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SUBCOURSE OVERVIEW

This subcourse is designed to teach you how to order and to manage publications and blank forms at the unit level.  Contained within this subcourse is instruction on how to distinguish between prejudice and discrimination; how to identify the leadership actions to take in special situations concerning equal opportunity (EO); and how to identify the government agencies that have the responsibilities for resolving EO complaint actions.  Also contained within this subcourse is instruction on how to identify the objectives of the Equal Opportunity Program (EOP) and the basic responsibilities and duties of the personnel who implement these objectives.  Moreover, this subcourse also contains instruction on: how to establish an effective physical security program at the unit level, how to identify the indicators of potential suicide, how to identify unit and supervisory responsibilities, and how to develop a suicide prevention program at the unit level.  Finally you will also receive instruction on how to prepare and review a duty roster, how to identify the responsibilities and the duties of the casualty assistance officer (CAO), and the benefits to which survivors are, or may be, entitled to under various conditions and circumstances.

There are no prerequisites for this subcourse.

This subcourse reflects the doctrine which was current at the time it was prepared.  In your own work situation, always refer to the latest official publications.

Unless otherwise stated, the masculine gender of singular pronouns is used to refer to both men and women.
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TERMINAL LEARNING OBJECTIVE

ACTIONS:
Order and manage publications and blank forms at the unit level.  Distinguish between prejudice and discrimination; identify the leadership actions to take in special situations and the state agencies that have the responsibilities for resolving complaint actions.  Identify the objectives of the EOP and the basic responsibilities and duties of the personnel who implement these objectives.  Establish an effective physical security program at the unit level.  Identify the indicators of potential suicide and unit and supervisory responsibilities.  Develop a suicide prevention program at the unit level.  Prepare and review a duty roster.  Identify the responsibilities and the duties of the CAO and the benefits to which survivors are, or may be, entitled under various conditions and circumstances.

CONDITION: 
You will have information from Army Regulation (AR) 190-11, AR 190-13, AR 220-45, AR 380-5, AR 600-20, AR 600-63, Department of the Army (DA) Pamphlet 310-10-1, DA Pamphlet 350-20, DA Pamphlet 600-70, DA Pamphlet 608-4, DA Pamphlet 608-33, and Field Manual (FM) 19-30.

STANDARD:
To demonstrate competency of this task, you must achieve a minimum of 70 percent on the subcourse examination.
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LESSON 1

PUBLICATIONS AT THE UNIT LEVEL

Critical Task: 03-0010.00-0016

OVERVIEW

TASK DESCRIPTION:

In this lesson, you will learn to order and to manage publications and blank forms at the unit level.

LEARNING OBJECTIVE:

ACTION: 
Order and manage publications and blank forms at the unit level.

CONDITION: 
You will be given information from DA Pamphlet 310-10 and extracts of DA Pamphlet 310-10.

STANDARD:  
Ordering and managing publications and blank forms at the unit level will be in accordance with DA Pamphlet 310-10.

REFERENCE: 
The material contained in this lesson was derived from the following publication: DA Pamphlet 310-10.

INTRODUCTION

As an officer, you must be familiar with the company and battalion program for publications and how it operates.  First, you must understand the DA Form 12-series forms that battalions and separate units use to obtain publications and blank forms.  Once you obtain publications and blank forms, you must know how to manage them.  This lesson provides instruction in these areas.

1.
Standard Army Publications System.

The Standard Army Publications System (STARPUBS) supplies DA publications and blank forms Army wide.  This system includes the printing, the storage, and the distribution of DA publications and blank forms.  It also includes the management of all DA and field printing programs.
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2. 
Publications Directorate.

STARPUBS is managed by the publications directorate of The Adjutant General's Office (TAGO) in Alexandria, Virginia.  The directorate performs the following actions:

o 
Sets Army wide printing and publishing policies.

o 
Edits manuscripts of publications and reviews forms to ensure that they meet DA standards.  The directorate also copymarks and submits manuscripts for printing.

o 
Determines the distribution level for publications.

o 
Oversees the operations of the United States (US) Army adjutant general (AG) publications centers.

3. 
United States Army Adjutant General Publications Centers.

There are two AG publications centers.  One is the Baltimore Publications Center.  The other is the St Louis Publications Center.  Each center is a supply depot.  Each stocks DA publications and blank forms and distributes them to units Armywide.

The Baltimore Publications Center distributes administrative and training publications.  The St Louis Publications Center distributes technical and supply publications.  Refer to the extracts of DA Pamphlet 310-10 (The Standard Army Publication System [STARPUBS]: Users Guide), Appendix B.  These extracts are in Appendix B at the end of this subcourse.  They list the kinds of the publications that each center distributes.

Both centers distribute blank forms to units that are authorized blank forms accounts.  Each center supplies forms to units in different geographical areas.  Refer to DA Pamphlet 310-10, Appendix C.  These extracts are in Appendix B at the end of this subcourse.  They indicate the areas that each center serves.

a. 
Publications Stockrooms.  The publications stockroom at an installation in the continental United States (CONUS) links the two AG publications centers to individual units.  Served by the AG centers, stockrooms stock blank forms and supply them to the units in their commands.  Stockrooms also stock and issue local command publications.  For example, US Army Forces Command (FORSCOM) regulations is just one of the command publications that stockrooms can distribute.  Normally, stockrooms do not issue DA publications.  They may redistribute surplus DA publications that they receive from the units they support, but they may not order DA publications for stock and issue.
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b.
Overseas Publications Center.  Overseas centers link the two AG publications centers to individual units that are located overseas.  Served by the AG centers, overseas centers stock and print blank forms and supply them to the units in their geographical areas.  Oversea centers also stock and issue local command publications.  For example, United States Army, Europe (USAEUR) regulations are one type of command publication that they can distribute.  They normally do not stock DA publications.

They may redistribute surplus DA publications that they receive from the units that they support, but they may not order DA publications for stock and issue.

4.  Publications Management Personnel.

The publications management personnel perform their duties in different installations.  The following subparagraphs describe the publications management personnel who are needed.

a.
Publications Control Officer.  The publications control officer (PCO) performs in a staff role at the installation or the activity level.  The PCO is appointed by the installation or the activity commander to advise units on STARPUBS and to help them fill their publication needs.  In the Army National Guard (ARNG), the state AG appoints one PCO for his state.  Among other duties, the PCO reviews and approves requests for publications accounts and the forms that are used to establish the initial distribution (ID) of publications.  When you have a question or a problem ordering publications or managing your account, seek your PCO's advice.

b.
Publications Stockroom Manager.  Like the PCO, the publications stockroom manager (PSM) at a CONUS installation helps the units of the command to fill their publications needs.  In addition to managing the publications stockroom, the PSM assists the PCO in advising units on managing an account and on ordering publications and blank forms.

c.
Publications Officer.  Appointed by the unit commander, the publications officer manages the unit's publications and blank forms.  He helps the commander to determine the unit's publications needs, to order publications and forms to fill that need, and to manage the unit's publications account.  The publications officer also acts as the unit's liaison with the local PCO, the local PSM, and the AG publications centers.

5.
Department of the Army Publications.

All DA publications are divided into four basic categories:  administrative publications; doctrinal, training, and organizational publications; technical and equipment publications; and Army staff agency publications.  Refer to the 
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following subparagraphs for details concerning the specific types of publications in each category and for a discussion of command publications, joint publications, and ARNG publications.

a.
Administrative Publications.  These are publications that set or explain the policies and the procedures that are used to manage Army functions.  There are 10 types of administrative publications.

(1) 
Army Regulations.  ARs are permanent directives.  They are effective until they are superseded or rescinded.  ARs may serve any of the following functions:

o 
Establish Army wide policy.

o 
Assign missions and responsibilities.

o 
Delegate authority.

o 
Set objectives.

o 
Prescribe the procedures to use to ensure that basic policies are carried out uniformly.

o 
Implement policy guidance from higher headquarters or from other government agencies.

o 
Implement a public law.

(2) 
Department of the Army Pamphlets.  DA pamphlets are permanent instructional or informational publications.  Because they are not directive, they cannot prescribe policy.  DA pamphlets are effective until they are superseded or rescinded.  There are two types of DA pamphlets:

o 
Standard pamphlets (SPs) contain information that is needed to carry out policies and procedures that ARs prescribe.

o 
Information pamphlets (IPs) contain information or guidance in support of Army missions.

(3) 
Department of the Army Circulars.  DA circulars (DA Cirs) provide instructions for one-time actions, and general information, or policy that will be in effect for at least two years, or temporary notices.  DA Cirs normally expire two years after their dates of issue if not earlier.
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(4)
Department of the Army Memorandums.  DA memorandums are permanent directives that are applicable to the secretary of the Army, Army staff (ARSTAF), and major Army commands (MACOMs) within the Washington metropolitan area.

b.
Doctrinal, Training, and Organizational Publications.  These publications are used to inform Army personnel about doctrine, tactics, techniques, and procedures that are used to train individuals and units.  The following subparagraphs describe doctrinal, training, and organizational publications.

(1) 
Field Manuals.  FMs are the training manuals that are used most often in the field to describe military doctrine, tactics, and techniques.  FMs include the following:

o 
Trainer's guides (TGs).

o 
How-to-fight manuals (HTFs).

o 
Soldier's manuals (SMs).

o 
Joint munitions effectiveness manuals (JMEMs) are included in the FM 101 series.  JMEMs are specialized publications that deal with weapons characteristics and methodology, target vulnerability, and the delivery accuracy of the munitions that are currently in use.  The publications are distributed on a "need-to-know" basis.

(2) 
Army Training and Evaluation Programs.  Army training and evaluation programs (ARTEPs) outline the minimum training that is needed to prepare a newly organized unit and individuals with cadre and fillers, or for the basic training of individuals and the training of cadres.  The ATEP lists the subjects to be presented, the hours and the scope of the subjects, the essential study references, and the training aids that are available.

(3) 
Training Circulars.  Training circulars (TCs) are temporary directives or information that pertains to training.  Often, TCs are converted to permanent training publications.  Job books are also included in this category.

(4) 
Tables of Organization and Equipment.  Tables of Organization and Equipment (TOEs) apply to headquarters and headquarters companies (HHCs), companies, battalions, divisions, brigades, batteries, hospitals, and other units and activities.  They contain the following information for an individual unit:

o 
Mission.
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o
 Assignment.

o 
Capabilities.

o 
Basis of allocation.

o 
Organizational, personnel, and equipment authorizations.

(5) 
Modification Table of Organization and Equipment.  Modification tables of organization and equipment (MTOEs) contain modifications to the TOE.  These modifications provide the flexibility that units may need to adapt to a specific and unique mission.  The MTOE describes the capabilities, the organization, the personnel, and the equipment of a unit.

(6) 
Table of Distribution and Allowances.  The table of distribution and allowances (TDA) is only for units that have diverse responsibilities.  Because of this diversity, they cannot be standardized as easily as TOE units.  The majority of administrative units and headquarters are in this category.  TDAs contain the following information:

o 
Mission.

o 
Assignment.

o 
Basis of allocation.

o 
Organizational structure.

o 
Personnel and equipment allocations.

(7) 
Table of Allowances.  Tables of allowances provide the authorization for the basis of issue for common, nonexpendable items.  There are two types of table of allowances:

o 
Common table of allowances (CTAs).

o 
Joint table of allowances (JTAs).

For example, CTA 50-900 (Clothing and Individual Equipment) lists the clothing and the individual equipment that a soldier must have, such as a poncho, a tent, a canteen, and web gear.  The term "TA-50," which is used to describe individual equipment, evolved from CTA 50-909 (Field and Garrison Furnishings and Equipment).  JTAs authorize equipment that is used by two or more military services, such as military advisory groups, that are assigned to foreign countries.

(8) 
Soldier Training Publications.  Soldier training publications (STPs) support the training and the evaluation of individuals in a specific military occupational specialty (MOS) or common critical task.  STPs apply to both officer and enlisted personnel.
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c.
Technical and Equipment Publications.  These publications contain information on the installation, the operation, and the maintenance of equipment.  They also contain information on repair parts, hand receipts, and supply activities.

(1) 
Technical Manuals.  Technical manuals (TMs) are instructive.  They contain instructions in the following areas:

o 
Installation of equipment.

o 
Operation of equipment.

o 
Maintenance of equipment.

o 
Repair of equipment.

o 
Preventive maintenance checks and services (PMCS).

o 
Handling of ammunition.

o 
Shipment of ammunition.

o 
Administrative storage.

In general, there are two types of TMs:

o 
Equipment TMs provide guidance on specific items of equipment.

o 
General-subject technical manuals provide technical instruction in specific subject areas such as welding, painting, and the fundamentals of communication and electronics.

(2) 
Technical Bulletins.  Technical bulletins (TBs) provide technical and professional information, procedures, and techniques relating to both equipment and general subjects.  TBs can supplement material in the TMs, but they cannot make changes to the material in the TMs.

(3)
Lubrication Orders.  Lubrication orders (LOs) provide information on authorized lubricants.  They also provide information on lubrication schedules for all equipment that requires lubrication.

(4) 
Modification Work Orders.  Modification work orders (MWOs) provide technical requirements for mandatory and nonmandatory modifications to equipment.  Such modifications may be necessary either to improve operation or to respond to a directed change in operation.
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(5) 
Supply Bulletins.  Supply bulletins (SBs) provide information on the military supply system about management doctrine, methods, and maintenance techniques.

(6) 
Supply Catalogs.  Supply catalogs (SCs) provide supply management information.  They also provide identification data that are needed to maintain Army supplies and equipment.

d.
Army Staff Agency Publications.  The heads of Headquarters, Department of the Army (HQDA) agencies that have command responsibility may issue these publications.  ARSTAF publications allow the heads of the HQDA agencies to issue instructions and information to subordinate agencies.  These publications must never duplicate the information or the instructions that are contained in DA publications.  Furthermore, they must conform to the standards that the AG issues.

e.
Command Publications.  Field commanders issue command publications to elements that are under their command jurisdictions.  These publications must never duplicate the information or the instructions that are contained in DA publications.  Furthermore, they must conform to the standards that the AG issues.

f.
Joint Publications.  Joint publications are mutually agreed upon policies, procedures, or information that are necessary for two or more activities to perform a mission.  The activities that are concerned may be military services, defense agencies, or other government agencies.  These publications contain a joint heading that each activity authenticates and a numbering series that corresponds to DA publications.

g.
National Guard Publications.  These are publications that apply uniquely to the National Guard (NG) when they are not in federal service.  The National Guard Bureau (NGB) issues these publications to supplement ARs to meet the specific needs of each state.

6.
Forms.

Various forms are used throughout the Army to organize or to submit recorded information for the conduct of official business.  A form is defined as a document.  Forms include any of the following, if they are printed or otherwise are reproduced and include spaces for entering information, descriptive material, or addresses:

o 
Letters.

o 
Post cards.

o 
Memorandums.
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If it is considered advantageous for purposes of identification and control, then the following items also may be defined as forms, although they lack fill-in spaces:

o 
Contract provisions.

o 
Instruction sheets.

o 
Notices.

o 
Tags.

o 
Labels.

o 
Posters.

a. 
Categories of Forms.  Forms that the Army uses are divided into three categories.  The following subparagraphs describe these categories:

(1) 
Armywide Forms.  As the name implies, these forms are used throughout the Army.  The following are some of the common forms in this category:

o
US government standard forms (SFs).

o
US government optional forms (OFs).

o
Other government agency forms as required.

o
Department of Defense (DD) forms.

o
DA forms.

o
DA labels.

(2) 
Command or Agency Forms.  These forms originate from the headquarters of an Army command or agency.  They are used only by that headquarters and the subordinate activities that are within that command or agency.

(3) 
Local Forms.  Local forms are designed for use only within a unit, an activity, or an installation.

b.
Types of Forms.  Within the Army, four types of forms, or Armywide forms, are used.  The subparagraph on the following page discuss the four types:

(1) 
Standard Forms.  SFs are for mandatory use by the National Archives and Records Service of the General Services Administration (GSA).  They are intended for use by two or more government agencies.

(2) 
Optional Forms.  OFs are nonmandatory.  Two or more federal agencies use these forms to avoid issuing separate agency forms.  Optional forms must be approved by the National Archives and Records Service of the GSA.  OF 41 is a routing and transmittal slip that all government agencies use.
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(3) 
Other Government Agency Forms.  These include forms that are approved by other government agencies and are authorized for use within the DA.  For example, Public Health Service (PHS) Form 731 (International Certificate of' Vaccination) is issued to all troops during basic training.  The Internal Revenue Service (IRS) W-4 Form (Employees Withholding Allowance Certificate) is completed when an individual wants to change the number of his tax exemptions.

(4) 
Department of Defense Forms.  DD forms are approved for military use by two or more military services.  DD Form 1610 is used by all military services for the preparation of travel orders.  DD Form 1351-2 is used by all services to submit travel vouchers.

7.
Unit Publications Account Establishment.

The following subparagraphs discuss the establishment of a unit publications account.  Refer to these subparagraphs for details.

a.
Unit Account Eligibility.  Your unit must first be eligible to open an account.  The following subparagraphs describe the units that are eligible for accounts:

(1) 
Active Army Units.  Active Army (AA) units that are of detachment size or larger and staff sections from the division level to the HQDA are eligible for accounts.  The following subparagraphs describe these types of units.  These units send requests through their publications control officers (PCOs) to the Baltimore Publications Center.

(2) 
United States Army Reserve Units.  US Army Reserve (USAR) units that are of company size or larger and staff sections from the division level to the HQDA are authorized accounts.  These units send requests through their PCOs to the Baltimore Publications Center.

(3) 
Army National Guard Units.  ARNG units that are of company size or larger and the staff sections from the division level to the state AG are authorized accounts.  These units send requests through their state AG to the Baltimore Publications Center.  The NGB must approve the requests.

(4) 
Other Units.  Units that were not described in the previous subparagraphs are authorized accounts.  They must submit requests through command channels to the Baltimore Publications Center.

b.
Request for a Publications Account.  A publications account allows your unit to order items from the AG publications centers.  When you request an account, the center assigns an 
QM3514
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account number that serves as your unit's identification at the centers.  The centers will request your account number when you order publications, change your unit's publication needs, or if for any reason you need to contact one of the centers.  To request a publications account for your unit, prepare and submit a DA Form 12-R (Request for Establishment of a Publications Account).  The information that you enter on this form describes your unit and the level of the publications service that it needs.  These needs are presented to the AG publications centers.

DA Form 12-R is the only form that is necessary to request an account.  However, units that request an account for the first time must submit additional forms along with the DA Form 12-R.

To establish ID, you must submit a DA Form 12-series form (Forms Requirements for Publications).  To request current editions of publications, you must submit DA Form 4569 (USAAGPC Requisition Code Sheet).  If you need help, your PCO can assist you in completing these forms.  He can also answer any questions that you may have about opening an account.

(1) 
Request Procedures.  Several procedures are used to request an account.  The procedures for requesting an account are as follows:

o 
Complete DA Form 12-R.  Refer to subparagraph 7b(2) for instructions on how to prepare the DA Form 12-R.

o 
Complete and attach your DA 12-series forms and DA Form 4569.  Refer to paragraph 9 for instructions on how to prepare the DA 12-series forms.  Refer to paragraph 10 for instructions on how to prepare the DA Form 4569.

o
Have your unit PCO review and sign DA Form 12-R.

o
Have your unit commander sign DA Form 12-R and all the other DA 12-series forms that require his signature.  He should review DA Form 4569, but he is not required to sign it.

o 
Start a publications file.  Make copies of all the forms that you complete.  Keep them as your unit's publications file.  File them under file number 101-17 per DA Pam 25-400-2 (Modern Army Record keeping System (MARKS) for TOE and Certain Other Units of the Army).
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o 
Send all of the completed forms to your PCO for review and approval, and he will forward the forms to the Commander, USAAGPC, ATTN: New Account Processing, 2800 Eastern Boulevard, Baltimore, MD 21220.  When you send forms to your PCO, follow the local procedures concerning the number of copies to send, but be sure to make enough copies to get one set back.  When your PCO returns that set to you, file it as described in the previous bullet.  Discard the copies that you filed earlier.

(2) 
DA Form 12-R Preparation Instructions.  The following subparagraphs explain how to complete DA Form 12-R.  Figure 1-1 illustrates a completed sample DA Form 12-R.

NOTE: 
The following subparagraphs (a) through (f) refer to the entries that are made in blocks 1 through 6 of the heading of the sample DA Form 12-R that is shown in Figure 1-1.

(a) 
Block 1, "ACCOUNT NUMBER."  If your unit has an account with the Baltimore Publications Distribution Center, then enter the account number.  If your unit does not have one, then leave this block blank.  Follow the correct procedures to establish one.

(b) 
Block 2, "DATE."  Enter the date that you complete the form.

(c) 
Block 3, "TYPE OF SUBMISSION."  If your unit is submitting the form for the first time, then mark box "a" ("INITIAL").  If your unit has submitted the form previously and you are changing or adding data, then mark box "b" ("CHANGE").

(d) 
Block 4, "FROM."  Enter your unit's complete mailing address.  Be sure to include your nine-digit zip code if it is available.  Refer to Figure 1-1, block 4 for the correct procedure to follow if a 9-digit zip code is not available.

(e) 
Block 5, "THROUGH."  As a unit commander, route your forms through the installation PCO.  Refer to Figure 1-1, block 5, for the correct procedure to follow.

(f) 
Block 6, "TO."  Do not make any entries in this block: the address is preprinted on the form.
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Figure 1-1.  Sample of a DA Form 12-R completed to

establish a publications account
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NOTE: 
The following subparagraphs (g) through (p) refer to the entries that are made in Section I ("General") of the sample DA Form 12-R that is shown in Figure 1-1.

(g) 
Block 7, "TYPE OF PUBLICATIONS SERVICE."  Check the appropriate blocks to indicate the type of the service that you need.  You may check both publications service and blank forms service if your unit meets the special requirements for blank forms service.  If your unit requests test control material, it must meet the requirements for this service.

(h) 
Block 8, "UNIT DESCRIPTION DATA."  Enter all the information completely and accurately.  If the information is not readily available, then consult the appropriate administrative personnel.

(i) 
Block 8a, "UNIT IDENTIFICATION CODE."  Enter your unit's identification code.  For example, "UIB6AA" is entered in block 8a of the sample DA Form 12-R that is shown in Figure 1-1.

(j) 
Block 8b, "TOE NUMBER."  Enter your unit's TOE number.  For example, "9-74" is entered in block 8b of the sample DA Form 12-R that is shown in Figure 1-1.

(k) 
Block 8c, "TDA NUMBER."  Enter your unit's TDA number, if it is needed.  Block 8c is left blank in the sample DA Form 12-R that is shown in Figure 1-1.

(l) 
Block 8d, "LOCATION."  Put an "X" in the appropriate box that describes your unit's location.  "Europe" is checked in block 8d of the sample DA Form 12-R that is shown in Figure 1-1.

(m) 
Block 8e, "COMPONENT."  Enter your unit's type.  "Active Army" is checked in block 8e of the sample DA Form 12-R that is shown in Figure 1-1.

(n) 
Block 9a, "TYPED NAME, GRADE, AND TITLE OF PUBLICATIONS."  Type the names the grade, and the title of your PCO in this block.  "John E.  Doe, 1LT, Ord C" is typed in block 9a of the sample DA Form 12-R that is shown in Figure 1-1.

(o) 
Block 9b, "SIGNATURE. "  The PCO must sign his name in this block.  Refer to Figure 1-1 for the correct procedures.
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(p) 
Block 9c, "TELEPHONE NUMBER."  Enter your PCO's automatic voice network (AUTOVON) and commercial telephone number in this block.  For example, "742-2885 and 6-8035" are entered, respectively, in the sample DA Form 12-R that is shown in Figure 1-1.

NOTE:
The following subparagraphs (q) through (u) refer to the entries that are made in Section II ("Account Classification Level") of the sample DA Form 12-R that is shown in Figure 1-1.

(q) 
Block 10, "CLASSIFICATION OF ACCOUNT."  Indicate the classification level that is required for your account.  If your unit requires unclassified service, skip blocks 11 and 12.  Blocks 11 and 12 are not completed in the sample DA Form 12-R that is shown in Figure 1-1.

(r) 
Block 11.  If any classification other than "unclassified" is checked, then you must follow the instructions in block 11 of DA Form 12-R.

(s) 
Block 12a, "TYPED NAME, GRADE, AND TITLE OF SECURITY OFFICER."  Type the name, the grade, and the title of the security officer in block 12a.  "John E.  Evans, MAJ, Ord C, Security Officer" is typed in block 12a of the sample DA Form 12-R that is shown in Figure 1-1.

(t) 
Block 12b, "SIGNATURE."  Be sure that the appropriate security officer, as called out in block 12a, signs his name in block 12b.

(u) 
Block 12c, "TELEPHONE NUMBER."  The AUTOVON and the commercial numbers for your unit's security officer are entered in block 12c.  For example, "742-2885 and 6-8035" are entered, respectively, in block 12c of the sample DA Form 12-R that is shown in Figure 1-1.

NOTE:
The following subparagraphs (v) and (w) refer to the entries that are made in Section III ("Change of Address") of the sample DA Form 12-R that is shown in Figure 1-1.

(v) 
Block 13a "OLD ADDRESS."  If you have changed your address or if your address will change in the near future, then you must complete block 13a.  Enter the address from which you will move.
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(w) 
Block 13b, "NEW ADDRESS."  When you are planning to move or if have moved since your last request was made, then enter your new address and the date that it will be, or is, effective.

(x) 
Block 14a, "TYPED NAME, GRADE, AND TITLE OF COMMANDER."  Type the name, the grade, and the title of your commander in block 14a.  "Carl E.  Smith, LTC, Ord C, Commanding" is entered in block 14a of the sample DA Form 12-R that is shown in Figure 1-1.

(y) 
Block 14b, "SIGNATURE."  Make sure that the commanding officer to whom you referred in block 14a signs his name in block 14b.  

(z) 
Block 14c, "TELEPHONE NUMBER."  Enter the commanding officer's AUTOVON and commercial numbers in block 14c.  For example, "742-1058 and 6-7035" are entered, respectively, in block 14c of the sample DA Form 12-R that is shown in Figure 1-1.

(aa) 
Block 15a, "TYPED NAME, GRADE, AND TITLE OF INSTALLATION PCO."  Type the name, the grade, and the title of the installation PCO in block 15a.  "Tim W.  Jones, CPT, AG, IPCO" is typed in block 15a of the sample DA Form 12-R that is shown in Figure 1-1.

(bb) 
Block 15b, "SIGNATURE."  Be sure that the appropriate installation PCO, as called out in Block 15a, signs his name in block 15b.

(cc) 
Block 15c, "TELEPHONE NUMBER."  Enter the AUTOVON and the commercial numbers for your unit's installation PCO in block 15c.  For example, "742-3025 and 6-6035" are entered, respectively, in block 15c of the sample DA Form 12-R that is shown in Figure 1-1.

(3) 
Profile Preparation.  After it has received your unit's DA Form 12, the Baltimore Center will send your unit a letter.  The letter will include an enclosure that must be completed, an account profile form (which shows the unit's account number), and instructions for preparing the profile.  The profile is a computer form that you must fill out and return to the Baltimore Center.  On the profile, you must give coded information that fully describes your unit to the AG publications centers.  Before completing the profile, carefully read the instructions that are sent with it.

(4) 
DA Form 12-R (Initial Distribution Request).  Except for blocks 1 ("ACCOUNT NUMBER") and 2 ("DATE") of DA Form 12-R (Figure 1-2), use the same procedures that you use to complete 
QM3514
1-16
DA Form 12-R to establish a publications account.  Refer to subparagraph 7b(2) of this lesson.

8. 
Unit Blank Forms Account Request.

Only five units are allowed to order blank forms.  The following is a list of the units that are allowed to order blank forms from the AG publications centers:

o 
Installation publications stockrooms.

o 
Oversea publications centers.

o 
Medical department activities.

o 
Active Army service schools.

o 
ARNG state AGs.

However, there are exceptions to this rule.  For example, a school may not be allowed a blank forms account because it is near a stockroom that can support it.  On the other hand, a unit may be allowed a forms account because it uses an unusually large number of forms or is too far away from a stockroom or an oversea center to get the forms that it needs.

a.
Request Procedures.  You must follow six procedures to request a forms account.  These procedures are as follows:

o 
Prepare a DA Form 12.

o 
Prepare a letter that states that your unit needs a forms account.  The letter must explain why your unit needs the account and why it cannot get the forms that it needs from the local stockroom or oversea center.

o 
Have your unit's publications officer review the letter and the DA Form 12.

o 
Have your unit commander sign the DA Form 12 and the letter.

o 
Put a copy of the DA Form 12 and a copy of the letter in your publications file.

o 
Send the form and the letter through your PCO to the Commander, USAAGPC, 2800 Eastern Boulevard, Baltimore, MD 21220.

NOTE: 
Refer to the sample DA Form 12-R that is shown in Figure 1-1.  To request a blank forms account, check the box in block 7 that is labeled "BLANK FORMS." 
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b.
Request Guidelines.  You must follow certain guidelines to request a forms account.  These guidelines are as follows:

o 
Your unit must have classified service to be given a forms account.  A unit with a forms account has access to sensitive and accountable forms.  To handle these forms, the unit must be able to receive and to store confidential material.

o 
If you submit a DA Form 12-R for a forms account, do not submit another one for a publications account.  The same DA Form 12-R is used to establish the two types of accounts.

o 
Units with forms accounts establish ID for the publications that they need.  When you submit DA Form 12-R for a forms account, also submit the DA Form 12-series forms that are needed to cover your unit's publications needs.

9.
DA Form 12-Series.

When new and revised publications and changes to publications are printed, the AG publications centers send copies to all the units that previously submitted requirements for them.  This automatic, one-time issue is called ID.  ID works somewhat like a magazine subscription.  When a person subscribes to a magazine, he automatically receives every new issue.  When your unit opens an account at the AG publications centers, you tell the centers what publications your unit needs.  Your unit then automatically receives all the new and revised editions of those publications and all the changes to them.

