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Section I. RESFONSlBlIIXlTEs 

12-1. CHAP=. The Chaplain, 
. 

as a member 0ftheCommdmg General's 
personal staff, advises the Ccmmader and staff onmatterspertainingto 
religion, morals, and morale as affected by religion. Provides a 
cmprehensive religious program for all personnel within the Fort Knox 
military catmnmity, to include retireesandtheirfamilymembers. Provides 
instruction, counseling, and services to enable the military ccmmnity 
personneltosuccessfullycopewith~etensionsandcrises in life. 

Section II. FUNCTIONS 

12-2. OFFICEOFTHESI!AFFCHAPLAIN. a. Develops and updates a Community 
Master Religious Program (CMRP) for the installation. 

b. Supervisessubordinatebranches. 

c. Provides denminational services through available conmissioned 
chaplains or clergy and lay personnel endorsed and approved by their 
respective denminations. 

, 
d. Develops and supervises a plan for religious coverage. 

e. Cooperates in programs designed to strengthen the organizational 
structure of this installation, utilizing the principle of organizational 
develo-t and other management procedures. 

f. Serves las a consultant to the Director of the CoMmndandStaff 
Department, U.S. ArmyAnmr School (USAARN), 0ntheselectionoftheUSAARM 
Chaplain instructor. 

g* Develops and updates a Qlaplaincy SWmrd&ip Plan-Managemnt by 
Objectives for Pesults. 

h. provides chaplain input for the Fort Knox CmmandOperatingProgram. 

i. Advises the Wer on requirements for chapels and chapel 
facilities for inclusion in MCA program requests. 

5 Administers the Fort Knox Consolidated Chaplain Fund and fiscal 
supportreceivedfrmt.heChiefofChaplains. 
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k. Exercises professional supervision over all chaplains, chaplain 
administrators, and chaplain assistants assigned to the installation. 
DeWmines requirements for adequate staffing of the Chaplain Activities 
program, and provides professional advice to theCmmanderconcerr&gthe 
assignmmt and utilization of all chaplains and chaplain assistants assigned 
to the 

1. 

XII. 

and Ligious activities. 

- 
installati~. . 

Directs chaplain-specific procurement activities. 

Supervises cthe operation of the Family Life Center. 

Coomtes withHealth~icesccemmand activities regardhg -plain 

0. Reviews and appraves professional- and laity-development programs. 

Pm lvhintains professional relationships with civilian clergy and 
ecclesiastical organizations in the vicinity of Fort Knox. 

q. Accmplishes professional coordination with c9aplai.m of higher, 
parallel, and subordinate cxmamls. 

I?. Provides input for mobilization plans. _- 

12-3. ADMINI-/OPmms RR&NC% Provides office support and 
coordhationtoinclude: 

a,4 Allroutineadministrative fun&ions. 

b. CBmdinate chaplain parish develmt activities. 

C. Rmdinatepersonnelmar+gementsections for chaplains. 

d. Develop 
Operatibn 

information for the chaplain Activities office Stmding 
-es -(SOP). 

e. Implement chaplain recruitment and accessioning initiatives. 

f. Advise the installation staff chaplain concmming statusofprograms 
andadnhistmtiveactions. 

5 Develop mobilization and other operational plans. 

12-4. REWURCE Ml-uaGm BR?uKH. This branch provides coordination, 
control, and ~g~tofa~r~ria~and~~~priatedfiurds, supply and 
-ices, facilities -g-t, procurement activities, and general 
administrativesupport. These functions include: 

12-3 
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a. Executes the &&plain portion of the ccgnmand Operating Program Budget. 

b. Monitors Ii&l?-, replacement, and use of all religious 
facilities, chaplain sqqlies and equivt, and standard supplies and 
+wt. 

c. Provides detailed supemision of nonappropriaCed Chaplain Funds, 
appropriated funds, andgrant~frcpnhigherhea~. 

d. Develops chaplain activities office SOP. 

e. Monitors force integration initiatives which impact chaplain 
activities. 

f. Advises the Installation Staff Chaplain on all administrative, fiscal, 
andlogisticalmatters. 

g* Prepares cammand Master Religious Activities Program. 

12-5. CHAPEL CENTERS/RELXGIOUSA CrIvITIEsmcH. This branch functions 
under the direct supervision of the Installation Staff chaplain to provide a 
compraensive Chaplain activities program in worship, related worship 
activities, religious education, and pastoral support in cmnseling and 
spiritualguidance. Its functions include: 

a. Provides other required worship activities as per Staff Chaplain 
religious coverage plan. 

b. Establishes and supervises religious education activities for 
installationsoldiers, children, youth, andadults. 

c. Plans and prepares &ape1 parish activities. 

d. provides pastoral counseling for individuals, ~families, andgroups. 

e. Secures resources for comprehensive religiouk programming. 

f. Institutescontrolproceduresfor~plainFundaccomting. 

g* Advises the Installation Staff Chaplain on religious and moral issues. 

h. Managemnt of -lies and equipment for religious education and 

i. Coordinates and schedules special religious and educational events. 
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12-6. - FAMILY LIFE cENlXR. This center provides cmprehensive 
pastoral Programs supporting family wellness, family counseling, family crisis 
interventions, a.W family support activities for the soldier families of the 
installation to include: 

Prmides family life education sessions, family counseling dealing 
witha~premaritalissues, family-, parent/childconflicts, alcoholanddrug 
-, intervention in family crises, pastoral sl*9?port for family members, and 
sole parent support activities. 

b. Pmvidesfamilymrichmentprogram. 

CXx&inates with installation family support agencies and refers 
i.rx&~ls. Receives referrals frcun family support agencies, medical 
facilities, and coma&, 

d. Trains installation chaplain personnel in family intervention Skills. 

e. Advises the Installation Staff Chaplain con- familyissuesand 
-. 

f. Serves as a mmber of the Installation Human Resources and Community 
LLfe (Ixxlncil. 

12-7. TRAININ MANAG= EIRANCH. This branch provides general supervision 
and mmagemnt of a ccxnprehensive . chaplain/chaplain assistant/laity 
professionaldevel~tprogram. Typical functions includes 

a. Develops an annual cmprehensive training plan for chaplains, chaplain 
asSiStitS, amI Chapel laity in coordination with the installation Master 
Training!Shzdule. 

b. CWmSinates annual training for Individual Mobiliz&tion Augmentees and 
Reserve t3mponent annual training for chaplains and chaplain assistants. 

C. Develops chaplain annex to installation mobilization plans, identifies 
mobilization requirements, and the develo-t of Chaplain Activities Office 
mbilization SOP. 

d. coordinates with G+/DFWI for training funds and travel orders. 

12-8. m-m EilJJ?m! ct!Rows cHAl?LAxN BFaNa. This branch provides 
coordination amI pastoral support activities for soldiers, families, and 
tenant unit personnel of the installation. Typical functions include: 

a. eonducts site visits. 
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b. Performs ccmand coordination of chaplain -3% activities. 

c. Provides pastoral counseling for inaividuals, families, and groups. 

d. Advises staff chaplain and tenant cmmmkrs conceming religious 
support issues, morals, and morale as affected by religion. 

- e. Provides Moral mdership Development Training for installation 
so1diersandtenantunits. 

f. Conducts religious services and religious education in accordance with 
Staff Chaplain religious coverage plan. 

5 Performs mobilization planrkq functions for the Staff laplain and 
develops Chaplain Activities Office mobilization training SOP. 

h. Provides support and coordination for ReserveCmponentchaplains 3nd 
chaplain assistants. 
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czmPTER 13 

CmIL3ANPERSOmEL0FFICE 

smm1. RESXXWBILITIES 

13-1. CIVILIAN PERSmNEL OFFICER (Cm). Plans and directs the 
administration of central civilian personnel services and provides guidance 
and assistance to serviced activities pertaining to civilian personnel 
management; develops, prmotes, and monitors civilian personnel policies to 
meet local needs; and implements policies and directives of the Office of 
Personnel Management (OPM), mt of Defense (DOD), Depaxknentofthe 
JWY (DA), H=@P=-- -, ah headqmrtem of serviced activities. 
F&presents the installation in exterhal contactswiththeOFW, applicants, 
other civilian personnel offices, educational institutions, andcmmunity 
organizations. 

SEmI~II. FUNCrIms 

13-2. INIDPNATIONSY~DMSION. a. Analyzes directives of higher 
echelons for applicability and ensures response;advisesonregulatoryand 
procedural requirements; coordinates publication of local policies and 
regulations; and reviews and negotiates servicing agreertm ts and delegations 
of authority frm tenant cmmanders. Elstablishes program plans and priority 
e@msis areas for the office and evaluates accmplishments. \ 

b. Provides office services for the Personnel Officer; provides data 
collection and reporting; maintains liaison with the USAISC andpayroll 
office; coordinates, monitors, or prepares reports; and provides e@oyee 
locator service. 

C. Audits personnel actions for legal and regulatory ccxplianceand 
identifies cmxective or preventive action. 

d. Serves as the civilian personnel mbilization coordinator and 
plans/executes all related actions. 

e. Administers the Career Program System. 

f. publishes~loyee~~let~and~g~t FeedbackDocumentS. 

13-3. l!lAIL ANT.) FILE ma. Maintainscentralrecords, fikqandlibrary 
of regulations; audits records and files of other divisions and operating 
supervisors. 

