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FOREWORD


This pamphlet has been prepared especially for the use of local 
commanders within CONUS in connection with the training of 
junior officers in the responsibilities of commanding units of com­
pany size. It brings together in one volume a great deal of up-to­
date information and advice which normally is not available 
except in scattered references in various military publications. 

General in scope, rather than oriented toward specialized mis­
sions, the Guide should promote uniformity of presentation and 
lighten the administrative load on those who conduct local schools. 
It may be used as a basis for both instruction and testing. It also 
will be useful as a handy reference to be retained by the individual 
officer. 

This publication was researched, prepared, and compiled by 
Headquarters, United States Continental Army Command. Com­
ments or suggestions concerning content should be addressed to 
the Commanding General,USCONARC, ATTN: ATIT-TNG-SO, 
Fort Monroe, Virginia, 23351. 
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CHAPTER 1

ASSUMPTION OF COMMAND

1-1. The opportunity to command. a. An Army officer must
anticipate that he may be assigned without warning to assume
command of a unit larger than ordinarily associated with his
grade.

b. Familiarity with problems of command of the next, higher
unit should be a part of individual training and planning. Be
ready for such opportunities. In battle they are normal. Success
of an engagement may depend upon the speed and efficiency with
which losses of leaders are replaced. Command duty is the highest
honor which can be given an officer.

Question: What will be your approach as you assume com­
mand of the company?

1-2. Steps in assumption of command. In assuming command of
a unit, plan every move with the thought that the first impression
you make will be a lasting one. Essential elements to be considered
in assuming command are as follows:

a. Observe your unit for a period of time before making any
major changes. This helps to insure that your actions and orders
will be based on facts or valid assumptions gained through your
own knowledge.

b. Evaluate the indications of leadership in the unit. Most lead­
ership problems occur in these areas. Judicious application of the
problem solving process will assist in arriving at timely solutions
to leadership problems.

c. Evaluate your junior leaders to .determine their strengths
and weaknesses. Use all possible means to further develop your
subordinates.

d. Orient your unit and subordinate leaders on your policies
and standards. Keep them informed. Your motivation must be
contiI)uaJ. .

e. Set the example for your unit.
1-3. Detached from command. Whenever the commander is

1-1
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detached from command of his organization for any reason, the 
senior officer present for duty with it automatically assumes com­
mand, pending different orders from higher authority. An officer 
who succeeds to any command or duty stands in regard to his 
duties in the same situation as his predecessor. The officer relieved 
will turn over to his successor all orders in force at the time and 
all public property and funds pertaining to his command or duty. 
An officer in temporary command shall not, except in urgent cases, 
alter or annul the standing orders of the permanent commander 
without authority from the next higher commander. As a matter 
of sensible policy, promotion or demotion of noncommissioned 
officers should be deferred, except for compelling reasons. Expendi­
ture of organization funds, other than for routine purposes, should 
be restricted. This is often a delicate choice. The temporary com- . 
mander has fuIl responsibility of command but, within the bounds 
of reason and common sense, he should avoid those actions which 
amount to permanent commitments. 

1-4. Transfer of command responsibilities. a. An officer assum­
ing command of an organization is required to take over the mis­
sion and all administrative, fiscal, logistical, training, and any 
other responsibilities of his predecessor. The changeover must be 
made so that the outgoing commander is fully relieved and his 
successor fully informed. A period of 3 to 5 days (or 3 to 5 nights) 
is not unusual to complete the required steps and it is to be re­
membered that the work of the organization must continue dur­
ing the transfer period. 

b. Transfer of the responsibilities of a company will include 
the following: 

(1)	 The mission of the command. 
(2) Organization records including classified documents. 
(3)	 Property supplied the unit as shown by the Company 

Property Book. 
(4)	 Property in hands of organization members. 
(5)	 Official funds or allowances. 
(6)	 The unit fund and property purchased from the fund. 
(7)	 Clear understanding of training or work in progress. 

1-5. Suggestions to an outgoing commander. Careful prepara­
tion in advance of the transfer will be required. Make certain that 
subordinates have all their records posted up to date and that the 
records are correct, that the number of actions pending be reduced 
to a minimum, that property to be checked and that funds to be 
transferred are in correct order. Smooth transition of command 
requires the elimination of dangling, unfinished actions. 
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a. Transfer of property is likely to be the most time.consuming 
task. Supply personnel should make their own preliminary check. 
Are there missing articles? Are there broken or unserviceable 
arti~les? Take steps to clear the organization records at once. 
Never seek to conceal such matters or to deceive the incoming 
commander. Are there overages? They should be returned or 
picked up on property records. Never depart a unit with the prop· 
erty records not signed over to another officer. 

b. The same principles apply to the unit fund. Pay the outstand· 
ing bills, and determine any further obligations. Check the prop· 
erty which has been purchased from the fund. If there are 
shortages or items which are broken or unserviceable, take ap­
propriate steps to clear the records or repair the articles. Be sure 
all is in balance and all is clear. 

c. The outgoing commander will wish to make a clean, complete 
severance. He must never try to cover up or deceive the incoming 
commander as it must all be disclosed later to harass the officer 
relieved. One inescapable test of the competence of the commander, 
and important because it will be the impression remembered, is the 
condition of his unit disclosed upon his transfer from command. 

1-6. Suggestions to the incoming commander. Simplify the prob­
lem by finding out at the start exactly what is to be done. The 
outgoing and incoming commanders should make a joint inventory 
and check all of the matters involved. The transfer is often super­
vised by an officer designated by the appropriate higher com­
mander. Still, the responsibility passes from the outgoing com­
mander to the incoming. Understand the requirement, and do it 
thoroughly. 

a. The unit mission. Discuss with the commander being relieved 
and with the next higher commander the status and mission of 
the organization. Find out about the state of training, work or 
training in progress, and curr~nt problems. As soon as command 
has been assumed you will be expected to execute the new respon­
sibility effectively. 

b. Administrative records. The incoming commander must learn 
about the company files, personnel records, and organization rec­
ords, where they are kept, by whom, and the extent of his respon­
sibilities. If there are classified documents he must inventory them 
and assure himself that they are being correctly safeguarded. 

c. Organization property. 
(1)	 Equipment issued to members of the organization, such 

as clothing, may be checked or spot checked through their 
signed receipts on the Individual Clothing Record. 
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(2)	 Property of the organization, other than individual 
equipment, must be checked most carefully. Check serial 
numbers of weapons and other articles listed by serial 
number in property records. Check all articles for serv­
iceability, and if broken or unserviceable items are dis­
closed the administrative task is that of the officer to be 
relieved. Be sure to understand the nomenclature of 
items and do not accept substitutes, such as "shovels, long 
handled, round point" for "shovels, short handled," 
Error in nomenclature can be adjusted, but it is a task 
for the outgoing commander. Be wary of such items as 
"chest, carpenters, complete," or any items with a sup­
plementary list of detailed contents; check those contents 
item by item. At the end there is likeiy to be a list of 
overages and shortages; if so, the outgoing commander 
must adjust the shortages, and the overages should be 
turned in to the appropriate supply agency. Do not 
accept "overages" in place of "shortages," 

(3)	 In general, if an article charged to the unit is there, see 
it, check it, and if reasonably serviceable check it off. 
Don't be picayuniSh, but do an accurate, swift, common 
sense job with which you can live after your predecessor 
has departed. 

d. Organization funds. 

(1)	 Wise use of the unit fund and its monthly income is a 
tool of vast importance to the commander. Maladminis­
tration of these funds invites failure. Start by assuming 
the responsibility correctly. 

(2)	 Check fully the cash assets on hand or on deposit, the 
accounts receivable, the items of property purchased 
from the fund for the benefit of the organization. Check 
also the obligations and liabilities of the fund such as 
bills payable. 

(3)	 As to property purchased from these funds, check care­
fully for articles of official supply and equipment issued 
to the organization. See each item, aud check it for serv­
iceability. The commander being relieved should account 
for. equipment which cannot be produced, and clear the 
records of broken or· damaged articles considered beyond 
repair. That is to say, consider this property of equal 
importance with Government issue property. 

1-7. Know your men, a. The commander of a small unit must 
become intimately acquainted with his men. In the small unit, 
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such as the platoon or company, the wise commander will have his 
men appear before him, one by one, and seat them; he should have 
their individual records at hand during the interview and go over 
the salient parts, especially as to length of service, type of service, 
skills, and achievements. During the interview the commander 
may ask for future advantage such a question as this: "In your 
opinion what part of this organization should be improved to in­
crease efficiency or satisfaction of the men?" By such interviews 
he will identify the individuals of unusual record or capacity. A 
matter of perhaps greater importance is that each individual will 
feel that he has been identified as an individual by the new com­
mander. A few notes jotted down after each individual departs 
will strengthen the value of· the interview. 

b. The commander of a larger unit can apply the same princi­
ple. He may hold an interview with all officers and noncommis­
sioned officers individually or, if the unit is as large as a division, 
with the officers and senior noncommissioned officers. 

c. The important thing is to establish a man-to-man, face-to-face 
contact with members of the organization at the start. Skillfully 
done, it will work wonders in securing a favorable reaction from 
the new subordinates and give the new commander personal 
knowledge on which to build. 

1~8. Development of your own policies. Command of a unit is a 
very personal responsibility. The methods followed successfully by 
one commander may be entirely unsuited to another. With the 
passage of time, adjustment of these matters will be advisable. 
Such changes, however, should be made only after mature con­
sideration. Infrequently, a new commander will unwisely let it be 
known that, in his opinion, the organization was at avery low ebb 
of efficiency when he assumed command. Such statements are usu­
ally accompanied by the further observation that since his' own 
unusual powers were applied the very highest standards have been 
achieved. This approach to the assumption of command is a cow­
ardly assault on the previous commander. The inevitable result is 
resentment by those members of the unit who may have worked 
for the progress of the company. Study the methods in use, and 
when an opportunity for improvement is seen, do not hesitate to 
adopt it. But (in heaven's name), be consistent, and be quite 
certain that the change is a wise one. 
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CHAPTER 2

LEADERSHIP

2-1. Military leadership. Military leadership is the art of influ­
encing and directing men in such a way as to obtain their willing
obedience, confidence, respect, and loyal cooperation in order to
accomplish the mission.

2-2. Objective of military leadership. The ultimate objective of
military leadership is the accomplishment of the mission. Basic to
the accomplishment of this objective is the development and main­
tenance of an effective, proficient, well-disciplined organization
possessing high morale and esprit de corps.

2-3. Leadership traits. Leadership traits are personal qualities
that are of great value to the commander in gaining the willing
obedience, confidence, respect, and loyal cooperation of his men.

2-4. Leadership principles. Leadership principles are guides to
the proper exercise of command.

2-5. Supervision. Supervision is the art of checking on the prog-
ress of actions and orders without undue harassment.

2-6. Responsibilities of a commander.
a. Accomplishment of the mission.
b. Welfare of the men.
2-7. The problem solving process.
a. Recognize the problem.
b. Make an estimate of the situation.
c. Take action.
2-8. The desirable traits of a leader.
a. Bearing. Creating a favorable impression in carriage. ap­

pearance, and personal conduct at all times.
b. Courage (physical and moral). A mental quality which rec­

ognizes fear of danger or criticism, but enables the individual to
, meet danger or opposition with calmness and firmness.

c. Decisiveness. Ability to make decisions promptly and then
express them in a clear and forceful manner.

2-1
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d. Dependability. The certainty of proper performance of duty 
with loyalty to seniors and subordinates. 

e. Endurance. Mental and physical stamina measured by the 
ability to stand pain, fatigue, distress, and hardship. 

f. Enthusiasm. The display of sincere interest and exuberance 
in the performance of duties. 

g. Initiative. A quality of seeing what has to be done and com­
mencing a course of action. 

h. Integrity. Uprightness of character and soundness of moral 
principle: the quality of absolute truthfulness and honesty. 

i. Judgment. Weighing facts and possible solutions on which to 
base sound decisions. 

j. Justice. Being impartial and consistent in exercising com­
mand. 

k. Knowledge. Acquired information including professional 
knowledge and an understanding of your subordinates. 

I. Loyalty. Faithfulness to country, the Army, your unit, your 
senior, and subordinates. 

m. Tact. The ability to deal with others without creating 
offense. 

n. Unselfishness. The avoidance of providing for one's own com­
fort and personal advancement at the expense of others. 

2-9. Indications of military leadership. 
a. Morale is the state of mind of the individual. This state of 

mind is dependent upon his attitude toward everything that 
affects him. 

b. Discipline is the individual or group attitude that insures 
prompt obedience to orders and initiation of appropriate action 
in the absence of orders. 

c. Esprit de corps is the loyalty to, pride in, and enthusiasm 
for a unit shown by its members. 

d. Proficiency is the technical, tactical, and physical ability that 
enables superior performance. 

e. A combat effective unit is one which will accomplish any 
mission assigned or indicated for which it has been organized, 
equipped, and trained to perform in the shortest possible time 
with least expenditure of resources and with least confusion. 

2-10. Leadership principles. 
a. Be technically and tactically proficient. 
b. Know yourself and seek self-improvement. 
c. Know your men and look out for their welfare. 
d. Keep your men informed. 
e. Set the example. 
f. Insure the task is understood, supervised, and accomplished. 
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g. Train your men as a team. 
h. Make sound and timely decisions. 
i. Develop a sense of responsibility among subordinates. 
j. Employ your command in accordance with its capabilities. 
k. Seek responsibility and take responsibility for your actions. 
2-11. Leadership checklist (FM 22--100, "Military Leadership"). 

The following checklist covering 14 desirable traits of a leader is 
offered as a guide to assist you in making a self-evaluation. If you 
have deficiencies and recognize them, you have a basis for im­
provement. You will have to be the judge as to whether you pos­
sess these traits in a sufficiently high degree to command the 
confidence, respect, obedience, and loyal cooperation of your men 
or whether you need further development. The checklist for each 
of the traits is prefaced by notes showing the definition and value 
of each trait. Following the checklist are suggestions for develop­
ing them. 

a. Knowledge. Acquired information including professional 
knowledge and an understanding of your subordinates. 

(1)	 Value. Knowledge will enable you to do your job; to 
employ and supervise your men more effectively; to 
plan; to anticipate; to solve problems; to determine how 
well the work is being accomplished. 

(2)	 Checklist. 
(a)	 Do I know my job? 
(b)	 Do I keep myself thoroughly posted concerning any 

changes in the scope of my work? 
(c)	 Do I think of the ways and means by which I can im­

prove the performance of my unit? 
(d)	 Do I feel that I need to increase my knowledge? 
(e)	 Do I try to improve myself? 
(f)	 Do I ask questions when I don't know? 
(g)	 Do I try to learn from my experience and the experi. 

ence of others? 
(h)	 Do I know my men well enough, their interests, abili­

ties, and the state of their welfare? 
Vi)	 Am I prepared to· perform the duties of the next 

higher rank? 
(3) Suggestions for developing. 

(a)	 Study pertinent manuals, regulations, training direc­
tives, battle operations, military campaigns. 

(b)	 Read the service periodicals and books on the Depart­
ment of the Army Reading List. 

(c)	 Read daily newspapers and weekly magazines and try 
to evaluate current news impartially and correctly. 
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(d)	 Form the habit of developing a serious conversation 
on military subjects. 

(e)	 Be alert, listen, observe, and conduct research on mat­
ters you do not understand. 

(f)	 Evaluate your experience and the experience of others. 

b. Courage. Physical and moral-a mental quality which recog­
nizes fear, of danger or criticism but enables the individual to 
meet danger or opposition with calmness and firmness. Moral 
courage is the recognition of what is right and just and the ad­
herence thereto in spite of criticism and without hope of reward. 

(1)	 Value. Courage will assist you to accomplish your ob­
jective regardless of the physical danger encountered, 
and to recognize and stand up for what you know to be 
right, even in the face of adversity or condemnation. 

(2)	 Checklist. 
(a)	 Do I control my fear by forcing myself to do my duty 

even though it involves those things of which I am 
afraid? 

(b)	 Do I look for and readily accept responsibilities? 
(c)	 Do I accept the blame when I am at fault? 
(d)	 Do I practice speaking in a calm tone and keep an 

orderliness in my thought processes in order to de­
veiop self-control and calmness? 

(e)	 Do I stand for what is right in the face of popular 
condemnation? 

(3)	 Suggestions for developing. 
(a)	 Study and understand your emotion of fear. 
(b)	 Control your fear by developing self-discipline and 

calmness. 
(c)	 Speak in a calm tone; keep an orderliness in your 

thought processes; don't exaggerate physical danger or 
adversity in your own mind. 

(d)	 If you fear doing certain things in your daily life, 
force yourself to do these things until you conquer 
them. 

(e)	 Stand for what is right in the face of popular condem­
nation. 

(I)	 Look for and readily accept responsibilities. 
(g)	 Accept the blame when at fault. 

c. Initiative. The quality of seeing what has to be done and 
commencing a ,course of action. 

(1)	 Value. Initiative will enable you to originate and carry 
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through an action to completion; to meet needs and prob­
lems for which no previous solution may be at hand. 

(2)	 Checklist. 
(a)	 Do I fully accept the responsibility of my job as a 

leader? 
(b)	 Do I frequently check myself for laziness, mental as 

well as physical, and force myself to action? 
(c)	 Do I think ahead? 
(d)	 Do I willingly assume greater responsibility? 
(e)	 Do I look for things that need to be done and do them 

without being told and without hesitation? 
(3)	 Suggestions for developing. 

(a)	 Evaluate yourself for laziness-mental as well as 
physical. 

(b)	 Develop habits of staying mentally and physically 
alert. 

(c)	 Train yourself to recognize tasks that need to be done 
and do them without having to be told and without 
hesitation. 

(d)	 Think ahead. 

d. Decisiveness. The ability to make decisions promptly and 
then express them in a clear and forceful manner. 

(1)	 Value. Decisiveness will help you instill in your subordi­
nates a feeling of confidence in their leader. Coupled 
with an ability to make wise decisions, it eliminates un­
certainty and helps build discipline. 

(2)	 Checklist. 
(a)	 Do I make up my mind promptly? 
(b)	 Do I issue directions in a clear, forceful manner? 
(c)	 Do I take a positive attitude toward overcoming dUn­

cult problems rather than "putting it off until to­
morrow"? 

(d)	 In making decisions do I ­
I. Get all the facts? 
2.	 Weigh the facts? 
3.	 Decide on a course of action? 
4.	 Check results? 
5. Evaluate results? 

(e)	 Do I accept responsibility for my work, consulting my 
superior only when I am in doubt? 

(3)	 Suggestions for developing. 
(a)	 Learn to be positive in your actions. Don't delay; don't 

"beat around the bush." 
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(b)	 Get the facts, make up your mind, and then issue 
orders in a clear, forceful manner. 

(c)	 Check decisions you have made to determine if they 
are sound. 

(d)	 Check decisions made by others. If you do not agree, 
think "why"; then determine if your reasons for dis­
agreement are sound. 

(e)	 Broaden your viewpoint by studying the actions of 
others. 

(I)	 Take advantage of the experience of others. Learn 
from their mistakes. 

e. Tact. The ability to deal with others without creating offense. 
(1)	 Value. Tact helps to maintain self-esteem and self-confi­

dence in your subordinates and assists in fostering pleas­
ant human relations. 

(2)	 Checklist. 
(a)	 Do I try to treat others as I expect to be treated? 
(b)	 Am I courteous, friendly, and cheerful? 
(c)	 Do I give the other man a chance to "save face" when 

he is wrong? 
(d)	 Have I been able to overcome personal dislikes for cer­

tain people and give them the same treatment which I 
accord others? 

(e)	 Do I control my temper? 
(I)	 Do I resist the temptation to "have the last word"? 
(g)	 Do I praise my men when they deserve it? 
(h)	 Do I share with my men their hazards and hardships? 
(i)	 Am I as tactful with my men as I am with my com­

manders? 
(3) Suggestions for developing. 

(a)	 Be courteous. 
(b)	 Be cheerful. 
(c)	 Have consideration and regard for others. 
(d)	 Study the actions of successful officers who enjoy a 

reputation for being able to handle human relations 
skillfully. 

(e)	 Study different types of personalities; gain a knowl­
edge of human nature. 

(I)	 Develop the habit of cooperating in spirit as well as 
in fact. 

(g)	 Check yourself for tolerance; if at fault, correct this 
deficiency. 

(h)	 Practice the Golden Rule: "Do unto others as you 
would have them do unto you." 
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f. Justioe. Being impartial and consistent in exercising com­
mand. 

(1)	 Value. Justice will help you to give every man his due 
according to his deeds. Few things will disrupt the mo­
rale and discipline of your men more than unfairness or 
partiality. Being just will stimulate your men to greater 
effort and achievement and give them a feeling of 
stability. 

(2)	 Checklist. 
(a)	 Am I consistent in disciplining my men? 
(b)	 When I make corrections­

1.	 Do I give advice and encouragement? 
2.	 Do I ever threaten? 
3.	 Do I refuse to show favoritism? 

(c)	 Do I search my mental attitudes to determine if I hold 
any prejudices, and if so, do I rid my mind of them? 

(d)	 Am I impersonal and impartial when admonishing 
and do I take this action at the proper place and time? 

(3)	 Suggestions for developing. 
(a)	 Be impersonal and impartial when imposing punish­

ment. 
(b)	 Consider every offense referred to you on its own 

merits. 
(c)	 Search your mental attitudes to determine if you hold 

any prejudices and if so, rid your mind of them. 
(d)	 Analyze cases acted upon by officers who have a repu­

tation for being just. 
(e)	 Play no favorites. 
(f)	 Be honest with yourself. 
(g)	 Recognize those juniors worthy of commendation or 

award. Don't be known as one who dispenses only 
punishment. 

g. Dependability. The certainty of proper performance of duty 
with loyalty to seniors and subordinates. 

(1)	 Value. Dependability will instill in your men the confi­
dence in your ability to lead and care for them. It will 
help you to gain respect and prestige. 

(2)	 Cheoklist. 
(a)	 Have I developed the habit of honest thinking? 
(b)	 Do I accomplish every task to the best of my ability? 
(c)	 Am I exact in details? 
(d)	 Am I punctual? 
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(e)	 Do I constantly endeavor to correct deficiencies in my 
unit? 

(I)	 Do I give adequate attention to the general welfare of 
my men? 

(g)	 Do I go out of my way to help a man in need? 
(h)	 Do I treat my men so that they come to me with their 

difficulties? 
(i)	 Have I conducted myself in such a manner that my 

men have confidence in my judgment and in my desire 
and ability to care for them? 

(j)	 Regardless of my own ideas, do I faithfully execute an 
order given to me by my commanders? 

(3)	 Suggestions for developing. 
(a)	 Develop the habit of honest thinking. 
(b)	 Do not make excuses. 
(c)	 Do every task assigned to you to the best of your abil­

ity regardless of personal beliefs. 
(d)	 Be exact in details. 
(e)	 Form the habit of being punctual. 
(I)	 Give adequate attention to the general welfare of your 

men. 
(g)	 Follow orders to the letter in spirit and fact. 

h. Bearing. Creating a favorable impression in carriage, ap­
pearance, and personal conduct at all times. 

(1)	 Value. Bearing enables you to set an example of appear­
ance and conduct for your men and maintain dignity 
under all circumstances. 

(2)	 Checklist. 
(a)	 Do I require of myself the highest standards in ap­

pearance and conduct? 
(b)	 Do I avoid the use of vulgarity? 
(c)	 Do I avoid coarse behavior? 
(d)	 Do I avoid excess in drinking liquor? 
(e)	 Do I habitually maintain a dignified demeanor? 

(3)	 Suggestions for developing. 
(a)	 Require of yourself the highest standards in appear­

ance and conduct. 
(b)	 Know and adhere to regulations concerning .dress and 

conduct. 
(c)	 Avoid use of vulgar speech. 
(d)	 If you drink liquor, drink moderately. 
(e)	 Avoid coarse behavior. 
(I)	 Habitually maintain a dignified demeanor. 
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(g)	 Avoid making a spectacle of yourself. 

i. Endurance. The mental and physical stamina measured by the 
ability to withstand pain, fatigue, distress, and hardship. 

(1)	 Value. Endurance enables you to function in an exem­
plary manner under great physical and mental strain. 

(2)	 Checklist. 
(a)	 Do I frequently examine myself for mental or physical 

laziness? 
(b)	 Do I practice physical training habits and tasks which 

will strengthen my body? 
(c)	 Do I frequently test my physical and mental endur­

ance? 
(d)	 Do I force myself to study, even though I am tired 

and sluggish, in order to develop mental stamina? 
(e)	 Do I finish every task assigned to me to the best of 

my ability and as quickly as possible? 
(f)	 Do I avoid nonessential activities which will lower my 

stamina? 
(3)	 Suggestions for developing. 

(a)	 Avoid nonessential activities that will lower stamina. 
(b)	 Cultivate physical training habits that will strengthen 

your body; learn to stand punishment by undertaking 
difficult physical tasks. 

(c)	 Test your endurance by frequently subjecting yourself 
to unusual physical and mental exercises. 

(d)	 Force yourself to study on occasions when you are 
tired and your mind is sluggish. 

(e)	 Form the habit of finishing every task to the best of 
your ability. 

j. Enthusiasm. The display of sincere interest and exuberance 
in the performance of duties. 

(1)	 Value. Enthusiasm will arouse intense interest of one's 
self, and others, in the accomplishment of the mission 
and will instill optimism and a "can do" spirit in your 
unit. 

(2)	 Checklist. 
(a)	 Am I cheerful and optimistic? 
(b)	 Do I have an intense interest in my work? 
(c)	 Do I make it a point to understand the "why" of seem­

ingly undesirable assignments? 
(d)	 Do I capitalize on success to develop enthusiasm with­

in my unit? 
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(e)	 Do I set aside a period of each day when I can set my 
mind free from concern about official matters? 

(3)	 Suggestions for developing. 
(a)	 Understand and believe in your mission. 
(b)	 Be cheerful and optimistic. 
(c)	 Explain to your men the "why" of uninteresting and 

distasteful jobs. 
(d)	 Capitalize on success. Enthusiasm is contagious and 

nothing will develop .it more than the success of the 
unit or individual. 

(e)	 Don't get stale. Set aside a period every day to free 
your mind of official matters and relax. 

k. Unselfishness. The avoidance of providing for one's own com­
fort and personal advancement at the expense of others. 

(1)	 Value. Unselfishness will allow you to develop respect 
and gain the cooperation of your men. Men want a leader 
who will see that they have the best that can be provided 
for them by honest means under any circumstances. 
Therefore, you must put the comfort, pleasure, and rec­
reation of your men before your own. 

(2)	 Checklist. 
(a)	 Do I avoid using my rank or position to increase per­

sonal gain at the expense of others? 
(b)	 Do I avoid seeking comfort for myself before caring 

for my men? 
(c)	 Do I see that my men have the best that I can provide 

for them? 
(3)	 Suggestions for developing. 

(a)	 Avoid seeking personal comfort at the expense of 
others. In order to do this, avoid using your position 
and rank to enhance your personal gain, safety, or 
pleasure. 

(b)	 Try to understand the problems, military or personal, 
of your men. 

(c)	 Give credit to your subordinates for work well done. 

I. Integrity. Uprightness of character and soundness of moral 
principle; the quality of absolute truthfulness and honesty. 

(1)	 Value. Integrity is one of the most desired qualities of 
man and will cause both your seniors arid subordinates 
to respect you. The nature of the military profession 
demands that there be no deviation from the highest 
standards of personal integrity. 
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(2)	 Checklisf. 
(a)	 Are my answers evasive? 
(b)	 Do I maintain high moral standards? 
(c)	 Am I honest and truthful with myself at all times? 
(d)	 Am I accurate and truthful in all of my statements? 
(e)	 Do I always stand up for what I believe to be right? 

(3)	 Suggestions for developing. 
(a)	 Practice absolute honesty and truthfulness with your­

self at all times. 
(b)	 Be accurate and truthful in all of your statements, 

both official and unofficial. 
(c)	 Stand for what you know and believe to be right even 

in the face of adverse comment. 
(d)	 Whenever you are tempted to compromise, place hon­

esty, sense of duty, and moral principles above all else. 

m. Loyalty. Faithfulness to country, the Army, your unit, your 
senior, and subordinates. 

(1)	 Value. Loyalty enables you to gain the trust and respect 
of your seniors and subordinates. 

(2)	 Checklist. 
(a)	 Do I defend my men against unfair criticism? 
(a)	 Do I pass on to my subordinates orders from my 

seniors without the slightest hint of disagreement? 
(c)	 Do I accomplish every task assigned to me to the best 

of my ability while faithfully supporting my com­
mander? 

(d)	 Do I betray the trust of my associates by giving infor­
mation on personal problems which they have dis­
cussed with me? 

(e)	 Do I stand up for my country, the Army, my unit, and 
my associates when they are unjustly accused? 

(3)	 Suggestions for development. 
(a)	 Be quick to defend your subordinates from abuse. 
(b)	 Never criticize your seniors in the presence of subor. 

dinates. 
(c)	 Never give the slightest hint of disagreement with 

orders from your senior when relating instructions to 
subordinates. 

(d)	 Practice doing every task to the best of your ability 
and wholeheartedly support your commander's deci­
sions. 

(e)	 Never discuss with others personal problems of your 
associates. 
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(I)	 Stand up for your country, your Army, your unit and 
your associates when they are unj ustly accused. 

n. Judgment. Weighing facts and possible solutions on which to 
base sound decisions. 

(1)	 Value. Judgment enables you to make sound and timely 
decisions after collecting and evaluating all facts. 

(2)	 Checklist. 
(a)	 Do I make. a careful estimate of the situation by 

weighing advantages and disadvantages of several 
plans, prior to selecting a course of action? 

(b)	 Do I accept recommendations from my subordinates? 
(c)	 Do I evaluate all essential information before making 

a decision? 
(3)	 Suggestions for development. 

(a)	 Practice making estimates of the situation. 
(b)	 Anticipate those situations of the military profession 

that require decisions so that you are prepared when 
the need arises. 