Keep in mind that only new and revised publications and changes to publications are issued through ID.  Existing publications are not given ID.  Existing publications are like back issues of magazines.  They are the editions that already have been given ID and are currently being used.  Although you tell the centers what publications your unit needs when you open an account, your unit does not receive the current editions of those publications immediately.  Your unit receives those publications only when they are changed or revised.  To get the current editions of them, you must requisition them.

a.
Initial Distribution Forms.  Use the DA Form 12-series forms to tell the AG publications centers what publications your unit needs.  The publications that you list on these forms are the ones that your unit receives through ID.
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Figure 1-2.  Sample of a DA Form 12-R filled out to

request an initial distribution of publications
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Refer to the extracts of DA Pamphlet 310-10, Appendix E.  The extracts are in Appendix B at the end of this subcourse.  They provide a list that briefly describes the DA 12-series forms.  You should become familiar with the forms because not all of them are easy to understand.  Get a complete set of the forms.  When you read the extracts of DA Pamphlet 310-10, Appendix E, look over each form that is being described.  Look at the publications listed on the form.  Look at how the publications are listed.  This review will help you to understand the forms and how to fill them out.

b.
DA Form 12-Series Forms Requirements.  To fill out the DA Form 12-series forms, you must determine what publications your unit needs and the number of the copies that are needed.  This is the information that you must show on the forms.  It is known as the DA 12-series requirements.  Guidelines for determining your unit's requirements are given in the following subparagraphs and in the extracts of DA Pamphlet 310-10, Appendix F.  These extracts are in Appendix B at the end of this subcourse.

(1) 
Publications Officer Consultation.  The unit commander ultimately is responsible for ensuring that your unit has all the publications that it needs.  Your unit's publications officer's job is to manage your unit's publications.  This includes determining your unit's publications needs.  To determine your unit's DA Form 12-series requirements, talk with your publications officer before you do anything else.

(2) 
Unit's Key Personnel Consultation.  Publications cover all unit functions.  Consult all the people who carry out these functions.  Check with your administrative, training, supply, and equipment maintenance people.  In turn, these people will refer to the following:

o 
The unit's MTOE or modification table of distribution and allowances (MTDA).

o 
The unit's property book.

o 
The unit's training schedules.

o 
The regulations that cover the unit's operations.

o 
The unit's roster of additional duty appointments.

Give each key person a complete set of DA Form 12-series forms to use as work sheets.  Supply each one with DA Pamphlet 25-30 (Consolidated Index of Army Publications and blank Forms), which lists all available DA publications.  The person reviews the 
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forms and DA Pamphlet 25-30, chooses the publications that he needs, and shows on the forms the number of the copies that he needs.  If the person needs to get current editions of the requested publications, then he gives you a list of the specific ones that he needs, showing their publication numbers and the quantities needed.

(3) 
Unit Needs Consolidation.  When your key personnel return the DA 12-series forms that you gave them, consolidate the requirements that are requested on the forms.  On a new set of DA 12-series forms, list all the publications that your key personnel requested.  Show the total number of the copies that are needed for each publication.  Make a copy of this new set of forms.  Use the copy as your publications file and send the original set through your PCO to the Baltimore Publications Center.

(4) 
Current Publication Editions Requisition.  If you need to requisition current editions of the publications that your unit needs, prepare DA Form 4569 as well as the DA 12-series forms.  Remember that you will not get the current editions by submitting the DA 12-series forms alone.  You need to order the editions on DA Form 4569.  To order the editions, do the following:

o 
Consolidate the lists of specific publications that your key personnel gave to you.  Make a new list that shows all the publications that they requested and the total number of the copies that are needed for each publication.

o 
Use DA Pamphlet 25-30 to verify the accuracy of' the publication numbers on your consolidated list.

o 
Complete a DA Form 4569.  Send it with your DA 12-series forms to the Baltimore Publications Center.  Refer to paragraph 10 of this lesson for instructions concerning how to complete and submit DA Form 4569.

c.
DA Form 12-Series Preparation.  All the DA Form 12-series forms have two parts: a heading and "QUANTITY REQUIRED" blocks.  Specific instructions for filling out each DA 12-series form are printed on the form.  Before you prepare the form, read the instructions carefully.

The heading (blocks 1 through 7) is at the top of the first page of each form.  In the heading, enter information that identifies your unit.  Instructions for filling out the heading are in Figure 1-3 and Figure 1-3 continued.
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Figure 1-3.  Preparing the heading of a DA Form 12-series Form

In the "QUANTITY REQUIRED" blocks, show the number of the copies of each publication that your unit needs.  These blocks are not the same on every form.  They differ as follows:

o 
Some forms list publications by their titles.  On these forms, show the number of each listed publication that your unit needs.  Instructions for these forms are in Figure 1-4.

o 
Some forms list publications by their series numbers and their general subjects rather than by specific numbers and titles.  On these forms, show the numbers of the copies that your unit needs by each class of 
QM3514
1-22
distribution.  Instructions for these forms are in Figure 1-5.
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Figure 1-3.  Preparing the heading of a DA 12-series form

(continued)

To avoid getting publications that your unit does not need, request only publications that are written for your unit's level of command or lower.  Do not request publications that are written for levels of command that are higher than your unit.  However, if you need publications for a higher level because of your unit's mission, then you may request them.  In this case, attach a justification to your DA 12-series form.
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Figure 1-4.  Completing "Quantity Required" blocks

Showing the number of the copies that your unit needs for each series of publications can be tricky.  If you need more than one publication in a certain series, then see which publication you need the most copies of, and enter that amount.  For example, you may need two publications within a certain series.  You need two copies of one of these publications and three copies of the other.  In the "QUANTITY" block on the form, enter "3" as the number of the copies that you need.  Do not enter "2," which is the total number of the publications that you need.  Similarly, do not enter "5," which is the total number of the copies that you need for all the publications.
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Figure 1-5.  Listing requirements by class of distribution

Forms for technical publications list either the series of the publications or the types and the models of the equipment.  On those that list the series of the publications, show the number of the publications in each series that your unit needs.  On those that list the types and the models of the equipment (for example, "RIFLE, 5.56MM, M16, M16A1"), show the number of the publications that your unit needs according to the maintenance level of your unit.  On these forms, do not request publications that are written for a maintenance level that is higher than the 

1-25
QM3514

one that is authorized for your unit.  Instructions for these

forms are in Figure 1-6.
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Figure 1-6.  Forms for technical publications
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d.
DA Form 12-Series Submission.  DA Form 12-series forms must be filled out for submission.  Once you have filled out your forms, submit them as follows:

o 
Have your publications officer review the forms.

o 
Have your commander review the forms and sign the ones that require his signature.

o 
Make an extra copy of each form that you prepare.  Place the copies in your publications file.

o 
Send the forms to your PCO for review and approval.  He will forward them to the Commander, USAAGPC, 2800 Eastern Boulevard, Baltimore, MD 21220.  (Note that all the forms have an address that is preprinted in block 5 of the heading.  Disregard that address.  All DA Form 12-series forms must be sent to the Baltimore Publications Center.)  When you send your forms to your PCO, follow local procedures concerning the number of the copies to send.  However, be sure to make enough copies to get one set back.  When your PCO returns this set to you, place it in your publications file.  Discard the copies that you filed previously.

e.
New and Revised DA Form 12-Series Forms.  New DA Form 12-series forms are developed to cover new publications that are written.  Old forms are sometimes revised to change the publications listed on them.  The following subparagraphs provide details concerning new and old DA Form 12-series forms.

(1) 
New.  When new DA Form 12-series forms are issued, copies are sent by letter to all units that have accounts.  When you receive a new form, complete and return the form as follows:

o 
Review the form.

o 
Consult your unit publications officer and the key people in your unit.  Determine what new publications are available and how many copies are needed.

o 
Complete the form.  Return it if your unit needs any of the publications that are listed.  Return it through your PCO to the Baltimore Publications Center.

o 
Update your publications file.  Put a copy of the new form in your files.
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(2) 
Revised.  Copies of revised DA Form 12-series forms are sent by letter to units that previously have submitted the form that was revised.  When you receive a revised form, complete and return it as follows:

o 
Review the form.

o 
Complete it.  If there are no new publications listed on the revised form, show only the requirements that were on your old form.  If new publications are listed, check with your publications officer and your key people to see whether any of them are needed.

o 
Update your publications file.  Put a copy of the revised form in your file.

o 
Return the form through your PCO to the Baltimore Publications Center.  Be sure to return it by the date that the letter lists.  If you do not return the form by the required date, your unit will no longer receive ID of any of the publications that are listed on the form.

f.
Write-Ins.  Between revisions, the DA Form 12-series forms are kept current by write-ins.  A write-in is an item that you must enter in one of the blank spaces of a DA Form 12-series form.  Write-ins are announced in DA Pamphlet 25-30.  The announcement gives the title of the publication (or the type of the equipment) that must be written in, the number of the form on which it belongs, and the item and the block number in which to put it on the form.  If your unit requests ID for the first time and a copy of DA Pamphlet 25-30 is not available, then get a list of the current write-ins from your PCO.  If your unit needs a publication that is announced as a write-in, then request it as follows:

o 
If you have previously submitted the form that is mentioned in the announcement, then request the write-in by preparing a change to that form.  Subparagraph 9g of this lesson gives instructions for preparing a change.  If you previously have not submitted the form that is mentioned in the announcement, then prepare the form and add the write-in to it.  Figures 1-7 give samples of write-in announcements and instructions for adding write-ins to a form.

o 
Update your publications file.  Whether you prepared a change or the form that is mentioned in the announcement, put a copy of it in your files.
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o 
Send the form through your PCO to the Baltimore Publications Center.
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Figure 1-7.  Sample of a write-in

g. 
Changing DA Form 12-Series Requirements.  When you change the requirements to DA Form 12-series forms, you must follow certain procedures.  Submit changes to your unit's DA Form 12-series forms if the following requirements apply:

o 
You need to change the number of the copies of a publication.

o 
You need to cancel a publication that you are receiving now but no longer need.
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o 
You add a new publication to a DA 12-series form that you already have submitted.
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Figure 1-7.  Sample of a write-in (continued)

To change your unit's requirements, submit a DA Form 12-99 (12-Series Subscription Change Sheet).  On this form, show the number of the DA Form 12-series you want to change, the block number of the form you want to change, and the number of the copies you want to receive.  You also can use DA Form 12-99 to start the ID of a publication, but only if the publication is listed on a DA Form 12-series that you have already submitted.  The procedures for submitting changes are as follows:

o 
Prepare your change.  Instructions for preparing DA Form 12-99 are in Figures 1-8 and Figures 1-9 continued.  When you prepare your change, be sure to make two copies.  Submit one copy and file the other.

QM3514
1-30
o 
Have your publications officer review your change.

o 
Have your commander review your change.

o 
Send your change through your PCO to the Commander, USAAGPC, 2800 Eastern Boulevard, Baltimore, MD 21220.

o 
Put a copy of the change in your publications file.
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Figure 1-8.  Instructions for preparing DA Form 12-99
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Figure 1-8.  Instructions for preparing DA Form 12-99 (continued)

10.
DA Form 4569 Preparation.

There are 63 columns on DA Form 4569.  Figures 1-10 through Figure 1-11 give instructions for completing these columns.  Figure 1-11 is a sample of a completed form.  It shows the correct way to list the most commonly ordered publications.  Remember to do the following when you prepare the form:

o
Print all entries.
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o 
Underline all l's so that they are not misread as the letter "1."

o 
Slash all zeros so they are not misread as the letter "o."

o 
Keep file copies of the forms that you prepare.
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Figure 1-9.  Sample entries on DA Form 12-99
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Figure 1-9.  Sample entries on DA Form 12-99 (continued)
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Figure 1-10.  Instructions for preparing DA Form 4569
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Figure 1-10.  Instructions for preparing DA Form 4569 (continued)
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Figure 1-10.  Instructions for preparing DA Form 4569 (continued)
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Figure 1-11.  Sample of a completed DA Form 4569
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LESSON 1

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: You are a company commander.  You are ordering and managing publications at the unit level.  You consult with your key personnel as necessary.  Use this situation to answer questions 1 through 7.

1.
You order which of the following-publications from the Baltimore Publications Center?

A.  
FSCs.

B.  
LOs.

C.  
TBs.

D.  
DA pamphlets.

2.
You need to obtain the most current publication concerning your unit's mission; assignment; capabilities; basis of allocation; and organizational, personnel, and equipment authorizations.  You order which of the following types of Army publications?

A.  
AR.

B.  
DA Pamphlet.

C.  
FM.

D.  
TOE.

3.
You need the latest publication that deals with PMCS for a radio set AN/PRC-77 (national stock number [NSN] 5820-00-930-3724) and a radiacmeter IM-174/PD.  You order which of the following types of Army publications?

A. 
FM.

B.  
TM.

C.  
SB.

D.  
STP.
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4.
To submit your request for the current editions of publications, you must submit which of the following forms?

A.  
DA Form 12.

B.  
DA Form 12-R.

C.  
DA Form 12-99.

D.  
DA Form 4569.

5. 
To request copies of DA posters concerning safety, you complete which block of the DA Form 12-4 (Requirements of Department of the Army Administrative Publications Other Than Regulations and Calendars)?

A.  
2.

B.  
6.

C.  
20.

D.  
47.

6. 
You are determining your unit requirements for publications.  Generally, as a company commander, you are authorized only operator and organizational maintenance manuals.  These manuals end with the suffixes

A.  
-05 and -10.

B.  
-10 and -20.

C.  
-25, -43, and -50.

D.  
-30, -34, and -40.

7. 
You receive a revised DA Form 12-series form.  You review it.  Next, you take which of the following actions?

A.  
Consult your unit publications officer.

B.  
Use the information on the revised DA 12-series form to prepare a write-in.

C.  
Complete the revised DA 12-series form.

D.  
Consult your unit commander.
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LESSON 1

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
D.  DA pamphlets.
The Baltimore Publications Center distributes administrative and training publications.  The St Louis Publications Center distributes technical and supply publications.  Refer to the extracts of DA Pamphlet 310-10, Appendix B.  These extracts are in Appendix B at the end of this subcourse.  They list the kinds of the publications that each center distributes.

(page 1-2, para 3 and extracts) 
2.      
D.  TOE.

TOEs are one of the doctrinal, training, and organizational publications that are available to you through the STARPUBS.  TOEs apply to HHCs, companies, battalions, divisions, brigades, batteries, hospitals, and other units and activities.  They contain the following information for an individual unit: mission; assignment; capabilities; basis of allocation; and organizational, personnel, and equipment authorizations.

(page 1-5, para 5b(4))

3.      
B.  TM.

TMs are instructive.  They contain instructions regarding the installation, the operation, the maintenance, and the repair of equipment, including information concerning how to conduct PMCS.  (page 1-7, para 5c(1))

4.      
D.  DA Form 4569.

To request current editions of publications, you must submit DA Form 4569.  (page 1-11, para 7b)

5.      
D.  47.

Refer to the extracts of DA Pamphlet 310-10, Appendix E.  These extracts are in Appendix B at the end of this subcourse.  They provide a list that briefly describes the DA Form 12-series forms.  

(page 1-20, para 9a and extracts)
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6.      
B.  -10 and -20.

Refer to the extracts of DA Pamphlet 310-10, Appendix F.  These extracts provide guidelines for determining your unit's requirements.  They also provide helpful Information concerning equipment publications.  For example, companies and battalions generally are authorized only operator and organizational manuals (-10 and -20 manuals).  (page 1-20, para 9b and extracts)

7.      
C.  Complete the revised DA Form 12-series form.

Copies of revised DA Form 12-series forms are sent by letter to units that previously have submitted the form that was revised.  When you receive it, review it.  Next, complete the revised form.  Then, update your publications file.  Return the completed form through your PCO to the Baltimore Publications Center. 

(page 1-28, para 9e(2))
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LESSON 2

EQUAL OPPORTUNITY

Critical Task: S3-0010.00-0014

OVERVIEW

TASK DESCRIPTION:

In this lesson you will learn: to distinguish between prejudice and discrimination, to identify the leadership actions to take in special situations, and to identify the government agencies that have responsibilities for resolving complaint actions.  You will also learn to identify the objectives of the EOP and the basic responsibilities and duties of the personnel who implement these objectives.

LEARNING OBJECTIVE:

ACTIONS: 
Distinguish between prejudice and discrimination, identify the leadership actions to take in special situations, and identify the state agencies that have responsibilities for resolving complaint actions.  Identify the objectives of the EOP (Equal Opportunity Program) and the basic responsibilities and duties of the personnel who implement these objectives.

CONDITION:  
You are a company commander.  Given information from AR 600-20 and DA Pamphlet 350-20.

STANDARD:  
You will distinguish between prejudice and discrimination; identify leadership actions to take in special situations; identify the government agencies that have responsibilities for resolving complaint actions; identify the objectives of the EOP and the basic responsibilities and duties of the personnel who implement these objectives will be in accordance with AR 600-20 and DA Pamphlet 350-20.

REFERENCES: 
The material contained in this lesson was derived from the following publications: AR 600-20 and DA Pamphlet 350-20.
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INTRODUCTION

The Army requires its leaders to promote EO for all its soldiers, regardless of race, color, religion, gender, or national origin.  Sexism, racism, and any other forms of discrimination are not to be tolerated.  As a leader, you must be able to identify and to deal appropriately with behavior that conflicts with the Army's EOP.  This lesson provides instruction in these areas.

PART A - THE ARMY'S EQUAL OPPORTUNITY PROGRAM

1.
Purpose.

The EOP formulates, directs, and sustains a comprehensive effort to ensure the fair treatment of all soldiers.  This treatment is based solely on merit, fitness, and capability, that support readiness.  As such, EO is a responsibility of leadership and a function of command.  This philosophy is based on fairness, justice, and equity..  Specifically, this program is designed to provide EO for military personnel and their family members both on and off post and to contribute to mission accomplishment, cohesion, and readiness.

2.
Policy.

The policy of the US Army is to provide EO and equal treatment for all soldiers and their families without regard to any of the following:

o 
Race.

o 
Color.

o 
Religion.

o 
Gender.

o 
National origin.

It is also the policy of the US Army to provide an environment that is free of sexual harassment.  This policy applies both on and off post.  It extends to both soldiers and their families.  It applies to soldiers' living, working, and recreational environments (including both on- and off-post housing).

Soldiers are not accessed, classified, trained, promoted, or otherwise managed on the basis of race, color, religion, gender, or national origin except as follows:

o 
The direct combat probability coding policy applies to women.

o 
Exceptions are allowed when it is necessary to support established affirmative action goals.
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Nothing in this lesson limits the prerogatives of the chief of chaplains to carry out the responsibilities in AR 10-5 (Department of the Army), paragraph 2-35a.
3.
Procedures.

Affirmative action plans (AAPs) are comprised of planned, achievable steps to eliminate practices that deny EO to soldiers and their families.  These steps are as follows:

o 
AAPs are developed and implemented by heads of ARSTAF agencies and their field operating agencies and by each MACOM, installation, separate unit, agency, and activity down to, and including, the brigade or the equivalent level.  Plans include conditions that require affirmative action steps (with goals and milestones as necessary) and a description of the end-condition that is sought for each condition that is included.  AAPs are reviewed annually to access the effectiveness of the action steps, to initiate new actions, and to sustain goals that have already been achieved.  Subjects for AAPs are prescribed by headquarters and those that the responsible officer deems necessary.

o 
Each commander above battalion is required to develop an AAP and provide a copy to the next-higher command.

4. 
Key Terms.
What is meant by "equal opportunity"?  EO means equal evaluation, equal consideration, and equal treatment that are based upon merit, fitness, and capability without regard to the following:

o 
Race.

o 
National origin.

o 
Color.

o 
Religion.

o 
Sex.

The following terms and concepts are frequently used in association with equal opportunity:

o  
"Race."

o 
"Gender."

o 
"Prejudice."

o
"Discrimination."

o
"Human relations."

o
"Sex role static."

o
"Sexism."
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Each of these terms is defined in the following subparagraphs.

a.
Race.  "Race" loosely refers to any group whose inherited physical traits are sufficiently distinctive for the members of the group to be identified as a group (white, black, yellow, brown).

b.
Gender.  "Gender" refers to the biological differences between males and females.

c. 
Prejudice.  "Prejudice" refers to a preconceived, usually unfavorable, attitude that one individual holds toward another despite facts that contradict the attitude.  A person may be prejudiced because of another person's race, religion, national origin, or gender.

d. 
Discrimination.  "Discrimination" refers to the unequal treatment of one individual by another.  Such treatment usually is based on prejudices concerning racial, religious, ethnic, sexual, economic, or social differences.

NOTE: 
Part B, paragraph 3c(2) of this lesson provides specific instances in which discrimination occurs and other instances in which it does not occur.  These examples are provided to help you to identify discrimination.

e.
Human Relations.  "Human relations" refers to the interpersonal behavior among people that results in either friction or harmony in a variety of situations.  Human relations is a key concept in the EO program.

f.
Sex Role Static.  "Sex role static" refers to everyday, customary, taken-for-granted remarks or actions that are based on stereotypes of males or females.  These remarks or actions are unthinking and undirected.  The following are examples of sex role static:

o 
Ignoring what a woman says or does because she is a woman.

o 
Viewing women as objects rather than as people.

o 
Expecting a man to carry a woman's tools because he is male and she is female.

o 
Baiting women in the hope that they will become emotional.

o 
Speaking for a woman to another man.
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g. 
Sexism.  "Sexism" refers to the attitude, the belief, and the feelings that men are inherently superior to women.  Sexism is any action, attitude, or institutional structure that subordinates a person or a group on the basis of sex.

h. 
Sexual Harassment.  In May 1981, Secretary of the Army John 0. Marsh, Jr., defined "sexual harassment" to mean "influencing, offering to influence, or threatening the career, pay, or job of another person--woman or man--in exchange for sexual favors."  He further defined sexual harassment to mean "deliberate or repeated offensive comments, gestures, or physical contact of a sexual nature in a work- or duty-related environment."  Sexual harassment may occur on or off the job.  Incidents of sexual harassment are grouped into the following four categories:

o 
Senior-subordinate abuses.

o 
Verbal abuse.

o 
Physical contact.

o 
Indecent actions and gestures.

(1) 
Senior-Subordinate Abuses.  This category of sexual harassment includes the following:

o Using authority (direct approach) to persuade for sexual favors.

o Implying (direct, subtle approach) to influence for sexual favors.

o
Offering to influence for sexual favors.

o
Threatening someone's career, pay, or job for sexual favors.

(2) 
Verbal Abuse.  This category of sexual harassment includes the following:

o Using profanity.

o Telling off-color jokes.

o Making sexual comments.

o Making threats.

(3) 
Physical Contact.  This category of sexual harassment includes the following:

o
Pinching.

o
Bumping.

o
Grabbing.

o
Touching.

o
Cornering.
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(4) 
Indecent Actions and Gestures.  This category of sexual harassment includes the following:

o 
Leaving sexually suggestive notes.

o 
Displaying sexist cartoons and pictures.

o 
Using obscene gestures.

The following are critical elements of sexual harassment:

o 
It is observable by anyone.

o 
It is explicitly sexual or contains sexual overtones.

o 
It is deliberate or repeated.

o 
It detracts from the quality of life.

o 
It has an adverse impact on the total military environment.

NOTE:
Part B, paragraph 3c(l) of this lesson provides specific instances in which sexual harassment occurs and others in which it does not occur.  These examples are provided to help you to identify sexual harassment.

5.
Supervisory Personnel Roles and Responsibilities.

The following subparagraphs discuss the roles and the responsibilities of supervisory personnel.  Refer to these subparagraphs for details.

a.
Commanders.  Commanders are the EO officers for their respective units.  EO advisers and other staff members assist commanders with advice on EO matters in their areas.  Specifically, commanders have the following responsibilities in the EO program:

o 
Develop and implement EOPs for their organizations.

o 
Identify discrimination against soldiers and their families and initiate corrective actions, including follow-up actions.

o 
Promote EO and interpersonal harmony among military personnel, their family members, and civilian employees.
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o 
Conduct continuing EO training for both military and civilian personnel that is consistent with HQDA requirements, the MACOM, and AR 600-20 (Army Command Policy).

o 
Monitor and assess the execution of EO programs and policies at all levels within their commands.

o 
Ensure that prompt follow up and appropriate action are taken to resolve allegations of discrimination by soldiers or their family members.

o 
Involve public affairs personnel at every level in the planning, execution, and monitoring of EOP.

b.
Minimum Staffing Requirements.  Staff military personnel with EO as a primary duty are assigned to assist commanders at installations, organizations, and agencies down to, and including, brigade-level and equivalent commands.  At command levels, assignments as equal opportunity advisors (EOAs) are not collateral or part-time duties.  Personnel may be assigned EO as a secondary responsibility at the battalion level or lower levels.  Primary duty positions are specified in applicable manning documents.  Minimum grades for EOAs are as follows:

o 
Officer: captain (03).

o 
Enlisted: sergeant first class (E-7).

One full-time enlisted EOA is available to each brigade-level or equivalent commander.  One full-time officer EOA is available to the commander of each major combat formation (division, corps, and army) and at each MACOM.  As a minimum, staffing provides a sergeant major (SGM), and an LTC or an MAJ at each large MACOM such as USAEUR and Seventh Army; FORSCOM; or US Army Training and Doctrine Command (TRADOC).  Additionally, one full-time officer EOA is available to the commander of each major Army training center.

Minimum staffing at the installation or the military community level is one enlisted EOA (E7) at small installations and at least two enlisted EOAs (E7 and E8) at large installations.  Civilian substitutions for these minimum staffing requirements may be either military EOAs or DA civilian employees who officially are assigned such duties.  The assignment of EO duties to DA civilians must be in strict accord with applicable position standards and guidelines.

c.
Command and Staff Relationships.  The principal EOA has direct access to the commander at all times.  As long as the required condition is met, EO office placement within the organization is a matter of local command discretion provided 
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that it is in compliance with AR 5-3 (Installation Management and Organization).
d. 
Equal Opportunity Program and Equal Employment Opportunity Program Relationship.  The EOP for military personnel and the Equal Employment Opportunity (EEO) Program for civilian personnel are separate and distinct.  EOAs do not supervise EEO personnel, and EEO personnel do not supervise EOAs.  However, integrating EO and EEO training, seminars, discussions, and the shared use of training materials and facilities is encouraged when doing so promotes the following:

o
Understanding.

o
Efficiency.

o
Economy.

o
Common interests of both programs.

e. 
Equal Opportunity Advisor's Roles and Duties.  EOAs assist commanders at installations, organizations, and agencies down to brigade and equivalent levels.  The principal EOA has direct access to the commander.

The duties of EOAs and the emphasis on each duty varies with the following:

o
Type of unit.

o
Level of command.

o
Unit composition.

o
Location of unit.

Personnel who are assigned to positions as EOAs are not assigned further duties in other human development functions such as alcohol and drug abuse or Army community services.  Typical roles and duties of EOAs are as follows:

o 
Understand and articulate Department of Defense (DOD) and Army policies concerning EO as stated in AR 600-20.

o 
Identify and assess indications of institutional and individual discrimination in organizations.

o 
Recognize sexual harassment in both its overt and its subtle forms.

o 
Recommend appropriate actions to reduce or to prevent discrimination and sexual harassment.

o 
Collect, organize, and interpret data on all aspects of the EO climate.
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o 
Assist commanders in developing realistic AAPs and to monitor the progress of those plans.

o 
Train equal opportunity representatives (EORs) to assist commanders in fulfilling their EO responsibilities.

o 
Conduct EO training sessions on the prevention of discrimination and sexual harassment.

o 
Plan and conduct executive seminars on affirmative action, EO, and the prevention of discrimination and sexual harassment.

o 
Receive and act upon individual complaints.

o 
Help plan and conduct ethnic observances.

o 
Help commanders develop an effective EO policy for their units.

f. 
Equal Opportunity Representatives.  EORs are unit soldiers who are trained to assist commanders to carry out the EOP within units.  Commanders who are authorized EOAs ensure that each subordinate command (battalion and company levels) has an EOR.  EOAs who are graduates of the Defense Equal Opportunity Management Institute (DEOMI) and who have been awarded additional skill identifier (ASI) 5T or special qualification identifier (SQI) Q train EORs.  They use the 80-hour program of instruction (POI) that the EO Proponent Office, Soldier Support Center publishes to structure the training to meet local conditions.  Instruction in other subject areas that are related to, or supportive of EO objectives may be provided by personnel from other agencies or program areas.

g. 
Training.  The following subparagraphs details the selection of personnel for training and attendance requirements.  Refer to these subparagraphs for details.

(1) 
Selection.  You must carefully select candidates for training as EOAs to ensure that only qualified officers and noncommissioned officers (NCOs) are chosen.  Such officers and NCOs must be branch qualified and competitive for promotion.  Personnel who are assigned to active duty advisor positions must be DEOMI graduates.  They must hold ASI 5T or SQI Q.  Reserve component (RC) EO personnel who have completed one or more phases of the DEOMI course (resident or nonresident) are eligible to complete the course even if they are reassigned to another military occupational specialty-enlisted (MOS-ENLD) or specialty skill identifier (SSI).  Both officer and NCO candidates must come from branch nominees.  Any officer or NCO who meets the 
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selection criteria that are listed in AR 600-20, paragraph 6-18 may volunteer for training and duty as an EOA.  To do so, he submits a written request to HQDA (CAPC-EPM-A), ALEX VA 22332-0400.  Requests are submitted through the first field officer in the chain of command who endorses the request with a statement concerning the suitability of the officer or the NCO for EOA duties.

(2) 
Attendance.  The DEOMI curriculum consists of two resident courses: a 16-week regular course and a 2-week staff course.  The 16-week regular course is designed to train personnel for assignment as EOAs.  The staff course is intended for those who are programmed for assignment to the corps (or equivalent) level or higher levels.  A one-year course consisting of resident and nonresident training is conducted for RC personnel.  RC personnel may attend both the 16-week course and the 2-week resident courses when space is available.

PART B - IMPLEMENTING THE EQUAL OPPORTUNITY PROGRAM

1.
Equal Opportunity Indicators.
You must be able to identify both positive and negative indicators of EO.  You also must be familiar with what each of these indicators represents.  These indicators are counseling subordinates, processing complaints, and conducting training.  This subcourse discusses only the counseling of subordinates.

2.
Counseling Subordinates.

Counseling subordinates is one of the indicators of EO.  Refer to the following subparagraphs concerning this indicator:

a.
Responsibilities.  Counseling is a fundamental responsibility of every leader.  Leaders at all levels have a responsibility to assist and to develop their subordinates.  All leaders must be coaches, trainers, and teachers.  If leaders do not counsel their soldiers-, then they are not doing what the Army demands.