13-4.. TlEHNICALSEEWICESI3RhNCH. a. Administers the Army Civilian 
Personnel System (ACPERS). Coordinatesschedulingof~*resourCes, 
ensures timaliness andaccuracyofdata inputandcontrolledaccesstosystem 
a-, develops/initiates nonstandard information retrieval reports, and 
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rscmmxls system changes amI initiates jr&dent reports to resolve problems 
and improve system capabilities. Impi--and monitors automatedsystems 
within the office. 

b. Processes personnel actionsC including overseas transfers; makes 
proper distrtition 0fcopiesofactionsandsupporCngpapers; andmaintains 
~wn~oland~~a~~personnelactions. 

c. Provides information and employee assistance on employee benefits and 
detemines errtitlemnt; maintains liaison with health benefit ca&ers; 
provides initial orientation of newe~~@oyees;andconducts exit interviews 
and evaluations. 

13-5. !lxAlMx END DEVEXOFNENT DIVISION. Develops, coordinates, and 
administers training and development programs; evaluatestrainingneeds'and 
accomplishmmts; furnishescentyaltrainingseylricesand~~lassis~~; 
disseminates infoxmationontrainiqo~rtunities andsources. 

13-6. FOSITIONMANAGENEN9NDCLASSIF3c~~DMSXoN. a. Studies, 
develops for local implementation, and monitors policies on position and pay 
management. 

b. Evaluates the position and pay mnagementprogramtodetem@eits 
effectiveness in response tomnagementneeds;existenceofproblems;effect 
upon morale, budget, and mission accmplishmnt; relationship to other 
elemmts of personnel mnagenmt; and possible courses of remedial action. 

c. Provides advice and assistance in establishiqpositionstructures 
that are responsive to career develwt needs, which provide the mst 
effective and econmical distribution of duties for accmplishment of assigned 
mission, and which maintain a favorable relationship betwm such factors as 
authority and responsibility, supervisory ratio, utilization of employees, 
grouping of comparable grade-level duties, productivity, and motivation. 

d. conducts training and orientation sessions to provide mnagers and 
supervisors with knowledge and skills cxxpatible with their assigned position 
and.paymanag~tresponsibilities. 

e. Analyzes TDA, position structures, gradetrends, labor costs, causes 
of fluctuations in grades, a+qervisory participation in survey program; 
and provides the analyses toma~gersandsupewisorsfortheirinfsrmation 
anduseinreguiredreportstohigherheadguarkrs. 

f. Detemines or recomex& proper title, code, and grade of Civil 
Service positions. C' 

go As host installation, cooxdinates locality wage surveys of private 
industries ti be utilized in establishing and revis- Wage Grade enqqloyee 
mgerate schedules. 
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p. shldies and develops, for local implementation, job evaluation 
complaints anda~lsprocedures, ~administerstheprogram. t 

13-7. RECRUIWE#TANDPLACEXvlWTDMSION. a. Participates with management 
in ensuring consideration of labor force in organization and position design 
or redesign; quality inthe selectionprocess; adherencetomploymmtgoals; 
and in the areas of cmpetition and qualification requiremnts, and manag-t 
needswhen counselirqemployeesoncareerpattemsandplans. 

b. Analyzes cqqosition of work force, employmmt trerxls, andlabor 
markets. 

c. Develops, executes, and maintains a positive program of total 
recruitmmt effort. 

13-8. s13AFFINGBRANcIH. a. Administers various placement programs, to 
include writ promtion, mreer placements, details, priority placements, 
overseasexnplqment, andanapplicantsupplysystem. 

b. AdministersReductioninForce (RIF) andnonpersonaladversea&ions. 

C. Develops, COOXfiiIXiteS, and administers applicant and errrployee 
qualification * evaluation programs, ensuring coordination and participation by 
supervisorsandmanagers. 

-_ 
d. Plans, coomtes, participates, andadministersdesignatedspecial 

objective employment programs, to include: HandicappedIndividualsProgram 
wm I Severely Handicapped Recruitmnt Program (SHARP), and affirmative 
action in hiring and placements. 

e. Admhistas the career Management Program and maintains career 
recods. 

f. Provides job information services to current e@oyees. 

13-9. EYWUXEEBlNEFITSBRAN~. a. Provides retirement counseling to Civil 
Service employees and processes necessary forms to effect retirement. 

b. Administers and monit.orstheFederal~loyee Cmpensation Act (FEEA) 
and processes job injury/vtional disease claims. 

C. tidi~tes open season periods for changes in life and health 
insurancebenefits. 

13-m. NoNAPm- FUNDS(NAF)BRANCH. a.Plans and directs the 
administration of central NAF civilian personnel services. Develops and 
prcamtes cnmand NAF personnel policy as prescribed by OpM,DOD,DA,HQ 
TRADOC, and the installation commander. 
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b. Advises and/or representsNAFmanagment inconsultingwiththelabor 
organization, -=Y%T w wF-~, 
employee union and NAF activities. 

andbeingtheprincipalcontactwith 

c. Develop6 policy amI administers a responsibly Management+nployee 
IWations Program of constructive discipline for NAF employees, movides 
assistancetoNAl?rnanag~. 

d. Develops andadministerstechnicmlservices, to includemaintenanceof 
central personnel' recomk and files, processing ofpersonnelactions, and 
provisions of required employee benefit services. 

e. Administers Ule'Position and Pay I&nag-t program,. to include 
evaluating -~scwy ratios, pm&ding advice and assistance it'the 
developanerst of position struees; 
sessions; !3c3uuling and 

conducting training and orientation 

proper title, code, 
conducting position management surveys; deWmining 

and grade -for NAFpositions;conduckinglo~&LQwage 
surveys; and administering employee job evaluation cmnplaints and appeals. Is 

13-11. D--UNIT. a.' a . 
Exammmg Unit for 

PlanW and administers the Delegated 
externalrecruitinganii examining of Civil Service and 

NAF. 
Service, 

The, 'unit also coordinates job apporhunitiesof the State E&ployment 
with a representative located there. Distri.Wtes job applications 

for AAFES and Fort Knox Section VI Schools. 

b. Counsels job applicknts on Spouse Preference and other priority or 
noncmpetitive appointment options and -es as thepointofcontactfor 
civilians transferring frm or to other installations. 

13-12. BIRNAGEPENT-m=mWSDMSIW. a. &velops 
administers prOgram of constructive discipline; processes 

poliq and 
individual cases of 

adverse personnel action. 

b. Pmvides assistance to managers harmd supervisors cow leave 
administration, hours of duty, performance 
disciplinary actions, grievances, 

-5f-t SysteJm mfwf Pay, 
appeals, and l&r relations; investigates 

con-plaints; ensures adequaky of employee -ices, programs, and facilities. 

C. nahtains xmnagmt-loyee 
and supervisor information ~lications. 

4xmmmicationsprogram;issues employee 

d. Advises managers and supervisors concerning employee counseling; 
informs supervisors of theix responsibilities to consultandinformunion 
steward;administessuniona~~~andresolvesgrievances andcmplaints. 

e. Promotes and administers the Incentive Awards Program toinclude 
recognition devices, awards, andsuggestions; furnishesanexecutivesecretary 
andclerical supportt0theU.S. ArmyAmborCenW InckntiveAmrds Ccxmittee. 
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f. Develops and monitors the labor relations program; advises and/or 
represents management in recognition of employee union, consultation, 
negotiations, andcarryingouta~~~;prcnridesprincipalpointofcontact 
with union officialso 
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\ Section I. RESPONSIB~ES 

14-1. DlJEClXJROFm MZ-WAG- (DRM). * !IheDRMistheCommdmg 
General's principal staff officer for overall management of mnpower and 
financial matters and is specifically responsible for Commercial Activities 
(W Program administration; accounting policy; management analysis and 
improvements; manpcrwer management; program developmnt; review and analysis; 
progress and statistical reporting; budgeting; accounting; and disbursing 
services. 

Section II. FUNCTIONS 

14-2. MANAGl34l34TANALYSISDMSIoN. a. Advises Dm and comnmnd on 
management, management improvement, productivity improvemnt, review and 
analysis, cmmercial activities, internal management controls, value 
enSi==ins, Total Quality Management, c?amittee management, econmic 
analysis, and managment information systms. 

b. Provides management and productivity iqrovemant advisory services to 
usAARPIcandtenant- uponrequest. 

c. Develops plans and programstoaccmplishactionsassign&~TRNXX 
and DA pertaining to management, productivity improvement, and the CA 
programs. 

d. Serves as Installation Civilian Career Program for CPll, Cmptroller. 

14-3. MANAGEXGBIT STUDIES/O ACITVITIES BRANCH. a. conducts 
management studies anda~lysesasdirededlocallyor~~~~h~~s 
or as reguested by Fort Knox activities. 

b. Formulates mmand poli~formanagemntstudiesandanalyses. 

c. Provides management advice and assistancetothestaffandcammand. 

d. Coordinates with TRAMEA on conduct of Efficiency Reviews and Manpower 
StaffingStamWdsStudiesthataffectFortKnox. 

Coordinates with higher 
(ERR:) studiesaffectingFotiKnox. 

hadqmters onBaseRealignmentandClosure 

f. Prepares Base Realigrmnt Implementation Plans for EQ?AC actions and 
decision packages for other realignment or downsizing actions. 

