendees




					Actual Attendees




					Local with No Cost *					Army Funded 
Local *					Army Funded 
Requiring Travel *					DoD (Non-Army) Funded 
Local *					DoD (Non-Army) Funded 
Requiring Travel *					Non-DoD Funded 
Local *					Non-DoD Funded 
Requiring Travel *					Total


































Cost Comparison









					Cost Comparison




										Estimated Costs ($0.00)					Actual Costs ($0.00)




					Travel Costs *




					Lodging Costs *




					M&IE *




					Reg Fees Collected from Army Funded Attendees *




					Exhibit Fees




					Government Furnished Meal Costs




					Food/Beverage Cost *




					Facility Rental Costs *




					Equipment (Audio/Video/etc) Costs *




					Printing/Supplies Costs *




					Contractor Costs *




					Security Costs




					Supporting Personnel Costs




					Other Costs 




					Total Cost:









					NOTE:
  Justification Needed if:
    Actual Cost is over 10% of "Estimated Cost"
                                        OR
    Actual Cost is under 10% of "Estimated Cost" 
                                        OR
    Actual Attendess is over or under "Estimated Attendees"
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SUBJECT:  AFTER ACTION REPORT for (Non-DoD Conference Name), (Dates)
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MCCS-WBE      	(date signed)














MEMORANDUM THRU AMEDD Student Detachment, 187th Medical Battalion, Academy Brigade (Prov)









MEMORANDUM FOR Commander, U.S. Army Medical Department Center and School, U.S. Army Health Readiness Center of Excellence (AMEDDC&S HRCoE) (MCCS-Z)









SUBJECT:  AFTER ACTION REPORT for (Non-DoD Conference Name), (Dates)














An after action report (AAR) is a critical and required step in the process of attending a conference.  An AAR is required for attendance at every non-DoD conference approved by the SA or AASA.  The information you provide in the AAR may influence future decisions about whether to attend the conference again.  The AAR must be staffed through the Command Conference Manager, who will provide a copy to the approval authority and OAA via the Army Conference Reporting and Tracking Tool (ACRTT) no later than 45 days after the conference end date.  The requester’s Tier 2 or 3 official will endorse the AAR prior to submission to OAA via ACRTT.









Part I:  Basic Conference Information









Conference name:  




Dates:  




Location (venue, city, State and country if OCONUS):  




Conference sponsor (NFE or other Government agency):  




Name of Approving Official and date of approval:  














Part II:  Benefits and Cost-Benefit Analysis









What was the purpose for holding the conference?  Specifically, how did the conference advance the Army’s mission?



















Did the conference meet that purpose and provide tangible deliverables for Army-funded attendees? 



















Summarize the outcomes of the conference; provide specific quantifiable results when possible.  Did Army speakers, exhibitors, attendees (as applicable) achieve their intended objectives?  Explain.



















Are the benefits of the conference worth the expenditure to attend the conference again?  Explain why or why not.



















List tentative dates and location(s) of future iterations, if known.  A copy of this report must be submitted with the request to attend future iterations of this conference.



















Part III:  Follow-On Tasks and Requirements









Did the approval memorandum include any tasker(s), requirement(s) or contingencies that need to be mitigated?  If so, provide the status.



















Part IV:  Actual Attendance and Cost









Update the ACRTT record to provide estimated actual cost and attendance numbers and complete the following:









(a)  Army Participation









Did Army participation remain at or below the approved numbers?  If actual attendees were less than the approved amount by 10 percent or more than the approved amount by any percentage, explain why.  



















Did Army attendance levels seem too low, about right, or too high?  Explain. 



















(b)  Army Costs









If you varied from the approved estimated cost by 10 percent or more, you must provide a detailed explanation and proposed method to avoid overages in the future. 









Part V:  Certification









I attest that the information in this AAR is accurate to the best of my knowledge.





























				(Signature Block of Requester)
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Ewww.vet.utk.edu
September 1, 2015 . i

Letter of Proffer: AMEDD

Date 15EP15

AMEDD STU DET

JBSATX 78234

{210)221-3153

Know all men by these presents: .

- That the University of Tennessee, a public university, acting by and through the Veterinary College é:hair, does
hereby voluntarily give, transfer, convey and assign sald gift, free and clear of all encumbrances to MAJ-

@l ; have and to hold the same forever and assigns all ownership, rights, title, interest up to 361:3.72 for
the use by MA) QIR to attend the Human Animal Bond Symposium from 25-27 September 2015 in
Blacksburg, VA. ‘ i

‘Value itemized as folfows:

Per Diem ' $115.00 ;
Mileage ' $22200 : ;
Symposium Registration $45.00
Lodging $231,72

TOTAL $613.72 proffered travel and related expenses

The herein described gift of support does not entail the granting by the donee of special concessions:"; of

privileges to the donor.

Sincerely,

Aministrative Assistant
Dept of Biomedical & Diagnostic Science |
University of Tennessee | College of Veterinary Medicine

AGTENNESSEE.EDU
‘Real. Life. Solutions.












Inspiring Quality:
Highest Standnrds, Betler Outcon

i00+years

MILITARY HEALTH SYSTEM
Strategic Partnership

Center for PreHospital Medicine, AMEDD Center and School Health Readiness Center of Excellence

Army Trauma Training Department, 1800 N.W. 10t Avenue, Suite T-215, Miami FL 33136

The American College of Surgeons, does hereby voluntamly gwe transfer, convey and assign said gift

free and clear of all encumbrances toWi

w 10 have and to hold the same forever hereby relmqmshmg for |tsehc its

successors and assigns all ownership, rights, title, interest, and possession therein to the donee
absolutely the following gift valued up to $1877.00 for us Army Trauma Training
Department, Center for PreHospital Medicine, AMEDD Center and School Health Readiness Center of
Excellence, to attend the MHSSPACS Education Item Writing Meeting in Chicago, IL to be held from
April 4-6, 2017.

Value itemized as follows:

In-Kind

Lodging {3 nights): $690.00 ($230/night)
Airfare {roundtrip): $465.00 (approx.)
Registration Fee (waived): $300

Registration includes 6 meals (3 buffet style breakfasts & 3 buffet style funches)

Reimbursement

Meals & Incidental Expenses: $222

Ground transportation: $200

facs.org/military

Copyright © 2016 American Coflege of Surgeons











MILITARY HEALTH SYSTEM
Strategic Partnership

&

A AmoricaN COLLEGE Ol SURGEONS
B huspiring Quality:
Highest Stanelards, Better Onfeomes

100years

The herein described gift of support does not entail the granting by the donee of special concessions or

privileges to the donor. The value will not be charged directly or indirectly as an element of cost or price
in any government contract.

Reimbursement for any expenses will be paid t

WEREmRegy nformation to include on the check will be the name of traveler and Travel Order

Number (to be supplied by traveler with the voucher submission at the conclusion of the trip if
applicable).

“The American Coliege of Surgeons

O, (/1 HSSPACS

Chicago, IL















SECRETARY OF THE ARMY
WASHINGTON

0 4 MAY 2016

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Army Directive 2016-14 (Army Conference Policy)

1. References:

a. Army Directive 2015-01 (Army Conference Policy), 8 Jul 2015 (hereby
superseded).

b. Memorandum, Deputy Secretary of Defense, 23 Sep 2015, subject: Updated
DoD Conference Guidance.

2. The policy at enclosure 1 implements revisions to the Army’s conference policy
resulting from changes in Department of Defense (DoD) policies. The most significant
changes are updated conference approval authorities. A list of conference-associated
definitions is at enclosure 2 and a complete list of references is at enclosure 3.

3. This policy provides the basis for designated Army leaders to make informed
decisions about hosting and attending conferences. The processes outlined in this
policy have been deliberately designed to ensure compliance with DoD and Office of
Management and Budget policies and to optimize the use of scarce resources. The
Army will take a balanced approach to conference participation by removing excessive
burdens and restrictions while maintaining oversight to ensure appropriate fiscal
responsibility.

4. The Army’s commitment to oversight of conference activities and associated
resources—both human and financial—must remain a high priority for all decision
authorities. Every conference-related decision must not only be based on the return on
investment from conference participation but also on the public perception of each
discrete event. In addition, every conference participant shares the responsibility to be
a good steward of Army resources and uphold Army values while attending
conferences.

5. The Administrative Assistant to the Secretary of the Army will continue to serve as
the Army Conference Manager. This directive is effective immediately and supersedes
all previous Army conference policies.

Encls Patrick J. Murphy
Acting el

DISTRIBUTION: (
(see next page)
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ARMY CONFERENCE POLICY

1. Introduction

a. Intent. We must always seek the most cost-effective and efficient methods to
plan and manage missions, train personnel, and share information. A conference may
sometimes be the appropriate means to accomplish certain Army objectives. The Army
must remain a good steward of taxpayer dollars by keeping costs and attendance levels
to the minimum necessary to accomplish the mission, while realizing the benefits of
hosting or attending a conference. The patrticipation of every conference attendee,
including support staff, must be appropriately related to official duties and demonstrably
benefit the Army. When conference participation is determined to be beneficial to the
Army, we must maximize the use of government and military facilities and exercise strict
fiscal responsibility, good common sense regarding public perceptions, and ethical
behavior in both hosting conferences and authorizing individual participation at DoD-
hosted and non-DoD-hosted conferences. The Army’s commitment to the oversight of
conference activities—those we host and those we attend—must be a continuous effort
and will remain an enduring mission.

b. Purpose. The approval of conference participation involves many factors
governed by regulations and policies, including travel, fiscal, contracting, training,
recordkeeping, and ethics. This policy establishes the framework to implement Office of
the Secretary of Defense (OSD) conference policy; provide overarching guidance to
help personnel requesting to attend conferences and planners hosting conferences; and
guide various other stakeholders—lawyers, resource managers, approval authorities,
and so on—through the decision-making process. Commands, organizations, and
activities are encouraged to establish internal policies to supplement this Armywide
policy. However, any additional restrictions must be briefed to the Army Conference
Management Directorate (ACM) before implementation.

c. Applicability. This policy applies to the Active Army, the U.S. Army Reserve, and
those organizations the Secretary of the Army is the designated DoD Executive Agent
for and that the Army funds (regardless of the fund source) their activities, unless OSD
has otherwise granted them approval authority. It does not apply to events fully funded
with nonappropriated funds or foreign military sales. This policy covers conferences the
Department of the Army hosts and co-sponsors, as well as conferences Army personnel
attend. It does not apply to Army National Guard events. In accordance with OSD
policy, the Chief, National Guard Bureau will promulgate conference policy for the Army
National Guard.

d. Determination of a Conference. The determination of whether an event is a
conference and subject to the conference policy is often a complicated, multistep
process. First, identify whether the Joint Travel Regulations (JTR) definition of a
conference applies to the event, then identify and analyze the event’s specific indicia of
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a conference. The JTR definition of a conference and the indicia for each discrete
event generally supply enough information for a fact-based determination. Consult legal
counsel for assistance in determining whether an event is a conference. If you cannot
make a clear-cut determination, categorize the event as a conference and process it
under this policy. Commands, organizations, and activities will develop internal
processes to ensure that conference determinations are made at an appropriate level
consistent with this policy.

(1) Definition of Conference. The JTR defines “conference” as:

A meeting, retreat, seminar, symposium or event that involves
attendee travel. Also applies to training activities that are
conferences under 5 CFR 410.404.

(2) Indicia of a Conference. Conferences are often referred to as expositions,
conventions, symposiums, seminars, workshops, exhibitions, or meetings. Regardless
of how the event is titled, conferences typically involve topics of interest to, and the
participation of, multiple agencies and/or non-Federal participants. In addition to
attendee travel, indicia of a conference include, but are not limited to, a registration
process, registration fees, use of commercial facilities, a published substantive agenda
(typically on a Web site), scheduled speakers or discussion panels, multiple-day
agendas, guest speakers, affiliated social events, and the use of official representation
funds in support of the event. Generally, the presence or absence of any one indicator
is not enough to determine whether the event is a conference; you must weigh the
presence of all the applicable indicia. In almost all cases, events that include
Government-funded travel and are conducted in commercial facilities instead of
government-owned facilities are conferences.

(3) Events Not Subject to the Conference Policy. After weighing the presence of
the indicia, if the event does not exhibit sufficient indicia of a conference, it is not subject
to this policy. Such events include individual participation in job fairs; investigations or
audits; chaplain-led events, including Strong Bonds; widely attended gatherings;
industry days and trade shows; participation in residency and fellowship programs; or
enrollment in bachelor’s, master’s, or doctoral degree programs. Events that are not
characterized as a conference under this policy do not require further conference action.
However, attendees will follow DoD, Army, and their organization’s temporary duty
(TDY) policies and abide by all pertinent travel policies and guidelines. If you cannot
make a clear-cut determination, categorize the event as a conference and process it
under this policy.

e. Types of Conferences. Conferences can be categorized as Army-hosted, Army
co-sponsored, DoD-hosted, or non-DoD-hosted. Each type of event may also qualify as
an exemptible event or a conference with special circumstances. The approval process
differs based on these categories.

Army Directive 2016-14 2











(1) Army-Hosted Conferences. Army organizations often plan, fund, or execute
conferences. Generally, most of the participants are Army personnel and the
conference topic is specific to the Army. These events may also be called Army-
sponsored conferences.

(a) Army Co-Sponsored Conferences. On occasion, an Army command,
organization, or activity may co-sponsor an event with another organization. The Army
is a co-sponsor of an event when an Army command, organization, or activity develops
the substantive aspects of the event; provides substantial logistical support, as defined
by DoD 5500.07-R (Joint Ethics Regulation (JER)); or provides 50 percent or more of
the speakers at an event. Army co-sponsored conferences are a type of Army-hosted
conference.

(b) Army-Hosted Events Held in Conjunction With Non-DoD-Hosted Events. At
times, the Army and a non-DoD organization may concurrently or sequentially host
separate events in the same location. These events must remain separate and distinct
despite sharing a time or location.

(2) DoD-Hosted Conferences. On occasion, another non-Army DoD
organization, such as the Air Force or Navy, will host a conference where participation
may benefit the Army. For conferences hosted by a DoD organization external to the
Army, the host DoD component is responsible for estimating and reporting total DoD
attendance and costs.

(3) Non-DoD-Hosted Conferences. The Army may find it beneficial to participate
in conferences hosted by a non-DoD organization, such as another Federal
Government agency or a non-Federal entity. Non-DoD conference participation
encompasses all Army employees attending or participating, including speakers,
presenters, panel members, awardees, or support staff, and may include the provision
of exhibits and logistical support. A limited number of non-DoD-hosted conferences,
identified in a tasking memorandum signed by the Director of the Army Staff (DAS),
(formerly called “Major Non-DoD-Hosted Conferences”) will be assigned a conference
lead. These conferences require approval at a higher level because of cross-command
participation, high costs, high visibility, or the involvement of proffered funds.
Consequently, ACM will centrally manage these conferences.

(4) Exemptible Events. Certain types of events may be exempted from the
conference policy, even if the event exhibits indicia of a conference. Only general
officers (GOs) or members of the Senior Executive Service (SESs) may determine an
event is exempt from this policy; however, legal counsel and ACM may offer assistance.
Exemptions from this guidance will be granted only when events fully and unambiguously
meet the definition and intent of the criteria. If an event clearly meets the exemption
criteria, no further conference action is required; however, all other relevant policies,
such as for travel, must be followed. Events that involve spouse travel at Government
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expense or are identified in the DAS tasking memorandum are not exemptible; such
events will be categorized as conferences and processed in accordance with this policy.

(a) Meetings necessary to carry out statutory command and staff oversight
functions. This exemption would include activities such as investigations, inspections,
audits, or non-conference planning site visits. Other considerations include:

e The meeting is directly tied to language in a statute, governmentwide
regulation, or DoD regulation.

e The meeting is related to an official inquiry or investigation based upon
reported wrongdoing or reports of systemic problems. The inquiry or
investigation in these cases generally is conducted by a single official and is
directed by a formal appointment memorandum.

e The exemption does not apply broadly to meetings designed to improve
policies or processes or to prepare reports, such as “reengineering,”
“strategic planning,” and the like, even if the product of the meeting is a
report mandated by statute or regulation.

(b) Meetings to consider internal agency business matters. This exemption
would include activities such as meetings that take place as part of an organization's
regular course of daily business. Some indicia of a meeting to consider internal agency
business are:

e The Army is the host, the event is held in a government facility, only local
travel is involved, and the attendees are solely government personnel; and

e The meeting is a regular and recurring part of the employee’s job description
or job duties.

(c) Meetings necessary to carry out planning or execution of operational or
operational exercise activities or pre-deployment, deployment, or post-deployment
activities. This exemption would include activities such as planning and preparation for,
as well as execution of, war games, military exercises, and operational deployments.

(d) Bilateral and multilateral international cooperation engagements. This
exemption would include activities such as International Military Education and Training
events, Traditional Commander's Activities, and other regional assistance programs. It
would also include many of the activities of the Department's Regional Security Centers.
Bilateral and multilateral international cooperation engagements provide a unique
opportunity for the U.S. Army and its allies to develop and maintain beneficial
international relationships and collaborate on necessary military matters. Therefore, if
foreign participants bring spouses to an event to participate in an official capacity, and
an Army command, organization, or activity determines that the Army would
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demonstrably benefit from the participation of U.S. Army spouses in an official capacity,
they may do so without triggering conference approval. However, all relevant travel
policies apply.

(e) Formal classroom training. This exemption would include activities such as
regular courses of instruction or training seminars. These activities may be offered by
government organizations, institutions of higher learning or professional
licensure/certification, or other training entities. However, events are not exempt simply
because they offer continuing education credits or the equivalent. Even when a portion
of a larger event involves formal classroom training, this does not mean that the event
as a whole falls within this exemption. For instance, if the annual meeting of
Organization X has sessions that are comprised of formal classroom training but the
remainder of events do not, the event as a whole does not fall within the exemption.
Formal classroom training conducted in a conference center, hotel, or other commercial
facility does not qualify for this exemption unless a college or university conducts the
training. Some indicia of formal classroom training are:

e The sole purpose is training, as opposed to networking, sharing best
practices, or other similar purposes;

e Continuing education credit is available for all event sessions other than
meals;

e The event is held in a government or military facility or a facility regularly
used for training, such as a university classroom, and not a hotel or
conference center; or

e The means of instruction is typically in a classroom setting with an instructor
and not speaking with exhibitors or obtaining others’ views through
participation in small groups.

(f) Change of command, official military award, funeral, or other such
ceremonies.

(g) Events where the primary purpose of DoD’s participation is military or civilian
recruiting and/or recruitment advertising.

(h) Meetings of advisory committees subject to DoD Instruction 5105.04
(Department of Defense Federal Advisory Committee Management Program), where
the membership of the committee consists of one or more individuals who are not full-
time or permanent part-time Federal officers or employees or military personnel.
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(5) Conferences With Special Circumstances

(a) Local Conferences. Using the JTR definition of a conference, local
conferences are generally not subject to this policy, even if they involve reimbursable
local travel costs (such as parking or local mileage). However, local conferences with
registration fees are subject to this policy.

(b) Virtual Conferences. Based on the JTR definition of a conference,
participation in virtual conferences involving absolutely no attendee travel, even if virtual
participation incurs a registration fee, is not a conference. No conference approval is
required for such virtual participation; however, attendees must adhere to all relevant
policies. Participation in virtual conferences that require attendee travel meet the JTR
definition of a conference and are subject to this policy.

f. Use of the Army Conference Reporting and Tracking Tool. The Army
Conference Reporting and Tracking Tool (ACRTT) is an online system designed to
increase efficiency and decrease errors in the conference request and reporting
processes. Information in ACRTT helps generate required reports; therefore, the
Command Conference Manager is responsible for ensuring that all information is both
timely and accurate regardless of the approval authority. All conference-related
documents must be uploaded into ACRTT for Army-hosted and non-DoD-hosted
conferences. ACRTT must be used to fulfill all reporting requirements. All Army-hosted
conference requests must be submitted to the approval authority in ACRTT using the
submission module regardless of approval authority. ACRTT will be used to report
approved participation in non-DoD conferences with costs less than $100,000. Use the
Non-DoD Conference Submission Module in ACRTT to submit requests for non-DoD
conferences meeting one or more of the following criteria:

» Costs of $100,000 or more,

e 50 or more attendees within a GO/SES’s purview,

« Involve proffered funds,

« Involve actual expense allowance (AEA) of 150 percent or more, or
« Include spouse travel at Army expense.

AEA will be approved only in rare circumstances with legitimate justification.

2. Responsibilities. Responsibilities for officials identified in the next paragraphs are
for Army-hosted and attendance at non-DoD-hosted conferences.
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a. Secretary of the Army. The Secretary of the Army (SA) will:

(1) issue Armywide conference policy.

(2) serve as the approval authority for waivers for Army conference expenditures
exceeding $500,000.

b. Army Conference Manager. The Administrative Assistant to the Secretary of the
Army (AASA) is the Army Conference Manager. The AASA will:

(1) publish Army conference policy.
(2) serve as a Tier Two approval authority.

(3) serve as the approval authority for all requests for exceptions to this policy
and all requests involving AEA of 150 percent or more above per diem limits (the
conference approval authority may approve AEA up to 149 percent). AEA will be
approved only in those rare circumstances when critical justification is provided (see
paragraph 6a(6) on page 25).

(4) assign Conference Leads on behalf of the SA and in coordination with the
DAS, who also has authority to assign conference leads when appropriate to do so.

(5) review all conference request packages requiring SA approval.

(6) respond to congressional inquiries about the Army’s conference activities as
appropriate.

(7) provide assistance to conference stakeholders through ACM.

(8) serve as the liaison between the DoD Deputy Chief Management Officer
(DCMO) and the Army.

c. Army Conference Management Directorate. As part of the Office of the
Administrative Assistant (OAA), ACM will:

(1) draft Army conference policy.

(2) manage and provide training for ACRTT.

(3) review and prepare conference request packages for SA or AASA approval.
(4) report the Army’s conference activities to the DoD DCMO as appropriate.

(5) implement the assignment of Conference Leads.
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(6) act as the subject matter expert and primary point of contact for conferences
on behalf of the Army during all internal and external audits of the Army’s conference
activities.

(7) draft responses to congressional inquiries on the Army’s conference activities
for the approval and signature of the SA or AASA.

(8) provide guidance and assistance to conference stakeholders.

(9) draft and publicize required templates for conference requests and after
action reports (AARS).

(10) serve as the liaison between the Office of the DoD DCMO and the Army.

d. Approval Authorities. Conference approval authorities are limited to those
officials identified in paragraph 3, beginning on page 11. Conference approval
authorities will:

(1) review all conference requests thoroughly for compliance with this policy; the
DoD conference policy; and all applicable laws, regulations, and policies (such as travel
and ethics). Particular areas of focus are purpose and justification, funding and
contracts, cost-benefit analysis, attendees, registration fees, refreshments (Army-
hosted), honoraria or speaker fees (Army-hosted), per diem and any provided meals,
security (Army-hosted), estimated costs, use of rental vehicles, requests for AEA,
attendance by statutory volunteers, and lodging and/or meals for local attendees.

(2) approve only those requests that are demonstrably beneficial to the Army
and appropriately related to attendees’ official duties; cost-effective; and in the best
interests of the Army, the U.S. Government, and taxpayers. Approval authorities must
ensure that the participation of every conference attendee, including support staff, is
appropriately related to official duties and will demonstrably benefit the Army. Approval
authorities should consider not only the return on investment, but also the public
perception of each event to ensure that participation benefits the Army.

(3) scrutinize any requests for AEA and rental vehicles to ensure that actual cost
reimbursement is justified. AEA will be approved only in those rare circumstances when
critical justification is provided. Rental vehicles will not be used for the convenience of
the attendee, but only when a thorough cost-benefit analysis yields a benefit to the
Army.

(4) scrutinize any requests involving exhibits for a demonstrable return on
investment. Exhibits tend to have high visibility and the potential to be expensive.
Therefore, each exhibit must be carefully and thoroughly evaluated to ensure
appropriate oversight and fiscal responsibility.
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(5) document approval or disapproval in a formal, written memorandum. The
approval memorandum must specifically list the conference name, dates, and location;
number of attendees; estimated costs; AEA (if approved); and spouse travel (if
approved).

(6) disapprove requests when the return on investment is not evident, the
number of participants is excessive, the request does not establish a demonstrable
benefit to the Army for the participation of each proposed Army-funded attendee, the
event appears to be an improper use of Government funds, the event has public
perception issues, or the request otherwise lacks sound justification.

(7) be accountable for their decisions.

e. Command Conference Managers. Each Headquarters, Department of the Army
(HQDA) Principal Official; Army Command; Army Service Component Command; and
Direct Reporting Unit will have one Command Conference Manager and one alternate.
The name, phone number, and email address of these managers must be provided to
ACM monthly and updated as changes occur. Command Conference Managers will:

(1) publicize command-level policies and procedures.
(2) prepare conference requests for the approval authority’s review.