(0)	 Be careful to avoid a rash approach to arriving at 
decisions. 

Leadership Questionnaire 
1. What is military leadership? 
2. What is the proper method for supervising your subordi­

nates? 
3. What traits should you develop in your personality? 
4. In handling any given situation, what principles do you use 

in governing your actions? 
5. After determining you possess certain weak traits, how do 

you develop and strengthen these traits? 
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CHAPTER 3

DEVELOPMENT AND PERPETUATION OF MORALE

3-1. Statement by General Bruce C. Clarke on morale. "The one
question most frequently asked by visitors to military units is:
'How is morale?' This question usually leads to a discussion of
many things and usually ends in an agreement that the morale is
'Excellent.' I am aware of no commander who ever rated the
morale of the men in his unit as anything but 'Excellent.' But I am
sure that the morale in some units is 'more excellent than in
others.' "

3-2. What is morale. a. Morale is the state of mind of an indi­
vidual as indicated by the willingness to do his duty and to par­
ticipate as a member of a team for the accomplishment of the
team objective. Good morale is indicated by a positive drive on
the part of the individual, a push beyond that which is expected,
and an eagerness and enthusiasm, almost an intuition, concerning
the leader's desires. Poor morale is displayed by dissatisfaction,
indifference, lack of discipline, and lethargy. Maximum military
performance is attained only when the will or spirit of each indi­
vidual to perform his assigned tasks is brought to its greatest
application in the combined effort in a group or a unit. Morale is
pride in self and esprit de corps may be said to be pride in unit.

b. Morale is a result of leadership. It is the subordinate's ex­
pression of obedience, confidence, respect, and loyal cooperation
elicited by command influence and direction. It is affected by the
method used in discharging every command responsibility. Morale
also is influenced by the leadership of the commander's staff. Good
morale is attained and maintained by training, discipline, and
mutual confidence and comradeship among all members of the
command. With proper leadership, good morale will exist despite
physical fatigue, hardship, privation, and self-sacrifice.

c. The problems of maintaining morale, both in the highly com­
plex living of garrison and under future conditions of nuclear
warfare, present an ever-increasing challenge to all commanders,
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officers, and noncommissioned officers. This responsibility of lead­
ership must be met with an open minded, aggressive outlook by 
all concerned if we are to maintain a state of manpower effective­
ness capable of overcoming our potential enemy's numerical 
superiority. 

3-3. Evidences of morale. 

a. Combat efficiency. 
b. Appearance and courtesy. 
c. Personal hygiene. 
d. Care of equipment. 
e. Messing facilities and living quarters. 
g. Care of casualties. 
h. Response to orders. 
i. Use of recreational facilities. 
j. Attitude of leailers toward subordinates. 
k. Use of religious facilities.

3-4. Reports which assist in measuring morale.

a. Absences without leave, and desertions. 
b. Malingerers. 
c. Arrests and apprehensions. 
d. Punishments (courts-martial and Art 15, UCMJ). 
e. Requests for transfer.

/. Sick-call rates.

g. Stragglers. 
h. Self-inflicted wounds. 
i. Pilfering. 
j. Improper use of rations. 
k. Chaplain reports. 

3-5. Several adjuncts to morale. (By General Bruce C. Clarke, 
USA.) 

a. Good management. We all like to be in a unit where things 
run smoothly, where things are planned, and where men do not 
have to "hurry up and wait." 

b. Adequate information. Men like to be kept informed ahead of 
time of things that affect them or are apt to affect them. It is far 
better for the commander to keep his men informed than to have 
them seek to get such information from rumors. 

c. High state of training. If a unit is not well-trained, its men 
know it. This fact shakes their confidence, especially if they antici­
pate the possibility of using that training in a critical situation. 

d. Chances for advancement. Progress is morale raising to all 
men. Knowing that advancement is possible and that excellent 
performance and preparation lead to promotion helps morale. 
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e. Good physical and mental condition. Good physical condition 
goes hand-in-hand with good mental condition. These two ele­
ments are basic to achieving good morale. 

f. Good administration. Men like to know that their pay ac­
counts and individual records are correct and that their allotments 
are going through on schedule. These matters are very personal 
to a man and affect his confidence in his unit. 

g. Confidence in equipment. Ours is the best equipped Army in 
the world. There is always better equipment under development 
than is in the hands of troops. Talking down our equipment as 
being obsolete and statements that we do not have the latest and 
best are detrimental to morale. 

h. Confidence in commanders. Men expect their commanders to 
know their jobs, to share the hardships with them, and to take a 
personal interest in their problems. You will not know whether 
a particular officer or soldier has a problem until someone has 
heard his case. A willing ear will gain much confidence. 

i. Comfortable quarters. With a little encouragement, men will 
fix up comfortable quarters under almost any condition. They 
should always be made as comfortable as circumstances permit. 

j. Mess. The food issued for the American soldier is the best 
that any army ever had. There is no excuse for other than a good 
mess. 

k. Mail service. The soldier counts on his mail-he looks for­
ward with anticipation to every mail call. 

I. Medical attention. Confidence in the medical service is of tre­
mendous importance to any unit, especially to a combat unit. 

m. Post exchange facilities. The post exchange is a source of 
necessities and little luxuries so that a man can vary the routine 
of issue items and have some things of his own choice. The post 
exchange should be run for the convenience of the troops. 

n. Leaves and passes. An effective policy in such matters pro­
vides beneficial breaks in routine. The leave program should be 
planned so that each individual knows approximately when he is 
going. He can then plan for it. 

o. Religious services and character guidance. It is especially 
important that an army made up mostly of young soldiers be pro­
vided with facilities fOr religious services in accordance with their 
preferences. A program of character guidance will help to con­
tinue in the service the wholesome influence of home and commu­
nity life. 

p. Awards and letters of commendation. These means of recog­
nition of good work playa most important part in achieving good 
morale. 
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q. Diversions. There are many spare-time activities that keep 
the soldier pleasantly and profitably occupied and add to his con­
tentment. Among these are: 

(1) Movies. 
(2) Dayroom and library facilities. 
(3) Athletics. 
(4) Well-equipped hobby shops. 
(5) Tours and travel. 

r. Standards. Soldiers like to be in a "sharp" unit. They appre­
ciate achievement of high standards in discipline, dress, house­
keeping, police, maintenance, training, and athletics. The lift in 
morale that comes from impressive and well-executed military 
ceremonies is an important factor. 

3-6. Summary. "The morale of a man in a military organization 
comes from many factors. It may well be summed up in one word, 
Confidence. Confidence in his training, equipment, leadership, in 
himself, in his unit, and in the support from home. The military 
commander plays a big part in it but so do civilian officials, mem­
bers of Congress, the press, radio commentators, and the general 
public at home. Together they must insure that the soldier does 
well an important job and receives recognition for it. So long as 
this is accomplished there is a general feeling of confidence, well­
being, and progress in a military unit; and the report which 
states that the 'morale is excellent' will be sound," 
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CHAPTER 4

PRESTIGE OF THE ,NONCOMMISSIONED OFFICER

4-1. Building prestige. a. Advances in weapons systems over the
past few years have forced many changes in our tactical organiza­
tion and operational concepts. The keynotes of our modern Army
are mobility, dispersion and smaU unit operations. This concept,
coupled with the many new tools of war, requires greater reliance
than ever before upon our noncommissioned officers. .

b. The establishment of grades E-8 and E-9, the assignment by
name of noncommissioned officers in grades E-7, E-8, and E-9, the
authorization of permanent enlisted promotions and the Military
Pay Bil\ of 1963 are examples of a number of changes recently
made under the Enlisted Management Program to improve the
Noncommissioned Officer Corps and increase its prestige. How­
ever, material improvements alone wil\ not assure us of noncom­
missioned officers with the initiative, aggressiveness, decisiveness,
and vitality necessary for them to be able to respond to their in­
creasing responsibilities and assume the ultimate burden of mak­
ing immediate and accurate decisions on the battlefield. To fuUy
develop the noncommissioned officer to fulfiU this role, a com­
mander must place responsibility on him an~ permit him to
assume his place in command. In doing this, standards of per­
formance need not be lowered. Honest errors must be expected
and tolerated, but corrected. Senior personnel must not usurp
responsibilities which provide the experience needed in developing
our junior leaders. Emphasis should be placed on the noncommis­
sioned officer's role-LEADER, TRAINER, SUPERVISOR.

c. There foUows a list of suggested actions that may be taken
by each commissioned officer at aU levels of command to further
the efficiency and enhance the stature of the Noncommissioned
Officer Corps.

4-2. Authority. a. Prevent the use of noncommissioned officers
for menial and degrading tasks.

. b. Adhere to the chain of command through noncommissioned
officer ranks.
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c. Reduce the. requirement for officer supervision or mandatory 
presence at troop formations. Let the noncommissioned officer 
take charge. 

d. Avoid mass withdrawal of noncommissioned officer privi­
leges, but take positive action against individuals concerned. 

e. When appropriate, permit key noncommissioned officers to 
attend staff conferences and commander's briefings. 

f. Insure that deserving, high-quality noncommissioned officers 
are commended for outstanding performance of duty by awarding 
them commendation ribbons, letters of appreciation and commen­
dation, or certificates of achievement. 

g. Refrain from oversupervising the noncommissioned officer 
after a task has been assigned. Issue mission-type instructions 
rather than detailed orders. 

h. Whenever possible, place senior noncommissioned officers 
under the supervision of commissioned or warrant officers rather 
than civilians. 

i. Inform noncommissioned officers in advance of significant mat­
ters pertaining to the unit, such as maneuvers, field problems, 
training requirements, disciplinary matters, standards, etc., to 
avoid unfounded rumors and allow for necessary advanced plan­
ning at all echelons. 

j. Grant noncommissioned officers a greater voice in allowing 
privileges or awarding a punishment. Consult with them on mat­
ters involving the recllissification and promotion of their subordi­
nates. Let it be known that they greatly influence these matters. 

k. Use senior noncommissioned officers to assist in conducting 
inspections and in the planning, preparation, and execution of the 
training, athletic, recreation, and social programs. 

I. Insure distribution of directives to noncommissioned officers 
so that they may have current information on military matters. 

m. Use senior noncommissioned officers as instructors to the 
maximum extent in training. Provide sufficient time, facilities, 
and reference material for the adequate preparation of instruc­
tional material for training. 

n. Back the actions of noncommissioned officers publicly when 
necessary. 

o. Refer to them as noncommissioned officers, not as NCO or 
noncoms.· 

4-3. Privileges. a. Pay troops alphabetically by pay grade, 
thereby allowing noncommissioned officers, Specialists 7 and Spe­
cialists 6 to report at a designated time before the remainder of 
the unit is paid. 

b. Provide separate rooms for senior noncommissioned officers 
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consistent with the efficient use of available troop facilities. The 
implementation of this privilege must be determined by local re­
quirements and the facilities available. 

c. Within existing facilities, establish separate dining areas or, 
at the minimum, separate tables within the mess for noncommis­
sioned officers, and Specialists 7 and 6. 

d. Exempt qualified personnel in pay grades E-6 and above 
from repetitive periodic training except as instructors and as re­
quired for supervision. For those excused from this training, con­
duct advance training or on-duty unit schooling. 

4-4. Responsibilities. a. Insist on a thorough appreciation of the 
noncommissioned officer's full-time responsibility to his men and 
to his commander. 

b. Appoint senior noncommissioned officer councils at each level 
of command starting with battalion or separate company councils. 

c. Encourage noncommissioned officer participation in civic 
affairs. 

4-5. Education and training. Nothing so limits the prestige of a 
noncommissioned officer as the lack of knowledge about his job 
and his inability to play the part expected of him as a noncom­
missioned officer. Because of that, we should-

a. Hold classes to insure that noncQmmissioned officers are thor­
oughly trained for their jobs and, prepared to handle instruction 
or other duties when they appear before their subordinates. 

b. Encourage attendance .at a noncommissioned officers' acad­
emy and other courses designed to enhance the prestige and set 
the standards expected of noncommissioned officers. 

c. Encourage noncommissioned officers to take advantage of 
their many opportunities to increase their general level of 
education. 
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CHAPTER 5

GENERAL EDUCATIONAL DEVELOPMENT

5-1. Objective. The objective of the Army General Educational
Development (GED) Program is to increase the military perform­
ance of both officer and enlisted personnel through education,.­
education which may be academic in nature or related to a military
occupational specialty or duty assignment.

5-2. Definition. The General Educational Development Program
is that part of the Army's educational system which provides for
military personnel on active duty academic, technical, and scien­
tific courses of instruction (and related educational services) at
the elementary, high school, and college levels in Army education
centers and through the facilities of accredited civilian schools and
other educational agencies. The GED Program is provided to en­
able the individual soldier to continue his academic, technical, or
scientific studies in accordance with his individual needs and in
keeping with the educational needs of the Army.

5-3. Goals. a. Commissioned personnel. Completion of at least a
baccalaureate degree at a college accredited by a regional associa­
tion, in subject areas of functional importance to the military
profession. Commissioned officers who have already attained this
goal are encouraged to continue their professional growth through
graduate studies leading to advanced degrees. Courses of func­
tional importance to the military profession are those related to
the academic curriculum of the United States Military Academy,
pertinent regulations of the 350-series governing the training of
military personnel in civilian educational institutions and courses
required as a part of a degree program unless manifestly disasso­
ciated from the Army.

b. Warrant officers. The achievement of, or at least the equiva­
lent of 2 years of college.

c. Enlisted personnel. Completion of high school (or equivalent
as measured by the USAFI GED Tests) and higher level studies
as required.
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5-4. Army education centers. The installation Army education 
center is the focal point at which GED services are provided. It is 
a centrally located facility provided by the installation commander, 
where classroom instruction is provided, test and examinations 
are administered, applications for schooling are processed and 
where soldiers obtain professional educational advisement from 
civilian education advisers. Installation education centers are open 
for the conduct of business during the troop's on·duty and off-duty 
hours and are operated in accordance with an education services 
plan. This plan provides GED programs and services that are 
geared to needs and missions of units stationed or sateIlited on 
the installation. 

5-5. Educational activities. In accordance with educational needs 
of the career soldier and established Department of the Army edu­
cational goals, seven program areas are emphasized. 

a. Preparatory-high school instruction. This instruction is 
stressed as essential for enlisted personnel whose aptitude areas 
are below those required for service school attendance, and who 
have not completed desired educational levels, or who otherwise 
require instruction in English, arithmetic, science and social 
studies to meet certain minimal obligations of career service as 
noncommissioned officers and specialists. Commanders will en­
courage and may prescribe this instruction. The use of duty time 
is authorized. 

b. MOS-1'elated instruction. This instruction is directly related 
to and supports the professional development of the individual 
soldier. MOS·related programs of instruction are designed to 
assist commanders in developing MOS skills of personnel where 
such training must be carried out in units and on the job; provide 
courses of instruction that wUl serve to upgrade and increase the 
skills of military specialists in the performance of their duties; 
prepare soldiers to complete service school instruction successfully 
and prepare enlisted personnel for MOS evaluation testing. Guid· 
ance is provided unit commanders in CON Pam 621-1 for plan· 
ning, organizing and conducting MOS·related programs of in­
struction in conjunction with directors of General Educational 
Development at installation Army education centers. 

c. Career Development Program. This program is designed to 
identify all enlisted personnel who have potential for career de­
velopment but who lack satisfactory educational background or 
experience for admission to an appropriate service school or for 
promotion to higher responsibilities. In order to provide a strong 
and continuing educational program in support of maximum de­
velopment of career potential of enlisted personnel, commanders 
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at all levels will identify personnel with such potential and pro­
vide through the General Educational Development Program ade­
quate educational programs and facilities to bring such potential 
to the maximum level of usefulness. Special attention will be 
directed toward those enlisted men lacking high school completion 
and/or having less than a standard score of 90 in the General 
Technical (GT) aptitude area, or who otherwise fail to meet 
service school admission or reenlistment criteria. 

d. Academic instruction. Academic instruction includes high 
school and college courses conducted in Army education centers 
and in accredited civilian high schools, colleges and universities 
for academic credit. Numerous colleges and universities are pro­
viding on-post residence instruction at both the undergraduate 
and graduate levels in university centers which have been estab­
lished as part of the Army's GED services. When such instruction 
involves the payment of tuition cost, eligible Army personnel are 
provided tuition assistance in amounts up to 75 percent of the 
tuition cost. In this area AR 621-5 also provides for a Degree 
Completion Program to enable a selected number of officers and 
enlisted personnel to satisfy on-campus residence requirements 
for the baccalaureate and graduate degrees at accredited Ameri­
can colleges and universities. Paragraph llc, AR 621-5, sets forth 
eligibility requirements and application procedures for civilian 
schooling under the Degree Completion Program. (Attendance at 
civilian educational institutions is also authorized for selected 
officers and other military personnel, under the provisions of AR 
350-200, to meet ,the training requirements of Headquarters, De­
partment of the Army agencies, USCONARC, and major conti­
nental and oversea commands when such training cannot be pro­
vided in Army service schools.) 

e. Foreign language instruction. Army personnel are encour­
aged to acquire and maintain proficiency in a second language. As 
a consequence of Headquarters, Department of the Army, empha­
sis on foreign language training, numerous opportunities are 
provided Army personnel to increase their military performance 
potential through the study of language courses. Opportunities for 
foreign language study provided in and through the services of 
Army education centers include spoken language courses, aca­
demic courses, language refresher courses, courses conducted by 
accredited colleges and universities, and correspondence courses. 
In this connection, foreign language text materials, taPes, records, 
and audio-learning equipment including language laboratories are 
made available for individual study and group instruction as 
appropriate. Commanders are encouraged to organize group study 
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classes in foreign languages at Army education centers and are 
authorized the use of duty time for this purpose. 

f. Correspondence course programs. 

(1)	 United States Armed Forces Institute (USAF!) corre­
spondence courses. USAFI, Madison, Wisconsin, serves 
as the central service and supply agency for oversea 
USAFI and CONUS Army education centers. USAFI 
provides Army education centers with text books and 
other materials for conducting classroom instruction and 
correspondence study. Registration centers are main­
tained at all installation Army education centers where 
military personnel may enroll in numerous USAFI self­
study correspondence courses at the elementary, second­
ary, and college levels, as well as in many technical-voca­
tional courses of instruction. Additional correspondence 
courses are made available to Army personnel through 
some 44 accredited cooperating colleges and universities 
which offer their services through the USAFI correspond­
ence course program. 

(2)	 The Army Extension Correspondence Course Program. 
Military personnel may receive counseling and register 
for Army Extension Correspondence Courses at all in­
stallation Army education centers. Assistance in selec­
tion of courses and initiation of enrollment in the Army 
Extension Correspondence Courses is provided. In addi­
tion group study seminars may be provided to assist mili­
tary personnel in extension course study when sufficient 
numbers of personnel are enrolled in the same or similar 
courses. 

g. Testing programs. A wide variety of testing services are 
provided military personnel at installation education centers. 
Achievement tests, end-of-course tests, tests of General Educa­
tional Development (high school level), and the General Exami­
nations of the College Level Examination Program (1 year college 
level) are administered. These tests may be used by personnel for 
placement purposes advanced scholastic credit, to fulfill require­
ments for a high school diploma or equivalency certificate and to 
attain 1 year college equivalency. 

5-6. Civilian schools. a. Military personnel may be permitted to 
attend classes in civilian high schools, junior colleges, and 4-year 
degree granting colleges or universities, providing such activity 
does not interfere in any way with the performance of their mill­
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tary duties. Normally, such permission will be granted only for 
attendance after normal duty hours. 

b. To enable selected officers and warrant officers and enlisted 
personnel to satisfy the traditional residence requirements for the 
baccalaureate degree of accredited civilian colleges and universi­
ties, a degree completion program has been established as follows: 

(1)	 Eligibility. In order to be selected for this training, offi­
cer and warrant officer applicants will satisfy the follow­
ing prerequisites. 

(a)	 Have completed at least 1 year oversea duty. If serving 
overseas individuals may apply for schooling during 
that tour of duty, but will not be eligible for return to 
schooling until completion of the oversea tour. 

(b)	 Be able to obtain a baccalaureate degree within 12 
months. 

(c)	 If a graduate degree candidate, must be able to obtain 
the degree within one semester or two quarters, plus 
if authorized, a summer session. 

(d)	 Have a minimum of 3 years' continuous active Federal 
service as a commissioned officer or warrant officer 
and sufficient service time remaining upon completion 
of degree requirements to fulfill the service obligations 
incurred. 

(e)	 Be a commissioned or warrant officer on active duty. 
Officers of the Reserve components on active duty must 
be serving in an indefinite category. 

(I)	 Agree to remain on active duty for 2 years subsequent 
to this training. 

(g)	 Agree to bear all expenses Incurred In connection with 
the training, Including tuition, fees, books, and travel. 

Note. Eligibility criteria for enlisted personnel is the same 
as outlined in (a), (b), (0), (f), and (g). Additionally, appli· 
cant must· be serving on active duty with a minimum of 8 years 
and no more than 15 years active Federal service for retirement 
purposes. Waivers on service in excess of 16 years may be 
requested for E-7, E-8, and E-9. 

(2)	 Funds involved. Personnel are authorized pay and allow­
ances only; per diem will not be authorized. Travel, In­
cluding that of dependents, will be performed without 
expense to the Government. Matriculation and tuition 
fees and the cost of text books and materials will be 
borne by the officer concerned. 

(3)	 Selection. Priority will be givento personnel who require 
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the least amount of time to complete degree require-, 
ments, and to those who have not previously earned a 
degree under the Degree Completion Program. Final 
selection will be made on the best qualified basis by the 
career branch or, in the case of doctorate level, by the 
Deputy Chief of Staff for Personnel; for enlisted person­
nel, by the Director of Enlisted Personnel Operations, on 
the recommendation of the applicant's commanding offi­
cer and The Adjutant General. 

(4)	 Quotas. Allocation of quotas to the various branches of 
the service will be controlled by the Deputy Chief of 
Staff for Personnel, Department of the Army, in accord­
ance with existing policy relating to training of military 
personnel in civilian institutions. 

(5)	 Application procedure is explained in AR 621-5. 

c. College schooling at Government expense is now available to 
qualified enlisted personnel in technical, scientific, and managerial 
fields. The training will be made available in 1- and 2-year incre­
ments. Those accepted for 1 year will be required to reenlist for 
a 3-year period; those receiving' 2 years of instruction will be 
required to reenlist for 6 years. A third and a fourth year of 
training toward a degree may be applied for within 6 months 
prior to completion of a current enlistment. To be eligible, en­
listed personnel will be on active duty, will have completed 1 year 
of a 2-year training obligation at time of application and will be 
able to complete academic training before attaining age 35. Appli­
cants will be selected on a best qualified basis (AR 350-200). 

d. A civil schooling program for career Army officers of Armor, 
Artillery, and Infantry in the physical and social sciences has 
been established to meet the requirements of Department of 
the Army. The level of education to be attained normally is ful­
fillmentof the requirements for a Master's Degree, or in very 
exceptional cases, the PhD Degree. Army officers may submit an 
application which will remain on file. Applicants will be consid­
ered for selection each year until selected or upon being, eliminated 
because of age. Applicant will preferably not be over 36 years of 
age (AR 350-200). 

5-7. Two-year college equivalency evaluation. a. Officers whose 
Qualification Records (DA Form 66) do not indicate a completion 
of 2 years of college and who may have achieved equivalency 
thereof may request, through channels of Department of the 
Army, evaluation. 

b. No request for a 2-year college education will be considered 
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by Headquarters, Department of the Army, unless the evidence 
submitted includes 12 semester hours earned with an accredited 
American college or university. 

c. Prior to initiating request for evaluation, officers and war­
rant officers will consult with the installation education adviser to 
preclude submission of premature requests. 
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CHAPTER 6

TRAINING

6-1. General. a. Training management involves the planning,
programing, and supervision necessary to accomplish the assigned
training mission and objectives.

b. Army training mission: To attain and maintain the Army at
a state of operational effectiveness which will assure the capa­
bility of closing with and destruction of the enemy through
prompt and sustained combat operations on land, including the
seizure, defense or occupation of land alone or jointly with the
Navy, Air Force or both, and to conduct effective counterinsur-'
gency operations including the support of friendly or allied coun­
terinsurgency operations.

c. The traditional policy of the United States is to maintain an
Army of minimum size consistent with the immediate needs of
the Nation but capable of rapid expansion in the event of a na­
tional emergency. This policy demands maintenance of the ability
to mobilize rapidly. Since time is all important during mobiliza­
tion, training requirements are reduced to absolute essentials.
Peacetime training must serve to determine those essential re­
quirements and at the same time provide a well-trained force
ready and available for immediate employment if required.

d. Due to changing world' conditions, no one can predict posi­
tively how the Army will be employed in the future; however, it
must be ready to pursue national objectives in the face of any
threat. This threat may range from the violent exchange of ther­
monuclear weapons in a general war to the ideological struggle
and cultural competitioh of the Cold War. In between these ex­
tremes are limited wars similar to those the Army has fought in
recent times. Requirements generated by both general and limited
war are met through the Army's normal training. However, the
Cold War has generated requirements that dictate increased em­
phasis on counterguerrilla and counterinsurgency training.

e. Objectives of military training: Successful military opera-
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tions depend on the attainment of the following training 
objectives: 

(1)	 Military discipline. 
(2)	 Health, strength, and endurance. 
(3)	 Technical proficiency. 
(4)	 Teamwork. 
(5) Tactical proficiency. 

6-2. Weekly training schedules. a. The unit weekly training 
schedule is developed from the master training schedule. In gen­
eral, the content of a unit training schedule includes two types of 
information: That which instructors need to prepare and present 
the prescribed SUbjects, and that which the personnel to be trained 
need to enable them to be present at the designated place of in­
struction at the proper time and with the proper equipment. This 
information is broken dQwn as follows: 

(1)	 Date, time, and place of instruction. 
(2)	 Personnel to be trained. 
(3) Subjects to be taught. 
(4)	 Instructors for each subject. 
(5)	 Text references. 
(6)	 Uniform and equipment. 
(7)	 Administrative instructions that will help the instructors 

and personnel to be trained. 

b. In order to insure that the weekly training schedule follows 
logical development in subject sequence, proper relationship of 
subjects during training, and continuity in each subject, the 
scheduler is guided by certain principles. These principles are­

(1)	 Facilitate preparation of instruction. Effective instruc· 
tion depends on adequate preparation. Following are 
ways in which proper scheduling assists instructors in 
their preparation for classes. 

(a)	 Training schedules are published well in advance. 
(b)	 Instructor's names, rather than job titles, are shown 

on the training schedule. This establishes responsibil. 
ity for the preparation of instruction. 

(c)	 Adequate references are provided the instructor to 
furnish him sufficient research material and limit the 
scope of the subject being taught. 

(d)	 Sufficient time is allocated during each period for the 
instructor to present his material and conduct practi­
cal application as required. 

(2)	 Facilitate learning. 
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(a)	 The amount of information troops receive from a pe­
riod of instruction is appreciably affected by the cir­
cumstances under which the subject is taught. Insure 
instructional areas selected and the methods of in­
struction used are appropriate to the subjects. 

(b)	 Schedule subjects progressively. Lead troops from 
facts that are familiar, whether from civilian or mili­
tary experience, into new, but related subjects. Have 
the troops apply the more simple elements of newly 
acquired knowledge before confronting them with 
more complex situations. For example, movement to 
the line of departure is taught before the attack; 
training in defense is conducted before the withdrawal. 

(c)	 Following excessive night training, schedule compen­
satory time as required for rest and maintenance of 
individual equipment. Troops are not expected to be at 
their normal state of mental or physical alertness early 
on the day following night exercises. 

(d)	 The time allotted for teaching each subject is based on 
the troops' knowledge of the subject, the methods of 
instruction used, and the commander's desires. Suffi­
cient consecutive hours are devoted to a subject to 
allow all the related teaching points to be brought out 
at one time without causing the troops to lose interest. 

(e)	 Subjects .that are taught primarily by lecture or con­
ference should be scheduled for the morning hours 
when the troops are mentally alert. Afternoon hours 
are normally devoted to training requiring greater 
physical activity because the troops tend to become 
drowsy and sluggish if inactive during the afternoon. 

(3)	 Use training time efficiently. The necessity for moving 
to widely spaced training facilities and the administra­
tive demands of garrison living, if not given forceful 
command attention, tend to reduce the time allotted for 
training. Careful scheduling helps.to reduce the time lost 
to such causes as suggested in the following: 

(a ) Movement. The requirements for 1 week of training 
may involve the use of training facilities dispersed 
over a major portion of ,the post, Consider the time 
requil\ed to move from one. facUity to another and 
schedule the subjects 'so that movement time is mini­
mized..Subjects that' can be taught at the same or ad­
jacent facilities are scheduled during the same day. 
When time required for movement between training 
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sites cannot be made during time normally allocated 
for breaks, it is reflected on the weekly training sched­
ule. It is often possible to use the movement itself as 
a teaching vehicle when teaching marches, movement 
to contact, counter-ambush drills, and similar subjects. 

(b)	 Integrated training. Integrated training is training in 
which one or more subjects previously taught and re­
lated to the primary subject are incorporated into 
instruction being given to an entire unit. The subjects 
selected may be any in which weaknesses have been 
observed, or in which a commander desires more em­
phasis. One or more subjects may be integrated, but 
each subject must be planned. Integration of too many 
subjects into anyone primary subject results in no 
real emphasis being placed on any, thus the value of 
integrated training is lost. Additional instructors are 
not necessary for subjects being integrated. 

(c)	 Concurrent training. Concurrent training is simulta­
neous but separate training of part of a unit in one or 
more subjects other than the primary subject. These 
subjects mayor may not have been taught previously. 
This training may be used as makeup periods for per­
sonnel who miss regularly scheduled instruction, for 
training in required subjects of limited scope, or for 
additional training in subjects previously presented. 
Concurrent training subjects are prepared and pre­
sented as carefully as the principal subjects. It is con­
ducted to serve a constructive purpose. Additional 
instructors are necessary for subjects being taught 
concurrently. 