If a leader fails to counsel, then he has failed in a major responsibility and can expect to be held accountable.  When he evaluates the performance of subordinate leaders, a leader must consider how often and how well the junior leader counsels his subordinates.  Soldiers expect to be told how they are performing and have a right to seek guidance and assistance from their leaders.
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How frequently a leader counsels or becomes involved in referring soldiers to seniors in the chain of command or to agencies outside the unit is determined by the following factors:

o
Rank.

o
Leadership position.

o
Experience.

o
Skill.

For example, a company commander may need to counsel his first sergeant (1SG) quarterly and a newly commissioned platoon leader every other week.  The basic requirements for leadership counseling at different levels of a unit are discussed in the following subparagraphs.

b.
Noncommissioned Officers.  Those NCOs who are with their soldiers daily (mostly staff sergeants [SSGs] and sergeants [SGTs]) must know their own capabilities and limitations and must perform the following counseling activities:

o 
Prepare, conduct, and follow up counseling.

o 
Praise, coach, and constantly critique subordinates during everyday contact and in scheduled sessions.

o 
Identify subordinates who need personal or performance counseling.

o 
Become familiar with the various referral agencies, and follow unit policies when using these agencies.

o 
Maintain counseling records.

o 
Keep the chain of command informed.

Senior NCOs have the same basic responsibilities.  In addition, to established responsibilities, they must perform the following actions:

o 
Recognize and praise their subordinates' performance.

o 
Train and develop subordinate leaders to become capable counselors.

o 
Ensure that junior NCOs counsel effectively and as required.

o 
Handle situations that are referred to them by subordinate leaders.
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c. 
Junior Officers.  In addition to the counseling requirements that are assigned to NCOs, junior leaders must perform
the following actions:

o 
Recognize and praise subordinates' performance.

o 
Handle situations that are referred to them by their senior NCOs.

o 
Develop senior NCOs to become better counselors.

o 
Counsel subordinate leaders.

d.
Unit Commanders.  Unit commanders must perform the following actions:

o 
Ensure that the unit has an effective counseling program.

o 
Develop a training program to improve the counseling skills of NCOs and officers.

o 
Handle counseling problems that are referred through the chain of command.

o 
Establish a policy for deciding when outside help is needed and a policy for contacting a referral agency.

o 
Counsel subordinate leaders who are under their direct control.

e.
Record.  Sometimes, the leader may be responsible for writing down what was said during counseling.  In some units, a report, a record, or a memorandum for record is required.  The leader must tell the counselee if this is the case.  A record is advisable in all counseling cases because it provides the following:

o 
A useful plan of action for the counselee.

o 
An unarguable journal of promises that are made during the counseling session.

o 
A useful log of background information for the leader in the event that some official action becomes necessary.

A skilled leader uses this written plan as a positive force for change rather than as a threat to the counselee.
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f.
Follow-Up.  The counselor's responsibility is not over when the subordinate leaves the office.  It is very important for the leader to take the necessary follow-up action.  This includes continually evaluating the counselee's performance against the established standards.  This ensures that the objective is accomplished, that the subordinate corrects any deficiencies, and that the soldier attempts to improve his performance.  Recognize improvement through the use of praise, rewards, performance counseling, and other suitable methods.  If there is no improvement, reexamine the situation to determine why.  Further leader actions, such as referral to another counselor, disciplinary measures, or reassignment, may be in order.

g.
Referrals.  At times, it may be necessary to refer a counselee to an outside agency for additional assistance.  For example, you may refer the counselee to the EO staff office.

The EO staff office is available to service members and their families for matters that involve discrimination in race, color, national origin, sex, or religion.  It provides information on procedures for initiating complaints, guidance on what constitutes an EO complaint, and assistance in resolving complaints informally.

NOTE: 
This subcourse does not train you how to counsel soldiers.  For specific guidance and instructions as to how to counsel soldiers, refer to FM 22-101 (Leadership Counseling) and other appropriate Army publications.

3.
Application of the Army's Equal Opportunity Program to Specific Situations.

One way that you apply the Army's EO program is to assess your own behavior.  In general, you may do so by addressing the following questions:

o 
Does my behavior contribute to work output and mission accomplishment?  
o Does my behavior offend or hurt other members of the work group who are subjected to it?  
o Is my behavior misinterpreted as intentionally harmful or harassing?  
o Does my behavior send out signals that invite harassing behavior on the part of others?  
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As a rule, jokes are inadvisable in circumstances in which there is a difference in power because of rank or position or there is a numerical imbalance between you and your group (by age, race, or sex).

The following behaviors are inappropriate in the work environment:

o 
Discussing your personal life extensively or expecting to resolve your social life through work.

o 
Expecting or giving personal favors that are based on gender-related issues.

o 
Making sexual overtures or flirting.

Gender is for work; sex is for off-duty hours.  Practicing being "masculine" or "feminine" does not get the job done in the Army.

Dress is inappropriate when clothes are too tight, too revealing, too dressy for work, or too informal for work.  Inappropriate dress detracts from an individual's professional image and may invite sexual attentions.

Consider the following communications to be sexist or obscene:

o 
Communications that involve suggestive contents.

o 
Sexist language.

o 
Language that targets or insults any group, including women.

o 
Obscene posters, magazines, or cartoons.

Men as well as women often find sexist or obscene language offensive.  It is just as offensive to refer to "broads," "bimbos," or "dykes" as it is to refer to "wops," "spicks," "niggers," or "kikes." 

Monitor personal space requirements by remembering that everyone has a bubble of space around him.  Touching can express power and position over another person.  Standing too close can cross into an individual's personal space and may be intimidating.  A person has the right to ask not to be touched.  It is a matter of personal choice and must be respected.

Identifying situations that involve discrimination that is based on race, color, religion, sex, and national origin is critical.  You must identify these situation quickly so that you or your 
QM3514
2-14
commander, can take immediate corrective actions to avoid destructive confrontations.

a.
Indicators of Problems.  Disruptive behavior usually indicates that something is wrong in the unit.  Watch for any unusual behavior.  Counsel the soldiers who are involved to try and identify the cause.  The cause may be discrimination or a lack of EO that leads to frustration and inappropriate responses.  Some common signs of unit problems include the following:

o 
Theft in the barracks.

o 
Drug use.

o 
Alcohol abuse.

o 
Possession and use of weapons.

o 
An increased absent without leave (AWOL) rate.

o 
Physical violence such as fights, muggings, or rapes.

o 
Military police (MP) blotter reports.

o 
Requests for transfer.  Check both the nature and the frequency of such requests.

o 
Complaints.  Check both the nature and the frequency of the complaints.

o 
Unfair punishment.

o 
Actual and alleged discrimination on or off post.

o 
Individual and unit performance and inspection results.

o 
Sexual harassment.

b.
Potential Problem Areas in the Civilian Community.  The off-post community is a concern for all soldiers.  Soldiers come from many cultural backgrounds and have many points of view and life experiences.  They develop Army-related skills while stationed at posts within civilian communities.  These communities often have an outlook on life and a set of values that are different from the ones that soldiers hold.  Taking action concerning potential problem areas can result in increased communication, education, and feedback between soldiers and communities.  This can promote understanding and harmony while decreasing the chance for misunderstandings and real or perceived 
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discrimination.  Be aware of potential problem areas in the civilian community.  Listed below are some of these areas:

o 
Recreational facilities.

o 
Employment opportunities for family members.

o 
Schools, including nursery schools and child care centers.

o 
Civilian police and local authorities.

o 
Local business practices (shopping).

o 
Real estate practices (housing).

o 
Restaurants, churches, hospitals.

o 
Local government.

o 
Clubs, lodges, and other social organizations.

c.
Identification of Problems.  Identifying discrimination is not an easy task.  Situations that affect the individual soldier and the unit can develop over a long period or can appear suddenly.  Furthermore, they may appear either in the unit or in the civilian community.  You must be able to foster a strong EOP and to develop unit cohesion.

(1) 
Sexual Harassment Identification.  The following situations are included in this lesson to help you to identify problems involving sexual harassment:

(a) 
Situation 1.  Private first class (PFC) Sally Shumate is on temporary duty with an inspection team.  After work, one of the men on the team invites Sally up to his room, clearly for more than a drink.  She says, "No, thank you."  The invitation is not repeated.  Is this sexual harassment?  No, this is not sexual harassment.  It is not in the verbal abuse category because of the following reasons:

o 
No threats are made.

o 
The comment is not repeated.

o 
The comment contains no sexual overtones.

The two individuals communicated their choices to each other and each respected the others choice.
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(b) 
Situation 2.  PFC Tom Tuttle enjoys his role as clown and storyteller in the office.  Usually, his stories are enjoyed by everyone.  Lately, several of his stories have concerned sexual activities.  Private E2 (PV2) Marti Law does not like the stories, but she laughs along with the others.  Is this sexual harassment?  
No, this is not sexual harassment.  It is sex role static for the following reasons:

o 
Remarks were not directed at a specific person.

o 
The negative impact of the stories in the work environment is not known.

(c) 
Situation 3.  In the second situation, Marti tells Tom that she finds his jokes about sexual activities embarrassing and that she wishes that he would not tell them.

Tom and the others in the office continue to tell this type of story.  Is this sexual harassment?  Are any leadership actions required?  If so, what?  This is sexual harassment.  Now that Marti has made known the fact that she finds the sexually oriented jokes embarrassing and inappropriate, it is sexual harassment when Tom and the others continue to tell this type of joke.

Individuals have the responsibility of telling offenders that their behavior is offensive.  Leaders are responsible for monitoring the work environment to ensure that actions that detract from mission accomplishment, increases tension, or impair teamwork does not occur.

(d) 
Situation 4.  CPT Short always calls every woman in his activity "Baby" or "Honey."  He refers to his secretary this way.  When women attend staff meetings or briefings, he addresses them this way.  It is a small activity, and he is a friendly, folksy person.  Is this sexual harassment?  Are any leadership actions required?  If so, what?  
This is sexual harassment.  The words "Baby" and "Honey" may be seen as unacceptable behavior when women are treated with less respect than men.

The women are obliged to apprise their superior of their feelings.  CPT Short is responsible for ensuring that his conduct and actions are in accordance with unit and Army policy.  CPT Short's supervisors have the responsibility to be aware of his conduct and to counsel him on the proper manner in which to address the women in the activity.
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(e) 
Situation 5.  Georgia Matlock is a new secretary for the group supervisor at the Placid Army Depot.  Her duties require her to go to the shop frequently.  She wears flimsy, revealing dresses without a slip on hot summer days.  She walks with a pronounced hip swing.  In her conversations with the men, she bats her eyes and makes frequent remarks with double meanings.  For example, when she asked Sy Mollen to bring a large package up to the front office, she said, "I always need a big, strong man to take care of me.  I don't understand these women who seem to get along without a man."  Is this sexual harassment?  Are any leadership actions required?  If so, what?  
This is not sexual harassment.  Georgia Matlock is acting out sex role stereotyped behavior.  Chances are that she may be using her sexuality to gain favors that she might not obtain otherwise.

Her dress and her behavior constitute inappropriate work behavior, although it is not sexually harassing.  The group supervisor should inform Georgia that her dress and behavior are inappropriate and disruptive.

(f) 
Situation 6.  Lil Tate is an engineer who recently entered the employ of the Fort Olympic Missile Command.

She looks upon herself as "one of the boys" and frequently initiates a round of sexual jokes during coffee breaks.  She makes frequent comments about the fact that she is glad that she was not born 20 years earlier, when there was a dual standard for men and women.  She "gooses" one of the male engineers when she walks by him as he bends over a desk to read blueprints.  Is this sexual harassment?  Are any leadership actions required?  If so, what?  
This is sexual harassment.  The "goosing" of the engineer is an act of physical harassment and one type of sexual harassment, which includes the following actions:

o Pinching.

o Bumping.

o Grabbing.

o Touching.

o Cornering.

The jokes and the comments may be considered sex role static if they are not directed at any specific individual and if the subject is not conscious of the negative impact in the work environment.  Workers are obliged to make their feelings known to the subject.  Upon observing or being informed of the action, the supervisor must counsel the subject and take appropriate action.

(g) 
Situation 7.  PV2 Mary Hughes hates physical training.  It is not because she does not like to exercise.  She has always been athletic.  She is tired of the remarks of the men 
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in the unit, such as, "Can you make those moves for me, Baby?"  Also, she finds many of the "Jody" calls offensive.  When she goes to her drill sergeant and complains, he suggests that she may not be "cut out for the Army."  He says that the men are just joking and that the "Jodies" are a part of Army tradition and help to build esprit de corps.  Is this sexual harassment?  What should PV2 Hughes do?  Are any leadership actions required?  If so, what?  
This is sexual harassment.  Male soldier remarks and "Jody" calls are acts of sexual and verbal harassment.  PV2 was correct in using the chain of command.  Her next step is to see the next person in the chain of command.  Someone in the command should put an end to the offensive "Jody" calls.  The drill sergeant should be counseled on both his violation of the Army's sexual harassment policy and his ineffective leadership in dealing with complaints.

(h) 
Situation 8.  PFC Sharon Aranda no longer goes to the enlisted club.  When she did go to the club, men made rude remarks or physical advances that made her uncomfortable.  She goes straight to her room after work.  However, even walking home causes Sharon embarrassment.  Soldiers hang out of the barracks windows to yell and whistle.  Sharon goes to the 1SG with the problem.  He tells her to grow up.  He suggests that she might be dressing or acting in a manner that invites these actions.  He concludes by telling her that if she ignores those soldiers, then they will stop.  Is this sexual harassment?  What should PFC Aranda do?  Are any leadership actions required?  If so, what?  
This is sexual harassment.  Being subjected to rude remarks and unwanted physical advances and being yelled and whistled at are clear-cut examples of verbal and sexual harassment.

PFC Aranda should take her complaints to the unit commander, the battalion chain of command, the EO office, or the inspector general (IG).  The unit environment indicators point to the fact that the chain of command and the accountable staff supervisors should have taken corrective action before PFC Aranda had to take her complaint to them.  Corrective action must be taken immediately.  The 1SG should be counseled not only on the Army sexual harassment policy but also on his leadership shortcomings in dealing with this soldier's problem.

(2) 
Discrimination Identification.  The following situations are included in this lesson to help you to identify problems involving discrimination:

(a) 
Situation 1.  SFC Smith, your platoon sergeant, loves to talk about the way that life was in the "old Army."  His favorite stories are about his duty as a platoon sergeant in 
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Texas early in his career.  The gist of his stories always has something to do with "wetbacks" (a slang term for Mexican-Americans), Is this discrimination?  If so, is it discrimination on the basis of race or national origin?  
This is not discrimination.  SFC Smith is not discriminating on the basis of either race or national origin.  However, his stories may indicate prejudice.

(b) 
Situation 2.  PFC Jan Heter has filed a complaint against her commander.  PFC Heter states that every time that there is a parade, she and the other women who are assigned to the company are assigned escort duty instead of being allowed to march.  The commander stresses that she is not discriminating.  Instead, she is making the best use of her personnel.  Is this discrimination?  Are the women being used properly or improperly?  
This is discrimination that is based on sex.  However, the personnel are being used properly, despite the commander's discrimination.

(c) 
Situation 3.  Two minority soldiers go out for a night on the town.  When they try to enter the Hot Times Nightclub, they are informed that it is a private club and that it is not open to the public.  They are not offered membership, so they leave.  Later that night, they speak to two white soldiers.  The white soldiers say that they were offered membership at the door.  Is this prejudice without discrimination?  Is it discrimination?  
This is discrimination that is based on color.

(d) 
Situation 4.  Second Lieutenant (2LT) Janice Smith has filed a complaint against her commander.  She states that every time the battalion has a party, she is put in charge of it as an additional duty.  The commander states that he has assigned her that responsibility since the division commander prohibits women from pulling other extra duties, such as staff duty, officer of the guard, or others that involve going into male troop billets or isolated sites.  Is this discrimination?  Are the women being used properly or improperly?  
This is not discrimination.  2LT Smith is being used properly.  This is the only extra duty that the battalion commander allows women to conduct.

(e) 
Situation 5.  The commander of your battalion selected a female 1LT to command a company, although there are several qualified male CPTs.  The commander gives support of the AAP as his reason for selecting a woman for the command.  Is this 
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discrimination?  Is the 1LT being used properly?  Is the assignment proper?  This is not discrimination.  The assignment is proper, as is the use of the female 1LT.

(f) 
Situation 6.  You are the officer in charge of a personnel processing center at an Army training center.  Due to the large number of incoming personnel who arrive after hours, you must have three people on charge of quarters (CQ) duty at night to process the late arrivals.  Recently, several women were assigned to the center and were placed on the duty roster.  About three months later, one of your NCOs informs you that several of the men are starting to have difficulty with their wives because of the CQ situation (men and women pulling CQ together).  He assures you that the men would be grateful if you took the women off the CQ roster.  The women are not required to pull any additional duties.  Is this discrimination?  Are the personnel being used properly?  

This is discrimination that is based on sex.  The personnel are being used improperly.  Some adjustment may be made on the basis of the complaint.  However, withdrawing the women from all additional duties is not fair.  The women are not being used properly.

(g) 
Situation 7.  Recently, two women were assigned to the band.  They are the first women who have been assigned to the band.  They are not allowed to march in formal reviews and parades.  The bandmaster feels that female members wearing skirts could damage the uniform appearance of the band.  Is this prejudice?  Is this discrimination?  

This is discrimination that is based on sex.  The women and their uniforms are legitimate parts of the Army band.

(h) 
Situation 8.  PFC Ching, an Oriental soldier, is upset that there is no reading material in his native language in the dayroom.  -He points out that there is plenty of reading material for other personnel and states that the failure of the company to provide reading material in his native language is discriminatory.  The company commander points out that since PFC Ching is the only Oriental soldier in the company, he cannot justify spending money which is allocated for use by the entire company or for something that only one person can use.  Is this prejudice?  Is this discrimination?  

This is discrimination that is based on race.  Although PFC Ching is the only Oriental in the unit, he has the right to reading material in the dayroom that is purchased by the unit fund.
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(i) 
Situation 9.  PFC Sally Smith and PFC Janice Long decide to live off post.  They obtain their company commander's permission and begin hunting for an apartment.  When they go to the Kitchenette Apartments, the manager informs them that he does not rent to single women.  The same policy does not hold true for single men.  Is this prejudice?  Is this discrimination? 
This is discrimination that is based on sex.  The men are judged by a different standard in renting an apartment than the one by which the women are judged.

QM3514
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LESSON 2

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: You are a company commander.  You develop and implement an EOP for your unit and take any leadership actions that are necessary to resolve complaints concerning discrimination or sexual harassment.  Use this situation to answer questions 1 through 8.

1.  
You ensure that, as a rule, your soldiers are not accessed, classified, trained, promoted, or otherwise managed on the basis of race, color, religion, gender, or national origin.  However, as an exception to this general policy requirement, the direct combat probability coding policy applies to

A.  
women.

B.  
racial minorities.

C.  
men.

D.  
senior NCOs and officers.

2.  
You make sure that each of the steps in your AAP may be

A.  
supervised.

B.  
measured.

C.  
achieved.

D.  
evaluated.

3.  
Specialists Joan Smith and Janie McCord are assigned to an ammunition detail.  While they are on the range, they have to off-load full ammunition boxes from a 5-ton truck.  They have difficulty lifting boxes off the tailgate of the truck and then carrying them to the storage area.  They overhear one of the NCOs remark, "This is proof that women do not belong in the Army.  The other soldiers have stacked three cases to their one."  You identify this as a case of

A.  
discrimination.

B.  
sex role static.

C.  
sexual harassment.

D.  
baiting.


2-23
QM3514

4.  
PFC Julie Anderson complains that SFC Thomas Nelson conducts himself in a sexist manner, ignoring what she says and does because she is a woman.  You respond that

A.  
PFC Anderson is correct and that you will take appropriate leadership action.

B.  
SFC Nelson is exhibiting sex role static rather than sexism and that you will take appropriate leadership action.

C.  
SFC Nelson is discriminating against PFC Anderson and that you will take appropriate leadership action.

D.  
SFC Nelson is guilty of sexual harassment, not sexism, and that you will take appropriate leadership action.

5.  
Which of the following is one of the critical elements of sexual harassment?

A.  
It is obscene.

B.  
It is criminal.

C.  
It is deliberate or repeated.

D.  
It is directed at women or men in general.

6.  
You follow up a counseling session that you had with SFC Nelson to determine whether his job performance has improved.  When you decide that he has made improvement, you take which of the following actions?

A.  
Reassign him.

B.  
Refer him to another counselor.

C.  
Reexamine the situation to determine why progress has been made.

D.  
Praise him.

7.  
As a rule, you encourage soldiers to consider jokes to be inadvisable when there is a difference in power because of rank or

A.  
earnings.

B.  
political associations.

C.  
sex.

D.  
position.
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8.  
In seeking to promote harmony and understanding between your soldiers and the members of the off-post community, you must be aware that your soldiers likely will have a different outlook on life than their off-post community counterparts.  In addition, your soldiers probably will have a different set of

A.  
attitudes.

B.  
beliefs.

C.  
values.

D.  
mores.
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LESSON 2

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
A.  women.

Soldiers are not accessed, classified, trained, promoted, or otherwise managed on the basis of race, color, religion, gender, or national origin.  As an exception to this requirement, however, the direct combat probability coding policy applies to women.  (page 2-2, para 2)

2.      
C.  achieved.

AAPs are comprised of planned, achievable steps to eliminate practices that deny EO to soldiers and their families.  (page 2-3, para 3)

3.      
B.  sex role static.

This is an example of sex role static in the stereotyping of women.  It falls into none of the four categories of sexual harassment, but unthinking, undirected words can discourage teamwork and productivity and should not be used.  The NCO should be counseled by his superiors, and they should take appropriate action.  (page 2-4, para 4f)

4.      
B.  SFC Nelson is exhibiting sex role static rather than sexism and that you will take appropriate leadership action.

"Sex role static" refers to everyday, customary, taken-for-granted remarks or actions that are based on stereotypes of males or females.  These remarks or actions are unthinking and undirected.  One example of sex role static is ignoring what a woman says or does because she is a woman.  However, SFC Nelson's behavior as a leader is inappropriate and you should take appropriate leadership action.  (page 2-4, para 4f)
5.      
C.  It is deliberate or repeated.

One way that you can identify sexual harassment is by its specific critical elements.  One of these elements is that sexual harassment is deliberate or repeated.  

(page 2-6, para 4h(4))
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6.      
D.  Praise him.

Recognize improvement through the use of praise, rewards, performance counseling, and other suitable methods.  (page 2-13, para 2f)

7.      
D.  position.

As a rule, jokes are inadvisable in circumstances in which there is a difference in power because of rank or position.  (page 2-14, para 3)

8.       
C.  values.

Soldiers develop Army-related skills while they are stationed at posts within civilian communities.  These communities often have an outlook on life and a set of values that are different from the ones that the soldiers hold.  (page 2-15, para 3b)


2-17
QM3514

LESSON 3

PHYSICAL SECURITY

Critical Tasks: 03-3751.02-5800

03-3751.02-5801

OVERVIEW

TASK DESCRIPTION:

In this lesson, you will learn how to establish an effective physical security program at the unit level.

LEARNING OBJECTIVE:

ACTION: 
Establish an effective physical security program at the unit level.

CONDITION:
You are a company commander.  Given information from AR 190-11, AR 190-13, AR 380-5, and FM 19-30.

STANDARD:
You will establish an effective physical security program at the unit level will be in accordance with AR 190-11, AR 190-13, AR 380-5, and FM 19-30.

REFERENCES: 
The material contained in this lesson was derived from the following publications: AR 190-11, AR 190-13, AR 380-5, and FM 19-30.

INTRODUCTION

In this lesson, you will learn how to develop an effective physical security program at the unit level to safeguard Army property.  Your system will include an education program, procedures to safeguard classified and secret information, lock and key procedures, safeguards in the work place, and the marking of government property.

1.
Unit Physical Security Officer Appointment.

Commanding officers of all military reservations, posts, camps, stations, that are subject to DA jurisdiction or administration or that are in DA custody must appoint an installation security officer.  This appointment is made in writing.  The installation security officer has direct access to the commander on all matters that are related to physical security.  The installation 
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security officer is responsible for planning and coordinating physical security matters.

2.
Responsibilities.
The following subparagraphs outline the specific responsibilities of the unit commander and the security officer.  Refer to these subparagraphs for details.

a. 
The Unit Commander.  Unit commanders or activity chiefs control and safeguard all supply and equipment areas within their commands or activities.  They have the following responsibilities:

o 
To report promptly and investigate incidents that involve the loss, the theft, the misuse, or the damage of Army resources.

o 
To implement security measures that are associated with the conduct of risk analysis using AR 190-51 (Security of Army Property at Unit and Installation Level) and DA Pamphlet 190-51 (Risk Analysis for Army Property).

b.
The Physical Security Officer.  The physical security officer has the following responsibilities:

o 
Recommends to the commander those installation activities that require special physical security because of their mission essential or criticality status and their vulnerability.  These activities may be vulnerable to hostile intelligence activities, terrorist acts, criminal acts, dissidence, or other disruptive influences.

o 
Assesses installation physical security needs through the periodic conduct of physical security surveys and inspections.

o 
Recommends physical security considerations in the preparation of installation construction projects, including during the design phase.

o 
Ensures that physical security considerations are included in new construction, renovation, and modification efforts.

o 
Establishes physical security awareness programs that complement the installation crime prevention, operations security (OPSEC), antiterrorism, and information security programs.  He also provides 
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assistance to unit commanders and to commanders of deploying forces.

o 
Serves as the installation single point of contact (POC) for units that are under the control of equipment requirements with user, facility engineer, logistics, and communications personnel.

o 
Develops the installation threat statement in coordination with local intelligence support elements.

o 
Monitors the resource management (dollars and personnel) of the installation physical security program..  Plans and programs necessary resources for physical security projects in the program budget cycle in coordination with the comptroller.

o 
Maintains an appropriate funding status of major physical security program resource requirements.

3.
Physical Security Standing Operating Procedures.

The physical security standing operating procedures (SOPs) must be directive.  They must allow you to take disciplinary action against violators.  Furthermore, the procedures must not hinder the operation of any facility.  Remember to consider emergency deployment and issue procedures.

4.
Physical Security Education System.

Security personnel cannot accomplish their mission effectively without the active interest and support of everyone on the installation.  Such interest and support can be obtained only through an effective security education program.

a. 
Objectives.  The objectives of a security education program are to acquaint all personnel with the reasons for the security measures and to ensure their cooperation.  Both military and civilian military personnel often assume that they need not concern themselves with security.  They assume that security concerns are only for those who work with classified matter or who work in a restricted area.  The physical security education program attempts to overcome this assumption.  A continuous program that is presented on timely and applicable topics can help develop and foster security consciousness.

b. 
Methods.  You may vary the methods of your presentation according to your audience.  Remember that your purpose in choosing the method is to make personnel aware of the constant threats to security and of their responsibilities to detect and thwart such threats.
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(1) 
Personal Presentations.  Personal presentations are effective at the commander's call.  These presentations provide formal instruction at the unit level and the activity level.  The provost marshal or the security manager can provide technical advice.

(2) 
Graphic Media Aids.  Graphic media aids include posters, placards, and leaflets.  Each offers certain advantages:

o 
Posters are effective since they are large, brief, and establish their messages at a glance.  Display posters where large numbers of people pass or congregate.

o 
Placards are effective in areas in which people loiter and have time to read.  Such areas include bulletin boards, telephone booths, vending machine locations, and recreation areas.

o 
Leaflets are economical and normally pocket-size for easy carrying.

(3) 
Indoctrination.  Make sure that your security indoctrination program ensures that each individual within your command is proficient in the security procedures that are appropriate to the performance of his duties.  Furthermore, make sure that it ensures that all personnel are aware of their security responsibilities.

Require newly assigned personnel to receive security indoctrination.  Do not simply ask them to read printed security regulations.  Include additional explanations to ensure that they understand the regulations.  Make sure that the indoctrination includes an orientation on the need for, and the dangers to, security.  Also ensure that it specifies clearly each individual's responsibility for preventing infractions.  Indoctrinate these individuals on the hazards that are common to all personnel.  This indoctrination must emphasize the dangers of loose talk and operational carelessness.  Ensure that the security indoctrination defines general security measures such as the following:

o 
Pass system.

o 
Private vehicle control.

o 
Package inspection.

Security indoctrination introduces the subject in relation to the installation.  Further instruction applies to the individual's specific duty assignment.
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Along with the initial indoctrination, include additional instruction on an annual basis.

(4) 
Program of Instruction.  Plan the education program for your unit.  The security manager is responsible for planning an effective POI.  The limited time that is available demands a competent instructor.  The security manager instructs more important portions.  You may use other instructors for specific areas of responsibility, training, and experience.

Various offices can assist you in designing the program.  These offices can also assist you by contributing materials.  Each office can assist you by presenting security briefings within its area of expertise.  The following is a list of these offices:

o 
Staff judge advocate.

o 
Chaplain.

o 
Special services officer.

o 
Safety director.

o 
Information officer.

o 
Post surgeon.

o 
Criminal investigation division (CID) representative.

Base your program on an evaluation of the total security posture of the installation.  Begin with an explanation of your program, its aims, and its objectives--the WHAT.

Ensure that your program develops the tools that are needed to reach your goals and objectives.

Make sure that your program delineates the education methods by which it is to be conducted--the HOW.  These methods may include the following:

o 
Individual and group conferences.

o 
Meetings.

o 
Speeches.

o 
News media.

o 
Posters.

o 
Placards.

o 
Leaflets.
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Ensure that your program provides initial and refresher training.  Make sure that it also provides for the debriefing of appropriate personnel when they are reassigned, retire, or depart on leave.

These personnel must be debriefed at other appropriate times as well.

Above all, your program must stress the absolute requirement for the support of every individual, regardless of any security clearance that he may or may not have and regardless of his work assignment.

Make sure that, as a minimum, your program includes materials that concern any recent incidents of security deficiency or violation and any areas of laxity or trends that have become apparent in the security posture of the installation.

(a) 
Program Goals.  A sound education program approaches security from a total systems view.  It must be concerned with physical security to prevent acts such as pilfering, but it must also be concerned with an ongoing analysis of present safety measures.  Furthermore, it must be concerned with evaluations of practical security measures and with various security needs.  Such needs are those of an activity or an installation.  These needs are based on the mission of the activity or the installation.

Your education program must include all aspects of the crime prevention program.  Involve each soldier and each DA civilian in the crime prevention program.  Security education is an important part of your physical security program.  Such education aids in the overall mission.