14-2 



g. Responsible for continued review and reportirqofCAfunctionsand 
subfunctions to determine wzletherwn~~aperationis~rea~~g~to 
the Federal Gove t than acccx@i&Ent of sarE by DA civilian employees 
and/or military pzrsonnel. 

h. Responsible for corxIu&ingmanagementstudiesofCAstodeterminethe 
most cost-effective and efficient organization and personxl staffing. 
studies w all facets of the studied organization to include 
P===L organization structure, equiw, facilities, and supplies 
utilization, 

i. Responsible for the develwt oftbeMv WorkStaW- 
the document used by the contractiq office to solicit ccanmercial bids. 

j. Reports annual cAinventorythrw&$~~and~Dchannelsto 
co~ess. %he inventory reports number of personnel en@oyed in each 
function, ctalrrent method ofperfolzmance (in-houseorcontract),'andtheyear 
in whi& the function will be reviewed. Updates and completes 5-year CA 
Review sc2kdulee c 

k. mepares Qt Proposed Action mies (BAS) for review and 
compliance. The WAS provides information such as installation, location, 
activity aM functionstobereviewed; currentmethodofperformance; date of 
last review; mission and population served; manpclwer analysis, how functions 
would be ~o~under~~a~;ro~~onbaseandspaCe~la~=eMi~~ 
Occupational Specialty mfw impacted positions, workforce/union 
involvement; type of contract; Small Dusiness Administration (SEA) involve- 
ment;andamilestoneschedule. 

1. Ferfo,Tlrs cost analyses of functions under review which represen ts the 
in-house cost estimate forccqzarisonpuqxxes. Documentsandsubstantiates 
positions during atits m by the U.S. Amg l%.udit Agency (USA+ 

m, Represents the installationinaqappealpracedurer~t~fr~the 
eomparison~. 

n. Monitors functions to ensure that no 'INew Startstt are initiated 
without prior approval. Conducts initial feasibility studies to determine 
whether releMntcastsaresiplificant~tosuhnitN~~OT~ion 
=iv=t. 

0. Coducts annual reviews 0fcontractedCAstoassurethatcostgrowth 
is reasonable aM contract operations remain the&adVantageoustothe 
goWxnment. 

Pa Condue cost transfer studies when it issuqe&ed that contract 
operation is no longer the most cost effective mode of operation. 

<- 14-3 
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a. Administers the Review and Analysis (R&A) program for the installation 
in accomlance with local policy. Assists in the develwt of local 
perfolL=mlce mwsures depict- activity acco@ishmW. -es that follaw- 
up action is taken through normal R&A techniques on areas outsidethe 
acceptableperformancerange. 

b. Assists program directors in identifyingproductivityiqxovemmts. 

Administers the installation Productivity Capital Investmnt Program 
(PCIi$ to include Quick Returnon InveAmmt(QRU?),l3mductivityEBhancing 
Capital Investmnt Program (PECIP), and Office of Secretary of Defense 
Productivity IrlRbmnt Ftmding (OSDPIF). 

d. Administers the um ckxnmittee Management Program and takes 
appropriate action to limit the number of ccmittees and to preclude 
establishment of unauthorized t2onmlittees. 

e. Administers the Value l3@neering (VE) Program. coordinatesteam 
efforts in systematically analyzing high-cost areas of systems, equ@nent, 
operations facilities, procedures, and maintenance to achieve essential 
functions atlmestcost. 

f. Administers theInternalManagement ControlProgram. Assistsmanagers 
in performing their internal management control responsibilities. ma&s 
corrective actions on intemal control weakmsms, performs traw, 
participates in the coarrmanding General's Command Inspection Program (CG-CIP), 
and prepares the commander's Annual Assurance statement. 

g. Compiles the AnnualHistorical SupplemntfortheDirectorate. 

h. Pintains avarietyofstatisticaldata forusebythemandfor 
public information services. 

. Manages autmated data process 
sys& administration, 

ing support to the division including 
hardware, andsoftsmre supportandautmationsecurity. 

5 Provides administrative services support for Managemnt Division. 

k. Administers the Army Ideas for ExcellenceProgram (AIEP). 

1. Administers the installation!IWalQualityManagement(T(2FI) Program. 

m. wiles and publishes USAAPMC Regulation 10-1, organizations arad 
FmctionsManualm 
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0. A&&qi& me Ersonnel Security NamgemntprogramforDRM(less 
FAD). 

14-5. ~AND~~~DMSION. a. Develops, wanag=, 
coordinates and e3cecutes all aspects of the installation.Es manpowx, 
t3c&ment, a#lxid- tation programs. 

b. Frovides staff advice and assistancetotheDE?M, c%xllmG gro\;q?~ and 
installation activities on matters related to organizational and functional 
alignment; mmpower requirements, authorizations, and utilization; and 
equipent management and d ocumntation programs. Providesadvisoryservices 
totenantccanmands uponrequest. . % 

c. Serves as the installation mnpower and ec&ment management 
representative at higher hadgmrters meetings, conferences, and seminars, 
such as the TRNXX Review of Manpower (THQandtheDAStructureNanning 
Decision Review (SMDR). 

da Administers manpakFerr control functions '(i.e., w&be, temporary 
hire, position manageme& canmand grade ceilirg,directedmili~, over- 
strength, special duty). 

* ii 
f. Intxqxets regulations~pertainstomanpcrwerand~~tf~ions C 

and develops local dimctives as required, to include USAAFS Regulation 
210-6, Special Duty/Detail/Unit Taskixq; and 310-2, EQu&nent Requirwts and 
Authorizations for Individuals, tits, and Activities. 

go BBmitors and develops the manpow- portion of the Civilian E&ploymnt 
Plan (CEP) for the installation. Develops distribution plans for the 
allocation/reallocation of manpcmr authorizations (excluding tenants). 

h. Ensures proper utilization of available resources. conducts manpcwer 
suxveys and utilization analysis studies to de- or adjust manpmer 
re&rements or organizational structure. 

i. Applies~erstaffingsB. 

5 participates in MAC!@I maqower andeguipmentsurveysandimplements 
results. 

k. Develops and/or reviews Schedules X and recmmnds approval/denial for 
proposed changes in mmpower requirements. Maintains official file copies of 
all DA Forms 140-4 @Qqower Survey Reports - §chedule X - Nmpo~er and 
Workload Data) for the installation. 

1. Provides guidance concerning docummtation of persomel and 
equipnmnt. Determims proper organization structure, job title, KS, and 

14-5 
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grade structure. Preparesanddocumen ts peaceth and mobilization Tables of 
Distribution and Allowances (TDAs) for serviced activities. Maintains Modif- 
ication Tables of Chyanization and EQuiFt (MIOIB) for all UnitedStates 
StrategicArmyForces/GeneralSuppo~Forces (m/GSF) units. 

m. J-WI- a+ coordinates the installation special duty, borrawed 
military manpower, and troop diversion programs. Preparesthequarterly 
Personnel Augmentation Fkquirements Dowxtwk. 

n. Processes requests for authorization of equipment and assignment of 
Line Item Nhmber (LZN)forsupportedunits. Acts as executive agent for the 
commander for amroval of -cial non&a&&d and noncontrolled s-tar&& 
equipment costing less than $15,000. 

Reviews Basis of Issue Plans 
mod&cation of Common Tables of All 

(BoIPs). Pmceses requests for 
owance (CTA) for serviced activities. 

Pm mges the Installation Equipment Usage Program. Develops detailed 
hplementing instructions andmaintainsusagerecordsandreports. Evaluates 
equi-t usage data to ensure underutilized equi-t is turned-in or 
justified for retention. <bnductsperiodicwalk-thrc~~~treviews, 
including semiannual canmander's Reviews. \ 

q= Serves as the installation coordinator of Installation, The Army 
Authorization Document system (ITAADS) system. ManagestheITAADSDataBanJc 
and establishes controls for machine processing of d- ts and cihanges for 
installation units/activities, USA Second Region, USA RMC Cadet CoBnmand, and 
tenant activities. 

r. AdministerstheTRADWon-1ineTDAsystem. 

S. cl!oordinates mobilization planning actions for DRM. Detzemines 
-a and quipent requirements for the MOBTDAs. Participates in 
mobilization exercises. 

t. Maintains data pertaining to the installation portion of the Vertical 
Force Accounting Structure (VFAS) Troop List for STRAF/GSF units and 
activities, that reflect unit actions occuxringduringcurrentandprogrammed 
fiscalyears. 

Conducts or participates in force structure organizational studies as 
diE?L?d. &ordinates the execution of force structure programs and policies. 

v. Coordinates review of WE/MIOE changes -tareunit-eneratedand 
staff actions for installation recammendationswhidnareMACXX+generated. 

w. Requests publication of pemanent ordersregardiqcharqes in force 
structure, organization, stationing, activation, discontinuance, and 
inactivation. 
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Prepares recurring and nonr-inyw 
dew&26 

repoti asr*ed and 
the Post ~ti~~file~~refll~actualandJorprogrammed 

installation strm. 
I 

Y- Prepares and gx.blishes the Installation Mmpuwer Resmrce Ekxamumt 
(MRD) l 

Prepares manpmer portion of the Installation Contra&, CoeoraMnd 
Oper%ng Budget (COB), and the MAOOM Pr~ObjectiveMemorandunz(poM). 

aa. Reviews and analyzes Program Budget Guidanae with regad to the 
installation's prog3zms. 

bb.. Participates in installation realignment studies. 

w. coodinates, co@les, llElintajns, and provides data. for the 
installation~s master plan,- the installation Umg Range Plan, and the Amy 
Stationing and Installation Plhn. Distributesdatatootherdir~ra~. 

dd. VaPidates an3 provides dxganizatioaal md staff~guiW related to 
MJDr*mW, Provides mmpuwer requirements determmation analysis for 
efficiency review0 

ee. Serves as Installation Civilian Career Program far CP 26, w and 
mrce vt. 