(4)	 Accommodate the troops. 
(a)	 Although scheduling must be aimed primarily at ac­

complishing the training objectives and, ultimately, 
the unit's mission, you must also keep in mind the 
welfare of the troops. In order for the troops to learn, 
the subject must be presented in the best possible 
environment. The judicious use of compensatory time, 
when the training situation permits, will accommodate 
the troops and make them more receptive to the in­
struction. Compensatory time may be given as com­
pensation for night training scheduled past the hour 
prescribed in the division training circular or for ex­
tensive rigorous field training. Since compensatory 
time is designed primarily for use by the troops, it 
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should be allocated in garrison areas in order to per­
mit the troops to comply with its intent. 

(b)	 Application of the other three principles-facilitate 
preparation of instruction, facilitate learning, and use 
training time efficiently-will also assist in accommo­
dating the troops. 

6-3. Inclement weather schedule. The unit inclement weather 
training schedule is an alternate plan that enables unit command­
ers to salvage training time that might otherwise be lost. This 
schedule is a necessary alternative to the regular schedule. The 
commander who prepares the regular unit weekly schedule also 
prepares the inclement weather schedule. However, you may find 
that the inclement weather schedule is prepared at battalion level. 
In either case, the same techniques are followed. It is adaptable 
for an entire week of training or for any portion of it. Since the 
inclement weather schedule performs the same general function 
as the regular weekly schedule, its contents are essentially the 
same. The principal differences are that the inclement weather 
schedule does not prescribe the date and time of instruction; it 
normally contains fewer periods of instruction than the regular 
one; and, if the uniform is known, it is included in "remarks." The 
geographic location, weather, troop experience, and type of train­
ing to be conducted are all considered in determining the number 
of hours on the inclement weather schedule. The basis for selec­
tion of subjects to be included in this schedule follows a definite 
sequence. 

a. First, select subjects appearing on the regular schedule as 
indoor instruction. 

b. Next, select subjects appearing on the regular schedule as 
outdoor instruction that can be taught indoors. Within this cate­
gory are subjects originally scheduled as integrated or concurrent 
training. 

c. Finally, select subjects which will be scheduled for indoor 
presentation at a later date. 

6-4. Training publications. Department of the Army publishes 
various training pUblications for guidance and assistance in the 
preparation of unit training programs. These publications contain 
information on doctrine, tactics, techniques, and procedures for 
use in training individuals and units. 

a. Army training programs (ATP) are basically designed as a 
guide for the preparation of training programs and schedules 
during the various formal phases of training. They are used by 
both Active Army units and Reserve components. In addition, 
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ATP assist commanders and staffs of units conducting operational 
readiness training in the planning for and preparation of their 
normal training activities to maintain their combat proficiency. 
Each ATP is supported by an Army subject schedule. 

b. Army subject schedules (ASubjScd) are published by the 
Department of the Army to support Army training programs. 
These schedules contain detailed instructions for the preparation 
and conduct of training and are issued to insure maximum uni­
formity of training in each subject area. The suggestions offered 
in each subject schedule can be of considerable assistance to com­
manders, as well as instructors, in developing effective unit train­
ing programs. 

c. Army training tests (ATT) are related to specific Army 
training programs. These tests are administered to units at appro­
priate times during the formal ATP phases of training. Opera­
tional readiness tests (ORT) are training tests comparable to 
ATT; however, they lire not related to a formal phase of training. 
These tests may be based on operational missions, may include all 
or selected portions of ATT, and mlly be conducted as part of a 
field exercise. 

d. Field manuals (FM) are used to promulgate military doc­
trine, tactics, lind techniques. They contain instructional, informa­
tional,. and reference material relative to military training and 
operations. 

e. Circulars are used to disseminate information of general in­
terest and to publish instructions of a one-time or transitory 
nature which are agency-wide or command-wide in application. 
Each circular will bear an expiration dllte not later than 1 year 
from date of issue. Shorte~ expiration dates will be used when it 
is not necessary for the circular to remain in effect for a year. 
Each circular will be confined to a single subject. 

REFERENCES. 
AR 310-1, "Military Publications-General Policies." 
AR 350-1, "Army Training." 
AR 350-15, "Military Training Aids." 
AR 350-30, "Code of Conduct." 
AR 350-90, "Noncommissioned Officer AClldemies." 
AR 360-81, "Command Information Program-General Pro­

visions," as amended. 
AR 385-63, "Regulations for Firing Ammunition for Train­

ing, Target Practice, and Combat," as amended. 
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CHAPTER 7

MATERIEL READINESS AND UNIT READINESS

7-1. Introduction. a. The commander has always been concerned
with the readiness of his equipment to perform its mission for
extended periods under combat conditions. However, prior to 1963,
the determination of readiness was based on personal observation
and opinion. This proved to be a poor system since commanders
were reporting willingness instead of readiness.

b. It is against human nature to report yourself incapable of
performing a task for which you are trained and equipped. But
many commanders through no fault of their own do not command
immediately deployable units, that is units which can become
actively and successfully engaged with an enemy within 24 hours.

c. The purpose of the Unit Readiness Report (DA Form 2715­
AR 220-1) and the Materiel Readiness Report (DA Form 2406­
AR 750-10 and TM 38-750) is to preclude the commander from
reporting his willingness. The reports offer a yardstick with which
to measure the unit and a means by which to report this
measurement.

d. In 1960 and 1961 inspections by the General Accounting
Office and Department of the Army's Inspectors General disclosed
that the reports being rendered on materiel readiness were inac­
curate and misleading. Because of these reports commanders, and,
Department of the Army did not know the true status of equip­
ment in the using organizations.

e. These findings were corroborated by the deployment of un­
ready units during the Berlin buildup and the Cuban crisis.

f. After the adoption of the new reporting system th~ status of
units could be readily ascertained at all levels of command. Hence
units deployed to the D~minican Republic and Vietnam in 1965
were better able to perform the missions assigned. The reasons
why other units were less combat ready were also highlighted by
the new report. This permits the commander to provide for re-
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medial action which will bring the unit to the state of readiness 
which he requires. 

7-2. Equipment serviceability criteria. a. Equipment serviceabil­
ity criteria (ESC) are the standards used to evaluate the service­
ability of an item of equipment. The basic concept of evaluating 
equipment serviceability is predicated upon the capability of mate­
riel to perform immediately the intended combat function and to 
sustain such performance for a stated period. 

b. Certain characteristics were outlined for this evaluation by 
the Department of the Army. The evaluations were required to 
be­

(1)	 Simple. The operator must be able to perform the evalu­
ation without the use of special tools or the disassembly 
of components. 

(2)	 Standardized. The criteria should be applicable to all 
equipment of that type in the Army. 

(3)	 Limiter!. To mission essential and maintenance signifi­
cant items. Not all items in the TOE need to be evalu­
ated, only those listed in the DA Form 2406 column of 
appendix III, TM 38-750. 

(4)	 Definitiv·e. The capability of performing its combat mis­
sion for 90 days. 

c. These criteria are published in technical manuals which can 
be identified by the letters ESC after the manual number. For 
example, the criteria for the M113 Armored Personnel Carrier is 
contained in TM 9-2300-224-ESC/1. 

7-3. Color categories. By using the equipment serviceability 
criteria the operator places the equipment in a color category. 

GREEN: Equipment capable of performing its mission for 
90 days of sustained operation. 

AMBER: Operational equipment possessing a limiting con­
dition which may restrict a reliable performance of its mission 
for 90 days. 

RED: Equipment unable to perform its· primary mission 
immediately or possessing an unacceptable reliability for sus­
tained performance for 90 days of its primary mission. 

7-4. Score the equipment. a. The TM/ESC contains instructions 
on the procedures which must be used to evaluate the equipment. 
Listed below these instructions is a scale for each item to be eval­
uated. The operator must then match his equipment against the 
descriptive paragraph in the scale and record the numerical value 
below that paragraph. 

b. The values are recorded on the Equipment Inspection and 
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Maintenance Worksheet (DA Form 2404) which is prepared as 
prescribed in 'the TM/ESC. 

c. After evaluating all the items in one section of .the TM the 
operator is directed to total the values. A scale of total values and 
ratings appears at the end of each section. By comparing the total 
score to the scale the operator then places this portion of the 
equipment in a color category (GREEN, AMBER or RED). 

Note. Exceptions to the total value determination of the color category are: 
(1) Any urgent modification work order which has	 not been applied 

causes the equipment to be RED. 
(2) Any value of zero (0) throughout the evaluation Causes the equip~ 

ment to be RED. 
(3) Any value	 of one (1) throughout the evaluation eliminates the 

equipment from the GREEN. It must be AMBER or RED. 

d. This completes the evaluation of one section of the TM/ESC, 
that is one subsystem of the equipment. However, most of our 
equipment has more than one subsystem, for example, the Ar­
mored Personnel Carrier M1l3 has four: 

(1) Automotive 
(2) Armament 
(3) Fire Control 
(4) Communications 

e. Each subsystem has a section in the TM/ESC except for 
communications. The communications subsystem has its own 
TM/ESC which is peculiar to the radio mounted. 

f. The operator would evaluate each subsystem using a separate 
DA Form 2404 for each. 

7-5. Determining the color category. a. The color category for 
the equipment taken as a whole (the system) is based on the color 
of the lowest rated subsystem. 
Example: M1l3 Armored Personnel Carrier 

Fire Commu­
Automotive Armament Control nications 

GREEN GREEN GREEN RED 

Vehicle System = RED 
b. The color category of the system is recorded at the bottom 

of the DA Form 2404 upon which the automotive subsystem was 
evaluated. 

7-6. Reporting at platoon and company. The Equipment Inspec­
tion and Maintenance Worksheets (DA Form 2404) for each piece 
of equipment are reviewed at platoon and company level. These 
forms are kept on file until the next evaluation is performed. 

7-7. Reporting at battalion and division level. a. Equipment 
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Maintenance Record (Organizational) (DA Form 2.1,08-8). This 
form is completed quarterly reflecting the ESC Color Category of 
the equipment. If RED, the reasons why are listed in'the remarks 
section. 

b. Materiel Readiness Report. This report is filled out at com­
pany level quarterly or as often as the next higher commander 
directs. It is consolidated at battalion level. 

(1)	 Preparation of this report is described completely in 
TM 38-750, paragraph 3-6. Items to be reported are 
listed in appendix III, TM 38-750. 

(2)	 Purpose: The Materiel Readiness Report provides com­
manders at all levels with the materiel readiness status 
of the equipment in the hands of the user. 

(3)	 Use: This form is used as a management tool by the 
commander. By requiring the report periodically, inter­
mediate commanders can keep abreast of their materiel 
readiness status. The requirement to submit a consoli­
dated report from battalion through division and Army 
to Department of the Army at the end of each quarter 
permits the Chief of Staff to have at his finger tips the 
status of each battalion in the Army. 

7-8. Application to unit readiness. The materiel readiness status 
of equipment is required to be reported on the Unit Readiness 
Report in the form of a 6-digit number called a profile. This num­
ber represents the percentage of equipment in each color category. 

a. Equipment profile. 

(1)	 Definition. An equipment profile is a 6-digit number 
which describes the serviceability of groups of like items. 
An equipment profile is stated in terms of GREEN, 
AMBER, and RED percentages of a total quantity 
authorized. 

(2)	 Computation. 
(a)	 Example 1. 

Item Authorized On Hand GREEN AMBER RED 

Truck, 50ea 50 35 10 5 
Cargo 
21>­
Ton 

Quantity by Color 
Color %	 X 100 - Total Quantity Authorized 

35 
GREEN % 50 X 100 = 70% 
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10 
AMBER % 50 X 100 2070 

RED 70 5~ X 100 1070 

Profile is 702010 

(b) Example 2. 
On RED 

Item Authorized Hand GREEN AMBER ESC Score Short 

Truck \4 -Ton 100 75 60 10 5 25 

Quantity by Color 
Color % - Total Quantity Authorized- X 100 

60 
GREEN % 100 X 100 - 6070 

10 
AMBER % 100 X 100 - 10% 

30 
RED 70 % 100 X 100 - 3070 

b. Unit equipment profiles. 
(1)	 Definition. A unit equipment profile is a collective term 

describing the overall level of serviceability of selected 
unlike items of equipment authorized a unit. This profile 
of selected equipment is a 6-digit number in percentages 
of GREEN, AMBER, and RED. 

(a)	 Unit equipment deployability profile. 

1.	 This profile depicts materiel readiness in respect to 
the unit's authorized equipment considering all con­
ditions and shortages. The deployability profile 
measures the materiel readiness of the unit to be 
deployed under its TOE authorization. 

2.	 When computing the unit equipment deployability 
profile, equipment shortages will be added to on 
hand RED scored items. Items on loan which can­
not be returned to the lender within 24 hours notice 
will be counted as short. It is pointed out that items 
located in support maintenance activities for work 
will be inCluded in the quantities on hand. 

(b)	 Unit equipment se1'viceability profile. 
1.	 This profile depicts materiel readiness in respect to 

the unit's on hand equipment. Specifically, the unit 
equipment serviceability profile measures the mate­
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riel readiness of items physically on hand in the 
unit. 

2.	 In computing the unit equipment serviceabiilty pro­
file items only RED items by ESC application are 
considered. Property book shortages of equipment 
are excluded under this profile. 

(2)	 Computation. 

On	 RED 
Item Authorized Hand GREEN AMBER ESC Score Short 

Truck, %-Ton ...... 126 100 70 20 10 26

Truck, Cargo, 2%-Ton ..... 100 76 60 10 6 26

Helicopter, Utility .. 10 10 0 0 10 0

Tank, Combat Medium .. 100 100 70 20 10 0

Radio Set .......... 100 100 86 10 6 0

Airplane, Observation ...... 10 10 0 6 6 0


Total ......	 446 396 286 66 46 60 

(a)	 Unit Equipment Deployability Profile = 
Color 

TOE Authorized X 100 
285 

GREEN % 445 X 100 = 64%


65

AMBER % 445 X 100 = 15% 

95 
RED % 445 X 100 = 21% 

Deployability Profile is 641521 

(b)	 Unit Equipment Serviceability Profile = 

Color 
On Hand X 100 

285 
GREEN % 395 X 100 = 72%


65

AMBER % 395 X 100 = 17% 

45

RED % 395 X 100 = 11%


Serviceability Profile is. 721711 

c. Profile format. The percentage of RED, AMBER, and GREEN 
in a profile should total 100 percent. Five percent is written 05 to 
maintain the 6-digit profile and to minimize error and establish 

7-6 

WWW.SURVIVALEBOOKS.COM



31	 July 1967 Pam 350-14 

recognition. One hundred percent GREEN will be shown as 
990000, 100 percent AMBER as 009900 and 100 percent RED as 
000099. 

7-9. Readiness conditions of equipment. a. The reasons of equip­
ment serviceability (C-Ratings) provide a means of categorizing 
actual unit equipment profiles. 

b. AR 22-1 (Unit Readiness) prescribes minimum standard unit 
equipment profiles necessary to meet REDCAPE requirements. 

(1)	 Minimum standard unit equipment profiles (AR 220-1) : 

GREEN AMBER RED C-Rating 

70 20 10 C-l 
55 80 15 C-2 
40 40 20 C-8 

(Les. than) 40 40 20 C-4 

(2) C-Ratings	 are determined from the GREEN and RED 
portions of the unit equipment profiles. To qualify in the 
C-Ratings above, the unit must meet the minimum 
GREEN portion and not exceed RED portion. Examples: 

71 16 18· C-2 Rating 
50' 40 10 C-8 Rating 

• determinant factor 

(3)	 The report describes­
(a)	 Amount of equipment on hand. 
(b)	 Number of days equipment was available during the 

reporting period. 
(c)	 Number of days equipment was not available because 

of supply actions or maintenance actions at both 
organization and support levels. 

(d)	 The number of items in each color category (GREEN,' 
AMBER, RED). 

(e)	 Reasons why each RED item is not combat ready 
based on the priority: 

1.	 Obsolete, short, or TDY. 
2.	 Urgent MWO. 
8.	 Parts. 
4.	 Inoperable. 

(4) Disposition: 
(a)	 Quarterly. The battalion sends one copy to the Logis­

tical Data Center, one copy to its next higher head­
quarters, and one copy is kept on file for a year. 

(b)	 Periodic report. As directed by the headquarters reo 
quiring the report. 
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c. AR 135--8 prescribes the conditions of equipment service­
ability (RC-Ratings) for Reserve components. 

7-10. Deadline reports. a. Purpose. Equipment which cannot be 
operated because it is deadlined (nonavailable) will be reported to 
the next higher commander on the reverse side of the Materiel 
Readiness Report (DA Form 2406). 

b. Use. The commanders use these reports to determine: 
(1)	 Which equipment is not available. 
(2) Why it is not available. 
(3)	 Where it is being repaired. 
(4)	 What date the equipment became inoperable. 
(5)	 What dates the equipment was evacuated to each level 

of maintenance. 
(6)	 What is being done about its repair I.e., job order 

number, requisition number. 
c. Preparation. Paragraph 3-6, TM 38-750. 
d. Disposition. This report is made out as often as the com­

mander directs. It is filed or destroyed in accordance with local 
SOP and directives. 

e. Inspection checkpoints. 
(1)	 Check against the Preventive Maintenance Schedule and 

Record (DD Form 314) for each item of equipment to 
insure that deadline time is being posted. 

(2)	 Check against the daily log for each item of equipment 
for date of deadline. 

(3)	 Check against the document register (supply clerk) for 
those parts requisitioned. 

(4)	 Check against the Maintenance Requests (DA Form 
2407) for those items which require repair by direct 
support. 

REFERENCES. 
AR 220-1, "Unit Readiness." 
AR 750-10, "Materiel Readiness (Serviceability of Unit 

Equipment) ," 
TM 38-750, "Army Equipment Record Procedures," as 

amended. 
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CHAPTER 8

UNIT MESS OPERATIONS

8-1. Duties. Two types of functions must be performed if the
messes in a unit are to be operated efficiently. The first function
involves the administrative actions required to secure rations,
account for meals served and cash collected for meals. The second
function involves the actions necessary to prepare and serve food
and to maintain the cleanliness of the mess area (s). Both of these
functions must be performed properly if a mess is to operate in a
satisfactory manner. The individual who supervises these func­
tions is the mess officer. The individuals who implement these
functions are the mess stewards, cooks, and kitchen police person­
nel. If the mess section is employed under company control, the
company commander appoints an officer in his unit the additional
duty of company mess officer.

8-2. The mess officer. The responsibilities of the mess officer
are to-

a. Obtain the required subsistence, equipment, and supplies
necessary for operating the mess and feeding the troops.

b. Make frequent inspections of the mess to insure that­
(1) All subsistence is stored properly.
(2) The menu is being followed and only authorized substi­

tutes are used.
(3) The Cooks' Worksheet (DA Form 3034 series) (fig. 8-1)

is followed for details of preparing, cooking, and serving
the food.

(4) All mess equipment is maintained and used properly.
(5) All aspects of sanita.tion are enforced.
(6 ) Equipment records and mess accounts are kept in ac­

cordance with pertinent regulations.
c. Supervise the mess personnel through the mess steward.

8-3. Mess stewards. The mess stewards are responsible to the
mess officer for the operation and control of the mess (es). Specific
duties of the mess stewards are to-
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a. Inspect mess personnel, equipment and buildings for cleanli­
ness and insure that the mess area and equipment are kept in a 
sanitary condition. 

b. Prepare cook's worksheet for the compliance of the cooks in 
preparing, cooking, and serving food. 

c. Prepare estimates for the number of rations required. 
d. Supervise the preparation, cooking, and serving of the food. 
e. Record amounts of money collected for meals from persons 

subsisted in the mess. Prepare and maintain accounts, records, 
and related reports. 

f. Report promptly all breakage to the mess officer to enable 
him to establish responsibility. 

8-4. Cooks. The primary duty for all cooks is to prepare, cook 
and serve the food. Cooks are assisted in their duties by cooks' 
helpers. The cooks' detailed duties are to-

a. Follow the recipes when preparing each food item and ob­
serve the proper cooking time and temperature for the various 
foods. 

b. Prepare the correct quantities of food. 
c. Observe the rules of personal hygiene, mess hall sanitation, 

and safety precautions when preparing food. 
d. Study the cook's worksheet and insure the timely preparation 

of food. Instructions for preparing Cooks' Worksheet are as 
follows: 

(1)	 Item a--List menu items in order of appearance on the 
Master Menu. 

(2)	 Item b-Indicat.e cook who is to prepare item. 
(3)	 Item c-Number to Prepare-Normally the number of 

portions to be prepared will be for the same number of 
meals to be prepared. Troop acceptability for some food 
items may vary, however, and more or fewer portions 
may be required. Prior to completing this column, review 
the Master Menu to determine the number of portions 
which can be prepared from the issue quantity. 

(4)	 Item c-Portion Size-The size of portions normally will 
be that which is listed in the recipe. Troop acceptability, 
size of container used, size of utensil to be used, and 
variation in issue quantity may affect the size of the por­
tion to be served. Circle, if the size of the portion to be 
served differs from that which is listed in the recipe. Ex­
plain in the special instructed column. If the difference in 
the size of the portion is small, for example, when the 
recipe for applesauce cake specifies a 2-ounce portion, and 
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it is planned to serve a 2% ounce portion, a plus or minus 
may be used in conjunction with the size portion to be 
served to indicate a size change, e.g., 2 oz.+ and then 
circled. 

(5)	 Item d-Enter TM 10-412 recipe number as listed in 
the Master Menu or menu note number of the Master 
Menu, or the mess SOP number of items which do not 
vary in preparation, and have no recipe, such as bread, 
butter, fresh milk, and fruit juices. 

(6)	 Item e-If preparation time is unusually early, enter 
the time of preparation. For example, in the instance of 
yeast breads, in order to insure that the bread is prepared 
on time for the meal, the special instructions should be, 
"Start preparation of dough at 1300 hours." For items 
which have no recipes such as lemon wedges for tea, 
enter the quantity of ingredients to be used. When left· 
overs are added as an ingredient to a menu item, enter 
the quantity and preparation method in RED. Enter 
instructions which cannot be entered in columns a 
through d and f. For example: When size of portions to 
be served is not the same as listed in the recipe, the 
number of recipe portions will be entered. For example: 
If 267 portions of cake are required and 6 sheet cakes 
serving 50 each must be prepared to obtain at least 267 
portions, the special instructions will be "Prepare 300 
recipe portions." To indicate progressive cookery, the 
quantities to be cooked at separate times will be entered 
in this column. For example: If 175 portions of buttered 
carrots are to be cooked at two different times, if suf­
ficient space is available use two lines, if space is not 
available, a remark will be entered in this column, "Cook 
100 portions at 1115, 75 portions at 1200." 

(7)	 Item f-Enter tM time to begin cooking. Subtract the 
time required to prepare the menu item from the time 
serving will start. 

(8)	 Item g-To Be Used-Enter in red the quantity of left· 
overs to be used in subsequent meals. 

(9)	 Item g-To be Discarded-Enter quantity of leftovers 
to be discarded. 

(10)	 Item h-Enter comments pertinent to the results of 
cooking and serving such as quality of food served, over 
or under cooking, number of portions short, and causes 
of excessive leftovers. For example: If 26 pieces of cake 
are left, entry might be, "Poor texture." 
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(11)	 Item i-Enter the number of box lunches to be pre­
pared. Enter the menu to be followed in the preparation 
of box lunches to be prepared. 

(12)	 Item. j-Enter the number of box lunches actually 
issued and the person to whom issued. 

(13)	 Item k_Enter remarks which cannot be included in 
columns a through k. For example: Include the number 
of late meals to be fed. 

(14)	 Item l-DA Form 3034-1 only-Enter topics to be dis­
cussed at mess steward meeting. Both the mess steward 
and cook may use this section. 

(15)	 Item m-IJA Form 3034-2 only-Enter the actual 
anticipated number of persons to be fed. (Do not adjust 
to the number of meals drawn.) 

(16)	 Item n-DA Form 3034-2 only-Enter the number of 
meals drawn as shown on the Field Ration Issue Slip. 
When there is an authorized interchange of meals, entries 
for meals drawn will be changed. For example: If 100 
dinners and 125 suppers were drawn and the meals inter­
changed, entries would reflect 125 dinners and 100 
suppers. 

(17)	 Item o-DA Form 3034-2 only-Enter the number of 
meals actually fed, as shown on the Headcount Record. 

(18)	 Items p & q-DA Form 3034-2 only-If the number 
of meals served is less than the number drawn, enter 
the difference in the space provided for the appropriate 
meal (col. p). If the number of meals served is more 
than the number drawn, enter the difference in the space 
provided for the appropriate meal (col. q). 

(19)	 Item r-DA Form 3034-2 only-Enter the cumulative 
over or underdrawn from column s of the previous day 
Cooks' Worksheet. 

(20)	 Item s-DA Form 3034-2 only~Add or subtract the 
figures in columns p, q, and r, to determine cumulative 
over or underdrawn for today. Add the figures if the 
meal is overdra",n for both days or underdrawn for both 
days, Le., (1+4=5). If a meal is overdrawn on one day 
and underdrawn the other, subtract smaller figure from 
the larger, i.e., (12-3-9). Enter the results in appro­
priate under or over space. 

(21)	 Item t-DA Form 3034-2 only-Mess stewards will 
sign the worksheet when the sheetis prepared. 

(22)	 Item u-DA Form 3034-2 only-Mess officer will re­
view and sign the worksheet after the last meal has been 
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served, but no later than the close of the following 
workday. 

(23)	 Reverse side--lf desired, when feeding strengths are 
not an even 100, the quantity of ingredients may be cal­
culated and entered. In the first column, the menu for 
the meal will be entered. The meal menu may be clipped 
out of the Master Menu and attached. 

8-5. Kitchen police. Personnel are provided by the commander 
to the mess stewards for the purpose of performing many of the 
cleaning tasks and other activities required in operating the mess. 
Duties performed by the kitchen police are to-

a. Clean the dining, kitchen, and storeroom areas. 
b. Wash dishes, trays, pots, pans, and tablewear. 
c. Prepare fruits and vegetables for cooking. 
d. Collect and dispose of waste material. 
8-6. Mess administration. Mess administration is concerned pri­

marily with requisitioning required food, accounting for meals. and 
for cash collected for meals. 

a. Units request rations using DA Form 2970 (Subsistence 
Report and Field Ration Request). This form is also used to 
delete or reduce in quantity items to be issued and to report 
strengths. head count. and other feeding data. 

b. The company receives its subsistence from the ration break­
down points on some installations by direct delivery of items pur­
chased from local vendors. The DA Form 10-260 (Field Ration 
Issue Slip) is used to record all field ration issues. Vendors may 
deliver local-purchased items to the unit mess. When this proce­
dure is used, the mess officer or his authorized representative 
signs for the supplies when they are delivered on DA Form 1687 
(Notice of Delegation of Authority-Receipt for Supplies). 

c. Positive measures must be employed by the mess officer to 
account for the number of meals consumed and for the money 
collected from personnel for meals consumed in the mess. The 
following procedures are necessary in mess accounting. 

(1)	 An individual must count the number of people who 
eat each meal in the mess (es). The individual who per­
forms this duty is called the "head counter." The head 
counter enters the number of people present for each 
meal in the appropriate block of DA Form 3033 and 
verifies the entry by signing his payroll signature and 
grade. The head counter determines personnel authorized 
to eat in the mess without charge by checking individuals 
for the possession of DD Form 714 (Meal Card). The 
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meal card is issued to each person authorized to eat in 
the unit mess without charge. 

(2)	 The head counter or other individual designated by the 
mess officer collects the cost of the particular meal and 
surcharge, if applicable, from individuals who must re­
imburse the Government for subsistence. Individuals 
who reimburse the Government must sign their payroll 
signature, grade, and the cost of the meal and surcharge, 
if applicable, in the appropriate spaces on DD Form 1544 
(Cash Meal Payment Sheet) (fig. 8-2). 

(3)	 Cash collected for meals and the Cash Meal Payment 
Sheet are turned in by the head counter to the mess 
officer who verifies and signs it. The officer responsible 
for consolidating the Cash Meal Payment sheets at the 
unit headquarters will prepare DD Form 1131. A vali­
dated copy of DD Form 1131 is then returned to the 
unit and filed. 

8-7. Unit mess inspection checklist. a. Garbage rack. 

(1)	 Cans are cleaned daily. 
(2)	 Cans are in good condition. 
(3)	 Cans have tight fitting lids. 
(4)	 Cans are of!' ground. 
(5)	 Waste is properly segregated and labeled. 
(6)	 Amount of edible waste is low. Compare with figures 

shown on Cooks' Worksheet, section i. 
(7)	 No refuse on ground. 
(8)	 Proper disposal of tin cans, sacks, egg crates and 

cartons. 
b. Rear entrance. 

(1) Steps and doors are clean. 
(2)	 Doors fit tight (insect and rodent proof). 
(3)	 No trash in coal bin. 
(4)	 Broom rack is of proper type. 
(5)	 Mop and broom heads hang downward, clean, neat, and 

serviceable. 
c. General. 

(1)	 General appearance of building and grounds. 
(2)	 Police around and under building. 
(3)	 All windows properly screened. 
(4)	 Screens clean and free of holes. 
(5) Building and property therein properly secured. 

d. Kitchen storeroom(s)\ 
(1)	 Clean, neat appearance. 
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Figure 8-2.

(2) Stock is segregated properly (today, etc.).
(3) Nothing is stored on floor.
(4) Food is not stored near steampipes.
(5) Food is properly rotated.
(6) Storeroom can be locked.
(7) Cleaning materials stored elsewhere.
(8) Windows are properly secured.
(9) No excesses on hand.
(10) Nonrefrigerated perishables.