(3) review all requests and reports in ACRTT within the timelines identified in this
policy.

(4) submit all requests requiring SA or AASA approval (ACM will accept requests
only from the Command Conference Manager).

(5) ensure that requesters and other conference stakeholders within the
organization, as necessary, are trained and proficient in the use of ACRTT.

(6) maintain approval, request, and supporting documentation on file for a
minimum of 5 years or longer to meet Army records management requirements.
Electronic copies in ACRTT are acceptable.

(7) be the primary point of contact between ACM and the manager’s respective
command, organization, or activity for all conference matters.

(8) be the primary point of contact between the Conference Lead and the
manager’s respective command, organization, or activity.

(9) coordinate requests for Office of the Judge Advocate General legal reviews
as appropriate.

f. Requesters. All persons or organizations submitting a conference request are
called “requesters.” Requesters will:
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(1) submit requests only for those conferences that are demonstrably beneficial
to the Army; appropriately related to official duties; cost-effective; and in the best
interests of the Army, the U.S. Government, and taxpayers. Ensure the request
contains justification that the participation of every attendee, including support staff, is
appropriately related to official duties and will demonstrably benefit the Army.

(2) make sure requests comply with this policy; the DoD conference policy; and
all applicable laws, regulations, and policies. Particular areas of focus are purpose and
justification, funding and contracts, cost-benefit analysis, attendees, registration fees,
refreshments (Army-hosted), honoraria or speaker fees (Army-hosted), per diem and
any provided meals, security (Army-hosted), estimated costs, use of rental vehicles,
requests for AEA, attendance by statutory volunteers, and lodging and/or meals for local
attendees.

(3) comply with the timelines set forth in this policy.
(4) submit requests to the Command Conference Manager.

(5) enter all requests and reports in ACRTT within the timelines identified in this
directive and command conference policies.

(6) provide information to the Command Conference Manager for the timely
submission of required reports as appropriate.

g. Conference Leads. Conference Leads will be assigned for participation in non-
DoD-hosted conferences with costs of $100,000 or more or that involve proffered funds.
Typically, these conferences will be identified in a DAS tasking memorandum. If it
becomes apparent a conference not identified in the DAS tasking memorandum will
exceed $100,000 or involve proffered funds, the AASA or DAS may assign a
Conference Lead. The assigned Conference Lead will:

(1) comply with all tasking instructions from the AASA, the DAS, or ACM, as
appropriate.

(2) collect Armywide attendance information and cost estimates via ACRTT for
submission to the approval authority.

(3) provide a copy of the approved request and approval memorandum to the
Command Conference Manager of all Army commands, organizations, or activities
identified in the request.

(4) ensure that Army participation does not exceed approved levels.

(5) compile individual AARs into a single Armywide AAR for the approval
authority.
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(6) maintain approval, request, and supporting documentation for 5 years or
longer to meet Army records management requirements. Electronic copies in ACRTT
are acceptable.

h. Conference Planners. Army host organizations, specifically those personnel
involved in the planning and execution of a conference, will:

(1) plan and execute the conference in the most cost-effective format possible.
(2) invite only the minimum number of personnel to accomplish the mission.
(3) consider government or military facilities first to conduct the event.

(4) not obligate any nonrefundable funds before obtaining written conference
approval from the appropriate approval authority.

i. Conference Participants. Conference participants are those personnel hosting,
attending, or facilitating any conference, whether Army-, DoD-, or non-DoD-hosted.
This includes the support staff of conference hosts or attendees. Conference
participants will:

(1) represent the Army in a manner consistent with the Army’s core values.

(2) participate in the most cost-effective method possible, including use of
available virtual participation options.

(3) participate only when the approval authority has determined that both the
conference and the individual’'s participation benefits the Army.

(4) provide attendance, cost estimates, and any requested information to the
Command Conference Manager.

(5) provide necessary information, identified in paragraph i4, to the Conference
Lead (if assigned), through the Command Conference Manager; adhere to Conference
Lead-directed timelines; and participate only to the level the Conference Lead identified.

(6) not obligate any nonrefundable funds (such as registration fees or hotel
reservations) before obtaining written conference approval from the appropriate
approval authority.

3. Conference Approvals. Conference approval authority is hereby delegated to
those personnel listed in paragraph 3c. Further delegation is not allowed unless
provided for in this policy or in writing by the SA. Conferences costing more than
$500,000 are generally prohibited. The SA may grant a waiver for conferences with
costs exceeding $500,000; however, waivers will be limited and strictly scrutinized.
Approval authorities will provide written approval or disapproval by memorandum.
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Other written approval, such as email, line throughs, and internal routing documents
(such as an HQDA Form 5 (Army Staffing Form)), will not be considered written
approval. The memorandum must provide the conference name, dates, and location;
number of attendees; estimated cost; AEA (if approved); and spouse travel (if
approved). Each event must have a separate request memorandum, approval
memorandum, and ACRTT entry. “Batching” requests or approvals is prohibited. If an
approval authority is unavailable to act upon a conference request, the next higher
approval authority may act on the request. The AASA may approve any conference
with costs less than $500,000 when the designated approval authority is unavailable.

a. Participation in Non-DoD-Hosted Conferences

(1) Any GO or SES in the chain of command (or O-6 commander of Army
medical centers and community hospitals) may approve participation in a non-DoD-
hosted conference with costs less than $100,000 and fewer than 50 Army attendees
within his or her purview if the conference is appropriately related to each attendee’s
official duties and is demonstrably beneficial to the Army. A list of medical treatment
facility commanders with conference approval authority is on the OAA Conferences
Home page (https://securecac.hqda.pentagon.mil/oaacustomer/conferences.aspx;
common access card required).

(2) Generally, participation in non-DoD conferences should be treated like travel
requests; a conference request is not required. However, participation must be
approved via a formal, written memorandum and loaded into ACRTT. The
memorandum must include the conference name, dates, and location; number of
attendees; estimated cost; AEA (if approved); and spouse travel (if approved). The SA
or AASA must approve conferences involving AEA of 150 percent or more regardless of
cost (conference approval authorities may approve conferences with AEA up to
149 percent). AEA will be approved only in those rare circumstances when critical
justification is provided.

(3) To ensure appropriate oversight and fiscal responsibility, the SA, CSA or
AASA, as appropriate, must approve conferences meeting one or more of the following:
total costs (attendance and exhibit) of $100,000 or more, 50 or more attendees within a
single GO/SES’s purview, or the involvement of proffered funds. Conferences with
costs exceeding $500,000 are generally prohibited, although the SA may grant a written
waiver.
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b. Army-Hosted Approval Table

Tier Cost Threshold
One Costs = $500,000*
Two Costs < $500,000
Three Costs < $100,000

Conferences involving AEA of 150% or more with costs

AASA < $500,000 (the SA with costs > $500,000)
SA, USA, Four-Star Conferences involving spouse travel at Army expense
GOs, AASA regardless of cost.

* Generally prohibited but may receive a written waiver.

c. Army-Hosted Approval Tiers. Officials identified in the following paragraphs may
approve conferences their command, organization, or activity hosts.

(1) Tier One. This tier consists of the SA, USA, and the CSA. The SA is the
approval authority for waivers for conferences with costs exceeding $500,000 (generally
prohibited). Requests requiring SA approval must be endorsed by a Tier Two official
and routed through the AASA. The CSA is the approval authority for the Offices of the
CSA, VCSA, DAS, and Sergeant Major of the Army; ASCCs; and DRUSs reporting
directly to the CSA. The CSA has approval authority up to $500,000.

(2) Tier Two. This tier consists of the Vice Chief of Staff, Army (VCSA);
Commanding General (CG), U.S. Army Forces Command (FORSCOM); CG, U.S. Army
Training and Doctrine Command (TRADOC); CG, U.S. Army Materiel Command (AMC);
AASA; and DAS. The VCSA/DAS are the approval authorities for the Offices of the
CSA, VCSA, DAS, and Sergeant Major of the Army; ASCCs; and DRUSs reporting
directly to the CSA. All other activities not reporting directly to an ACOM will route their
requests to the AASA. Requests requiring AASA approval must be endorsed by a Tier
Two or Tier Three official, or the most senior official in the requesting organization when
the organization has no approval authority.

(3) Tier Three. This tier consists of Deputy Commanding Generals (DCGs) and
the civilian equivalent of ACOMs; commanders of ASCCs and DRUs; and HQDA
Principal Officials when the position is held by a GO or SES. This authority may be
further delegated in writing to GOs or SESs. Delegations are not effective until ACM
receives a copy of the written delegation.
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d. Approvals for Special Circumstances

(1) Conferences Involving Spouse Travel at Army Expense. Only the SA, USA,
four-star GOs, or the AASA may approve conferences involving spouse travel at Army
expense regardless of conference cost. OSD policy requires “enhanced scrutiny” of all
conference requests involving spouse travel at Government expense. The conference
and spouse travel requests cannot be separated to reduce the conference approval
authority.

(2) Conferences Involving AEA. Conference approval authorities may approve
conferences with AEA up to 149 percent when sufficient justification is provided; such
instances should be rare. Only the AASA or SA may approve conferences involving
AEA of 150 percent or more regardless of the cost of the conference. AEA will be
approved only in those rare circumstances when critical justification is provided. Submit
a conference request package via ACRTT.

(3) Conferences Involving Proffered Funds. Only the SA or AASA may accept
proffers and approve conferences involving proffered funds.

(4) No-Cost Conferences. At times, Army personnel may attend conferences at
no cost to the Army. This can occur through waived registration fees or “gifted” travel
benefits under 31 United States Code section 1353 (31 U.S.C. § 1353). Approval for
participation in no-cost conferences is commensurate with normal travel approval.
Maintain documentation supporting the approval authority’s decision; however, it is not
necessary to submit a conference request or report approval in ACRTT. Because local
conferences do not meet the JTR definition of a conference, participation at no cost to
the Army (including no registration fees) does not require conference approval.

e. Office of the Chief, Army Reserve; U.S. Army Reserve Command; and Military
Surface Deployment and Distribution Command Approvals

(1) Office of the Chief, Army Reserve (OCAR) Events. The SA, the AASA, or the
Chief, Army Reserve (CAR), as an HQDA Principal Official, can approve conferences
sponsored, hosted, or executed by OCAR when the primary purpose is to address
specific reserve component-level issues. Determination of the approval authority must
be based on the organization hosting or executing the event, not the proponent for the
program or topic of the event. As an HQDA Principal Official, the CAR will obtain legal
reviews from the Office of the Judge Advocate General for all OCAR conference
requests.

(2) Reserve Command (USARC) Events. Conferences sponsored, hosted, or
executed by USARC or one of its subordinate units must be routed to the CG, USARC,;
DCG or CG, FORSCOM,; or the SA as appropriate. Determination of the approval
authority will be based on the organization hosting or executing the event, not the
proponent for the program or topic of the event. For example, a family programs
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training event executed by a USARC subordinate unit must be approved by the CG,
USARC; DCG or CG, FORSCOM,; or the SA as appropriate—not the CAR.

(3) Military Surface Deployment and Distribution Command (SDDC) Events. As
an ASCC, the CG, SDDC may approve conferences as a Tier Three official. However,
as a major subordinate command to AMC, SDDC must forward conferences requiring
Tier One or Two approval to the CG, AMC.

4. Conference Request Requirements. All conference requests must be submitted in
ACRTT regardless of the approval authority. Failure to provide detailed information or
explanations may result in a delayed decision, return of the request without action, or
disapproval. Unless the approval authority requires otherwise, participation in non-DoD-
hosted conferences with costs less than $100,000 and fewer than 50 attendees within a
GO/SES’s purview do not require a conference request, only a written approval
memorandum. All conferences requiring SA or AASA approval must have a full
conference request. In addition to ACRTT-required fields, note the following
requirements for conference requests.

a. General

(1) Staffing. Staff all requests through the chain of command to the approval
authority or the senior-most official in the organization when the organization does not
have conference approval authority. The request must be signed or endorsed one tier
lower than the approval authority. ACM will accept requests only from Command
Conference Managers to ensure proper routing, approval, and reporting.

(2) Timelines. All conference requests must be submitted to the approval
authority at least 30 days before the start of the event, or earlier to be in advance of any
contracting requirements or registration deadlines. Every effort must be made to take
advantage of any discounted registration fees for early registration.

(3) Dates. Conference dates must include travel days. The length of the
conference is strictly determined by mission requirements. Ice breakers, receptions,
socials, golf tournaments, military balls, or other ancillary activities will not be held
during duty hours or used to extend the duration of a conference. Award ceremonies
held during a conference may be considered official business but may not extend the
conference.

(4) Purpose and Justification. The justification for hosting or attending the
conference must overcome the presumption that face-to-face collocation of personnel is
not necessary. The justification must also specifically address how hosting or attending
the conference will further the Army’s mission.
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(5) Cost-Benefit Analysis. Conference requests will include a detailed and
credible cost-benefit analysis that includes an explanation of other options considered
(such as video teleconference, train-the-trainer, or local conferences).

(6) Estimated Total Costs. Provide a detailed and accurate breakdown of all
costs associated with the conference. Estimated costs for Army-hosted conferences
must include expenses for all DoD-funded attendees, not just Army-funded attendees.
Host organizations are responsible for gathering cost estimate data on non-Army
attendees from other DoD components.

(a) Approval levels are based on total conference costs, which are the net of any
revenue received. Although conference fees and other revenues may be used to defray
the Army’s costs for hosting a conference, revenue should never be sought as a way to
reduce approval levels.

(b) Estimated costs will exclude Federal employee time for planning, executing,
and attending the conference; security costs during the conference; use of Government-
owned transportation; and costs related to contractor attendance.

(c) Revenue includes all direct or indirect conference fees paid to the Army, as
allowable by 10 U.S.C. § 2262 and applicable regulations. Revenue includes, but is not
limited to, registration fees from non-DoD sources, exhibitor fees, sponsor fees, and
grant monies (unless otherwise prohibited). Any revenue in excess of the Army’s costs
must be deposited in the U.S. Treasury as miscellaneous receipts. See paragraph 5g
(page 20) for further restrictions on the collection of conference fees.

(7) Attendees. Using the chart in ACRTT, supply a breakdown of attendees.
The attendance numbers must include all participants: support staff, aides, guest
speakers, presenters, and non-Army personnel. Provide attendee justification including
the rationale and criteria applied to scope the attendee population, and the justification
for all requested attendees. Senior officials should seek to limit the attendance of aides,
executive officers, and similar personal staff to one support staff person for each
principal. A general justification for attendance is not sufficient. Each attendee must
have a justification that explains how participation is related to their job duties and
benefits the Army. You may use a separate document, such as an Excel spreadsheet,
to supply justifications for each attendee.

(8) Agenda. The agenda must be substantive and span the proposed
conference from start to finish; list planned speakers, programs, and other activities;
and identify any after-hour events or activities. Agendas that merely annotate “breakout
sessions” are not sufficient. If breakout sessions are planned, the agenda must explain
the purpose and objective(s) for each session. Avoid agendas that are excessively
long; instead, provide an “at a glance” agenda or program overview.
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(9) Legal Review. All conference requests require a legal review for compliance
with applicable laws and policies. Although no required format is prescribed, it is
strongly recommended that counsel use the relevant template available on OAA’s Army
Conferences home page. Each legal review must address all elements in the relevant
legal review template regardless of whether the template is used. Any legal objections
must be mitigated before submission of the conference request.

b. Additional Requirements for Army-Hosted Conferences. For auditing purposes,
all conference-related documents must be submitted in ACRTT. Use of ACRTT meets
OSD’s requirements for the retention of conference records. Each Army-hosted
conference request must include these items.

(1) Site Selection. Each request must contain a narrative describing the site
selection process. Detailed information on the site selection process is in paragraph 5a.

(2) Security Assessment. A security assessment is required for all conferences
held in a commercial facility. The security assessment will include:

(a) a force protection assessment, including threat and vulnerability
assessments for the conference facility site and any specific security requirements for
the conference facility. Conferences held on government or military installations may
have different requirements than those in commercial facilities, so check applicable
security regulations.

(b) a statement indicating whether foreign government representatives will
attend the conference. If so, the assessment will include a statement that the
conference sponsor coordinated the screening of foreign national attendees with the
Office of the Deputy Chief of Staff, G-2 and will comply with all procedures set forth in
AR 380-10 (Foreign Disclosure and Contacts With Foreign Representatives).

(c) a statement indicating whether the conference will involve classified
information and, if so, the name and location of the secure U.S. military installation or
other U.S. Government facility, or cleared U.S. contractor facility where the conference
will be held. Follow the procedures in AR 380-5 (Department of the Army Information
Security Program) and coordinate directly with the Office of the Deputy Chief of
Staff, G-2 for additional guidance.

(3) Predecision Contract Documents. The requester must include any contract-
related documents that would assist the approval authority, such as the letter of intent
from the hotel or a request for proposal.

5. Hosting Policies. Conference hosts, planners, and organizers must take note of
the following requirements.
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a. Selection of Conference Site. The overarching goal of the site selection process
is to conduct the conference in the least expensive location and venue that can meet
requirements. Government and military facilities will be the first choice of conference
venue. Maintain a record of the site selection process, including the costs of each
alternative site and venue considered, and submit it with the conference request.

(1) Geographic Selection. The JTR requires planners to evaluate and consider a
minimum of three geographic sites (cities) for conferences with more than 30 attendees
in a TDY status before selecting a site (city) for the conference, even if a government or
military facility is selected. Factors to be considered when determining a geographic
location for a conference include, but are not limited to:

per diem expenses;

travel costs, including local travel and ground transportation;

distance from most attendees (if one area has a significant concentration of
attendees, that location generally will be the most cost-effective option);

consideration of lower off-season rates or peak seasons; and

availability of government or military facilities.

(2) Facility Selection. Once a particular city is chosen as the site, a minimum of
three venues in that city will be considered with the preference toward government or
military facilities. If no government or military facilities exist and a public venue (for
example, a hotel) is chosen, the hotel must be on the national list of approved
accommodations maintained by the Federal Emergency Management Agency (the
Hotel-Motel National Master List is at http://www.usfa.fema.gov/applications/hotel). In
addition, factors to be considered when selecting the venue for a conference include but
are not limited to:

e availability of on-post lodging;

participation in the Lodging Success Program (for more information, visit
http://www.armymwr.com/travel/lodging/lodging_success.aspx);

willingness to exempt taxes for lodging;

distance to the nearest major airport and the availability of free shuttle
service;

cost of the venue (if commercial space is to be rented);
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e availability of rooms at or below the established per diem rate. Army
commands, organizations, and activities should never host a conference in a
facility that does not honor the prevailing per diem rate for that locale; and

e public perception. Although no venue may be prohibited from selection
solely because of its location, reputation, or amenities, the requester and
approval authority must avoid the appearance of the inappropriate use of
taxpayer funds.

(3) Government and Military Facilities. Consider government facilities (Federal,
State, or local) and military installations first. The sponsor must carefully consider
public perception as well as cost in selecting the conference venue. Generally, a
government or military facility should be the primary venue of choice, even if slightly
more costly than a commercial facility. If a government or military facility is not available
or suitable to meet the conference requirements, the request must include an
explanation.

(a) Efforts must be made to adjust the conference scheduling to fit the availability
of government or military facilities. Government and military locations may not be ruled
out as a conference venue solely because the facility is not available on the exact dates
the sponsor wants to hold the conference.

(b) Conference hosts must make an effort to limit the number of attendees at the
conference to the capacity of government or military facilities. Organizations must take
into account the capacity of government or military facilities closest to the majority of
attendees when planning the size of the conference, or explain in the conference
request why limiting attendance to government or military facilities’ capacity is not
feasible if the goals of the conference are to be met.

(c) Commercial facilities will be used only when demonstrated to cost less than
government or military facilities, a fact-based determination indicates insufficiency of
government or military facilities, or an overriding operational requirement necessitates
use of a commercial facility. If government or military facilities are not used for these
reasons, the conference request must include detailed justifications. Although some
commercial facilities may prove to cost less than government and military facilities,
perception issues may reasonably lead decision makers to opt to use a government or
military facility.

(4) Local Policies. All applicable local policies on site selection must be
followed. For conferences in the National Capital Region, coordinate commercial venue
selection through OAA’s Real Estate and Facilities - Army Directorate. In accordance
with U.S. General Services Administration policy, requesters also must obtain approval
from the Director, Space Policy and Acquisition Division, Defense Facilities Directorate,
Washington Headquarters Services to contract for short-term conference space.
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b. Conference Attendees. Host organizations will minimize attendees to those
whose participation is appropriately related to official duties and demonstrably benefits
the Army. Aides and executive officers provide unique and important support to their
principals while in a travel status. However, senior officials should limit the attendance
of aides, executive officers, and similar personal staff as much as possible. Support
staff does not include personal safety officers. Further, every effort must be made to
contain attendance to the capacity of government or military facilities. Each attendee
must have a justification explaining how patrticipation is related to their job duties and
benefits the Army. Conference hosts will not issue invitations before conference
approval.

c. Official Representation Funds. Requests to use official representation funds
must be explained in the conference request. The request for official representation
funds must be approved separately from the conference request and in accordance with
AR 37-47 (Representation Funds of the Secretary of the Army). Any requested official
representation funds must be included in the total cost of the conference.

d. Awards and Gifts. Conferences involving awards or gifts must follow all relevant
award and gift policies.

e. Entertainment-Related Expenses. OSD policy expressly prohibits entertainment-
related expenses as part of DoD-hosted conferences. Approval authorities must ensure
that funds, including those paid through travel disbursements or conference fees, are
not used to pay these expenses. Prohibited expenses include:

e motivational speakers;

e musicians or entertainers (with the exception of military bands, as permitted by
regulation);

e extraneous promotional items, decorations or other goods and services for
participants that are unrelated to the purpose of the conference;

o tickets to recreational activities outside the conference setting; and

o audiovisual materials that do not offer substantive content.

f. Conference Planners. As appropriate and cost-effective, the Army may contract
with an NFE for help in planning and executing a conference. However, enhanced
scrutiny is necessary to ensure that no prohibited expenses are involved, and the
conference circumstances do not create the appearance of Government impropriety.

g. Conference Fees. Title 10 U.S.C. § 2262 allows the Army to collect fees in
advance of a conference, either directly or through a contractor, from individuals and
commercial participants attending Army-hosted conferences. Such fees may only be
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used to offset the host organization’s reasonable and allowable costs. Fees will not be
collected as a way to reduce the approval authority for the conference. Fiscal
limitations on the expenditure of appropriated funds for conference expenses also apply
to the use of collected fees. In addition, collected fees may not be used for prohibited
expenses, such as paying for food for attendees not on TDY or for entertainment.

(1) Army host organizations who use contractors, including those under no-cost
contracts, to collect fees are permitted to structure the contracts to allow the contractors
to offset from the collected fees the actual costs the contractor incurred (including its
fee) to provide conference-related services. Contractor costs must be allowable costs
authorized by the JTR and other applicable laws and regulations.

(2) Fees that exceed the cost of hosting the conference must be deposited in the
U.S. Treasury as miscellaneous receipts. Excess fees may not be kept or used for any
other purpose.

(3) DoD 7000.14-R (Department of Defense Financial Management Regulation
(DoD FMRY)), Volume 12, chapter 32 (Collection and Retention of Conference Fees
From Non-Federal Sources) requires all organizations to report the collection of
conference fees. Conference sponsors should contact their resource managers for
further instructions.

h. Honorariums and Speakers. In most cases, honorariums and fees for speakers
are limited to $2,000 a speaker (see DoD 7000.14-R, chapter 12, paragraph 1208). For
organizations within HDQA, the AASA is the approval authority to exceed $2,000 for a
speaker; for all other organizations, the VCSA is the approval authority. Organizations
must route a separate request to exceed the threshold to the appropriate approval
authority before submitting a conference request. Submit the signed approval to
exceed the honorarium threshold with the conference request.

i. Contracting Guidelines. The following provisions and guidelines apply:

(1) Itis impermissible to commit the Government to use any facility, sign any
agreement, or otherwise obligate the Government for conference facilities or support
before the approval authority approves the conference. Personnel may visit facilities,
discuss space needs, collect pricing information, develop cost estimates, make tentative
space reservations (only if at no cost and without any liability to the Government), and
request other conference-related information. However, no contract or task order
related to conference requirements will be awarded, and no funds will be obligated for a
conference, until the conference has been approved. Any actions and all documents
related to the contract will be included with the conference request to assist decision
making.

(2) A warranted contracting officer or, when authorized, a Government purchase
cardholder must sign all conference-related contracts. Requirements will not be split to
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reduce costs to within the limits of the cardholder’s authority. Personnel cannot make
any commitment until a warranted contracting officer or, when authorized, a
Government purchase cardholder signs a written agreement. Support contractors are
not authorized to enter into contracts on behalf of the Government for conference
arrangements.