14-6. E?RCGNWAND~~DMSIoNm Perfmmduties ~iatedwith: 

a. U3ng Range Prm: 

(I) Prepare B@ckmizatim Resources Tnforination S&mission (PRIS). 

(2) Prepare IId3ng if3ange Plan (xx@). 

(3) F9xpare Tbtal2iJ3ny analysis (raa). 

be J!3uaget 'Fomt%m: 

(4) --m and furnish formats for preparation of hdgetaxy 
estdmates. 
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(5) Analyze data for reasonableness, consistency of estimates, 
justification, and cmpliance with prescribed policies. -changesas 
needed. 

(6) Prioritize progr~/unfinanced requiremnts and make 
recmmr&kions to ensure progrm are balanced and funded bas&I on priority 
of s&missions. 

(7) Consolidate data and prepare ccanmander's narrative for bdget 
sub&ions. 

c. Budget Presentation and Defense: 

(1) Convene and attend Prcgram Budget Advisory Gmmittee (FBAC) 
meetings,ChairJunior PBACand preparemimtes. 

(2) Provide narrative and statistical budgetary justifications data . 
for bariefingthe~ General, staff, directcrs and representatives frcun 
higherheadquarbrs. 

(3) Prepare andpresentkmdgetarybriefingstothe DRM,PBAC,andthe 
(2amander, as required. Representthe cammand at budget reviews and present 
the Ccmand's position and defa$? budget requirementstohigherechelons. 

d. Budget Execution: 

(1) Assist in the develo-t of annual'plan of execution. 

(2) Monitor execution, identify and analyze trends in fund 
utilization. 

(3) Review pXfOXMIlCe related reports conparing actual with 
forecasts. 

(4) Develop r ecmmndations for Ixdgetary adjustments to support 
unanticipated changes in programs or operation and prepare and document 
rquestsforfunds. 

(5) Analyze and fulfill specific budget execution reporting 
requiremmts. 

(6) Cooxtlinate with PDs and higher headqmrbrs toensurea 
successful, efficient year-end closeout. 

e. Fund Control: 

(1) Receive Fund Authorization Documents(FADs)anddistributefunds 
and allowance to PDs. 
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(2) Issue, mnitor, and adju& obligation ceilings. 

(3) Advise higher headqmrkrs ofrquiremmts for additional funds 
or funding adjustments. 

(4) Establish financial managemnt procedures for review and 
surveillance of fund subdivisions and limitations. 

. 
f. Level II w and Budgeting: 

(1) 

(2) 
of funds on 

Formlate program/kxadget for DRM-funded activities. 

EXecute budget for DRM-funded a&ivities to include certification 
obli&ion dkumnts and maintain ccmnitmnt ledgers. 

14-7. FTNANCEANDA~DMSION (FAD). a. Advises the DRM and 
commandonfinanceandaccountingmatters. I 

b. Provides finance anda ccaunting service, toinclude+accountimgand 
reporting on nonappropriated fundactivities, totheUSAARMCtenantcmmmds 
and satellite activities in accordance with regulations prescribed by DA, 
Treasqrer of the U.S., and pertinent U.S., 2edx&es CJolreming these matters. 

c. Serves as the official custodian for all appropriated resources. 

d. Provides comprehensive andtin~lyinformationastothestatusofthe 
installation resources. 

e. Responsible for the administrative control of appropriated W 
allocated to the installation as directed in AR 37-20 and other pertinent 
regulations and statutes as implemented 1ocallyinU~Cflzppl~tlto 
AR 370108. 

14-8. QWCITYASSURANCEBRAN~. a. Plans, establishes, and i.Iplements 
applicable portions of the Quality - cm) program=P-=~W 
AR 11-37. 

C. Performs audits and reviews in the areas of civilian pay and 
allowances, accounting, e-1 pay, cmnercial aamnts, militarypayand 
allowances, diskming operations, and nona~ropriated fund accounting. 

d. Performs analysis of Finance andAccountingreports. 

e. Perfoms special studies, surveys, and projects as directed by the FAB 
to improve overall operational effectiveness and efficiency. 
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f. coordinates and monitors inspections/studies of outside agencies 
(i.e., AmrylslclditAgency,I3AandTRADocQualityAsfllrance,IRAC,~,etc.) 
and develops responses to findings representing the views of the FAD. 

14-9. PAY/EXAMINEON EBANCH. a. Directs and controlsthenature, extent, 
policies, pro=d=es, andtechniquestobeusedwithinfunctional sectionsof 
the Pay/Ekamination Branch engaged in recording, preparation, and computation 
of pay and allowances and travel entitlements for military and civilian 
personnel. 

b. Furnishes the FAO with analysis and observations pertaining to 
effectiveness of pay/ examination services furnished. 

c. -es required coordination with all otherbranchesandexternal 
activities. 

d. Performs reviews of military pay accounts for inprocessing, 
reenlistments, separations, and special cases. 

14-10. SYSTEMSOFFICE. a. Provides teChniCa advice/supemision on all 
aspects of installation financial management accountfns systems with respons- 
ibility for re&lvirq problems associated with systems development, implemen- 
tation, interfaces, androutineprocgSing. 

b. Provides accounting policy and procedure interpretation to 
installation financial managers, and coordinates implementation of new or 
revised financial managmt systems procedures. 

C. Monitors and evaluates existiqaccountirqsystems andproceduresto 
ensure adequacy of accounts operations and reliability of reports, and 
represents the installation's position on Proposals to/frcxn higher 
headqmrterstomdifysystms/procedures. 

d. Ektablishes and coordinates installation financial management 
policy/procgdures, and provides advice/assistance to financial managers. 
serves as proponent for installation's principal financial management 
regulation. 

e. Establishes and coordinates annUa1 fiscal Year-end closeout 
procedures/actions. Serves as proponent for installation circular which 

'prescribes policy and time-#ased schme of actions for closeout period. 

f. Serves as sole point of interaction with Directorate of Information 
Management on systems applications/access and scheduling of processirq 
support. Acts as focal point inDFWforinformationmanag~tresponsi-= 
bilities/action and provides teChniCa advice on personal computer 
applications. 
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9 Provides autmation and functional "training on various aspects of 
system aperations to include the use Of data entry/m 

application. 

14-11. AaOUNTIEOPEIWM~SS. a. Mmitors the receiving, 
controlling/ validating, a~~Irewrdirqofeachconsmer fund accounting 
transaction that affects the asset, cost, liability, revenues, and proprietary 
accounts of the installation and tenant activities. Maintains reoords 
reflecting the statusof~~~a~r~riatedfundsand~~financial 
activity. 

b. Perfoms continuing transaction level reviews and analysis. 

Establishes, maintains, and monitors adocmen 
sys& for all 

ttr~ttalcontrol 
a0 l-lsimx fund souroe documents. 

d. Maintains operational cxntrol of all consumer fund aming 
docmmts,listingsandreports. 

e. DistriImtes systemcx&puts inaccordancewithestablishedplm. 

f. Reviews, analyzes, and corrects all financial transactions rejti by 
the system on the DailyPreliminaryBalance'Listingandr~~Gorrtxted 
transactiondata. 

g. Btablishes and maintains suspeme fi&s for uncleared or suspended 
TBO transactions. 

h. Maintains consurmr fund accounts receivable and appropriation 
rei&umemmts for installation and tenant activities. 

i. Maintains complete retail stock fund accounting recordsusirqthe 

j. Maintains controls ova ASF obligation authority ti cash alloca- 
tions. 

k. Reconciles, researches, and analyzes open consumer -funded =!F!?lY/ 
eguiyt obligations in SilMFINS with related records and.conditions in 
SUWTARSand5SAILS. 

1, Maintains and reconciles ASFgeneralandsubsidiaryledgeraccounts. 

Reviews and reconciles 
StaAts prepared by sIlmmas. 

all prescribed stock fund reports and 

n. -paymentsto wmmercialcontractors andvendors. 
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14-12. MANXEMENTAWXJNTIW/INTENWL axvI!RoL AND ANALYSIS ma. 

a. Provides professional accounting advice and assistancetosemiced 
activities. Solves a ccountirq problerm through face-to-face communication 
with serviced activities and cooperation of all branch personnel. 

b. Reconciles and analyzes all status of installation funds, reports and 
relatedsubsidiaryreportsandgeneralledgerbalances. 

c. MOIlitOl?S, reconciles, researches, ardanalyzesreMmrsableordersand 
earnings in relation to correqm~ obligations and accrued expenditures.- 

d. Schedules, coordinates, and performs joint reviews and analysis of 
open rewle orders and unliquidated ObJigations with responsible 
fimncialmnagers. 

e. Researcihes, analyzes, reports, and takesnecessaq action to effect 
collection of all accounts receivable. 

f. Wtablishes and maintains performance statistics that reflect the 
direction of key financial performance indicators. 

g* =&=, develops, implements, operates, analyzes, and periodically 
reportsontheresultsofthe IFNIP. 

h. Researches, analyzes, reconciles, and monitors all transactions, 
records, andreportsaffectingthe FAo'scash a ccountability. 

i. Analyzes, monitors, and performs reconciliations of the Check 
recertification program arad deposits-in-transit. 

, 5 Reconciles civilian personnel payroll. 

k. Ensures that all fiscal year-endbalancesareproperlyreflectedas 
beginninginthesubsequentfiscalyear. 

1. Researches, reconciles, and co33zcts all errors generated by 
installation @ture reports. 

m. Maintains source documen tation files to sqqort open DO deposit 
accountbalances. 

n. Prepares tmnsmktal paperstoformrdoriginalvouchersto USAFAC on 
amonthlybasis. 