(a) Inspected upon receipt.
(b) All signs of deterioration removed.
(c) Daily inspection for deterioration.
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e. Refrigeration. 
(1) Temperature is under 42° F. and over 32° F. 
(2)	 Has a clean smell. 
(3)	 Has a clean, neat appearance. 
(4)	 Food is properly segregated. 
(5)	 Food is covered. 
(6)	 Food kept off bottom so air can circulate freely. 
(7)	 Note amount of leftovers. Compare with Cooks' Work­

sheet, section g. 
(8)	 Perishables. 

(a)	 Inspected upon receipt and all signs of deterioration 
removed. 

(b)	 Refrigerated promptly. 
(c)	 Daily inspection for deterioration. 

f. Bread storage. 
(1)	 Air can circulate freely. 
(2)	 Bread is fresh. 
(3)	 Bread box is clean. 
(4)	 Bread box is insect and rodent proof. 
(5)	 Bread stored to prevent crushing loaves. 

g. Work table and chopping board. 
(1)	 Clean and in good condition. 
(2)	 Racks are nearby to hold tools. 
(3)	 Salt or cornmeal is ,not used to cover. 
(4)	 Meat block is rotated for even wear. 
(5)	 Cleaned with steel scraper or wire brush only. 

h. Pots, pans, utensils, silverware. 
(1)	 Stored to permit air drying. 
(2)	 Pans are stored with bottoms up. 
(3)	 Pans are properly blued. 
(4)	 Are clean and in good condition. 
(5)	 Manual washing. 

(a)	 Washed in lukewarm water containing soap or 
detergent. 

(b)	 Prerinsed in clear hot water. 
(c)	 Final rinse in clear hot water for 30 seconds at 180° F. 

(6)	 Mechanical washing. 
(a)	 Single tank machines. 

1.	 Washing-40 seconds at 140° F. 
2.	 Rinsing-20 seconds at 180° F. (5 gals. per minute). 
3.	 Rinsing-10 seconds at 180° F. (10 gals. per minute). 

(b)	 Double tank machines. 
1.	 Washing-20 seconds at 1400 F. 
2. Rinsing-10 seconds at 1800 F. 
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(7)	 China and silverware clean and free from grease. 
(8)	 Dish towels not used for drying. 

i. Ranges. 
(1)	 Clean and in good condition. 
(2)	 Have a thermometer or thermostat. 
(3)	 Properly fired by cooks. 
(4)	 Ashpan not full (no 5 range). 
(5)	 Properly blackened. 
(6)	 Personnel qualified to operate. 

j. Personnel. 
(1)	 Personal hygiene. 

(a)	 Freshly shaved, bathed, and well groomed. 
(b)	 Hair short and neatlY trimmed. 
(c)	 Nails neatly trimmed, filed, and clean. 

(2)	 Uniforms neat and clean. 
(3)	 Uniforms keep hair and perspiration from food. 
(4)	 Shoes or boots clean and highly polished. 
(5)	 No signs of communicable disease or open sores. 
(6)	 Daily inspection of above by mess steward prior to 

going on shift. 
(7)	 Facilities for maintaining personal hygiene adequate. 
(8)	 Do not smoke in kitchen. 
(9)	 Each is interested in work. 
(10) Status of training, progress, and experience. 
(11) Proper utilization (first cooks, cook's helper, KP). 
(12)	 Established policies and mess operations supervised 

by mess officer and mess steward. 
(13) Military courtesy. 

k. Cook's Worksheet. 
(l)	 Properly prepared by mess steward. 
(2) Displayed	 in kitchen readily accessible to cooks for 

reference. 
(3)	 Special instructions to cooks followed. Section d used 

only when required. 
(4) Timely	 preparation and cooking, that is, immediately 

before use. Check sections e and f. 
(5)	 Leftover utilization specified in section j. 
(6)	 Check waste figures in section i against waste disposed. 
(7)	 Subsections 1, 2, and 3 of section 1 c<'lInpleted by individ­

ual of first four grades (not mess personnel). 
(8)	 Subsection 4 of section 1 computed and initialed by mess 

officer. 
(9)	 Section m. 

(a)	 Ration status properly computed. 
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(b)	 Mess steward's signature entered at time of prepara­
tion. 

(c)	 Mess officer's signature entered at close of working 
day. 

I. Food preparation and cooking. 
(1)	 Conforms to section a, b, c, and d. 
(2)	 Prepared carefully and economically. 
(3)	 Time of preparation and cooking conforms to sections 

e and f of Cook's Worksheet. 
(4) Overcooking avoided to preserve vitamin content. 
(5)	 Seasoned carefully and adequately. 
(6)	 Attention to appearance. 
(7)	 Maximum palatability achieved. 

m. Equipment (cleanliness, condition and maintenance of). 
(1)	 Potato peelers. 
(2) Deep fat fryer. 
(3)	 Fans, ventilators. 
(4) Lighting facilities. 
(5)	 Meat slicers. 
(6)	 Coffee urns. 
(7)	 Mixers. 
(8) Steam-jacketed kettle. 
(9)	 Ovens. 
(10) Warming table (steam table). 
(11) Pressure cooker. 
(12) Griddle. 
(13) Meat grinder. 
(14) Toaster. 
(15) Meat saws, knives, cleavers, and saws. 
(16) Sinks (dish washing machine). 
(17) Overhead canopies. 
(18)	 Grease trap (food handlers not used to clean grease 

traps) . 
(19) Field equipment (when used). 

n. Serving. 
(1)	 Counter clean and attractive in appearance. 
(2)	 Line effectively organized (to include inclement weather 

protection) . 
(3)	 Personnel clean, neat, adequate in number and wearing 

appropriate clothing and headgear. 
(4) Appropriate menu and/or sample tray displayed. 
(5)	 Cafeteria style. 

(a)	 Food served in proper sequence. 
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(b)	 Food arranged in cont.ainers neatly and attractively 
with appropriate garnishing. 

(c)	 Accurate portioning (section c, Cook's Worksheet). 
(d)	 Attractive placement and arrangement on individual 

trays. 
(e)	 Food served on time with hot foods hot and cold foods 

cold. 
(f)	 Exit line waste disposal point sufficient distance from 

counter to prevent unpleasant atmosphere for those 
being served. 

(6)	 Family style. 
(a)	 Warm platters for hot foods and chilled platters for 

cold foods. 
(b)	 Food neatly arranged in serving dishes and attrac­

tively garnished. 
(c)	 Excess food in serving dish removed immediately after 

men finish eating. 
o. Conservation control. 

(1)	 General. 
(a)	 Supervised by mess steward and mess officer at all 

phases of food service operation. 
(b)	 Waste in preparation of food kept to an absolute 

minimum. 
(2) Plate waste point. 

(a)	 Waste properly segregated. 
(b)	 Waste inspected by mess steward and mess officer. 
(c)	 Plate waste measured by mess steward and entered 

on Cook's Worksheet. 
(d)	 Causes of excessive waste determined and corrective 

action taken. 
p. General (dining hall). 

(1)	 Floors, walls and windows clean. 
(2) Lighting adequate and fixtures clean. 
(3) Tray, silverware, cup and soup bowl storage racks pro­

vide proper ventilation. 
(4)	 Neat attractive overall appearance and pleasant atmos­

phere. 
(a)	 Attractive drapes or curtains. 
(b)	 Appropriate perennial or verdant plants. 
(c) Appropriate pictures or wall plaques. 

q. Tables and chairs. 
(1)	 Scrupulously clean at all times. 
(2)	 Tables appropriately covered with clean, colorful table 

cloths. 
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(3)	 Colorful chair back covers. 
(4) Adequate in number and neatly arranged. 
(5) Adequate clean ash trays provided. 
(6)	 All items required to be displayed on tables arranged 

neatly. 
(a)	 Condiment receptacles clean and contents fresh. 
(b)	 Bright, colorful centerpiece decoration, I.e., flowers, 

plants, etc, used when practical. 
(c)	 China and glassware free of unsanitary chips and 

cracks. 
r. Dining hall conduct. I 

(1)	 Personnel consuming meals neatly, dressed and clean, 
proper uniform. 

(2)	 High standards of courtesy and etiquette maintained. 
(3)	 Quiet, homelike atmosphere maintained during meals. 

s. Control of operations. 
(1)	 Estimate of the number of rations (meals) required for 

consumption on future dates accurate. 
(2)	 Mess steward accurately inventories and inspects rations 

upon receipt. 
(3)	 Meal attendance headcount used to assist in above 

estimate. 
(4)	 Required headcount personnel detailed. 
(5) Required daily meeting timely, informative,	 and pro­

ductive. 
(6)	 Continuous on-the-job training and appropriate training 

meetings for all personnel. 
(7)	 Personnel organized into shifts, each capable of dis­

charging all functions of the mess. 
(8)	 Mess steward maintaining continuous control of opera­

tions through medium of Cook's Worksheet. 
(9)	 Mess steward provides a definite list of job assignments 

to include specific activities that must be performed. 
(10)	 Breakage and losses controlled constantly and properly 

accounted for daily. 
t. Examination of food handlers. 

(1)	 Medical examination by medical officer completed prior 
to such assignment and prior to resumption of such 
duties after continuous absence of 30 days. 

(2)	 Report of results of above examination filed with mess 
records and forwarded with individual's personal records 
upon transfer. 

(3)	 Mess steward inspects all personnel daily at the start of 
work period (refer to medical officer all persons who 
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exhibit signs of illness, skin disease, infected cuts, etc.). 
u. Personnel authorized to subsist. 

(1) Applicable meal cards issued	 to all enlisted personnel 
to indicate whether the individual is authorized to sub­
sist with or without charge. 

(2)	 Meal cards checked by the person detailed to make head­
count upon entry of individuals into dining hall. 

(3)	 Unused meal cards are not maintained in the company 
mess, but should be secured in the unit orderly room. 

(4)	 Guest Register used to account for all meals served to 
enlisted personnel not on separate rations status and not 
assigned or attached to unit for rations. 

(5)	 Reimbursement for meals made at time meal is served 
using Cash Collection Sheet (DD Form 715). 

(6)	 Surcharge collected when appropriate. 
(7)	 Cash turn-in schedule as required by regulation or local 

directive. 
(8)	 One assigned officer or warrant officer does partake of 

one or more meals daily to determine quality and ade­
quacy of food served. 

(9)	 Officer and enlisted personnel in an official capacity 
allowed to sample food without reimbursement. 

v. Records. 
(1)	 Master Menu (SB 10-260) and changes for the month, 

Station Menu when appropriate. 
(2)	 Ration Request (DA Form 10-163). 

(a)	 Signed by unit commander or mess officer. 
(b)	 Receipted for collection for meals. 

(3)	 Field Ration Issue Slip (DA Form 10-260). 
(a)	 Deletion system utilized. 
(b)	 Turn-in Slip. Excess rations should be turned in at 

least twice monthly. 
(4)	 Condiment requests and excess turn-ins. 
(5)	 Cook's Worksheet (DA Form 3034-1). 
(6)	 Meal Cards (DD Form 714, 714-1 and 714-2). 
(7)	 Guest Register. 
(8)	 Cash Collection Sheet (DD Form 715). 
(9)	 Record of operational type rations. 
(10)	 Miscellaneous file (Inspection Reports, Audit Reports, 

Food Handlers, Examination Reports, etc.). 
w. Regulatiot!!!, manuals, and directives. 

(1)	 AR 30-11, "Army Food Program." 
(2)	 AR 30-30, "Meal Rates for Field and Garrison Ration 

Messes." 
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(3)	 AR 30-41, "Field Rations and Mess Operations." 
(4)	 AR 31-20, "Annual Food Plans, Master Menus and Menu 

Boards." 
(5)	 AR 31-200, "Army Commissary Operating Procedures," 

as amended. 
(6)	 TM 10-210, "Inspection and Storage of Subsistence 

Supplies." 
(7)	 TM 10-405, "Army Mess Operations," as amended. 
(8)	 TM 10-412, "Recipes." 
(9)	 TM 10-401, "The Army Food Advisor." 
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CHAPTER 9

UNIT SUPPLY

9-1. General. The Army can function as an effective military
force only if its many elements operate smoothly and efficiently.
Perhaps the most important basic requirement of any military
unit or organization is to have a system of supply which provides
the necessary materiel in the correct quantities at the time and
place it is needed.

9-2. Types of property. Property which is a concern of the com­
pany is arranged by types to facilitate requisitioning, turn-in, and
recording. The various types of property and the publications
which authorize each type are listed below.

a. Organization property is any property authorized by appli­
cable tables of organization and equipment (TOE), and common
type tables of allowances (CTA) such as CTA 50-901, TA 50­
902 and TA 50-914.

(1) The property authorized by TOE is the minimum essen­
tial quantity and type of equipment necessary to ac­
complish the combat mission of the unit. It is the
responsibility of the commander to maintain organiza­
tional property at prescribed levels and in serviceable
condition. Examples of organizational property author­
ized by TOE for an infantry company are weapons,
vehicles, and radios.

(2) Organizational clothing and equipment is that discre­
tionary organizational clothing and equipment authorized
by CTA 50-901 or TA 50-902. CTA 50-901 is applicable
for peace and TA 50-902 is applicable for mobilization.
The allowances may vary in quantity and type in accord­
ance with geographical locations of individuals or units,
type of unit, individual job titles, al)d may further vary
in peace and war. Examples are steel helmE,t, meat cans,
canteen, and field jacket.
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b. Installation property is the equipment and supplies author­
ized, except organization property, in published authorization 
media for use by units, organizations, and personnel while sta­
tioned at an installation. Installation property is issued to units 
for the comfort and convenience of personnel. Without specific 
authority, this property does not accompany units on a change 
of installations. Examples of installation property are cots, mat­
tresses, sheets, pillows, wall lockers, and footlockers. 

c. Personal clothing is that individual clothing, the issue of 
which is governed by the clothing allowance system (AR 700­
8400-1). Personal clothing is repaired and replaced by means of a 
cash maintenance allowance. Personal clothing consists of military 
apparel needed by the individual for everyday wear such as 
trousers, shirts and shoes. 

d. Real and installed property consists of buildings and those 
items of accessory equipment which are required for operations 
and are affixed as a part of the building. This type of property 
has no basic publication authorizing allowances but rather is 
based upon regulations concerning housing capacities and utiliza­
tion and engineer contract authority or specific tables of allow­
ances for accessories affixed to the buildings. Examples of this 
type of property are barracks buildings, lavatories, commodes, 
mirrors, and heating and ventilating equipment. 

9-3. Categories of property. The types of property may be 
placed in one of the following categories. 

a. Expendable property, broadly defined, pertains to items of 
supply that may be consumed in use, lose their identity in a large 
assembly, and items classified as expendables because of their 
minor cost. Expendable items are listed as such in Department of 
the A,my supply manuals. Some common expendable items, are 
paint, foot powder, soap, toilet paper and office supplies. 

b. Nonexpendable property includes all items not classified as 
expendables. Nonexpendable items of supply retain their identity 
during the time they are being used. Examples of nonexpendable 
property found in the infantry company are weapons, radios, 
vehicles, and organizational clothing and equipment. 

c. Minor nonexpendable items of property consist of those items 
of nonexpendable property which have a unit value of less than 
$25. Commanders are concerned with minor nonexpendables in 
conjunction with the quarterly report of operational loss. 

9-4. Accountability. Accountability is the obligation of a desig­
nated individual to keep an accurate record of property or funds. 
The obligation is imposed by law, by regulation, or by higher au­
thority. Officers, warrant otllcers, civilians, and noncommissioned 
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officers (in rare instances) may be appointed accountable individ­
uals for property. The person having this obligation does not nec­
essarily have physical possession of the property or funds for 
which he is accountable. However, he must maintain stock records 
for purposes of requisition, storage, or issue of supplies or the 
disbursement of funds. Records maintained by accountable indi­
viduals are subject to inspection and audit by officially designated 
auditors and inspecting officers. Accountability is of two types, 
formal and informal. 

a. Formal accountability. Formal accountability is the obliga­
tion to maintain formal stock accounting records. AlI property is 
subject to formal accountability unless specifically exempted by 
regulations or Department of the Army instructions. Formal ac­
countability is ordinarily exercised at installation level or higher 
and is generally vested in the following persons: 

(1) Depot stock control officers. 
(2) Depot property officers. 
(3) Installation property officers. 
(4) Commissary officers. 

b. Informal accountability. Informal accountability is the obli­
gation to maintain informal records of certain types of property 
under conditions specified in regulations or in accordance with 
specific Department of the Army instructions. Informal account­
ablity is ordinarily exercised at organization or separate com­
pany level by the property book officer. 

9-5. Supply responsibilities. All military personnel who have 
military property in their possession or under their control have 
certain responsibilities regarding this property. These responsi­
bilities are outlined below. 

a. Command responsibility. Inherent in command is the require­
ment that the commander must insure that the property of his 
command is safeguarded properly, accounted for, and adminis­
tered. It is essential for both supply and tactical purposes that 
commanding officers be assured that the required property is on 
hand or on request, that it is in serviceable condition, and that 
it is cared for and used properly. It is equally important that 
there be no accumulation of property beyond authorized levels or 
allowances. The proper administration of supplies and supply ac­
counting are functions of command. Commanding officers are not 
exempt from pecuniary liability for loss, damage, or destruction 
of Government property pertaining to their commands. 

b. Direct responsibility. As distinguished from command re­
sponsibility, direct responsibility applies to any individuals to 
whom public property has been entrusted. An individual with 
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direct responsibility for military property is charged with the 
care and safeguarding of the property whether such property is 
in his personal possession, in use, or in storage. The signature 
of an individual on a hand receipt for property is prima facie 
evidence that the individual has accepted responsibility for the 
care and safekeeping of the property. The assignment to duty, 
such as command of a unit in which responsibility for property 
is inherent, is also prima facie evidence that the individual so 
assigned is charged with responsibility for the care and safe­
keeping of the military property of the unit. 

9-6. Pecuniary liability. Pecuniary liability is a personal, joint, 
or corporate obligation to make good any loss, damage, or destruc­
tion of Government property resulting from fault or neglect. Pe­
cuniary liability for the loss, damage, or destruction of Govern­
ment property can be determined either by admissions made by 
the individuals involved or by investigation. 

9-7. Company supply personnel. a. Company commander. The 
overall responsibility for supply activities in the company are 
charged to the company commander and this responsibility cannot 
be deiegated. Specific requirements of the company commander 
are to­

(1)	 Insure all authorized equipment is on hand or that a 
request has been submitted to the battalion supply sec­
tion for equipment .authorized but not on hand. 

(2)	 Determine by frequent inspections that all company 
property is completed and serviceable. 

(3)	 Insure that company supply personnel are trained prop­
erly in their duties. 

(4)	 Insure that all members of the company know how to 
properly maintain unit property. 

(5)	 Insure that no property is on hand which is not author­
ized by proper authority. 

(6)	 Initiate rapidly the appropriate measures to account for 
company property which has been lost, damaged, or 
destroyed. 

(7)	 Develop unit SOP for the .security of all unit property. 
b. Executive Officer. The executive officer normally is the com­

pany commljnder's principal assistant in the area of supply. As 
the u.nit supply officer, his duties include but are not limited to­

(1) Receipting	 for and controlling TOE and installation 
property for the company headquarters. . 

(2) Assisting the	 company commander in conducting in­
spections and inventories of unit property. 
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(3) Coordinating	 with battalion supply personnel on com­
pany supply matters. 

(4) Supervising and	 controlling the company supply ser­
geant and armorer. 

c. Platoon leader. The platoon leader has direct responsibility 
for the property of his platoon. The platoon leader's specific sup­
ply functions include­

(1)	 Insuring that members of the platoon property maintain 
property under their control. The platoon leader must 
insure that members of his platoon are trained in proper 
maintenance procedures and that they have the supplies 
necessary to accomplish required maintenance. 

(2) Conducting frequent inspections of platoon property to 
make sure the property is being maintained in a satis­
factory manner and that the required amount of prop­
erty is on hand or on request from the battalion. 

(3) Timely submission of the proper adjustment documents 
for platoon property lost, damaged or destroyed. 

(4) Storing authorized	 property when it is not being used 
by a member of the platoon. 

d. Supply sergeant. The supply sergeant differs from other 
members of the company in that supply is his principal duty. His 
duties are to­

(1)	 Prepare and maintain company supply records. 
(2)	 Secure supplies and property stored in the company 

supply room. 
(3)	 Process unit laundry to include receipt of laundry from 

individuals, delivery to military laundry, and return to 
the individual. 

(4)	 Handle the issue and turn-in of supplies between the 
company and individuals. 

(5)	 Assist the executive officer and platoon leaders in supply 
matters. 

(6)	 Determine the needs and secure selected expendable 
supplies for the company. 

e. Armorer. In addition to his regular duties, the armorer is an 
assistant to the supply sergeant. In this capacity he performs 
supply duties assigned by the executive officer and the supply 
sergeant. 

9-8. Company supply records. a. General: Supply records main­
tained at the company level are not records of accountability. The 
records and files established and/or maintained at the company 
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level assist the company commander in effecting sound supply con­
trol within the unit. Two of the supply records maintained by the 
company are initiated at higher headquarters. Other records and 
files are established and maintained within the company. 

b. The two records initiated at higher headquarters but main­
tained by company supply personnel are the Individual Clothing 
Record (DA Form 10-195) (fig. 9-1) and the Organizational 
Clothing and Equipment Record (DA Form 10-102) (fig. 9-2). 

(l)	 Individual Clothing Record. The Individual Clothing Rec­
ord lists the items of personal clothing issued to enlisted 
personnel. Personnel normally receive this clothing upon 
entry on active duty from a Quartermaster Clothing 
Sales Store. When the individual receives his initial issue 
of personal clothing, he acknowledges receipt of the cloth­
ing by signing the personal clothing record. The record 
is then sent to the unit of the individual and maintained 
in the company supply room by the supply sergeant. The 
supply sergeant is responsible for posting required en­
tries to this record. while the individual is assigned to 
the unit. This form accompanies the personnel records 
of the individual when he is transferred. 

(2)	 Organizational Clothing and Equipment Record. This 
record is used to record the issue and turn-in of organ­
zational clothing and equipment to the individual. It is 
also used by the company supply sergeant to record the 
issue and turn-in of items of installation property (bed, 
pillow, sheets) needed by the individual while he is 
assigned to the company. Individuals receive organiza­
tional clothing and equipment when they are assigned 
to a unit from a central issue facility operated by the 
installation or division support command. The record is 
prepared by the company supply sergeant showing the 
quantity of items authorized. When the individual re­
ceives the authorized clothing and equipment, he ac­
knowledges receipt by signing an abstract of issue and 
his organizational clothing and equipment record. The 
abstract of issue is retained by the central issue facility 
and the organizational clothing and equipment record 
is sent to the parent unit of the individual where it is 
maintained· by the company supply sergeant. When the 
individual transfers from the installation or the major 
command, he processes through the central issue facility 
and turns in the items of organizational clothing and 
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equipment not authorized for retention. The company
schedules and supervises the direct exchange of organi­
zational clothing and equipment items which are un­
serviceable through fair wear and tear. Such items are
normally turned in to the company supply room by the
individual and exchanged at the central issue facility by
the supply sergeant. Temporary records are established
to control the exchange by the supply sergeant.

c. The company establishes any files necessary to administer
company supply activities. Some files which are normally estab­
lished include the hospital and absence without leave file, gratu­
itous issue file, maintenance request file, and laundry file.
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Figure 9-1-Continued.

(l) The hospital and absence without leave file is established
and maintained for the record of inventory of personal
clothing of personnel who are absent without leave or
hospitalized.

(2) A gratuitous issue file is established for the purpose of
filing documents initiated in conjunction with the gratu­
itous issues of personal clothing to members of the
company.

(3) Maintenance request file: When the company request
maintenance service from higher level units, copy num­
ber one of the DA Form 2407, Maintenance Request, is
maintained in a file until no longer needed to evidence a
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Figure 9-2.

supply transaction. Responsibility for property submitted
for repair is transferred temporarily to repair agencies.

(4) The company supply sergeant controls and supervises
submission of individual and organizational laundry to
installation laundry facilities. The files generated by this
function are retained in the company supply room.

9-9. Procurement of expendables. Expendables, with certain ex­
ceptions at specific installations, are obtained by the company
from self-service supply centers operated by the installation. Mon-

9-9

WWW.SURVIVALEBOOKS.COM



Pam 350-14

,nuuIO"o.I

~~T'CI."

OMANIUr'O."\. <:I.O'NIHO
Q"A"TUHAST'"

, •• I • 7 •

oROAN..."ONAL IQU'''Hur

U .......UCK

UO. e ..orM'NO. '......."0".

un, ,N'.CT, .,.1."
III.T, c"T. cAI. .. , ", .... "

III.' ",,,U'N.""
IIH.I"OT"\. On ...."con
".NN".I'I'OOI.

."u....... AnN

CANTliN, ALU"'"UN

cu.. ' .... UI 'HTRCH

.A"R'"". ,N'ReN .001.. c.....
CUR'II•• 'C nDC", 'NUCH

U ..., "0 eNU

.... ,.. "".I.I.ONT "., .1.....,".
""..... CANTUH, ""....,UN....
eu.. , CANTliN, cn.
~U, ..'.1.0......

,NIIW'III/.U IIItI"r ACIlHt>ll'UoOll/UU&l4l'1D
AN O""elll _ ."""011'1.1""" f'Ull.H·'ffI

::;::~NlN<I AT IlIOIlT 11'1 '1'/'1101'''1'' rIO COL'

,"OHArU"1 0' INDIU'OUAI.

Figure 9-2-Continued.
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, . ,

etary credit allocations are provided each company on a quarterly
basis. Personnel of the company submit requests for expendables
to the supply sergeant. The supply sergeant or other personnel
authorized by the company commander visit the self-service store
and select the desired expendable supplies. The monetary value of
the selected items is computed by self-service store personnel and
deducted from the monetary allocation. The proper management
of the funds available to purchase expendables is a command
function and, therefore, the company commander must establish
guidelines and procedures relative to the purchase and use of
expendables.

9..,10. Methods of relief from property responsibility. When Gov-

9-10

WWW.SURVIVALEBOOKS.COM



31 July 1967

OAGANIu"ONAL RQU'~NRN' (".."j

"SUR./o.lo)

Pam 350-14

1"...... '... r""'·)

i
:

....O"KY. "''''""ITO

................, ""DITA."'.LI'U'~

KN'~ •• "01.0, .....

L'NU, nul., ...1....,. ""U"A•

• '0". ""1.0, "0.1"
.ACN, .,ILD, C O •

..... IN.L.TA 'NG

.OCUT, C'.T cAL" C.N.IN.,"' ....

NO.UT,MM • .,,,,, cAN.mo •• "O~ND

P"CUT, "'U" , oouno"n
.01.., U.n, "N '.e",oN

'.OON, "01.0, .....

OTUP, .'""VlNO, UNUA" .""""

,u•••Nol.>. .OON. "no, ."oo/e"B'
UNT, 'NOLTOI...AV... I .. « ••
"..,n,,", 'HUNOI.IA

IND'I'f"".L MUST ,"KNOW..HOGB 1$3u/<5 AND
M' O""'GRR IoWSr ""'I</'IOIOLI<"OB TURN-""
8" SlONlNO ..T /l'mnT IN '''.ROPJllkTB COL­
UM"S.

1 I •• I I , , , 2 I • I

""N'TU"" O' 'MaIV'C"'"

Figure 9-2-Continued.

ernment property has been lost, damaged or destroyed, the indi­
vidual with direct responsibility for the property must initiate
immediately action to obtain relief from property responsibility.
There are several methods of obtaining relief from property re­
sponsibility, each with specific requirements. The method selected
must meet the specified requirements and should be the most eco- .
nomical method available as determined by the amount of adtnin- '
istrative action required to accomplish relief. Methods available
for relief are the quarterly report of operational loss, statement of
charges, cash collection voucher, and the report of survey. The
least economical method of obtaining relief is the report of survey, '
thus, the other methods should be used; if appropriate.
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Figure 9-~-Continued.

9-11. Quarterly report of operational loss. a. The quarterly re­
port of operational loss is a simple and economical means of ob­
taining relief from property responsibility for items of minor
nonexpendable property lost without fault or neglect. Unit com­
manders report to the property book officer items of minor non­
expendable property which have been lost without fault or neglect
during the quarter. The property book officer consolidates the lists
of lost items submitted by the battalion units and prepares the
quarterly report of operation loss on DD Form 200 (fig. 9-3). The
report is sent to the installation commander for approval.

9-12

WWW.SURVIVALEBOOKS.COM



31 July 1967 Pam 350-14

b. The installation commander reviews the quarterly report of
operational lOBS and if the losses are not excessive, approves the
report. If losses of items are excessive, the report is returned to
the battalion and the disapproved items must be covered by a
report of survey.

". "" , "......... ,'"
Or!!aniza.tional I ht an 66th InfantrY, n ci"nnic~ ~c~rdil. I 65-21

1290-650-6569 Compass, ~lagneticl Unmounted, M2
Non-ma.1f1ta.inable, w/eoutpment.

ORAND TOTAL
I"··...."

~ On 28 June 1966, at 2000 hours, nt Ira H Green returned to h1e llOQ (indg
3'15, Ft Benning, Go.) after participating in F'l'X DIIAGON TOOTH with hia lIllit. Lt
Green removed the M2 Compass from his belt, placed it upon his desk, and walked
dO'ln the hall to take a shower. Upon his return to his room,he discovered the
COlllplUlS and oase to be missing. A thorough search of' the !Iran with the civilian
custOdian, Mr. Joseph M Ball, failed to find the missinfl oompass. The loss wae
then reported to Captain Guy MElliot, the commanding officer of Company C. 1/66
Infantry, Lt Oreen'g company.

"Exhibits A to D Attached"

A~FlDAYIT

Id••ol..oI' ....,,(«<<IIno/'~i'('.a..b ...
oI..,.,...s«lilo..:fbollol/lM.ttld...lpobll<
~,o.",.""•••j/.r.o .."<!lod_..

:::~~'io:'::,'=-~'~.~I=~I%=~I=~ 10 Iha

"'·:S:;:J:;:<:'·~l\ri~~RE~"' ~-:--~~~'.'Iil":.ii,'''" , "..