(3) An agreement signed by anyone other than a warranted contracting officer
or, when authorized, a Government purchase cardholder is an unauthorized
commitment. A Government employee who lacks the authority to bind the Government
could be held personally liable if he or she signs an agreement for conference facilities
or other conference support. Additionally, Government employees are prohibited from
directing or recommending that a support contractor take any action that purports to
bind the Government in any way.

J. Army Co-Sponsored Events. The Army is a co-sponsor of an event when an
Army command, organization, or activity develops the substantive aspects of the event,
provides substantial logistical support as defined by the JER, or provides 50 percent or
more of the speakers and panel members at a single conference. Generally, avoid
situations where the circumstances are or suggest that we are “paying to hear ourselves
speak.” Co-sponsored conferences must abide by the requesting, hosting, and travel
policies for all Army-hosted conferences. The approval authority for a co-sponsored
conference is the same as for an Army-hosted conference.

(1) Co-Sponsorships With Other U.S., Foreign, or Multinational Organizations.
These conferences may be co-sponsored with other DoD, Federal, State, or local
municipalities or multinational organizations (such as NATO). Although many
provisions of the JER do not apply to these types of co-sponsored events, hosts should
enter into written agreements to detail what support each party will provide to the
conference (resources, services in kind, and so on).

(2) Co-Sponsorships With an NFE (Other Than Above). NFEs can include
associations, societies, nonprofit organizations, charities, and so on. Because the Army
does not control all aspects of the planning for an event, use caution to ensure
compliance with Army conference policy.

(&) OSD policy requires “enhanced scrutiny” of all conferences co-sponsored
with an NFE. Requesters and approval authorities must ensure that they do not create
the appearance of Government impropriety or of endorsing or providing preferential
treatment to the NFE.

(b) The JER requires written agreements for conferences co-sponsored with an
NFE. The JER requires the sponsor’s ethics advisor to review these agreements and
forward them to the Designated Deputy Agency Ethics Official for action. Approval of
the co-sponsorship agreement is separate and distinct from approval of the conference.
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(c) Army personnel may not officially endorse the NFE co-sponsor(s) or its
activities.

(d) Army personnel may not show preferential treatment to similar NFEs that
have a demonstrable interest in the subject matter of the conference. Generally, this
means no preferential treatment for one NFE over another.

(e) It must not appear that the NFE co-sponsor’s role in or support of the
conference will improperly influence Army personnel in other official matters the NFE
may have an interest in.

(f) The conference cannot be a profit-making endeavor for the NFE
co-sponsor(s), including any vendor exhibition.

(@) When an Army command, organization, or activity co-sponsors a conference
and the co-sponsor incurs costs, the co-sponsor is permitted to collect registration fees
from non-Federal attendees to cover its costs. Co-sponsors who collect fees from Army
attendees or commingle fees collected from non-Federal and Army attendees will
comply with the provisions in 10 U.S.C. § 2262. If a varied conference fee structure is
used (certain categories of attendees pay different amounts), no individual category of
attendees will bear an unreasonable burden of the costs.

k. Army-Hosted Events Held in Conjunction With Non-DoD-Hosted Events. Army
and NFE events will be separate and distinct; they will not be commingled. All official
Army activities, including award ceremonies and outbriefings, will be held as part of the
Army event and will not be scheduled so that Army personnel must attend events an
NFE is hosting. Army conference activities will not be scheduled immediately before
and after an NFE event (known as “bookending”) to create a captive audience for the
NFE event. Moreover, the Army conference will not be scheduled or the venue chosen
to accommodate, benefit, or promote attendance at the NFE event.

(1) Holding an Army conference at the same location as an NFE event does not
relieve the Army conference sponsor of the requirement to comply with applicable law,
regulation, and policy, including the provisions of this directive. The requester must still
demonstrate that a thorough site selection was made and justify the final choice of city
and venue.

(2) Non-DoD organizations may not provide services, facilities, or support to an
Army conference unless the support has been acquired through normal acquisition
procedures or the event is co-sponsored.

(3) Army personnel will not officially sanction a non-DoD-hosted event. Senior

leaders must use caution when distributing information about non-DoD-hosted
conferences so that they do not appear to endorse the conference.
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6. Attendance Policies

a. General Travel Guidance. All DoD personnel traveling in conjunction with
conference participation must abide by the JTR and Army and DoD travel policies.
Obtaining approval for the conference does not negate the requester’s need to obtain
approval to travel.

(1) Defense Travel System (DTS). DoD has mandated the use of DTS for all
Government travelers unless a waiver has been granted. Further, the Army requires
that travelers using DTS or other approved automated travel systems must list their
travel as “conference” in the purpose field and select the appropriate conference name
in the dropdown box. If the conference name is not available, select “Other” and enter
the full, unabbreviated conference name.

(2) Travel Certification Statements. As the JTR requires, individuals must attest
that the proposed TDY travel is essential by including the following statement on their
DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) or in the
DTS request for authorizations/orders:

The travel objective cannot be satisfactorily accomplished less
expensively by alternate methods (correspondence, secure video
teleconferencing or other Web-based communication).

This statement must be supported by data in the conference request’s cost-benefit
analysis.

(3) Tax-Exempt Status. Conference participants will request the tax exemption
of lodging as appropriate. Information about tax exemption in individual States may be
found at https://smartpay.gsa.gov/about-gsa-smartpay/tax-information/state-response-
letter.

(4) Rental Vehicles. Conference planners must be aware of decisions that
would require or encourage the use of rental vehicles. When necessary, shuttle buses,
taxis, or other public transportation will be used to reduce the need for individual rental
vehicles. Rental vehicles will not be used simply for the attendee’s convenience.
Rental vehicles will be used only when a thorough cost-benefit analysis yields a benefit
to the Army. In general, rental vehicles will not be authorized for participation in
conferences held in major metropolitan areas with public transportation options. Any
individual request for rental cars must be preauthorized on travel orders. When rental
cars are used, expenses must be minimized, such as by maximizing the number of
passengers in a vehicle. Further, the legal review of the conference request must
specifically address the use of rental vehicles.

(5) Government-Provided Meals, Per Diem, and Refreshments. Generally,
meals and refreshments are a personal expense. However, please note the following.
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(a) Government-Provided Meals. Meals provided via Government contract or
Government-funded conference fees are considered Government-provided meals. The
JTR states that light refreshments served during meal hours constitute a Government-
provided meal. Travel approval authorities should verify whether meals are included in
registration fees to ensure that travelers properly annotate their vouchers and are not
incorrectly reimbursed for meals that were Government-funded. The cost of meals the
Government provides must not exceed the per diem (meals component) for the location.

(b) Per Diem. When the Government provides meals, attendees must be
instructed to appropriately annotate the provided meals on their travel vouchers. If the
Government funds one or two meals, the attendee must receive the proportional meal
rate (PMR). If PMR is used, the cost of meals the Government provides plus PMR must
not exceed the per diem rate (meal component) for that location. If the Government
funds all meals, the traveler will be reimbursed only the incidental expenses component
on those days. This applies even if an attendee chooses not to consume the provided
meal(s) or refreshment(s) unless documented medical or religious reasons prevent the
attendee from taking the meal(s) or refreshment(s).

(c) Refreshments. Refreshments at conferences are a personal expense and
may not be funded at Army expense, unless the refreshments are nonsegregable
(cannot be eliminated from the conference venue contract or registration fee) and
nonnegotiable (the venue will not offer a lower rate if refreshments are not provided).

(6) AEA. All attendees are expected to obtain lodging at or below the
established General Services Administration per diem rate for that locale, in accordance
with Office of Management and Budget guidance. If a conference is held at a
commercial facility that does not honor the Government per diem rate, attendees are
expected to locate nearby hotels that honor the rate. Army personnel lodging in lavish,
resort-like accommodations may create the appearance of inappropriate use of
taxpayer funds and lead to a negative public perception. AEA will not be approved
simply to stay in the conference hotel for the attendee’s convenience or networking
benefits. Use of AEA must provide a benefit to the Army and not subject the Army to
potential negative public perception. The legal review of the conference request must
specifically address the use of AEA. AEA will be approved only in those rare
circumstances when critical justification is provided. The AASA is the approval authority
for all conferences involving AEA of 150 percent or more regardless of the cost of the
conference (the SA is the approval authority for conferences in excess of $500,000).
Conference approval authorities may approve AEA up to 149 percent. If the conference
approval authority specifically authorizes AEA in the approval memorandum, individual
agencies sending Army attendees may approve AEA on the attendees’ travel orders.

(7) Local TDY. Army commands, organizations, or activities hosting a
conference must take care that the agenda does not require attendees to travel during
unreasonable hours, thereby necessitating lodging for local attendees. Further, meal
times and activities must be planned so that local attendees have the opportunity to
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purchase meals or bring their own and are not required to participate in Government-
provided meals. The conference request and supporting written legal review must
specifically address all requests for lodging and/or meals for local attendees for
approval by the conference approval authority. Local TDY will be approved only in rare
circumstances.

(8) Permissive TDY or Annual Leave. Personnel must use discretion while
attending conferences in an unofficial capacity. While military personnel are on
permissive TDY or civilians are on annual leave, they generally may not make official
speeches or appear to represent the Army while making public presentations. Consult
your legal or ethics advisor for guidance on conference attendance while in a
permissive TDY or leave status.

(9) Travel by Non-DoD Personnel

(a) Contractors. Travel costs for Government contractors and contractor
employees are governed by the rules in Federal Acquisition Regulation § 31.205-46. A
contractor is not eligible for an invitational travel authorization during the execution of a
contract. Contractor attendees cannot receive per diem or be reimbursed for travel
and/or travel-related expenses, except as specified in the contract. Contractor
attendance will be billed pursuant to the appropriate contract.

(b) Spouses. Every instance of accompanied spouse travel represents an
exception to policy. Therefore, as a general rule, spouses may not be placed on
invitational travel authorizations to accompany Army personnel on official business at
Government expense. Further, spouses on accompanying travel are authorized per
diem only for conferences the AASA has designated as Service-Endorsed Training.
Refer to the prevailing Army travel policy for more information on spouse travel. If a
conference includes spouses, a separate and substantive spouse agenda must be
provided with the conference request.

(c) Statutory Volunteers. Statutory volunteers are a limited category of
volunteers authorized by Federal statute (10 U.S.C. § 1588) to provide services in
certain DoD activities, such as morale, welfare, and recreation functions; Family
programs; and chaplain programs. At times, statutory volunteers may be issued
invitational travel authorizations to participate in a conference based on their expertise
in a particular subject matter of interest to conference attendees, not for being an Army
spouse or dependent. Statutory volunteer status will not be used to circumvent
Secretarial approval authority for accompanied spouse travel. Contact your legal
advisor for more information on statutory volunteers. Legal reviews for conference
requests that include statutory volunteers will specifically address the request’s
compliance with the applicable requirements. If personnel participate in a statutory
volunteer status, all required statutory volunteer documentation must be loaded into
ACRTT with the estimated actuals. Army spouses in an approved statutory volunteer
status are not considered spouses for the purposes of this policy.
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(10) Travel and Fees Funded by Others

(&) 1353 Travel. On occasion, an NFE may offer to provide travel benefits to
Army personnel participating in a non-DoD-hosted conference. Usually, such offers are
for “in kind” travel benefits, such as the waiver of the registration fee or meals and
lodging at the conference. If certain conditions are met, the travel approval authority
may authorize the attendee to accept such travel benefits on behalf of the Army under
the authority of 31 U.S.C. 8§ 1353. All “1353 travel” benefits represent a gift to the Army.
Solicitation of travel benefits is strictly prohibited. Travel benefits may only be accepted
when personnel are attending the event in an official TDY travel status (that is, on TDY
travel orders); acceptance of 1353 travel benefits is not authorized for attendance at a
local conference. Approval authorities must receive written concurrence from their
ethics counselor before approving acceptance of travel benefits, and any such approval
must be issued in writing before the travel starts. Finally, if the total value of the
accepted travel benefits exceeds $250, within 30 days of completing the travel, the
traveler must coordinate and file with their ethics counselor a report of all travel
payments received from the NFE under 31 U.S.C. § 1353 using Standard Form 326.

(b) Non-DoD Federal Agencies. Other Federal agencies external to DoD may
offer to provide travel benefits to Army personnel in exchange for their participation in
their official capacity. The offer can be accepted, if appropriate, under the terms of the
Economy Act. Contact your assigned legal advisor as soon as an offer is received.

(c) Acceptance of Proffered Funds. While most offers of travel benefits are for
“in kind” travel benefits, an NFE may “proffer” funds in advance of a conference, under
31 U.S.C. § 1353, to be used to pay for an attendee’s TDY travel-related costs, such as
travel, per diem, and registration fees at their conference. To avoid the appearance that
Army personnel may be improperly influenced by the NFE, GOs and SESs will not
attend conferences using cash gifts proffered to the Army. They may, however,
continue to accept “in-kind” 1353 travel benefits (for example, an offer of a hotel room or
specific meals while attending the event) when otherwise legally acceptable. The SA or
AASA must approve and accept gifts of proffered funds, and then each travel approval
authority must approve the use of the proffered funds for individual travelers. An overall
legal review of the acceptance of proffered funds, and local legal reviews for each
traveler using proffered funds, must be completed before final acceptance of any
proffered funds under 31 U.S.C. § 1353. An NFE’s proffer of funds for anything other
than attendee travel benefits may not be accepted under § 1353. Commands should
consult with their respective legal office if the NFE makes such a proffer (for example,
transport of an exhibit) to determine if the proffer may be accepted under another
authority.

b. Attending Army-Hosted Conferences. Generally, personnel attending an Army-
hosted conference do not need to submit a request to participate. The host
organization is responsible for estimating, approving, and reporting all Army attendees.
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c. Attending DoD-Hosted Conferences. Generally, a conference request is not
required to attend a DoD-hosted conference. The host DoD organization is responsible
for estimating, approving, and reporting all DoD attendees. However, attendance will be
limited to those attendees included in the host’s approved request and costs kept to a
minimum. Army attendees must follow DoD, Army, and their organization’s TDY
policies for approval and abide by all pertinent travel policies and guidelines. The SA or
AASA may limit attendance, or require a conference request, for Army participation in
DoD-hosted conferences when they determine it is necessary.

d. Attending Non-DoD-Hosted Conferences. Although travel for individuals is
approved locally, attendance at a conference must be approved in accordance with this
policy. Attendance must be appropriately related to each attendee’s job duties and
demonstrably benefit the Army. Further, costs will be kept to a minimum. Generally, a
request is not required to participate in non-DoD-hosted conferences with costs less
than $100,000 and fewer than 50 attendees within a GO/SES’s purview.

(1) Registration Fees. Often, conferences charge registration fees that include
lavish meals, socials, and other entertainment events. The requesting organization is
responsible for contacting the conference host to request a “no frills” registration fee
excluding any unnecessary expenses. In addition, if registration fees include meals,
local attendees must contact the organization to request a reduced fee that does not
include meals. If no such fee is available, local attendees may pay the full fee and
consume the meals. Approval authorities must use their best judgment when approving
participation in non-DoD-hosted conferences when registration fees may be used to
offset expenses that would be prohibited for a DoD-hosted conference. In such cases,
approval authorities must balance the value of the conference against the elevated risk
of an appearance of impropriety. Approval authorities should instruct attendees not to
attend inappropriate events conducted during the conference.

(2) Continuing Education Units. The Army is authorized, but not required, to pay
for training resulting in continuing education units and associated expenses, such as
examinations or processing fees. The training must directly benefit the Army, and the
conference request must sufficiently explain the benefit. The sole purpose of Army
attendance at a conference may not be to receive continuing education credits or other
similar requirements to maintain licensing or credentialing that are a minimum
requirement to hold an Army position. The Assistant Secretary of the Army (Manpower
and Reserve Affairs) is the proponent for the Army Credentialing Program. Consult the
Office of the Assistant Secretary of the Army and/or the Office of the Deputy Chief of
Staff, G-3/5/7 for training guidance.

(3) Army Speakers or Panel Members. Army personnel serving as speakers or
panel members at conferences must comply with this policy and the JER, chapter 3,
section 2 (Official Participation in Non-Federal Entities). Speakers and panelists must
take care to safeguard and prevent the dissemination of Army procurement, technology,
classified, and nonpublic information and must make sure they do not appear to
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endorse the NFE. Approval authorities should consult with their legal advisor before
authorizing participation as a speaker or panel member at an NFE conference.

(4) Additional Information for Attending Non-DoD-Hosted Conferences Requiring
SA or AASA Approval. A Conference Lead will be assigned for all non-DoD-hosted
conferences costing $100,000 or more or involving proffered funds. The Conference
Lead will compile Armywide cost and attendance information into a single request for
approval. All requesting organizations must submit their attendance information via the
Non-DoD Conference Submission Module in ACRTT—including estimated cost and
attendance numbers, attendance justifications, and the commander’s endorsement—to
the Conference Lead. Individual requesting organizations must also update the
conference record in ACRTT with actual cost and attendance information and submit an
AAR signed by their HQDA Principal Official or ACOM, ASCC, or DRU commander.
Conference Lead organizations are authorized to set additional deadlines to meet the
timelines set forth in this policy. All organizations will adhere to the attendance rules the
Conference Lead establishes.

7. Reporting Requirements. ACM will compile and submit all reports to comply with
OSD and Office of Management and Budget guidance, and the Consolidated
Appropriations Act, 2016 (H.R. 2029) requirements. Reporting requirements are
detailed in paragraphs 7a and 7b. Reported costs and attendee numbers for Army-
hosted conferences must include totals for all DoD-sponsored attendees. Submit all
reports using ACRTT. Organizations may institute additional timelines to ensure that
ACM receives reports in accordance with the timelines established in this policy.

a. Requirements. This next table identifies reporting requirements:

Conference Approval
Type Authority Before the Conference After the Conference
Tiers One, Two, Mark conference as “approved” Update “estimated actuals” and

Army-Hosted and Three in ACRTT submit AAR via ACRTT

Submit approval memo and input

Non-DoD Hosted GO/SES required fields into ACRTT

Not Applicable

Update “estimated actuals” and

Non-DoD Hosted SA and AASA Not Applicable submit AAR via ACRTT

b. Types of Conference Reporting

(1) Before the Conference (Within 10 Business Days of Approval)

(a) Approved Non-DoD-Hosted Conferences. Upload the signed approval
memorandum and complete the required fields in ACRTT.
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(b) Approved Army-Hosted Conferences. The Command Conference Manager
must upload the approval memorandum to the existing ACRTT record and mark it as
approved. Once a record is marked “approved” in ACRTT, the initial reporting
requirement has been met. The record must contain the signed approval
memorandum; request package, including request memorandum, agenda, and legal
review; and precontract decisional documents.

(2) After the Conference (Within 45 Business Days After the Conference)

(a) Estimated Actuals. Update the ACRTT conference record with “estimated
actuals,” which include the actual attendance figure and estimated actual cost
information based on the final attendance. If the actual cost varied from the estimated
cost by 10 percent or more, include a plausible justification for the variance.

(b) After Action Report. Submit an AAR for every Army-hosted conference and
participation in non-DoD-hosted conferences approved by the SA and AASA. If the
actual cost varied from the estimated cost by 10 percent or more, include a plausible
justification for the variance. For conferences the SA or AASA approved, an HQDA
Principal Official or ACOM, ASCC, or DRU commander must sign the AARs. Templates
for AARs are available on OAA’s Army Conferences home page. Failure to submit an
AAR may result in disapproval of future requests to participate in recurring conferences.
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DEFINITIONS

1353 Travel
Travel benefits or expenses paid by an entity external to the Army. Often called “gifted”
travel.

ACRTT Record
An electronic collection of documents and data in relation to a single conference.

Actual Expense Allowance (AEA)
Authorization for reimbursement for actual lodging expenses that exceed per diem.

Advisory Committees

Any committee, subcommittee, board, commission, council, conference, panel, task
force, or other similar group established by statute or reorganization plan, established or
used by the President of the United States, or established or used by one or more
agencies to obtain advice or recommendations for the President or one or more Federal
agencies or employees. As defined, “Advisory Committee” does not include any
committee that is composed solely of full-time or permanent part-time Federal
employees or any committee created by the National Academy of Sciences or the
National Academy of Public Administration.

After Action Report (AAR)

A report consisting of both qualitative and quantitative data on an event. Required
45 business days after every Army-hosted conference and non-DoD conferences
approved by the SA or AASA.

Army

The Active Army, U.S. Army Reserve, and those organizations the Secretary of the
Army is the designated DoD Executive Agent for and the Army funds their activities.
NOTE: The Army National Guard will follow National Guard Bureau conference policy
and will report through the Chief, National Guard Bureau.

Army Commands (ACOMs)

U.S. Army Forces Command (FORSCOM)

U.S. Army Training and Doctrine Command (TRADOC)
U.S. Army Materiel Command (AMC)

Army Conference Management Directorate (ACM)

The Army organization responsible for drafting Armywide conference policy; developing
processes to analyze, track, and report conference activities; ensuring compliance with
OSD and Office of Management and Budget requirements; and preparing packages for
SA and AASA review.
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Army Conference Reporting and Tracking Tool (ACRTT)
A Web-based tool that allows users to track, edit, and report conference details and
information. The required system for submitting conference requests and reports.

Army-Hosted Conference

An event with sufficient indicia of a conference hosted or sponsored by an Army
organization. The Army is considered the host when it plans and/or funds the event.
Generally, most participants will be Army personnel and the conference topic or
purpose is specific to the Army.

Army Service Component Commands (ASCCs)

U.S. Army Pacific

U.S. Army Central

U.S. Army North

U.S. Army South

U.S. Army Africa/Southern European Task Force

U.S. Army Special Operations Command

Military Surface Deployment and Distribution Command

U.S. Army Space and Missile Defense Command/Army Strategic Command

Attendee
Individual participating in the mission of the event, including support staff of conference
participants. Does not include the staff of a contracted venue.

Batch Request/Batch Approval
Requesting and/or approving multiple conferences event under one memorandum.

Command Conference Manager

A single command, organization, or activity point of contact for conference questions,
policies, requests, and reports. This individual is responsible for publicizing command-
level procedures, preparing conference requests, and submitting required reports.

Commercial Facility

A facility owned or leased by an organization other than the government or military.
These facilities are often, but not always, owned by profit-making organizations and can
include hotels, conference centers, privately owned building, etc. Facilities owned by
Federally Funded Research and Development Centers are commercial facilities under
this policy.

Conference

The JTR defines “conference” as a meeting, a retreat, a seminar, a symposium, or an
event that involves attendee travel. The term “conference” also applies to training
activities that are considered to be conferences under Title 5, Code of Federal
Regulations, section 410.404. However, any event exhibiting sufficient indicia of a
conference should be categorized as a conference.
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Conference Lead

The Army command, organization, or activity the AASA or DAS designated as
responsible for promulgating a single request and AAR for all Army attendance at a
non-DoD-hosted event.

Conference Sponsor/Conference Host

The organization hosting the conference by planning, funding, or executing the event.
NOTE: An event may have more than one sponsoring organization. If the Army
sponsors an event in collaboration with another organization external to the Army, the
event is considered a co-sponsored event.

Co-Sponsored Conference

An event in which an Army command, organization, or activity sponsors an event in
collaboration with another organization external to the Army by developing the
substantive aspects of the event or providing substantial logistical support as defined by
the JER. NOTE: If the Army provides 50 percent or more of the speakers or presenters
on the agenda, the event is co-sponsored.

Cost-Benefit Analysis

Systematic process to compare the costs and benefits of a decision. Often used to
determine if something is a sound decision, the analysis provides a basis for comparing
options or alternatives.

Deputy Chief Management Office (DCMO)

The DoD DCMO is responsible for DoD’s conference oversight on behalf of the
Secretary of Defense and Deputy Secretary of Defense, including issuing and
maintaining guidance and executing reporting requirements. The DCMO is authorized
to act on behalf of the Secretary and Deputy Secretary on all conference-related
matters.

Direct Reporting Units (DRUS)

U.S. Army Medical Command

U.S. Army Intelligence and Security Command
U.S. Army Criminal Investigation Command
U.S. Army Corps of Engineers

U.S. Army Military District of Washington

U.S. Army Test and Evaluation Command
U.S. Army Installation Management Command
United States Military Academy

U.S. Army Acquisition Support Center
Arlington National Cemetery

U.S. Army Accessions Support Brigade

U.S. Army War College

Second Army
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Discussion Panel
Formal dialogue before an audience with the topic and speakers selected in advance.

DoD Executive Agent

The head of a DoD component to whom the Secretary of Defense or Deputy Secretary
of Defense has assigned specific responsibilities, functions, and authorities to provide
support for operational missions, administrative, or other designated activities that
involve two or more DoD components.

DoD-Hosted Conference
A conference hosted or sponsored by a DoD organization external to the Army.