Ensure that your education program encourages the prompt reporting of security breaches.  Make sure that it accomplishes the following:

o 
Reduces security violations.

o 
Provides feedback to improve protective measures.

o 
Reduces vulnerabilities.

o 
Improves security awareness.  This assists in the reporting of threat information.

o 
Gains cooperation for security measures.

(b) 
Program Objectives.  The objectives of your security program are simple in concept.  Your goal is to acquaint all persons with the reasons for the security measures and to 
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ensure that they cooperate.  All individuals (military and civilian) must be concerned with security.  Even if they do not work with classified material or in a restricted area, they should be concerned.  Impress upon them that a locked gate or file cabinet is only a small part of the overall security program.  Remind them of this continually.

Teach selected persons in an ongoing security program.  These persons primarily will be supervisors and other key personnel.

Ensure that this program covers needed and useful topics.  This is necessary to develop a high degree of security awareness.

(c) 
Education Requirements.  Security awareness is not an inherent state of mind.  It must be taught.  Many people are naive and trusting.  They accept things at face value.  These are desirable traits.  However, they are not favorable to security awareness.  Structural and mechanical aids to security are not good without the active support of everyone.  Make all persons aware of the constant threat of security breaches.  Ensure that everyone is aware always of his duty to detect and to combat such threats.  Ensure that your education program is continuous and forceful, and that it provides the constant awareness that good security demands.

5.
Physical Security Procedures.

The following subparagraphs discuss physical security procedures.  Refer to these subparagraphs for details.

a.
Classified Documents and Information Safeguards.  Protect information of the DOD that relates to national security against unauthorized disclosure as long as national security considerations require.  AR 380-5 (Department of the Army Information Security Program) accomplishes the following:

o 
Establishes a system for the classification, the downgrading, and the declassification of information.

o 
Sets forth policies and procedures to safeguard such information.

o 
Provides for oversight and administrative sanctions for violations.

o 
Gives instructions and assigns responsibilities for the effective implementation and publication of DOD Information Security Program policies at all levels of the DA.

This lesson is based on the policies and the procedures that are set forth in AR 380-5 and in other appropriate Army publications.
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(1) 
Policy.  Except as otherwise provided in AR 380-5, paragraph 7-101, allow no person to have access to classified information unless he meets the following conditions:

o 
He has been deemed trustworthy.

o   His access to the classified information is essential to the accomplishment of lawful and authorized government purposes.

Also, ensure that the person has a need to know and has the appropriate security clearance.  Further, do not allow cleared personnel to have access to classified information until they have been given an initial security briefing.  The head of each DOD component establishes procedures to prevent unnecessary access to classified information.  Make sure that there is a demonstrable need for access to classified information before you initiate a request for a personal security clearance.

Maintain the number of people who are cleared and who are granted access to classified information at the minimum number that is consistent with operational needs.  No one has the right to classified information solely by virtue of rank or position.

The final responsibility for determining whether a prospective recipient's official duties require his possession of, or access to, classified information by the proper authority rests with the individual who authorizes his possession, knowledge, or control of this information.  The individual who authorizes the possession, knowledge, or control of this information also determines whether the prospective recipient has been granted the appropriate security clearance by the proper authority.  The responsibility for making these determinations does not rest with the prospective recipient.

These principles are applicable equally if the prospective recipient is a DOD component, including any of the following:

o
Commands and activities.

o
Other federal agencies.

o
DOD contractors.

o
Foreign governments.

o
Others.

Top Secret information (TSI) and information that is controlled within approved special access programs (SAPs) are of extreme importance to national security.  Therefore: do not permit employees to work alone in areas in which such information is in use or is stored and accessible to t-hose employees.  This general policy is an extra safeguarding measure for the nation's most vital classified information.  It is not intended to cast doubt 
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on the integrity of DOD employees.  The policy does not apply in those situations in which one employee with access is left alone for brief periods during normal duty hours.  When compelling operational requirements require the need, DOD component heads may waive this requirement in specific, limited cases.  This waiver authority may be delegated to the senior official of the DOD component.  This official may redelegate the authority provided that the DOD component head authorizes it.  Ensure that any waiver includes provisions for periodically ensuring the health and the welfare of individuals who are alone in vaults or secure areas.

Each MACOM commander and headquarters agency head is responsible for ensuring that the spirit and the intent of the two-person integrity rule is met within his organization.  The following individuals selectively may waive the requirement when it is deemed necessary for the accomplishment of the mission:

o 
Secretary of the Army.

o 
Assistant secretaries of the Army.

o 
Chief of staff.

o 
Vice chief of staff.

o 
Director of the ARSTAF.

o 
Heads of MACOMs and Army headquarters agencies.

Waiver requests are considered on an individual basis.  The appropriate official must approve them personally and in writing.  Security managers retain records of approved waivers for reporting purposes.  Two kinds of waivers are considered:

permanent and temporary.

(a) 
Permanent.  The personal approval of one of the officials who were mentioned in the previous subparagraph of this lesson is required to waive the two-person integrity rule permanently in offices or other areas in which the rule cannot be applied simply.  Such approval also is required where alternative means and procedures cannot be used.  In addition, such approval is required if the circumstances that cause the request for the waiver will not change in the foreseeable future.  Forward a copy of each approved permanent waiver to HQDA (DAMI-CIS) WASH DC 20310-1051.

(b) 
Temporary.  In last-minute, emergency situations, the two-person integrity requirement temporarily may be waived by any general officer.  Temporary waivers apply only to the following:

o 
A particular instance.

o 
A last-minute request.
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o 
A short-term assignment that involves work on SAP materials or TSI by a single individual.

Repeated requests for a temporary waiver of the rule from the same individual or office may indicate that a permanent waiver is appropriate.  The security manager retains records of all temporary waivers that are granted by authorizing officials.  For reporting purposes, DAMI-CIS periodically may ask activities to provide the number of temporary waivers that have been granted.

(2) 
Custodial Responsibilities.  In the context of handling classified material, a custodian is any individual who possesses classified material.  Custodians are responsible for providing protection and accountability for classified information at all times.  Furthermore, they are responsible for locking classified information in appropriate security equipment when it is not being used or directly supervised by authorized personnel.  Custodians must follow procedures that ensure that unauthorized persons do not gain access to the information.

(3) 
Removal of Classified Information from the Work Place.  The head of a DOD component or a single designee at the headquarters level and the MACOM level may authorize the removal of classified information from designated work areas.  No other individual may authorize such removal.  This removal applies only during off-duty hours for work at home or elsewhere.  Any information that is removed from storage must be placed in a GSA-approved security container if possible.  Otherwise, appropriate regulations must provide maximum protection under the circumstances.

Under certain conditions specified in AR 380-5, the following individuals have the authority to remove classified information when an operational requirement exists:

o
Secretary of the Army.

o
Assistant secretary of the Army.

o
Chief of staff.

o
Vice chief of staff.

o
Director of the ARSTAF.

o
Heads of MACOMs and Army headquarters agencies.

Re-evaluate arrangements that are approved before the effective date of AR 380-5.  If continued approval is warranted, then compliance with this subparagraph is necessary.  Security managers for the officials that were listed previously in this subparagraph determine whether arrangements currently exist.  These security managers also maintain attendant records and reverify the need for the arrangements.  They reverify all 
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arrangements annually and when the occupant of the position changes.

If classified information is removed by individuals other than those officials who were specified previously in this subparagraph, then the removal must be approved in advance, in writing, by one of these officials.  A bona fide operational requirement for the short-term or the overnight storage of classified information must exist before such requests will be considered.  Personal convenience is not a justification for approval.

Authorization is granted only when there is an operational requirement and there are adequate safeguards for the material.  Place a GSA-approved security container where after-hours work is performed.

Top Secret SCI or SAP materials may not be removed under any circumstances.

Require signature accountability for all information that is removed.  A DA Form 3964 is not required.  However, this form is recommended.  Require the reconciliation of the material upon its return.

Establish procedures to ensure the return of classified information in the event of emergencies such as the following:

o 
Death.

o 
Hospitalization.

o 
Extended absence from duty (more than 30 days).

Do not stockpile classified information under this arrangement.  Return such information to the regular work site as soon as possible.

Ensure that Army approval authorities reverify the need for existing arrangements annually.

Make sure that security managers establish and maintain records of the individuals who are so authorized.

Approvals that were granted prior to the effective date of AR 380-5 (Department of the Army Supplement to DOD 5200.1-R) are void.  Make sure that existing arrangements are reevaluated within 90 days in accordance with the provisions of AR 380-5.

The protection of classified information is the responsibility of every person who has knowledge of the material, regardless of how it was obtained.  Security regulations do not guarantee protection and cannot be written to cover all situations.  Basic 
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security principles, common sense, and a logical interpretation of the regulations must be applied.  Collecting, obtaining, recording or removing for any personal use whatsoever any matter that is classified in the interest of national security is prohibited.

(4) 
Safeguards in the Work Place.  All personnel must take adequate precautions to prevent unauthorized access to classified information during work hours.  Make each individual responsible for the following precautions:

o 
Keep classified documents that are removed from storage under constant surveillance.  When these documents are not in use, keep them face down or covered.

o 
Use SFs 703 as cover sheets for top secret documents, SFs 704 as cover sheets for secret documents, and SFs 705 as cover sheets for confidential documents.

o 
Destroy preliminary drafts, carbon sheets, plates, stencils, stenographic notes, work/sheets, typewriter ribbons, and other items that contain classified information immediately after use.  Alternatively, give these items the same classification and secure handling as the classified information that they contain.

o 
Destroy typewriter ribbons from which classified information can be obtained in the same manner as is prescribed for classified working papers of the same classification.  After the upper and the lower sections are cycled through and overprinted five times in all ribbon or typing positions, you may treat fabric ribbons as unclassified regardless of their classified use thereafter.  Destroy carbon and plastic typewriter ribbons and carbon paper that have been used in producing classified information in the manner that is prescribed for working papers of the same classification after their initial use.  However, you may treat as unclassified any ribbon in a typewriter that uses technology that enables the ribbon to be struck several times in the same area before it moves to the next position.

(5) 
End-of-Day Security Checks.  To ensure that the work area is secure, establish a system of security checks for personnel to perform at the end of the workday.  Require personnel to record the checks on SF 701 (Activity Security 
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Checklist).  In the check system, include the securing of all vaults, rooms, and containers that are used for the storage of classified material.  Require personnel to use SF 702 (Security Container Check Sheet) to record these actions.  In addition, have them annotate SF 701 and SF 702 to reflect after-hours, weekend, and holiday activities.

(6) 
Security Containers Maintenance.  Require personnel to display SF 702 conspicuously on each piece of equipment that is used to store classified material.  However, personnel need not use SF 702 if they are in a facility that is secured by high-security locks and the key and lock control register provides an audit capability.  Require personnel to record both the time and the date each time that they open a container.  Ensure that properly cleared personnel record the date and the time followed by their initials each time that they unlock or lock the security equipment during the day.  This procedure includes after hours, weekends, and holidays.

(7) 
Open or Unattended Security Containers.  If a security container is locked and the room is to be left unattended, then ensure that, whenever possible, a person other than the locker checks the container to ensure that it is secured properly.  Require the person who checks the container to record the time and to initial the form.  Require the locker to ensure that the check is made.

Require that notations be made on SF 702 if containers are opened after hours, on weekends, or on holidays.

(a) 
Discovery.  The individual who discovers a security container or a security storage area that is open and unattended assumes the initial responsibility.  He must take the following actions:

o 
Keep the container or the area under surveillance.

o 
Notify one of the persons who is listed on Part 1 of the SF 700 that is affixed to the inside of the security container lock drawer.  If the person who makes the discovery cannot contact one of these individuals, then he notifies the duty officer, the security manager, or another official.
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(b) 
Reaction.  The individual who is contacted when a container or an area is found open or unattended must react immediately.  He must take the following actions:

o 
Report personally to the location and check the contents of the container or the area for visible evidence of tampering, theft, or compromise.  If evidence of compromise is discovered, then notify security personnel immediately so that the proper authority can initiate a preliminary investigation.  Immediately stop the investigation to avoid the destruction of any evidence.  Call a lock technician to determine the nature of the tampering and to determine whether the container is operating properly.

o 
Change the combination.  Lock the container.  If the combination cannot be changed immediately, lock the security container and place it under guard.  As an alternative, transfer the classified material to another container or to a secure area.

o 
Report the incident to the commander or the security manager immediately for action relative to possible compromise.

(8) 
After-Duty-Hours Desk Checks.  Include after-duty-hours desk checks in your security plan.  Require that these checks be conducted if the following conditions are met:

o 
Notify each military member and civilian employee of the policy and the procedures to follow during after-hours inspections, while locking desks, and during the maintenance of duplicate keys or combinations.  Require that the notification is made in writing and in advance of any inspections.

o 
Require that only military or civilian security personnel conduct the after-duty-hours inspections.  These inspections are for the sole purpose of detecting improperly secured classified information.
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b.
Transportation of Government Property.  Transportation security has evolved to encompass all security measures that are taken to protect shipments from criminal and terrorist activity.  The types of shipment include the following:

o 
Classified.

o 
Hazardous.

o 
General cargo.

o 
Combinations of classified, hazardous, and general cargo.

o 
Protected (pilferable, sensitive, and controlled).

There are no universal or one-time solutions to the problems of cargo security.  Each mode of transportation and each type of shipment in each shipping and receiving terminal and at each transfer point is unique.  However, certain basic principles of cargo security can be adapted to accommodate any mode of transportation or any facility, large or small.

Begin by appointing a security manager who will be directly responsible for the shipment.  Ensure that the manager understands his duties.  To minimize exposure to individuals who display a motive to steal, he should:

o 
Illustrate and employ countermeasures.

o 
Screen prospective personnel.

o 
Eliminate in-facility gambling among employees.

o 
Reduce the exposure of cargo to theft and pilferage.

o 
Ensure close coordination between packaging, shipping, and receiving personnel.

o 
Increase the probability of detection at times when thefts do occur.

o 
Discipline any individuals who are apprehended for theft and pilferage.

o 
Monitor operating personnel to ensure that they implement cargo theft countermeasures.

c.
Lock and Key Procedures.  The following subparagraphs discuss lock and key procedures.  Refer to these subparagraphs for details.
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(1) 
Key Custodian.  A primary or an alternate key custodian is appointed in writing to issue and to receive keys and to maintain accountability for office, unit, or activity keys.  In addition, he performs the following actions:

o 
Ensures that individuals are designated to issue, receive, and account for keys in his absence and that they understand clearly the local key control procedures.

o 
Maintains a key control register at all times to ensure the continuous accountability for keys and locks that are used to secure government property.

List the key custodian on an access roster.

(2) 
Key Control Register.  Ensure that keys are signed out to authorized personnel, as needed, on a key control register.  When it is not in use, make sure that the key control register is kept in a locked container to which access is controlled.

(3) 
Key Depository.  Use either a lockable container, such as a safe or a filing cabinet, or a key depository that is made of at least 26-gauge steel, that is equipped with a tumbler-type locking device, and that is affixed permanently to a wall.

Locate the key depository in a room in which it is kept under surveillance around the clock.  Alternatively, keep the key depository in a room that can be locked during nonduty hours.

(4) 
Padlocks.  Use US government, key-operated, pin-locking dead bolts that project at least 1 inch into the door frame or tumbler-type padlocks to safeguard unclassified, nonsensitive Army supplies and equipment if a lock is needed.  The following padlocks are recommended:

o 
Padlock, low security, key (without chain) NSN 5340-00-158-3805; (with chain) NSN 5340-44-158-3807.

o 
Padlock, medium security, key, NSN 5340-00-158-3807.

Base the selection of the lock that is used on the following considerations:

o 
Value of the items that are protected.

o 
Mission-essentiality.

o 
Vulnerability to enemy attack.
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Do not use master-keyed or keyed-alike padlock sets.

Do not change the padlocks that are in use and that offer a comparable level of security solely to conform with the recommendation in this lesson.

Secure padlocks that are not in use.  Secure them in a locked container along with their keys.  Control access to the container.

(5) 
Key and Lock Accountability.  Personnel who check out keys for locks to an office, a unit, or an activity must check them back in at the end of each duty day.  The key custodian must reconcile any differences between the keys that are on hand and the key control register immediately.  He issues keys for personal retention only if the daily turn-in clearly jeopardizes mission readiness or seriously impedes operational efficiency.  The key custodian periodically inventories personally retained keys on a "show basis."  Then, he prepares written records of this inventory and maintains the records on file until the next inventory.  He must inventory padlocks and their keys by serial number at least on a semiannual basis.  He retains a copy of this inventory until the next inventory.

Replace or record immediately any key to a padlock that is determined to be missing.  Maintain an inventory of keys and locks.  This inventory must depict a list of the following:

o 
All keys and locks.

o 
Serial numbers of all keys and locks.

o 
Locations of all locks.

o 
Number of keys that are maintained for each lock.

Secure this list in the key depository.

Give a serial number to any key or lock that does not have one.  Inscribe this number on the key or the lock as applicable.

(6) 
Combination and Padlock Controls.  Refer to the following subparagraphs for details concerning combination and padlock controls.

(a) 
Combination and Key Access.  Make combinations or keys accessible only to those persons who require them to perform their official duties.

(b) 
Lock Changes.  Ensure that the combinations to safe locks and padlocks that secure containers for classified information are changed at least once during each 12-month period.  Also change them at other times that are deemed 

3-17
QM3514

appropriate and at the earliest time that is practical after any of the following events occur:

o 
Loss or possible compromise of the combination or the key.

o 
Discharge, suspension, or reassignment of any person who has knowledge of the combination.

o 
Receipt of a container that has a built-in combination lock.

(c) 
Lock Rotation and Interchange.  You may have to require a more frequent rotation of key padlocks in certain instances.  This is a recommended practice in all situations.

In selecting combination numbers, avoid multiples and simple ascending or descending arithmetical series.

When you use padlocks with fixed combinations with bar locks as supplemental locking devices, maintain an adequate supply to permit a frequent interchange of locks among users.  Do not consider this type of lock to provide adequate security unless you use it in large numbers over extensive areas.  Doing so permits a successful interchange without compromise.  Never use fixed-combination locks to protect classified material.

(d) 
Key and Combination Control Records.  Ensure that personnel maintain key control records on all key systems.  Accountability can be accomplished by means of records, key cards, and key-control registers.

Each record must include at least the following information:

o Number of keys and blanks in the system.

o Number of keys by each key-way code.

o Number of keys issued.

o Number of keys on hand.

o Number of blanks on hand for each key-way code.

o Persons to whom keys have been issued.

Place records that contain combinations in the same security classification as the highest classification of the material that is authorized for storage in the container that the lock secures.
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(e) 
Key-Control Systems.  Ensure that key control systems are engineered to provide maximum security with a minimum impairment of the operational mission.  Ensure that personnel meet the following basic requirements for all key control systems:

o 
Use either of two types of lock to safeguard unclassified, nonsensitive Army supplies and equipment.  Refer to subparagraph 5c(4) for information concerning these locks.

o 
Use key-control systems to guard against leaving usable keys in the possession of contractors or other unauthorized personnel.  To do so, use locks with restricted keyways and issue new keys on key blank stock that is not available readily to commercial keymakers.

o 
Prohibit masterkeying except in rare (minimum) security cases.  When pin tumbler systems are masterkeyed, use several shorter pins to facilitate two or more acceptable pin positionings to reduce the security that is provided by a maximum number of pins in a nonmasterkeyed lock.  Use one or more mushroom-typed pins or a variation of this type of pin in each such lock.  Also, do not segment individual pins more than twice on locks that are used to secure sensitive material.

o 
Number all locks or lock cylinders and keys in a masterkeyed system with an unrelated number system.  Ensure that the words "US GOVERNMENT--DO NOT REPRODUCE" are imprinted on all master and higher level-control keys.

(7) 
Arms, Ammunition, and Explosives Key and Lock Controls.  Require personnel to keep keys to storage buildings, rooms, racks, containers, and the intrusion detection system (IDS) separate from other keys.  Require the key custodian to make these keys accessible only to those individuals whose official duties require access to them.

Ensure that the key custodian keeps a current roster that names the individuals who are authorized access to the keys and that is signed by the designated officer.  He maintains this roster in the unit, the agency, or the organization.
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The key custodian may secure all the keys in this category together in the same key cabinet.  He separates these keys from the keys that are necessary for the maintenance and the repair of the IDS, including keys to the control unit door and the monitor cabinet.  The key custodian permits access to these keys for maintenance or repair only to authorized maintenance personnel.

At no time may keys be in the sole custody of anyone who is not listed on the roster.

When arms and ammunition are stored in the same storage buildings, rooms, racks, containers, or the IDS, the keys to those storage areas may be secured together in the same key container.  However, keys that are required for the maintenance and the repair of the IDS, including keys to the control unit door and the monitor cabinet, must be kept separate from the other IDS keys.  Permit only authorized maintenance personnel to have access to them.

When arms and ammunition are stored in the same areas, keys to those storage areas may be maintained together.  However, the key custodian must separate them from other keys that do not pertain to arms, ammunition, and explosives (AA&E) storage.  He must hold the number of the keys to the essential minimum.  The key custodian may not leave keys unattended or unsecured at any time.

When personnel are neither attending nor using keys, ensure that they are secured in containers of at least 20-gauge steel or material of the equivalent strength.  Containers must be equipped with a secondary padlock or a GSA-approved, three-position, changeable combination lock.  Ensure that keys and combinations are accounted for at all times.  Make sure that containers that weigh 500 or fewer pounds are fastened to the structure with bolts or chains that are equipped with secondary locks.  Prevent the removal of keys to arms storage buildings, rooms, racks, the IDS, or containers from the installation except to provide for protected storage elsewhere.

If keys are lost, misplaced, or stolen, then replace the locks or the cores to the locks immediately.  Secure the replacement or the reserve locks, cores, and keys to preclude their accessibility to unauthorized individuals.  Prohibit the use of master key and multiple key systems.

(a) 
Key and Lock Custodian.  Appoint in writing a key and lock custodian.  His duties are to assure the proper custody and handling of keys and locks.  Only you and the key custodian (or his alternate, if an alternate is appointed) issue keys to the individuals whose names appear on the key access roster.  Personnel whose names are on the key access roster may transfer the custody (in writing) among themselves when 
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circumstances warrant--for example, the armorer may so transfer keys to the assistant armorer.  The key and lock custodian's duties also include the procurement and the receipt of keys and locks and the investigation of lost or stolen keys.  The key custodian maintains a record that identifies each key and lock and the combinations to the locks that are used by the activity, including replacement or reserve keys.  The record shows the current location and the custody of each key and lock.  Maintain a key-control register at the unit (user) level to maintain continuous administrative accountability for keys.  The intent of this requirement is to ensure the positive control of keys and to affix responsibility for the custody of stored AA&E.  This register contains the following information:

o 
Printed name and the signature of the individual who receives a key.

o 
Date and the hour of the issuance of the key.

o 
Serial number or other identification information of the key.

o 
Signature of the person who issues the key.

o 
Date and the hour that the key was returned.

o 
Signature of the person who receives the returned key.

DA Form 5513-R (Key Control Register) may be used for the register.  Retain completed key-control registers in unit files for a minimum of 90 days.  Dispose of them in accordance with established procedures.

(b) 
Padlocks.  Ensure that padlocks are locked to the staple or the hasp when the storage area or the storage container is open.  This precludes the theft, the loss, or the substitution of the lock.

(d) 
Inventories.  Ensure that an inventory of keys and locks is conducted semiannually.  Retain the inventory records in unit files for a minimum of one year.  Dispose of them according to established procedures.

(e) 
Sealed Container.  When individuals, such as duty officers, are charged with safeguarding keys or otherwise having them immediately available, require that they sign for a sealed container of keys.  A sealed container is a locked and scaled key container or a sealed envelope that contains the key or the combination to the key container.  When the sealed 
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container is transferred from one individual to another, the unbroken seal is evidence that the keys have not been disturbed.  The seal need not be broken for the inventory of the keys.  Evidence of tampering requires that an inventory and such other action as may be deemed necessary be taken.  If the keys are not in a sealed container, then ensure that the keys are inventoried by serial number or other identification information such as the stamped number.  Make sure that both the inventory and the change of custody are recorded.

(f) 
Combination Changes.  Change the combinations to locks on vault doors or Class 5 security containers annually.  Change them if there is a change of custodian, armorer, or other person who has knowledge of the combinations.  Also change them when the combinations have been subject to possible compromise and when the container is first put into service.  Ensure that the combinations are recorded, sealed in an envelope, and stored in an authorized safe.  Do not keep any other written record of the combinations.  Establish controls to ensure that the envelopes that contain combinations to locks are not made available to unauthorized personnel.

(g)
 Lock and Key Replacement.  You may request the replacement of lock cylinders and broken keys for high security locks through normal supply channels.  Coordinate such requests through your key control custodian.  MACOMs are the approval authorities for any deviations in key procurement procedures such as requests for the procurement of extra keys for high security locks.

d.
Property Marks and Records.  Many items of Army property cannot be distinguished from similar civilian items.  Because they can be easily disposed of and detection is difficult, they are attractive targets for pilferage.  Marking individual items of Army property enhances the security of the property in the following ways:

o 
Deters the theft or the pilferage of the items.

o 
Makes the disposal of the property difficult since illegal possession can result in prosecution.

o 
Increases the chance of recovery since marking property provides a means of identifying and locating the rightful owner.

(1) 
Criteria.  The marking of specific property is not mandatory.  Decide which property to mark, based on the following risk factors:

o 
Vulnerabilities and threats to property losses.
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o 
Monetary replacement value of the property.

o 
Criticality of the property, including the effects of the loss and mission performance.

As you consider whether to mark a given item, remember two aspects of lost property.  If the lost property has no serial number, then the chances of return depend upon the determination of ownership through the reporting system.  If there is no identifying data on the property, then the chance of return is virtually nonexistent.

(2) 
Standard Marking System.  Marking property is effective only if it identifies an item as belonging to a particular organization.  The recommended marking of Army property includes the following three items:

o 
A "USA" prefix that identifies the property as belonging to the US Army.

o 
A unit identifier such as an abbreviation of the office, the unit, or the activity designation.  This identifier might be vehicle bumper markings or a unit identification code.

o 
A sequential number or letter as the last item in the code.  This number or letter identifies the specific item from like items in the using organization.  You can use this procedure if more than one item of a type exists and no serial numbers exist to distinguish between these items.

(3) 
Record Marked Items.  Ensure that personnel retain a record of the marked items in the unit files.  The record includes a brief description, the serial number of the item, and the name of the individual to whom the item is handreceipted.

(4) 
Identify and Locate Owning Units.  Usually, the installation or the unit provost marshal or security officer initiates the action to identify and to locate the property owners.  The provost marshal or the security officer is responsible for maintaining a liaison with civilian law enforcement agencies.  The provost marshal or the security officer ensures that civilian law enforcement agencies are knowledgeable of the standard Army marking system and serve as the POCs upon the recovery of the property.  Ensure that the unit notifies the provost marshal or the security officer when Army property is determined to be missing.
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LESSON 3

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: You are establishing an effective physical security program for your unit.  Your program includes education concerning physical security, procedures to safeguard classified and secret information, lock and key procedures, safeguards to use in the work place, and the marking of government property.  Use this situation to answer questions 1 through 7.

1.  
Which of the following individuals is responsible for establishing physical security awareness programs that complement the installation crime prevention, OPSEC, antiterrorism, and information security programs?

A.  Battalion commander.

B.  Physical security officer.

C.  Company commander.

D.  First sergeant.

2.  
You ensure that your physical security SOPs are

A.  prescriptive.

B.  proactive.

C.  directive.

D.  reactive.

3.  
Which of the following individuals is responsible for planning an effective POI?

A.  Security manager.

B.  Security instructor.

C.  Special services officer.

D.  Information officer.
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4.  
You require personnel to display which of the following forms conspicuously on each piece of equipment that is used to store classified material?

A.  SF 701.

B.  SF 702.

C.  SF 703.

D.  SF 704.

5.  
You ensure that the combinations of safe locks and padlocks that secure containers for classified information are changed at least once every

A.  day.

B.  week.

C.  month.

D.  year.

6.  
What organization or individual is responsible for investigating the loss or theft of keys?

A.  CID.

B.  Security manager.

C.  Key and lock custodian.

D.  Company commander.

7.  
To identify property as belonging to the Army, you use which of the following prefixes?

A.  US Property.

B.  USA.

C.  Fed Govt--Military.

D.  US Govt.
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LESSON 3

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
B.  Physical security officer.

The physical security commander, like the unit commander, has a number of responsibilities regarding physical security.  He also provides assistance to unit commanders and to commanders of deploying forces.  The unit commander addresses physical security concerning his unit while the physical security officer addresses physical security concerning the installation.

(page 3-2, para 2b) 
2.      
C.  directive.

The physical security SOPs must be directive.  They must allow you to take disciplinary action against violators.  Furthermore, the procedures must not hinder the operation of any facility.  Remember to consider emergency deployment and issue procedures.  (page 3-3, para 3) 
3.      
A.  Security manager.

The commander, plans the education program for the unit.  The security manager is responsible for planning an effective POI.  The limited time that is available demands a competent instructor.  The security manager instructs more important portions.  Other instructors may be used for specific areas of responsibility, training, and experience.  (page 3-5, para 4b(4)) 
4.      
B.  SE 702.

Require personnel to display SF 702 conspicuously on each piece of equipment that is used to store classified material.  However, personnel need not use SF 702 if they are in a facility that is secured by high-security locks and the key and lock control register provides an audit capability.  Require personnel to record both the time and the date each time that they open a container.  Ensure that properly cleared personnel record the date and the time followed by their initials each time that they unlock or lock the security equipment during the day.  This procedure includes after hours, weekends, and holidays.  (page 3-13, para 5a(6)) 
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5.      
D.  year.

Ensure that the combinations to safe locks and padlocks that secure containers for classified information are changed at least once during each 12-month period.  Also change them at other times that are deemed appropriate.

(page 3-17, para 5c(6)(b)) 
6.      
C.  Key and lock custodian.

The key and lock custodian has a number of responsibilities and duties.  One of his responsibilities is to investigate lost or stolen keys.