2Lt, 04083543 .
Go G 1/66 Inf CWO w245~66 1/66 Inf

...........,,, .
Figure 9-8.

Approved to hold 2Lt Ira
H Oraen, 04003543, peOl,lni
ar11,y liable in the arnoun
of .Ji38.96.

A--7565

c. When the property book officer receives an approved copy
of the quarterly report of operational loss, credit entries are
posted to the property books and appropriate hand receipt files.'
Replacement items are then requested. . ,

9-12: Statement of charges, a. When property having a value
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'\:~~O:::~R;:::h Tnf r';:A~~:ni n, Georrla I!l. DA'~ .1ulv lQ66

....,NO,NU.' HAva OX'''''''"'' .~~ , ..,un. IV'OI"" A' .....''" 'N U ..,.,U A T" D ...0 u
INO"'TlD "100" .. AVI """""HALLV 'HUOT',ATlD 'HI , .... AHD OT .. '" .... ,•• TNA' TN" u .....CO 0. ...... " ....ON
U"""" ON "Ue..l" 'NU", ,OUL eOn. 36 % wsa lost through fault or

negleot on the part of 2Lt Ira Ii Green, 04063543, who bad personal responsibility
for the oompass at the time of its loss.

The affidavit of Lt Green establishes the faat that he failed to seoure the
compaes in acoordanoe with his unit'a security SOP (Exhibit "Bu) which states
that ite1llB of thie type will alwll,Yll be looked in the company llrlllB room when lIot
in actual uea. The affidavit of Captain Gu,y MElliot, Lt Oreen's company com_
mander, substantiates the fact that Lt Oreen was briefed on this security SOP
upon his assignment to the company. The affidavit of Mr. Joseph 101 l3all, the
civilian custodian of the BOQ, establishea the fact that upon Lt Oreen's assign_
ment to the SOQ on 1 January 1966, he was given a copy cf a letter from the office
of the deputy post commander (Exhibit "G") that warned SCQ occupants not to leavs
valuables unsecured in the BOQ area.

RF.COMMFNDATIONSI That 2Lt Ira Il Oreen, 04ctl3543, be held pecunarily liable in
the alllOunt of $38.96 and that all others concerned he relieved of property
aceount&bili ty and responsibility.

Exhibit "E"

" M
15 July 1966 ~E sGELL

Cpt, Inf
Survey:l.ng Officer

bas been considered an~/lIJ' or1~:1.Xo~ndat1onsareadhered to.

II. I HAV! UA"'H~O THi 'IHOI"O& ANO RBCOMMBHOAfl0NS 0' fN! IUnV!YIHO O"IC~R ON fHII MIPORf 0' IUnVIY AHO fNI
lXNlaln A fO D AHO D Onlnl fO MA~I A STATaM!NT ""IC" IS AHACHlo "snno, 0 00 HOf OlSlnl fO MAN!
A STAUMBNf. I AN AIlt'An! 0' MV RIGHT To C.OA~ AOVICB IN PnlPARINO fit' STAUMUf ANO.I, A P!CUNI'RV CN.RGE
IS 'IHAuy APPROVBO. fo RiQUUf RBCONSIOBRAf'ON. fO MANI APPBA~ ANO (lion ."U"... ......, Mr RIONf To n!QUBSf RE_
MilliON 0' INOnUON!II.

U. I HAV! WlrNSSfIO fHI OUfRUCTIO" 0' THI AnflCUS fO BI OUTRorBO ANOIOII RICIIVIO fHB ARfIC~BI TO II TURNBO
IN fO IA~VAOI

°"19 July 1966

FigureO....S-Continued.

of less than $100 is lost (except weapons), damaged, or destroyed
by an enlisted man, reimbursement to the Government for the
property may be accomplished using a statement of charges.

b. In order to use the statement of charges, the enlisted man
must voluntarily admit liability and agree to use the statement
of charges to reimburse the Government for the loss. The state­
ment of charges is prepared on DD Form 362 (fig. 9-4). The
enlisted man signs the form thus acknowledging that the charges
contained on the form are correct. The form is then sent to
the finance officer responsible for the individual's pay.

c. Personnel of the finance officer cause the amount of the loss
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to be deducted from the pay of the responsible individual. A
validated copy of the statement of charges is then sent to the
battalion property book officer. Battalion property records are
posted by battalion supply personnel and the property is replaced
or repaired, as appropriate.
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Figure 9-4.

9-13. Report of survey. a. When other methods are not appro­
priate to secure relief for lost, damaged, or destroyed Govern­
ment property, a report of survey must be submitted regarding
the loss. The report of survey contains the facts and circum­
stances regarding the lost, damaged, or destroyed property neces-
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sary to make a determination if individual or individuals are 
responsible for the loss to the Government. 

b. When a report of survey must be submitted, the property 
book officer must insure that the report of survey is properly pre­
pared on DD Form 200 (fig. 9-3). The survey must contain all 
facts and circumstances known regarding the loss to the Govern­
ment. After the report of survey is prepared, it is checked for 
proper format by the property book officer and submitted to the 
battalion commander (appointing authority). 

c. The battalion commander reviews the report of survey. When 
the facts and circumstances are complete and indicate that no 
individual or individuals should be held responsible and no in­
vestigation is required by regulations, the battalion commander 
makes a recommendation and forwards the report of survey to the 
installation commander. If further investigation is required, the 
battalion commander appoints a surveying officer. 

d. The surveying officer must make a complete and impartial 
investigation regarding the lost or damaged property. All further 
actions regarding the report of survey are taken based upon the 
information contained in the survey after it is returned to the 
appointing authority by the surveying officer. After the surveying 
officer completes his investigation, he develops findings and rec­
ommendations which must be supported by the facts and circum­
stances regarding the loss, and returns the survey to the battalion 
commander. 

e. The battalion commander may approve the recommendations 
of the surveying officer or make new recommendations. The sur­
vey is then submitted to the installation commander who takes the 
following action by authority of the Secretary of the Army: 

(1)	 Final action on cases establishing a pecuniary charge 
against an individual (s) where the total value of the 
article (s) lost or destroyed and/or the amount of dam­
age does not exceed $500. 

(2)	 Final action to approve relief from responsibility and 
pecuniary liability for losses not· exceeding $5,000. In 
cases where the installation commander does not have 
the authority to take final action, he makes a recom­
mendation and forwards the report of survey to the 
review authority (Army Commander) who takes final 
action. 

f. PerSons held pecuniarily liable for loss of Government prop­
erty are notified by the installation commander. Such individuals 
must reimburse the Government for the property loss. However, 
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persons found pecuniarily liable have two courses of action which 
may result in relief from responsibility. These are a request for 
reconsideration and an appeal. 

(l)	 A request for recommendation must be submitted within 
60 days of notification of liability for loss of Government 
property. A request for reconsideration may contain any 
facts or evidence not given in the survey that might 
cause the individual who took final action on the survey 
to grant relief. The request for reconsideration is pre­
pared in letter form and is submitted through the ap­
pointing authority to the authority taking final action on 
the survey. The headquarters responsible for taking final 
action on the report of survey will give full consideration 
to any request received and may either sustain the action 
previously taken or order the survey reopened. Written 
notification of the action taken is furnished the individ­
ual submitting the request. 

(2) Appeals must be submitted within 3 years after notifica­
tion of liability and they are routed in the same manner 
as requests for reconsideration. In the event, however, 
that the headquarters charged with the responsibility for 
taking final action on the report of survey disallows the 
appeal, that office prepares a memorandum and sends the 
appeal to Headquarters, Department of the Army. Final 
action on the appeal is then taken by the Secretary of 
the Army and the report of survey is closed. 

g. Determination of pecuniary liability for losses caused by 
members of the Army are made according to the following 
standards: 

(1)	 Individuals having supervisory responsibility for prop­
erty will be charged with any loss caused by their will­
ful misconduct or gross negligence. Gross negligence is 
the failure to exercise even slight care or extreme depar­
ture from the course of action expected of a reasonable 
man under the circumstances. 

(2)	 Individuals having personal responsibility for property 
may be charged for any loss caused by their simple 
negligence, gross negligence, or willful misconduct de­
pendent upon the nature of the property. Simple negli­
gence is the failure to comply with laws or regulations 
or the failure to exercise due care.' 

9-14. Cash Collection Voucher (DD Form 1131). a. When prop­
erty is lost (except weapons), damaged, or destroyed having ~ 
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value of less than $100 by either enlisted personnel or officers, 
reimbursement to the Government may be accomplished using a 
cash collection voucher. 

b. As with the statement of charges, the officer or enlisted man 
must voluntarily admit liability and agree to use the cash collec­
tion voucher to reimburse the Government for the loss if this 
method is to be used. The cash collection voucher (fig. 9-5) is 
prepared and signed by the individual admitting responsibility. 
The cash collection voucher along with the cash payment is taken 
to the finance office of the responsible individual. 

c. When the cash payment is accepted by the finance office, the 
cash collection voucher is validated and a copy returned to the 
battalion property book officer. Battalion property records are 
posted by battalion supply personnel to indicate the action re­
flected on the cash collection voucher and the property is replaced 
or repaired as appropriate. 

9-15. S,uggested checklist for inspecting supply procedures at 
unit and organizational level. An adequate inspection requires the 
use of a well-organized checklist so that important requirements 
are not overlooked and so that useful information is later avail­
able for any necessary corrective action. The following are sample 
checklists: 

a. Supply "oom layout. Although supply room layouts vary ac­
cording to whether the element is a unit or an organization and 
according to the nature of the unit or organization involved, 
certain generally recognized practices should be employed. The 
following checklists serves to assure compliance with these 
practices: 

(1)	 Is the supply room secure against pilferage? 
(2)	 Is fire protection adequate? 
(3)	 Are arrangements fo!, the receipt, handling, and issue of 

organization property the best consistent with facilities 
available? 

(4)	 Are supplies segregated by type (organization, installa­
tion, and expendables) and, where possible, by technical 
service? 

(5)	 Are there adequate arrangements for safekeeping prop­
erty of absentees, including persons in the hospital? 

(6)	 Is supply room library as complete as desirable? 
(7)	 Are supplies protected against dust, water, etc.? 
(8)	 Is maintenance on stored equipment being performed 

on a scheduled basis ? 
b, Document Registe,' (DA F01'm 2064). 
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(1) Are all documents concerning organization and installa­
tion property posted to the document register?

(2) If stockage of repair parts is a part of the support
mission, is a separate document register maintained for
repair parts?

(3) Are document numbers assigned in sequence by fiscal
year?

(4) Are columns 1,2, 4, 5, 6, and 10 completed upon initia­
tion of a request-for-issue action?

(5) Are columns 8 and 7 and the date-completed column
posted when issues have been made?
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(6)	 If there was no due-in to the organization, is it so 
indicated by a '!O" in column 8? 

(7)	 If there was a due-in, is the quantity due in posted to 
column 8? 

(8)	 Are columns 7 and 8 pencil entries when transaction is 
not complete? 

c. Suspense file. 
(1)	 Is the suspense file being used for its intended purpose? 
(2)	 Are suspense copies of property documents destroyed 

when completed action copies are received? 
d. Organization property book (TOE units only). 

(1)	 Does organization property book contain a page for 
every item in applicable TOE plus every TA 50 item 
authorized? 

(2)	 Are deviations from amounts authorized by these tables 
supported by letters of authorization from competent 
authority and shown as current operating allowance? 

(3)	 Are the items recorded in the "Balance" column on hand 
and in a serviceable condition? 

(4)	 Are unit assemblies, chests, kits, and outfits carried as 
single items? (If incomplete, are shortages shown?) 

(5)	 Does the amount recorded in the "Balance" column plus 
the amount on requisition equal the current operating 
allowance? 

(6)	 Is there an entry on each page of the property book to 
indicate that it has been inspected during the past year? 

(7)	 Have supplies in excess of the current operating allow­
ance been turned in promptly? 

(8)	 Have lost and unserviceable items been adjusted in ac­
cordance with AR 735-11 by one of the following? 

(a)	 No fault or neglect present. 
1.	 FWT-by a Turn-In Slip. 
2.	 Not FWT-by a quarterly report of operational 

breakage or loss. 
(b)	 Fault or neglect present. 

1.	 Admitted-by a statement of charges or a cash col­
lection· voucher. 

2.	 Not admitted-or when other methods are not ap­
propriate by a report of .survey. 

(9)	 Are all required entries except those in the allowance, 
authority, and price sections made in ink ? 

(10) Are stock numbers and item descriptions correct? 
. (11)	 Are all entries except inventories supported and identi­

fied by a document number? 

9-20 

WWW.SURVIVALEBOOKS.COM



31	 July 1967 Pam 350-14 

(12)	 Are required serial numbers listed on appropriate pages 
and annexes? 

(13)	 Is the organization property book neat? 
e. Installation property book. 

(1)	 Does the installation property book contain a page for 
every item authorized the organization in TA 50, TA 
20-50-911, eTA 50-920 and where appropriate, TA 
20-2? 

(2)	 Are deviations from amounts that are authorized by 
these tables supported by letters of authorization from 
competent authority and shown as current operating 
allowance? 

(3)	 Are all items that are listed in the "Balance" column on 
hand and in a serviceable condition? 

(4)	 Are unit assemblies, chests, kits, and outfits carried as 
single items? (If incomplete, are shortages shown?) 

f. Document file. 
(1)	 Are documents filed in the sequence of document num­

bers assigned by the organization property book officer? 
(2)	 Has every document which must be posted to a property 

book been assigned a document number, posted, and 
verified by date and by the initials of persons posting the 
information? 

(3)	 If a document has been lost and no duplicate is available, 
is a certificate filed in its place? 

g. Hand Receipt/Annex No (DA Form 2062). 
(1)	 Are hand receipts prepared in duplicate-original in 

office of property book officer and duplicate in office of 
responsible officer? 

(2)	 Does the total quantity of any line item refiected in the 
hand-receipt files of a property book officer plus any 
quantity of the item in his possession, but not covered 
by a hand-receipt, agree with his informal accountability 
for that line item as shown on the face of the DA Form 
14-110 for that item? 

(3)	 Is each hand-receipt file clearly identified as to user, 
and is the designation and hand-receipt file number on 
the outside? 

(4)	 Does each hand-receipt file list all end items for which 
direct responsibility has been fixed? 

(5)	 When required by regulations, are serial numbers of 
items issued shown? 

(6)	 Are there on file annexes listing shortages or overages 
of basic issue items and their components? 
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h. Expendable supplies. 
(1)	 Is consumption experience being used to determine 

monthly expendable requirements? 
(2)	 Do expendable supplies on hand or on requisition repre­

sent no more than the monthly requirements? 
i. Individual Clothing Record (DA F01'm 10-195). 

(1)	 Is there a completed individual clothing record for each 
enlisted person in the unit? (All entries type or in ink 
except allowances, sizes, and balances.) 

(2)	 Is the "Authorized Allowances" column on the individ­
ual clothing record in agreement with AR 700-8400-1? 

(3)	 Are the issues columns signed by the EM and the turn-in 
columns signed by the officer concerned in accordance 
with AR 700-8400-1 ? 

(4)	 Does the balance column reflect everything the indi­
vidual has been issued less authorized turn-ins? 

(5)	 Is the balance column in agreement with the amount of 
personal clothing the individual actually has, and are 
these items serviceable and presentable? 

(6)	 Have sizes been periodically confirmed or revised to 
insure consistence with sizes currently worn? 

j. Organizational Clothing and Equipment Record (DA Form 
10-102). 

(1)	 Is every item which is issued to an individual except 
personal clothing recorded on his DA Form 10-102? 

(2)	 Is every transaction column appropriately signed? Are 
all unused blocks in such columns lined out? 

(3)	 Does the balance column reflect everything the indi­
vidual has been issued less authorized turn-ins? 

(4)	 Have sizes been periodically confirmed or revised to 
insure consistency with sizes currently worn? 

REFERENCES: 

AR 310-3, "Military Publications, Preparation, Coordination 
and Approval," as amended. 

AR 310-31, "Organization and Equipment Authorization 
Tables; Tables of Organization and Equipment." 

AR 310-48, "Tables of Allowances," as amended, 
AR 320_50, "Authorized Abbreviations and Brevity Codes," 

as amended. 
AR 700-8400-1, "Issue and Sale of Personal Clothing," as 

amended. . 
AR 725-50, "Requisitioning, Receipt, and Issue System," 

as amended. 
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AR 735-5, "General Principles and Policies and Basic Pro­
cedures," as amended. 

AR 735-10, "Principles and Policies; Accounting for Lost, 
Damaged, and Destroyed Property." 

AR 735-11, "Accounting for Lost, Damaged, and Destroyed 
Property," as amended. 

AR 735-32, "Self-Service Supply Centers, Principles and. 
Accounting Procedures," as amended. 

AR 735-35, "Supply Procedures for TOE and TDA Units or 
Activities." 

TOE 10-417E, "Quartermaster Air Equipment Repair and 
Depot Company," as amended. 

TA 10-100, "Allowances of Quartermaster Expendable Sup­
plies," as amended. 

TA 20-2, "Equipment for Training Purposes." 
TA 50-911, "Equipment for Food Service Facilities Serving 

Field Installations Troop and Hospital Trains, and ArmY Vessels." 
TA 50-913, "Office Type Furniture and Equipment," as 

amended. 
CTA 50-920, "Furniture, Furnishings, and Movable Equip­

ment for Government-Controlled Family Housing," as amended. 
CTA 50-901, "(Peace), Clothing and Equipment," as 

amended. 
TM 38-750, "The Army Equipment Record System and 

Procedures." 
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CHAPTER 10

UNIT ADMINISTRATION

10-1. Individual Sick Slip (AR 40-207). a. The Individual Sick
Slip, DD Form 689 (fig. 10-1) is an informal memorandum per­
taining to a person who has requested and/or received medical
attention. It is used to exchange information between the patient's
unit commander and the medical officer concerned. The sick slip is
not a record. It is a basis for necessary entries in the Morning
Report (DA Form 1). After the sick slip has accomplished its
purpose, it is destroyed. An exception is made when it is necessary
to forward it to the officer exercising special courts-martial juris­
diction for line of duty determination. In this instance the sick slip
will be filed permanently in the field military 201 file of the indi­
vidual concerned.

b. The sick slip normally is initiated by the unit to which
the patient is assigned or attached. In an emergency, the patient
may report directly to the medical treatment facility where the
sick slip is initiated. In either instance, the sick slip is forwarded
by the medical treatment facility to the unit commander to pro­
vide him information on the status of the patient.

c. The Individual Sick Slip, consisting of the heading, the ,unit
commander's section, and the medical officer's section is completed
as follows:

(1) The heading may be completed by the unit to which the
patient is assigned, the medical treatment facility, or the
patient himself.

(2) The unit commander's section is completed by the com­
mander of the unit to which the patient is assigned or
attached at the time of injury or' illness. Entries which
may be made in the line of duty block of this section are
as follows:

(a) No (M)~if it appears "not in the line of duty, due to
own misconduct" (except for venereal disease).

(b) No (AWOL)-if it appears "not in the line of duty,
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not due to own misconduct," is appropriate because of 
an unauthorized absence. 

(c)	 Und-if doubt exists as to line of duty. 
(d)	 If the unit commander feels that the injury or illness 

is "in line of duty" or "existed prior to entry into 
service" (EPTE), no entry is made in the line of duty 
block. 

(e)	 This section will be signed by the unit commander per­
sonally when any entry is made in the line of duty 
block and/or the remarks block. 

(3)	 The medical officer's section is completed at the medical 
treatment facility. Entries which may be made in the 
line of duty block of this section are as follows: 

(a)	 "No (EPTE) "-if it appears not in the line of duty 
because the condition existed prior to entry into 
service. 

(b)	 "No (Drugs/Alcohol) "-if it appears not in line of 
duty to own misconduct because the illness is due to 
the intemperate use of alcoholic liquor or habi.t-form­
ing drugs. 

(c)	 "No (VD) "-if it appears not in line of duty due to 
own misconduct because the patient did not report 
promptly for treatment. 

(d)	 "Und"-if doubt exists as to line of duty or if the 
unit commander has made any entry in his line of 
duty block. 

(e ) No entry is made in this block when the medical officer 
feels the injury or illness is in line of duty and the unit 
commander has not made an entry in his line of duty 
block. 

(f)	 This section will be signed by the medical officer ex­
amining the patient when an entry is made in the line 
of duty block; or when any block other than Duty is 
checked in the disposition of patient block; or when 
an entry is made in the remarks block. 

d. When the unit commander and the medical officer cannot 
reach an agreement on a line of duty determination, the. unit com­
mander refers the matter to the officer exercising special courts­
martial jurisdiction. That officer either makes an administrative 
determination of "in line of duty" or causes an investigation to 
be conducted. 

10-2. Duty Rosters (AR 220-45). a. Duty Rosters, DA Form 6 
(fig. 10-2), are normally maintained at each company for the pur­
pose of insuring an equitable distribution of duty assignments. 
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b. Separate rosters will be maintained for each duty requiring 
the detail of individuals. These duties normally include kitchen 
police, guard, charge of quarters, and other recurring details. 

c. Consolidated weekday-weekend-holiday rosters may be main­
tained whenever practicable. When used, the weekend-holiday 
periods will be indicated by a series of vertical red lines as indi­
cated by heavy lines in figure 10-2 or by entering in red the dates, 
numbers, and diagonal lines, indicating duty performance on 
those dates. A separate numbering sequence will be used for week­
day and weekend-holiday entries. 

d. The heading of the roster is completed by entering the 
nature of the duty and the organization in the appropriate block. 
The date entered in the "from" block on the initial roster is the 
first date the duty was performed. On all subsequent rosters, the 
"from" date will always be the date immediately following the 
"to" date on the previous roster. The "to" date on all rosters will 
be the last date a detail is performed. 

e. Only the names of those eligible individuals required to per­
form the duty 'will be entered on the roster. Names are initially 
entered at the bottom, regardless of grade. When the name of an 
individual is deleted from a roster, a line wiII be drawn through 
the remaining unused blocks opposite his name. A number in 
parentheses immediately following the name of the individual 
added to or deleted from the roster will be entered as a reference 
to a corresponding explanatory remark on the reverse side of 
the roster. 

f. The appropriate month will be entered in the "month" block 
when applicable. The date in the "day" block is entered only for 
the day the duty is performed. 

g. Rosters are posted by using Arabic numerals, diagonal lines 
and the letters, A, D, and D, when applicable. The individual with 
the highest sequence of numbers is normally detailed to perform 
the duty. When an individual performs a duty, the performance 
is indicated by placing diagonal lines in the lower right portion of 
the block opposite his name. Following the date of detail,. the 
sequence of numbers for the individual starts with "1." When an 
individual is in an unauthorized absence status, I.e., absent with­
out lea"e, sick not in line of duty, arrest or confinement, the letter 
"D" is entered in the date column opposite his name in addition 
to the normal sequence of numbers. When an individual is due 
for detail but is not available because of his performance of an­
other duty, the letter "D" is entered in, the date column opposite 
his name in addition to the normal seqUence of numbers. When an 
individual is i!l an authorized absence status, I.e., absent with 
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leave, pass, special duty, temporary duty or sick in line of duty, 
the letter "A" is the only entry placed in the date column opposite 
his name and numbering sequence of days will be interrupted; 
however, when he returns to duty the normal sequence of numbers 
is continued. 

10-3. The Morning Reports (AR 335.;.60). a. The Morning Re­
port (MR) (DA Form 1) (fig. 10-3) is the basic record of the 
official status each day of the reporting organization and each 
person assigned or attached. It is also the source of data for en­
tries in the individual personnel records and for strength and 
other official reports. It is admissible as evidence in courts-martial 
and in the settlement of claims based on the duty status of the 
claimant at any particular time. Copy No.1 becomes a permanent 
record of The Adjutant General's Office to provide an authenti­
cated, continuous administrative, and historical record of the 
strength and status of each organization and status of each indi­
vidual. When the personnel records of any individual become lost 
or destroyed, it is possible to reconstruct a complete and detailed 
record of such individual's service from the Morning Report files 
of The Adjutant General's Office. For these reasons the Morning 
Report is considered one of the most important basic documents 
prepared within the Army and the utmost care will he taken to 
insure prompt and accurate recording of all entries required. 

b. The Morning Report is prepared and submitted, when there 
are changes, by each company of a battalion indicating the status 
of the reporting organization and each person assigned or at­
tached. Morning Reports must, in addition, be submitted on the 
last day of the month even if there are no changes. 

c. Each company commander is responsible for the preparation 
and accuracy of the Morning Reports of his unit. 

10-4. Preparation of the Morning Report. a. The Morning Report 
is prepared in accordance with AR 335-60. 

b. The Morning Report (DA Form 1) is supplied to units in 
individual pages. Each page consists of four copies. Copy No.1 
(white) is the original; copy No. 2 (yellow) is the file copy of 
the reporting organization; copy No.3 (white) is the file copy 
for the Personnel Service Division (PSD) of the Adjutant Gen­
eral's section; copy No.4 (yellow) is the Finance Office copy. 
After completing the Morning Report, the reporting company 
retains copy No. 2 in its files and forwards copies 1, 3, and 4 to 
the PSD. The PSD retains copy No.3 and forwards copies No.1 
and 4 through channels to the servicing Machine Record Unit. 
Additional carbon copies for personnel having a requirement for 
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Morning Report data (Example: Battalion Personnel Staff 
(NCO» will be prepared as prescribed by local SOP. 

c. When preparing the Morning Report, only the front side of 
the page is used. If continuation pages are needed, the front side 
of additional pages of form is used. No entries will be made in the 
strength section of a continuous page. Only blocks 1 through 7 
in the heading and the Remarks section will show entries. 

d. Each Morning Report day covers the activities of the com­
pany for the 24-hour period from 0000 hours until 2400 hours of 
any given date. The Morning Report will not be prepared prior 
to the close of the Morning Report day, but will be prepared 
before 0900 hours the following day. For example, the Morning 
Report for 17 November 1965 will be prepared not later than 
0900 hours on 18 November 1965. When the day of preparation 
of Morning Reports for a preceding day(s) falls on a day other 
than a normal work day (Sunday/holiday) the MR may be pre­
pared the next succeeding work day. 

e. This report must be accurate. Errors in names, facts, and 
figures have far-reaching effect. A carelessly prepared Morning 
Report will result in additional administrative work and process­
ing at each level from the company to the Office of The Adjutant 
General. 

f. All copies must be clearly legible. The report will be prepared 
on a typewriter whenever possible; however, entries in block 
capital letters may be made with blue-black ink or with indelible 
pencil. Ordinary handwriting is not authorized. The number 1 
copy will be dark enough to permit microfilming. 

g. Abbreviations authorized by AR 320-50 will be used when­
ever practicable. Punctuation marks are not used unless they are 
necessary to make a meaning clear. 

h. Erasures are not permitted. Errors made during the prepara­
tion may be corrected by lining out the incorrect entry. Each cor­
rection will be initialed by the officer authenticating the report. 
Another method to correct errors during the preparation is to 
retype the entire report. 

i. To correct an error on a previous report, a corrective remark 
under the appropriate group heading is made on a subsequent 
report. This correction is posted in pencil on the company file 
copy of the incorrect report, indicating the date the correction 
was made. For example, "Corrected by MR, 17 November 1965." 

j. If information to be recorded is received after the Morning 
Report has been forwarded, this information is included in the 
next report as a delayed entry. A delayed entry will show the 
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effective date in the remarks itself, such as "eff 12 Nov 65" but 
it will not be prefaced by the term "Delayed Entry" or any similar 
term. 

k. Morning Reports submitted within the United States are 
usually not classified. Reports submitted within theaters of opera­
tion are usually classified. Classification, when necessary, will be 
in accordance with current directives from higher headquarters 
(fig. 10-3). 
10~5. Extract copies of Morning Reports. Extract copies of the 

Morning Report may be prepared from either copy, unit or PSD 
copy (fig. 10-4). 

10-6. Pay procedure and partial pay. The company commander 
is responsible for the appointment, on orders, of a class"A" agent 
or pay officer for the company as well as the financial counseling 
of his men. 

10-7. Class "A" agent. a. Before assuming the duties of pay 
officer, the appointed officer must thoroughly read FM 14-8 which 
spells out in detail the proper procedures for all phases of mone­
tary payments. It includes such items as safeguarding of money, 
arrangement of payroll and pay line, administrative procedures, 
etc. 

b. The unit pay officer is responsible for the receipt, verification, 
handling and payment of all payrolls. This duty may be rotated 
among the officers of the company as the commander desires. The 
pay officer normally will be appointed on orders for each specifc 
pay action. This may include monthly pay, partial pays, or in 
some instances, advance travel pay. On the date of the pay action 
the class "A" agent will 'report to the branch FAa to draw his 
payroll. 

10-8. Partial pay. Permanent party personnel wlll submit a re­
quest for partia.] pay to the finance office on DA Form 2142. This 
request may be for a specific amount or the maximum accrued 
amount and must be approved by the company commander, who 
will comment in the remarks section on the basis for justification. 
It is to be remembered that poor financial management on the 
part of the individual is not sufficient reason for a partial pay. 

10_9. Emergency partial pay. Any individual may make a re­
quest for an emergency partial pay on DA Form 2142. This request 
must be fully justified and it must be approved by the company 
commander. When it is approved, it may be hand carried to finance 
to speed processing. An EMERGENCY is an unforeseen need. 
Approval by the company commander must be made under this 
definition with great care. A man not having money to meet a car 
payment in the middle of the month would not fall in this area, 
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whereas a sickness or death in the family would. The emergency 
must be unexpected. After approval and comment by unit com­
mander the request will be forwarded to finance for review of 
proper justification and payment. 

10-10. Advance pay. a. The purpose of advance pay is to furnish 
to individuals on PCS orders temporary relief from extra expenses. 

b. Advance pay may be requested on DA Form 2142. This is 
paid only on PCS for such expenses as moving of household 
goods and dependents. Advance pay is NOT for settling debts. 

c. Amount of advance pay: Advance pay will not normally 
exceed 3 month's pay of the requesting individual. 

d. Repayment: The amount of advance pay drawn will be 
automatically deducted from the individual's pay over a 6-month 
period starting after the pay day following the advance payment. 