Estimated Actuals

An approximate total cost based on the number of participants who attended the event,
not those who were invited or planned to attend, to be submitted within 45

business days of the end of the conference. The estimate may use general averages
for travel costs multiplied by the actual number of attendees. This requirement should
never be construed as reporting the estimated or approved cost.

Exhibit
An object or a collection of objects set up in a public space for people to look at.

Exhibit Fee

The sum of money the host of an event requires for the Army to purchase space,
electricity, or other such requirements to display an exhibit, also called a booth or
display, at an event. NOTE: Include all costs for the exhibit, including transportation.

Formal Classroom Training

Training or education imparted in a room where classes are taught, such as at a school,
college, or university. The appearance or location of the setting may change to be
conducive for learning the subject being taught. For example, administrative training
will likely be taught in a room with desks and/or tables for students to take notes, while
flight school may have components behind a desk as well as in a hangar or on a
tarmac. Attendees earning a certificate or continuing education credits at the end of a
course does not make an event formal classroom training and excluded from this policy.

Government or Military Facility

A venue that is owned or leased by the U.S. Federal, State, or local government or
military, or foreign government or military. This includes Armed Forces Recreation
Centers. Does not include Federally Funded Research and Development Centers.

Government-Provided Meals

The JTR considers these “deductible meals.” A deductible meal is a meal that is

(i) made available pursuant to an agreement between the Army and any organization,
(i) included in a Government paid registration fee, (iii) furnished at no cost to the
traveler by a school while attending a course of instruction if the Government ultimately
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pays the school for the meal cost, (iv) furnished by the Government at no cost to a
traveler, (v) provided by a lodging establishment for which a charge is added in the
lodging cost, or (vi) provided by a lodging establishment when meal(s) are included in
the lodging cost under an agreement between the Government and the lodging
establishment. “Light refreshments” (including a continental breakfast) constitute a
deductible meal if otherwise qualified above and served at a meal time.

Host

Also called sponsor. The host is the organization that fully or partially funds the event;
is responsible for developing the substantive aspects of the event, such as date,
location, and attendees; provides substantial logistical support; or executes the event.

In Conjunction With a Non-Federal Entity
An Army-hosted event that is scheduled concurrently or sequentially, but separate from,
another non-DoD-hosted event in the same location.

Indicia
Plural form of indicium; an indicator or characteristic.

Internal Agency Business Matters

Recurring events geared toward Army-specific topics with attendance mostly restricted
to Army personnel (not spouses, contractors, or external personnel). Topics are directly
related to the organization’s mission. These events have mostly local attendance and
are often conducted at the place of duty. Examples include quarterly in-progress
reviews, working groups, strategy and planning sessions, and budgeting meetings.

Local Attendee
Attendee residing, or whose permanent duty station is, within 25 miles of the conference
venue. NOTE: Local attendees may not receive per diem.

Local Conference
A conference occurring within the attendee’s or attendees’ local commuting area.

Local TDY
An official status in which personnel within their local commuting area receive per diem.

Logistical Support

Assistance in planning, implementing, and coordinating details of an event. Includes
providing DoD facilities and/or equipment (and the services of DoD personnel to ensure
proper use of the equipment).

Meals and Incidentals (M&IE)

The component of per diem reimbursed to attendees in a TDY status for subsistence.
M&IE is a fixed amount reimbursed to attendees regardless of actual expenses.

Army Directive 2016-14 5











No-Cost Conference
Participation in the event incurs no cost to the Army. NOTE: A conference is no cost
only if it has absolutely no reimbursable costs, including incidental or travel expenses.

Nonappropriated Funds

Cash and other assets received by a nonappropriated fund instrumentality from sources
other than monies appropriated by the Congress of the United States. Nonappropriated
funds are Government funds used for the collective benefit of those who generate them:
military personnel, their Family members, and authorized civilians. These funds are
separate from funds recorded in the books of the Treasurer of the United States.

Non-DoD-Hosted Conference

Conference hosted or sponsored by an organization external to DoD. These
organizations could be other Federal agencies, such as the U.S. Environmental
Protection Agency, or NFEs, such as NATO.

Non-Federal Entity (NFE)

An organization external to the U.S. Federal Government. Includes foreign, State, and
local governments; multinational organizations, such as NATO; federally funded
research and development centers; and private organizations.

Official Military Award

Recognition given to an individual or unit for certain acts or services. This would include
the Medal of Honor, Distinguished Service Cross, Silver or Bronze Star, Meritorious
Service Medal, and Army Superior Unit Award, among others.

Official Representation Funds
Funds the Army uses to maintain the standing and prestige of the United States by
extending official courtesies to various dignitaries, officials, and prominent citizens.

Operational Activities/Operational Exercises

Events often focused on military, not civilian, personnel. These events usually will be
held in government or military facilities and focus on troop deployment, movement, or
training. The majority of attendees should be military personnel. Examples include war
games or exercises and maneuver conferences.

Participant
A person who is involved in an activity or event. This includes attendees, speakers,
presenters, and support staff.

Per diem

A specific amount of money, based on locale, the Government gives an individual on
TDY orders to cover expenses when traveling in an official capacity. Per diem consists
of lodging, meals, and incidentals. Lodging reimbursement is listed as the maximum
amount but will be reimbursed at the actual cost if obtained below the per diem rate.
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Permissive TDY
A TDY status that does not grant per diem.

Precontract Decision Documents
Documents that are used to make contract-related decisions. Examples include quotes,
estimates, and letters of intent.

Pre-Deployment/Deployment/Post Deployment Activities

Events or activities that facilitate the planning, resourcing, training, and executing
actions necessary to deploy and redeploy forces. Includes Family programs activities in
support of troop deployment.

Presenter

Person who conveys information on a particular topic, item, or piece of work. Often
selected in advance and may appear on the agenda. Examples include individuals
invited to present and discuss their papers or research.

Proffered Funds
An offer of money, typically from an NFE. This differs from “in kind” travel benefits in
that proffered funds are given to the Army instead of the payment of goods or services.

Proportional Meal Rate (PMR)

PMR is an amount based on the locality meal rate. It is used when a traveler receives
one or two meals at Government expense (for example, one or two deductible meal(s)
included in a conference registration fee).

Published Agenda
The sequence of events shared through the official conference Web site or by invitation.

Registration Fee

Also called conference fee. The sum of money the host of an event requires for
attendees to be granted permission to participate in the event. This does not include
exhibit fees. NOTE: For Army-hosted events, the fee is considered revenue when
collected from non-DoD attendees.

Registration Fees Collected From a DoD Source
The sum of money the Army collects for DoD-funded attendees to be granted
permission to participate in the event. This does not include exhibit fees.

Registration Process

Provision of attendee’s name, at minimum, to the conference host as a condition of
attending the event. Other information commonly provided includes phone number,
organization, duty title, and address. A fee is often, but not always, required. This
differs from an RSVP list in that an individual is not granted access to the event without
registering.
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Reimbursable Costs

Monies the Army pays to personnel for travel-related expenses, such as per diem,
transportation costs, conference registration fees, or other expenses that are included
on an official travel voucher.

Requester
The command, organization, or activity seeking to sponsor or send personnel assigned
or attached to the command, organization, or activity to an event.

Service-Endorsed Training
Event that the AASA has designated as Service-endorsed training. These are the only
conferences for which spouses are eligible to receive per diem for attendance.

Speaker
A person who speaks formally before an audience as part of the published program.

Spouse Travel

An event where one or more spouses of Army personnel is/are attending with the Army
funding all or part of the costs incurred as a result of the spouse’s (spouses’)
participation.

Statutory Command and Staff Oversight Functions

These are events or functions controlled, determined, or mandated by Federal statute,
law, or DoD regulation. Events or functions mandated within Army policies do not
constitute statutory functions. These events or functions would include audits,
inspections, counterintelligence measures, and nonconference planning site visits.

Statutory Volunteer

A limited category of volunteers authorized by Federal statute (10 U.S.C. § 1588),
approved through the secretarial process, to provide services in certain DoD activities,
such as morale, welfare, and recreation functions; Family programs; museums; chaplain
programs; and child care. The following is required for an individual to be accepted into
a statutory volunteer status: DD Form 2793 (Volunteer Agreement for Appropriated
Fund Activities and Nonappropriated Fund Instrumentalities), DA Form 4162 (Volunteer
Service Record), DA Form 4713 (Volunteer Daily Time Record), DA Form 5671
(Parental Permission) (if the volunteer is unmarried and under age 18), and a position
description.

Temporary Duty (TDY)
Official duty at a location other than the permanent duty station.

Venue
The actual building, campus, or physical setting of the event, not the city and State.
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Virtual Conference
An event that is conducted or may be viewed on a computer, or other electronic source,
where no attendee travel is required to participate in the event.
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REFERENCES

1. Consolidated Appropriations Act, 2016

Rules Committee Print 114-39, House Amendment to the Senate Amendment to

H.R. 2029, December 18, 2015
https://www.gpo.gov/fdsys/pkg/CPRT-114HPRT98155/pdf/{CPRT-114HPRT98155.pdf

2. 10 U.S.C. § 1588 (Authority to Accept Certain Voluntary Services)
http://lwww.gpo.gov/fdsys/granule/USCODE-2010-title10/USCODE-2010-title10-
subtitleA-partll-chap81-sec1588/content-detail.html

3. 10 U.S.C. § 2262 (Department of Defense conferences: collection of fees to cover
Department of Defense costs)
http://lwww.gpo.gov/fdsys/granule/USCODE-2010-title10/USCODE-2010-title10-
subtitleA-partlV-chap134-subchapll-sec2262/content-detail.html

4. 31 U.S.C. § 1353 (Acceptance of travel and related expenses from non-Federal
sources)
http://lwww.gpo.gov/fdsys/granule/USCODE-2011-title31/USCODE-2011-title31-
subtitlell-chap13-subchaplll-sec1353/content-detail.html

5. 31 U.S.C. 8 1535 (Agency agreements) (known as the Economy Act of 1932, as
amended)
http://www.gpo.gov/fdsys/pkg/USCODE-2011-title31/pdf/USCODE-2011-title31-
subtitlell-chap15-subchaplll-sec1535.pdf

6. 5 Code of Federal Regulations. 8 410.404 (Determining if a conference is a training
activity) http://www.gpo.gov/fdsys/pkg/CFR-2013-title5-vol1/xml/CFR-2013-title5-vol1-
sec410-404.xml

7. Federal Acquisition Regulation § 31.205-46 (Travel costs)
http://www.gpo.gov/fdsys/pkg/CFR-2010-title48-vol1/pdf/CFR-2010-title48-vol1l-sec31-
205-46.pdf

8. The Joint Travel Regulations Uniformed Service Members and DoD Civilian
Employees, 1 March 2016
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf

9. DoD 5105.05 (Department of Defense Federal Advisory Committee Management

Program), August 6, 2007
http://www.dtic.mil/whs/directives/corres/pdf/510504p.pdf
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10. DoD 5500.07-R (Joint Ethics Regulation (JER)), August 30, 1993, Incorporating
Change 7, November 17, 2011
http://www.dtic.mil/whs/directives/corres/pdf/550007r.pdf

11. DoD 7000.14-R (Department of Defense Financial Management Regulation (DoD
FMR)); Volume 10 (Contract Payment Policy), chapter 12 (Miscellaneous Payments),
June 2012

http://comptroller.defense.gov/Portals/45/documents/fmr/Volume_10.pdf

12. DoD 7000.14-R; Volume 12 (Special Accounts, Funds and Programs); chapter 32
(Collection and Retention of Conference Fees From Non-Federal Sources), July 2009
http://comptroller.defense.gov/Portals/45/documents/fmr/Volume_12.pdf

13. Army Directive 2007-01 (Policy for Travel by Department of the Army Officials),
25 Jan 2007
http://www.apd.army.mil/pdffiles/ad2007_01.pdf

14. Army Regulation (AR) 1-100 (Gifts and Donations), 15 November 1983
http://www.apd.army.mil/pdffiles/r1_100.pdf

15. AR 37-47 (Representation Funds of the Secretary of the Army), 18 September 2012
http://armypubs.army.mil/epubs/pdf/r37_47.pdf

16. AR 380-5 (Department of the Army Information Security Program),
29 September 2000
http://www.apd.army.mil/pdffiles/r380_5.pdf

17. AR 380-10 (Foreign Disclosure and Contacts with Foreign Representatives),
4 December 2013
http://www.apd.army.mil/pdffiles/r380_10.pdf

18. AR 600-8-22 (Military Awards), 11 December 2006, 25 June 2015
http://lwww.apd.army.mil/pdffiles/r600_8_ 22.pdf

19. AR 608-1 (Army Community Service), 13 March 2013
http://www.apd.army.mil/pdffiles/r608_1.pdf

20. AR 690-950 (Career Management) 31 December 2001,
http://lwww.apd.army.mil/pdffiles/r690_950.pdf

21. Memorandum, Secretary of Defense, Dec 27 2010, subject: Consideration of Costs
in DoD Decision-Making
https://dap.dau.mil/policy/Lists/Policy%20Documents/Attachments/3257/0SD14152-
10.pdf
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22. Memorandum, Deputy Secretary of Defense, 23 Sep 2015, subject: Updated DoD
Conference Guidance
http://dcmo.defense.gov/Portals/47/Documents/Products_Services/Conference_Policies
/DoD_Conference_Guidance_3.pdf

23. Memorandum, Secretary of the Army, 09 Apr 2015, subject: Travel by HQDA
Principal Officials
http://armypubs.army.mil/epubs/SecArmy_Collection_1.html

24. Memorandum, SAFM, May 17 2011, subject: Guidance for Consideration of Costs
in Army Decision-Making
http://armypubs.army.mil/epubs/ASA_FMC_Collection_1.html

25. DoD Cost Guidance Portal (requires common access card)
https://www.cape.osd.mil/CostGuidance/

26. Army Conferences home page (requires common access card)
https://securecac.hgda.pentagon.mil/oaacustomer/conferences.aspx

https://securecac.hgda.pentagon.mil/oaacustomer/conferences.aspx

This site contains all conference-related templates as well as useful reference
information:

e Army-hosted conference request template,

e non-DoD conference request templates,

e Army conference policy exemption determination tool,
e conference AARs ,and

e legal review template (optional).

27. Army Lodging Success Program
http://www.armymwr.com/travel/lodging/lodging_success.aspx

28. Hotel-Motel National Master List
https://apps.usfa.fema.gov/hotel/
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MEMORANDUM FOR Commander, United States Army Medical Department Center & School, U.S. Army Health Readiness Center of Excellence (AMEDDC&S HRCoE), Fort Sam Houston, Texas 78234 









[bookmark: Enclosure_9]SUBJECT:  Request Approval for Army Attendance at (Name of Non-Dod Conference/Event), (Dates- ie. 15-17 Aug 18), Total Costs Under $100,000, Fewer than 50 Attendees 














1.	Event.  Request approval for Army attendance at the (name of non-DoD conference), (dates of conference), with travel dates of (ie.  14 Aug and 18 Aug 17), at (venue name, venue FULL address, City, State, and Zip Code) (Country, if OCONUS).









2.	Purpose.  Explain why 1) Army personnel are attending the conference and 2) how participation will advance the mission of the department.  









	a.  Explain why this event was chosen and include supporting justification from the conference mission or agenda that explains why attendance is required for all proposed attendees (not just some of them).  Provide website address to the conference.  









	b.  Demonstrably Beneficial Statement:  Army attendance at this event is demonstrably beneficial to the Army because (explain how the education/training will benefit the AMEDDCS HRCoE and the Army).  Additionally, the event is demonstrably beneficial and appropriately related to official duties of the attendee(s) because (state how the subject matter/attendance is related the official duties of the attendee(s)).  Furthermore, attendance is cost-effective; and in the best interests of the Army, the U.S. Government, and taxpayers. 









3.	Justification.  Provide a detailed description of the anticipated benefits of conference attendance.  Explain why attendance is the best use of resources.  What do you expect to get out of the conference and why is it the best option?  Provide attendee justification for “each” attendee in first person (do not include in separate document). (BLUF how does your attending this event support the AMEDDCS HRCoE mission).









	a.  Certifying Statement:  Lower cost alternatives, such as teleconferencing, video conferencing, or web conferencing, (are / are not) feasible for obtaining the purpose of attendance at this training.  Therefore, funded attendance at this event has overcome the presumption against in person travel to attend.  (Add any additional information for consideration in this paragraph).









	b.  Recurring Event:  This (is/is not) an event that attendee(s) have attended in the past.  If this is a recurring event, provide cost-benefit details from the last iteration as part of this justification.  If this request reflects an increase in costs from the prior year, include justification for the increase.  









	c.  Rental Car Justification.  Rental cars are normally not authorized.  Must use hotel shuttles, public transportation when available.  If rental car(s) is requested, must provide detailed justification and cost-benefit analysis.  









4.	Attendees.  Provide the following information on expected attendees:  




					Number of DA civilian attendees




					#









					Number of Army military attendees




					#









					TOTAL




					#



















5.	Total Costs.  Complete the following table to detail the estimated costs for all expenses and show all calculations.  Use DTS to estimate costs.  Delete the non-applicable sections.




					EXPENSE




					ESTIMATED COSTS




					REMARKS/CALCULATIONS









					Attendee(s) Costs









					Lodging Costs For Attendees




					Total Amount









[Ex. $400]




					($ Hotel Rate) x # nights x # attendee’s on TDY= $Total Amount 




[ex. ($100/night) x 4 nights x 1 attendee= $400.00] 









Tax Exemption Voucher will be Requested Upon Check-in









					M&IE Costs for Attendees




					Total Amount









					Delete the non-applicable sections









FIRST & LAST DAY OF TRAVEL:  




 (M&IE rate) x 75% x (2 travel days) x (# of attendees on TDY) = $___.









CONFERENCE DAYS (w/ no meals included):  (full M&IE rate) x (# full conference days) x (# of attendees on TDY) = $___.









CONFERENCE DAYS (with meals included):  (PMR) x (# days with meals) x (# of attendees on TDY = $___. OR No Meals Provided 














					Travel Costs for Attendees




					Total Amount




					Delete the non-applicable sections









Travel by Air: 




($Estimated Airfare Cost) x (# of Attendees)= $









And/Or









Travel by POV (or POV to and from Airport) Costs:  




(Miles) x (.545/mile) x # of Attendees= $









And/Or









Taxi/Shuttle to and from TDY Location to Hotel= ($ per trip) x # attendees= 









And/Or









POV Parking at Airport:




($Cost per day) x (# of days) x # of attendees= $ Total 









RENTAL CARS ARE NOT AUTHORIZED (Any requests for rental cars will need a justification statement)














					Registration Fee




					Total Amount




					$Cost of Registration Fee x # of Attendees = Total Costs









					Total Attendee Costs









					Total Amount from Above Numbers




					Total of the above costs to include: per diem, travel expenses and registration fees









					Other Costs









					Exhibit Fee (if applicable)




					Total Costs




					Delete the non-applicable sections









(N/A) OR Explain: (What size exhibit was purchased and any applicable associated costs to include labor, transportation, electricity, and other such costs.)  









					Other Costs




					Total Costs




					Delete the non-applicable sections









(N/A) OR Examples:  (Costs for van to transport supplies to venue; contractor’s fees; handouts, etc). 









					Total Other Costs




					Total Amount in this Section




					Total Costs to include: Exhibit Fee and Other Costs









					Total Costs




					$




					Total Attendee Costs + Total Other Costs= Total Expenses 









					FUNDING SOURCE




					Example:




Attendee Name: (CET)




Attendee Name: (OSI)




Attendee Name: (G-357)



















6.	Reporting Requirement.  I acknowledge within 45 days of the conclusion of the conference the final report must be completed using ACRTT.  









7.	Requested Approval Date.  I request approval decision on or before dd mmm yy because (insert rationale here).  [Note: Use this paragraph if you need senior leader decision by a certain date due to any deadlines such as registration deadline, to take advantage of special early pricing discounts, or other such requirements.]  









8.  Legal Review.        Request is legally sufficient.




			                  Request is legally insufficient.




                                    (Optional) See attached legal review.














Lawyer Name/Signature:__________________________________  









9.  Point of Contact.  (Provide organization contact information:  name, phone number, email address.)
























Encl			SHAUNA L. SNYDER




1.	DTS / Trips Preview Page                  COL, MS




				Commanding
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Please make sure you have been release from previous unit.

PROFILE WORKSHEET

PERSONAL INFORMATION

1. First Name; 2.Last Name: 3. Ml: 4. SSN:
5. Unit ID; 6. Rank:
WO077F1
7. Address Street: 8. City: 9. State:  |10. Zip Code:
11. Home Phone: 12. Work
Phone;:

13. Supervisor: ASD Company Commander

14. Phone:
210-221-5731

15. Govt. Email:
Alt email:

Charge Card?

Do you have or Do you require a Government Travel

FINANCIAL INFORMATION

16. Personal Account Type/Institution:

17. Account Number:

18. Routing Number:

19. Govt. Credit Card #:

20. Expiration Date:

GOVERNMENT POINT OF CONTACT

22. Unit;
AMEDD STU DET (WO077F1)
210-221-5731

23. Unit Address:

2745 HARNEY PATH STE 187- B54
JBSA FT SAM HOUSTON, TX
78234










				PERSONAL INFORMATION: 



				5 Unit ID W077F1: 



				13 Supervisor ASD Company Commander: 



				14 Phone 2102215731: 



				FINANCIAL INFORMATION: 



				16 Personal Account TypeInstitution: 



				17 Account Number: 



				18 Routing Number20 Expiration Date: 



				GOVERNMENT POINT OF CONTACT: 



				Text24: 



				Text25: 



				Text26: 



				Text27: 



				Text28: 



				Text29: 



				Text30: 



				Text31: 



				Text32: 



				Text33: 



				Text34: 



				Text35: 



				Text36: 



				Text37: 



				Text38: 



				Text41: 



				Text42: 



				Text43: 














DEFENSE TRAVEL MANAGEMENT OFFICE

April 2018

STATEMENT OF UNDERSTANDING (SOU)

- The Government Travel Charge Card (GTCC) is mandated to be used by DoD personnel to pay for
authorized expenses when on official travel unless an exemption is granted. This includes temporary duty
travel (TDY), and, per Component guidance, permanent change of station (PCS) travel.

Cardholder must check off each item below.

I understand that I am being directed to:

[l Use my card only for expenses incurred by me for official travel, and my dependents, if authorized
for PCS travel.

] Confirm receipt of my GTCC upon delivery.

] Ensure that my card is activated by my APC before | travel.

] Pay all my undisputed charges by the due date on my billing statement, regardless if my travel
voucher has been processed.

[] Use split disbursement to pay for all outstanding charges.

[] Charge my official expenses to the GTCC wherever possible rather than use cash withdrawals or
another form of payment.

[] File my travel voucher within five business days after completing my travel.

[] Obtain tax exemption information prior to my trip from https://smartpay.gsa.gov/content/state-tax-
information.

O Keep my account number, expiration date and contact information updated in DTS.

] Update my contact information with the travel card vendor, when necessary.

] Notify the travel card vendor, and my APC, if my GTCC is lost or stolen.

[] Complete “Travel Card 101" training initially, and refresher training every three years thereafter.

Complete a “NEW” SOU upon arrival at each new duty assignment, or every three years.

[]

I understand that:

[] Disputes must be submitted within 60 calendar days from the statement date.

L] If I misuse the card, | will be subject to administrative or disciplinary action.

[l Cash withdrawal fees are part of incidental expenses and not separately reimbursable.
[] Online, and mobile, access to my account is available at citimanager.com.

For additional information on the Travel Card, refer to your APC and the DoD GTCC Regulations
(http://www.defensetravel.dod.mil/Docs/requlations/GTCC.pdf).

APC’s Name: Maria L. Aponte APC’s Phone Number: 210- 221-7230

Applicant Name/Signature Date Supervisor Name/Signature





https://smartpay.gsa.gov/content/state-tax-information



http://www.citimanager.com/



http://www.defensetravel.dod.mil/Docs/regulations/GTCC.pdf
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				APC's Phone Number: 210- 221-7230
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AMEDDC&S TDY Request (HSC/Brigades)

Please complete for all TDY Trips
e 14 JUL 17

B Co, 187/Alvaro Florez/O3/Commanding Phone 4 210-221-5731
Activity/Name/Grade/Title
Emergency visit to transfer Soldier from civilian hospital to

Requesting Activity:

Mission Critical justification:

a nearby MTF or SAMMC for further evaluation.