(page 3-21, para 5c(7)(a))

7.       
B.  USA.

Marking property is effective only if it identifies an item as belonging to a particular organization.  The recommended marking of Army property includes the use of a "USA" prefix that identifies the property as belonging to the US Army.  (page 3-23, para 5d(2)) 
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LESSON 4

SUICIDE PREVENTION

Critical Task: S3-9001.18-0001

OVERVIEW

TASK DESCRIPTION:

In this lesson, you will learn how to identify the indicators of potential suicide and how to identify unit and supervisory responsibilities.  In addition, you will learn how to develop a suicide prevention program to be used at the unit level.

LEARNING OBJECTIVE:

ACTIONS: 
Identify the indicators of potential suicide.  Identify unit and supervisory responsibilities.  In addition, develop a suicide prevention program to be used at the unit level.

CONDITION:
You are a company commander.  Given information from AR 600-63 and DA Pamphlet 600-70.

STANDARD:
You will identifying the indicators of potential suicide, identify unit and supervisory responsibilities, and develop a suicide prevention program to be used at the unit level in accordance with AR 600-63 and DA Pamphlet 600-70.

REFERENCES: 
The material contained in this lesson was derived from the following publications: AR 600-63 and DA Pamphlet 600-70.

INTRODUCTION

As a result of this lesson, you will be able to distinguish between myths and facts concerning suicide.  You also will be able to identify the leadership issues of suicide awareness and prevention.  You will be able to identify the indicators of potential suicide and to assess the types of intervention to use for various types of suicidal behavior.  In addition, you will be able to identify unit and supervisory responsibilities and to develop a suicide prevention program to be used at the unit level.
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PART A - IDENTIFICATION

1.
Cause.

There is no simple answer as to why someone kills himself.  Usually, the emotional upset is so great that all he wants to do is to stop the pain.  The suicidal person feels a tremendous sense of loneliness and isolation.  He feels helpless, hopeless, and worthless.  Often, the suicidal person does not believe that it matters whether he lives or dies and that no one would miss him.  He feels that he cannot cope with his problems and that suicide is the only possible way to escape his unbearable pain.

In attempting to understand why a person kills himself, it is tempting to look at the source of stress in his life.  However, an analysis of stressors does not provide the answer.  Stress is a normal part of life, and most people usually are able to cope.  Actually, most people think about suicide at sometime during their lives.  Usually, they find that these thoughts are temporary and that things do get better.  Generally, it is a combination of events that leads a person to believe that suicide is his only escape.  One common thread is that the person feels hopeless about life.  Feelings of hopelessness and low self-esteem can have many causes.  For example, these feelings can be caused by the following situations or events:

o 
The breakup of a close relationship with a loved one or difficulties in interpersonal relationships with family members or close friends.

o 
The death of a loved one, such as a parent, a spouse, a child, a sibling, a friend, or a pet.

o 
Worry about job performance or school performance and concerns about failure or doing less well than one had hoped or expected.

o 
Loss of support systems or emotional safety which comes from moving to a new environment.

o 
Loss of the social status or the financial status of the family.

o 
The compounding and disorienting effects of drugs and alcohol.

2. 
Myths.

An encounter with a suicidal person always is a deeply emotional experience.  There is a fear of not knowing what to do or of doing the wrong thing.  However, just telling someone that you 
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care about him indicates that there is hope and help.  Misinformation often prevents potential helpers from becoming involved for fear of making a situation worse.  There are many myths about suicide that prevent people from becoming involved.  What are the myths and what are the facts? 

o 
Myth: People who talk about suicide rarely attempt or commit suicide.

o 
Fact: Nearly 80 percent of those who attempt or commit suicide give some warning of their intentions.  When someone talks about committing suicide, he may be giving a warning that should not be ignored.  Moreover, most suicidal people have feelings of ambivalence which can allow successful intervention.

o 
Myth: Talking to someone about his suicidal feelings causes him to commit suicide.

o 
Fact: Asking someone about his suicidal feelings usually makes him feel relieved that another person finally has recognized his emotional pain.  The suicidal person feels safer talking about his pain.

o 
Myth: All suicidal people want to die.  Nothing can be done about it.

o 
Fact: Most suicidal people are undecided about living or dying.  They may gamble with death, leaving it to others to rescue them.  Frequently, they call for help before and after a suicide attempt.

o 
Myth: Suicide is an act of impulse without any previous planning.

o 
Fact: Most suicides are planned carefully and thought about for weeks.

o
Myth: Once a person is suicidal, he is suicidal forever.

o
Fact: Most suicidal people are that way for only a brief period in their lives.  If they receive the proper assistance and support, then they may never be suicidal again.  About only 10 percent of those who attempt suicide later complete the act.

o 
Myth: A person who attempts suicide will not try again.

o 
Fact: Most people who commit suicide have made previous attempts.
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o 
Myth: Improvement in a suicidal person means that the danger is over.

o 
Fact: Most suicides occur within about three months following the beginning of the individual's improvement, when he has the energy to act on his morbid thoughts and feelings.  The desire to escape life may be so great that the idea of suicide represents relief from a hopeless situation.  Often, a period of calm may follow a decision to commit suicide.

o 
Myth: Suicidal persons are mentally ill.

o 
Fact: Studies of hundreds of suicide notes indicate that, although the suicidal person is extremely unhappy, he is not necessarily mentally ill.

o 
Myth: Because it includes the holiday season, December has a high suicide rate.

o 
Fact: Nationally, December has the lowest suicide rate of any month.  During the holiday season, the depressed person feels some sense of belonging and feels that things may get better.  As spring comes and the depression does not lift, the comparison of the newness and the rebirth of spring and the suicidal person's own situation can produce overt self-destructive behavior.

o 
Myth: Suicidal tendencies are genetic or run in families.

o 
Fact: No data support the genetic transmission of suicidal tendencies.

o 
Myth: A religious person will not commit suicide.

o 
Fact: A suicidal person develops "tunnel vision."  He loses sight of his values and beliefs and sees only his pain.

o 
Myth: Suicide and depression are synonymous.

o 
Fact: Although most suicidal people are depressed, most depressed people are not suicidal.

To help to dispel these myths, remember the following facts:

o 
One-fourth of all suicide victims are under 30 years of age; 75 percent are over 30 years of age.

o 
Two-thirds of those who attempt suicide are under 40 years of age.

QM3514
4-4
o 
One-half of all those over 40 years of age who attempt suicide are successful in their attempts.  From a leadership perspective, this is a significant fact because it means that senior soldiers who are prone to suicide tend to be more successful in their attempts than others.

o 
Men commit suicide three times more frequently than women do, although women attempt suicide three times more often than men do.  Men select more lethal means of committing suicide.  Moreover, women are more open about their feelings, which allows a greater intervention rate.

o 
One-fourth of all suicidal people were seen by a medical doctor seven days before their deaths.  One-half of the suicidal people were seen by a medical doctor within 90 days of their suicides.

o 
Suicide rates are higher among divorced people than among married people.  At age 35, the divorced person is four times more likely to commit suicide than is his married counterpart.

3.
Indicators.

While it is difficult, if not impossible, to identify the specific causes of suicide, you may recognize certain indicators of potential suicide.  Refer to the following subparagraphs for details.

a. 
Depression.  Depression often is associated with suicide.  In 75 to 80 percent of all suicides, depression is a contributing factor.  Sadness and an occasional "case of the blues" are normal emotions.  They are common to everyone.  However, depression is an abnormal emotional state in which a profound sadness is present nearly every day for at least two weeks.  Depression is characterized by the following:

o 
Poor appetite or significant weight loss or increased appetite or significant weight gain.

o 
Change in sleep habits resulting in either excessive sleep or the inability to sleep.

o 
Behavioral agitation or a slowing of movement.

o 
Loss of interest or pleasure in usual activities or a decrease in sexual drive.

o 
Loss of energy; fatigue.
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o 
Complaints or evidence of a diminished ability to think or to concentrate.

o 
Feelings of worthlessness, self-reproach, or excessive guilt.

o 
Withdrawal from family or friends.

o 
Drastic mood swings.

o 
Sudden change in behavior.

o 
Increased use of drugs or alcohol.

o 
Slower body movements and speech.

o 
Carelessness in appearance.

o 
Short-term memory loss.

o 
Recurrent thoughts of death.

o 
Dramatic drop in job performance.

o 
Severe personality changes (withdrawal, moodiness, or unusually aggressive behavior).

b. 
Historical Factors.  Historical factors have been identified which, when present, are cause for an increased vigilance.  Any person is at a greater risk of committing suicide if one or more of the following conditions or situations apply:

o 
He has made a previous suicide attempt.

o 
He has a family history of suicide.

o 
He has lost a friend through suicide.

o 
He has been involved with drugs or alcohol.

o 
He has alcoholics in his family.

c.
Immediate Danger Signals.  When you observe one or more of the following in a person, suicidal behavior may be imminent:

o 
Talking or hinting about suicide.

o 
Giving away his possessions or making a will.

o 
Being obsessed with death, sad poetry, sad music, or expressing themes of death in his letters or his art work.

o 
Making specific plans to commit suicide and having access to lethal means.
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o 
Buying a gun.

o 
Telling the bank to foreclose on a house and a car because he will no longer need them.

o 
Giving his wife a billfold full of money and asking her to leave the apartment or the house for a while.

o 
Visiting the AG to ask about Servicemen's Group Life Insurance (SGLI) benefits.

NOTE: 
These danger signals could indicate imminent suicide especially with regard to someone who is experiencing, or has experienced, some of the stresses that are associated with suicide; who appears to be depressed; and who has a history that is known to cause an increased risk of suicide.

4.
Suicidal Intention.

The following subparagraphs discuss aspects of suicidal intention.  Refer to these subparagraphs for details.

a. 
Attempts.  The methods by which individuals attempt to commit suicide vary.  These methods range from scratching or cutting their wrists to taking a bottleful of tranquilizers.

b.
Threats.  Some suicidal threats are blatant.  Others are veiled.

c. 
Hints.  Suicidal hints are subtler than veiled threats.  A soldier recently handed her chaplain a poem about her disappointment in the Army, her frustration, and death.  Subsequent conversation revealed that she meant the poem to be taken as a hint that she was thinking about killing herself.  In a similar incident, a soldier depicted death in locker room drawings and later hanged himself.

d. 
Activity.  As mentioned previously, suicidal actions take many forms.  Such actions may involve giving away necessities of life or making frequent trips to the troop medical clinic to build up a store of medication that is lethal in a large dose.

e. 
Symptoms.  Suicidal symptoms were mentioned previously.  Refer to subparagraph 3a.  In addition, remember that although crises offer both danger and opportunity, suicidal persons see only the danger.
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f. 
Feelings.  The primary signs of suicidal thinking are expressed feelings of hopelessness, helplessness, and worthlessness that are coupled with personal crisis and the availability of means.

PART B - INTERVENTION

1.
Risk Assessment.

The leader who identifies a soldier or a family member who is at risk as a potential suicide can use the factors that are explained in the following subparagraphs to evaluate the type of the intervention to make.  Refer to these subparagraphs for details.

a. 
Degrees of Depression.  The greater the degree of depression, the greater the risk factor for the individual.  However, many suicides occur when the person appears to be recovering from depression.  A sudden lift in spirits can mean that the person is relieved because his problems soon will be resolved.

b. 
Amount of Agitation.  Agitation is another factor to consider when you evaluate the risk that an individual may attempt suicide.  The greater the degree of agitation and restlessness, the greater the likelihood of a suicide attempt.

c. 
Impulsiveness.  A third factor to consider when you evaluate the risk that an individual may attempt to commit suicide is impulsiveness.  An impulsive person is more likely to attempt suicide.

d. 
Sedative or Alcohol Use.  Intoxication--even mild intoxication--lessens a person's control of his thoughts and his actions and increases the chance of impulsive behavior.  Sedatives constitute a readily available means of committing suicide.

e. 
Recent Significant Losses.  Recent divorce, separation, or the loss of a job, as well as other significant losses increase the likelihood that a person may commit suicide.  A Uniform Code of Military Justice (UCMJ) action may also increase the risk that an individual may attempt suicide.

f. 
Suicide Note or Call.  A suicide note demands immediate intervention.  A suicide telephone call also requires immediate intervention.
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g.
Primary Factors.  To identify the primary factors that are related to the risk that an individual may attempt suicide, ask the following questions:

o 
Does the person have a definite plan for suicide?  Do not be afraid to ask.  The more specific the plan, the greater the danger.

o 
Is the plan lethal?  Shooting oneself is very lethal.  Taking pills is less lethal.

When there is a specific ability, a lethal means, a definite and lethal plan, and an agitated person, the danger is immediate.  Intervene immediately.

2.
Response.

You must know what NOT to do as well as what to do when you respond to a potentially suicidal person.  Refer to the following subparagraphs for details.

a. 
What NOT to Do.  Employ the following guidelines.  They will prevent you from doing what you should NOT do when you respond to a potentially suicidal person.

o 
Do not leave anyone alone if you believe that the risk of suicide is imminent.

o 
Do not assume that the person is not the suicidal type.

o 
Do not act shocked by what the person tells you.

o 
Do not debate the morality of self-destruction.  Do not talk about how self-destruction may hurt others.  By doing so, you may induce more guilt.

o 
Do not keep a deadly secret.  Tell someone what you suspect.

b. 
What to Do.  Employ the following guidelines if you believe that someone may be suicidal:

o 
Take threats seriously.  Trust your suspicions.  It is easy to predict suicidal behavior when a person shows most of the factors that were mentioned previously.  However, the warning signs for many people may be subtle.  For example, telling someone "good-bye" instead of "goodnight" may be the only clue.
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o 
Answer cries for help.  Once you are alerted to the clues that may constitute a cry for help from a loved one, a friend, or a coworker, then you can help in several ways.  The most important thing is not to ignore the issue.  It is better to offer help than to regret later that you did nothing.  The first step is to offer support, understanding, and compassion, no matter what the problems may be.  The suicidal person is truly hurting.

o 
Confront the problem.  If you suspect that a person is suicidal, then begin by asking questions such as, "Are you feeling depressed?"  "Have you been thinking about hurting yourself?"  Lead up to the question, "Are you thinking of killing yourself?"  Be direct.  Do not be afraid to discuss suicide with the person.  To get him to talk about it is a positive step.  Be a good listener and a good friend.  Do not make moral judgments, do not act shocked, and do not make light of the situation.  Offering advice such as, "Be grateful for what you have" or "You are so much better off than most" may only deepen the sense of guilt that the person already probably feels.  Discussing the person's intentions may help to lead him away from a suicide attempt by making him feel that someone cares.

o 
Tell him that you care.  Persons who attempt suicide most often feel alone, worthless, and unloved.  You can help by telling the suicidal person that he is not alone and that you always are willing to talk to him.  Tell a loved one how much you care for him, and offer your support and compassion.  By assuring the person that help is available, you literally are throwing him a lifeline.  Remember that although a person may think that he wants to die, he has an innate will to live and more likely is hoping to be rescued.

Intervention can range from a one-on-one conversation to taking the person physically in hand to protect him from himself.

The agitated person who has a lethal plan must be separated from the means to commit suicide.  This may mean saying to the person, "Give me the pills" or "I will not let you get into the car."  It also may mean taking away his weapons card or a weapon.  Maintain contact with the person while someone else calls for medical help.  Follow the other guidelines that already have been mentioned.

Suicide is a traumatic event for the individual and for all those who have some connection with him.  Edwin Schneidman, Ph D, the founding president of the American Association of Suicidology, 
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has stated that "understanding is the most effective weapon against suicide.  The greatest need is to deepen the awareness and sensitivity of people to their fellowman." 

c. 
Resources.  Get professional help.  The most useful action that you can take is to encourage the person who is considering suicide to get professional help.  If necessary, offer to go with him or to take him to help.  The Army community offers many sources of assistance.  In seeking professional help, first consider the following:

o 
Community mental health service (CMHS).

o 
Hospital departments of psychiatry.

o 
Psychology services.

o 
Social work services.

o 
Division mental health services.

After duty hours, the hospital emergency room is your best source of professional assistance.  When the danger is less immediate, seek help from one of the following:

o 
Family life center.

o 
Chaplaincy (unit chaplain or staff or duty chaplain).

Other sources of help include the alcohol and drug community counseling center, Army community service (ACS), and the chain of command (drill sergeant or 1SG).

PART C -PREVENTION AND REPORTING
1. 
Program Requirement.

Suicide prevention is the concern of every leader, commander, supervisor, soldier, and Army civilian.  A coordinated program for suicide prevention will be established at every Army installation, community, and activity in accordance with the policies that are set forth in the following paragraphs.

2. 
Army Suicide Prevention Program.

A coordinated Army suicide prevention program (ASPP) will be established at every Army installation or community and at every separate activity.  ASPPs will provide the following:

o 
A suicide prevention education awareness program for both military and civilian leaders, managers, and supervisors, as well as family members.  This program trains personnel in suicide risk identification and in procedures for crisis intervention and referral.
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o 
A concentration of mental health and unit ministry team (UMT) resources to provide assistance as required to organizations and their members following the suicide of a soldier or an Army civilian.

o 
Assistance, to the extent that is permitted by applicable laws and regulations, for families who have experienced the loss of a family member.

3. 
Suicide Prevention Task Force.

Each installation or community will establish, plan, implement, and manage the local ASPP.  Installation and community commanders may assign the suicide prevention mission to the installation health promotion council (HPC) or may elect to establish a separate suicide prevention task force (SPTF) to function as a subcommittee of the HPC.  When the HPC is used to manage the ASPP, care must be taken so that suicide prevention does not take a second place to the other responsibilities of the council.  Responsibilities of HPC members, with respect to suicide prevention, must be established clearly.  Where a separate SPTF has not been established, the HPC performs all the duties that are given to the SPTF.

4. 
Family Member Suicide Prevention Program.

The family member suicide prevention program (FMSPP) will be implemented by the ACS in coordination with the SPTF or the HPC.  It is intended to promote an understanding of the potential for suicide in the community.  The installation ACS officer conducts an education awareness program for family members to help them recognize the signs of increased suicide risk and to learn about referral sources for friends and family members.  Educational programs focus on parents, teenagers, and spouses.

ACS programs that include suicide prevention efforts are coordinated with the overall suicide prevention efforts of the installation and the Army.  ACS personnel do not provide crisis intervention services for suicidal individuals, except when these services are needed while ACS services are provided.  ACS crisis intervention for persons who may be suicidal is limited to referral to the medical treatment facility (MTF) or the CMHS.  ACS personnel do not provide counseling or clinical services to any individual or family where suicide may be a concern.  Such individuals or families are referred to the MTF or the CMHS.  Persons for whom suicide is not an immediate concern also may be referred to the UMT or the chaplain family life center.
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5. 
Helping-Services Coordination.

ASPPs make provision for the coordination of the services that are provided by military and civilian helping agencies such as the following:

o 
CMHS.

o 
UMTs.

o 
Chaplain family life center.

o 
ACS.

o 
Alcohol and drug abuse prevention and control program (ADAPCP).

o 
American Red Cross (ARC).

o 
Youth Activities (YA).

o 
Child development services (CDS).

o 
Local public schools or DOD dependent schools (DODDS).

o 
Other agencies as appropriate.

This coordination includes information about, and planning for, programs and services and information that pertains to specific clients, if it is in the best interests of the clients and is done with regard for the requirements of client confidentiality.  Non-Army persons are not permitted at meetings during which information about individual cases is discussed without the permission of the individual who is concerned.

6. 
Training.

Sequential and progressive suicide risk identification training is to be integrated, without increasing the length of the POI, into every Army leadership development course that the Army school system conducts.  Specifically, this information is to be provided at all levels of the NCO education system (NCOES) and officer leadership courses.  As a minimum, students are to receive a copy of DA Pamphlet 600-70 (A Guide to the Prevention of Suicide and Self-Destructive Behavior) or a locally produced IP that contains essentially the same information.  Students also will be given the opportunity to view the Army videotape "Suicide Prevention" (SAVPIN 701299DA [TVT 8-93]).
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Formal training in suicide prevention and suicide risk identification are to be presented as part of the unit-level officer and NCO professional development courses.

Regularly scheduled installation-level courses for civilian supervisors and a designated civilian personnel officer (CPO) are to include training in suicide prevention.

Helping professionals (physicians, nurses, psychologists, social workers, chaplains, and counselors) and MPs are to receive regular in-service training in suicide prevention and crisis intervention.

Army mental health officers provide the technical expertise for all suicide prevention education and awareness training.  It is the role of mental-health officers to train the trainers in all suicide prevention education programs.

UMTs (chaplains and chaplain assistants) are to be trained by mental health officers in suicide prevention and suicide risk identification.  Chaplains assist mental health officers by providing suicide prevention education awareness training.  This is a staff function at the battalion level or lower levels for the chaplain.

ACS personnel will be trained by mental health officers and will conduct a suicide prevention education program for family members.  In-service training in suicide prevention for the staffs of ACS, YA, and CDS are coordinated by the ACS officer or the director and may be conducted by mental health officers or chaplains.  ACS personnel are not to be used to conduct suicide prevention training for military units or soldiers.

7. 
Reports.

Data collection and analysis and psychological autopsy are two types of reports that can be made.  The following subparagraphs describe these two reports in detail.

a.
Data Collection and Analysis.  Report suicides and suspected suicides of active component (AC) and RC soldiers, AC family members, and Army civilians immediately to the MPs for the preparation of a Serious Incident Report (SIR) to the HQDA according to AR 190-40 (Serious Incident Report).  The MPs refer those cases that involve Army jurisdiction to the local US Army Criminal Investigation Command (USACIDC) field element for appropriate investigation according to AR 195-2 (Criminal Investigation Activities).
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The SPTF collects and analyzes local data on suicide attempts.  The reserve community service (RCS) is exempt from this requirement.  This analysis includes the numbers of high, medium, and low lethality attempts by the category of the personnel and by the unit.  Data that reflect the reasons for suicide attempts are to be collected and analyzed.

b.
Psychological Autopsy.  As provided in AR 195-2, a psychological autopsy is to be conducted by a mental health officer and provided to the USACIDC for deaths that meet the criteria that are established in the following bullets.  Subjects for investigation include all AC soldiers and all RC soldiers who are on active duty or active duty for training, and any active member of other US armed forces who is assigned or attached to an Army unit or installation under any of the following conditions:

o 
Confirmed or suspected suicides.

o 
Single-car motor vehicle accidents with no survivors, when requested by the commander of the local USACIDC office.

o 
Accidents that involve unusual or suspicious circumstances.  For example, deaths that are due to substance abuse or that result from self-inflicted gunshot wounds.

o 
All cases in which the mode (manner) of death is equivocal--that is, the deaths cannot be established readily as natural or accidental or as the results of suicides or homicides.

o 
Other cases as requested by the commander or the special agent who is in charge of the local USACIDC office.

The report of the psychological autopsy (RCS is exempt) will be included in the CID report of investigation as prescribed in AR 195-2.

Reports of psychological autopsies are sent by the preparing officer through the MACOM to each of the following:

o 
HQDA (SGPS-CP-F), 5111 Leesburg Pike, Falls Church, VA 22041-3258.

o 
HQDA (DAPE-MPH), WASH DC 20310-0300.

o 
Commander, Walter Reed Army Institute of Research, ATTN: SGRD-UWI-A, WASH DC 20307-5100.
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LESSON 4

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: As a commander of an AA company, you are developing a suicide prevention program.  Your program will distinguish between myths and facts concerning suicide.  In addition, it will identify the indicators of potential suicide and the responsibilities of unit personnel and supervisors for implementing the program.  Use this situation to answer questions 1 through 7.

1.  
Which of the following statements concerning suicidal individuals should be regarded as a myth?

A.  
Asking someone about his suicidal feelings usually makes him feel relieved that another person finally has recognized his emotional pain.

B.  
Most suicides are planned carefully and thought about for weeks.

C.  
Most suicidal people are that way for only a brief period in their lives.

D.  
Suicidal persons are mentally ill.

2.  
Depression is a contributing factor in that percentage of suicides?

A.
10 to 20.

B.
35 to 40.

C.
75 to 80.

D.
90 to 95.

3.  
Which of the following historical factors is a cause for increased vigilance because its presence tends to indicate a greater risk of committing suicide?

A.  
Loss of interest in usual activities or a decrease in sexual drive.

B.  
Drastic mood swings.

C.  
Dramatic drop in job performance.

D.  
Loss of a friend through suicide.
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4.  
A soldier draws sketches of a man killing himself in various ways, such as using a gun, a knife, and poison.  You recognize this behavior as a possible suicidal intention that is expressed in which of the following forms?

A.  
Blatant threat.

B.  
Veiled threat.

C.  
Hint.

D.  
Activity.

5.  
In responding to a potentially suicidal person, one of the things that you should NOT do is

A.  
to assume that the person is not the suicidal type.

B.  
to take his threat seriously.

C.  
to confront the problem.

D.  
to discuss his intentions.

6.  
If you must seek professional help for a potentially suicidal person after duty hours, the best source is

A.  
CMHS.

B.  
psychology services.

C.  
social work services.

D.  
hospital emergency room.

7.  
You report a suspected suicide immediately to which of the following organizations or individuals so that an SIR can be prepared and submitted to HQDA?

A.  
Installation HPC.

B.  
SPTF.

C.  
MPs.

D.  
CID.
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LESSON 4

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
D.  Suicidal persons are mentally ill.

Studies of hundreds of suicide notes indicate that, although the suicidal person is extremely unhappy, he is not necessarily mentally ill.  (page 4-4, para 2)

2.      
C.  75 to 80.

Depression often is associated with suicide.  In 75 to 80 percent of all suicides, depression is a contributing factor.  (page 4-5, para 3a) 

3.      
D.  Loss of a friend through suicide.
Historical factors have been identified which, when present, are cause for an increased vigilance.  Any person is at a greater risk of committing suicide if one or more of several conditions or situations apply.  One of these historical factors is the loss of a friend through suicide.  (page 4-6, para 3b) 
4.      
C.  Hint.

Suicidal hints are subtler than veiled threats.  A soldier recently handed her chaplain a poem about her disappointment in the Army, her frustration, and death.  Subsequent conversation revealed that she meant the poem to be taken as a hint that she was thinking about killing herself.  In a similar incident, a soldier depicted death in locker room drawings and later hanged himself.  Regard a person who draws sketches that depict himself killing himself as expressing his suicide intention in the form of a hint.  (page 4-7, para 4c) 
5.      
A.  to assume that the person is not the suicidal type.

Just as there are guidelines concerning what you should do in responding to a potentially suicidal person, there are guidelines concerning what you should NOT do.  One of the actions to avoid in dealing with a potentially suicidal person is to assume that the person is not the suicidal type.  (page 4-9, para 2a) 
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6.     
D.  hospital emergency room.

The most useful action that you can take is to encourage the person who is considering suicide to get professional help.  If necessary, offer to go with him or to take him to help.  After duty hours, the hospital emergency room is your best source of professional assistance.

(page 4-11, para 2c) 
7.       
C.  MPs.

Report suicides and suspected suicides of AC and RC soldiers, AC family members, and Army civilians immediately to the MPs for the preparation of an SIR to the HQDA according to AR 190-40.  (page 4-14, para 7a) 
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LESSON 5

DUTY ROSTERS

Critical Task: 03-0010.00-0016

OVERVIEW

TASK DESCRIPTION:

In this lesson, you will learn to prepare and to review a duty roster.

LEARNING OBJECTIVE:

ACTION:
Identify the procedures that are necessary to prepare and to review a duty roster.

CONDITION:
You are a company commander.  Given information from AR 220-45.

STANDARD:
You will identify the procedures that are necessary to prepare and to review a duty roster in accordance with AR 220-45.

REFERENCE:
The material contained in this lesson was derived from the following publication: AR 220-45.

INTRODUCTION

As an officer, you may be required to prepare or to review a duty roster.  To accomplish this, you must understand how to use DA Form 6 (Duty Roster) to determine the eligibility requirements for personnel, identify heading information, employ correct posting procedures, determine how to fill out number sequences, and review the form for errors.

1. 
Background.

All levels of command and all types of organizations use duty rosters.  Duty rosters record the duty that each person performs in an organization.  They also allow supervisors to make duty assignments on an equitable basis.  Normally, supervisors maintain a separate roster for each duty to which individuals may be detailed.  Then, they can make all the assignments, except authorized special duty details, in accordance with applicable rosters.
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Commanders may establish the methods and the procedures that are suited best to the specific needs of their organizations.  However, those methods and procedures must always comply with the spirit and the intent of AR 220-45 (Duty Rosters).

2.
Preparation of DA Form 6.

Figure 5-1 is an example of a completed DA Form 6.  Refer to Figure 5-1 as you read the following explanation:

a. 
Heading.  First, complete the heading.  The heading includes the "NATURE OF DUTY," the "ORGANIZATION," the "FROM" (date), and the "TO" (date) blocks.  You should not have any problems with the first two blocks.  The following subparagraphs describe how to complete the date blocks.

(1) 
"FROM" Date.  The "FROM" date is always the date that immediately follows the "TO" date on the previous roster.  Enter the "FROM" date when you prepare the new roster.

(2) 
"TO" Date.  The "TO" date is always the date of the last detail that was made from the roster.  Enter the "TO" date when you close the roster.

(3) 
Intermediate Dates.  Enter intermediate dates as you make details from the roster.  Do not enter a date for any day that you do not make a detail.

b.
Names.  Duty rosters contain the names of only those persons who are required to perform the duty that is involved.  When you prepare a new duty roster, enter all the names alphabetically within each pay grade.  Begin with the highest pay grade.  Use the appropriate grade of rank (abbreviated).  Refer to AR 600-20, Table 1-1, if necessary, for the proper abbreviations.  Add subsequent names at the foot of the roster.  Omit or delete the name of any person who is excused from, or who is not qualified to perform, the duty that is concerned.

c.
Number Sequence.  The sequence of numbers shows the number of the details that were performed from the roster since the person who is concerned was last detailed as CQ.  This excludes any details that were made from the roster while the person was in a nonchargeable status.

d.
Diagonal Lines.  Diagonal lines may be used in the right corner of a block.  These diagonal lines indicate that the person performed duty on that date.
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Figure 5-1.  Sample of a completed DA Form 6
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e.
Numbers in Parentheses.  The numbers in the parentheses

that immediately follow a persons name refer to a corresponding

explanatory remark on the reverse of the roster.  The examples

that are shown later in this subparagraph do not limit the types

of the remarks that you may use, nor are they required in all

cases.  You must determine the necessity of using an explanatory

remark each time that an individual is not available for detail.