10-11. Officer pay action. An officer need not obtain approval of 
a request for pay action from his superior. He need only fill out 
DA Form 2142 as appropriate and take it to the branch office FAO 
for reviewing by the class B agent officer and payment. 

1()"'12. Allotments. a. The company commander must know the 
basic allotment system in order to· counsel his men on finance 
management. 

b. Allotment: This refers to a definite amount of the pay and 
allowances of a person in the military service which is authorized 
to be paid to an allottee. 

.c. Class HQ" allotment: This allotment consists of the Basic 
Allowance for Quarters (BAQ) for men with dependents plus 
contribution from individual's pay. 

(1) Dependency must first be established for members with 
dependents through filing of DD Form 187, Application 
for Basic Allowance for Quarters. 

(2)	 Having established dependency, DA Form 1841 must be 
used to initiate actual deduction and periodic payment 
of the allotment 

(3)	 Individuals in the rank of E-4 with less than 4 years' 
service and those below E-4 will have this allotment sent 
directly to their dependents by check. 

(4)	 Individuals in the rank E-4 with over 4 years' service 
and those above E-4 may draw this quarter allowance 
across the board. 

d. Class HE" allotment: Any individual. may make out a class 
HE" allotment by filling out DA Form 1841. This will automati­
cally send the designated amount to any of the following: 

(1) Dependents or relatives. 
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(2)	 Banks (only one class E for savings per man). 
(3)	 Life Insurance Company (for policy on self). 
(4)	 Others as specified in DOD Pay Manual, Military Pay 

and Allotments. 

e. Ciass HB" allotments: Bonds fall in this category and an 
individual may have money allotted for such by fiiing DA Form 
1341 for that purpose. 

10-13. Flagging action. The purpose of a flagging action is to 
prevent favorable personnel actions (transfer, promotion, grant­
ing of security clearance) from occurring until an individual's 
status is resolved. Flagging action serves to suspend or to prevent 
all personnel actions which could be considered favorable to the 
individual in any way. However, the fact that an individual is the 
subject of flagging action, is not in itself sufficient authority to 
retain him in service beyond the expiration of his term of service. 
Because of the serious effect that flagging action can have on an 
individual's morale and military career, great care must be exer­
cised by all persons involved in processing such actions. The regu­
lation governing flagging action lists three broad categories of 
personnel against whom flagging action will be initiated. 

a. Persons against whom action is contemplated under the 
Military Personnel Security Program. 

b. Persons against whom action has been initiated which may 
result in dismissal, discharge, court-martial, disciplinary action, 
demotion, or elimination proceedings. 

c. Persons who are AWOL, under charges or restraint by civil 
authorities or being investigated because of allegations or inci­
dents reflecting unfavorably upol\ their character or integrity. 

Note. Commanders will insure, except in security cases; that all military 
personnel who are flagged in accordance with AR 600-31 are made· aware 
that such flagging actions have been initiated and immediately notified when 
such flagging actions have been withdrawn. 

10-14. Flagging procedure. a. Initiatimg flagging action: It is 
imperative that flagging action be initiated promptly. DA Form 
268 will be filled out (sections I, II, and IV) and hand-carried to 
appropriate headquarters within 24 hours of preparation. 

b. Terminating flagging action: In order to terminate flagging 
action DA Form 268 will again be filled out and submitted within 
24 hours of preparation. 

10-15. Administrative hold. An administrative hold will be ini­
tiated promptly by the company commander against personnel 
when presence of the individual is required for boards (e.g., wit­
ness for AR 635-212 board), investigations (e.g., for security 
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clearance), or similar proceedings, or for other reasons considered
to be in the best interest of the Army, Administrative holds nor­
mally will be for 30 days and will not extend beyond the end of
the term of service of the individual.

10-16. Administrative hold procedures. a, Initiating administra­
tive holds: DA Form 1049 (Personnel Actions) will be used to
initiate request for this action, and should be hand-carried to the
appropriate Personnel Division,
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b. Tm'minating administrative holds: The request for the ter­
mination of an administrative hold will also be put on the DA
Form 1049.

REFERENCES:
AR 37-104, "Finance and Accounting for Installations; Pay

and Allowances of Military Personnel," as amended.
FM 14-8, "Class A Agent Officers."
AR 600-31, "Flag Control Procedures for Military Personnel

in National Security Cases and other Investigations or
Proceedings."
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Questionnaire

SICK SLIP
1. What is the basic purpose of the sick slip and what is its

disposition?
2. Who normally initiates the sick slip?
3, What entries may the company commander and the medi­

cal authority enter in the line of duty section of the sick slip?
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DUTY ROSTER
1. How many types of duties may be maintained on one duty

roster?
2. What are the three authorized abbreviations used in main­

taining the duty roster?
3. What personnel are listed on a duty roster and in what

sequence are they listed?
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Hpl'+t-l+H-t'+tt+.:H-t++t+I-t+I"~ J~I! :1
1-r1-H-H-H++tf''I+t+I-H-Hff''''''o-1-

4. When using the authorized abbreviations, in what manner
will the number of duty days increase?

MORNING REPORT
1. Name the five basic sections and the five subsections of

the report?
2. How often is the MR submitted and what control meas­

ures do we use?
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3. What is one method by which the authenticating officer
may check for errors in the strength section?

4. What is the reporting period of the morning report?
5. How mariy errors and/or erasures are permitted on the

report and who must authenticate?
6. When the authenticating authority is absent from duty,

who may sign the morning report and what is the authority used
to delegate?
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Figure 10-4.

PAY
What is the maximum amount of advance pay an individual

may receive?

FLAGGING ACTION
1. May a commander retain an individual beyond his ETS

if he has been flagged under the provisions of AR 600-31?
2. Under what authority could an officer be transferred

within the installation while he is under flagging action?
3. How often must an interim report be submitted if the

flagging action is drawn out over an extended period?
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CHAPTER 11

MAINTENANCE MANAGEMENT

11-1. Preventive maintenance indicators. a. AR 750-5 states
that all commanders are responsible for-

(1) Insuring that all equipment issued to their units or or­
ganizations is in a serviceable and combat-ready condi­
tion and is properly used, maintained, and serviced.

(2) Advising higher;cmmmanders of their equipment reo
placement and maintenance support requirements.

(3) Complying with instructions and procedures for pre­
ventive maintenance. operations, training their commands
in preventive maintenance of equipment, and allowing
sufficient time for performing preventive maintenance.
Training in preventive maintenance is equal in impor­
tance to other functional military training.

(4) Assigning maintenance responsibilities for all organiza­
tional equipment to specific individuals (Unit SOP).

(5) Preventing the abuse of materiel under their control;
evidence of abuse will be investigated and corrective
action taken.

(6) Maintaining records on the usage, maintenance, and
modification of certain items of equipment as prescribed
in applicable regulations and directives.

(7) Insuring prompt evacuation of unserviceable equipment
from using units and direct and general support main­
tenance activities to depot maintenance shops.

b. Vehicular equipment preventive maintenance (PM) indica·
tors are areas of possible failure or malfunction in equipment
which can be detected by the sense of sight, hearing, feel and
smell, and which indicate the condition and quality of maintenance.

c. The basic nine vehicular equipment preventive maintenance
indicators are:

(1) Performance.
(2) Leaks.
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(3) Noises. 
(4) Lubrication. 
(5) Loose or missing parts. 
(6) Cracked or broken parts. 
(7) Damage or abuse. 
(8) Adjustment. 
(9) Cleanliness. 

11-2. Vehicular equipment preventive maintenance iildicators. 
Preventive'maintenance indicators are selected inspection points, 
which, as their name implies, indicate, but do not coMpletely es­
tablish or confirm the preventive maintenance status (readiness 
condition) of the equipment. Their use is a sampling technique; 
the indicators represent sampled inspection points. Indicators of 
this type are intended for use by the nonspecialist and, particu­
larly, by the commander himself. They are not a substitute for, a 
thorough inspection by maintenance personnel. 

11-3. Reasons for using PM indicators. There are three reasons 
for the use of the indicators by the commander. 

a. The commander should inspect. There is sometimes a tend­
ency in the Army to consider the physical inspection Of equipment 
to be a function reserved for the specialist and beyond the capa­
bility or proper activity of the commander himself; however, this 
is a false and dangerous philosophy. The most critical single 
element of effective unit maintenance is the personal interest of 
the commander. 

b. The commander is not a specialist. For practical reasons, 
the commander'sJnspection must be limited in scope. Considering 
the relative complexity of modern equipment and the extensive 
knowledge of other matters which the commander must have, it 
would be impractical to expect him to know, and inspect for, 
highly technical details of maintenance. Preventive maintenance 
indicators will provide him with a method of compromise. 

c. ,The commander's time is critical. Even if the commander is 
a technician, he normally will not have the time required fora 
thorough inspection of equipment. Again, the PM indicators pro­
vide a solution to his problem-the sampling of readily accessible 
inspection points. 

11-4. How to use PM indicators. a. It is not anticipated that the 
commander will be able to use PM indicators without some prior 
instruction. He should be given an orientation by his technical 
personnel. The indicators can then serve as a memory aid prior 
to inspection. 

b. The indicators published in this chapter are not detailed and 
specific; therefore, the commander must refer to the vehicle tech­
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nical manual for detailed information. The commander should 
know precisely what he is looking for. It is much better that he 
be able to inspect a few points thoroughly and, with confidence 
than to make a superficial inspection of many points. 

c. The commander should avoid using the indicators as a stereo­
typed pattern. As he becomes more familiar with the equipment, 
he can expand the list of inspection points for each item. 

d. The most important single factor is the operational condition 
of the equipment. The inspecting commander should, whenever 
possible,determine whether the particular item of equipment 
operates efficiently. On many occasions an item of equipment 
"looks good" or "sounds good," but will not actually operate or 
is unsafe to operate dueto other deficiencies (brakes, etc.) which 
show up only during operation. 

e. The commander is aware that cleanliness of equipment, 
proper markings, and the absence of rust and dents are a part 
of maintenance and an indication of morale and discipline. How­
ever, the commander must beware of over-emphasis on what is 
termed "cosmetics." In many units, the cleaning of equipment 
and the painting of markings occupies time which should be de­
voted to practical maintenance. When inspecting for appearance, 
the commander should ask himself these questions: 

(1)	 Are the standards for painting and cleaning of equip­
ment reasonable in terms of the mission of the unit and 
the time and personnel available? 

(2)	 Does the dirt or rust actually have any relationship to 
the mechanical 01' electrical operation of components? 

In the Jatter instance, examples of conditions which definitely do 
affect operation of equipment are clogged lubrication points; rust 
or dirt in bearings; rust or dirt, such as dirt on windows or mir­
rows, which affects safe operation; dirty gauges or dials, which 
will prevent proper readings by the operator; and grease or oil 
on rubber surfaces.' . 

11-5. Common indicators for wheeled and tracked vehicles. 
a. Lights. Check condition of lenses (not cracked, smoked, 
scratched, or covered with paint). 

(1)	 Switch. Operable in all positions, lockoperable. 
(2)	 Service lights. Operate on high and low beams, dimmer 

switch operates freelY without bind. Taillights and stop­
lights function properly (check the parking lights where 
applicable) . 

(3)	 Blackout lights. Driver, marker, and stop all operable. 
(4)	 Wiring. Cuts, abrasions, or breaks. 
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(5)	 Infrared. Where applicable on tracked vehicles. filters 
intact, secure IJlounting. 

CAUTION. Do not look at infrared lights. Hold your hand in 
front of the light; a warmth should be felt. 

b. Fuel system. Check the fuel level in the tank. 
(1)	 Strainer. Ruptured strainer. trash. 
(2)	 Filter. Where possible. note the condition of the filter. 
(3)	 Leaks. Near mounting straps and seams in the tank. 

c. Pintle. Check for freedom of operation. 
(1)	 Latch. Open and close easily; has locking pin. 
(2)	 Rotate. Most pintles will rotate 360 degrees; should be 

lubricated. 
d. Slave and towing receptacles. Check for corrosion. 

(1)	 Contacts. Burned or broken. 
(2)	 Cover. Present, operable. with gasket. 

e. Oil check. Usually checked 1 minute after the engine has 
stopped running or as directed in the technical manual. 

(1)	 Level. Should not exceed one-eighth of an inch above or 
below the full mark. 

(2)	 Condition. Contamination. dilution, and presence of grit. 
f. Air cleaners. Check for security of mounting. presence of 

clamps. 
(1)	 Oil level. At the bead mark of the oil cup. 
(2)	 Condition. Reasonably clean. not over one-eighth of an 

inch of dirt or sediment in the bottom of the cup. (Used 
oil which has been allowed to settle may be used in air 
cleaners provided not too light.) 

(3)	 Dry-type air cleaner. Properly cleaned and installed in 
its place. 

g. Batteries. 
(1)	 Carrier. Secure, painted. and free of corrosion. 
(2)	 Electrolyte level. Should be above the plates in each cell 

(TM 9...,6140-200-15, para 201>. 
(3)	 Terminals. Electrically tight and lightly greased. 

11-6. Common indicators, wheeled vehicles. a. Clutch. Ease of 
operation. not binding. ., 

(1)	 Draft pad. Clean. present. and serviceable. 
(2)	 Free travel. In general, all wheeled vehicles except the 

2%·ton GMC have a clutch. Free travel is measured at 
the clutch pedal. Check vehicle technical manual for 
proper specifications. 

b. Transmission. Ease of operation of control levers. 
(1)	 Shifting. Through all gears in high range and low range. 
(2)	 Lubricant. Check level in gear case. 
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c. Transfer. Ease of shifting. 
(1)	 Operation. Operates in high range and low range. 
(2)	 Lubricant. Check at fill and level plug in the case. One­

half of an inch below the fill plug when the component 
is cold; even with the fill plug when the component is hot. 

d. Propeller shafts. Clean and lubricated. 
(1)	 Seals. Intact and not leaking. 
(2)	 Lubrication fittings. Clean, present. and serviceable. 

e. Axles. Housing clean, no leaks. 
(1)	 Vents, Clean, operate freely. 
(2)	 LUbricant. One-half of an inch below the fill plug when 

the component is cold; even with the filler plug when the 
component is hot. 

f. Brakes. 
(1)	 Service. Level of fluid in master cylinder. 

(a)	 Free travel. As a rule of thumb•.one-fourth of an inch. 
Check the vehicle specifications for. exact measurement. 

(b)	 Pedal reserve. Half the total pedal travel should be in 
reserve. after the brakes are fully applied. 

(2)	 Parking. Cannot check measurement easily, but effect 
will suffice. 

(a)	 Hold. Maintain parked vehicle stationary. 
(b)	 Reserve. RoughlY,half travel in reserve with brakes 

fully applied. . 
g. Radiator. (All liquid cooled engines.) 

(1)	 Core. Not leaking, open to airflow. 
(2)	 Coolant. Level above the core. 
(3)	 Filler neck. Presence of cap and gasket. 

h. V-belts. (On fans and air compressors.) 
(1)	 Condition. Not frayed or cracked. 
(2)	 Tension. Tight enough to drive, loose enough not to bind 

the driven members. See vehicle specification for exact 
measurement. 

i. Steering. 
(1)	 Assembly. Securely mounted. lubricated, and clean. 
(2)	 Adjustment. Free travel. 

j. Tires. Notice wear pattern. which may be !iue to improper 
adjustment or inflation. 

(1)	 Inflation. Check pressure with gauge when tires are 
cold. 

(2)	 Pressure. On data plate or over wheel well (see vehicle 
specifications for exact pressure). 

11-7. Common indicators, traclted vehicles. a. Hull. Check gen­
eral condition and spot painting. 
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(1)	 Doors and hatches. Alinement, operation, and mounting. 
(2)	 Drain plugs. Presence and operation. 
(3)	 Bilge pump (where applicable). Operation, security of 

mounting. 
(4)	 Fenders and sand shields. Serviceability. 

b. Suspension. See vehicle specifications for detailed indicators. 
(1)	 Torsion bars. Security of mounting (if wheel can be 

lifted, bar is broken). 
(2)	 Shock absorbers. Leaks, security of mounting, tempera­

ture test after operation. 
CAUTION: Serious injury will result if the shock absorber is 

gripped firmly when hot. To check, touch lightly. 
(3)	 Wheels. Oil level, cuts and gouges, separation of tires 

from rim. 
(4)	 Sprockets. Security and wear (check wear with sprocket 

wear gauge). 
(5)	 Tracks. Worn pads, cracked blocks, broken guides, worn 

bushings, worn end connectors. 
(6)	 Track tension. Check for proper adjustment in accord­

ance with directions for the specific vehicle in the vehicle 
technical manual. 

11-8. Inspection checklist for wheeled vehicles. a. General ap­
pearance of vehicle. 

(1) Dirty. 
(2)	 Rust spots. 
(3)	 Paint chipped or peeling. 
(4)	 Canvas torn or dirty. 
(5)	 National and unit markings incorrect, illegible or im­

proper size. 
b. Cab and/or body mountings. 

(1) Missing. 
(2)	 Loose. 
(3)	 Broken. 

c. Frame, bumpe'r and lifting shackles, 
(1)	 Bent. 
(2)	 Loose. 
(3)	 Broken. 
(4)	 Missing. 

d. Air tanks (when equipped). 
(1)	 Water in tanks (drain after operation). 
(2)	 Petcocks clogged, stuck, dirty or broken. 
(3)	 Air lines loose, bent or leaking. 

e. Fuel tank. 
(1) Leaking. 
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(2)	 .Loose mounting. 
(3)	 Shutoff valve bent or broken. 
(4)	 Fuel strainer missing or defective. 
(5)	 Incorrect fuel level. 
(6)	 Fuel cap missing or ill 'poor condition. 

f. Body corrJ,pon,ent$. .' 
(1)	 Hood. 

(a) Loose or bent. 
. (11) Hinges and fittings loose, broken, or missing. 
(c)	 Squeaks. 

(2)	 Doors. 
(a)	 Loose, broken, or squeaks. 
(11)	 Hinges,stops, and fittings loose, broken 'or missing. 

(3)	 Windows and windshields. 
(a)	 Broken, loose, clouded, or cracked. 
(11)	 Side windows (when equipped) stuck (up or down) . 
(c)	 Handles and cranks. 

(4)	 Seats and racks; Missing, loose, or broken. 
g. Body access'ories. 

(1)	 Lights. 
(a)	 Not working. 
(11)	 Lens cracked, clouded or broken. 

(2)	 Reflectors. 
(a)	 Missing. 
(11)	 Cracked, broken, dirty, or clouded. 
(c)	 Painted. 

(3)	 Windshield wipers. 
(a)	 Blades missing. 
(b)	 Arms broken. 
(c)	 Dead or hardened rubber.• 

(4)	 Mirrors .. 
(a)	 Missing. 
(b)	 Broken, dirty or clouded. 
(c)	 Not adjusted. 

(5)	 Splash guards. 
(a)	 Missing. 
(b)	 Loose or worn. 
(c)	 Fasteners broken or missing. 

(6)	 Tool compartment (when 80 eq.uipped). 
(a)	 Rusted, dirty interior. 
(b)	 Trash or excess parts. 
(c)	 Tools missing (see pertinent QRD 7 or lOP technical 

manual). . 
(7) Spare tire carrier'; 
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(a) Loose or rusted. 
(b) Valve blocked. 

h. Tires. 
(1) . Smooth or worn unevenly; 
(2) Large cuts or pieces of scrap in treads. 
(3) Valves not properly positioned. 
(4) Incorrect inflation (pressure). 

i. Wheels. 
(1) Lubricant or brake fluid leaks. 
(2) Studs bent or broken. 
(3) Rims and flange nuts missing, loose or rusted. 

j. Wineh (when so equipped). 
(1) Cable. 

(a) Dirty or rusted. 
(b) Worn or shredding. 
(e) Loose oli drum; improperly wound. 
(d) Kinked. 

(2) Worm and end bearing honsing. Incorrect lubricant level. 
(3) Drive shaft. 
. (a) Not lubricated. 

(b) Missing or incorrect shear-pin. 
(e) Loose. 

(4) Data plates. 
(a) Missing. 
(b) Dirty, covered with paint or illegible. 

(5) Controls. 
(a) Inoperable. 
(b) Improperly lubricated. 

k. Controls. 
(1) Steering wheel. 

(a) Bent, cracked or loose. 
(b) Horn button inoperable. 

(2) Transmission gear or range seleetor. 
(a) Loose or inoperable. 
(b ) Not lubricated. 

(3) Starter switeh or level. Inoperable. 
(4) Aceelerator pedal. Loose, broken, or inoperable. 
(5) Clutch pedal. 

(a) Loose or broken. 
(b) Inoperable. 
(e) Incorrect free-travel. 

(6) Power takeoff eontrol (when 80 equipped). Inoperable. 
(7) Brake pedal. 

(a) Spongy. 
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(b)	 Too hard. 
(c)	 Incorrect adjustment or free travel. 

(8)	 Transfer control and front drive control (when so 
equipped). 

(a)	 Loose. 
(b)	 Inoperable. 

(9)	 Choke and throttle controls. Missing or inoperable. 
(10) Ignition ,switch. Loose or inoperable. 
(11) Windshield wiper control. Loose or inoperable. 
(12)	 Air control valves (when so equipped). Leaking or 

loose. " 
(13) Light switch. Broken, cracked, or inoperable. 
(14) Dimmer'switch. 

(a)	 Broken or loose. 
(b)	 Inoperable. 
(c)	 Indicator light not working. 

(15) Handbrake. 
(a)	 Inoperable. 
(b)	 Incorrect adjustment. 

(16) Driver's seat adJuster. Inoperable or missing. 
(17)	 Windshield cont1'ols. Vertical positi(m lock, tile ad­

juster, inner frame lock~bent, broken or inoperable. 
(18) Vent controls (when so equipped). Broken or missing. 

I. Instruments, indicators and levels. 
(1)	 Hydramatic fluid (vehicles so equipped). 

(a)	 Incorrect level. 
(b)	 Dirt or extraneous material in fluid. 

(2)	 Brake master cylinder. 
(a)	 Leaking. 
(b)	 Improper fluid level. 
(c)	 Contains dirt or grit. 

(3)	 Airbrake warning device (when so equipped). Inoperable. 
(4)	 Instruments. 

(a)	 Incorrect indication. 
(b)	 No indication. 
(c)	 Lens broken, cracked or clouded. 

m. Accessories. 
(1)	 Seats. Worn, frayed, or torn. 
(2)	 Floorboards. 

(a)	 Loose or missing bolts. 
(b)	 Floor pan rusted. 

(8)	 Pioneer tools. 
(a)	 Missing. 
(b)	 Rusted or in poor condition. 
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(4)	 Map compartment. 
(a)	 Loose or bent door. 
(b)	 Dirty; littered with trash. 
(c)	 Unreadable forms and pUblications. 
(d)	 Required publications (vehicle technical manuals, 

driver's technical manuals, lubrication order, accident 
report form, and equipment log book) missing. 

(5)	 Fording air intake. Cap missing or loose. 
(6)	 Data and caution plates. Missing or illegible. 
(7)	 Temporary parking brakes (when so equipped). Missing 

or inoperable; 
n. Radiator and cooling system. 

(1)	 Radiator. 
(a)	 Loose core. 
(b)	 Leaking. 
(c)	 Clogged or dirty. 

(2)	 Radiator mounting and stabilizing rods. 
(a)	 Loose. 
(b)	 Bent, broken, or missing. 
(c)	 Mounting bolts loose or missing. 

(3)	 Coolant. 
(a)	 Dirty or rusty. 
(b)	 Improper level. 
(c)	 Needs antifreeze. 

. (4) Cap. 
(a)	 Missing. 
(b)	 Rusted or inoperable: 
(c)	 Gasket missing. 

o.Electrical system. 
(1)	 Batteries. 

(a)	 CaseJoose or corroded. 
(b)	 Corrosion on terminals and connections. 
(c)	 Loose connections. 
(d)	 Incorrect electrolyte level., 
(e)	 Charge. . 

(2)	 Generator. 
(a)	 Loose mounting or connections. 
(b)	 Incorrect adj ustment of belts. 

(3)	 Starter. 
(a)	 Loose mounting or connections. 
(b)	 Inoperable. 

(4)	 Distributor. 
(a)	 Cracked or broken cap. 
(b)	 Dirty or loose, 
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(c) Broken, cracked, or loose connections. 
(d) Ignition wiring cracked, frayed, loose or missing. 

(5) Spark plugs. 
(a) Dirty or loose. 
(b) Cracked insulators. 

p. Crankcase. 
(1) Lubricating oil. 

(a) Improper level. 
(b) Dirty or emulsified; presence of gasoline. 

(2) Breather system. 
(a) Dirty or clogged. 
(b) Caps or covers missing. 

q. Air system. 
(1) Compressor. 

(a) Belt worn or needs adjusting. 
(b) Air breather dirty or clogged. 

(2) Air lines. 
(a) Loose. 
( b) Leaking. 

r. Talilpipe and mufflers. 
(1) Broken. 
(2) Leaking. 

s. Brake lines and hose connections. 
(1) Loose. 
(2) Kinked. 
(8) Frayed. 
(4) Leaking. 

t. Differentials. 
(1) Bolts loose. 
(2) Improper lubricant level. 
(3) Clogged breathers. 
(4) Gasket leaks. 

u. Torque rods and springs. 
(1) Loose. 
(2) Bent. 
(3) Broken. 
(4) Missing. 

v. Drive shaft and universal joints. 
(1) Bolts Qr shafts loose. 
(2) Universal joints loose. 

w. Drain plugs (all components). 
(1) Loose. 
(2) Leaking. 

x. CV joints. 
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(1) Rusty. 
(2)	 Scratched. 
(3)	 Improperly lubricated. 

Y; Shock absorbers. 
(1) Linkage loose. 
(2) Mountings loose or broken. 
(3)	 Fluid leaks. 
(4)	 Inoperable or poor operations. 

z. Steering linkage. 
(1)	 Loose. 
(2)	 Out of adjustment. 
(3)	 Bent or broken. 
(4)	 Lubrication. 

11-9. Inspection checklist for tracked vehicles. a. General ap­
pearance of vehicle: 

(1)	 Dirty. 
(2)	 Rust. 
(3)	 Chipped or peeling paint. 
(4)	 Canvas unserviceable. 
(5)	 National and unit markings-incorrect, illegible, or im­

proper size. 
(6) Obviously missing parts (lights, shrouds, fender stowage 

boxes, etc.). 
b. Tracks and suspension, final drives, and universal joints: 

(1)	 Drive sprockets and hubs: 
(a)	 Loose mounting bolts. 
(b)	 Gauge sprocket (if worn excessively reverse or 

replace) . 
(2)	 Road wheels, idler wheels, and support rollers: 

(a)	 Loose nuts. 
(b)	 Oil level in sight indicator (if so equipped). 
(c)	 Rubber separation and chunking. 
(d)	 Leaks. 

(3)	 Tracks: 
(a)	 Track pads worn, missing, or chunking. 
(b)	 Cracks or broken center guides in track shOllS, Worn 

track shoe bushings (single pin track), worn end con­
nectors, and missing or worn center guides (double 
pin track). 

(c)	 Improper track tension. 
(d)	 "Dead" track blocks (shoes). 

(4) .Shock absorbers: 
(a)	 Bent, broken, or missing. 
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(b)	 Loose bushing or mountings. 
(e)	 Oil leaks. 

(5)	 Universal joints: 
(a)	 Worn (to check, grasp shaft in both hands and attempt 

to shake). 
(b)	 Locking wires (or taps) broken or missing. 
(e)	 Lubrication. 

(6)	 Final drives: 
(a)	 Oil level (if applicable). 
(b )	 Contaminated lubricant. 
(e)	 Breather broken or restricted. 

(7)	 Torsion bars: 
(a)	 Broken. 
(b)	 Unserviceable anchors. 

e. Cooling system (Iiquidcooled engines only) : 
(1)	 Coolant contaminated or improper level. 
(2)	 Radiator cap: 

(a)	 Loose. 
(b )	 Gasket missing. 
(e)	 Rusted or dirty. 

(3)	 Radiator: 
(a)	 Leaks. 
(b)	 Bent fins. 
(e)	 Exterior covered with leaves or debris. 

(4)	 Fan and generator drive. belts: 
(a)	 Loose, too tight. 
(b)	 Chunking. 
(e)	 Frayed. 

(5)	 Water pump: 
(a)	 Leaking. 
(b)	 Play in shaft. 

(6)	 Fan: 
(a)	 Bent or cracked. 
(b) Missing blades.


. (e) Loose.

(d)	 Fan tower oil level (when equipped). 

(7) ·Hoses and hose clamps: 
(a)	 Leaking. 
(b)	 Collapsed. 
(e)	 Rotted. 

d. Lubricating system: 
(1) Engine crankcase oil contaminated or improper level. 
(2)	 Transmission oil contaminated or improper level. 
(3)	 Oil coolers leaking, dirty, or clogged. 
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(4) Filters and lines broken, leaking, or unserviceable. 
e. Transfer case (if applicable) : 

(1) Oil contaminated or improper level. 
(2) PoWer train divider clutch operates improperly. 
(3) Leaks. 
(4) Ramp hydraulic reservoir level (if applicable). 

f. Fuel system: 
(1) Leaks. 
(2) Cracks. 
(3) Unserviceable flex lines. 
(4) Fuel cell filler caps unserviceable. 
(5) Fuel cell strainer missing or unserviceable. 
(6) Air cleaner dirty. 
(7) Fuel filter. 

g. Batteries: 
(1) Not properly serviced.

(2);, Low electrolyte level.

(3) Terminals corroded or loose. 
(4) Cables unserviceable. 
(5) Date stamped on battery. 

h. Access doors, plates, grill deck, armor and engine grills, and 
hull drain plugs: 

(1) .Loose, bent or inoperable. 
(2) Unserviceable seals or gaskets.

(3). Hatch latches missing or inoperable.