0. sl.lhnits TFO reports with copies of vouchers to funded fiscal 
stations. ResearchesandcoxmctsrejectedTFOs. 
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14-13. DISBUEWNGBRANCH. a. Receives, safeguards, and controls 
disbursemmt and collection of all public funds, negotiable instrumnts, 
f===Y (-=m travelerschecks, -U.S. SavingsEkmdschargedtotheFAD. *\ 

b. Maintains daily accountability and dative formal accountability 
documnts fortheFAD, 

c. Maintains noncollectible checks drawn against them-erofthe 
U.S. at this installation and initiates collection ktion. 

d. Prwides cashieringsezvicesattwo pemanentandadditi~naltexqomry 
locatims. 

e. Provides scixalling asld control of colleckion and dishrsement 
VOU&aS; prepares voucher deductions, cash collection vouchers, deposit for 
czancelled c&&s, PartsBandCofStatementoflbxxluntabilityand~eReport 
of Confirmea Deposits; verifies cash and check dism tandcash 
accountability. 

f. Summarizes Military Pay Vouchers paid daily by cash and che& and all 
Class A Agent payrolls, prepares Smmary and Certification Sheet, and controls 
Debt Obligation Voucher numbers. Fmcess% andfomards travel vcuchers an& 
v sheets. 

g. orders, maintains, prepares,andprocessesTreasurychecks. Prepares 
magnetic tapesforshi~ttotheTreasuryDepartmenL Implementsprogramto 
bf2used~~~system. 

14-14. NmAPPlmm FUND (NM') Am BRANCH. Pravides timely, 
i3tadwd accounting and reporting services for all installation Nonappro- 
priated Fund Instrumntalities. Inthis capacity, theNAFAccounting1sranch: 

Maintains all books of original entry (journa 
genek ledger and related subsidiary ledgers. 

1s and 

b. Maintainsfixedassetrecords. 

c. Prepares all dis-t vouchers and checks 
availability of funds. Signs checks to pay liabilities~ of 

d.SemesasTOCbetweentheNWIsand~. ' 

e. Preparesrequiredfinancialstatementsandreports. 

registers), the 

after assuring 
servicedfunds. 

f.Prepares Other information required or requested by activity 
managers. Prwides technical advice as requested. Performs a financial 
analysis of each activity's financial statements. 

% Prepares annualcAobudgetandassessments. 
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i. Arranges disinterested team obsavers for rquiredfixedassetand 
resalemercllandise inventories. 

5 Reviews transmittal letters and attachedd ocuments for ccanpleteness 
andaccuracyandreceiptofrequireds~ppoti~d ocumentation. 
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- 15 

DIRECIORATE OFPERSCNN&A.NDoaMMuNITyA~Es 

Section I. RESRDNSIBIIXTIES 

15-l. DIRECCOR OFPEECNNELAND CMWNITYA-ES (DPCA). TheDPCAis . the Commdmg General's principal staff officer for personnel, morale, and - 

Activities (CBA); 
Comnmity Operations Activities; andEQualOpJortmity(m)Progrm Serves 
as a member 'of the USMRMCE9xgramBudgetAdvisoryConmittee (PBAC) andis 
program Director (PD) for those activities identified in the USAARMC 
Management Structure. Ehsures that adequate internal managemmtcontrol 
systems are developed and are operative within DPCA so that Government 
resources are efficiently and effectively managed. 

Section II. FUNCTIONS 

15-2. HQUAL0PPOKruNITY (EO) OFFICE. a. Advises the Commander on M) 
matters affecting militarypeysoMelandtheirfamily~sandadvisesand 
coordinateswithseniorandsubordinate camanders andsupervisors. 

b. Implemnts Department of the Armypolicies, programs, andprocedures, 
and develop6 and initiates similar actions tailored to theneedsofthe 
comandandlocalenv~onmenL 

c. In coordination with appropriate staff elements, develops, monitors, 
and/or participates in El0 education programs for the Commander. 

d. Develops, coordinates, and monitors irrq?lementation of local cmnnand 
and staff-developed Affirmative Action Plans (AAP). 

Wises and 
pt%-tZiningtOEo. 

assists other staff sections in handling matters 

f. Maintains liaison with off-post community organizations, institutions, 
minority group leaders/organizations, arti civic clubs in connection with the 
ED Program. 

5 Participates in councils and seminars co-ed with on/off-post 
cmmnity activities and M) matters. 

h. Advises the ~~on~~~shingccaopliancemonitoringprocedures 
bytichtoevaluate imple;merrtationandprogress 0fEOprograms. 
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i. In wordination with appropriate staff elements, monitors the 
following programs/activities for impact on EO policies and programs: 
education and training; recreation, mrale, and welfare; complaints and 
cmplaint procedures conceming discriminatory practices on and off post, 
including ~inoff-posthaus~areas;mi~~justicematters; assignments, 
prcmtions, andseparations; and ~mmmd and public information programs. 

% Plans and conducts installation level HO training workshop to provide 
units with facilitators to aid the Chain of cxmmndinpresent~seminarsin 
accordance with AR 600-20. 

15-3. FESOIME~~OFFICE. a. Provides guidance and instruction to 
activities under the program directorship of the DPCA in the develo-t, 
aecution, review, and analysis of theassignedportionofthe USWWMCand 
Fort Knox Operating Program and Budget. Plans, develops, and executes 
apprqriated fund wets. Reviews, analyzes, adjusts asmcessaq, and 
consolidates data flxm activity directors for &mission to higher 
h=-P=-=* 

b. FWniShes assistance and advice on program objectives, progress, and 
statusofmnagementmatters forwhichDPCAisresponsible. 

c. Prepares instructions, reviews, amI adjusts feeder information for 
special one-tim projects of wide scope required for planning, briefing 
puposes, ortoccanplywithatherr~~~ofhigherheac~. 

d. Administers the Resource Reqcle Program Budget. 

Empares Quarterly Review and Analysis charts to reflect Dm goals, 
objeZives,amUmmds. 

f. Administers the Army Ideas for Excellence Program for DPCL 

% Fstablishes and maintains the Interna1ManagmentControlProgramfor 
DPCA. 

h. Obtains, reviews, and coordinates infomation for -developi.rq 
remmem%ations for intra-servicesupportagreements. 

t 

fundLg, 
Qxxdinates and furnish~technicaladviceonprograming, budgeting, 

andreportingfortheGmmnity School System. 

j. Develop6 recmmkktions gemming the internal organizational 
fu.nctionswithinDpcA. 

k. Provides maqmwer cCmtrolfmctions forthedireckrate. 
\ 
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1. l%rnishesinfomtionanddocumen tation comerning audittrends. 

ill. Processes requests for temporary duty travel. controls travel taxyets 
for the directorate and mnitors travel to 
essential. 

ensurethattravelisrnisSion 

n. Msters Project SPIRIT for activities 

0. Provides data and coordinates Cmmrcial 
DPCAareaofresponsibility. 

underDPC% 

Activities Studies within the 

PO Ensures obligations 
USC1517 are notincumed.. 

15-4. m CouNsm CENTEEL a.Conducts and implements the 
prevention, education, identification, rehabilitation, treatment program 
evaluation, and research functions 0ftheAlcoholandDrugAbUsePrevention , 

that constitute either a violation of AR 37020/ 31 

andControlProgram. 

b. Plans and conducts the installation's alcohol and drug almse education 
program for supewisorypersonnelandunitalwholanddrugcoordinators. 

c. Monitors and assists in unit alcohol and drug abuse education and 
provides general educational materials. 

d. Provides proper evaluation through vokmtaq and involuntary mans of 
identification including urinalysis testing and referral by law enforcement 
authorities for alcohol and drug related offenses. 

Provides evaluation services and individual, 
treakent on an outpatient basis for rehabilitation clients. 

group, and family 

f. RewImz& elimination from the mice for those soldiers who cannot 
be effectively restored to duty in a reasonable period. 

9. Plans, COnducts, and monitors the educational and rehabilitation 
aspects of alcohol and drug abuse for civil service employees. 

15-5. ARMYcAREmANDm PXER&M(ACKP). a. Assists in the smooth 
transition of all soldiers, civilian employees, and family members exitjng 
frcan the federal to the private sector. 

b. The Transition Assistance Office (TAO) provides timely quality 
assistance to personnel through initial needs assessments, developirq 
Individual Transil%on Plans (ZIP), and referring to amropriate service 
providers, such as CHAMFUS, Finance, and Transportation. 
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c. The Job Assistance @nter (J&C) will provide assistance to individuals 
in their job search through employmntsemimrs, workshops, and individual 
cmnselingandreferralto external agencies. 

15-6. ASSISIANT DIRECIOR FOR "m ANDFAMILYACTIVITIES. Supervises 
the functions pertaining to the installation's commnity and family activity 
operations. Manages and directs all lxlsiness and operational aspects of the 
Installation, Morale, Welfare, and Recreation Fund (IMWRF) and other cmanunity 
andfamilyactivityprograms. FUnctionsastheSingle3XmdManager. 

15-7. FINANCIALMANAGEME2JTDMSIoN. a. Provides guidance andinstruction 
to activities in the' develwt, aecution, review, and analysis of the 
Nonappropriated Fund (NAF) Annual Cperating Budget, the NAF cash flow budget, 
and the NAF portion of the SoldierandFamilySupportAPFandNAFExpense 
Laydown. . ' 

b. Develops and managesthekdgetforthe cmlmndandstaffandm' 
administrative services functions which encoqass all programs listed in the 
ArmyNAFManagementStructUre. 