As an example, you may choose to use a remark to indicate a leave

period for an individual if only a few personnel are listed on

the roster.  However, it may be less time-consuming to use other

source documents for reference if the roster contains a large

number of names.  As a minimum, use a remark to explain why you

added or deleted an individual's name from a roster.  In

Figure 5-1, the following numbers coincide with the remarks that

are entered:

(1) 
Sick in quarters.

(2) 
72-hour pass (soldier of the month).
(3) 
Leave, 21-24 February.

(4) 
Staff duty NCO.

(5) 
Assigned and joined.

(6) 
Relieved as company clerk.

(7) 
Excused - detailed as company clerk.

(8) 
AWOL.

(9) 
PCS.

(10)
Leave, 2-9 March.

f. 
Nonchargeable Status.  Use a number with the abbreviation "A" to indicate the last number that was charged, as shown on the previous duty roster, before the person entered upon the nonchargeable status.  Refer to the column for 14 February in Figure 5-1.  The number in the first column of the new roster eliminates the need to refer to the old roster when the person returns to a chargeable status.

g. 
Posting Duty Rosters.  Post the duty roster only for those days on which you select a detail.  Use the following procedures on all duty rosters:

(1) 
Charging Persons Not Detailed.  When you make a detail from a roster, charge all other persons on that roster on that day with the number of the details that were missed since they were last detailed.  This does not include any nonchargeable days.  Nonchargeable days are the days that a person is absent or otherwise is not available because of leave, pass, special duty, temporary duty, illness in the line of duty, or any other authorized reason.  This does not include absence due to misconduct.  Normally, temporary duty (TDY) travel that does not extend beyond regular duty hours does not qualify as a nonchargeable day.
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(2) 
Posting Authorized Abbreviations.  When you post the duty roster, use only authorized abbreviations to indicate those who are not available for detail.

(a) 
The Letter "A".  Use the letter "A" to indicate persons who are absent or who otherwise are not available because of leave, pass, special duty, temporary duty, illness in the line of duty, or any other authorized reason.  Do not use the letter "A" if the reason for the absence from duty is due to misconduct.  TDY travel that does not extend beyond regular duty hours does not normally qualify an individual for an "A."  The use of the abbreviation "A" interrupts the numbering sequence of the days off.  Refer to Figure 5-1.

(b) 
The Letter "D".  Use the letter "D" to indicate the persons who are eligible for detail but who are not selected because of a previous detail or other duty.

(c) 
The Letter "U".  Use the letter "U" to indicate persons who are not available for duty because they are AWOL, under arrest, in confinement, sick but not in the line of duty, or who otherwise are not available as a result of their own misconduct.  If you use the abbreviation "D" or "U," continue the numbering sequence and ensure that the number includes the appropriate abbreviation.  Refer to Figure 5-1.

3.
Detailing Procedures.

The following subparagraphs discuss detailing procedures.  Refer to these subparagraphs for specific information.

a.
Detailing From the Duty Roster.  Normally, the person who is off the duty roster the longest is the next person to be detailed.  If that person is not available, then detail the person who is next-longest off from that duty.  If a person is unable to perform the duty, then detail the next eligible person to perform or to complete the duty.

b.
Detailing for Weekends and Holidays.  Maintain consolidated weekday-weekend-holiday duty rosters whenever possible.  This type of duty roster is possible only if consolidated rosters also are maintained.  However, there are two occasions when you cannot maintain this type of roster.  The following subparagraphs describe these exceptions:

(1) 
Entries Must be on the Same Roster.  Post entries for weekends and holidays, as well as entries for weekdays, on the same roster.  You may establish separate numbering sequences.
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(2) 
Weekend-Holiday Periods Must be Indicated.  Indicate the weekend-holiday periods with a system of vertical red lines.  These appear as heavy lines in Figure 5-1.  You may choose an alternative and enter the dates, the numbers, and the diagonal lines.  Indicate duty performance on those dates in red ink to identify or to separate the weekend-holiday periods from the weekday postings.

c.
Detailing From Units.  Whenever it is practical, you may detail from units by selecting the units on a rotational basis from a unit roster.  To list all the units on one roster, use DA Form 6 and list the unit designations in the place of individual names.  When this is not practical, you may devise your own method of assigning details to units.

QM3514
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LESSON 5

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answer with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: You are a company commander.  You are reviewing a prepared duty roster.  Use this situation and Figure 5-2 to answer questions 1 through 5.

1.  
Your subordinate leaders' use of duty rosters to record the duties that each person in your company performs allows you to ensure that

A.
everyone in the company performs a duty.

B.
NCOs use discretion in assigning duties to female soldiers.

C.
duties are assigned on an equitable basis.

D.
the battalion commander is notified as necessary when duties beyond the unit level are assigned.

2.  
To check the date that was entered when a particular duty was assigned, you consult which of the following entries to DA Form 6?

A.
"FROM" date.

B.
"THRU" date.

C.
"TO" date.

D.
Intermediate date.
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Figure 5-2.  Sample of a completed DA Form 6

QM3514
5-8
3.  
According to the duty roster that is shown in Figure 5-2, which of the following individuals performed duty on February 26 and February 28?

A.
CPL Daly.

B.
SSG Ames.

C.
SFC Able.

D.
SFC Brown.

4.  
You review the duty roster that is shown in Figure 5-2.  You observe that which of the following individuals was assigned duty as the staff duty NCO?

A.
SGT Call.

B.
SSG Boise.

C.
SFC Brown.

D.
SFC Cook.

5.  
PFC James White was unavailable for duty because he was AWOL.  To indicate this status, which of the following letters is used?

A.
"A."

B.
"D."

C.
"U."

D.
"X."
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LESSON 5

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
C.  duties are assigned on an equitable basis.

All levels of command and all types of organizations use duty rosters.  Duty rosters record the duty that each person performs in an organization.  They also allow supervisors to make duty assignments on an equitable basis.  (page 5-1, para 1)

2.      
D.  Intermediate date.

Intermediate dates are entered as details are made from the roster.  A date is not entered for any day that a detail is not made.  (page 5-2, para 2a(3))

3.      
B.  SSG Ames.

Diagonal lines may be used in the right corner of a block.  These diagonal lines indicate that the person performed duty on that date.  For SSG Ames, Figure 5-2 shows diagonal lines in the right corners of the blocks that represent February 26 and February 28, indicating that he performed duty on these dates. 

(page 5-2, para 2d)

4.      
D.  SFC Cook.

The numbers in the parentheses that immediately follow a person's name refer to a corresponding explanatory remark on the reverse of the roster.  The number 4 in parentheses indicates that the individual performed staff duty NCO duties.  (page 5-4, para 2e)

5.      
C.  "U."

Use the letter "U" to indicate persons who are not available for duty because they are AWOL or who otherwise are not available as a result of their own misconduct.  (page 5-5, para 2e(2)(c))

QM3514
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LESSON 6

SURVIVOR ASSISTANCE

Critical Task: S3-0320.00-0011

OVERVIEW

TASK DESCRIPTION:

In this lesson, you will learn to identify the responsibilities and the duties of the casualty assistance officer (CAO) and the benefits to which survivors are, or may be, entitled under various circumstances and conditions.

LEARNING OBJECTIVE:

ACTIONS:
Identify the responsibilities and the duties of the CAO and the benefits to which survivors are, or may be, entitled under various circumstances and conditions.

CONDITION:
You are a company commander.  Given information from DA Pamphlet 608-4 and DA Pamphlet 608-33 and extracts of DA Pamphlet 608-33.

STANDARD: 
Identifying the responsibilities and the duties of the CAO and the benefits to which survivors are, or may be, entitled under various circumstances and conditions will be in accordance with DA Pamphlet 608-4 and DA Pamphlet 608-33.

REFERENCES:
The material contained in this lesson was derived from the following publications: DA Pamphlet 608-4 and DA Pamphlet 608-33.

INTRODUCTION

Because of continuous changes in federal laws and government regulations that relate to benefits and entitlements and the many complexities that are involved with each case, every casualty case must be handled on an individual basis.  Each casualty case must be handled individually even after a multiple-casualty incident.
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This lesson discusses the CAO's responsibilities and duties and the benefits to which survivors are, or may be, eligible under certain conditions or circumstances.

PART A - RESPONSIBILITIES

1.
Duty Phases.

Duties normally fall into two distinct phases.  Phase I is the period from notification to burial.  Phase II is the period from burial through about 90 days after the burial.  During Phase II, you will help to process entitlements.  Because of the grief and the trauma that the next of kin (NOK) must overcome, do not rush into Phase II.  Wait until after the funeral.

2.
Phase I.

The following subparagraphs discuss your Phase I duties.  Refer to these subparagraphs for details.

a.
Notification.  You may be called on to serve as a casualty notifier or a CAO.  This lesson provides helpful guidelines to follow when you notify the NOK of the casualty.  For the purposes of this lesson, "casualty" refers to dead and missing personnel only.  HQDA notifies the NOK of casualties who are in other categories by telephonic communication.  Examples of these other categories are soldiers who are very seriously ill, seriously ill, or wounded in action.

As a CAO, you represent the Secretary of the Army.  You are expected to be helpful and sympathetic toward the NOK in this sensitive mission.  Your presence should soften the blow, if possible, and show the Army's concern for its personnel, their dependents, and their NOK.

Make personal notifications to the primary next of kin (PNOK) and to the secondary next of kin (SNOK) of all deceased and missing soldiers for whom casualty reports are required.  Make personal notification to the NOK of retirees when the person becomes a casualty overseas and the NOK is located in a different geographical area.  HQDA notifies the NOK concerning dependent deaths overseas by telephonic communication only on specific request.  Notification of the deaths of DA or DOD civilians is accomplished in person on request from the survivor.  Normally, the notification of DA or DOD civilian deaths is handled through the ARC.

The soldier will have noted the NOK to be notified on the DD Form 93.  Carry out these desires to the fullest extent that is possible.
QM3514
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NOTE: 
Beneficiaries for SGLI and the receipt of personal effects are not dependent on the soldiers DD Form 93, but on the separately executed form for SGLI and by different rules of law for personal effects (section 4712, title 10, United States Code [USC]).

When you are tasked to notify certain persons of the death or the missing status of a soldier, you will be given all the known facts.  Use good judgment by not relating gory or embarrassing details.  You must make personal notification promptly to prevent the NOK from being told of the casualty from an unofficial source or by hoax.

Make notification your highest priority.  It takes precedence over all your other responsibilities.  Make personal notification between 0600 and 2200, unless you are directed to make notification otherwise by proper authority as prescribed in AR 600-8-1.

All casualties do not involve death.  There are times when a soldier is missing.  For example, he goes boating with friends and falls overboard.  Friends may have seen the individual fall overboard but may be unable to further account for what happened to him.  You may have to tell the NOK when the victim was last seen and the known facts that the soldier is unaccounted for and is "believed to be a casualty."  Later, the soldier's remains may be recovered and identified.  If not, then the victim may be declared dead based on circumstantial evidence.  In this example, the soldier's status would be changed from "missing" to "deceased."
If the NOK to be notified is not fluent in the English language, then ensure that a qualified linguist accompanies you if one is available.  Instruct the linguist to interpret only what is spoken between you and the NOK.  Do not allow the linguist to engage in side conversations with the NOK.  Contact your casualty area command (CAC) military personnel office to get a qualified linguist when one is needed.

You may learn that the person to be notified has a medical problem.  If so, then be prepared for any emergency.  First, consult the family doctor.  Then, notify the NOK in the manner that the doctor recommends.  If the family doctor cannot be identified, then consult any licensed physician in the area in which the notification is to be made.  You may consider that it is best to get the doctor to go with you to make the notification.
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Be sure to have on hand the name of the local hospital and the telephone numbers for the local ambulance service and fire department rescue squad.

Members of the Army medical department cannot accompany you on these cases.  However, you may consult military physicians if they have been treating the person who is to be notified.

If the person whom you notify has an adverse medical reaction (such as a fainting spell, a heart attack, or a stroke) that is caused by the casualty notification, then submit progress reports to your CAC.  If the person is hospitalized, then submit a daily status report until the person is released.  If the person is treated by a physician but remains at home, then submit a one-time status report within 24 hours.  Refer to AR 600-8-1, paragraph 7-15, for the reporting format.

At the time of the notification, you may come across facts that cast doubt on a report of death--for example, a letter from the person that is dated after the date of the casualty incident.  Such cases are rare.  However, if one does occur, report it to your CAC.  The command in which the casualty occurred verifies the person's status and gives an explanation through casualty reporting channels.  You personally advise the NOK of the results.

Inform the NOK that HQDA will forward a commercial telegram or mailgram within 24 hours to confirm the information that you have just passed on.  This procedure (notification by a uniformed Army representative, followed by a confirming telegram) is designed to thwart hoaxes.

In the event that there is conflicting evidence concerning the possible death of an individual, the directing headquarters will not send the conflicting message until you have told the headquarters that personal notification to the NOK has been made.

Get a valid 45-day address for the NOK to ensure the proper delivery of the confirming telegram and other correspondence.  If you cannot get an address, then report this to the headquarters that directs the notification.  The 45-day address is the address at which the NOK expects to be available.  Its purpose is to have a current address for time-sensitive contact.  Examples of events that require time-sensitive contact are mailing government claim forms and death certificates; requesting disposition instructions for remains; and shipping personal effects.

After you make notification, locate the nearest telephone and call the CAC to confirm that you have made the notification.  Accomplish this immediately after you leave the premises at which you made the notification.

QM3514
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b.
Guidelines.  Your alertness to the needs of the NOK at this trying time help to maintain a good rapport with the NOK.

Employ the following guidelines when you make personal notification:

o 
Present a soldierly appearance.

o 
Call on the NOK promptly after you receive the casualty information.  Confirm with your CAC before you meet with the NOK.  Do so to determine whether unofficial notification has or has not taken place.  Your visit is to take place between 0600 and 2200 local time unless you are otherwise directed.

o 
Make the visit as inconspicuously as possible without calling undue attention to the unusual presence of the military.

o 
When you make notification, be as natural as possible in speech, manner, and method of delivery.  Furnish the NOK essentially the information that is provided in the following statements.  For death cases, use the following statement: "The Secretary of the Army has asked me to express his deep regret that your (relationship)(died or was killed in action) in (country or state) on (date).  (State the circumstances.)  The Secretary extends his deepest sympathy to you and your family in your tragic loss."  For missing cases, use the following statement: "The Secretary of the Army has asked me to inform you that your (relationship) has been reported (missing or missing in action) in (country or state) since (date).  (State the circumstances.)  When we receive more information, you will be promptly notified.  The Secretary extends his deepest sympathy to you and your family during this trying period." 

o 
Be alert for any adverse reaction to the news.  If there seems to be no other adult member of the family at home and the news produces a shock, then it may be helpful for someone to be with the NOK.  If so, then ask, "Is there anything that I can do?"  In case of a severe reaction, say, "May I call someone or ask a neighbor to step in?" 

o 
Inform the PNOK that you will make a later visit.  However, do not specify the date or the time of that visit.
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o 
State that within 24 hours the NOK will receive a confirming telegram from HQDA of the information that you have passed to the NOK.  Verify the NOK's complete name, telephone number, and 45-day mailing address at this time.

o 
In death cases, unless you are instructed otherwise, take the following actions: If the remains have been recovered, then tell the NOK that the you will present him with information concerning burial entitlements and will assist him in making burial arrangements.  In the case of SNOK, tell him that you will assist the PNOK in making burial arrangements.  If the remains were not recovered, then tell the NOK how memorial services are conducted.  Advise the NOK (if you are asked) that the normal time for the return of remains from an overseas area to the final destination is 7 to 10 days and 3 to 4 days to destination for remains within the CONUS.

o 
If the NOK is not home, then ask for information from neighbors, friends, clergy, the postmaster, or the police, if necessary, on the whereabouts of the NOK.  Take care not to disclose the full purpose of your mission except to the NOK.  If the NOK's absence is temporary, then you may await his return or go in search of him as appropriate.  If the NOK is out of town and is not expected to return shortly, then pinpoint the exact location.  If it is within a reasonable distance, then carry out the visit.  If not, then redirect action at once by telephone through the casualty reporting chain of command.  Once notifying action begins, it must be continued until it is completed.

o 
Inform the PNOK that you will make notification to the SNOK if required.

o 
Inform the SNOK that the PNOK has already been informed.

o 
Inform the NOK that a letter, which will give more details, will be coming from the soldier's commander.

o 
Call the CAC as soon as notification has been made from the nearest telephone away from the residence of the NOK.
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The following list provides guidelines to follow on what NOT to do when you make personal notification:

o 
Do not notify the PNOK by telephone unless you have prior authorization to do so from HQDA.

o 
Do not call for an appointment prior to making the initial personal notification.

o 
Do not hold your notes or a prepared speech in your hand when you approach the residence of the PNOK.

o 
Do not disclose your message except to the NOK who is concerned.

o 
Do not leave word with neighbors or others to have the NOK call you.

o 
Do not speak hurriedly or continuously refer to notes when you talk to the NOK.

o 
Do not use code words or acronyms that may have been used in the casualty report.

o 
Do not touch the NOK in any manner unless there is extreme shock or fainting.  In such cases, assist the NOK only as required and call for appropriate assistance.

o 
Do not discuss entitlements for death cases at this time.  If you are asked, advise the NOK that you will return later to discuss all details.

o 
Do not discuss the disposition of the remains or personal effects at this time.

o 
Do not inform the SNOK that you will make a visit.

o 
Do not commit your organization or HQDA to carrying out an action or obtaining some information by a given time.  Forward all requests for information or other assistance promptly to the proper agency or through the casualty reporting chain of command.

o 
Do not stop in taverns or similar places before you visit with the NOK.  This will avoid your having liquor on your breath.

o 
Do not initiate any discussion of autopsies or investigations.


6-7
QM3514

c.
Assistance.  As the CAO to the NOK of members of the US Army, your task is not easy.  It will be one of the most difficult and sensitive additional duties that you ever face.

You are charged by the Secretary of the Army to render all the reasonable assistance that is needed to settle the affairs of a deceased soldier.  The quality of your service must reflect your full attention to duty and to the NOK.  It lessens the emotional and the financial strain that the NOK bears during a period of great trauma.  Pursue your assignment with a keen sense of urgency.  Take pride in your conduct, your military appearance, and the service that you render.  Keep uppermost in your mind the position of the NOK.

As the Secretary of the Army's representative to the NOK, you are appointed by a local Army commander who has overall responsibility for the assistance program.  The local casualty and mortuary affairs (MA) officer supervises the assistance program for the CAC.  All the CAC commander's resources, including the resources of his entire staff, are available to you to carry out your duty.  Ask for what you need.

Your main POC and source of information will be the casualty section, a subordinate element of the office of the installation AG.  You may also receive assistance from the following agencies or individuals:

o 
Staff judge advocate (JAG).

o 
Surgeon.

o 
Provost marshal.

o 
Public affairs office.

o 
Finance, housing, and transportation offices.

You are expected to make such contacts, when necessary, without the referral of the casualty section, which also coordinates with MA.  Also, the following organizations will help when you require their assistance:

o 
ARC.

o 
Army Emergency Relief (AER).

o 
Regional offices of the Veterans Administration (VA).

o 
Social Security Administration (SSA).

Do not hesitate to call on these local services and support activities.  The Army Mutual Aid Association (AMAA) is only a telephone call away 1-800-336-4538; local Virginia call 703-522-3060.  The AMAA will advise you concerning benefits for officers and nonmember personnel.
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If you do not know how to deal with a given situation, the casualty section will point you in the right direction.  However, in the final analysis, the casualty section serves in an advisory capacity.  You must decide and do what needs to be done.

d.
Initial Contact.  When a soldier dies or is killed, a designated Army commander submits a report of casualty to the Casualty and Memorial Affairs Operations Center (CMAOC) at the US Army Military Personnel Center (MILPERCEN).  Instruction to notify the NOK is sent to the commander of the area in which the NOK lives.

A uniformed officer or a similar NCO visits the PNOK to make personal notification.  The notifier relates the facts and the circumstances of the death of the soldier and extends the sympathy of the Secretary of the Army.  He tells the PNOK that another Army representative, the CAO, will call within 24 hours.  Following the notification, a Western Union telegram or a mailgram is sent to the PNOK to confirm the notification.  As the CAO who is assigned to the case, you are called and alerted to commence your duties immediately.

Immediately after you are assigned a case, prepare for your initial contact with the NOK.  The CAC or the major overseas casualty command (MOCC) briefs you concerning your duties.  If you have not been furnished the text of the notification message, then get it from the CAC or the MOCC.  Be aware of all the known facts concerning the death of the soldier and the way that they were presented to the NOK.  Do not interpret or expand on them to the NOK.  (Refer to the extracts of DA Pamphlet 608-33 (Casualty Assistance Handbook), Appendix C.  These extracts are in Appendix B at the end of this subcourse.  They provide information concerning specific reports pertaining to the casualty.) 

Contact the person who made the personal notification.  The notifier can tell you exactly what was said to the NOK.  The notifier can provide you with valuable insight on the reaction of the family, whether there is any hostility, and the background of the NOK.  Possessing this information, you are better able to cope with the difficult initial contact.

Within approximately 24 hours after the NOK has been personally notified, telephone him to make an appointment to visit.  The NOK will be expecting your call.  Any delay on your part causes needless anxiety.  A long delay may be perceived as indifference on your part.

In your call, identify yourself and the fact that you will be assisting.  Do not say that you have been "appointed" or give an impression that assisting is a chore or an inconvenience to you.  Be sincere in your offer to help.  Always extend sympathy and 
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condolences yourself.  Tactfully, explain that there are, or shortly will be, a number of matters that require the NOK's persona) attention and decision.  Ask to meet with the NOK as soon as possible, either in the NOK's home or at another place that the NOK designates.

The first telephone contact is crucial.  Your courtesy, sincerity, honesty, understanding of the situation, and ability to answer questions help to establish the rapport that is needed between you and the NOK.  If you do not make the grade here, you will find it hard to succeed later.

e.
Visits.  The following subparagraphs discuss the visits that you will make to assist the NOK.  Refer to these subparagraphs for details.

(1) 
First Visit.  Your first visit with the NOK may be difficult for you.  However, try to appear poised and self-assured.  The NOK relies on you for strength and expects to find you fully competent.  Be sure that your uniform is proper, clean, and neatly pressed whenever you meet with the NOK.  Keep your relationship with the NOK on a professional level at all times.  Never become personally involved, seek favors, or borrow or loan money.  As a representative of the Secretary of the Army, you must be the epitome of a professional soldier in conduct and in appearance.

Keep the first visit brief.  Strengthen the rapport with the NOK that you created in your earlier telephone call.  If a number of persons are present when you arrive, ask to discuss matters in private.  In this way, you do not have to deal with a number of persons at the same time.  Your main concern is to answer questions and to meet demands and requests from the PNOK.  If the person who made personal notification is unavailable, then you have to obtain a 45-day address from the PNOK.

One of the first questions that the NOK will ask will concern the arrival of the remains.  This is a crucial factor to the NOK.  Be alert to this concern.  Answer the questions with care.

Normally, remains are returned from an overseas area to port of entry (POE) mortuaries in the US.  For deaths in the Far East, remains are moved to the mortuary at the Oakland Army Base, California.  For deaths in Europe, remains are moved to the mortuary at Dover Air Force Base, Delaware.
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The average time from the date of death until the remains reach the POE mortuary is 7 to 10 days.  This time is needed for the following:

o 
Any post-mortem examination by medical authorities overseas.

o 
Movement of the remains from the hospital to the overseas mortuary.

o 
Movement of the remains to aerial port of exit.

o 
Movement of the remains to the POE.

Once the remains arrive at the mortuary, 24 to 36 hours of processing time are required to accomplish the following:

o 
Prepare the remains.

o 
Place the remains into a casket.

o 
Make transportation arrangements to the final destination.

If death occurs in the CONUS, then the average time until the remains reach the final destination is three to four days.

Stress that the return time is the average length of time.  The NOK may consider this too long.  Be tactful in explaining the reasons for the length of time.  The transportation of the remains is subject to the availability of scheduled flights.  Follow up concerning the status of the remains.  Keep the NOK informed.  Do not wait until the NOK asks you to check the status.

When death occurs overseas and the NOK desires the remains to be buried there, contact the nearest servicing military mortuary for guidance and assistance concerning the procedures for burial in that country.

Tell the NOK of the entitlement to a death gratuity (DG).  When a spouse or parents survive the deceased soldier and payment is not restricted, the field finance office pays the DG within 72 hours after the first notification of death or within 72 hours of the receipt of authorization.  Additional emergency financial assistance may be obtained from the AER or the ARC.

When the beneficiary of the DG is not a spouse or another PNOK and that person is in dire financial straits, contact the US Army Finance and Accounting Center, ATTN: FINCP-BG, Ft Benjamin Harrison, IN, AUTOVON 699-2347, for possible partial payment of 
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the DG allowance.  You may be required to verify and to document unusual designated beneficiaries such as persons in "place of a parent." 

Keep written notes on this and all later visits with the NOK.  These notes will be invaluable for reviewing what was said or done and to ensure that you have answered all questions and have fulfilled all requests and commitments.

If you believe that the emotional state of the NOK allows it, leave a copy of DA Pamphlet 608-4 (A Guide for the Survivors of Deceased Army Members)(active duty cases only) or DA Pamphlet 600-5 (Handbook on Retirement Services for Army Personnel and Their Families)(retired cases only).  You will cover and highlight their contents in later visits.

Do not promise the NOK anything unless you are certain that it can be done.  Do not discuss benefits at this visit unless the NOK specifically asks about them.  Tell the NOK that you will return the next day to begin planning funeral arrangements.  Suggest that the NOK give thought to where the deceased is to be buried and what funeral home to use.

Use the procedures that are outlined in the following subparagraphs to obtain instructions from the NOK for the disposition of the remains.  "CAC," as used in these procedures, includes the casualty area command office as well as the supporting mortuary office.  The procedures are contingent on all activities that support you when you have in your possession the disposition of the remains letter prior to making contact with the NOK.  A sample letter for requesting the disposition of the remains instructions and a disposition statement from the NOK is shown in Figure 6-1.

(a)
Procedures to Follow When the Next of Kin Resides in the Casualty Area Command.  If the NOK resides in the CAC in which the death occurs, then employ the following procedures:

o 
During your or the mortuary officer's initial contact with the NOK, the disposition of the remains letter and the disposition statement will be discussed or presented by either you or the mortuary officer.  The instructions to complete the statement as soon as possible and to return it to you or the mortuary officer also will be provided.

o 
On receipt of the statement, you or the mortuary officer immediately makes the 
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information that is available to the CAC by providing the statement itself, if practical, or by telephone.  If the information is made available via telephonic communication, then the letter is mailed to the CAC after the disposition instructions have been passed.

[image: image21.png]{Date)

(Rame of NOK) gh““?\'e

{Address of NOK)

Dear ]

The Army desires to assiat you in every way possible in the funeral arrangsments of your
(Relationship), (Name and Rank).

You have a choiae as to whether you vant the Army to assume responsibdbility for the preparation and
shipmsent of the remains, or vhether you wvant to make these arrangements. Your choioce should be
indicated on the snclosed disposition statesent and returned to your casualty assistance officer as
soon as possibdble.

1f the Army asaumes responsibility, we will provide for the embalming and preparation of the
remains, amilitary metal gasket, amilitary esoort to accompany the remains and movement by the most
oxpeditious means to a funeral home, mortuary, or a Sovernsent cemetery of your cholce that has grave
space available. The Army will also make arrangements for oremsation if you 80 desire. These services
will be provided at government expense.

If you prefer to personally make all arrangements, please provide the name and address of your
funeral director. In this instancs, you will be reimbursed for the sxpsnses incurred in the
preparation and casketing of the remains in an approximate amount of {contraat prioce or $780) or
actusl cost, vhichever is less, plus the amount it would cost the Government to transport the recains
to final destination.

Whether the Army or you make all arrangements, an interment allowance will be paid to help defray
burial expenses. Maxisum allovance is $1,780.00 if interwent i3 ina civilian cemetery; maxinum
allowance of $1,180.00 if consignment is made Lo & funeral home prior to interment in a National or
Covernment Cometery, and a maximum allovance of $78.00 4f consigned directly to a Hational or
Government Cometery. Yacilities for vieving the remains are not aveilable at Rational or Government
cemeteries. Your Casualty Assistanoce Officer oan provide information on availability of grave space
in Eational or Government cemeteries.

If the Army assumes responsibility, 40 not set a funeral date until the Army has advised you o the
soheduled arrival time of your (Relationship) remains.

Sincerely,

{Signhature of CAO or Mortuary
0fticer)

Enclosure




Figure 6-1.  Sample letter to NOK regarding

disposition of remains
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Should this information become available during nonduty hours and you or the mortuary officer do not have an off-duty POC from the CAC, the, the information is to be provided to the installation duty officer for forwarding to the CAC office at the next duty period.

[image: image22.png]Please Indicate your desires below:

Option I

Option II

Option IIl

Option IV

<
\
@?
Ae

Dispositics Statement

{ ) I, the undersigned, desirs the Army to assume responsibility for
disposition of wy (Reldtionship) remains and have them shipped to the
Funeral Homs 1identified belovw.

( ) I, theundersigned, will assume responsibility for dispositionof
gy (Relationshizp) remeins (Release to (Name and Address of Funeral Home)).

{ ) I, the undsrsigned, desire intorment of my (Relationship) remains at :
(Name and sddress of National or Goverament Cemetery).

{ ) I, the undsraigned, hersby request that the remains of my
(Relatioastip), (Neme snd Rank), be cremated.

I coertify thict I have the legal right 1o make this authorisation and agres that I will hold the U.S.
Army, my agc:t . harmless against any 14ability on account of ocrematicn. I also reguest that the in-
urned cremains ke escorted to the Funeral Home identified belovw.