Accreditation Requirement: |:| YES |:| NO Medical Licensure or Certification: |:| YES |i| NO
sestinaTionpates: INOrth Charleston, SC/ 7/16/2017-7/21/2017
4 of Travelers (AMEDDC&S) 2 Names. CP T Alvaro Florez & CSM Aaron Stone

Mission is: [ll] AMEDDC&S [ |MEDCOM [ | TRADOC [ ] Corps Chiefs/Consultant Travel

17-A0038-187

Funding Source:[ | DHP[ | OMA [ ] OCO/AMAP/PH [l Other (specify)

Budget Ceiling Available: YES |:| NO |:|
If travel request is for a contractor, has COR verified funding is available on the contract? |:| YES |i| NO

Contract Number:

$3,000 200 (car rental)

Estimated Travel Expense: Additional Costs (e.g., Registration Fees): $

Impact if postponed / cancelled:

Reason for not using VTC / TELECON:

Section |:| Approved |:| Disapproved Signhature/Date:

Company Cdr |:| Approved |:| Disapproved  Signature/Date:

BN Cdr |:| Approved |:| Disapproved  Signature/Date:
/ILTC/BDE XO

|:| Approved |:| Disapproved Delegated Approving Official Name/Rank or Grade/Title (MUST BE TYPED)
Signature Date

Worksheet HBD-B G-8 May 2016 Page 1 of 1










				Date: 14 JUL 17



				Requesting Activity: B Co, 187/Alvaro Florez/O3/Commanding



				Phone: 210-221-5731



				Mission Critical justification: Emergency visit to transfer Soldier from civilian hospital to 



				undefined: a nearby MTF or SAMMC for further evaluation. 



				undefined_2: 



				undefined_3: 



				Accreditation Requirement: NO_2



				DESTINATIONDATES: North Charleston, SC/ 7/16/2017-7/21/2017



				of Travelers AMEDDCS: 2



				Names: CPT Alvaro Florez & CSM Aaron Stone



				AMEDDCS: On



				MEDCOM: Off



				TRADOC: Off



				Corps ChiefsConsultant Travel: Off



				DHP: Off



				OMA: Off



				OCOAMAPPH: Off



				undefined_4: On



				Other specify: 17-A0038-187



				Budget Ceiling Available YES: Off



				NO_3: Off



				If travel request is for a contractor has COR verified funding is available on the contract: NO_4



				Contract Number: 



				Estimated Travel Expense: $3,000



				Additional Costs eg Registration Fees: 200 (car rental)



				Impact if postponed  cancelled: 



				undefined_5: 



				Reason for not using VTC  TELECON: 



				Approved: Off



				Approved_2: Off



				Approved_3: Off



				Disapproved: Off



				Disapproved_2: Off



				Disapproved_3: Off



				Approved_4: Off



				Disapproved_4: Off



				Delegated Approving Official NameRank or GradeTitle MUST BE TYPED: /LTC/BDE XO



				Date_2: 














AMEDDC&S TDY Request (OCONUS)
Please complete for all TDY Trips

Date:
Requesting Activity: Phone #:
Activity/Name/Grade/Title
Mission Critical justification:
OCONUS PACKET SUBMITTED: |:| YES |:| NO
Accreditation Requirement: |:| YES |:| NO Medical Licensure or Certification: |:| YES |:| NO

DESTINATION/DATES:

# of Travelers (AMEDDCA&S) Names:

Mission is: [ | AMEDDC&S [ |MEDCOM [ | TRADOC [ ] Corps Chiefs/Consultant Travel

Funding Source:[ | DHP[ | OMA [ ] OCO/AMAP/PH [ ]Other (specify)

Budget Ceiling Available: YES |:| NO |:|
If travel request is for a contractor, has COR verified funding is available on the contract? |:| YES |:| NO

Contract Number:

Estimated Travel Expense: Additional Costs (e.g., Registration Fees): $

Impact if postponed / cancelled:

Reason for not using VTC / TELECON:

Section |:| Approved |:| Disapproved Signhature/Date:
Division |:| Approved |:| Disapproved Signature/Date:
Senior Leader |:| Approved |:| Disapproved Signature/Date:
G8 |:| Concur |:| Non-Concur Signature/Date:

|:| Approved |:| Disapproved

Chief of Staff Date

Worksheet HBD-O G-8 May 2016 Page 1 of 1










				Date: 



				Requesting Activity: 



				Phone: 



				Mission Critical justification: 



				undefined: 



				undefined_2: 



				OCONUS PACKET SUBMITTED: Off



				Accreditation Requirement: Off



				DESTINATIONDATES: 



				of Travelers AMEDDCS: 



				Names: 



				AMEDDCS: Off



				MEDCOM: Off



				TRADOC: Off



				Corps ChiefsConsultant Travel: Off



				DHP: Off



				OMA: Off



				OCOAMAPPH: Off



				undefined_3: Off



				Other specify: 



				Budget Ceiling Available: Off



				If travel request is for a contractor has COR verified funding is available on the contract: Off



				Contract Number: 



				Estimated Travel Expense: 



				Additional Costs eg Registration Fees: 



				Impact if postponed  cancelled: 



				undefined_4: 



				Reason for not using VTC  TELECON: 



				Approved: Off



				Approved_2: Off



				Approved_3: Off



				Concur: Off



				Disapproved: Off



				Disapproved_2: Off



				Disapproved_3: Off



				NonConcur: Off



				Approved_4: Off



				Disapproved_4: Off



				Chief of Staff: 



				Date_2: 














DEPARTMENT OF THE ARMY
187th MEDICAL BATTALION
MEDICAL PROFESSIONAL TRAINING BRIGADE
2745 HARNEY PATH, STE 187
JBSA FORT SAM HOUSTON, TEXAS 78234

MCCS-WBE 01-Mar-2019

MEMORANDUM THRU

Commander, 187th Medical Battalion, 2745 Harney Path, Suite 187, JBSA Fort Sam
Houston, TX 78234

Commander, Medical Professional Training Brigade, 3250 Koehler Road, JBSA Fort
Sam Houston, TX 78234

FOR G-1, AMEDDC&S, HRCoE, JBSA Fort Sam Houston, TX 78234

SUBJECT: Letter of Lateness for OCONUS Leave

1. The OCONUS request for Rank Last, First Last 4 SSN is being submitted
late due to:

Provide Explanation

2. The point of contact for this memorandum is CPT Heather Woodruff at
210-221-5731.

FOR THE COMMANDER,

HEATHER A. WOODRUFF
CPT, MS
Commanding









				Date1_af_date: 01-Mar-2019



				Rank Last, First  (XXX-XX-LAST 4 SSN): Rank Last, First  Last 4 SSN



				Text3: Provide Explanation














OCONUS TRAVEL

AMEDD CENTER & SCHOOL
HEALTH READINESS CENTER OF EXCELLENCE

= . = -
Travel Tracker / Individual Anti-Terrorism Plan
-
Current User: Guest
You are here: Home 5 ) - 3 S
= Home | Register New Account | Pre-Travel i | Submit Travel | Counts
B
reenvere
Per the PACOM OPORD 5050-08 and the DOD Foreign Clearance Guide, U.S. Military, DOD Civilians, and/or Contractors traveling into or within the USPACOM AOR — — — — — —
must enter their travel into this system. For U.S. PACOM assigned personnel, all travel worldwide must be entered. Exceptions: Currently, not required for travel to I .
CONUS or to any U.S. Territories or Possessions unless your command requires it. 1 . If Current User |S Set aS ﬂ
This policy is enforced to ensure travelers are aware of, and reamain alert to, possible dangers and/or emerging threats to their personal safety while traveling, as well |g & ” H ) N
as providing CDR USPACOM with immediate geographi(lz accountability and nr;tiflcation capability of/to its personnel or personnel from other COCOMs who are ia their GueSt ’ reg ISter for an N
AOR. y
—— account
Specific Applicability:
Military: Required for both Official (TDY/TAD) and Personal (Leave) Travel. I2_\/_ — _th_ _F)_ TI__ - |
DOD Civilians / Contractors: Required for Official Travel, only, unless otherwise stated in the DOD Foreign Clearance Guide. - IeW e re- raVe v
To utilize this system, you must first register for and activate an individual account using your own CAC. Depending on how your command is set up in the system I |nStrUCt|0nS 4

and the destination you select, you will automatically be sent to either the short-form Travel Tracker (TT) or the long-form Individual Antiterrorism Plan (IATP) which
has an associated rank specific approval process. If your command is not set up in the system, you can submit using the appropriate service "Guest" account. e e e

For travel to an Unrestricted Area in the PACOM AOR, if Theater, Country, and/or Special Area Clearance is required to your intended destination, it must be submitted I 3.Sme |t tl’ave| aftel’ a" ?

independent of and subsequent to (not prior to) submission of this document. Include the following statement in your APACS Clearance Request: "This travel has been

entered into the PACOM TT/IATP Theater Tracking Database." trai n i ng req u i rements
If traveling to a Restricted Area in the PACOM AOR, at a minimum include the rank, name, and title of the Flag Officer or SES who approved the IATP, and the date it h b t
was approved. NOTE: Concurrence of Theater, Country, and/or Special Area Clearance can never be assumed to a PACOM Restricted Area. ave een me

IATP (Individual Antiterrorism Plan) = HARD COPY TRAINING (CAC REQUIRED)

Required for ALL OCONUS Travel Required Documents: + AT Level 1 Training: JKO at
. . https://jkodirect.jten.mil

- IATP Website: - Battalion Cdr’s Approval Memo S:fKodirect.iten.mi

https://iatp.pacom.mil o « SERE Training: JKO at
* AT Level 1 Certificate https://jkodirect.jten.mil

- Use the "Register New Account"

link to request access. An email - SERE Certificate - ISOPREP/PRO-File https://
will be sent to the email account . _Fi prmsglobal.prms.af.mil/
you specify, with instructions to PRO-File/ISOPREP prmsconv/Profile/Survey/
activate the account. + USFK Certificate (Korea only) start.aspx

- Pre-Travel Instructions: https:// + Human Rights Certificate - If a PRO-File has been done
public.seat.nmci.navy.mil/iatp/ (generally for South America) previously (deployment, overseas
default.aspx (Contains training . L assignment), request an update
link « Combating Trafficking in Persons

s) i from the G2
(generally for South America)

- Submit the data as required, . « USFK Training (Korea only): JKO
paying particular attention to the ~ * G1 submits APACS request at https://jkodirect.jten.mil
instructions on the right side of :
the application 9 ’ G1ﬂ:‘as_ final overall approval « Human Rights Training (generally

authority for South America): JKO at

» The required location-specific . Soldiers: IATP/Hard copy required https://jkodirect.jten.mil
briefing is given within the IATP for EVERY trip OCONUS; Civilians: . combating Trafficking in Persons
application required for EVERY DoD-funded J N

. (generally for South America):
Submit a Travel Tracker for travel travel/DoD authorized travel JKO at https://jkodirect.jten.mil

to Alaska, Hawaii, Puerto Rico & | otain ocations require a Force

itori + JKO Account/Login Assistance
US territories Protection Plan. Travelers will be '|kohelpdesk@ite?1.mil or COMM:
. Travel Tracker entries are for travel ~ notified when appropriate. 757.203.5654, DSN: 668.5654
to an area that DOES NOT require Monday - Friday, 24 hours a day

approval in the system. ltis a
visibility/tracking tool for
Commanders.

AMEDDCA&S, HRCoE, G2 Directorate -1- Oct 2015,
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mailto:usarmy.jbsa.medcom-ameddcs.other.g2-support@mail.mil%20?subject=PRO-File/ISOPREP%20Update
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OCONUS TRAVEL

Tips

p— —~e

ELECTRONIC FOREIGN CLEARANCE GUIDE D ’{r‘\?\é:%

L/ o
S ..

ceate

SECTION | PARAGRAPH CHANGE @

Zspts  levowl

TMENT or STATE

llllll

il - (800)600-9332 - DSN 3128383000

~ . maxflesize:20k b owercemmgruss oneastams
(R CEE Browse. wloaduntisaisfied e e o

IATP HARD COPY TRAINING
« Your Command/Installation is: . Sample memo . - ific i i
AMEDDCSS P Country-specific information,

Travel Alerts and Travel Warnings

» Per DoD Electronic Foreign can be found on the U.S. State

- Requests will NOT be Clearance Guide, the travel .
approved more than 60 days requirements for Alaska, Department site state.gov
before travel Hawaii,Puerto Rico, US - Smart phone users: Download

- In the “Additional Information territories or possessions are the SMART Traveler app from
box” enter USFK or Human the same as traveling within the iTunes or Google Play Store
Rights training, or other u.s. _
pertinent information . « S.T.E.P. - Enroll in the Smart

- Recommended best business Traveler Enroliment
» There are NO exemptions practice: Complete all training Program. STEP is a free service
in advance, whether traveling or to allow US citizens/nationals

Family and friends should be
Iistedywithin the IATP as not traveling abroad to enroll with

the local US Embassy or

additional travelers . OCONUS Travel is a two-part

. Official Travel: Multiple process: The G1 is responsible Consulate.
travelers goin.g to the same for administrative processing, - DoD Foreign Clearance Guide
location with identical obtaining country clearance, (https://www.fcg.pentagon.mil/)
itineraries can be listed as and overall final approval Check travel and training
additional travelers with the fauthorltf;(. ThFe G2 '; responsible requirements

e or verifying Force Protection . .

RZ:;%';::&QF;?&,?,S, ;i?‘?:est. requirements have been met - SERE Training for military
dates/details MUST b 9 and making recommendations members: 8 hour module, DoD
entered in the “Additional to the Commander. Please ctvilians: 3 hour module
Information” box. ensure both obligations have « All training must remain current

been met for ALL OCONUS through completion of travel

- Soldiers PCSing OCONUS will travel!
submit an IATP request - PRO-File/ISOPREP Assistance
. COMM 586-239-3701
+ The right column of pages on DSN 312-273-3701

the IATP site contain helpful . If you have previously completed

tips and guidance PRO-File and as a result have an
ISOPREP in the PRMS system
DO NOT re-accomplish PRO-File.

. G1: usarmy.jbsa.medcom-ameddcs.mbx.g1-oconus@mail.mil . G2: usarmy.jbsa.medcom-ameddcs.other.g2-support@mail.mil

AMEDDCA&S, HRCoE, G2 Directorate -2-
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OCONUS TDY TRAVEL REQUEST

AUTHORITY:

ROUTINE USES:
DISCLOSURE:

PRIVACY ACT STATEMENT

AMEDDCA&S, HRCoE Policy Memorandum 19-002 SUBJ: OCONUS Leave and Travel Clearance Policy.

PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of validating and approving or disapproving individuals
requesting OCONUS travel. NOTE: Records may be maintained in both electronic and/or paper form.

Information collected is used to process requests for OCONUS Travel.
Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or
prevent further processing of this request.

1.NAME (Last, First, Middle Initial)

2.IATP ENTRY NUMBER (3.DATE (YYYYMMDD)

4.0OFFICIAL E-MAIL ADDRESS

5.O0RGANIZATION/DEPARTMENT

6.DESIGNATION OF PERSON [7.DUTY PHONE
MILITARY

8.UNIT ADDRESS

9.JOB TITLE AND GRADE/RANK 10.TRAVELER PHONE 11.HIV DATE
12.DATE OF BIRTH 12a.PLACE OF BIRTH 13.ADDITIONAL TRAVELERS
0

4 PASSPORT NUMBER [14a.EXPIRATION DATE

14b.PLACE PASSPORT ISSUED

15.DEPARTURE DATE |15a.DEPARTING FROM

15b.ARRIVAL DATE |[15c.ARRIVING TO

16.RETURN DATE 16a.DEPARTING FROM

16b.ARRIVAL DATE

16c.ARRIVING TO

17.FUNDING SOURCE

NA N/A NONE

18.LEGAL REVIEW |19.CLEARANCE TYPE

NO

19a.CLASSIFIED EXCHANGE/DISCUSSION?

20.NATO ORDERS?
N/A

21.AT LEVEL 1 DATE(YYYYMMDD)

21a.SERE 100 DATE (YYYYMMDD)

21b.PRO-FILE DATE (YYYYMMDD)

21c.DD FM 1610 COMPLETE
YES

21d.S.T.E.P. ENROLLMENT AND ANY ADDITIONAL TRAINING & DATES (USFK, HUMAN RIGHTS, FORCE PROTECTION PLAN)

22.LOCATION(S) BEING VISITED

23 PERSON/AGENCY BEING VISITED (Type Name)

24 ADDRESS OF PERSON/AGENCY BEING VISITED

25.JUSTIFICATION FOR VISIT

26.SIGNATURE OF TRAVELER

1, the primary traveler, am respon-
sible for ensuring the additional
travelers listed in this document
have met all pre-travel and
briefing requirements.

27 . SUPERVISOR'S/DIRECTOR'S NAME

27a.SUPERVISOR'S/DIRECTOR'S SIGNATURE

27b.DATE (YYYYMMDD)

28.COMMANDER'S NAME(IF APPLICABLE)

28a.COMMANDER'S SIGNATURE

28b.DATE (YYYYMMDD)

RECOMMENDATION(IF APPLICABLE)
O CONCUR NONCONCUR

COMMENTS

29.BATTALION COMMANDER'S NAME(/F APPLICABLE)

29a.BATTALION COMMANDER'S SIGNATURE

29b.DATE (YYYYMMDD)

RECOMMENDATION(IF APPLICABLE)

O CONCUR O NONCONCUR

COMMENTS

30.BRIGADE COMMANDER'S NAME

30a.BRIGADE COMMANDER'S SIGNATURE

30b.DATE (YYYYMMDD)

RECOMMENDATION (/F APPLICABLE)

O APPROVED

O DISAPPROVED

COMMENTS

OCONUS TDY TRAVEL REQUEST FEB 2019









INSTRUCTIONS — OCONUS TDY TRAVEL REQUEST
The prescribingdocumentis AMEDDC&S, HRCoE Policy Memorandum 19-002 SUBJ: OCONUS Leave and
Travel Clearance.

(1) Name. The last name, first name, and middle initial of the traveler.

(2) IATP Entry Number also known as Travel Entry #. The six digit
number that identifies a particular IATP request (i.e. Travel Entry #: 123456).

(3) Date. The date the OCONUS TDY Travel Request is being
submitted. All dates will be entered in the YYYYMMDD format (i.e.
20161205).

(4) Official E-mail Address. The user's official e-mail address
(john.d.doe.mil@mail.mil , .civ@mail.mil, .ctr@mail.mil ,etc.).

(5) Organization/Department. The organization (i.e. AMEDDC&S, RAND,
etc.) the traveler is assigned to and the Department/Directorate,
or section (i.e. AMEDDC&S, 32d MED BDE S3).

(6) Designation of Person. The traveler’s designation: MILITARY,
CIVILIAN, CONTRACTOR, or VOLUNTEER.

(7) Duty Phone Number. The commercial number of the traveler’s
work location, (i.e. 210.000.0000).

(8) Unit Address. Example: 3360 Stanley Road, JBSA Fort Sam Houston,
TX 78234.

(9) Job Title and Grade/Rank. Traveler’s duty tile (i.e. Deputy, G1 or
NCOIC, G3/5/7) and Grade/Rank (i.e. E7/SFC, CTR, GS11).

(10)  Traveler Phone Number. Traveler's ten-digit mobile
number, (i.e. 210.000.0000).

(11)  HIV Date. The date of the traveler’s last HIV test
(YYYYMMDD).

(12). Date of Birth. The traveler’s date of birth (YYYYMMDD).

(12a) Place of Birth. The traveler’s place of birth (i.e. Boise, Idaho,
or Germany, Wuerzburg, Bavaria).

(13) Additional Travelers. Select the number of traveler’s traveling
with the traveler.

(14) Passport Number. Traveler's Passport Number (i.e. 123456).

(14a) Passport Expiration Date. The date the traveler’s passport
expires (YYYYMMDD).

(14b) Place Passport Issued. The city and state where the traveler’s
passport was issued (i.e. Washington, D.C.).

(15) Departure date. The date the traveler will depart from the
organization (YYYYMMDD).

(15a) Departing From. The city and state the traveler is departing
from (i.e. San Antonio, TX).

(15b) Arrival Date. The date the traveler is expected to arrive at their
travel destination (YYYYMMDD).

(15c) Arriving To. The location (final destination) the traveler will
arrive to (i.e. Germany, Wurzburg, Germany).

(16) Returning to U.S. date. The date the traveler will depart from the
TDY location to return to the U.S (YYYYMMDD).

(16a) Departing From. The city and state the traveler is departing
from (i.e. Costa Brava, Spain).

(16b) Arrival Date. The date the traveler is expected to arrive at their final
destination (YYYYMMDD).

(16c) Arriving To. The location (final destination) the traveler has amived fo (i.e.
San Antonio, TX).

(17) Funding source. Traveler can select GOVT or PERSONAL.

(18) Legal Review. Traveler can select N/A if no legal review has
been requested or is not required, YES if a legal review is on hand,
REQUESTED if a legal review has been requested.

(19) Clearance Type. Traveler will select the appropriate clearance.

(19a) Classified Exchange/Discussion? Traveler will select NO if
Classified material will not be shared or exchange, select YES if
Classified material will be shared or discussed.

(20) NATO Travel Orders. Yes if in traveler's possession; No if not
in traveler’'s possession.

(21) AT Level 1 date. The date on the traveler's AT Level 1
certificate. Valid for one year (YYYYMMDD).

(21a) SERE 100 date. The date on the traveler's SERE 100
certificate. Valid for three years (YYYYMMDD).

(21b) PRO-File date. The date on the traveler's ISOPREP/PRO-
File certificate or date of the validation memorandum from
AMEDDC&S G2. Valid for 180 days. (YYYYMMDD).

(21c) DD FM 1610. Traveler selects YES if in possession of DD FM
1610 with a fund cite, traveler selects NO if DD FM 1610 has not
been funded or funding is from another source.

(21d) S.T.E.P. Enroliment date. The date the traveler enrolled the trip
in S.T.E.P. Required for travel to the EUCOM AOR, highly
recommended for all others (YYYYMMDD). Any Additional training
and dates.

(22) Location(s) being visited. Traveler's expected locations
being visited while in their traveled to area, (i.e. Costa, Spain,
will visit Barcelona, Spain as well).

(23) Person/Agency being visited. The name and relationship of who
the traveler is visiting (i.e. N/A, Jane Doe, friend, John Dough, uncle,
Jim Deaux, business associate, COL Joe Goes, 18" MED BDE, etc.).

(24) Address of person/agency being visited. The street address of the
location the traveler will be staying while OCONUS, (i.e. Avenida
Diaz Pacheco, 26, 17480 Roses, Province of Girona, Spain).

(25) Justification for visit. TDY, (i.e. Certification Training on Breathing
Anomalies and Nasal Infections, Inspection as directed by MEDCOM).

(26) Signature of traveler. The traveler’s digital signature.

(27-31c) Leadership will enter their name, digitally sign the request,
enter the date the request was signed, select CONCUR or NON-
CONCUR, and enter comments if desired.

TRANSMISSION: It is the traveler’s responsibility to attach
necessary training documentation and obtain the necessary
signatures. Request will be electronically transmitted to
usarmy.jbsa.medcom-ameddcs.mbx.g1-oconus@mail.mil after the
last digital signature has been obtained. Completing this request
makes it a minimum of "FOR OFFICIAL USE ONLY" and must be
protected as such.










				Group2: Off



				Signature1: 



				0: 



				1: 



				2: 



















				29b DATE YYYYMMDD: 



				0: 



				1: 



				2: 



				3: 







				30 COMMANDER'S NAME: 



				1: 







				COMMENTS: 



				ARRIVAL DATE: 



				ARRIVING TO: 



				1 NAME Last First Middle Initial: 



				IATP NUMBER: 



				DATE YYYYMMDD: 



				OFFICIAL EMAIL ADDRESS: 



				2 ORGANIZATIONDEPARTMENT: 



				DESIGNATION: [MILITARY]



				DUTY PHONE: 



				4 UNIT ADDRESS: 



				JOB TITLE AND GRADE/RANK: 



				TRAVELER MOBILE PHONE NUMBER: 



				HIV DATE: 



				DOB YYYYMMDD: 



				PLACE OF BIRTH (CITY, STATE): 



				PLACE PASSPORT ISSUED (CITY/STATE): 



				TYPE OF CLEARANCE: [NONE]



				WILL CLASSIFIED INFORMATION BE DISCLOSED?: [NO]



				NATO ORDERS: [N/A]



				18  AT LEVEL 1 DATE YYYYMMDD: 



				18  SERE 100 DATE YYYYMMDD: 



				PRO-FILE DATE: 



				DD FM 1610 COMPLETE?: [YES]



				LIST ANY ADDITIONAL TRAINING OR REQUIREMENTS: 



				CDR: Off



				ADDITIONAL TRAVELERS: [0]



				DEPARTURE DATE YYYYMMDD: 



				CITY, STATE DEPARTING FROM: 



				RETURN TRIP DATE: 



				ARRIVAL DATE BACK TO ORGANIZATION: 



				Funding Source: [NA]



				LEGAL REVIEW: [N/A]



				21a LOCATIONS BEING VISITED: 



				22 PERSONAGENCY BEING VISITED Type Name: 



				25  ADDRESS OF PERSONAGENCY BEING VISITED: 



				21 JUSTIFICATION FOR VISIT: 



				POC EMAIL AND DIRECT CONTACT NUMBER: 



				29a SUPERVISOR'S/DIRECTOR'S NAME: 



				31 BATTALION COMMANDER'S NAME: 



				BN CDR: Off



				BN CDR 2: Off



				BRIGADE COMMANDER'S NAME: 



				COMMENTS_2: 



				14 PASSPORT NUMBER: 



				0: 







				14 PASSPORT EXPIRATION DATE: 



				ARRIVAL DATE 2: 



				BC COMMENTS: 



				ARRIVING TO 2: 














OCONUS LEAVE TRAVEL REQUEST

PRIVACY ACTSTATEMENT
AUTHORITY: AMEDDC&S, HRCoE Policy Memorandum 19-002 SUBJ: OCONUS Leave and Travel Clearance Policy
PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of validating and approving or disapproving individuals
requesting OCONUS travel. NOTE: Records may be maintained in both electronic and/or paper form.