C. CBxdinatestheNAFRiskE&3nag~Progr~ 

d. Provides coordination and oversightfortheNAFCapitalPurchaseand 
Minor Construction (CPMC) program, to include develmt of the CF%IC budget. 

e. Compiles and finalizes the Installation,5-Year Plan. 

f. Provides financial oversight for those NAF activities tich are not 
partofDPCA. 

g* Provides internal mmagemant control and assistance visitstoNAF 
activitiesi. 

h. Provides automated management information systems support to all 
single fund activities. 

1508a SERVICESDMSION. a. Provides general support -ices to other 
divisions in the ccmunity and family support activities. Provides 
centralized operations in Morale Welfare Recreation (MWR) supply, maintenance, 
wing and contracting, facilities, Minor Construction Army (MCA) and NAF 
construction,warehousing, trainingl marketing, andrecycle. 

c. BtablishesandmaintainstheMWRSupplyManagementProgram 
‘ 
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d. l3stablishesandmaintainsamaintenance programfortheMWRcmmnity. 

e. MamgesandsupervisestheMWRWarehousingprOgram. 

f. Establishes andprovidesMWRtrainingforemployees. 

cl* ManagesandsupervisestheResourw, Recovery, andRecycleProgram. 

h. Plans, CWldiMteS, and monitors MWR(MCAandNAF)wnstructionand 
renovation projects. 

i. Administers the Installation MMZ Unit 

% m the operation of the Country 

Fund Accounts. 

Store, a simgle fund activity. 

the collection of Returned Checks 15-9. AlI@ENI- BlFaNa. coordinates 
and other miscellaneous a cwunts receivable; issuance and control of receipt 
books and pettywshvouchers;performs Inter-Directorate/SupportActivities, 
Mail and Distribution pickup and deliveries; prepares Daily Bulletin Notices; 
stocks blank forms; requisitions publications; prepares TDY orders and obtains 
acwmodations, training sources, requests, and quotas; controls Change 
Fund/pettycash;BMcprirrtoutsandmiscellaneoustypingsupyport. 

15-10. NAF -BRANCH. EsrecutesNAFwn~a~toprovidepr~~t 
support to all IMWRF activities. Supplies include food,-clothi&nifoms, 
and furniture; entertainment services; sports; maintenance contracts; 
wnstruction/renovation wntracts; development of invitations for bids and 
requests for Proposals, maintains/issues Imprest Funds for emryency 
P=-• 

15-11. MAIEJTlENAN(IE AND PmPEmY BRANCH. Controls and issues operational 
supplies to all activities; perfoms property wntrolandacwuntability; 
maintenance of buildings, grounds, equipnent, andvehicles @u+pentry, auto 
-c, electrician, Plumber); performs liaison between DEH and activities 
for DEH Work Orders; operates a lending closet and warehousing facilities. 

15-12. r4?wmms AND ADTlEz?rIsING BRAN=. Develops a variety of marketing 
strategies to promote II&+RF activities within and outside the installation, 
i.e., posters, bulletins, flyers, wupon booklets, monthly calendars of 
events, special prmotions, mms;Bingoprograms;operatesaprinti.ngpress 
to publish the above and to provideinter-directorateNAFfoms;Develops 
Market Surveys; solicits wmercial sponsorship for special events. 

15-13. RECYCLE BRANaL Rewvers all qualifying recyclable materials frcmt 
offices, shops and family housing on Fort Knox. Provides collection 
containers and on-site assistance/training to aid in starting areqcle 
program* Processes recyclable materials for &i-t/resale to a state that 
will maximize net dollars returned to Fort Knox to support Morale, Welfare and 
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Rxrmtion Pmgrams, and assist infuWi.ngofvariousenv~o~talprojects 
on the installation. Conserves nation&l/natural resources, substantially 
reduces the~stream,the;reby~l~illlifeandd~~~waste 
disposal/costsand~use. 

15-14. FAMILYSUPPOKPDMSICN (FSD). a. Manages family and community 
sup~0* programs; assiststhe amamkkr by identifying emeryirx~ problems that 
detract fram unit and irvdividualreadiness;andassistssol~~andf~lies 
through the develwt a@provisionofprograms a1~3serviczstomettheir 
individualand community needs. 

b. Directs activities of the Family SupportprOgramarndPla~Brm&, 
A% Child Develvt ServicesE3ranch, andYouthServicesBr~. Provides 
liaisonwiththeFo~Knax~~school~s~andpoStEscchange, 

Advises the DPCA and formulates 
per&-hq to ACS, 

reccrmmend ed policies on matters 
Child Develomt, YouthServices, andsection School 

operati,ons, programs, and service+ 

d. Provides for liaison functions with tenant units, installation staff 
andsupportagenciesonmatters involvingAxqfa3nilies. 

15-15. FAMzJlYSUPPOR!T FTQGFWS AND PLANS BRAKH (FSPPl3). a, Responsible for 
p1-r coordinating, implementing, andadministeri.nghtallation~ty 
service programs and activities for military and civilian personnel, their 
families, and installation volunteers. 

- 

b. Reviews pragrarrrs, regulations, policies, etc., for family 
implications. 

C symposiums onfamilyissuesandneeds assesmmts, processes 
and c~eviews suggestions, and develops and reviews plans for keeting'v&idated 
IEedsinfamilyarWs. 

d. Administers the HumanResourcesandcamrrrunityLifePrqm,~ty 
Service and Volunteer Recognition Program, cambined FederalCampaign, and 
Installation Volunteer progra3n. 

e. Makes cxalmmity school eligibility determinations and handles 
community school-related issues. 

f. Responsible for supemisirq on-post private organization activities, 
making AR 210-l detemninations, approving on-post 'funa-raising, special 
activities conducted by private &ganizations, and other groups. 

g. Responsible for distrikution, review, and coordination of the Army 
Family A&ion Plans, TRADOC l&&y Family Action Plans,andsimilarfamily 
action plans. 
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h. F&sponsible for corx3uct of the installation insurance, comercial 
co- program, and liaison with Post Exchange. 

15-16. ARMYalMMWTES~cEs (ACS) BRANCH. a. Operates a centralized 
perso~l affairs service to provide information, assistance,andguidanceto 
theArnycommmi~ in meeting personalandfamilyneeds. Coordinateswith 
off-post agencies to ensure facilities and semices are available to military 
residents. Mdntains close contact with the ACS offices at other 
installations to ensure the availability of up-to4ate information. 

b. provides for the establishment and operation of the ACS Volunteer 
corps. 

C. Establishes and operates theFamilyAdvocacyF%ogram,Foster/Respite 
CareProgram, OutreachProgram, a.txlFamilyMem&r SuicidePreventionProgram. 

d. AdministerstheArmy EhzergencyRelief (AER) Program. 

e. Establishes and operates consumer education and debt liguidation 

programs. 

f. Establishes and operates a variety of service delivery programs to 
include a loan closet, food locker, relocation service, and Military 
Installation Resource Library. 

5 Provides a variety of social mseworkservicesto includecounseling, 
resource research, and referral. 

h. Administers the utility waiver program. 

i. Operates the Family Member ~1oymentAssistance Program and provides 
a variety of eqloyment infomation and assistance to family x&bers. 

j- oV~~thestateadministeredWamen,Infant, 

k. Establishes and provides an Exceptional Family 

15-17. YOUIH SEKVICE~~ (YSB). a. Responsible 

andchildren'sFmgram. 

MexiberProgram. 

for developirq and 
operating Programs directed at meeting the social, recreational, and 
develovt needs for the youth of the ccxmunity. 

b. Opera- the Cmmnity Youth Center and individualandteamYouth 
sports l333grams. 

c. Offers a variety of programs and activities for children 2-19 years of 
age. 

d. conducts cultural, ethnic awareness, instructional, and social 
programsforyouths. 
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e. Maintati ymth facilities am3 sports fields. 

f* cor&4cts ski.11 enhmxmmt amI life survival &ill ackkties for 
youth. 

90 Cbnducts training and edmaticm p33qrams far ad&t coaches and 
offi&als. 

/, 
h.@eratessumer programs for youth to incNdeneighborhoodwading 

pools. 

i. Operates Youth Activities Advisory Cbmcil. \ 

1548. ~I3~~S~~~(~). a. Rsponsible for 
providing a variety ofqual&ychildcareservicesto include fulldaycare, 
part day programs, hourly care, special groupcare,amlsmmer enrichment 
Pro5W-a 

b. Operates center-based child care facilities. 

c. Sqervises and provides certification of quarter-based child care 
givers, Provides referral services for certified quarter-based Child care. 

d. Provides special activities for children enrolled in child develwt 
P=9=-* 

e. Provides special child care semices in response tiunitmission 
requirmtsorunitand comrmniw organization-planned special activities. 

15-19. oQMMuNpTyOPERATI~SDMSION (CUD). a. The Chief, OOD, isrespons- 
ible to the Cmmander for the overall management and operation of the Club, 
Golf, and 3owling Activities. '. 

b. Responsible for the financial ~planninq of the COD and ensures 
compliancewithtechnicaldir~i~. Suksnitimnthlyrepo~toDA. 

c. Responsible for records management, administrative services, supply, 
selective PC-sing 
entertairmuent contracts. 

and contracting, jarrrl adtministerinq of commercial 

contractswhenr~. 
Obtains required teChnica andlegalreviewson 

15-20. 0l?l?Im CWB BRANCH. FWovides servicesessentialtothedini.qaM 
recreation of the club nmber&ip MIxi& includes officers an&1 warrant offi- 
cers, their family members, gusts, and authorized civilians. 