Nams of Yun2ral Home:
Address -~ Street:
City, Stats, Zip:

Telephone Xumber:

(Type or peint ngme of NOK) (Type or peint mame of witness)
(Stemstare of NOK) (Sigusture of witness)
(Date) (Date)




Figure 6-1.  Sample letter to NOK regarding

disposition of remains (continued)
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(b) 
Procedures to Follow if the Next of Kin Resides in a Casualty Area Command Other Than the One in Which the Death Occurs and the Death Occurs in the United States.  If the NOK resides in a CAC area other than the one in which the death occurs and the death occurs in the CONUS, then use the following procedures:

o 
During your or the mortuary officer's initial contact with the NOK, the disposition of the remains information letter and the disposition statement will be discussed and presented to the NOK.  Instructions to complete the statement as soon as possible also will be provided, and the NOK will be advised to return it to you or the mortuary officer.

o 
When you or the mortuary officer receives the disposition statement, ensure that the information is made available promptly by telephone (or the use of a facsimile [FAX] machine, if one is available).  Ensure that the information is made known to the CAC that has control of the remains and has responsibility for the disposition of the remains.

o 
The disposition information may become available during nonduty hours, and you or the mortuary officer may not have an off-duty POC from the CAC that has control of the remains.  If this is the case, then pass the information to that CAC's installation duty officer for forwarding to the CAC office at the next duty period.  The original disposition of the remains statement signed by the NOK will be forwarded immediately by mail to the CAC that handles the disposition of the remains.  The original statement is to be associated with the case file.  You or the mortuary officer retain one copy of the statement.  The other copy is forwarded to your or the mortuary officer's supporting CAC.
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(c) 
Procedures to Follow if the Next of Kin Resides in the Continental United States and the Death Occurs Overseas.  If NOK resides in the CONUS and the death occurs overseas, then employ the following procedures:

o 
During you or the mortuary officer's initial contact with the NOK, the disposition of the remains information letter and the disposition statement will be discussed and presented to the NOK.  The NOK will also be instructed to complete the statement as soon as possible and return it to you or the mortuary officer.

o 
Upon receipt of the disposition statement, you or the mortuary officer immediately makes the information available to HQDA (DAPC-PEC-D) by telephone.  (Use a FAX machine if one is available.) 

o 
If the disposition information becomes available during nonduty hours, then it will be passed to the casualty service office.  The casualty service office is manned 24 hours a day and will forward the disposition information to HQDA (DAPC-PEC-D) at the next duty period.  The disposition of the remains statement that is signed by the NOK will be forwarded immediately by mail to HQDA (DAPC-PEC-D), Alexandria, VA 22331-0481, for association with the case file.  You or the mortuary officer retains one copy of the statement.  The other copy is forwarded to you or the mortuary officer's supporting CAC.

Ensure that the NOK receives a DA Form 5516 (Casualty Assistance Referral Card) before you leave from the initial visit.  After the visit, use DA Form 2204-R (Casualty Assistance Report) as a checklist and to record the actions that you have completed.  When you have completed DA Form 2204-R, forward the report to your CAC or to the MOCC.

(2) 
Second Visit.  The second visit will probably occur the next day.  Normally, the NOK is still grieving over the loss of the soldier.  However the NOK's shock usually will have subsided, and you should find it somewhat easier to deal with the NOK.  However, be aware that it can take only a little thing--a word or minor incident--to trigger an emotional outburst.  This may continue throughout the day of the funeral when the finality of death may make the NOK appear less distraught.  With this in 
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mind, do not discuss too many details too fast.  Limit your discussions to the following:

o 
Discussing the death gratuity.

o 
Completing the disposition of the remains statement.

o 
Preparing the remains for the funeral.

o 
Answering specific questions.

Then, using the disposition of the remains information letter, advise the NOK about government entitlements regarding the following:

o 
Preparation and the disposition of the remains.

o 
Reimbursements for incidental burial expenses.

o 
Special escort requirements.

If necessary, refer to AR 600-8-1 (Casualty and Memorial Affairs and Line of Duty Investigations), Chapter 28.  This publication can provide additional information on these entitlements.  This action ensures that the NOK understands that the financial assistance that is to be provided will help to defray some, but not necessarily all, of the funeral expenses when the funeral arrangements are made.  Make sure that you discuss the entitlements with the MA officer of your CAC and that you understand them.  To assist the NOK in deciding where the remains of the soldier will be buried, advise the NOK of the possible availability of a national cemetery.  Do not commit the government to burial in any cemetery until you confirm the grave site availability with the cemetery director.  Check with the VA (cemetery service) or the installation mortuary officer for further assistance.

The alternative to a national cemetery versus a private cemetery and the selection of a funeral director are decisions which the NOK alone must make.  Be careful not to influence the NOK's decision or to recommend one funeral director over another.  If the NOK asks for your opinion, tactfully state that, as a representative of the Army, you cannot suggest a specific funeral home.  You may present a listing of all the reputable funeral homes in the area.  However, do not become involved in the selection of the merchandise or in monetary transactions between the funeral home and the NOK.  To do so could put the Army in a legal bind if the NOK fails to pay his obligation.

These decisions will be difficult for the NOK, and the NOK may wish to put them off.  However, encourage the NOK to decide as soon as possible since the remains cannot be returned until the 
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Army authorities know where to ship them.  You must be forthright, but not offensive or pushy.  Act with tact and empathy.

Once the NOK has chosen the funeral director and the location where the deceased is to be buried, assist the NOK in completing the disposition of the remains statement.  Forward the statement as directed in subparagraph 2e(1)(a), (b), or (c), as appropriate.  Also, include a request for a special escort, if applicable, and any other requests that are related specifically to the return of the remains only.  Give your name and telephone number (with the area code) as a POC if appropriate.  Do not send this statement until the funeral director has agreed with the NOK to furnish his services or the director of the cemetery has officially agreed to the soldier's burial.

The next decision that is required of the NOK concerns the type of the funeral desired--military or civilian, full military honors or simple honors, and military or civilian chaplain.  Check with the casualty section at the Army military installation that is nearest the place of burial to find out what military honors are available.  Explain these to the NOK.

The NOK should state to what degree he wants you to be involved in making these funeral arrangements.  Do not make any major decisions without the NOK's approval.  Do not commit anyone to anything without first checking to ensure that it can be done.  Keep the costs within the limit of the reimbursements that the NOK is to receive unless money is no obstacle to the family.

(3)
Additional Visits.  After the funeral, you again visit the next of kin.  Refer to subparagraph 3b of this lesson for details concerning your after-funeral visits.

f.
Before the Arrival of the Remains.  While you are waiting for the remains, make preliminary funeral plans by alerting the appropriate agencies that are involved in the funeral services (for example, the officer in charge [OIC] or the NCO in charge [NCOIC] for military honors, chaplain's support, or transportation).

Visit the NOK regularly.  Let the NOK know what you have done and that you have not forgotten him.

Check with the funeral director (or the cemetery) frequently each day for word of the arrival of the remains.  The funeral director will be telephoned by the CAC's mortuary officer within 24 hours of the arrival of the remains.  The funeral director will be told the mode of movement and the itinerary.  Once this information is known, meet with the NOK and establish a tentative funeral date.  Do not set a firm date for the funeral services until the remains 
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have arrived at the destination.  Weather conditions and airline cancellations can alter the scheduled arrival time of the remains.  A premature setting of the date and the time of the funeral services only causes confusion, additional anxiety, and possibly an unnecessary financial burden to the NOK.

Consistent with the time that is available, confirm all funeral arrangements.  Keep the NOK informed at all times.

g.
Meeting and Escorting the Remains.  The funeral director will meet the remains and the escort.  It is appropriate for you to accompany the funeral director on this task.  Whether the NOK accompanies you or not is his decision.  It would be best if the NOK did not.  Tell the NOK that you will assure that the remains of the soldier are cared for and that you will call for the NOK and take him to the funeral home when the funeral director is ready.  Ensure that the funeral director or the escort has the flag or the flags that are to be presented in the funeral services.  Introduce the NOK to the escort at your first opportunity.

The responsibilities and the duties of the military escort are explained in detail in DA Pamphlet 638-1 (Escorting Deceased Army Personnel).

3.
Phase II.

The following subparagraphs explain Phase II.  Follow the procedures as outlined in the following subparagraphs:

a. 
Funeral.  Your specific involvement in the funeral will depend on what the NOK requests of you.  In any case, you must attend as the representative of the Secretary of the Army unless the NOK desires otherwise.

Check the burial detail immediately prior to the funeral to resolve any possible problems and to monitor its performance during the service.  Make a note of anything unusual regarding appearance or performance to pass on to the CAC.  The military honors team will have an OIC or an NCOIC who will inspect, orient, and supervise the burial detail.  The transportation and the training of the military personnel to render military honors will be the OIC's or the NCOIC's complete responsibility.  Coordinate closely with the OIC or the NCOIC and the funeral director to ensure the proper delegation and the pinpointing of the responsibilities for key tasks (for example, the positioning of the firing squad and the bugler or the presentation of the flag at the grave site).
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Sometimes a general or other high-ranking officer, the chaplain, or a special escort is asked to present the flag to the NOK.  However, if you are requested to present the flag, then you may use one of the following formats when you make the presentation:

o 
"On behalf of the President of the United States and the people of a grateful nation, may I present this flag as a token of appreciation for the honorable and faithful service that your loved one rendered this nation?" 

o 
"This flag is presented on behalf of a grateful nation as a token of appreciation for the honorable and faithful service that was rendered by your loved one."  Review with the NOK the sequence of these events as they are to occur at the funeral services.  Remember the stress that the NOK is undergoing.  You may need to repeat certain items.  Well-planned, well-coordinated funeral services will be noticed by the NOK.  The NOK will appreciate the professional conduct of the funeral and frequently will write to let authorities know this.

b.
After-Funeral Visits.  Up to this time, you have avoided discussing rights, benefits, or entitlements except where they pertained to the DG and the funeral.  You have avoided these because the NOK would not have been in a receptive frame of mind for the discussion of such matters.  You should have been briefed on survivors' benefits and entitlements by the CAC's casualty officer.

Two days after the funeral, call the NOK and make an appointment to visit.  To prepare the NOK for this visit, briefly go over what you will be discussing.  Encourage the NOK to review the handbook (DA Pamphlet 608-4 or DA Pamphlet 600-5) that you left with him on a previous visit.

At this visit, you should note a marked change in the NOK's attitude.  Grief will have subsided.  The NOK will begin to show an interest in what is to come.  The NOK may show some concern over the ability to get along.  Your presentation of all the NOK's benefits and entitlements will help to ease many fears and be a source of comfort.  Telling the NOK about them is important, but you also must follow up on them.  Let the NOK know that your thoroughness is part of the Army's concern for his or her wellbeing.  Assist the NOK in filing the applications for monetary and other benefits and entitlements, Use local facilities, such as legal assistance and copying equipment, to develop and to support claims for benefits.
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If the NOK is a dependent, then the NOK must have a DD Form 1173 (Uniformed Services Identification and Privilege Card) to continue to use the post exchange (PX), the commissary, and the medical treatment facilities.  Make an appointment with the issuing facility in advance so that the NOK will not have to wait too long.

Escort the NOK to the regional office of the VA and to the SSA.  Let one of the experts at these agencies compute the NOK's monthly entitlements and resolve all the matters that are related to the organizations.  The AMAA will give you only an estimate of these on request.  Remember, only government entitlements are paid without application.  All other benefits will be paid only on application.

Strictly speaking, your duties as CAO officially end when the last application for benefits is submitted.  However, you have a moral obligation to ensure that the benefits are received.  It would be fitting on your part to telephone the NOK during the time when you know that he will be receiving the first checks.  This reaffirms the Army's concern for the NOK.  If the checks have not been received or are not in the expected amount, then write a letter to the proper agency.  Have the NOK sign the letter and use his or her return address.  In this way, you help the NOK to resolve the matter, but you do not enter the picture officially with the agency.  Experience has shown that the telephone is effective in dealing with the local office of an agency.  If the agency is not in the immediate locale, then send all correspondence by certified or registered mail.

The NOK may need legal aid in matters that relate to the soldier's military service.  The Army legal assistance officers or the local JAG's office provides this assistance.  If you have not already visited this office, a fitting last action on your part would be to escort the NOK there for a review of his or her legal affairs.

PART B - BENEFITS

1. 
Burial Benefits.

Additional burial benefits.  In addition to those that already have been discussed, include the following:
o
Care of the remains.

o
Funeral and burial services.

o
Dependent travel.

o
Household goods movement.

o
Mobile home movement.

o
Automobile shipment.
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o
Family quarters retention.

o
Personal effects disposition.

a.
Care of Remains.  The following subparagraphs explain the benefits that are available for military, private, and overseas burials.  Refer to these subparagraphs for details.

(1) Military.  The following mortuary services and items may be furnished at government expense:

o 
Preservation of the remains.

o 
Metal sealer casket that meets government specifications.

o 
Uniform with the accoutrements or civilian clothing with appropriate underwear.

o 
Cremation at the request of the PNOK.  A suitable engraved urn also will be furnished.

o 
Transportation of the remains to the destination.

o 
Escort for the remains.

o 
Interment flag with a case for the PNOK.  In addition, a flag is authorized for the parents.  If the parents are legally separated or divorced, then one flag is authorized for each parent.

o 
Interment in a government (national or post) cemetery with available grave space.

o 
Grave marker furnished by the VA.

o 
Interment allowance.  An interment allowance will be paid to the PNOK to help to defray the costs of funeral expenses.

o 
Memorial service allowance.  An allowance will be paid to the PNOK to help to defray the costs of memorial service expenses for a soldier whose remains have not been recovered.

o 
Travel of certain relatives to attend the funeral services.

NOTE: 
The Army authorizes the care of the remains if the retiree is hospitalized continuously from the date of his retirement, 
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(2) 
Private.  If the PNOK wants to be responsible for the remains and to make private arrangements, he may be reimbursed for normal expenses.  The PNOK submits a claim, with supporting receipts, to HQDA (DAPC-PEC-D), ALEX, VA 22331-0481.  Normally, the military authorities where the death occurred furnish the claim form and the instructions for completing it.  When HQDA (DAPC-PEC-D) receives the completed form, it determines the amount to allow.  The following items may be considered:

(a) Preparation of Remains.  When death occurs in the US, reimbursement is limited to an amount for which the government could have obtained the services from a government contractor for embalming and a casket (or cremation and an urn).  If the area of death is not covered by a contract, then the amount that can be allowed or the actual cost will be paid, whichever is less.  When death occurs outside the US and the remains are prepared in other than an armed forces mortuary, then a reasonable amount will be allowed depending on the circumstances of each case.

(b) Transportation.  Reimbursement for shipping the remains is limited to the amount that it would cost the Army to ship them by commercial carrier.

(c) Interment Allowance.  An interment allowance is the amount that currently is allowed to help to defray the costs of funeral expenses.  The cost of any of the following items may be included in the request for the reimbursement of burial expenses:

o 
Funeral coach.

o 
Flowers.

o 
Casket receptacle.

o 
Church services or clergyman's fee or honorarium.

o 
Death notices.

o 
Passenger car for the NOK.

o 
Funeral director's services, including the use of facilities and equipment.

o 
Single grave site.

o 
Crypt or niche.
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o 
Grave or niche opening or closing (private cemetery).

o 
Cemetery equipment use.

o 
Other expenses for burial or interment.

For the items that are listed in the preceding bullets, maximum allowances may be paid, depending on the circumstances.

(3) 
Overseas.  Death may occur overseas with burial to take place in the US.  In this case, the remains are to be shipped to a US port of entry as soon as possible.  Normally, the remains will be shipped within 7 to 10 days.  Once the remains arrive at the US POE, they are dressed, cosmetized, casketed, and moved to their final destination.  The commander at the port of entry advises the consignee and the person who directs the disposition of the remains of the date and the time that the remains are scheduled to arrive at the final destination.  Ensure that the date of the funeral is not set until the remains arrive at the destination.  Weather conditions and airline cancellations can alter the scheduled arrival times of the remains.  A premature funeral date and time will cause confusion.

The person who directs the disposition of the remains may reside in the overseas command in which the death occurred.  If so, then the overseas command contacts that person for instructions concerning the disposition of the remains.  That person may elect to have the remains buried overseas.  If so, then the overseas command has the remains placed into a casket and arranges transportation to the place that is designated for the burial.  If it is feasible to do so, then the overseas command assists in arranging for the burial and pays the authorized burial allowance.

It may not be possible to recover the remains of an Army member.  If this is the case, then the Army provides the following:

o 
Reimbursement for memorial service expenses, not to exceed the authorized allowance.  The PNOK submits itemized, receipted bills for the reimbursement of memorial expenses to HQDA (DAPC-PEC-D), 2461 Eisenhower Avenue, Alexandria, Virginia 22331-0481.  A claim for reimbursement is allowed only when it is presented within 2 years after the official notification of death.

o 
Upon request, a memorial flag is furnished to the eligible recipients by the nearest Army installation.
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o 
Memorial marker.

b.
Military Funeral.  Refer to Part A, subparagraphs 2f, 2g, and 3a, of this lesson for instructions regarding the procedures that are used for a military funeral.  The following subparagraphs give further details concerning the procedures that are used for military funerals:

(1) 
Burial.  The person, usually a funeral director, who makes the arrangements for a burial or an inurnment should communicate as soon as possible with the Office of the Superintendent of Arlington National Cemetery, Arlington, Virginia 22211, telephone number: (202) 695-3253 or 695-3250, or the superintendent of the government cemetery at which the burial is desired.  Information as to the active duty status of the soldier at the time of his death must be furnished with the request for burial or inurnment.  The remains are not to be shipped to the cemetery, nor are the date, the time, and the place of the burial to be announced in newspapers until the cemetery official makes the notification to do so.  The office at Arlington National Cemetery is open six days a week, from 7: 30 a.m.  to 4: 00 p.m., Monday through Friday, and from 9: 00 a.m.  to 1: 00 p.m.  on Saturday.

(a) 
Installation or National Cemetery.  Active duty soldiers are eligible for burial in Arlington National Cemetery or in any post cemetery in which grave space is available.  In addition, the soldier is eligible for the inurnment of cremated remains in Arlington's Columbarium.  Direct requests for burial or inurnment in Arlington to the Superintendent of Arlington National Cemetery, Arlington, Virginia 22211, telephone number (202) 695-3253 or 695-3250.  Direct requests to be buried in installation cemeteries to the casualty and MA office at the installation at which the burial is desired.

NOTE: 
The spouse, minor children, or unmarried dependent adult children who die before a retiree may be interred in the same grave provided that the service member signs an agreement that he will be buried in the same grave.  The widow or the widower has the same option but does not have to sign a waiver.

(b) 
Other Cemeteries.  Deceased soldiers may be buried in other national cemeteries where space is available.  In some cases, burial will be considered for the soldier's spouse, minor children, and adult dependent children.  Refer to the note in the previous subparagraph.  Information concerning burial in a national cemetery is available from any VA office.  Make requests 
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for burial eligibility directly to the director of the national cemetery in which burial is desired.

(c) 
Headstone or Marker.  The government furnishes, at no cost, a headstone or a marker with which to mark the grave.  Use VA Form 40-1330 (Application for Headstone or Marker).  The person who escorts the remains to the burial place, the funeral director, or you provide this form.  Submit the completed VA Form 40-1330 directly to the VA.  For more information concerning the government headstone and marker program, write to the Director, Headstone Service (42A), Veterans Administration, 810 Vermont Avenue, Washington, DC 20748.

(d) 
Military Honors.  Army installation commanders within the CONUS are assigned a specific geographic area for military burial honors.

It is DOD and Army policy to provide full honors whenever possible for active duty personnel and Medal of Honor recipients.  However, decisions concerning whether to grant funeral support and at what level are left to the local commanders.  They are most familiar with their resources and competing demands.

When burial honors are requested by the NOK, the Army commander must have sufficient notification in order to plan properly, to prepare properly, and to transport the funeral detail to the burial site.

Full burial honors include the following:

o 
OIC or NCOIC (determined by the rank of the deceased).

o 
Pall bearers.

o 
Firing squad.

o 
Bugler (or substitute such as civilian musician or tape recording).

If military burial honors are desired, promptly notify the funeral director.  He will make the necessary arrangements.

(e) 
Veterans Administration Burial Allowances.  To receive VA burial allowances, the deceased veteran must have received a discharge other than dishonorable.  The following allowances are applicable for deaths that occur after 30 September 1981:

o 
Burial Allowance for Service-Connected Death.  If a veteran dies as a result of a service-
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connected disability or disabilities, then an amount that is not to exceed $1,100 may be paid toward his funeral and burial expenses, including the cost of transporting the body to the burial place.  The payment of the burial allowance is in lieu of the payment of any benefit that is authorized under subparagraphs (2) through (4).

o 
Burial Allowance for Nonservice-Connected Death.  If a veteran's death is not service-connected, an amount that is not to exceed $300 may be paid toward the veteran's funeral and burial expenses, including the cost of transporting the remains to the burial place.  To qualify for this entitlement, the veteran must be eligible for VA pension or compensation.  Eligibility may be established if an original or a reopened claim for pension or compensation is pending.

o 
Allowance when Death Occurs During Hospitalization.  If a veteran dies from nonservice-connected causes while he is hospitalized by the VA, then an allowance that is not to exceed $300 is payable for the actual cost of the veteran's funeral and burial.  An additional amount for the transportation of the body to the place of burial also is payable.

NOTE: 
If the hospitalized veteran's death is service-connected, then entitlement falls under subparagraph (1)(burial allowance for service-connected death).

o 
Plot or Interment Allowance.  When a veteran dies from nonservice-connected causes, $150 may be paid for a plot or as an interment allowance.  Entitlement is subject to the following conditions: The deceased veteran is eligible for the $300 burial allowance.  Alternatively, the veteran either served during a war period or was discharged from the active military service for a disability that he incurred or aggravated in the line of duty as shown by official service records.  Also, he may have had such a disability at the time of his discharge as shown by official service records.  In medical judgment, this disability 
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would have justified a discharge for disability.  In addition to the conditions that the first bullet expresses, the veteran may not be buried in a national cemetery that is under US jurisdiction.

The VA furnishes a headstone or a marker when one is requested.  If a government marker is not requested, then the VA may pay an allowance that is not to exceed the average actual cost of the government headstone marker.

The funeral director normally completes the claim forms and sends them to the VA.  Otherwise, application is to be made to any VA office within two years of the burial or the cremation.  Contact the nearest VA regional office for additional information.

c.
Travel and Household Goods and Personal Effects Shipment.  The following subparagraphs discuss dependent travel, household goods movement, mobile home movement, automobile shipment, family quarters retention, and personal effects disposition.  Refer to these subparagraphs for details.

(1) 
Travel of Dependents.  The dependents of deceased soldiers who die while serving on active duty for a period of 30 days or more may, at government expense, travel from the place of active duty or the place of residence to the burial site.  They may return to the place of active duty or the place of residence as well.

The travel of dependents at government expense may be provided in one of the following forms:

o 
The dependents may be given transportation requests to use for passage aboard a plane, a train, or a bus.  For assistance in obtaining transportation for dependents, contact the local installation transportation office.

o 
The dependents may purchase their own commercial transportation.  The finance and accounting officer reimburses them for the actual cost of the tickets not to exceed the amount that it would have cost the government to provide the transportation.
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o 
The dependents of deceased soldiers who die while serving on active duty for a period of 30 days or more may receive a per diem allowance when they travel, at government expense, from the place of active duty or the place of residence to the burial site.  They may return to the place of active duty or the place of residence as well.  A per diem rate of $50 per day in the CONUS or the applicable rate in Federal Joint Travel Regulation (FJTR)(Vol I) for outside the CONUS is authorized in connection with dependent travel.  Such per diem may not be paid for more than two days except when the dependent is traveling outside the CONUS.  Additional per diem may be authorized to accommodate the time that is needed to complete overseas travel.

Only one relocation move is authorized at government expense for each eligible dependent.  Transportation is authorized to one of the following destinations:

o 
The member's home of record.

o 
The residence of the member's dependents.

o 
Another location in which a reasonable relationship can be determined between the condition and the circumstances of the dependents and the requested destination.  The move must be completed within one year following the date of death unless the secretary of the Army authorizes or approves an extension.  An extension may be requested by writing to HQDA (DAPE-MBB-C), Washington, DC 20310.  To ensure a thorough understanding of transportation entitlements, contact the local transportation office.

(2) 
Shipment of Household Goods.  The transportation of the household goods of deceased soldiers who die while they are serving on active duty is authorized at government expense.  The transportation of household goods is authorized to the following:

o 
Member's home address.

o 
Residence of the member's dependents.

o 
Residence of the PNOK.

o 
Residence of another person who is entitled to receive the custody of the household goods, when applicable.
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If the government does not move the household goods, then reimbursement is authorized for an amount that is not to exceed the cost that the government would have paid had the shipment been arranged by a transportation officer.

Under normal circumstances, the movement of household goods must be completed within one year following the death of the member.  When no immediate destination is known, household goods may be placed in nontemporary storage at government expense for not more than one year from the date of the notification of the deceased member's death.  When an extension is needed for the shipment of the household goods (not for an extension of the nontemporary storage at government expense), then the dependent or the NOK must submit a request.  The transportation officer at the nearest installation is available to answer questions concerning household goods entitlements and to arrange the transportation or the storage of the deceased member's personal property.

(3) 
Movement of Mobile Homes.  Dependents are entitled to a transportation allowance for the shipment of a mobile home in lieu of the transportation of baggage and household goods when a soldier dies while serving on active duty.  Transportation is authorized from the old permanent station to a place that is designated by the dependent provided that the mobile home is to be used as a residence at the designated destination.  Transportation must be completed within one year after the notification of the member's death.  The cost of the transportation is limited to a cost that is not to exceed what it would have cost the government to ship the member's maximum household goods weight allowance to an authorized destination.  An extension of the one year time limit may be requested in the same manner as an extension for the movement of household goods.

(4) 
Shipment of Automobile.  One privately owned vehicle may be shipped at government expense.

If the deceased purchased a car in an oversea area, following his receipt of transfer orders, then additional charges may be imposed upon the vehicle's entry into the US.  The deceased member's car may be shipped to the following:

o 
Home of record.

o 
Residence of a surviving dependent.

o 
Residence of the PNOK or another person who is entitled to receive the custody of the personal effects.
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Total reimbursement may not exceed the cost that would have been incurred had the vehicle been transported or stored at government expense.  Included in this computation is the cost to move the vehicle overland, when authorized.

Under normal circumstances, the vehicle must be transported within one year following the notification of the member's death.  A time extension may be requested in the same manner as that for the movement of household goods.

(5) 
Retention of Family Quarters.  Installation commanders are authorized to permit the survivors of deceased soldiers who die in the line of duty to remain in quarters without charge for a period up to 90 days.  If the family terminated the quarters prior to 90 days subsequent to the soldier's death, then copies of the termination orders must be sent to Cdr., USAFAC, ATTN: Dept.  363, Indianapolis, Indiana 46249.  The orders will be used to initiate the payment of quarters allowance.

(6) 
Personal Effects.  Personal effects are those items of personal property such as watches, rings, clothing, or currency that belong to the deceased soldier.

A person, in the following order of precedence, is designated as the recipient of the deceased soldier's personal effects:

o 
Surviving spouse or legal representative.

o 
Eldest child.

o 
Parent who directs disposition of the remains.

o 
Eldest sibling.

o 
NOK of legal age in order of relationship to the deceased according to the law of the decedent's domicile.

o 
Beneficiary who is named in the decedent's will.

Upon the death of a soldier, the commanding officer of the installation at which the decedent was assigned or his designee collects, safeguards, and inventories the personal effects.  If the surviving spouse or the legal representative is present where the effects are located, then the effects are delivered to that person.  If the surviving spouse or the legal representative is not present where the effects are located, then the commanding officer appoints a summary court officer to collect, safeguard, inventory, and settle the property.  The property is transported to the recipient at government expense.  The summary court 
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officer communicates with the recipient when the property is to be shipped.  The ownership of property is governed by the laws of the state in which the soldier maintained legal residency.

2. 
Financial Benefits.

In addition to burial benefits, survivors are entitled to certain financial benefits.  Refer to the following subparagraphs for details concerning the following financial benefits:

o
DG payment.

o
Survivor benefit plan.

o
Annuity.

o
Dependency and indemnity compensation (DIC) payment.

o
Social security benefits.

o
VA death pension.

o
Unpaid active duty pay.

o
Unpaid retired pay.

Insurance benefits are discussed in paragraph 3 of this part of this lesson.

a.
Death Gratuity Payment.  The DG is a lump-sum payment that the DA makes to the survivors of a soldier who dies under any of the following conditions:

o 
On active duty.

o 
On active duty for training.

o 
On inactive duty for training.

o 
Within 120 days after his release from active duty, if the death is due to a service-connected disability.

The purpose of this payment is to assist the survivors in meeting immediate expenses.

Because of today's pay scale, DG is no longer computed at six months of the soldier's base pay plus certain allowances.  The maximum amount is $3,000.  When the member's financial records are not available locally and the eligible recipient does not reside within the vicinity of the duty station, a partial payment is made.

By law, only certain persons are eligible to receive DG payments, and an order of precedence has been established.  The soldier cannot change the persons who are eligible.  However, if there is no surviving spouse or children, then the soldier may designate the order of preference among other eligible persons.  Those who 
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are eligible to receive payment and their order of precedence are as follows:

o 
The surviving spouse.

o 
The children (if there is no surviving spouse) in equal shares (without regard to age or marital status).

o 
The parents or the persons who were legally responsible for the decedent, in equal shares, or brothers or sisters (including those of half-blood and by adoption) in order of precedence, if designated by the soldier.

o 
The parents in equal shares, if there is no surviving spouse or children and no designation by the deceased.

o 
The brothers and the sisters (including those of half-blood and by adoption) in equal shares, if there is no surviving spouse, child, or parent and no designation by the deceased.

If any person who is entitled to payment dies before the gratuity is dispersed, then payment will be made to the next living person who is eligible to receive payment in the order of precedence.

If a spouse resides with the soldier in the vicinity of the member's duty station at time of the soldier's death, then the local finance and accounting officer (FAO) pays the DG within 72 hours.  There may be no surviving spouse or children and the soldier may designate his natural parents to receive the DG.  If this is the case, then the FAO pays them immediately.  In all other cases, payment is made by a finance officer whom the US Army Finance and Accounting Center (USAFAC) designates for this purpose.

When payment is to be made by one of the latter offices, a DD Form 397 (Claim Certification and Voucher For Death Gratuity Payments) application form will be mailed, without request, to the persons who are entitled to the DG pay.  Payment may be expected within 90 days after the completed application is returned to the office from which it was received.  If there are any questions concerning the payment of the DG, then contact a local Army finance office or write to the US Army Finance and Accounting Center, Indianapolis, IN 46249.

A DG of $3,000 is payable to survivors of deceased active duty soldiers.  This $3,000 DG is also payable to the survivors of soldiers who die during the 120-day period beginning on the date following their dates of discharge or release, under honorable 
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conditions, from active duty.  Honorable conditions include retirement for disability or length of service.