(4) Bilge pumps. 

i. Travel lock missing or unserviceable (if applicable). 
j. OEM, items missing or unserviceable. (OEM for a specific 

vehicle is listed as an annex, to the series 10 Technical (Oper­
ators) Manual.) 

k. Towing pintels missing, unserviceable, or improperly 
lubricated. 

I. Trim vane missing or inoperable (if applicable). 
m. Periscopes or ·vision blocks clouded, missing, or unserv­

iceable. 
n. Fire extinguishers: 

(1) Missing. 
(2) Discharged. 
(3) Improperly secured. 
(4) Tag missing or outdated. 
(5) Seal missiIig or broken. 

o. Seats: 
(1) W~bbing or covers worn or torn. 
(2) Seat belts missing or unserviceable. 
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(3)	 Seat adjustment mechanism's inoperable. 
p. Hull drain valves (where applicable) clogged or inoperable. 
q. Instruments and controls missing, unserviceable, or 

inoperable. 
r. Required publications missing or illegible. 
s. Interior lights. 
t. General appearance of interior. 
11-10. Maintenance management references. a. Maintenance 

policies. 
(1)	 AR 220-1, "Unit Readiness." 
(2)	 AR 750-10, "Materiel Readiness (ESC)." 

b. The Army maintenance system. 
(1)	 AR 320-5, "Dictionary of United States Army Terms," 

as amended. 
(2)	 AR 750-1, "Maintenance Concepts." 
(3)	 AR 750-5, "Organization, Policies, and Responsibility 

for Maintenance Operation," as amended. 
(4)	 FM 38-5, "Logistics, Maintenance Management." 

c. Organization for maintenance. 
(1)	 AR 310-34, "Organization and Equipment Authoriza­

tion Tables: Equipment." 
(2)	 DA Pamphlet 310-6, "Index of Supply Catalogues .and 

Supply Manuals (excluding types 7, 8, and 9)." 
(3)	 FM 9-30, "Maintenance Battalion, Division Support 

Command," as amended. 
(4)	 TOE 7-45G, 7-46G, 7-47G. 
(5)	 SC 3433-95-CL-A04, "Tool Kit, Welding." 
(6)	 SM9-4-491O-A50. "Shop Set." 

d. Maintenance inspections. 
(1)	 AR 750':'5, "Organization, Policies and Responsibility 

for Maintenance Operation," as amended. 
(2)	 AR 750-8, "Command Maintenance Management Inspec­

tions (CMMI)." 
e. Maintenance puhlications. 

(1)	 AR 310-1, "General Policies," as amended. 
(2)	 DA Pamphlet 310-1, "Index of Administrative Publica­

tions," as amended. 
(3)	 DA Pamphlet 310-4, "Index of Technical Manuals, Tech­

nical Bulletins, Supply Manuals, Supply Bulletins, Lubri­
cation Orders, and Modification Work Orders," as 
amended. 

f. Supply forms, records, and procedures. 
(1)	 AR 735-32, "Self-Service Supply Centers, Principles and. 

Accounting Procedures," as aJIlended. 
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(2)	 AR 735-35. "Supply Procedures for TOE and TDA 
Units, or Activities." 

(3)	 TM 9-2300-223'-20P, "Consolidated Authorized Organi. 
zational Stockage List of Repair Parts, for Tank-Auto­
motive MaterieL" 

g. Army equipment record procedures. TM 38-750, "Army 
Equipment Record Procedures," as amended. 

h. Driver selection and training. 
(1)	 AR 385-55, "Prevention of Motor Vehicle Accidents." 
(2)	 AR 600-55, "Motor Vehicle Driver-Selection, Testing 

and Licensing," as amended. 
(3)	 TM 21-300, "Driver Selection and Training, (Wheeled 

Vehicles) ," as amended. 
(4)	 TM 21-301, "Driver Selection, Training, and Super­
. vision; Tracked Vehicles," as amended. 

(5)	 TM 21-305, "Manual for Wheeled Vehicle Driver," 
(6)	 TM 21-306, "Manual for the Tracked Vehicle Driver," 
(7)	 DA Pamphlet 611-119, "Manual for Motor Vehicle 

Driver Selection Batteries I and II, MDB-I and MDB­
II," 

i. Preventive maintenance indicators for commanders. 
(1)	 AR 750-5, "Organization Policies and Responsibility for 

Maintenance Operation," as amended. 
(2)	 DA Pamphlet 750-1, "Preventive Maintenance Guide for 

Commanders," 
j. Duties and responsibilities of organizational maintenance 

personnel. 
(1)	 AR 611-101, "Manual for Commissioned Officer Military 

Occupational Specialty," as amended. 
(2)	 AR 61,1-201, "Manual for Enlisted Military Occupa­

tional Specialty," as. amended. 
(3)	 FM 7-20, "Infantry Airborne, Infantry and Mechanized 

Infantry Battalions," 
(4)	 FM 38-5, "Logistics, Maintenance Management." 
(5)	 FM 101-5, "Staff Officers' Field Manual: Staff Organi. 

zation and Procedure," as amended.

Questionnaire


1. What is a preventive maintenance (PM) indicator? 
2. Why should the commander use PM indicators? 
3. What pitfalls should the commander strive' to avoid when 

conducting main.tenance inspections? 
4. What are some of the basic vehicular equipment preventive 

maintenance indicators? 
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CHAPTER 12

UNIT FUNDS

12-1. Purpose of unit funds. a. A unit fund is a nonappropriated
welfare fund established in a company or comparable size unit.
Its purpose is to enable the unit commander to provide welfare
facilities and services not available from appropriated funds,
which contribute to the comfort, pleasure, contentment, and men·
tal and physical improvement of the personnel of his unit. The
unit fund is administered and supervised by a custodian with the
aid of a unit fund council.

b. The official designation of a unit fund will include the name
of tpe fund and the organization and installation to which the
fund pertains (e.g., unit fund. company A. 1st Battalion. 66th
Infantry. Fort Benning. Georgia).

c. Unit fuuds of two or, more units of a battaliou may be
combiued iuto a single cousolidated uuit fuud account. The cus·
todiau will be au officer designated by the battalion commander.
A separate fund council will not be, formed to control consolidated
unit fund operations. The ,consolidated unit fund custodian shall
be responsible only for, the receipt, disbursement, and account­
ability of funds and property pertaining to the unit funds as
directed by tile respective unit fund councils. In all cases where
unit funds are consolidated. the monies. the property. and the
identity of the individual unit funds involved will be segregated
within the consolidated unit fund account. See section III. AR
230-21.

12-2. The cust!ldian and his duties. a. The commanding officer of
the unit will be the custodian of the unit funds, except when he is
a field grade officer. When the unit commander is a field grade
officer, he may appoint another (lfficer of the unit'to act as custo­
dian of the fund. An assistant custodian may be designated to
serve in the temporary absence of the custodian.

b. The custodian's duties, in general, are to receive. safeguard.
disburse, aud account for the unit's nonappropriated fund. He
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also has financilll responsibility for this fund, in that he may be 
required to reimburse it for any improper expenditure or 'for any 
loss resulting from his negligence or failure to comply with 
orders and regulations governing it. More specifically, the unit 
fund custodian has the following duties: maintains the unit fund 
records; receives all assets and property of the fund; makes all 
disbursements from the fund which must be made by check, ex­
cept when they are made from the petty cash fund; and safe­
guards the property and the a~sets of the fund. 

(1)	 Cash received at)d on hand will be secured by the cus­
todian at all times, so as to preclude access thereto by 
unauthorized persons. 

(2)	 All receipts, including cash, checks and other negotiable 
instruments, will be deposited promptly and intact in 
a ban\!: protected by the Federal Deposit Insurance 
Corporation. 

'(8)	 When such a bank is available Within the installation, 
these funds will be deposited in it. 

(4)	 Funds will be deposited in an account under the official 
designation of the unit fund and not to be credit of the 
custodian in his individual capacity. Money which does 
not pertain to the unit fund will not be deposited in 
this account. 

(5)	 In addition to the official designation of the unit fund, 
the name of the account will include the words, "an 
instrumentality of the United States." This indicates 
that the fund is entitled to all the immunities and priv­
ileges available to departments and agencies of the Fed­
eral Government. , , 

(6)	 In overseas, other than territories of the United States 
and Virgin, Islands, cash, assets will 'be maintained in 
doll~r accounts in branches of United States banks which 
have been designated as depositories. However, deposits 
in currency indigenous to the country may be made in 
branches of United States commercial banks or foreign 
banks with collateral, in amounts required for opera­
tional purposes (e.g., current local economy transac­
tiot)s) only. 

(7)	 The custodian will insure that all fund-owned property 
(except expendable propel'ty) is accounted for properly 
in the property section of the council book and that it 
is secured, marked with coded identification symbols, and 
not misused or abused. In addition, if it is considered 
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,necessary, property insurance may be procured to pro­
tect the .fund from loss or damage to fund-owned 
property. 

12-3. The unit fund council and its duties. a. To assist him in the 
proper administration and supervision of the fund, the unit com­
mander will appoint a unit fund council consisting of himself and 
at least two other members of the unit, normally either commis­
sioned or noncommissioned officers. Specialists in grade E-4 or 
above may be appointed to the unit fund council when approved 
by the installation commander. The senior member of the council 
(normally the custodian) will serve as president of the council, 
and the junior member normally will serve as recorder. 

b. The unit fund council will meet at least once each quarter, 
01\ more frequently when necessary (it should meet at least once 
monthly), at the call of the president. Proceedings of these meet­
ings will be recorded in minutes which will be filed in the monthly 
record folder. 

c. The specific duties of the unit fund council are to­

(1)	 Insure that the fund is being administered and safe­
guarded properly (which should include a monthly exam­
ination of the unit fund records). 

(2)	 Determine that all income has been received in full and 
recorded properly. 

(3) Budget for all future requirements on an annual basis. 
(4)	 Review all expenditures and insure that all disburse­

ments are within the purposes for which the fund was 
established. In cases where the council is unable to 
determine whether an expenditure is ·authorlzed or un­
authorized, it should refer the question in writing to 
the next higher c.ommander for an interpretation and 
ruling. 

12-4. Sources of unit fund income. a. The primary source of unit 
fund income is the profits derived from revenue-producing activi­
ties such as Army/Air Force Exchange Service (AAFES) and 
Army/ Air Force Motion Picture Service (AAFMPS). These profits 
are distributed to the unit fund through the central post fund in 
the manner Shown .in figure 12-1. . 

b. Other authorized sources of unit fund income are as follows: 
(1)	 Proceeds from the sale of unserviceable fund-owned 

property. 
(2)	 Proceeds from the sale of serviceable fund-owned prop­

erty sold to other nonappropriated funds at the same 
installation. 
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(3) Income from savings accounts and investments in the
United States Government securities.

(4) Grants for specific purposes from other welfare funds
authorized to provide financial assistance. (See para.­
graph 30, AR 230-10 for procedure to use in applying
for a grant.)

(5) Contributions and donations in accordance with AR
230_5, subject to prior approval, as follows: By the
installation commander, when the value does not exceed
$1,000; by the major commander, when the value ex­
ceeds $1,000, but does not exceed $10,000; and by Head­
quarters, Department of the Army or major commanders
outside of CONUS, when the value is in excess of
$10,000.

~ PROFITS

DIVIDENDS

OVE/lSEA.

PROFITS

NOO'EI Authorized transfere ot aesete between nonappropr1ated welfare funda
are nat. conaiderad to be oontributions or donat.iona.

Figure !B-1. Nonappropriated 'Welfare Funde.

12-5. Unit fund disbursements. a. All financial obligations of the
fund will be paid promptly and advantage will be taken of all dis­
counts offered for prompt payment; Furthermore, all expenditures
in the open market will be made without favoritism to the best
advantage of the fund. No obligations will be incurred when the
aggregate amount thereof exceeds the net worth of the fund,
without written approval of the next higher commander. Expendi­
tures of $500 or over must have prior approval of the installation
commander.

b. Disbursements from the unit fund are authorized for' the
following purposes (but only when equitable benefits accrue to
the military personnel of the unit as a whole) :
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(1) Purchase of supplies, equipment, or services which con­
tribute to the entertainment, recreation, comfort, or edu­
cation of the- personnel, of the unit, or garnishment of
the unit mess (e.g., writing paper for the d~yroom,
athletic uniforms for the unit's team, curtllins for the
U1).it's mess hall, or food and beverages for a unit party;
however, the purchase of alcoholic beverages with an
alcoholic content in excess of 3.2 percent by weight is
prohibited) .

(2) Purchase of supplies, materials, or services required for
the maintenance of property for which the unit fund is
accountable or responsible, and -for emergency mainte­
nance of Government-owned welfare and recreational
property issued to the organization (e.g., the purchase
of paint for the dayroom, the repair of a radio or TV
set, or the emergency repair of a baseball glove issued
for use by the unit's team).

(3) Purchase of labor-saving devices and articles not avail­
able through military supply services (e.g., a lawn mower
and a grass rake for keeping the grounds in the unit's
area).

~4) Awards of property, cash, or the equivalent thereof to
members of the unit as individual prizes for proficiency
in military pursuits, such as marksmanship, and for
educational and recreational contests conducted by the
unit, in which all members of the unit are given equai
opportunity to participate. These contests must be of­
ficially announced in advance and conducted within a
stated period of time. The maximum authorized value
for individual awards is $25. However, awards in the
form of cash or securities will not be given to winners
of sports contests. Receipts should be obtained from all
individuals receiving awards and filed with the support­
ing vouchers in the monthly record folder.

(5) Purchase of authorized distinctive insignia or uniform,
trimmings for use, witIwut cost, by all enlisted personnel
of the unit (e.g., unit crests for wear on the shoulder
loops of the individual uniform). Such items will be
returned to the unit upon discharge or transfer of the
individuals to whom they are issued, unless they are in
the form of "decals" which are considered expendable.

(6) Payment of expenses necessary to safeguard assets of
the fund (e.g., insurance on valuable fund-owned items
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or the purchase of locks for safeguarding fund-owned 
property) . 

(7)	 Purchase. of articles normally available through military 
supply agencies, if such articles further the purposes of 
the unit fund, are required for use immediately, and 
cannot .be issued within a reasonable time (usually the 
next 30 days). However, fund expenditures for such 
items must be supported by a statement by the appro­

.priate supply officer that the articles are not available for \ 
issue. This statement of nonavailability (fig. 12-2) will 
be .filed with the voucher supporting the purchase. 

Special Services Office

United States Army Infantry Center


Fort.Benning, Georgia


Z6 July 1966 

The property items listed below are not avail­
able for issue from this facility, and they will not be 
available for issue within the next 30 days. 

a.	 Five s~cks - Q, for pool table. 

b.	 One brush, pool table. 

c.	 Two boxes, tips pool table. 

. ROBERT J. HAVANOT 
Captain, Infantry 
Supply Officer 

Figure 12-2. Suggested Statement 0/ Non-availability. 

Note. If there is the slightest doubt in the custodian's mind as 
to .. whether an 'item to be purchased from the unit fund is an 
authorized purchase, he should contact-the-next higher commander 
and get his decision on the matter in writing. If the superior 
commander's decision is that the item is an authorized purchase, 
then the custodian should file the written evidence of this decision 
with the voucher supporting the purchase. 

c. Disbursements from the unit fund are not authorized for 
the foIlowing purposes: 

(1)	 Purchase of articles or services which do not further 
. the purposes of the unit fund. 
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(2)	 Purchase of articles or services which are not for the 
primary benefit of all military personnel in the unit, 
such as items used primarily for the conduct of official 
business in the orderly room. 

(3)	 Purchase of alcoholic beverages (other than "3.2 beer"). 
(4)	 Purch~se of printed holiday and other greeting cards of 

a personal or an orga.nizational natur,~. 

(5), The distribution of cash, securities, or other property 
of the unit fund to individuals, except as provided for 
in pertinent regulations. 

(6)	 Con~ributions and donations to agencies not under the 
control of the Department of the Army. 

(7)	 Loans to individuals or organizations. 
(8) Pa.yment of taxes (e.g., sales taxes) of states, the Dis­

ttict of Columbia, territories and possessions of the 
United States, the Commonwealth of Puerto Rico, and 
political subdivisions thereof, except for taxes on gaso­
line or other'motor fuels. 

12-6. Classes of property. All unit fund property is classified as 
either expendable or nonexpendable property. 

a. Expendable property. Expendable property consists of­
(1) Supplies and materials which after use ate immediately 

consumed in use or which, while having continuing life, 
became incorporated in other property, thus losing their 
separate identities. (Example: Cue tips and chalk (Pool), 
magazine subscriptions, expendable parts for unit fund 
property i.e., TV tubes; buffer brushes etc.). 

(2)	 Articles which when issued for immediate installation 
are used to repair or complete other articles and thereby 
lose their identity. (Example: spate and repair parts 
and components.) 

(3)	 Property otherwise defined as nonexpendable below 
which has it unit value of less than $10. Expendable 
property is not recorded in the property section of the 
unit fund council book. However, memorandum records 
will be maintained on DA Form 1991 (Nonappropriated 
Fund Stock, Property and Fixed Asset Record) disclos­
ing the quantities of expendable property acquired by 
the unit fund which have not been issued or used for 
their intended purpose. 

b. Nonexpendable property. Nonexpendable property (other 
than that pertaining to real estate, which consists of land, build­

ings, utility systems, and collateral equipment) is property which 
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ordinarily retains its original identity during its period of use, 
is not consumed in normal use, or which has a unit acquisition 
value of $10 or more. (Example: Pool tables, radio and television 
sets, musical instruments, portable athletic field equipment, day- . 
room furniture, office and electrical appliances, etc.) Any item 
with a unit acquisition value of less than $10 may be classified 
as nonexpendable when determined necessary by the installation 
commander for control purposes. Trophies awarded to an organ­
ization or activity (not awards to individuals) will be classified 
as nonexpendable property regardless of monetary value. 

(1)	 All expendable property acquired by the unit fund by 
purchase, gift, or loan will be recorded in the property 
section of the unit fund council book (fig. 12--3). All 
entries will include the date the property was obtained, 
a description of the property, and its price or appraised 
value. 

(2)	 All nonexpendable property on loan to the unit fund 
from another welfare fund (such as the Central post 
Fund) should be recorded in the property section of the 
unit fund council book on pages separate from the fund­
owned nonexpendable property. This property on loan 
will be supported by property receipts identifying the 
property, prepared by the loaning fund. Duplicates of 
these receipts will be filed with the property records of 
the borrowing fund. 

12-7. Disposition of unit fund property. a. Expendable property. 
When expendable property belonging to the unit fund is consumed, 
expended, or becomes unserviceable, the custodian should note its 
disposition in the fund's record of expendable property (DA Form 
1991). It is not necessary for the unit fund council to approve the 
custodian's notation of this disposition. 

b. Nonexpendable property. The procedures which will govern 
the disposition of nonexpendable property belonging to the unit 
fund will differ according to whether the property is serviceable 
or unserviceable. 

(1)	 Serviceable property. When nonexpendable property 
which is serviceable becomes excess to the needs of the 
unit fund, the following procedures will apply. Property 
excess to the needs of a unit fund will be distributed or 
sold to other nonappropriated military welfare funds at 
the same installation. A statement signed by the cus­
todian and approved by the unit fund CQuncil should be 
prepared identifying the property as excess to the needs 
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of the unit fund and showing its disposition (fig. 12-4).
This statement should be filed in the front of the unit
fund council book. Property excess to the needs of an
installation may be transferred, with the approval of
the appropriate major commander, to military welfare
funds within the same command. Property excess to
the reqnirements of a major command will be disposed
of to best advantage' by sale or salvage, and the pro-
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ceeds will be credited to the owning fund. A statement, 
signed by the custodian and approved by the council, 
will be prepared id'entifying the property as excess to 
the needs of the installation and the command. 

(2)	 Unserviceable property. Property is unserviceable. when 
the cost of its repair would exceed its current value. Un­
serviceable property will be disposed of to the best 
advantage by sale or salvage, and the proceeds will be 
credited to the owning fund. If no purchaser can be 
found, such salvage items will be turned over to the 
post salvage office from whom a receipt should be' ob­
tained and filed with the unit fund property records. A 
statement (fig. 12-5) signed by the custodian and ap­
proved by the unit fund council will be prepared .to. 

Company A 
ZdBattalion (Mech), 76th Infantry 

Fort Benning, Georgia 

·15 November 1966 

S.ta,tement of Droppage 

The',Uemof property.ll.stedbelow il excess to the needs of thhl <:om~ 
pany's unit fund. Request authority to delete this item from the property 
section althe unit fund council book,and to transfer its ownership to Unit 
Fund, Company C, h.t Bn, 66th Infantry, Fort Benning, ,Geoqla. 

Date of 
Purchase Quan Article Cost Disposition 

'7 Oct 56 1 ea TV Set, Motorola, Mod $257.00 GUt to Co C 
270-56, SN 36IX 

'if';'/lAo.i ,(J'~ 
RICHARD O. MAY 
Captain, Infantry 
Custodian 

We" the member"" of the unit fund council. have met, examined the 
item of property listed above, and lindtbe same to be excess to the needs 
of thie c:ompany's unit, fund; We therefore approve the deletion of this item 
fl"om the property eec:tion of the unit fund c:ounc:i1 book and authorize its 
transfer to the unit. fund indic:ated above. 

tf.«-.4.L <t: »J¥ J4.....; 4: .-I'«;-~ 
President	 Rec:order 

Figu~e a-4. Sugge.ted Statoment of D~oppage for Eroce•• P~oporty. 
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identify property worn out, destroyed, or otherwise dis­
posed of without salvage value. This statement should be 
filed in the front of the unit fund council book. 

c. Property held on loan. Property held on loan and becoming 
unserviceable due to fair wear and tear will be reported to the 
custodian of the owning fund by an appropriate statement (fig. 
12-6). The owning fund custodian's reply will be affixed to the 
borrowing fund's copy of the statement of droppage, and together 
they will be filed in the front of the unit fund council book to 
justify the droppage. 

d. Disposition in oversea commands. Procedures for the dis­
position of military welfare fund property in oversea commands 
will be established by the appropriate major commander. 

12-8. Unit fund records, general. a. The unit fund custodian will 
maintain all the accounting and supplementary records of the unit 
fund. The DA and DD forms needed for these records may be, 
requisitioned through normal AG publication channels. 

b. A policy file, consisting of all Army regulations and local 
directives, circulars, and statements of policy by higher head­
quarters concerning unit funds should be maintained as a refer­

.ence to aid in the proper administration of the fund. This file 
should always be kept current by posting the latest changes to 
the documents contained therein .as they are received. 

12--9. Accounting records. a. General procedures for mainte­
nance. In maintaining the unit fund's accounting records, the cus­
todian will follow these general procedures: 

(1)	 All transactions will be recorded immediately and perti­
nent records will be filed promptly. 

(2)	 Where practicable, all records for each month's trans­
actions will be maintained· in one file folder. 

(3)	 Copies of receipt and disbursement vouchers, vendor's 
invoices, statements, bills, or other related documents 
will be filed in numerical or chronological sequenCe in 
the monthly record folder. 

(4)	 Unit fund records will be secured by the custodian at 
all times to preclude access thereto by unauthorized 
personnel. 

b. Council Book (DD Form 251). The unit fund council book 
is the basic accounting record of the fund. It is designed to 
record the disposition of fund-owned nonexpendable property; 
unit fund cash receipts, disbursements, and balances; fund­
owned Government securities; and certificates of fund transfer 
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Company A 
2d Battalion (Mach), 76th Infantry 

Fort Bantling, Geol'gia 

IS November 1966 

Statement of Droppage 

The items of property listed below were w;rn out through fair wear 
and tear (FWT), not due to the willful misconduct or negligence of any in­
dividual. Request authority to delete these items from the property sec-

I	 tion 'of the unit fund council book and to dispose of them in accordance with 
current regulations. 

Date of 
Purchase Q\1l.l.n	 Disposition 

5 Jan ,45 1 ea Table, Pool $300.00 Sale 

16~ ,+:' '/IMf 
RICHARD D,'MAY 
Captain, Infantry 
Custodian 

We, the members of the unit fund council,have met, examined the 
iteme of property listed above, and find the same to be worn out. We 
thereforeapprovll the deletion of, these items from the property section 
of the unit fum,! council book and authorize their dieposal in acco:rodance 
with cu:rorent regulations. 

J4..,.,..; -4 :b.J,.:f 
Reco:roder 

~fL It ~,L"..,) '/(J~ d 7?tffl.y 
ember	 Member 

Figure IS-5. Suggested Statement of Droppage for Unservioeable Property. 

and periodic inspection. It consists of two sections, the property 
section and the cash and investmentsectiou. 

(1)	 General instructions for entries. :Entries in the council 
book will be made in accordauce with the instructions 
coutained therein, except where otherwise changed by; 
current regulations. 

(2)	 Property section. Ailnonexpendable property acquired 
by the unit fund through pur~hase, loan, or gift will be 
entered in the property section of the council book which 
will be kept current (fig. 12-3). A separate page in the 

. property section will be used to record property on l0an 
from another welfare fund. Another separate page will 
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be used for recording Government securities owned by 
the fund. The date of acquisition of nonexpendable prop­
erty will be indicated in the Date of Purchase column. 
The Articles column will be used to detail the items ac­
quired by the unit fund. Their model or serial numbers, 
if any, should also be recorded here for identification 
purposes in case of loss or theft (fig. 12-3). The Cost 
column will show the actual cost of items purchased or 
the appraised valuation of property acquired by loan or 
donation. Notations will be made in the Disposition 
column when fund-owned or borrowed property is sold, 
destroyed, or otherwise disposed of without salvage 
value. Each notation will refer to a statement identify­
ing the property dropped from the record and setting 
forth the reasons therefor (figs. 12-4, 12:"5, and 12-6). 
These statements will be prepared by the unit fund cus­
todian and approved by the unit fund council before the 
property concerned is dropped from the record. Each 
notation in the Disposition column will show' the date 
of the covering statement and be initialed by the fund 
custodhm. When a new council book is opened, the orig­
inal date of acquisition, the description of the article, 
and the original price or appraised value will be trans-

Company A 
Zd Batt&lion (Meebl. 76th Inlantry 

Fo:rt Benni... , Gaofgia 

15 November 1966 

SUBJEC:rl Drappago of Property on Loan to Unit Fund 

TOl	 CUt/,IIlian

ClSntra) Poat Fund

Fort Bonnill.g, 000:1'81&


I, The item ot property listed below was worn out tbroua;h fair wear 
and UliU (FWT) not due to the willful milconduct OJ' MgUlence ofauy indi­
vidual. 

Data of 

~~ 

7 Au.g 49 I ea Chair, Ovautu£fed, $45.00 FWT 
w/Arrne 

Z. RoquO&t authority to drop tbl.~ item of property from our unlt 
::~~::unCilbook, and to di.pon of It'ln accordance with cUr"ou.t :re8~·· 

~..~~ 
RiCHARD D. MAY , 
Captaln, lnfatltry 
Cu.todian 

Figur. 12-6. Bugg.Bt.a Btat.ment of Droppage for Property on .Loan. 
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ferred to the new council book. The entry "Trfd to New
Book" will be made in the Disposition column and
initialed by the custodian.

Note. Nonexpendable property· being purchased by installment
is recorded in the property section when it .is received and not
when the last payment is made thereon, except where a purchase'.
rental agreement has been, entered into and the property is. con~

sidered to be rented until the entire purchase price has been paid.

(3) Cash and investment section. The cash and investment
section consists of journal pages and certificate pages.
A separate journal page (fig. 12-7) is maintained for

.. _..,.,.(It...."',•...,
I:~-··· 1-"

_.
u(I!rr fOt/IJD ~~I': 1IJ1;.~:~~'i;,,~?7t.T.! .JIIIF ,AIJt$t/sr 1'1"6

-! --"'- -~"
MTIONMVlNOS- --- -,- ._-

""" "" .. I ..... ,.,'_"'~ 0 ", ...., • r ., ., " ... .~.' ." "" "
.,.. "' " " h •• .

"' ", ,," ""... ·D.,.rru CA' .",," .'\0 eo .-:c. ,,~

c. 0 ,..." ,,~.. """ .... "",' ",ie, R, .... e. .,
, ., .. ~.£, ,

~~

.....'_l;l......__ ,m', ""

...........'104 ......... - 0

-,~ ." cO'

Figure 12....7. Journal Page from CCUJh and Investment Seotion of Unit P'und
Council Book (DD Form 261).

each month, and two can be used (by pasting together
the two halvlis of the intervening certijj.cate page) when
one journal page is not sufficient to record all of the
month's transactions. All transactions involving dis­
bursements or cash received will be recorded on the
journal page which will be closed lit the end of the
month or whenever there is a change of permanent cus­
todians. Each certificate page in the cash and investment
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section of the council book is composed of three parts
(fig. 12-8): the custodian's portion, which is filled out
by unit custodian at the end\ of each calendar month,
when the fund is transferred on any day other than the
first or last day of the month, and when the fund is
closed: the unit fund council's portion, which is filled
out· at each regular council meeting; and the inspecting
officer's portion, which is filled out ..by the inspecting
officer whenever the fund is inspected or audited.

c. Memorandum recor.ds for purchases for which payment has
not been made. When possible, all goods and services ,will be paid
for at the time purchased. In those imltances where merchandise

, u.l-.. ,

IN CABO' tlWI,n ". Aln_ NIP .,001&10II Cl1IIfOIIIAnIlU, _ MOB

Fpf.T A';/'JIJ,fJc. 6fTiJRfoill I: oS" S'G1'rl!Tl'I~trlf!. 1'1""

......, T" _ _ " _ '•• _T••' 8ye. "s r ,.-'k. .. ..." T ' "_ '7'14 ..

......,. , "' , , _ •••••_--. n _
(11_ "... .

." Or .,.

RJc'HARb P. /1111 (Yr
" """" ".T T ' ••v......... 1Iioor_/AloDlftO),., _ ...
.."""",................... ;~' .. ·.,...........HD.,~Drr__ ...".............".. ~
::.::":__T_"'T'~"''''''_~ :.:::::._) _ "._ T"i.~; , .