ROUTINE USES: Information collected is used to process requests for OCONUS Travel. Official online systems, which are FOR OFFICIAL
USE ONLY, require information provided on this request.

DISCLOSURE: Disclosure of information is voluntary. Failure to provide information may delay or prevent further processing of this request.
1. NAME (Last, First, Middle Initial) 2. IATP ENTRY NUMBER (3. DATE (YYYYMMDD)
4.0OFFICIAL E-MAIL ADDRESS 5.0RGANIZATION/DEPARTMENT
6.DESIGNATION OF PERSON |7.DUTY PHONE 8.UNIT ADDRESS
MILITARY
9.JOB TITLE AND GRADE/RANK 10.TRAVELER MOBILE NUMBER |11.HIV DATE
12.DATE OF BIRTH 12a.PLACE OF BIRTH N3.ADDITIONAL TRAVELERS

0

14.PASSPORT NUMBER [14a.PASSPORT EXPIRATION DATE (14b.PLACE PASSPORT ISSUED

15.DEPARTURE DATE [15a.DEPARTING FROM 15b.ARRIVAL DATE [15¢c.ARRIVING TO

16.RETURN DATE 16a.DEPARTING FROM 16b.ARRIVAL DATE [16¢.ARRIVING TO

17.FUNDING SOURCE [18.LEGAL REVIEW [19.CLEARANCE TYPE 20.PERSONAL EMAIL ADDRESS (@grmail.com, @yahoo.com, etc.)
NA N/A NONE

21 AT LEVEL 1 DATE 21a.SERE 100 DATE  |21b.PRO-FILE DATE 21c.USFK DATE 21d.S.T.E.P. ENROLLMENT DATE

22. ANY ADDITIONAL TRAINING & DATES (HUMAN RIGHTS, FORCE PROTECTION PLAN, COMBATING TRAFFICKING IN PERSONS, etc.)

53.LOCATION(S) BEING VISTED 24 PERSON/AGENCY BEING VISITED (Type Name/Relafionship)
25 ADDRESS OF PERSON/AGENCY BEING VISITED |26 JUSTIFICATION FOR VISIT (Vacation, efc.)
57 SIGNATURE OF TRAVELER 27a.DATE (YYYYMMDD)

8 SUPERVISOR'S/DIRECTOR'S NAME 78a.SUPERVISOR'S/DIRECTOR'S SIGNATURE 28b.DATE (YYYYMNDD)
29.COMMANDER'S NAME (IF APPLICABLE) 29a.COMMANDER'S SIGNATURE 295 DATE (YYYYMMDD)
RECOMMENDATION(/F APPLICABLE) 296.COMMENTS

O CONCUR O NONCONCUR
30.BATTALION COMMANDER'S NAME(/F APPLICABLE) |30a.BATTALION COMMANDER'S SIGNATURE 300 DATE (YYYYMMDD)
RECOMMENDATION(IF APPLICABLE) 306 COMMENTS

O CONCUR O NONCONCUR
31 BRIGADE COMMANDER'S NAME(/F APPLICABLE) |31 BRIGADE COMMANDER'S SIGNATURE 37b.DATE (YYYYMMDD)
RECOMMENDATION 316.COMMENTS

@ APPROVED O DISAPPROVED

OCONUS LEAVE TRAVEL REQUEST, FEB 2019










INSTRUCTIONS — OCONUS LEAVE TRAVEL REQUEST, FEB 2019
The prescribing documentis AMEDDC&S, HRCoE Policy Memorandum 19-002 SUBJ: OCONUS Leave and
Travel Clearance.

(1) Name. The last name, first name, and middle initial of the traveler.

(2) IATP Entry Number also known as Travel Entry #. The six digit
number that identifies a particular IATP request (i.e. Travel Entry #: 123456).

(3) Date.The date the OCONUS Travel Request is being submitted. All
dates on the request will be entered in the YYYYMMDD format (i.e.
20161205).

(4)Official E-mail Address. The user's official e-mail address
(john.d.doe.mil@mail.mil , .civ@mail.mil, .ctr@mail.mil ,etc.).

(5) Organization/Department: The organization (i.e. AMEDDC&S, RAND,
etc.) the traveler is assigned to and the Department/Directorate,
or section (i.e. AMEDDC&S, 32d MED BDE S3).

(6) Designation of Person. The traveler’s designation: MILITARY,
CIVILIAN, CONTRACTOR, or VOLUNTEER.

(7) Duty Phone Number: The commercial number of the traveler’s
work location, (i.e. 210.000.0000).

(8) Unit Address Example: 3360 Stanley Road, JBSA Fort Sam Houston,
TX 78234.

(9) Job Title and Grade/Rank: Traveler's duty tile (i.e. Deputy, G1 or
NCOIC, G3/5/7) and Grade/Rank (i.e. E7/SFC, CTR, GS11).

(10)  Traveler Phone Number: Traveler’s ten digit mobile number,

(i.e. 210.000.0000).

(11)  HIV Date. The date of the traveler’s last HIV test
(YYYYMMDD).

(12). Date of Birth. The traveler’s date of birth (YYYYMMDD).

(12a) Place of Birth: The traveler’s place of birth (i.e. Boise, Idaho,
or Germany, Wuerzburg, Bavaria).

(13) Additional Travelers: Select the number of traveler’s traveling
with the traveler.

(14) Passport Number: Traveler's Passport Number (i.e. 123456).

(14a) Passport Expiration Date: The date the traveler’s passport
expires (YYYYMMDD).

(14b) Place Passport Issued: The city and state where the traveler’s
passport was issued (i.e. Washington, D.C.).

(15) Departure date: The date the traveler will depart from the
organization (YYYYMMDD).

(15a) Departing From: The city and state the traveler is departing
from (i.e. San Antonio, TX).

(15b) Arrival Date. The date the traveler is expected to arrive at their
travel destination (YYYYMMDD).

(15¢) (15c) Arriving To: The location (final destination) the traveler will arrive to
(i.e. Germany, Wurzburg, Germany).

(16) Returning to U.S. date: The date the traveler will depart from the
TDY location to return to the U.S.(YYYYMMDD).

(16a) Departing From: The city and state the traveler is departing
from (i.e. Costa Brava, Spain).

(16b) Arrival Date. The date the traveler is expected to arrive at their final
destination (YYYYMMDD).

(16c) Arriving To: The location (final destination) the fraveler has arrived to (i.e.
San Antonio, TX).

(17) Funding source: Traveler can select N/A.

(18) Legal Review: Traveler can select N/A.

(19) Clearance Type: Traveler will select the appropriate clearance.

(20) Commercial email address: Traveler's commercial email address,
to be used only in the event of an emergency while traveling.

(21) AT Level 1 date: The date on the traveler's AT Level 1 certificate.
Valid for one year (YYYYMMDD).

(21a) SERE 100 date: The date on the traveler's SERE 100
certificate. Valid for three years (YYYYMMDD).

(21b) PRO-File date. The date on the traveler's ISOPREP/PRO-

File certificate or date of the validation memorandum from
AMEDDCA&S G2. Valid for 180 days. (YYYYMMDD).

(21c) USFK date: The date on the traveler's USFK
certificate. Required ONLY for travel to Korea (YYYYMMDD).

(21d) S.T.E.P. Enroliment date: The date the traveler’s enrolled their
trip in the program. Required for travel to the EUCOM AOR, highly
recommended for all others (YYYYMMDD).

(22) Any Additional training and dates: Traveler can add additional
training and training dates, pertinent to OCONUS travel.

(23) Location(s) being visited: Traveler’s expected locations
being visited while in their traveled to area, (i.e. Costa, Spain,
will visit Barcelona, Spain as well).

(24) Person/Agency being visited: The name and relationship of who
the traveler is visiting (i.e. N/A, Jane Doe, friend, John Dough, uncle,
Jim Deaux, business associate, etc.).

(25) Address of person/agency being visited: The street address of the
location the traveler will be staying while OCONUS, (i.e. Avenida Diaz
Pacheco, 26, 17480 Roses, Province of Girona, Spain).

(26) Justification for visit: Vacation, if traveler is going on a cruise, enter
cruise and any locations the cruise ship will harbor, whether debarking
or not.

(27) Signature of traveler: The traveler’s digital signature.
(27a)Date: The day the traveler digitally signed the request.

(28) Supervisor's/Director's Name: Traveler will enter their Supervisor
or Director’s full name.

(28a) Supervisor's/Director’s Digital Signature: The Supervisor
or Director’s digital signature.

(28b) Date. The date the request was signed by the Supervisor or
Director or his/her representative.

(29-31c) Leadership will enter their name, digitally sign the request,
enter the date the request was signed, select CONCUR or NON-
CONCUR, and enter comments if desired.

TRANSMISSION: Request will be electronically transmitted to
usarmy.jbsa.medcom-ameddcs.mbx.g1-oconus@mail.mil after the
last digital signature has been obtained. Completing this request
makes it a minimum of "FOR OFFICIAL USE ONLY" and must be
protected as such.
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				Signature1: 
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				29b DATE YYYYMMDD: 



				1: 



				2: 



				3: 



				0: 







				30 COMMANDER'S NAME: 



				1: 







				ARRIVAL DATE: 



				ARRIVING TO: 



				1 NAME Last First Middle Initial: 



				IATP NUMBER: 



				DATE YYYYMMDD: 



				OFFICIAL EMAIL ADDRESS: 



				2 ORGANIZATIONDEPARTMENT: 



				DESIGNATION: [MILITARY]



				DUTY PHONE: 



				4 UNIT ADDRESS: 



				JOB TITLE AND GRADE/RANK: 



				TRAVELER MOBILE PHONE NUMBER: 



				HIV DATE: 



				DOB YYYYMMDD: 



				PLACE OF BIRTH (CITY, STATE): 



				PLACE PASSPORT ISSUED (CITY/STATE): 



				TYPE OF CLEARANCE: [NONE]



				LIST ANY ADDITIONAL TRAINING OR REQUIREMENTS: 



				CDR: Off



				ADDITIONAL TRAVELERS: [0]



				DEPARTURE DATE YYYYMMDD: 



				CITY, STATE DEPARTING FROM: 



				RETURN TRIP DATE: 



				ARRIVAL DATE BACK TO ORGANIZATION: 



				Funding Source: [NA]



				LEGAL REVIEW: [N/A]



				21a LOCATIONS BEING VISITED: 



				22 PERSONAGENCY BEING VISITED Type Name: 



				25  ADDRESS OF PERSONAGENCY BEING VISITED: 



				21 JUSTIFICATION FOR VISIT: 



				POC EMAIL AND DIRECT CONTACT NUMBER: 



				31 BATTALION COMMANDER'S NAME: 



				BRIGADE COMMANDER'S NAME: 



				COMMENTS_2: 



				2 ARRIVING TO: 



				2 ARRIVAL DATE: 



				1 COMMENTS: 



				2 COMMENTS: 



				COMMERCIAL EMAIL ADDRESS: 



				38a DATE YYYYMMDD: 
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				PRO-FILE DATE: 



				SERE 100 DATE: 



				USFK DATE: 



				AT LEVEL 1 DATE: 



				S: 



				T: 



				E: 



				P: 



				 Enrollment Date: 



















				14 PASSPORT NUMBER: 
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				14a PASSPORT EXPIRATION DATE: 



				29a SUPERVISOR'S/DIRECTOR'S NAME: 



				BN CDR: Off



				CDR1: Off
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DEPARTMENT OF THE ARMY
ASD, 187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS-WBE 27 February 2019
MEMORANDUM FOR All Personnel Assigned or Attached to AMEDD Student
Detachment, 187th Medical Battalion, Medical Professional Training Brigade

SUBJECT: Equal Opportunity Complaint Procedure Policy, Command Policy Memo #10

1. Reference.
a. AR 600-20, Army Command Policy, 06 November 2014
b. 187" Medical Battalion Commander’s Policy #03 12 July 2018
c. AMEDDC&S Commander’s Policy #4, 29 August 2016

2. Purpose. To establish the AMEDD Student Detachment (ASD) policy for handling
Equal Opportunity Complaints.

3. Proponent. AMEDDC&S HRCoE Equal Opportunity Advisor at (210) 221-8137.

4. Policy. This policy applies to all Soldiers and Civilians that are assigned or attached
to the ASD.

5. Procedures.

a. Commitment on the part of the entire ASD team is essential in the efforts of
properly handle concerns or issues that deal with Equal Opportunity. Therefore, it is
necessary for everyone to know and understand the procedures to follow in processing
an Equal Opportunity Complain.

b. Soldiers and Family members have the right to:

(1) Present a complaint to the command without fear of intimidation, reprisal, or
harassment.

(2) Communicate with the Commander without fear of intimidation, reprisal, or
harassment.

(3) Receive assistance when submitting a complaint.





MCCS-WBE
SUBJECT: Equal Opportunity Complaint Procedure Policy, Command Policy #10

(4) Receive training on the Army’s Equal Opportunity complaint and appeals
process.

c. Although the processing of EO complaints through the unit chain of command is
strongly encouraged, it does not serve at the only avenue for individuals to utilize
in resolving a complaint. Commanders will not preclude Soldiers from using other
channels in accordance with the procedures applicable to the following agencies
capable of receiving and processing complaints:

(1) Someone in a high echelon of the complainant’s chain of command.
(2) Equal Opportunity Advisor.

(3) Inspector General.

(4) Chaplain.

(5) Provost Marshal.

(6) Medical Personnel.

(7) Staff Judge Advocate.

(8) Chief, Community Housing Referral and Relocation Services Office
(CHRRSS).

d. Individuals have the responsibility of advising the Command of the specifics of
unlawful discrimination complaints and providing the Command an opportunity to take
appropriate action to rectify/solve the issue. Soldiers and Family members are also
responsible for submitting only legitimate complaints and exercising caution against
unfounded or reckless charges and allegations.

e. Acts or threats of reprisal against Soldiers and Family members who exercise
their right under this policy are prohibited.

f. The rapid identification and resolution of EO issues is critical to cohesiveness
and teamwork within our work areas and units. | have full confidence that leaders at all
levels are prepared to act appropriately when presented with complaints.

g. A copy of this policy will be permanently posted on the ASD bulletin boards and
our website: https://www.cs.amedd.army.mil/Portlet.aspx?id=21052884-7e41-4fc8-bfac-
60adb11fd63d

6. The point of contact for this policy is the undersigned at (210) 221-5731 or
heather.a.woodruff2.mil@mail.mil






MCCS-WBE
SUBJECT: Equal Opportunity Complaint Procedure Policy, Command Policy #10

WOODRUFF.HEATHE Digially sgne
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HEATHER WOODRUFF
CPT, MS

Commanding
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DEPARTMENT OF THE ARMY
AMEDD STUDENT DETACHMENT,
187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234

MCCS-WBE 22 February 2019

MEMORANDUM FOR All Personnel assigned or attached to AMEDD Student
Detachment, 187th Medical Battalion, Medical Professional Training Brigade, Fort Sam
Houston, TX 78234

SUBJECT: Evaluation Reports and Rating Scheme, Command Policy #2

1. Reference: AR 623-3, Evaluation Reporting System, 4 NOV 15

2. Purpose: To provide clear guidance regarding every Soldier's Evaluation Reports
IAW AR 623-3, and DA PAM 623-3.

3. Responsibilities: This policy applies to all personnel assigned to the Student
Detachment, 187" Medical Battalion, Medical Professional Training Brigade.

4. General: Each student is responsible for the completion of their own evaluation
while assigned to the Student Detachment. The evaluation, whether a Civilian
Academic Evaluation Report (DA 1059-1) or a Noncommissioned/Officer Evaluation
Report, will be completed in an annual basis and submitted for review NLT the thru
date. ASD will review all Civilian Academic Evaluation Reports and is responsible for
processing. If utilizing an AER, please used the attached form. If an NCOER/OER is
utilized, use the Evaluation Entry System (EES).

5. Preparation for Civilian Academic Evaluation Report (AER):

a. Section | will be completed by the student and reviewed by the Detachment.
Blocks 1-6 are self-explanatory. Block 7(Applicable Regulations), add AR 351-3, AR
623-3. Block 8 (Referred Report), leave blank as the Detachment will review. Block 9
(Duration of Course), the from date will be the first day of school/training (not the report
date to ASD or the date after your last evaluation’s thru date). The thru date will be no
more than 365 days after the from date and no less than 90 days. If your program is
longer than a year, your next AER will start (from) the next day after your last AER thru
date.

b. Section Il will be completed by your rater/supervisor. Please see attached
examples for guidance.

c. Section Il will be completed by the Detachment. If your program is longer than a
year, block 12 will be left blank. If academic program is completed, send official
transcript to HRC and not the Detachment. The mailing address is: Commander,





MCCS-WBE
SUBJECT: Evaluation Reports and Rating Scheme, Policy Letter #2

Human Resources Command, AHRC-OPH-POH, 1600 Spearhead Division Avenue,
Fort Knox, KY 40122-5205.

6. Rating Chain:

a. The Rater for the DA form 1059-1 will be the student’s immediate supervisor:
Program Advisor, Academic Advisor, or Program Director (according to program.)

b. There is no Senior Rater for the DA 1059-1.
c. The Reviewer is the Company Commander.

7. Submission: The completed report must be submitted to the Detachment NLT the
thru date for review and processing.

8. The POC for this is the undersigned at 210-221-5731 or
heather.a.woodruff2.mil@mail.mil

WOODRUFF.HEATHER.A Digitally signed by

WOODRUFF.HEATHER.ANN.1245368794

NN.1245368794 Date: 2019.02.22 15:10:02 -0600"
HEATHER A. WOODRUFF
CPT, MS

Commanding
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CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT
For use of this form, see AR 623-3; the proponent agency is DCS, G-1.

SECTION | - ADMINISTRATIVE DATA (7o be completed by the student detachment or Installation Education Services Ofiicar)

1. LAST NAME - FIRST NAME - MIDDLE INITIAL 2, SSN 3. RANK 4. BRANCH |8, SPECIALTYMOSC
R A B ) w MAJ VC 648
6. COMPONENT 7. APPLICABLE REGULATION
RA
8. THIS IS A REFERRED REPORT, DO YQU WISH TO MAKE COMMENTS? 9. DURATION OF COURSE (YYYYMMODD)
D Referred D Yes, comments are altached D No From: 20150805 Thru; 20160804

SECTION It - EVALUATION (To be completed by the Civilian Institttion) ATTAGH AN OFFICIAL TRANSCRIPT IN DUPLICATE

10. NAME AND ADDRESS OF CIVILIAN INSTITUTION
International Agricultural Developmeat, University of California Davis, | Shiclds Avenue, Davis CA 95616

11. EVALUATION (Evaluation of Student Performance should be based on the normal standard of performance al the Institution. Idenlify the discipline of
study, degree, and any special achlavements or deficiencies noted, etc. Inclide aplitude for further schooling.)
In this academic year, MAS | completed the degree requirements for two masters programs; Master or Preventive

Veterinary Medicine (MPVM), and International Agricultural Development (TAD). She presented her research thesis for the MPVM
titled, "A survey of’ Anaplasma marginale in California Dairy Cattle,” to a board of veterinary professionals, which was well-reccived
and is recommended for publishing. She excelled in her oral defense of the [AD masters degree by illustrating to the board how she
incorporated the knowledge and skills she acquired in her studies into a real-world agricultural development project in Uganda in 2015
and a Economics project for an orphanage raising swine in Swaziland, Her Uganda project has blossomed into u sustainable program
that incorporates veterinary students from UC Davis and the University of Pennsylvania, NGOs, and governmental agencics in Uganda,
In order to lone her skills as a veterinary scientist, Cyndic was dual enrolled in two universities and pursued six months of graduate
studies in Rangeland Ecology and Munagement at Oregon State University, maintaining a 4,0 GPA. Cyndie's overall performance in the
MPVM and IAD programs is excellent and serves as a model for incorporating veterinary preventive medicine into sustainable
international agricultural programs, Her leadership ability and mentorship of other students reflects well opon the Army and she will
undoubtedly be successful in her future professional endeavors. :

DATE (YYYYMMDD) | TYPED NAME, TITLE AND TELEPHONE NUMBER SIGNATURE

ol 127 Ermias Kebreab, PhD, Academic advisor, (530) 752-5907 S e gl?a,: T

i

SECTION Il - ADMINISTRATIVE REVIEW (To be compleled by the Reviever)

12. DID STUDENT SUCCESSFULLY COMPLETE THE COURSE? (A *NO* response must by supporled by commants in ITEM 13, An Official Transcript must be
aftached prior to submission of the repoit to the OMPF.) YES [:] NO

13, REVIEWER COMMENTS

DATE (YYYYMMOD) |TYPED NAME AND TITLE - SIGNATURE

- L
DATE (Y¥YYAMMDD) |SIGNATURE RATER SOLDIER7 -2~ ™" *
{:)O\q’(‘)\l\ ‘. P N e s A

i 3§ . .
DA FORM 1059-1, NOV 2046——" PO LC VI 01ES










GIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT
For use of this fortn, ses AR 8233 the proponent agency Is DGS, G,

SECTION | - ADM]N}STRATW_E DATA (o be completed by he siudent detachment or Installation Education Services () icet)

T LABT NAME - FIRST NAME - MIDDLE INTTIAL © 286N 3.GRADE | 4.6R 5,SPECIALTV/MOS
6, COMP = — T T APPLICABIE REGULATION :
1RA ﬁ\R B821-1/AR 623-1/DA PAM 623- ‘
8. THIS 1§ A REFERRED REPORT, DO YOU WISH TO MAKE COMMENTS? 3. GURATION OF GOURSE (Y7YYMMOD)
M ves . [Ono From; ) Tho:

SECTION I - EVALUATION (7o be completed by the Civilian histition) ATTACH AN OFFICIAL TRANSCRIPT IN DUPLICATE

10. NAME AND ADDRESS OF CIVILIAN INSTITUTION

LA . 1 e S —_— ! e - . T aeme cv v .
.+, EVALUATION (Bvalyation of Student Performance shonld b2 based on the riormel srandard of perjormance at the insiftufion, Ideniify the diseipling of study,
degree, and any special achlevements or deficiericies noted, ete. Inchude aplitiste for further schooling,)

Is ranked in the top 20% percent of the students enralled in Stats University’s (NCBU)
Poole College of Management, Masters in Business Adminlstration Program, . has proven fo be a versatile part of
the program by demoenstrafing his expertise in management and team building skills and through his application of real
world exparience in risk management, logistics and project management. With . +background and dedication, he

has proven his capabilities through his excellente in all aspects of this shallenging MBA progran.

_ Throughout the past semesters, has proven his ability both in the classroom and In the business world.
In line with the program'’s focus on obtaining a real world education and experience, he has participated in projects with
industry leaders such as John Deere and Caterpillar. During these projects, he was able to lead his teara 10 achieve
academio excellence and provide products and analysis that will be Incorporated In to the aperations of these industry-

feading organizations,

Ag his academic careear progresses, . continues to prave his flexibllity by managing the asademic course
load, organizational requirements, and career objectives solidifying his role in the NCSU Community. He Is a candidate
who would have no personal constraints completing a doctoral program with a Supply Chain or Service Management

focus.