The VA administrator must determine that death resulted from disease or injury that was incurred or that was aggravated while the soldier was on active duty or during authorized travel status to and from such duty.  Only after the VA makes the determination does USAFAC pay the DG in 120-day cases.

b.
Survivor Benefit Plan.  The survivor benefit plan (SBP) was enacted by Public Law 92425, effective 21 September 1972.  It assures protection for the spouses of members of the military or active duty members who are eligible for retirement.  To be eligible for retirement requires that the soldier serve for over 20 years on active duty.

Enrollment in the plan with maximum coverage is automatic upon retirement unless the retiree chooses less coverage or declines to participate before becoming entitled to retired pay.

By law, spousal concurrence must be obtained if the retiree declines or chooses less than the maximum coverage.

When retirement pay increases due to cost-of-living increases, the SBP annuity increases by the same percent.

c.
Annuity.  The spouse of a retired member who elects to take part in The SBP is eligible to receive an annuity if he/she is married to a retiree at the time of the retiree's retirement.  The spouse of a retired member who elects to take part in the SBP is eligible to receive an annuity if he or she meets one of the following requirements:

o 
He/she is married to the deceased retiree for at least 1 year before the member's death.

o 
He/she is married to the deceased retiree on the date of the birth of a child who is born to that marriage, if the birth occurs earlier than the member's death.  This is applicable only to marriages that occur after the date of retirement.

A surviving spouse receives an annuity under this plan until death or remarriage if the remarriage occurs before the spouse reaches 60 years of age.  If the remarriage is ended by death, annulment, or divorce, then the payment of the annuity resumes.  If the spouse also is qualified for an annuity under the plan based on a second marriage, then he must choose which of the annuities to receive.  He cannot receive both.  Remarriage after age 60 does not affect the payment of the annuity.
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The CAC notifies the USAFAC of the death of a retiree.  Retired pay operations, USAFAC, sends the beneficiary a packet with claim forms.  The packet should arrive within 21 to 28 days.  The forms are used to apply for the unpaid portion of the retired pay, SBP, and the Retired Serviceman's Family Protection Plan (RSFPP)(if applicable).  The applicant completes these forms and returns them to the USAFAC with any uncashed US Treasury checks that are made payable to the member and a copy of the death certificate.

Call retired pay operations (AUTOVON 699-3911) if the packet is not received within 30 days.  An active duty member may die after he becomes eligible for retirement but before he actually retires.  If so, then his spouse receives an annuity that is equal to the difference between the DIC that is payable in the surviving spouse's behalf and 55 percent of the amount of the retired pay to which the member would have been entitled if he were retired.  The amount of pay is based on the decedent's years of service had he been placed in a statutory nondisability retired status on the day of death.

A determination of "presumed dead" for SBP purposes may be made when a retiree who is participating in the SBP has been missing for 30 days or more.  The legal office, USAFAC, makes the determination when the circumstances under which the retiree is missing would lead a reasonably prudent person to conclude that the member is dead.  Upon this determination, the surviving eligible beneficiary is paid an annuity that is based on the coverage that the retiree elected.  These provisions also apply to a retiree who is eligible to retire but for the fact that he or she has not attained age 60 and who is participating in the RC SBP.

As part of your duties you must help eligible survivors of active duty members to complete DA Form 1884 (Survivor Benefit Plan-Application for Annuity)(Figure 6-2).  Forward this form to the Cdr., US Army Finance and Accounting Center, ATTN: Retired Pay Operations, Dept.  92, Indianapolis, IN 46249.  The USAFAC initiates payment to eligible survivors upon the signed receipt of the DD Form 1884.

d.
Dependency and Indemnity Compensation Payments.  In the case of service-connected deaths, the surviving spouse is entitled to DIC payments from the VA.  If a surviving spouse of an SBP participant is entitled to DIC payments, then the spouse's SBP payment is reduced by the amount that is received under the DIC.  However, if the DIC payment exceeds the SBP payment, then the SBP is eliminated.  The survivor, in either case, receives a partial or a total refund of the costs that the military sponsor pays for SBP coverage.  USAFAC determines the amount of the refund.
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Figure 6-2.  Sample of a completed DD Form 1884

QM3514
6-36
Of all the government benefits, the DIC probably is the most

important.  It is probably the primary means of long-range financial security.  This compensation is payable by the VA to the eligible survivors of soldiers who die on active duty, on active duty for training, or on inactive duty training.  It is also payable by the VA to the eligible survivors of soldiers after their release from active duty if their deaths are due to a service-connected disability.  However, the VA must decide whether the death of the soldier is service-connected.

The rate at which the DIC is payable to a surviving spouse is determined by the pay grade of the deceased soldier.  The DIC is payable for the lifetime of the spouse, provided that the spouse does not remarry.  Remarriage makes a widower or a widow ineligible unless the remarriage is void, annulled, or terminated by divorce or the death of the second spouse.  Income from other sources is not considered in determining the eligibility of a spouse for the DIC.  The only requirement in addition to the proof of the relationship is that the cause of death be service-connected.  The rate of payment for a spouse with one or more children of the deceased veteran is increased for each child.

If there is no surviving spouse, then the DIC is paid in equal shares to the children of the deceased soldier.  A child who is entitled to the DIC and who, prior to reaching age 18, becomes permanently incapable of self-support, receives an increase in his share of the DIC.

If a spouse is receiving the DIC and there is a helpless child who becomes permanently incapable of self-support prior to the age of 18 years, then an additional amount is paid concurrently with the spouse's entitlement for that child when the child reaches age 18.

A spouse who receives the DIC may have a child who has reached the age of 18 and, while under age 23, is pursuing a course at an approved educational institution.  If so, then an additional amount of the DIC is paid to each such child concurrently with the payment of the DIC to the spouse.  In this instance, it is important to note that dependents educational assistance (DEA) is available to eligible children--generally, to the age of 26 years.  Therefore, it may be to the child's advantage, if the educational program exceeds 36 months, to delay applying for the DEA and to accept the DIC during the first few years of higher education.

The DIC for children is discontinued when they marry regardless of their age or their status.  Children who are entitled to the DIC prior to the age of 18, except those who became permanently incapable of self-support prior to that time, are not entitled to the DIC after they reach 18.  An exception occurs when they are 
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pursuing a course of instruction at an approved educational institution.

The situation of parents usually is different from that of the spouse and children with respect to their dependency upon the deceased soldier.  Payment of the DIC to the parents depends on how much income they receive from other sources.  Eligible parents may receive compensation even though it also is being paid to a spouse or to children.  No other relatives are entitled to the DIC.  When an individual applies for the DIC, employ the following guidelines:

o 
DIC benefits are not payable unless the applicant applies.  Escort the applicant to the VA to file the application.  Alternatively, the applicant can contact a local VA office and request that the application be mailed to him.

o 
Certain documents must be submitted with the application.  By ensuring that the applicant takes these documents with him when you accompany him to the VA, expedites processing and assures earlier receipt of payments.  The supporting documents that are generally required include proof of relationship.  The marriage of the spouse to the deceased soldier can be established by various types of evidence.  In the order of the preference that is indicated, these documents provide such evidence: a copy of the public or church record of marriage, certified over the signature and the seal of the custodian of such records; an affidavit of the clergyman or magistrate who performed the marriage ceremony; the original certificate of marriage accompanied by proof of genuineness; or affidavits of two or more eye witnesses to the ceremony.

NOTE: 
If either the soldier or the spouse has been married previously, then the evidence of the termination of all the former marriages by either partner may be required.

Proof of death includes a copy of DD Form 1300 (Report of Casualty), a duly certified copy of a coroner's report of death, or a verdict of a coroner's jury.

A certified copy of a birth generally establishes both the age and the relationship of any surviving children.  If these are unavailable, then certified baptismal records, census records, and school records are other possible sources of proof.  If a child is legally adopted, then a certified copy of the court order of adoption may be required.
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NOTE: 
When a claim is made on behalf of a child who is over age 18 and who is permanently incapable of self-support, medical evidence will be required to show that the child became incapable of self-support before reaching age 18.

An application filed by the parents must show all income that is received from all sources.  Because there are many items of income that are not accounted for, these purposes clearly indicate the source of each item.  The sources of income that the VA deducts are listed on the application form.  Parents must furnish evidence of their relationship to the deceased soldier.  Acceptable proof of birth is the same as that which has been indicated previously for a child.

NOTE: Records of marriage, birth, death, or divorce may not be available immediately.  If not, then applications may be filed without the evidence and the missing evidence submitted as soon as it becomes available.  However, applications cannot be fully processed and payments cannot be made until all the evidence is submitted.

e.
Social Security Benefits.  Upon the death of a soldier, a lump-sum death payment, in addition to any monthly payments, may be made to the surviving spouse if he lives in the same household as the soldier at the time of the soldier's death.  The fact that a soldier was temporarily away from home on a military assignment does not preclude a finding of "living in the same household."  If the surviving spouse was not "living in the same household," then he still may receive the lump-sum payment if he is eligible for, or entitled to, benefits on the deceased's social security record for the month of death.  If there is no surviving spouse, then the lump sum payment may be paid to a child who is eligible for, or entitled to, benefits on the social security record of the deceased.  The lump-sum payment no longer is paid toward the reimbursement of the burial expense or to the funeral home.  Application for the lump-sum death payment should be made with the nearest social security office.

Eligible survivors of deceased soldiers may be eligible for social security payments.  The SSA determines who are eligible and the amounts that are payable.  Escort the survivor of the deceased soldier to the nearest social security office to complete the application forms.  The survivor may discuss any questions that he has with the social security office.
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Social security payments may be made to eligible survivors of deceased soldiers if the survivors are any of the following:

o 
Surviving children under age 18 or those 18 or over who became totally disabled before reaching the age of 22.

o 
Widower or widow of the decedent at any age if he has care of a natural or a legally adopted child under 16 or a disabled child.

o 
Widower or widow on reaching age 60.

o 
Surviving divorced spouse at age 60 if married to the soldier for at least 10 years.

o 
Surviving divorced mother or father who is not married and has in care a natural or a legally adopted child who is under age 16 and who is entitled to social security benefits on the soldier's record.

o 
Dependent parents on reaching age 62 if they were receiving at least one-half of their support from the deceased soldier (VA IS-1 Fact Sheet).

Student benefits payable at age 18 to age 22 are being phased out and terminated.  However, benefits are payable up to age 19 if the child is a full-time student at an elementary or a secondary school.  Students' eligibility should be discussed with the local social security office.

When he applies to the local social security office, make sure that the widower or the widow takes a copy of the following documents:

o 
DD Form 214 (Certificate of Release or Discharge from Active Duty).

o
Previous year's W-2 Form.

o
Marriage certificate or certified copy.

o
Divorce papers of previous marriages for both the widower or the widow and the deceased member (if applicable).

o 
Birth certificates of children (original or certified copies) and of the widower or the widow.

o 
Civilian death certificate or DD Form 1300.
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A lump-sum death payment of $255 is payable if the deceased soldier at the time of death was fully or currently insured for social security payments.  The lump-sum death payment is paid to the following individuals in the following order of priority:

o 
The widower or the widow who was living in the same household of the deceased at the time of his or her death.

o 
The widower or the widow who was eligible for benefits based on the deceased member's record for the month of death.

o 
Each child who was eligible for benefits based on the deceased member's record for the month of death.  Payment is made in equal shares.

Ensure that you escort the NOK to the nearest social security office.

f.
Veterans Administration Death Pension.  When a retired soldier's death is not the result of a service-connected disability, the unremarried widower or widow or the minor children may receive a death pension from the VA if they are eligible.

The veteran must have had 90 days of wartime service, unless he was discharged or retired sooner for a service-connected disability.  In addition, he must have been discharged under conditions other than dishonorable.

If the veteran died in service that was not in the line of duty, then the VA will pay benefits if the veteran had completed at least two years of honorable active service (VA IS-1 Fact Sheet).

Contact the nearest VA regional office for additional information.  

The RSFPP permitted soldiers on retirement to provide an annuity; equal to a .portion of their retired pay, for their survivors.  Only soldiers who retired before 21 September 1972 is eligible t: o take part in this plan.  The widower or the widow, the children, or both may have been selected as beneficiaries at the option of the soldier.

The same type of annuity that was payable on the certified death of the retiree may also be paid to the applicable beneficiary when the retiree has been missing at least 30 days and is presumed dead solely for the purpose of paying the annuity.  The determination of a "presumed death" may be made by the legal 
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office, USAFAC, based on the evidence of the circumstances that surround the disappearance of the retiree.

The annuity is taxed as income to the beneficiary, but it is not subject to reduction if the beneficiary is also eligible for VA and DIC or social security benefits (VA IS-1 Fact Sheet).  The RSFPP was replaced by the SBP.

Payments under this provision are subject to offset by the amount that is received from judicial or administrative proceedings that are brought on account of the veteran's death.  Contact the nearest VA regional office for information or guidance.

The DIC covers the following types of deaths:

In the case of death that is caused by service-connected disability, the DIC payments are authorized for the following:

o 
Widowers and widows.

o 
Unmarried children under age 18 (as well as certain helpless children and those between 18 and 23 years old if they attend a VA-approved school).

o 
Certain parents of service personnel or veterans who die on or after 1 January 1957 from a disease or an injury that was incurred or that was aggravated in the line of duty while on the soldier was on active duty or active duty training.  The DIC payments also are authorized for a service-connected disability that is otherwise compensable under the laws that are administered by the VA.

When death is due to a nonservice-connected cause, the DIC payments are authorized for the following:

o 
Widowers or widows (if they were married for at least two years immediately prior to the soldier's death).

o 
Unmarried children under age 18 (as well as certain helpless children and those between 18 and 23 if they attend a VA-approved school) of certain veterans who were totally service-connected disabled at time of their deaths and whose deaths were not the results of their service-connected disabilities.  The veteran must have been continuously rated totally disabled due to a service-connected disability for 10 years or more immediately preceding his death.  The DIC payments also are authorized if the soldier's death occurred within ten years of his discharge or retirement, if he 
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was continuously disabled from discharge until death, provided that the period is at least five years.

When a retired soldier's death is not the result of a service-connected disability, the unremarried widower or widow or the minor children may receive a death pension from the VA if they are eligible.

The veteran must have served 90 days of wartime service unless he was discharged or retired sooner for service-connected disability and received a discharge that was other than dishonorable.

If the veteran died in service that was not in the line of duty, then the VA may pay benefits if the veteran had completed at least two years of honorable active service (VA IS-1 Fact Sheet).

Contact the nearest VA regional office for additional information.

g.
Unpaid Active Duty Pay.  The local FAO makes the DG payment for deceased active duty personnel when the following occurs:

o 
The deceased soldier is survived by a spouse and payment is not restricted.

o 
There is no spouse or children and the soldier has designated the natural parent or parents as the beneficiary or beneficiaries.

Payment will be made within 72 hours after the initial notification of death or within 72 hours of the receipt of the authorization.  When practical, the local FAO makes a direct payment of the DG to the eligible spouse or the designated natural parent or parents.  Assist in making this payment by obtaining claim forms from the local FAO.

If direct payment to the spouse or the designated natural parent or parents is not practical, then payment will be made as follows:

o 
The notifying officer advises the appropriate agency (normally the CAC) that the PNOK has been notified of the death.  The agency sends a message to the FAO who makes the payment.  Alternatively, the agency may send a message directly to you, authorizing the DG payment.  This message includes data on the basic pay and the years of the service of the decedent.  These data are needed to complete DD Form 397.
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o 
You give a DD Form 397 to the Army FAO who serves the area in which the NOK is located.  If the area is not served by an Army FAO, then give the form to the servicing Air Force accounting officer or the to the Navy disbursing officer.  Fill in blocks 5 through 11, 13, and 14, and the claim certification portion of block 18.  The DD Form 397 is supported by copies of the document that appoints you as a Class A agent (which applies only when payment is in cash) and a copy of the message noted in the previous bullet.

o 
Obtain the required certification and signature on the original and one copy of DD Form 397 when you present the check to the payee.  Then return the signed original and one copy of the DD Form 397 to the finance officer or the disbursing officer.  If the payee does not sign the voucher, then return the voucher and the check to the finance officer or the disbursing officer.  Include a statement explaining the details.

Where there is no surviving spouse or natural parent or parents, and in the case of all other beneficiaries, USAFAC determines the eligible beneficiary and makes payment.  This decision may require you to investigate and to provide supporting documentation.  When the beneficiary (other than the spouse) is dependent on the soldier and is found to be in urgent need of money, contact the following:

o 
USAFAC, ATTN: FINCP-BG, Ft.  Benjamin Harrison, IN, AUTOVON 699-2771/74, for possible partial payment of the DG allowance.

o 
The nearest AER section, local chapter of the ARC, Air Force Aid Society Section, or Navy Relief Society Auxiliary.

When the NOK is the beneficiary for both the DG payment and the unpaid pay and allowances, assist in completing Parts A and E of SF 1174 (Claim for Unpaid Compensation of Deceased Member).  Take care to reflect the full address of the beneficiary in Part A and to ensure that both witnesses' sections of Part E are completed properly.  The portion of Part E that pertains to funeral expenses is no longer applicable and should be lined through.

Return the signed original and one copy of the DD Form 397, along with the completed SF 1174 if applicable, to the finance officer or the disbursing officer.  If the payee does not sign the DD Form 397, then return the voucher, the check, and a statement that describes the details to the finance officer or the disbursing officer.

QM3514
6-44
h.
Unpaid Retired Pay.  Application for the DG in the case of certain survivors of deceased retired soldiers who meet the 120-day eligibility criteria that are explained in paragraph 2a is made to USAFAC.  In turn, the USAFAC obtains VA certification.  Only the USAFAC makes payment.  Normally, payment takes approximately 60 to 90 days after the claim is received at the USAFAC.

3.
Insurance Benefits.

The survivors of deceased soldiers are, or may be, entitled to SGLI, Veterans Group Life Insurance (VGLI), or National Service Life Insurance (NSLI) benefits under various circumstances and conditions.  For details, refer to the following subparagraphs.

a.
Servicemen's Group Life Insurance.  SGLI is a group life insurance policy that the VA purchases from a commercial life insurance company.  An individual policy is not issued to the soldier.  The insurance that is issued under the group policy is term insurance.  There are no loan, cash, paid-up, or extended insurance values.  The maximum amount of the insurance for each eligible member is $50,000.  However, a soldier may have completed and filed VA Form 29-4286 or SGLV-8286 (Servicemen's Group Life Insurance Election) indicating in writing that he elects not to be insured under this program.  He also may elect in writing to be insured for only $40,000, $30,000, $20,000, or $10,000.  The member signs the election form (VA Form 29-4286 or SGLV-8286).  The form is filed in the member's official records.  The form is the official document that is used in the settlement and the payment of the insurance proceeds.

After the death of a soldier, the DA certifies the insurance coverage to the Office of Servicemen's Group Life Insurance (OSGLI), 213 Washington Street, Newark, NJ 07101-9986.  OSGLI is responsible for paying the proper beneficiary.  The processing time depends on the receipt of the necessary documents and the information from the member's organization or records.  Normally, the processing is completed in about 45 days.  After HQDA certifies the insurance coverage, OSGLI corresponds with the designated beneficiary and forwards the necessary claim forms.  Benefits paid under SGLI are in addition to any other benefits for which the survivor may be eligible.

Soldiers normally specify by name or names the beneficiary or the beneficiaries who are to receive payment of SGLI in the event of the soldiers' deaths.  When beneficiaries are designated by names, the SGLI proceeds are paid to those who are named.  If the member does not designate a beneficiary, then the law requires that the insurance be paid in the following order of precedence:

o 
The spouse receives the payment.
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o 
If there is no spouse, then the decedent's child or children (legitimate or illegitimate) receive the payment in equal share, with the share of any deceased child distributed among the descendants of that child.

o 
If the preceding qualifications do not apply, then the parent or the parents of the soldier receive equal shares.

o 
If there are no designated beneficiaries, then the payment is payable to a duly appointed executor or to an administrator of the deceased soldier's estate.

o 
If there is no duly appointed executor or an administrator of the deceased soldier's estate, then the payment is payable to the next of kin entitled to payment under the law of the state of residence of the soldier at the time of death.

SGLI insurance coverage is terminated on the 31st day of a continuous period of AWOL, confinement under a sentence by a civilian court, or a confinement under a court-martial sentence that involves a total forfeiture of pay and allowance.

NOTE: 
Any insurance that is terminated because of absence or confinement, together with any beneficiary who is in effect at the time of termination, will be restored as of the date that the member returns to duty with pay.

Address any questions that you may have concerning SGLI payment directly to: OSGLI, 213 Washington Street, Newark, NJ, 07101-9986.

b.
Veterans Group_ Life Insurance.  Coverage for all soldiers who participate in SGLI automatically is extended for a 120-day period after separation at no cost to the insured.

If a soldier dies after the 120-day period, then he still may have an equal amount of coverage in the VGLI program for a period of up to ten years.  However, this coverage is not automatic.  In order to be covered, the soldier must have forwarded an application for conversion and the first premium to the OSGLI.

Any soldier who was totally disabled at the time of separation or retirement may have been eligible for a free extension of his SGLI coverage as long as the total disability lasted up to one year.  During the one-year extension, any such soldier would have been eligible to apply for conversion to VGLI.  All applications must have been made through the OSGLI.
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Personnel should make inquiries regarding the SGLI extension or the VGLI coverage directly to the OSGLI.

c.
National Service Life Insurance.  If the deceased soldier has NSLI or United States Government Life Insurance (USGLI), then the beneficiary or another relative of the soldier (if it is not known whether a beneficiary was named by the soldier) should contact the VA center that maintains the account.

If residence is west of the Mississippi River, then contact the VA Center, Federal Building, Fort Snelling, St.  Paul, MN 55111-4050.

If residence is east of the Mississippi River, then contact the VA Center, P.O.  Box 8079, Philadelphia, PA 19101-0001.  The Philadelphia center also has jurisdiction over all USGLI accounts and the following NSLI accounts:

o 
Accounts that are paid by allotment from the service or retired pay.

o 
Accounts that are paid by deduction from VA benefit payments.

o 
Employer's payroll deduction accounts.

o 
All Philippine accounts.

In any communication with the VA about life insurance, the following information concerning the retired soldier should be included:

o 
Insurance file number.

o 
Full name.

o 
Grade.

o 
Service.

o 
Social security number (SSN).

o 
Date of birth.

o 
Civilian death certificate.

o 
VA claim file number (in other words, XC [normally the soldier's SSN]).
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Including this information facilitates the handling of the claims and the answering of inquiries.  The local VA regional office will provide assistance in obtaining insurance information from these centers (VA IS-1 Fact Sheet).

4.
Medical Care in Uniformed Facilities.

Dependents of soldiers who died while serving under a call or orders continue to be eligible for care from the uniformed services facilities and from civilian sources under the Civilian Health and Medical Program of the Uniformed Services (CHAMPUS).  The following is a list of the eligible dependents:

o 
The unremarried spouse.

o 
Unmarried children if they are under 21 years of age.

o 
Unmarried children who are 21 years of age or older but who are incapable of self-support because of a mental or a physical incapacity that existed before the children's 21st birthdays provided that the children were, at the time of the death of the soldier, dependent on the soldier for over one-half of their support.

o 
Unmarried children who are 21 or 22 years of age and who are taking a full-time course of education that is approved by the Secretary of Defense, the secretary of Education, or a state agency under Chapters 34 (Veteran's Educational Assistance) and 35 (Survivors' and Dependents' Educational Assistance) of Title 38, USC.  Also the students must have been, at the time of the death of the soldier, dependent on the soldier for over one-half of their support; parents or parents-in-law (natural or adoptive) who are, or were, at the time of death of the soldier, depending on the soldier for over one-half of their support and living in a place that was provided or maintained by the soldier.

NOTE: 
Persons who stood (in place of natural parents) are not authorized care from uniformed service facilities or civilian sources.  Parents and parents-in-law are not authorized care from civilian sources.

You may obtain further information on CHAMPUS and its benefits by contacting the health benefits advisor at your nearest uniformed service MTF.
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5. 
Commissary, Exchange, Theater, and Recreation Facility Use.

There are commissaries at most military installations and bases.  Unremarried spouses are eligible to use commissaries.  However, upon the approval of the installation or the base commander, the spouses may designate an agent to buy for them and the family members who live with them.  If the unremarried spouse chooses to live abroad, then the commissary privileges are denied in those countries in which the status of forces treaties prohibit the granting of such privileges.  The number of services that the PX provides depends largely on the military strength of the installation and the available services from nearby civilian business.  Only the unremarried spouse and the dependent children are eligible for PX privileges.  The unremarried spouse and the unmarried minor children may attend motion picture theaters at military installations and use recreational facilities that are available for other dependents.
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LESSON 6

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: After you notify the NOK of the death of her husband, you are to assist her in processing the benefits and the entitlements for which she is eligible.  Use this situation to answer questions 1 through 10.

1.  
Unless you are notified otherwise by the proper authority, you are to make personal notification between the hours of 0600 and

A. 
1200.

B.
1500.

C.
1300.

D.
2200.

2.  
When you make personal notification, you must verify the
NOK's complete name, telephone number, and

A.
status as NOK.

B.
entitlement to a DG payment.

C.  
45-day mailing address.

D.  
receipt of a copy of the Secretary of the Army's condolences.

3.  
On your first visit to the NOK, she asks you how long will it take for her husband's remains to arrive from overseas before they can be processed for burial.  You reply that the average time from the date of death until the remains reach the POE is

A.  
3 to 5 days.

B.  
5 to 7 days.

C.  
7 to 10 days.

D.  
10 to 14 days.
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4.  
You assist the NOK in completing the disposition of the remains statement.  You send this statement

A.  
immediately.

B.  
when the remains arrive at the POE.

C.  
after the funeral director has agreed with the NOK to furnish his services.

D.  
once the NOK has chosen the funeral director and the location at which the deceased is to be buried.

5.  
The NOK requests military honors for the funeral.  She is entitled to receive them.  Who makes the necessary arrangements for these honors?

A.  
NOK.

B.  
Funeral director.

C.  
MA officer.

D.  
The CAO.

6.  
The NOK wants to have her husband's household goods shipped to her.  You advise her that she may do so at government expense, provided that (under normal circumstances) she accomplishes this action within how many months following her husband's death?

A.  
6.

B.
12.

C.
18.

D.
24.

7.  
A soldier dies on active duty.  If he has no surviving spouse, then to whom is the DG paid?

A.  
His children.

B.  
His parents.

C.  
His siblings.

D.  
FAO.

8.  
Of all the government benefits to which the surviving NOK may be entitled, you probably should consider which of the following to be the most important and to be the primary means of long-range financial security?

A.  
DG payment.

B.  
Annuity.

C.  
DIC.

D.  
VA benefits.
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9.  
A soldier has no surviving spouse.  One of his four children is illegitimate.  Another is deceased.  How are the soldier's SGLI to be paid to the soldier's children?

A.  
The two surviving legitimate children each receive one-half of the amount of the insurance payment.

B.  
The two surviving legitimate children each receive one-third of the insurance payment.

C.  
The three surviving children each receive one-third of the amount of the insurance payment.

D.  
The three surviving children each receive one-fourth of the insurance payment and the last one-fourth is split among the descendants of the deceased child.

10.  
Among the following individuals, who may use the commissary, the PX, the theater, and recreational facilities?

A.  
Deceased's parents, spouse (whether unremarried or not), dependent children, and siblings.

B.  
Deceased's spouse (whether unremarried or not), dependent children, and siblings only.

C.  
Deceased's unremarried spouse and dependent children only.

D.  
Deceased's unremarried spouse only.
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LESSON 6

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback
1.
D.  2200.

Make notification your highest priority.  It takes precedence over all your other responsibilities.  Make personal notification between 0600 and 2200 hours, unless you are directed to make notification otherwise by proper authority as prescribed in AR 600-8-1.

(page 6-3, para 2a)

2.      
C.  45-day mailing address.

Get a valid 45-day address for the NOK to ensure the proper delivery of the confirming telegram and other correspondence.  If you cannot get an address, then report this to the headquarters that directs the notification.  The 45-day address is the address at which the NOK expects to be available.  Its purpose is to have a current address for time-sensitive contact.

(page 6-4, para 2a)

3.      
C.  7 to 10 days.

For remains that must be shipped from oversea locations, the average time from the date of death until the remains reach the POE mortuary is 7 to 10 days.  This time is needed for the following:

o 
Any post-mortem examination by medical authorities overseas.

o 
Movement of the remains from the hospital to the overseas mortuary.

o 
Movement of the remains to aerial port of exit.

o 
Movement of the remains to the POE.

(page 6-11, para 2e(1))
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4.      
C.  after the funeral director has agreed with the NOK to furnish his services.

Once the NOK has chosen the funeral director and the location at which the deceased is to be buried, assist the NOK in completing the disposition of the remains statement.  Forward the statement as directed in subparagraph 2e(1).  However, do not send this statement until the funeral director has agreed with the NOK to furnish his services or the director of the cemetery officially has agreed to the soldier's burial.

(page 6-18, para 2e(2))

5.       
B.  Funeral director.

If military burial honors are desired, promptly notify the funeral director.  He will make the necessary arrangements.  (page 6-26, para 1b(1)(d))

6.       
B.  12.

Under normal circumstances, the movement of household goods must be completed within one year following the death of the member.  (page 6-29, para 1c(2))

7.      
A.  His children.

By law, only certain persons are eligible to receive DG payments, and an order of precedence has been established.  The soldier cannot change the persons who are eligible.  However, if there is neither a spouse nor children survive, then the soldier may designate the order of preference among other eligible persons.  If there is no surviving spouse but there are surviving children, then the children receive the DG.

(page 6-32, para 2a)

8.      
C.  DIC.

Of all the government benefits, the DIC probably is the most important.  It is probably the primary means of long-range financial security.  (page 6-35, para 2d)
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9.      
D.  The three surviving children each receive one-fourth of the insurance payment and the last one-fourth is split among the descendants of the deceased child.

If there is no spouse, then each of the decedent's children will receive the insurance payment in equal shares whether the children are legitimate or illegitimate, with the share of any deceased child being distributed among the descendants of that child.

(page 6-46, para 3a)

10.     
C.  Deceased's unremarried spouse and dependent children only.

Only the unremarried spouse and the dependent children are eligible for PX privileges.  The unremarried spouse and the unmarried minor children may attend motion picture theaters at military installations and use recreational facilities that are available for other dependents.  (page 6-49, para 5)
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