15-21. NONC334MISSIoNE;I) OFFI= (NcO)/ENLtSITD (ENL) CLUBERANCH. Provides 
services essential to the dining and recreation of the club membership which 
includes enlisted personnel, their family members, guests,andauthorized 
civilian employees. 
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15-22. ANDERXN CLXIBHOUSE (OOMLUIUNITY CLUB). Provides services essential to 
the dining and leisure tim of authorized users which includes all officer and 
enlisted personnelandtheirfamilynmibers, authorized civilian enrployees and 
their families, military and civilian retirees, and guests of the 
aforementioned. Q 

15-23. mdLcNG BFtANcn. The Dowlirq Branch is nommbe=hip and provides 
recreational facilities and programs designed to stimulate mmbers of the Fort 
Knoxcommnitytomakeworth~leuseoftheirleisuretime. 

15-24. GOLF BRANaL The Golf Branch provides recreational facilities and 
programs for military personnel (active and retired), their family mmbers, 
and authorized civilians for use during their leisure time. 

15-25. clIwLmN wExiFm/msr RESTA- FUND. The Post Restaurant Fund 
provides funds frcgn vending machine concessions to the Civilian Welfare Fund 
to finance recreational and welfare activities for civilian employees of the 
installation. 

15-26. -FITNEssAND -ON DMSION (CFRD). a. Advises the 
DPCA on all phases of amenity recreation. 

b. Provides recreational facilities and programs designed to stimlate 
mxibers of the Fort Knox cmmunitytoxnakeworth.leuseoftheirleisure 
time. 

c. Plans and prcxnotes the develqsmnt of recreational facilities. 

d. Coordinates nonmilitary recreational activities and serves as liaison 
with local civilian cmmnityentertaimentandremx&ionalagencies. 

e. Conducts in-service and career training for CRD civilian professional 
employees* 

f. Provides recreational support, when reguested, for Army activities in 
statesand/orareasasdirectedbiyhigherhea~. 

15-27. CUI'DCORRKREATIONBRANCH. Plans ti supervises acmprehensive 
program of outdoor recreation activities for members of the military cmmnity 
to include hunt- andfishiqactivities, skeet, archery,motorcrosstrack, 
VOl3csmardhes, -1-t mzzleloading, and eguipmentcheckoutforoutdoor 
activities. Operates an Army Travel Camp. 

15-28. sFm!rs BFUWCH. Plans and supervises the installation adult sports 
program whi& is a program of planned and organized sports activities for 
military personnel; operates and/or maintains sports facilities to include two 
field houses, twogymnasiums, sixoutdoorswinuniqpools, oneindoorswim.ing 
pool, 21tennis courts, onetrack, andnumerousball fields. 
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1549. LIlnvmY mm. Provides professionally supervised library services 
inonemainlibraryandWobranchlibraries. 

15030. AKISANDbWTSBRAN"M. a. Multi Craft Shop - Operates arts and 
craft shops M&h include facilities for photography, woodwork, ceramics, 
leatherwork, jewelrymakirq, lapidary, weaving, andmodel-tilding. 

b. Auto Craft Shops - Operates state-of-the-art auto repair and 
maMmance facility, 

15-31. lINFO=ON, TI~,ANDREx;I~ON(xTR) OFFICE/mm 
Bl?ANCK. Provides discount ti&ets and axranges for off-post tours and travel. 
Provides social, cultural, educational, and informational services inone 
recreation cent4x. 

15-32. MUSIC AND THEATER BRANCH. Provides a well-rounded Music'and Theater 
FWgram for the installation to include dinner theater, music, unit~and 
comercial entertainment, and/or touring shows, and instructional class&s. 

15-33. HERLTH -ON BRANaL Prmoteshealthy lifestyles ancfthewncept 
ofwellnessandtotalfitnesstotheentireAmycmmn3nity. 

15-34. ASSISTANT DIRECXOR FQRMIIJT!YPEWONNEL /WIJ'I%RY PEZ?SOm DMSION 
(AG). a. Directs and supervises theperformance of functionsassignedto 
subordinate offices/branches. 

- 

b. Directs military personnel programs for UsAAIiMc and assignedard 
suppom units. 

15-35. IN~mSuPPOKr~(ISM)mmONAL~momcE. 

a. Mlanages andcoordinateswiththeDOIMto: ensurethatthe ISMmd&s 
are functioning properly; the interface betieen ASIMS andISMisworking 
ProperlY; the databasesareaccurate; andthatinformationisbeingproperly 
passed between lllodules. Provides training to all systems users and develops 
andr~chainges/Btot;oTRADOCIISM. 

b. Emvides automation suppo.$ assistance, andtrainingthroughoutthe 
activity for PC-based applications, cmmunicationlirikstor~tesites, and 
othernon-SIDPl3?S~TNXS ADPE requirements. 

C. Evaluates, recGmmds,andprocesses requirements for new m/or 
iIltpmements to work functions beirg converted frm manual methods to 
automated functions, 

15-36. ~BILXZKFIQNPLANSOFFTC!E. a. Develops/coordinates all DPCA‘ 
personnel and cmmmity support contingency planning relatirq to mobilization, 
dePloyment, and emergency type operations (mass casualty incidents, civil 
disturbances, naturaldisasters, etc.). 
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b. 1xuring all military operations, periods of mobilization, or exercises, 
moves to theE&uxgenqOperationsCenter (noC) andservesastheoverallDPCA 
representative intheEDC, speaks forthe DFCAand controlsallaccess of DPCA 
personneltotheMx3. 

c. Manages the installation Retiree Recall Program. 

d. Participates in Fort Knox planning arxl coordination of test exercises 
and operations whether by external agencies involving Fort Knox or in-house 
planning, executing, and evaluating of mobilization exercises. 

e. Represents the DPCA on planning and study groups relating to 
mobilization planning and other programs designed to identify, increase, and 
upgrade the quality of mobilized personnel and uty support resources. 

15-37. OFFICEEtSIRHGIH~~~~. a. Adhninisters the officer and 
warrant officer progrm for the command. 

b. Controls and coordinates the battalion CcIIlomaTyd program underthe 
Centralized 0xanand SelectionmcOgram. 

c. controls and coordinates company ccmmad program and~nitorsand 
coordinatesthecoqanyqraderotationprogram. 

d. Prepares annual cuKentandProjected~irementsReporton~lonels 
(- 25). 

e. Monitors and coordinatestheArmyI33w&ionRequirementSystem (AERS) 
~a~~LRvelr~~~reportandrequest. 

f. Prepares the monthly Officer Status Report forthe Commander; the 
bimonthly officer/warrant officer requisition for TRADOC and 33XSCKM, and 
otherrquirdrecurringandnonrecurringreports. 

g* Provides administrative assistance to subordinate wmmands inactions 
involving relief fram ca;troxrandandreassi~tsforcause. 

h. Conducts briefings for subordinate ccgnmanders in all ar& of 
responsibility. 

i. Acts as liaison between the Ccmmwder,p-,and Camander, Fort 
Knox, intheassignmentar@reassigrnnentofofficer/ warrant officer personnel. 

5 Coordinates initial assignment for all officers reporting to USAAFMC. 

k. Prepares requests for orders for assignment and reassigrxwnt of 
officers and warrant officers. 
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1. FornxiLates plans, policies, ard promdures for supportof 
r-m in connection with special stud&s and over&r- 
requirements. 

officer 
we 

m. prepares staff Studies for rmtions on assignment, 
reassi~, and utilization of officers aAd warrant officers to distrih&e 
assets in the support of all missions on an equitable basis and priorities as * establishedbythe~ General (OS), 

15-38. REIWWEWSE3RNIcEsBRANCH(RsB). a. Administers the Amy I&direment 
Service Program, Has responsibility for all retirement-related matters 
generated within the wmmand% geographic areaofresponsibility (Stateof * 
Ohio, 96EhstemKentuclsry counties, and47 counties inW&tVirginia). 

b. Administers the Survivor Benefit Plan @BP). Counsels retiring 
soldiersand~irspauses-. 

C. p-P=- and processes officer and enlisted applications for 
retirement. Approves enlisted applications foti retirement and forwards 
officer applications to DA. 

d. Counsels and assists retiring soldiers, their familymembers, and 
retireesandtheirfamilymembers. 

e. coordinates A@ portion of the montplly retreat/retirement cereIr0ny. 
Obtains list of participants and prepares cammand letters of invitation and- 
appreciation. 

f. Conducts semiannual preretirement orientations and -11 h&ness 
developmentwor~ 

g* ConductsannualItetiredE Person~lOpenHouse. 

h. condtuctsmon~yemployment~. 

i. Compiles, writes, edits, and mails semiannual Retir-t-i- 
Bulletin. 

% Maintains volunteer advocatesdeskatIrehndArmyOxmn&tyHospital 
toassistretireesortheir familymembersseekingmedicalcare. 

k. Provides technical assistance to CG @WXRMC andFo?tKnoxRetiree 
-il. Arranges formeetingplace, speaker, etc. 

1, Maintains volunteer Veterans Affair(W) counselors at RSEI to assist 
soldiers, retirees, their family members, and widws/widowers in completing 
application for VA benefits. 
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15-39. MILITARYPERSWNEL DIVISION SUPPORT BRZWCH. Dhxhsandsupervi~ 
specific administrative functions for the Assistant Director for Military 
Persoqml; i.e., civilian personnel administration, intersemicesupport 
W=-=-, personnel and information security programs,recordsandforms 
m=%P=a FYeedom of Informationandl?rivaqkt, eneqyconsemm tion, and 
fire prevention programs. 