DATE (YYYYMMDD) TYPED NAME, TITLE AND TELEPHONE NUMBER | SIGNATURE

SECTION il - ADMINISTRATIVE REVIEW (7o be conpreied by he Roviewer)

72.DID THE STUDENT SUGCESSFULLY COMPLETE ;Tﬂ_ﬁ GOURSE? (A “NO” rasponse niest ba supporied by comments i 176 13, An Qffictal Transcrip) must be attached

proor to subiission vf the report to the OMPF) - YES Ino
13, REVIEWER GOMMENTS g
DATE TYPED NAME AND TITLE - . [ SIoNATURE Y

DATE ’ {"SIGNATURE BATEPR SowuifR.. T

X oo e i i ]
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SERVICE SCHOOL AGADEMIC EVALUATION REPORT DATE (YYYYMMDD)
For use of this form, see AR 623-3; the’ proponeént agency is DCS, G-1. _ 20160630
1. LAST NAME - FIRST NAME - MIDDLE INITIAL 2. 8SN 3.GRADE |4.BR |5. SPECIALTY/MOSC
. G 0-3 & 63M9E
6. COURSE TITLE 7. NAME OF SCHOOL _ 8. COMP
TRI-SERVICE ORTHODONTIC RESIDENCY PROGRAM WHASC JBSA-LACKLAND AFB TX
9. THIS IS A REFERRED REPORT, DO YOU WISH TO MAKE 10, DURATION OF COURSE (YYYYMMDD)
COMMENTS?
V] [ 1ves [ ]no From: 20150701 Thru 20160630
11. PERFORMANCE SUMMARY 12. DEMONSTRATED ABILITIES
a, WRITTEN COMMUNIGATION
*a, EXCEEDED COURSE STANDARDS [INOT EVALUATED  [JUNSAT ~ [JSAT  [JSUPERIOR
(Limited to 20% of class enroliment) ‘b. ORAL COMMUNICATION )
CINOT EVALUATED  [JUNsAT  [dsAaT  MISUPERIOR
b, @ ACHIEVED COURSE STANDARDS 6. LEADERSHIP SKILLS
[INOTEVALUATED  [JunsaT  [IsaT SUPERIOR
*C. D MARGINALLY ACHIEVED COURSE STANDARDS d. CONTRIBUTION TO GROUP WORK
{INOT EVALUATED [JunsaT  [OsAT SUPERIOR
*d. D FAILED TO ACHIEVE COURSE STANDARDS e, EVALUATION OF STUDENT'S RESEARCH ABILITY
: CINOT EVALUATED  [JUNSAT  [JSAT SUPERIOR
*Rating must be supported by comimentsin [TEM 14. (SUPERIOR/UNSAT rating must be supported by comments in (TEM 14

13, HAS THE STUDENT DEMONSTRATED THE ACADEMIC POTENTIAL FOR SELECTION TO HIGHER LEVEL SCHOOLING/TRAINING?
rﬂ YES l—l NO I_‘ N/A (A "NO" response must be supported by comments in ITEM 14)

14, COMMENTS (This jtem is intended to obtain a word picture of each student that will accurately and completely portray avademic
performance, intelleclual qualities, and communication skills and abilities. The narralive shoufd also discuss broader aspects of the student's
potential, leadership capabilities, moral and overall professional qualities. In particular, comments should be made If the student failed to

respond to recommendations for improving academic or personal affairs.)

CPT SBEBEEF compleled, with superior.performance, all the requirements of a very demanding 2-year Orthodontics and Dentofacial Ortho{»edics
program. He finished all course material of the residency, achieving an impressive overall "A" didactic average and passed the rigorous National
Phase 1] exam of the American Board of Orthodontics, He completed 4 comprehiensive research study: “Effective Dose from Positioning Scans in
Cone-Beam Computed Tomography Exams” which culminated in a Masters in Science in Oral Biology Degree from the Uniformed Services
University of the Heafth Sciences. He presented his research at the 2016 American Association of Orthedontics Annual Session in Orlando, Florida.
He also presented an oulstanding Senior Resident Lecture entitled "Cleft Lip and Palate and the Role of Orthodontics”. He was cited as excellent in
management of difficult cases overseeing all phases of treatment with a caring chair-side manner. His orthodontic knowledge and understanding
provided efficient and accurate initial diagnosis, (realment planning and ircatment for 50 orthodontic patients. He gained valuable experience in
diagnosis as a member of the Craniofacial and Dentofacial Deformities Board and researched, prepared, and presented 3 high-quality lectures on
craniofacial anomalies to residents and staff. (ESSSEEEP dcmonstrated a keen sense of planning by involving other specialists in the treatment of 10
interdisciplinary cases, He showed exceplional organizational skills; casily integrated over 50 transfer patients into his busy orthodontic practice and
organized and detivered 4 comprehensive patient case presentations to the junior orthodontic residents and faculty. He enthusiastically mentored the
junior residents in clinic, helping with the didactic and clinical aspects of orthodontics. Iso had after-hour responsibitities as the
emergency dentist and preformed exemplary by treating all emergencies it an expert and caring manner. has successfully coordinated
multiple specialty schedules and functioned flawlessly as Chief Resident for his class as the resident liaison between his classmates and the staff,
@EEEEFT s 1y o gifted and talenied officer with enornious potential in the future.  He is a highly motivated achiever who is ready lo represent
the Army Dental Corps as the orthodontic specialist at his next assignment.

16. AUTHENTICATION

a. TYPED NAME, GRADE, BRANCH, AND TITLE OF RATER DATE (YYYYMMDD) ,SIGNATURE

SRS, CAPT, DC, USN " v g /’) k —
PROGRAM DIRECTOR,ORTHODONTIC RESIDENCY PROGRAM | 20160630 i) ca 7\ -

b, TYPED NAME, GRADE, BRANGH, AND TITLE OF REVIEWING OFFICER DATE {YYYYMMDD) SIGNATURE f‘\\/,"

. DATE (YYYYMMOD) SIGNATURE OF RATED SOLDIE(R\
p
- .

20160630

DA FORM 1059, MAR 2006 PREVIOUS EDITIONS l\ég/OBSOLETE.
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DEPARTMENT OF THE ARMY
187th MEDICAL BATALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TX 78234-7678

i Tares of gl

MCCS-WBE 22 February 2019

MEMORANDUM FOR All Personnel assigned and attached to AMEDD Student
Detachment, Medical Professional Training Brigade, JBSA Fort Sam Houston, TX
78234

SUBJECT: Army Physical Fitness Test — Policy #3

1. Reference:
a. FM 7-22, Army Physical Readiness Training
b. AR 600-9, The Army Body Composition Program
c. AR 600-8-2, Suspension of Favorable Personnel Actions (Flag)

2. Purpose: To provide guidance regarding the Army Physical Fitness Test (APFT)
Policy IAW FM 7-22 and ensure compliance with AR 600-9. This policy applies to all
personnel assigned to the AMEDD Student Detachment, 187th Medical Battalion,
Academy Brigade (Provisional).

3. Responsibilities: Students within the AMEDD Student Detachment, 187th Medical
Battalion are required to take the APFT at least twice a year, every spring and fall. The
Spring APFT will be due NLT the last weekday of April and the Fall APFT will be due
NLT the last weekday of October.

a. DA Form 705 will be used to document a record APFT. A Regular Army (RA),
U.S Army Reserve (USAR) or Army National Guard (ARNG) service member must
administer the test. The tester must clearly print their name, rank, and phone number on
the DA Form 705. A copy will be scanned via email to your personnel manager after the
conclusion of each test. All Soldiers will follow the guidance established on the latest
published Memorandum of Instruction (MOI). The Detachment Sergeant will be
responsible to publish an APFT MOI NLT 30 days prior to the first day of the testing
month.

b. Due to possible conflicts of interest students will not be tested by their peers nor
family. Students will coordinate with their local Army Reserve Officer Training Corps
(ROTC), Army units or Army recruiting stations. If APFT scheduling complications arise,
please contact the AMEDD Student Detachment Sergeant for assistance.

c. The Body Fat Content Worksheet (DA Form 5500 or DA Form 5501) will be
completed if weight standards are not met.

d. If a profile exempts a student from completing an APFT or any APFT events,
attach copy of profile with a completed APFT scorecard. If the student does not meet
height and weight standards (stated on APFT scorecard), a completed Body Fat
Content Worksheet will be attached.





MCCS-WBE

SUBJECT: Record Army Physical Fitness Test, Command Policy #3

e. Noncompliance or failure of the bi-annual APFT will result in a suspension of
favorable personnel actions (flag).

f. Failure to meet Army weight standards will result in the Army Body Composition
Program enrollment. This action will result in a suspension of favorable personnel
actions (flag).

g. APFT and Army weight compliance will reflect on student’s Army Evaluation
Report.

4. The point of contact is the undersigned at (210) 221-5731 or
heather.a.woodruff2.mil@mail.mil.

HEATHER A. WOODRUFF
CPT, MS
Commanding

Enclosures: Click on each below to view

1. DA Form. 705, APET. Scorecard

2
3. DA Form 5501, Body Fat Content Worksheet (Female);
4

. APFT Scorecard with Profile Example with Profile
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BODY FAT CONTENT WORKSHEET (Male)
For use of this form, see AR 600-9; the proponent agency is DCS, G-1.

NAME (Last, First, Middle Initial) SSN RANK NOTE:
v =25
HEIGHT (to nearest 0.50 inch) WEIGHT (to nearest pound) AGE 2" =.50
¥a"' =75
STEP FIRST SECOND THIRD AVERAGE

(to nearest 0.50 in.)

1. Measure abdomen at the level of the navel
(belly button.) Round down to the nearest 0.50
inch. (Repeat 3 times.)

2. Measure neck just below level of larynx
(Adam's apple.) Round up to the nearest 0.50
inch. (Repeat 3 times.)

3. Enter the average abdominal circumference.

4. Enter the average neck circumference.

5. Enter circumference value (step 3 - step 4).

6. Find the height in Table 3-1 (Height Factor). Enter height in inches.

7. Find the Soldier's circumference value (step 5) and height (step 6) in figure B-5 (Percent Fat Estimation for Men).
Enter the percent body fat value that intercepts with the circumference value and height. This is Soldier's Percent
Body Fat.

REMARKS

CHECK ONE . . . . . .
Individual is in compliance with Army Standards; — is notin compliance with the standards.

__Recommended monthly weight loss is 3-8 Ibs.

PREPARED BY (Signature) RANK DATE APPROVED BY SUPERVISOR RANK DATE
(YYYYMMDD) (Printed Name and Signature) (YYYYMMDD)

DA FORM 5500, AUG 2006 Previous Editions are Obsolete. APD v1.00
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BODY FAT CONTENT WORKSHEET (Female)
For use of this form, see AR 600-9; the proponent agency is DCS, G-1.

NAME (Last, First, Middle Initial)

RANK

NOTE:

HEIGHT (to nearest 0.50 inch)

WEIGHT (to nearest pound) AGE

¥2"=.50

STEP

FIRST SECOND THIRD

AVERAGE
(to nearest 0.50 in.)

1. Measure neck just below level of larynx (Adam's apple).
Round up to nearest 0.50 inch. Repeat three times,
then average to the nearest 0.50 inch.

2. Measure waist (abdomen) at the point of minimal
abdominal circumference. Round down to nearest
0.50 inch. Repeat three times, then average to the

nearest 0.50 inch.

3. Measure hips at point where the gluteus muscles
(buttocks) protrude backward the most. Round down
to nearest 0.50 inch. Repeat three times, then average

to the nearest 0.50 inch.

4. CALCULATIONS

A. Enter average waist circumference

REMARKS

B. Enter average hip circumference

C. TOTAL (4A + 4B)

D. Enter average neck circumference

E. Enter circumference value
(4C - 4D)

F. Enter height in inches to the
nearest 0.50 inch.

G. Find the Soldier's circumference
value (line 4E) and height (line 4F) in
Figure B-2 (Percent Fat Estimation for
Women). Enter the body fat value that
intercepts with the circumference value
and height. This is the Soldier's

Percent Body Fat.

CHECK ALL THAT APPLY

[] Individual is in compliance with Army standards. [] 1s notin compliance with the standards.

Recommended monthly weight loss is 3-8 Ibs or 1% body fat.

PREPARED BY (Signature)

RANK DATE(YYYYMMDD)  APPROVED BY SUPERVISOR RANK
(Printed Name and Signature)

DATE (YYYYMMDD)

DA FORM 5501, MAY 2013

PREVIOUS EDITIONS ARE OBSOLETE.
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NAME (Last, First, MI)
Snuffy, Joe M.
Army Physical Fitness Test Scorecard mmvomx
For use of this form, see FM 7-22; the proponent agency is TRADOC. c“:o.
. ASD 187
TEST ONE TEST TWO TEST THREE TEST FOUR
DATE GRADE AGE DATE GRADE AGE DATE GRADE AGE DATE GRADE AGE
~ (i
29
HEIGHT (IN BODY COMPOSITION HEIGHT (IN BODY COMPOSITION HEIGHT (IN BODY COMPOSITION HEIGHT (IN BODY COMPOSITION
INCHES) WEIGHT: BODY FAT: | INCHES) WEIGHT: BODY FAT: | INCHES) WEIGHT: BODY FAT: | INCHES) WEIGHT: BODY FAT:
V “ 19 3 s % Ibs. % Ibs. % Ibs. %
& GO/NO-GO |GO/NO-GO GO /NO-GO GO /NO-GO GO/NO-GO  |GO/NO-GO GO/NO-GO |GO/NO-GO
PU RAW SCORE | INITIALS POINTS PU RAW SCORE | INITIALS POINTS PURAW SCORE | INITIALS POINTS PU RAW SCORE | INITIALS POINTS
T ¢ N
A\b,ﬁ N € :
SU RAW SCORE | INITIALS POINTS SU RAW SCORE | INITIALS POINTS SU RAW SCORE | INITIALS POINTS SU RAW SCORE | INITIALS POINTS
PeSil 2
2MR RAW SCORE | INITIALS POINTS 2MR RAW SCORE [ INITIALS POINTS 2MR RAW SCORE | INITIALS POINTS 2MR RAW SCORE | INITIALS POINTS
oS e
ALTERNATE AEROBIC EVENT TOTAL ALTERNATE AEROBIC EVENT TOTAL ALTERNATE AEROBIC EVENT TOTAL ALTERNATE AEROBIC EVENT TOTAL
EVENT POINTS EVENT POINTS EVENT POINTS EVENT POINTS
TIME TIME TIME TIME
GO _U NO-GO D GO D NO-GO D GO D NO-GO D
NCOIC/OIC SIGNATURE NCOIC/OIC SIGNATURE NCOIC/OIC SIGNATURE
SFc Snuss She
COMMENTS /1 COMMENTS COMMENTS COMMENTS
(122 WS~ 759
SPECIAL INSTRUCTION: USE INK
LEGEND: PU-PUSH UPS 2MR - 2 MILE RUN
SU - SIT UPS APFT - ARMY PHYSICAL FITNESS TEST
DA FORM 705, MAY 2010 PREVIOUS EDITIONS ARE OBSOLETE. Page 1 of 6
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DEPARTMENT OF THE ARMY

AMEDD Student Detachment
187th MEDICAL BATTALION
MEDICAL PROFESSIONAL TRAINING BRIGADE
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS- WBE 19 November 2018

MEMORANDUM FOR All Military Personnel, 187th Medical Battalion, 32d Medical
Brigade, AMEDDCA&S, Fort Sam Houston, TX 78234

SUBJECT: Off-Duty Employment, Command Policy #4

1. References: MEDCOM Regulation 600-3, Off-Duty Employment, 31 Mar 2008

2. Purpose. To establish the AMEDD Student Detachment’s policy regarding off-duty
employment.

3. Applicability. This policy applies to all Soldiers assigned or attached to the AMEDD
Student Detachment. Before requesting approval to engaging in off-duty employment,
Soldiers must become thoroughly familiar with the policy letter and the above
references.

4. Military personnel assigned or attached to the AMEDD Student Detachment are
prohibited from engaging in off-duty employment without prior command approval. Per
MEDCOM Regulation 600-3, referenced above, officers enrolled in LTHET programs
are prohibited from engaging in off-duty employment. Employment is considered to be
any engagement that results in monetary payment to include multi-level marketing
businesses.

5. This policy is punitive in nature. Violation of this policy may result in punishment
under The UCMJ action, or other adverse administrative action.

6. The POC for this is the undersigned at 210-221-5731 or
heather.a.woodruff2.mil@mail.mil

CPT, MS
Commanding
Encl.
1. MEDCOM 600-3







*MEDCOM Reg 600-3

DEPARTMENT OF THE ARMY
HEADQUARTERS, UNITED STATES ARMY MEDICAL. COMMAND
v 2T48WorthRoad
Fort Sam Houston, Texas 78234-6000
MEDCOM Regulation 2 October 2012
No. 600-3

Personnel—General
OFF-DUTY EMPLOYMENT

Issue of further supplements to this regulation by subordinate commanders is
prohibited, unless specifically approved by HQ MEDCOM, ATTN: MCHR-MA.

1. History. This issue publishes a revision of this publication. Because the publication
has been extensively revised, the changed portions have not been highlighted.

2. Purpose. This regulation prescribes procedures and responsibilities pertaining to
off-duty commitments by all active duty personnel and Department of Defense (DOD)
civilian employee healthcare practitioners assigned or aftached to the U.S. Army
Medical Command (MEDCOM) and subordinate activities. The term “commitments”
includes all off-duty employment or self-employment of any nature, as well as
uncompensated volunteer activities involving the delivery of healthcare or related
services, The term "self-employment” includes the sale of insurance, stocks, mutual
funds, cosmetlcs, household supplies, vitamins, and other consumer goods and
services, whether commercially manufactured or handcrafted.

3. References. Listed in appendix A.

4. Explanation of abbreviations and terms. Abbreviations used in this publication
are explained in the glossary.

5. Applicability. The provisions of this regulation are applicable to all active duty
military and DOD civilian employee healthcare practitioners required to possess a
professional license or other authorization, assigned or attached to MEDCOM and
subordinate activities. These policies are not applicable to DOD civitian and military
personnel who are not healthcare providers/practitioners.

*This regulation supersedes MEDCOM Reg-600-3, 31 March 2008.
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6. Policies

a. Personnel subject to the Uniform Code of Military Justice (UCMJ) who'failfo ™~ =

comply with the provisions of this regulation are subject to punishment under the UCMJ
and to adverse administrative actions and other adverse actions authorized by
applicable sections of the United States Code or Federal reguiations.

b. Al military personnel and all DOD civilian healthcare practitioners are prohibited
from engaging in off-duty employment (including teaching, lecturing, writing, consulting,
and temporary duty) without their commander’s prior approval. Commanders must
ensure that sufficient active duty military personnel and civilian healthcare providers are
available to provide services to military beneficiaries, 24 hours a day, 7 days a week.
Off-duty commitments may not be allowed to interfere with the DOD military healthcare
provider’s official Government duties. Healthcare practitioners as defined in DOD
6025.13-R, paragraph DL1.1.16. Include the following healthcare personnel:

(1) Physicians.

(2) Dentists.

(3) All categories of Nurses (except nursing assistants).

(4) Physical therapists.

(5) Podiatrists.

(6) Optometrists,

(7} Clinical dieticians.

(8) Sacial workers.

(9) Clinical pharmacists.

(10) Clinical psychologists.

(11 Occupatiohal therapists.

(12) Audiologists.

(13) Speech pathologists.








*MEDCOM Reg 600-3

(14) Physician assistants.
~ (15} Chiropractors.”
(16) Dental hygienists.

(17) Any other person providing direct patient care as defined DOD 6025.13-R,

paragraph DL1.1.16 (Healthcare Practitioner) and paragraph DL1.1.17 (Healthcare
Prowder) .

¢. Military and civilian employee healthcare practitioners engaged in off-duty
employment presently or in the future, are required to request permission in writing in
accordance with this directive’s guidance. All healthcare practmoners engaging in
medically related off-duty employment will request permission using the sample format
in appendix B. Personnel engaging in non-medical off-duty employment will request
permission using the sample format in appendix C. Commanders will designate the
routing of requests for off-duty employment (appendices B and C). For example,
requests may be routed through the requestor's first line supervisor, chain of command,
or combination thereof, to the unit commander for consideration, The applicant will be
advised of the comimander’s decision within 10 working days of application.
Commanders will maintain approved requests on fite until they are no fonger valid (for
example, off-duty employment is terminated).

d. When granting off-duty employment for credentialed providers, the commander
will review clinic access standards and provider productivity metrics. The commander
will consider how well the clinic is meeting access standards for enrolled beneficiaries.
Additionally, the commander will review the provider's productivity, such as relative
value units (RVUs) per provider per day. These two sets of metrics will help the
commander determine how well the clinic and provider are meeting the demand for the
provider’s setvice, The commander will use his or her best judgment when evaluating

these two measures and determining if off-cluty employment privileges should be
approved.

6. Commanders will request a yearly statement from all Army Medical Department =~ = =

(AMEDD) personnel under thelr command that states the individual's current off-duty
employment status. It is the individual's responsibility to update hisfher employment
status prior to any change. Negative statements are required from personnel who have
terminated off-duty employment and those not involved in such activity,

] f. All military personnet and DOD civilian healthcare practitioners will be required to
sign a statement during in-processing acknowledging their understanding of this
command's off-duty employment policy. (See appendix D for format.) .

3
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g. Permission for remunerative off-duty employment will be withdrawn at any time

by the commander when such employment is inconsistent with references in paragraph

(3) below. If permission is withdrawn, the affected individual may submit a written
request for reconsideration to the commander.

h. Limitations and required reports.

(1) Government duties will not be impaired by off-duty employment. As a general
rule, off-duty employment should not exceed 16 hours per week. The commander can
grant exceptions, when fully justified in writing by the applicant, if circumstances cleatly
show that the additional hours wilf not adversely affect Government duties. There must
be at least a six hour rest period between the end of the individual's non-Government
employment and the start of his/her Government duties. Military personne! not on leave
will not be granted approvat for off-duty employment if the work site is not close enough

to allow the individual to return to his/her place of duty within two hours time using land
transportation.

(2) The individual will not be granted permissive temporary duty (TDY), pass, or
compensatory time off for the primary purpose of engaging in off-duty employment,
Ordinary leave may be granted in connection with authorized off-duty employment, to
include providing testimony in cases arising out of off-duty employment, provided such
absences do not adversely affect military duties.

(3) Officers on transition leave are prohibited from working for Government
contractors in Government workspaces until the officer's actual retirement date because

this constitutes inappropriate representation of an outside organization to the
Government,

(4) Each individual participating in off-duty employment will submit a reportic
histher commander not later than the 10" of each month stating the number of hours
worked the preceding month, The monthly report will be submitted in acéordance with

the format at appendix E and must be verified and signed by the civilian employer or
his/her. designes.

(6) Officer trainees enrolled in graduate training programs are prohibited from
engaging in off-duty employment. :

(6) Healthcare practitioners will not be authorized as Civilian Health and Medical
Program of the Uniformed Services (CHAMPUS) or TRICARE providers.

(7) Off-duty employment will not involve expense to the Federal Government nor the
use of military medical equipment or supplies.

4
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{. Because of potential conflict with Government obligations, personnel will not

. assume responsibility for the medical or dental care of any patient on a continuing basis . . .

nor engage in private (solo) practice. -

J. All personnel will advise potential off-duty employers that they will be subject to
respond to alerts or emergencies that may arise during non-duty hours. Such
emergencies could possibly defay the individual in reporting for civilian employment or
could require the individual to leave his/her off-duty employment without warning.

k. The civilian employer must provide written certification that he/she accepts the
regulatory limitations placed on the AMEDD employee. Employers must also agres
that, as a condition for off-duty employment of AMEDD personnel, they will not sesk
reimbursement from CHAMPUS, TRICARE, Medicare, or Medicaid for treatment of
DOD beneficiaries, or military supplemental medical care funds for services provided by
AMEDD personnel; nor will they seek direct payment for these services from the patient.
AMEDD personnel will neither receive nor accept compensation of any nature, direct or
indirect, from the United States for healthcare rendered pursuant to their official duties
(does not apply to dental service provided to continental United States (CONUS)
enrollees of the TRICARE Family Member Dental Plan). They may, however, be

compensated by Medicare and/or Medicaid for healthcare to hon-DOD entitled
beneficiaries. -

I. The format at appendix F will be used by employers to acknowledge their -
understanding and agreement with the limitations of this directive,

m. Practitioners may engage in medical consultation practice with civilian
practitioners when authorized by the commander. An officer certified by an American
Specialty Board or recognized by The Surgeon General as having achieved an
equivalent level of professional ability may, in isolated cases, provide advice or services
on a remunerative basis to civilian practitioners in the diagnosis or treatment of patients
not entitted to medical, dental, or veterinary care under AR 40-3.

n. AMEDD personnel are prohibited by AR 27-40 (paragraph 7-10) and this
regulation, from providing expert opinion or expert testimony in support of private
litigation, regardless of whether they are to be compensated. The terms “opinion” and
“testimony” of this prohibition are broadly defined and include, for example, off-duty
employment as a medicolegal consultant for a law firm or attorney, even if actual in-
court testimony is neither required nor desired by the firm or attorney.

0. AMEDD personnel may, with their commander’s written approval, provide
voluntary services for the benefit of institutionalized persons and recognized nonprofit
charitable organizations. A letter to the benefiting institution or nonprofit organization

5.