15-40. PmSmNEL RElENTIONgRANa. a. Advises the Adjutant General on 
matterspertainingtotheFortKnoxReenl~tprOgram. 

b. Prepares reenlistmnt packets, DA Form 1695, Bars, and @@s for units 
stationed at Fort Knox, including tenant mmarxls. 

d. !%hnits quarterly reenlistmmt statistics, along with &arts and 
graphs to the OG. 

e. Provides information at the Premansition Briefing. 

f. Monitors and provides logisticalandclericalfllpporttothe~e 
ComponentIn-ServiceRecruitingProgram. 

15-41. EIiKmmD sTREwnI I4llNAGmma. Fomulates plans, policies, and 
procedures for the implementation and administration of personnel management 
at Fort Knox. Requisitions, assigns, and reassigns enlisted personnel. 
Wmitors proper utilization. Coxlmts RKE Medial Retention Boards for 
mnnel with P-3 and P-4 profiles. Reclassifies enlisted personnel 
accordirg to HQDA directives. prepareSenlistedpersonnelstatisticalreports 
for quarterly personnel status meetings and the monthly Maintenance 
Improvemnt Program meet-s. C!orkkts mobilization processirq to include 
cross-leveling. Manages Drill Sergeant, First Sergeant, and NC!0 Rotation 
Pl?OCpUllS. - requests for regimental affiliation. Monitors 
SponsorshipProgram. 

15-42. PERSONNEL oPERA!TIms BRANCH. Manages and controls personnel 
operations functions and is the functional proponent for: Awardsand 
Decorations; Leaves and Passes; Family CareProgram; -t's E!mgram; 
Officer Procurement; involuntary/voluntary separations/transfers; 
eliminations; HIV proqram; administrative boards; Line of Duty Investigations 
and Gmalty/Mo.rtuary Operations. Maintains reference/record files for 
USA&RX orders, andDAprmotion/retirementorders. Publishregular/permanent 
Orders and travel authorizations for dependents. Provides technical 
assistance and Irnnages special coxmspondence/congressional irqukies, 
provides soldier supE?ort and performs a mltitude of personnel actions 
functions: Married Amy Couples Program; Joint Dcmicile; W-producing 
schools; special duties andenlistedspecialdutyassi~~;ccarpassionate 
reassignments; medical extensions; OCONUS leave authorizations; Mamiage 
OooNus; exchange assignments; -P dimes; Defense Language 
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Proficiency TQsts; Officer Selection Bat* Tests; Rfqular Amy Integration; 
Recall to Active Duty; CVI/VI andshort--extensions; SQI/ASI requests; 
officer schools/program, andoonsCientiousObjectorstatus. 

15-43. PmScmmL smw RRANCH (Reco&). Maintains records for installa- 
tion units (less organic 194th Armred Brigade) and tenant comarkk suCh as 
USA Secoti -ion, USA m Cadet -and-c. condtuets *preseparation 
processirq. Monitorsofficerandenlistedevaluationreport system. M6nitors 
officer and enlisted prcumtion system for the installation. 

15-44. PERSONNEL A-ON BRANCH. Provides' SmPERs support for 
installation units, tenant conmmds, and attach& unitsoveranine-state 
WW. Conducts sIDpERs/TAccs training for activedutyandresem e units. 
Resolves or forwards Personnel Information Systems CBmand incidents of 
smn32s or TACCS malfunctions andrm systemingyovemnts. Controls 
and operates the AG In-House Computer Systmn hardware and software 
applications. 

15-45. PERSmNEL F?mcEssING BRANa. WithintheOne-StopProcessingCenter, 
four functions are acaqlished. All soldiers (excepttrainees) arriving or 
departing Fort Knox are either in-orout-processed. The ID 6x-d Facility 
provides ID Card support for the tri-&ateareaandtheTmnsitionCenter - 
processes soldiers who are separating or retiring fromactiveduty. The 
~~alsopr~id~aftevdutyhourspost-widelocator~i~ . 

15-46. tI%unmE/sIuDm PROCESSING cENTEEL& a. Operates a consolidated 
Military Personnel Office to provide pkrsonnel sqqort for all students 
(officer and enlisted) undexyoing training at the U.S. Army Armor School and 
various locations on Fort Knox in the followkq courses: Armr Officer 
Advance Course; Armor Officer Basic CBurse; Junior Officer Naintenance Course; 
scout Platoon Mders Course; Senior Instructor Operator Course; Scout 
-ers Certification Course; Drill Sergeant Course; Advmced 
Noncommissioned Officers Course for 19D and 19K; Basic Nonccmmissioned 
Officers Course for Armor and Ordnance; Cavalq Ieader Course; Armr 
Pr- course; ItIast& Gunner course; NBC Defense Officer/NO3 Course; 
Primary Leadership Development Course; initialentrytrainihg (IETT) soldiers 
undergoing basic training (BT); advanced individual training (AIT); one 
station unittraining (OSUT), andPhase IInhedicalstudents intheapplication 
phase of Clinical Specialist Training at Ireland Axmy Community Hospital. 
Provides for administrative control, reporting, and processing of assigned or 
attached students ~I~soldiersandsol~~sundergoingtraining~~~e 
Force AlignmentProgram (FM). Fomulates plans, policies, and procedures for 
the k@ementation and administration of personnel management, persannel 
actions, soldier actions, and records mintzemnce and disposition for all 
students, IEr, and FAP soldiers. 

_= 
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b. Classifies, assigns, and reassigns students and IET soldiers as 
dire&edbyHQ,PERSCm Processes reguests for waiver of enlistment 
commimt. 

c. Formlates command policy and proceduresandadministerstheTRAD0C 
elemnt oftheHcmetownRecruitersAssi&anceProgram. 

d. Screens and interviews 
assignment; 

students and IEF soldiers for special 
pmcesses and cooxdinates port call rquiremnts; maintains 

control for security clearance requirements forstudentsandIE33oldiers, 
maintains flagging actions control, and monitors and controls National Guard 
(NG) andU.S. ArmyFWerve (US&R) AIiJroLandDFRactions. 

e. Processes packets for IEC soldiers for administrative separations such 
as EntKy Level, Exist- Prior to Service, Medical Condition, Hmmexuality, 
Misconduct, Goodofthe,Semice, andFraudulentEntq7. 

f. Processes requests for deletions/deferments fram 
instructions forsoldiersundergoirqtraining. 

assignment 

cl* Processes reguests for excess leave and ordinaq7/emergency leave 
outside CWUS. 

h. Prepares and mails delayed entry program letters, family welcmz 
padcets, andsupportoftheU.S.AnnyRemuitingF9mgramletters. 

. Monitirs and controls the administrative element of the "FAST T!E?AC!KV1 
p&m~ inAmor/Excellence inCavalry) programforthelstArmrTraining 
Brigade. 

5 Performs all the reguired briefings (e.g., Junior Enlisted Travel 
cm I Aerial Port of Rnbarkation (AEOE), Overseas Orientation, Army Married 
coupl- program, Personal Baggage Alhmnce, E&eptional Family Member 
Program, and shipment of POVS). , 

1. Projects and CoolL-dinates Government-furnished 
reguirements with the installation Transportation Office. 

transportation 
Prepares and 

authenticates travelopes and military travel authorizations for Im soldiers 
as an agent for the installation Transportation Officer. 

Coordinates action pertaining to NC andUSARIEFsoldierswiththe 
inst%lation NG and USAR Liaison Office. 

n. Administers, monitors, and coordinates OSUT tank commanders/assistant 
instructorsholdoverprogramwithDAPERsoaM, andaffectedtraining~igades. 
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0. C%mpiles reports a133 statistics as required loc&lyandby'higher 
h=aP=f==* 

Pa coordinates Processing ovaseas 
mtpmmss~withtrainirrgFunits. 

Replacemnts (FOR) requirements and 

q. A&&i&em Junior nilisted Travel (JET) and Aerial Port of 
Rnbarkationoptionprogramfor I~soldiers. 

Presents instructims as required pmkainingtoT/SFCoperationsto 
studr2satteWingIEPCadreTrainingcaurSe. 

Wrdinates personnel requirements for Improved TWVkhicleAdd+n 
Skill Perfolzmance Aidsvalidationtest, andothermqukmtswith 

affectedstaffoffices, directorates, departments, andtrainingbrigades. 

t, Assembles and distributes overseas orientation packets to training 
unitsforI~soldLieyswithassigrrmentstoaverseasunits. 

u. Reports initial class fills, additions, attritions, and graduates by 
ccapmnt to TRADOC wing the a&mated Amy Training Requiremmts and 
lssource syste!m (Annzs). <A 

Identifies reports and assigns package platoon amY Cohesion 
OpeZions Readin&sandTrainingIEI!soldiers inaccordancewith instructions 
frcmhigherheadquarkm. 

Provides on-line r~ltime~~landbi~a~~ldataulrc~the 
stud.t Trainee Management system 
an3 first 

-EUistedtoHQP~,togenerateZUT 
permanentduty~~tassigrrmentsforsoldiersundergoingBT,AFT, 

OSW,andretxainingundertheFAp. 

x. Prooesses prcmtions for lower grade personnel and mmitors the 
officer ti senior enlisted prmotion list, 

Ya Prepares IDCardapplications for soldiers anddepeMe&s. 

bb. PmmssesAWDLandDropFromRolls (DFR) packets. 