*MEDCOM Reg 800-3

should clearly state that the individual is performing charitable work as a private citizen
.- and that the Government assumes no responsibility for the individual's actions. ..

p. Healthcare personnel will perform procedures necessary to save a life or prevent
undue suffering at any time in an emergency.

g. Medical, nursing, dental, and veterinary personne! prescribing drugs in off-duty
employment are subject to all requirements of the Comprshensive Drug Abuse
Prevention and Control Act of 1970, to include Drug Enforcement Agency registration
and payment of taxes that are imposed upon other physicians, nurses, dentists, and
veterinarians conducting private practics.

r. The responsibility for meeting local licensing requirements is a personal matter for
AMEDD personnel who wish to engage in off-duty employment. Malpractice insurance
is a personal responsibility of the individual requesting permission to engage in off-duty
employment. The Army will not be responsible for an individual’s acts while he/she is
engaged-in off-duty employment.

s. Healthcare practitioners paragraph 6b will submit a statement from the
prospective employer or local medical socisty, or a personal letter explaining how the
proposed off-duty employment will benefit the civilian community and practitioners.

t. Personnel interested in off-duty employment at more than one location will submit
complste justification with their application. A new.application is required for each

off-duty employment site for individuals who have been previously approved to engage
in off-duty work. '

u. [If the provisions of this regulation conflict with existing negotiated union
agreements, the terms of those agreements will be controlling. In any activity where a
union was granted exclusive recognition, no new conditions of employment will be
implemented without prior discussion with the servicing civilian personnel director
regarding the obligation to negotiate with recognized unions.

7. Responsibilities. U.S. Army Medical Command activity commanders will:

a. Develop locatl procedures to implemént the requirements of this regulation and
cited references, .

b. Maintain a file of approved applications and other documents required by this
directive.

¢. Initiate request for the annual statements to veriiy current off-duty employment
status, : -
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Appendix A

Section |
- Required Publications

AR 27-40
Litigation

AR 40-3 ,
Medical Dental, and Veterinary Care

Comprehensive Drug Abuse Prevention and Control Act of 1970

Section |
Related Publications

AR 40-1
Composition, Mission, and Functions of the Army Medical Depariment

AR 40-68
Clinical Quality Management

DOD 5500.7-R
Joint Ethics Regulation (JER)

DOD Directive 6025.13 |
Medical Quality Assurance (MQA) in the Military Health System (MHS)

DOD 6025.13-R
Military Health System (MHS) Clinical Quality Assurance (CQA) Program Regulation
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Appendix B

.. Request for Off-Duty Professional Civilian Employment . . _ . . ...

(OFFICE SYMBOL) (DATE)

MEMORANDUM THRU
(APPROPRIATE DIRECTOR)

Chief Military Personnel Division

FOR Commander, (MEDCOM ACTIVITY)

SUBJECT: Request for Off-Duty Professional Employment

request permission to engage in remunegafivie pr
- from my assigned military (or civilian

b. Beginhingdat/e'./\ \ \\l \\/

c. Hours per day:

Total

p——
e.é@le%ne number at place of employment:

f. Waiting petiod for patient appoiniments in my assigned clinic/MEDCOM activity
area: days.
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(OFFICE SYMBOL)
-.SUBJECT. Request for Off-Duty Professional Employment .

2. lunderstand the regulatory provisions concerning off-duty employment, and | agree
to conduct any off-duty employment activities in accordance with those provisions.
Further, t understand that;

a. It is my obligation to inform my commander in writing of any change i
proposed off-duty employment, as set forth in this memorandum, before thé ip
such change.

b. T will not assume outside responsibilities that will in any manney co
effective discharge of my duties as an officer (or civilian healthcare prictitiar
U.8. Army Medical Department, both as to the number of Holy's devote
and my individual limit and capacity.

responsibility to the patient on the on
obligation on the other.

ve, information concerning my registration as an eligible provider of services
with medical insurance companies, if applicable--and if associated with a medical
practice--identification of the clinic, hospital, or group medical practice associated with
its business address and phone number.








. Endl
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(OFFICE SYMBOL)
...SUBJECT: Request for Off-Duty Professional Employment.

¢. Forthe commander, or his designated representative, to release my s¢
security number in association with these inquiries,

8. 1 have enclosed an assessment of the impact of the proposed empto
civilian community and practitioners.

hours worked during the previous month, including e
information.

\
(Name, Grade, Branch of ReqyeStor) \

Recommend approval/disapproval Regommend approvalfdisapproval

N

Hiaté Name/Grade of Department Chief,
Date

-10
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(OFFICE SYMBOL) (DATE)

MEMORANDUM FOR (Requester)

SUBJECT: Off-Duty Professional Civilian Employment

Subject request is approved/disapproved. The reasons for disapproval are (if
appropriate)

SIGNATURE BLOCK

s 3
G _
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Appendix C .
.Retuest for Off-Duty Employment (non-medical) = =

(OFFICE SYMBOL) . _ (DATE)

MEMORANDUM THRU
(APPROPRIATE DIRECTOR)
Chief, Military Personnel Division

FOR Commander, (MEDCOM ACTIVITY)

| request permission to engage in re
assigned military duties.

a. Type of empldyment

Number of days per week:

_ (ﬁa_. %a iress of employer) -

e. Telephone number at place of employment;

2. lunderstand that it is my obligation to inform my commander in writing of any change

in my proposed off-duty employment, as set forth in this memorandum, hefore the
incaption of such change. )
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(OFFICE SYMBOL)

. SUBJECT: Request for Off-Duty Employment (non-medical) . .

3. Twill not assume outside responsibllities that will in any manner compromise the
effective discharge of my duties in the U.S. Army Medical Department, both as to the
number of hours devoted fo outside work, and my individual limit and capacity.

4. | will submit not later than the 10th of each month a report detailing t
hours worked during the previous month, including employer verificat]
information.

number of
that

Encl
(Name, Grade, Branch of Requestor)

Recommend approvalfdisapproval Re@pp oydl/disapproval

Name/Grade of Immediate a e/\?;a’de of Department Chief,
Supervisor, Date

>
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(OFFICE SYMBOL) ‘ (DATE)

MEMORANDUM FOR (Requester)
SUBJECT: Off-Duty Employment

Subject request is approved/disapproved. The reasons for disapproval are (if
appropriate)...

SIGNATURE BLOCK

& "@
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Appendix D ‘
__Inprogessing Sfatement for Off-Duty Employment

(OFFICE SYMBOL) (DATE)

MEMORANDUM FOR Commander, (MEDGOM ACTIVITY)
~ SUBJECT: Off-Duty Employment (ODE)

1. | am aware of MEDCOM's ODE policies and understand that befote
will obtain my commander's approval. | also understa,ngl that if | |

me to possible adverse action.
2. Hurther acknowledge my understandin

-a. Active duty officers, warrant
practltioners‘, and equivalent per

b. Military personnel wh fajl to,0blain
who do hot fully co with he

punishment under 5 possible adverse administrative action. .

or criminal prosecution as authorized by applicable
Code or Federal regulations.

(Signature)

(Printed Name)

(Grade)
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Appendix E
__Monthly Report of Hours Worked

(OFFICE SYMBOL) (DATE)

MEMORANDUM FOR Commander, (MEDCOM ACTIVITY)

SUBJECT: Monthly Report of Hours Worked--Off-Duty Employment

As required by MEDCOM Regulation 800-3, the following
duty employment hours by the undersigned for the month

DATE  #HOURS DATE %
TOTAL HOURS: \ § |
' (Individual's Signature)
o\

yped off Printed Name/Grade)

nplete tabulation of off-
, (year) .

DATE  #HOURS

rmation has been reviewed by the undersigned and is certified as

(Employet's Signature)

(Typed or Printed Name)

(Business Name)
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Appendix F
....Otf-Duty Employer’s Acknowledgement _ R

COMPANY LETTER
TO: Commander, (MEDCOM ACTIVITY)

1. (Grade/Name/SSN) has applied and is accepted for employment in this organization.
2. lunderstand the following are conditlons for employment:
a, Because of potential conflict with Government obligations, the fndi {dg \éll not

assume responsibility for the medical or dental care of any pauent on con\ frig basis nor
engage in private (solo) practice.

b. The employee is required to respond to alerts or ot erg iesthat could defay
him/her in reporting for work or could require him/he to e art i e wor site without
advance notification to this organization.

¢. | may not request reimbursement ré t e Dep rtment of Defense (DOD), TRICARE,
the Civilian Health and Medical Progr of he Uniformed Services (CHAMPUS), from
Medicare or Medicaid, for service rovi IﬁOD ealthcare beneficlaries by this
employee, nor will  request dire pEane :')n thé’ patient from such service,

d. This individual's mploy \Qllln t fhvolve expense to the Federal Government nor
involve the use of nfﬂa r@ al egtiipriient or supplies,

e. We will limit the deua 16 hours off-duty employment per week, uniess granted
an exceptionin ad an y\bls her commander for the extended hours.
/ @othl organization will certify as correct and sign the employee's monthly
repoit _0/3 1er commander showing the number of hours worked during the previous
month:

p n the commandet's request, we will prowde information regarding this individual's
employment

Signature
Typed or Printed Name
Duty Position Title
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Glossary

TGERHGI T T e e e e eeeeem e e o L
Abbreviations

AMEDD
Army Medical Department

CHAMPUS 7
Clvilian Health and Medical Program of the Uniformed Services

CONUS A
Continental United States

CQvP '
Clinical Quality Management Program

DOD
Department of Defense

JER
Joint Ethics regulation

MEDCOM
United States Army Medical Command

ODE
off-duty employment

RVU
relative value unit

~TDY
temporary duty

. TRICARE

Tri-Service managed care program that provides all healthcare for DOD beneﬂciaries
within a DOD geographical region.

ucmJ ‘
Uniform Code of Military Justice

Section ll'

Terms

This publication contains no special terms.
18
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The proponent of this regulation is the Office of the Assistant Chief
of Staff for Personnel., Users are invited to send comments and

~'suggested improvemeiits on DA Form 2028 (Récommended Changes

to Publication and Blank Forms) to Commander, U, S. Army Medical
Command, ATTN: MCHR-MA, Fort Sam Houston, TX 78234-60086,

FOR THE COMMANDER:

HERBERT A. COLEY
Chief of Staff

GARY A. WHEELER

Colonel, MC

Assistant Chief of Staff for
Information Management

DISTRIBUTION: '

This publication is available in electronic media only. Copies can he obtained from
Army Knowledge Online (AKQ),

SPECIAL DISTRIBUTION:

HQDA (DASG-HR), 7700 Arlington Boulevard, Falls Church, VA 22042-5140 (5 cy)
MCHR- MA (4 cy)

MCJA (2 cy)

MCIM (Editor) (2 cy)

MCIT-ISM-O (Forms Mgr) (1 cy)
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DEPARTMENT OF THE ARMY

AMEDD Student Detachment
187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TX 78234-7678

MCCS-WBE 19 November 2018

MEMORANDUM FOR All Personnel, AMEDD Student Detachment, 187th Medical
Battalion, Medical Professional Training Brigade, JBSA Fort Sam Houston, Texas
78234

SUBJECT: Awards, Command Policy Letter # 5

1. Reference. AR 600-8-22, Military Awards, 28 June 2013

2. Purpose. In order to foster good morale, commanders and supervisors must
recognize deserving Soldiers for their performance(s). Awards should only be
submitted for individuals who earn them and not solely for doing what is expected of
them. Only one decoration will be awarded to an individual for the same act,
achievement, or period of service. To achieve this goal, an efficient awards program is
paramount and is herein established.

3. Applicability. This policy applies to all personnel assigned or attached to AMEDD
Student Detachment, 187th Medical Battalion, Medical Professional Training Brigade.

4. Soldiers in a student status for the purpose of completing initial training, residency,
internship, or fellowship at a military or civilian institution will not be considered for a
PCS award. These personnel may be considered for an achievement award based on
a significant award, prestige, or honor bestowed upon them during their training by a
civilian accreditation body or professional organization. All awards will be processed
through the Detachment.

5. Each recommendation must be accompanied by the following documents: DA 638,
Enlisted/Officer Records Brief and orders.

6. Submission Timelines.

a. Legion of Merit (LOM) or above. Due to the Battalion S1 not later than 150 days
and must be forwarded to Brigade not later than 120 days prior to desired presentation
date. Recommendations of the LOM or above, must be submitted in paper and
electronic format to the Brigade S1.

b. Meritorious Service Medal (MSM). Due to the Battalion S1 not later than 120
days and must be forwarded to Brigade not later than 90 days prior to desired
presentation date.





MCCS-WBE
SUBJECT: Awards, Command Policy Letter # 5

c. Army Commendation Medal (ARCOM). Due to the Battalion S1 not later than 90
days and must be forwarded to Brigade not later than 60 days prior to desired
presentation date.

d. Army Achievement Medal (AAM). Due to the Battalion S1 not later than 60 days
prior to desired presentation date.

e. Certificates of Achievement/Appreciation (COA). Due to the Battalion S1 not
later than 30 days prior to desired presentation date.

7. Every effort will be made to ensure that deserving personnel/students are
recognized prior to departure or scheduled graduation.

8. The POC for this is the undersigned at 210-221-5731 or
heather.a.woodruff2.mil@mail.mil

HEATHER WOOWP

CPT, MS

Commanding
Encl.

1. DA Form 638 [ARCOM]
2. DA Form 638 [MSM]
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DEPARTMENT OF THE ARMY
187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TX 78234-7678

MCCS-WBE 6 December 2018

MEMORANDUM FOR All Personnel Assigned to ASD Company, 187th Medical
Battalion, Medical Professional Training Brigade, JBSA Fort Sam Houston, TX 78234

SUBJECT: Complaint Procedures, Policy #6

1. Soldiers are urged to present problems or grievances of any nature to their chain of
command. Should this fail to resolve the problem or grievance, referral will be made to
the battalion staff or an appropriate agency.

2. Complaints may be registered with the Inspector General (IG). You may call 210-
221-1461 to reach the AMEDDC&S HRCoE IG Office and address your concern.

3. The Commander will arrange to meet with any member of this unit who so desires
and will assist the IG when investigating complaints. Cadre members will not impede or
prohibit the filing of grievances or complaints with military authorities.

4. If a Soldier feels that the findings of the local IG are not fair and just, in accordance
with law and regulation, or consider that their interest will be jeopardized by making a

complaint, they may present a complaint in writing or in person to the Assistance and

Investigation Branch of the Office of the Inspector General, Medical Command.

5. All personnel in violation of this policy memorandum are subject to UCMJ action.

6. The POC for this is the undersigned at 210-221-5731 or
heather.a.woodruff2.mil@mail.mil

WOODRUFF H EAT Digitally signed by
HER.ANN.1245368 rgg)eoaglgfl:l: HEATHER.ANN.12

794 Date: 2019.03.08 14:29:00 -06'00'

HEATHER WOODRUFF
CPT, MS
Commanding
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DEPARTMENT OF THE ARMY

AMEDD Student Detachment
187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE
2745 HARNEY PATH, STE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS-WBE 19 November 2018

MEMORANDUM FOR all assigned/attached personnel of AMEDD Student Detachment,
187th Medical Battalion, Medical Professional Training Brigade, JBSA Fort Sam
Houston, TX 78234

SUBJECT: Sexual Harassment/Assault Response Program (SHARP), Policy #7

1. References:

a. 187th Medical Battalion’s Policy Sexual Harassment/ Assault Response Program
(SHARP)

b. AR 600-20 Army Command Policy
2. Purpose: To establish local policy regarding Sexual Assault.
3. Sexual Harassment is unacceptable behavior and will not be tolerated.

a. Sexual harassment is a form of gender discrimination that involves unwelcomed
sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature between the same or opposite genders.

b. Any person in a supervisory or command position who uses or condones implicit
or explicit sexual behavior to control, influence, or affect the career, pay, or job of a
Soldier or civilian employee is engaging in sexual harassment. Similarly, any Soldier or
civilian employee who makes deliberate or repeated unwelcome verbal comments,
gestures, or physical contact of a sexual nature is engaging in sexual harassment.

1) Influencing, offering to influence or threatening the career, pay or job of
another person, male or female, in exchange for sexual favors or insinuating any of the
aforementioned.

2) Deliberate or repeated offensive comments, gestures or physical contact of a
sexual nature in a work or duty related environment.

c. All Soldiers have a responsibility to recognize sexual harassment, report all
suspected violations, and eliminate it from our work environment. Any person who
believes he or she has been a victim of sexual harassment or has knowledge of such
behavior, they are to report the behavior to the appropriate channel (depending on their
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SUBJECT: Sexual Harassment/Assault Response Program (SHARP), Policy #7

choice to file a restricted or unrestricted report). All reports will be treated as a serious
matter.

d. All personnel in violation of this policy memorandum are subject to the Uniform
Code of Military Justice (UCMJ) action.

4. Sexual Assault is a criminal offense that has no place in the Army and will not be
tolerated. It degrades mission readiness by devastating the Army’s ability to work
effectively as a team. It is incompatible with the Army Values and is punishable under
UCMJ and other federal and local civilian laws. The Army will treat all survivors of
sexual assault with dignity, fairness, and respect.

a. Sexual Assault interferes with the Detachment's mission and undermines the
effectiveness of the force. Acts of sexual assault will be subject to administrative or
disciplinary action under UCMJ.

b. Itis my responsibility to provide each member of this command with a safe
working atmosphere where high standards of honesty, integrity, impartiality, and
professionalism exist. Sexual Assault is incompatible with these standards, interferes
with job performance, and creates an intimidating, hostile, and offensive environment.

c. Sexual assault is a crime and defined as intentional sexual contact, characterized
by use of force, threats, intimidation, abuse of authority, or when the survivor does not
or cannot consent. Consent is not given when force, threat of force, or coercion are
used. In addition, consent is not given when a person is asleep, incapacitated, or
unconscious.

d. The term sexual assault includes a broad category of sexual offenses consisting
of the following specific UCMJ offenses: rape, sexual assault, aggravated sexual
contact, abusive sexual contact, forcible sodomy (forced oral or anal sex), or attempts to
commit these acts. Sexual contact means the intentional touching, either directly or
through the clothing, of the genitalia, anus, groin, breast, inner thigh, or buttocks of
another person with the intent to humiliate, or degrade any person or to arouse or gratify
the sexual desire of another person.

e. Any person who believes they have been a victim of sexual assault or who has
direct knowledge of sexual assault, they are to report such conduct immediately to
JBSA Sexual Harassment Response and Prevention 24/7 Hotline by dialing (210) 808-
7272 or contacting the JBSA SHARP Advocacy Center by calling (210) 808-8990.
Additionally, you may seek assistance from the chain of command, Chaplain, Medical
Services, Military Police or local police, Military One Source, or Sexual Assault Help
Line, (877) 995-5247 or www.safehelpline.org.

5. Confidentiality and Reporting Options.



http://www.safehelpline.org/
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a. Confidentiality can be offered when knowledge of a sexual assault is shared
between the survivor and four specific categories of personnel. Those four specific
groups are: Medical Service personnel, Chaplains, SHARP VA, and the SARC. Only
personnel actively participating in these positions have the legal protection offered to
maintain confidentiality and assist in facilitating a restricted report. Reporting an
incident of sexual assault to anyone other than these specific individuals may jeopardize
the ability to file a restricted report.

b. A survivor of sexual assault has the right to pursue either restricted or
unrestricted reporting options.

1) Restricted Reporting allows a service member who is sexually assaulted to
disclose the assault to specifically identified personnel without triggering the
investigative process. The survivor controls the release and management of his/her
personal information and decides whether to initiate an investigation. The survivor
receives appropriate medical treatment, advocacy, and counseling. Restricted reporting
provides the survivor with time to consider options and begin the healing process and
empowers the survivor to seek relevant information and support to make a more
informed decision about participating in the criminal process.

2) Unrestricted Reporting can occur as a result of the survivor reporting the
incident to third party and/or Criminal Investigation Division (CID) and Command
Investigation. Upon the notification of law enforcement and the command structure,
actions are taken to protect the survivor from further acts of violence and an
investigation is conducted to ensure that the alleged offender is guilty and held
accountable. The survivor still receives appropriate medical treatment, advocacy, and
counseling.

6. A copy of this memorandum will be prominently posted on all official bulletin boards
throughout the detachment and the ASD student portal website.

CPT, MS
Commanding

: acknowledge receipt and will comply with this memorandum
(Print full rank and name)

Signature: Date:







DEPARTMENT OF THE ARMY
ASD, 187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS-WBE 27 February 2019

MEMORANDUM FOR All Personnel Assigned or Attached to AMEDD Student
Detachment, 187th Medical Battalion, Medical Professional Training Brigade

SUBJECT: Open Door Policy, Command Policy Memo #8

1. Reference. AR 600-20, Army Command Policy, dated 06 November 2014

2. Purpose. To establish the AMEDD Student Detachment (ASD) Commander’s Open
Door Policy.

3. Proponent. ASD Commander

4. Policy. This policy applies to all Soldiers, Civilians, and Family members who are
assigned or attached to the ASD. They may see me about any matter at any time,
provided that they have utilized The Chain of Command.

5. Procedures.

a. Soldiers, Civilians, and Family members are encouraged to resolve problems at
the lowest possible level. Attempt to resolve your problems through your chain of
command prior to seeing me or presenting your problem to an outside agency. | will
refer problems back to the chain of command is the capability exists to resolve the
problem at their level.

b. If your problem is not resolved through your chain of command and the problem
exists within the chain of command, or if your problem is so personal that you prefer to
discuss it only with me, | am available. Request an appointment by contacting your HR
manager, or the Detachment Sergeant at (210) 295-3068.

c. | will see or speak to Soldiers, Civilian employees, and Family members at the
earliest possible opportunity in order to help resolve the problem as soon as possible.

d. Coercion, harassment, or reprisals against Soldiers or Civilian employees who
exercise their right under this policy are prohibited.

e. A copy of this policy will be permanently posted on the ASD bulletin boards and
our website: https://www.cs.amedd.army.mil/Portlet.aspx?id=21052884-7e41-4fc8-bfac-
60adb11fd63d
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6. The point of contact for this policy is the undersigned at (210) 221-5731 or
heather.a.woodruff2.mil@mail.mil

WOODRUFF.HEATH  oigitally signed by

WOODRU F EA HE AN

ER.ANN.1245368794 oa

HEATHER WOODRUFF
CPT, MS

Commanding
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DEPARTMENT OF THE ARMY
ASD, 187th MEDICAL BATTALION,
MEDICAL PROFESSIONAL TRAINING BRIGADE,
2745 HARNEY PATH, SUITE 187
JBSA FORT SAM HOUSTON, TEXAS 78234-7678

MCCS-WBE 27 February 2019

MEMORANDUM FOR All Personnel Assigned or Attached to AMEDD Student
Detachment, 187th Medical Battalion, Medical Professional Training Brigade

SUBJECT: Equal Opportunity Policy, Command Policy Memo #9

1. Reference.
a. AR 600-20, Army Command Policy, 06 November 2014, RAR 30 October 2014.
b. AMEDDC&S Commander’s Policy #2, Equal Opportunity, 29 August 2016

2. Purpose. To establish the AMEDD Student Detachment (ASD) policy regarding
Command Support for the Equal Opportunity Program.

3. Proponent. AMEDDC&S HRCoE Equal Opportunity Advisor.

4. Policy. This policy applies to all Soldiers and Civilians that are assigned or attached
to the ASD.

5. Procedures.

a. The policy of this command is to provide equal opportunity to all Soldiers and
their Families irrespective of race, color, religion, gender, or national origin.

b. Every Soldier has the right to work and live in an environment that is free of
discrimination, intimidation, hostility, harassment, and/or other offensive behavior. Our
ability to attain our full potential as individuals and members of a team lies in our
collective ability to support the principle of the equal opportunity program. Equal
opportunity is at the heart of unit discipline, esprit de corps, and ultimately, mission
readiness. | fully support the equal opportunity program and expect every Soldier in the
ASD to assist me in this effort.

c. Unlawful discrimination, preferential treatment, or harassment on or off post,
during duty or non-duty house, will not be tolerated. Members of this Command who
experience unlawful discrimination, harassment, or other forms of such behavior should
attempt to resolve the problems through their chain of command as soon as possible. If
resolution is unsuccessful or unsatisfactory, you are encouraged to contact your unit EO
Leader (EOL) or EO Advisor (EOA) for assistance. Equal Opportunity Leader and
Advisor contact information is posted on the EO bulletin board throughout the ASD.
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Soldiers may also present equal opportunity concerns to any agencies outlined in
Command Policy #10, Equal Opportunity Complaint Procedures.

d. A copy of this policy will be permanently posted on the ASD bulletin boards and
our website: https://www.cs.amedd.army.mil/Portlet.aspx?id=21052884-7e41-4fc8-bfac-
60adb11fd63d

6. The point of contact for this policy is the undersigned at (210) 221-5731 or
heather.a.woodruff2.mil@mail.mil

WOODRUFF.HEATHER. Digtaly sgned by s
ANN.1245368794 Bave 201

HEATHER WOODRUFF
CPT, MS
Commanding

NN 124535&794
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