I' ..... I'

Figure 12-8. Certifieate Page from Cash and Investment SeeHon ~f Unit
Fund Council Book (DD Form 261), .

or services are procured by mail or may not be immediately paid
for other reasons, memorandum records will be maintained to
insure that orders are not placed in excess of the unit fund
balance of cash on hand and in the bank. rhe duplicate copy of
DA Form 1756 (Nonappropriated Fund Purchase Order'Receiv­
ing Record) will suffice for this record.
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d. DA FO/'m 2107 (Nonappt'opriated Fund-Receipt and Dis­
bursement Voucher). DA Form 2107 will be used by the cus­
todian of the unit fund for all transactions (with the exception
of petty cash expenditures) involving the receipt of disbursement
of funds (monies) (fig. 12-9) .

.......UHO Unit Fund _ Co A, 2d On (Meeh) 16th ~nt

rt Benn1ng. (la.

•••.• ".,;..<> ••,

"
. t------.,.:.---t---j----j+--H

...
................, $'2 ..... Ii Aug 66 liD~:,':.~~·.":~:: D· · ••.•,·,

RtClU.~ n. HAY, Capta1n. lnrantq l:;q;"i;:j··~..

Figure IS-D.

(1) DA Form 2107 will be prepared in a single copy for
each type transaction (receipt of disbursement of cash)

. and numbered consecutively, beginning, with number 1,
for each calendar year. (Example :' If the last voucher
prepared was number 89 for a disbursement and the
next transaction to be recorded is a, cash receipt, the
voucher will be numbered 90.)

(2) Upon receipt of cash or receipt for goods or services, a
voucher will be prepared, dated, numbered, and entered
in the council book. Each voucher, whether prepared for
a cash receipt or an expenditure, will contain all infor-
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mation necessary to fully identify the transaction and 
will contain the signature of the custodian. Copies of 
vendors' invoices, statements, bills, receipts, or other re­
lated documents will be attached to the voucher describ­
ing the· transactions. 

(3) . Individual purchases made through the petty cash fund 
will not be vouchered. DA Form 2107 will be prepared 
when the petty cash fund is replenished or initially 
established. 

e. Petty cash fund. Accountability procedures for expendi­
tures from the petty cash fund are established as follows: 

(1)	 Expenditures from the petty cash fund will be supported 
with paid receipts, such as cash register tapes received 
or any other type of paid receipts issued, either printed 
or hand written by the persons receiving the payment. 
These receipts represent "Cash" accountability and 
therefore will be protected in the same manner as cash 
on hand until cash replenishment is needed. 

(2)	 When it is necessary to replenish the cash fund, a DA 
Form 2107 will be prepared and the paid receipts at­
tached. This amount shown on the DA Form 2107 must 

. balance with the amount of receipts and will be entered 
in the Expenditures column of the council book in the 
same manner as any other expenditure voucher. 

(3)	 The petty cash voucher is then filed with the other 
vouchers in the monthly record folder. 

f. Banking records. 
(1)	 Deposit slips. Bank deposit slips will be prepared in 

duplicate for each deposit made. The duplicate slips, 
after. being stamped by the bank, will be retained in 
the monthly record folder. They will be filed with the 
monthly DA Form 2107 in the order of their entry in 
the council book. 

(2)	 Bank statements and canceled checks. At least once 
quarterly, or whenever there is a change of permanent 
custodians, the bank statement (fig. 12-10) and canceled 
checks will be obtained and reconciled. The canceled 
checks, which represent additional proof of expenditure 
and receipt, will be retained by attaching each check to 
its corresponding stub· in the unit fund checkbook or by 
attaching all the canceled checks to the bank statement 
which covers them. The latter method is recommended. 

(3)	 Reconciliation record. The balance shown on the bank 
statement will be reconciled (fig, 12-11) as soon as pos­
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sible with the balance shown in the. checkbook. This
reconciliation record will be made on the reverse side of
the bank statement. It will be dated as of the month or
the date of fund transfer, whichever is applicable.

Foul'teenth.National Bank
.Fort Benning, Georgia

In Account With

Unit Fund
Company A, Zd Bn (Mech) 76th Infantry
Fort'Benning, GeOl'gia
An lnetruinentality of the United States

Cbeckll DepOllits Da"
Nooi Checks

Paid Balance

Amo.unt Brought FOl'warr]JI-

40.00~

45;00­
9.25­

50.00-
70,OOt
85.00+

75.00~

Aug 1 '66

Aug 3 '66
Aug 6 '66
Aug 9 '66
Aug 10 '66
Aug 10 '66
Aug 12 '66
Aug 20 '66

I
2
3
4
4
4
5

300.00

260.00
215.00
205.75
155.75
225.75
310.75
235.75

Aug 31 '66 235.75*

~
EC--Error Correction ·DM--Debit Memo OD--Ove:rdraft Last Amount
RT··Returned Item SC_~Service Charge MS- -Miosesl- In This Col-
De--Deposit Correction LB--List of Checks laneous Uffin is Your

INF--Insufficient Balance on
FundS . Date Shown.

;Cbarge

Figure IS-10. Sample Bank Statement.

g. Nonappropriated Unit Fund Statement of Ope1'ation~ and
Net Worth (DA Fortm 1758). The statement of operations and net
worth (fig. 12-12) is a summary of the fmid's monetary trans­
actions for the month indicated thereon. Also recorded oli this
statement is the average daily strength of the unit for the
month covered by the statement, the net. worth, and the amount
of the monthly dividend due and paid from the Central Post Fund.

(1) Action by the unit fund custodian. On or before the third
, working day of each calendar month, the unit fund cus-
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Fill in Below Amounts from Your Checkbook and Bank Statement

Balance shown on
Bank Statement. .. _$ _

Add DepolJite
Not On Statement•. ...$ _

Total ...•. ~$ _

Subtract Checks Inued
but Not on Statement:

$

Total .. .' ..... '1$ _

Balance shown in
Your Checkbook.... ,,$ _

Add any Deposita Not
Already Entered in
Checkbook. . . . • •. _$__

Total., .., . .. _$__

Subtract Serv1ce Chargee
and other Bank ChB:rges
Not in Checkbook:

$

Total... '..•. _$. _

Balance.•.. •....•. $ _Balance.• " • .' . • . •• ~$===
These tomb ~epr~lI,,~nt the cornet amount of money you have in the liank
and should agree. Differences, it: any" should be reported to the hank
within 10, days after the receipt of your statement.

Thie statemllnt was reconciled as of 31 Auguet 1966•

.~ k'/!"r
RICHARD D. MAY
Captain. Infantry
CustOdian

'Figure 12-11. Sample Reoonoiliation Record.

todian will prepare DA Form 1758 in triplicate, to reflect
the operations of the preceding month. The original imd
,one copy of the statement wlll be sent to the custodian of
the Central Post Fund designated tG distribute dividends
to the unit fund custodian. The amounts appearing .in
the coul\cil bopk as a result of setting up or closing out
the petty cash fund or the purchasing or redeeming of
Government securities will be excluded from the cash in
bank and on hand entry, line 7, for the purpose of pre-
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paring lines 8 and 9 of the statement of operations and
net worth (fig. 12-12). The average daily strength (line
12 of DA Form 1758) of the unit is computed by averag­
ing the officer, warrant officer, and enlisted strengths of
the unit, as reflected in the Morning Reports, for each
day in the month. This is done by totaling all daily
strengths for the month and dividing this grand monthly
total by the number of days in the month. The resulting
figure is the average daily strength of the IInit for the
month covered. Personnel included in the average daily
strength figure are shown by the total in column 10e of
the Morning Report (the Strength Section-Present) ;
the number of United States military personnel attached

MOIIAI'PROPRIATEO UNIT FUND nolo. pOI., ("..,~. , ...

STATEMENT Of O!jRf;t!£';S AND MET WORTII August 1966
, m_ de.. , ••, ..... r-d". 10......' I (~.... t u.H h •• ••• ".,u..)

Custodian Central Post Fund
Fort Benning, Georgia

liNt"'.
,n 1001" nOUNIO' o. 0.'"

OUC!lIPTIOI

Unit Fuoo.,' Co A, 2d Bo (Meeh) 76th Int'
Fort Benning, Georgia

TOTAL

~o 00

1 ",. ,. lAAK I,UO.,.A••

11 ~T ' ••T. l,j. O•••".

1t ."uu ..... "0I0.T' OU" ....".

1) O... ,DI. DIll FO. OOHTH Itl.' It ......

""..... O.uoll f"M" ,.ITOOIM

RICHARD D. MAY, Captain, Infantry

1" 00

109 60

220 0

5000

7 00

I·

'45 '0

160

9000

100 00

Figure 1~-12.
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for quarters, rations, and/or administration only (as 
reflected in the Record of Events Section of the Morning 
Report) ; and the number of foreign military personnel 
(as reflected in the Record of Events Section of the 
Morning Report). The dividend due for the month (line 
13 of the statement) is computed by multiplying the 
average daily strength (line 12) by the monthly dividend 
rate established in CONUS and major oversea commands. 

(2)	 Action by the central post fund custodian. The original 
of DA Form 1758 will be returned to the custodian of 
the unit fund by the custodian of the serving Central 
Post Fund, .after the latter has recorded, in the space 
provided therefor at the bottom of the form, the date, 
amount, and number of the Central Post Fund check 
representing the monthly dividend payment (fig. 12-12), 
and will be filed in the monthly record folder in the same 
manner as a deposit slip. 

h. Recording the purchase and redemption of securities. Cash 
in excess of the current requirements of the unit will be invested 
in United States Government securities or Federal Government 
Agency securities. These securities will be registered, transferred, 
or redeemed in accordance with AR 230-8. 

(1)	 Purchase of securities. The purchase of securities will 
simultaneously be recorded on the journal page of the 
council book as both an Expenditure and a Receipt (fig. 
12-7) . 

(2)	 Redemption of securities. The redemption of securities 
will be recorded on the journal page of the unit fund 
council book by a reversal of the entry recording their 
purchase. 

(3)	 Interest on securities. Interest on securities will be re­
corded as income only when the cash is received. 

(4)	 Price of securities. Securities owned by the fund will 
always be recorded at their cost price. 

(5)	 List of securities. A list of securities owned and a 
description of each (including serial number and series, 
date of acquisition, and the purchase price) will be kept 
permanently on a separate page in the property section 
of the unit council book (fig. 12-3). 

i. Nonappropriated Fund Property Inventory (DA Form 1759). 
Upon change of permanent custodians, an inventory of nonex­
pendable property on loan from other welfare funds will be made 
on DA Form 1759 (fig. 12-13), and accountability for the prop­
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erty can then be transferred to the new custodian. When com­
pleted, these inventory forms should be filed with the unit fund's
property records.

12-10. Minutes of council meetings. The minutes of each meet­
ing of the unit fund council become a part of the records of the
unit fund. These minutes should include the following (fig. 12-14) :

a. The date, time, and place of the council meeting.
b. A list of members present and members absent.
c. A brief, but complete, statement of each action taken by

the council.
d. A brief statement of the financial condition of the unit fund

at the time of the council meeting.
e. The time the meeting adjourned.

NONAI't'lIOPIIATED fUND PROPllTY tNVENfOllY
,.,~ ' .•""'!. I.'. J."'.'"

U on eMn e of custodia cent r ulllt! U8 lIIIIk it ndato that 1'0-0

art" on loan from anothe we1 re ru be i ventoI' ad tl1.ia Orm whe evar

thll fund 18 transferred a e cesso cueto ian. t also a \lsad

inventor noM ndable ~oner belobaina t the u t nd.l

.

LlA " ••• 1759

Figure 12-18.
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Company A 
2d Battalion (Mech),76th Infantry 

Fort Benning, Georgia 

15 November 1966 

Minutes of Unit Fund Co\incilMeeting 

I. The council of the Unit Fund, Company A, 2d Battali.on, 76th In~ 

£antry (Meeh), met at 1300 hours on 5 May 1963 at Fort Benning, Oeorgia. 

Z. The following membera were present: 

Captain Richard D. May, Custodian 
:MSG William L. Moore 
SFC John B. Johnson 
SFC Thomas B. Foxtrot, Recorder 

3. No memberliJ were absent. 

4. MBG Moore. a member of the council and chairman of the com­
mittee planning the coming co=pany party, reported on the estimated cost 
and final plans for the party, wbicb will be held on 8 May 1967. Theile plans 
and cost estimates not to exceed $200 were approved by the caundl. 

5. A motion was· made by SFC 'Jobnson, and e8conded by MSG Moore, 
that t;p.e unit fund purchase a "hi_fi" phonograph for the dayroorn on a time 
payment basis. The motion was carril:ld, and the custodian was given au_ 
thority to take the neceuary steps to secure the written approval of the 
battalion commander, and then to make the purchase' provided the total doea 
not ,exceed $300. 

6. The council verified the fact that the i.tems of property liated on 
the Statl:lment of Droppage dated 5 May 1963 were won out due to fair wear 
and tear. It. authorh..ed the deletion of these items from the unit fu!].d coun­
cil' book and signed the Statement of Droppage. 

7. The general financial condition of the fund was found to be as 
follQws: 

Assets $345.40 
Liabilities , ••.••••••... 100.00 

Net W'orth ., ••••.••.•••••..•..••..•.••••.. $2'45 ..40 

8. The rneeting was adjourned at 1445 ho~rs on 15 Nov~mber 1966. 

RICHARDD. MAY THOMAS B. FOXTROT 
Captain, infantry SFC, Infantry 
President Recorder 

Figur. a-I•. Sugg.stion for tk. Minutes of a Unit Fund Council MeeUng. 

f. The signature of the council president and the recorder. 
If the council president is not also th.e custodian of the fund. as 
when the field grade commander of a unit hils appointed another 
officer to act as unit fund custodian, the minutes of the council 
meeting should also be signed hY the. custodian. 

12-11. Filing of unit fund recoras. a.The monthly record folder. 
All records for each month's transactions (except those listed in 
paragraphs b, c, d, and e below) should be filed in one nillnila 
folder, known as the monthly record folder: . ,. 
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(1)	 Expenditures and receipts. All documents evidencing 
expenditures from the unit fund (such as invoices, 
vouchers, receiving records, etc.) and receipts by the 
unit fund (such as deposit slips, the returned originals 
of the statement of operations and net worth, etc.) 
should be filed in chronological order On the right side 
of the monthly record folder. 

(2)	 Miscellaneous fund records. 'Reconciled bank statements 
(with canceled checks attached), duplicates of the state­
ment of operations and net worth, minutes of the coun­
cil meetings, and miscellaneous documents relating to 
the administration of the unit fund should be filed in 
chronological order on the left side of the monthly rec­
ord folder. 

b. Property record folder. A separate folder should be used to 
maintain the unit fund property records for the entire calendar 
year. Records pertaining to expendable property should be filed in 
chronological order on' the right side of the property record 
folder. Those pertaining to nonexpendable property (such as 
duplicate receipts for property on loan, records of inventory, 
turn-in slips, etc.) should be filed on the left side of the folder. 

c. Statements of droppage. Since it is necessary to keep a com­
plete file of statements justifying property droppage for as 
long as the council book in which that property is recorded is still 
in use and since all other unit fund records are cut off ,at the 
end of the calendar year, all statements of droppage should be 
filed in chronological order in the front of the unit fund council 
book and disposed of in the same manner as the council book 
when it is filled. 

d. Inspector general inspection reports. Reports of inspection 
and audit by the inspector general Should be filed in the appro­
priate certificate pages of the cash and investment section in the 
council book. If possible, these reports should be affixed to the 
certificate pages with which they are filed. 

e. Statements of transfer. Statements noting the transfer (per­
manent or temporary) of custodians should be filed in the certifi­
cate pages of the council, book that were current at the tim,e of 
transfer. They should also be affixed to the certificate pages with 
which they are filed. 

12-12. Disposition of unit fund records. a. Inactive file. All unit 
records, except the council book and checkbook, will be cl1t off at 
the end of the calendar year and placed in t!le inactive file. The 
Inactive file will be held for 1 year In the current files area. At t!le 
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end of that year, it will be transferred to the records holding area 
or appropriate oversea records center, where it will be held for 2 
additional years and then destroyed. 

b. Disposition of the council book and checkbook. The unit fund 
council book and checkbook will be used until they are filled. They 
will then be placed in the inactive file for the calendar year in 
which they are completely filled, and will be disposed of with that 
inactive file. 

12-13. Petty cash fund. a. General. When the unit fund requires 
currency or coin for disbursement, a petty cash fund may Ile 
established, not to exceed $50 (except where a large amount is 
authorized by the appropriate major commander). 

b. Establishing the petty cash fund. When it is authorized by 
the unit fund council, a revolving petty cash fund is established 
by drawing a check (not to exceed the authorized amount) pay­
able to "Custodian Unit Fund, " This trans­
action will be recorded on the journal page of the unit fund coun­
cil book, as follows (fig. 12-7) : 

(1)	 The date of the check will be entered in the Day of Month 
column. 

(2)	 The amount of the check will be entered in both the 
ExpendItures and Receipts columns, under Other Funds 
on the current journal page. 

(3)	 The check will then be cashed, and the proceeds held for 
use in the petty cash fund. 

c. Replenishing the petty cash fund. At the close of the month 
or prior thereto if the petty cash fund needs to be replenished, 
then the procedure indicated in paragraph lOSe (2) will be fol­
lowed. The total amount of the expenditure will then be entered 
in the Expenditure column, under Other Funds on the current 
journal page of the council book. A check may then be drawn in 
the amount of the total expenditure (as shown on the voucher) 
to replenish the petty cash fund. The check will be drawn in 
the same manner as the check establishing the fund. 

d. Closing the petty cash fund. See paragraph 5b (4), AR 
230-21. 

12-14. Inspection and audit of the unit fund. a. Inspection of the 
fund. 

(1)	 Frequency of inspection. An inspector general will in­
spect the unit fund at least once annually. It is also 
subject to inspection whenever the installation, organiza­
tion, unit, or superior commander deems an inspection 
appropriate or necessary. 
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(2)	 Scope of inspection. Examination of the unit fund by 
an inspector general normally will consist of selective 
checks to determine whether or not the custodian and 
council have properly been discharging their responsibil­
ities. However, a detailed examination of the fund will 
be made whenever the inspecting officer considers it 
necessary. 

b. Audit of the fund. 
(1)	 Frequency of audit. Audits of the unit fund will be con­

ducted at least once annually. Audits will also be con­
ducted under the following circumstances: when there is 
a large loss of cash or other assets (other than a normal 
operational loss); when the custodian is removed for 
negligence or cause; when the unit fund is dissolved; or 
when directed by responsible commanders. 

(2)	 Responsibility for audits. The commanders responsible 
for the auditing of the unit funds are the commanding 
generals of CONU8AMDW, and the major oversea com­
manders having jurisdiction over the installations where 
the unit funds are located; However, this responsi­
bility for performing the audit of unit funds may 
further be delegated to installation,. division, or compar­
able commanders. . 

12-15. Change of unit fund custodians. a, General. The unit fund 
and its. records will be transferred from one custodian to a suc­
cessor custodian as indicated below. 

b. New custodian. A new custodian will be designated when the 
custOdian is absent from duty longer than 30 days. 

c. Acting custodian. <\n acting custodian will be designated 
when the custodian is to be absent from duty for a period of 5 
to 30 days unless an assistant custodian has been appointed. 
Responsibility for safeguarding the assets of the fund will be 
transferred by triplicate statement of transfer and receipt (fig. 
12-15), and the original of this receipt will also be attached to 
the current certificate page of the council book. 

d. Interim custodian. When a unit goes into combat or simu­
lated combat and a consolidated fund custodian has not been 
appointed, an i)lterim custodian (usually the battalion 81) will be 
designated to preclude the loss of fund-owned assets. The interim 
custodian is not authorized to make disbursements from the unit 
fund and, upon relief from combat, the fund will be returned to 
the custodian. The appointment and relief of an interim custodian 
is accomplished in a manner similar to the appointment and relief 
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of an acting custodian and the statement of transfer and receipt 
is filed in the same manner. 

e. Relief of the custodian. When the custodian of the unit fund 
is relieved and a successor custodian is designated, transfer of 
accountability for the unit fund will be accomplishedas follows: 

(1)	 Financial statements. The outgoing custodian will pre­
pare and sign the following financial statements: state­
ments of assets and liabilities, to' include a statement of 
operations, or of receipts and disbursements since the 
end of the period. covered by the last statement of opera-

Company A 
Zd Battalion (Mech), 76th Infantry 

Fort Benning, Georgia 

15 November 1966 

Statement of Trane£er and Rllceipt 
(Temporary Change) 

1. The cash auete of the Unit Fund, Company A, Zd Dn (Mech), 76th 
Infantry. as of 15 November 1966. which are 80 Iltatad.ln.the unit fund records, 
are as follows: 

Caeh all. Hand	 $ 50.00 
Cash in'the Bank $ZZO,40 

Total Cash Assets ~ 

Z. I hereby tranefer the roeponeibilityfor safeguarding the above lie,ted 
cash 8I888t8 and thll'property recorded in the uriit fund council book to lLT John· 
R. B1a2k, who Wlllbe acting custodian duriT..s my temporary absence. 

;f~,L #:7M; 
RICHARD D. MAY 
Captain, lnfanry 
Custodian 

I hereby acknowh"iga l;'8celpt of the above descdbed cash assets and unit 
fund property, for safeguardlngdu:l'l,ng the temporary abseljlce of CPT Richard 
D. May, the unit fund custodian. 

Xi;:. !. !::.':1' 
ILT, Infantry 
Acting Custodian 

I hereby acknowledge that the cMb assets listed above and the property 
described in the unit fund council book were returned to 'me on ZZ November 
1966 by ILT John R. Black, the acting custodian during my temporary absence. 

"i&:ck,!.hr Ylt~ 
RICHARD D., MAY, 
Captain, infantry 
C:ustodJ,e.n 

NOTE: By substituting the words interim custodian for acting cUBtodian, 
this sample can als9 be US,ed for tran.fer to an interim custodian and retrlln,!fer 
to the regular custodian. 

Figure a-15. Suggested Stawment of Tranefer to Aeting Custodian and 
Retran8fer to Regular CU8todian. 
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Company A 
ad Battalion (Mechl, 76th In£antry 

Fort Benning. Oeorlia 

15 Novembo.r 1966 

Stalom.1lI; of Trender and Receipt 
(permanent Change) 

1. Allot. and Llabil!t1... ­

a.~ 

(I) Cash On Hand $ 50.00 
(2) Cash in the Bank $22.0.00 
(31 Government SacuriU... $ 75.00 
(4)	 Amount Due the Unit Fund Nona 

TotalA...tlI $345,40 

b.~ 

(1) Outetall.ding DiU' $ None 
(2.)	 TV 8.181 &. Setvi<:e 

(palanca dilt On t1mepur~ 

chale of TV let) $100.00 
(3) OUtatandillfl Checka, 

No 

" ¥m/66l:I:O~an,Unit 1;5:;5t 

Fund, Co A, Old 
Bn {Meehl 76th In! 

Toml Check. $i5.3J"'" 
Total Liabilltiu 115,35 

Nat Worth of Unit Fund 230,05 

2. Cash BalallC8 Shown in Final Bank Statem.ent 
3. Len Total of OUt.tandl~ Check. 
4.	 tub Balanc8 Redactedfn councU Book ahd


Cheokbook

5. To the beat-of my know1ad,,, and belief, the abovo ucord ia, a


complete and accura.te Btaternent of the financial condition of tho Unit Fund,

CClmpany A, 2d Bn (Mocb); Intantry, reveaUllj all out,tanding liabllitl.os

.and am011nt1 due. Furthermor<l. all property Ucordod In the unit fund

counc:11 book Ie On blind.


"IJ;d-tAcY!ur 
RICHARP>D. MAY 
Captain, Infantry 
RoUrlng Cuetodian 

I b<lr<lby r<lc<liV<l and accept responsibility for th<l abov<I ducrib<ld 
aUO" of the Unit Fund, Company A, Zd 8n (Mocb), 76th Infantry, knowiRJ 
th<l lIbovo etatemllnte. of financial condltl.on to b<l complete and II.Ccurato, to 
tho bost of my knowl<l<ig:<1 andb<lUeJ:, and h.avlng made inventory of all prop­
erty recorded,ln tho unit Iu!ld pounc:i1 book and found it to be preeent. 

el.i- t. 41..h
tnOI-iN R. BLACK 

lLT, InlAntry 
Succe8Sor Cuetodlan 

Figure 12-16. Sugl/eBted Statement of TranBfer and Receipt by 
Suooessor. Custodian. 

tions and net worth (fig. 12-16) ; statement of the bank 
balance as of the date of transfer (figs. 12-10 and 
12-16) ; a reconciliation: of the bank balance on the date 
of transfer with the balance shown in the unit fund 
checkbook, showing any unrecorded deposits or outstand­
ing checks (figs. 12-11 and 12-16), and the custodian's 
portiOI1 of the certificate page in the cash and investment 
section of the unit fund council book (fig. 12-8). 
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(2)	 Inventory of nonexpendable property on loan. An inven­
tory of nonexpendable property on loan from other wel­
fare funds will be made using DA Form 1759 (fig. 
12-13) . 

(3)	 Letter to the bank cashier. The retiring custodian will 
write a letter to the cashier of the bank in which the 
unit funds are deposited, stating that the fund is trans­
ferred and showing the signature of the successor 
custodian. 

(4)	 Receipting for the fu.nd. The successor custodian will 
receipt for'the fund and its property (fig. 12-16) after 
satisfying himself of the accuracy of the financial state­
ments and property records. The statement of transfer 
and receipt should be prepared in triplicate, with the 
original being attached to the current certificate page 
in the unit fUll(~ council book and the duplicates going 
to the retiring and successor custodians. However, when 
an extensive audit is required, acceptance of the fund by 
t\1e successor custodian may be contingent upon audit 
verification. . 

f. Action upon death or mental incompetence 0/ the custodian. 
In the event that the unit fund custodian is dead, mentally in­
competent, or absent from duty at the time of property transfer, 
the installation commander will appoint a board of officers to 
inventory and transfer the unit fund property to a new custodian, 
in accordance with paragraph 37 of AR 735-5. The new custodian 
will sign for only that property that the board's inventory reveals 
is there. 

12__16. Action upon loss of cash or otherassets. a. Responsibility 
for action. The unit fund custodian or council will report immedi­
ately to the installation commander any known, suspected or al­
leged loss of cash or other assets and damage or destruction of 
fund-owned property, other than normal operating losses. The 
installation commander will then require an investigation of the 
alleged loss to be made expeditiously. 

b. Relief from accountability and responsibility without investi­
gation. The installation commander may waive formal investiga­
tion and relieve individuals of accountability and responsibility 
for the loss of fund-owned property, upon recommendation by 
the unit fund council, if the following conditions prevail: 

(1)	 There is no possibility of a conflict of self-interest or 
integrity on the part of any member of the unit fund 
council. 
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(2)	 No probable basis exists for a tort claim and estimated 
maximum loss does not exceed $500. 

(3)	 There is no indication of negligence, fraud, dishonesty, 
or willful misconduct. 

(4)	 There is no requirement in applicable insurance con­
tracts for formal investigation to support the proof of 
loss to be submitted with any claim. 

c. Investigative procedures. The investigation of the loss of 
fund-owned property will be conducted in accordance with AR 
15-6 and AR 230-8 by an investigating officer or a board of 
officers, and a written report of the investigation will be made. 
This report will include findings as to the responsibility (if any) 
for the loss, and recommendations for appropriate action. 

d. Review and corrective action. All reports of investigation 
will be reviewed by the installation commander for adequacy, 
completeness, and concordance of the recommendations with the 
facts in the findings. Where the loss does not exceed $500, the 
installation commander will effect final review and determine the 
corrective action to be taken, including the determination of 
pecuniary liability and the initiation of action to secure restitu­
tion for loss. But when the loss exceeds $500, the installation 
commander will forward the report to the next major commander, 
who will review it, determine the pecuniary liability (if any), and 
return it to the installation commander for appropriate action. 

e. Restitution for loss. When pecuniary liability has 'been deter­
mined, the installation commander will notify the unit fund coun­
cil, which will render immediately a statement of indebtedness to 
each person held pecuniarily liable. If the loss is covered by 
insurance, the council will file proof of loss with the appropriate 
underwriters. If liquidation of this indebtedness cannot be made 
by cash payment, collection from military personnel may be made 
under the provision of AR 230..,8, or by a claim in favor of the 
United States under AR 27-17. 

f. Appeals. Appeals and requests for reconsideration of ap­
proved investigation proceedings, by the individu~1(s) held pecu­
niarily liable for the loss, may be made as prescribed in AR 230-8. 

12-17. Dissolution of the unit fund. When dissolved: The unit 
fund will be dissolved when the unit is inactivated or when its 
strength is reduced to zero. 

Questionnaire 

l. What responsibility does the company commander have 
toward the unit fund.? 

2. If the unit fund council cannot determine if a purchase is 
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authorized or unauthorized, what procedure should be followed? 
3. Can contributions be made from the unit fund to charity 

organizations. (e.g., Red Cross or March of Dimes)? 
4. Explain the procedures. for maintaining records on aU non­

expendable property, to include property on loan from other funds. 
5. Who is responsible for approving the disposition of unit fund 

property? 
6. What procedure must be followed when disposing of unit 

fund property, to include serviceable and unserviceable property? 
7. What is the purpose of the Council Book (DD Form 251)? 
8. When is the unit fund custodian required to prepare a Non­

appropriated Fund Receipt and Disbursement Voucher (DA 
Form 2107)? 

9. What is the maximum amount of money that can be estab­
lished as a petty cash fund? 

10. How often should the unit fund be audited? 
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CHAPTER 13

liNE OF DUTY INVESTIGATION REPORTS

13-1. LOD reports. Examples of two types of Line of Duty In­
vestigation reports are shown in figure 13-1 (Death) and figure
13-2 (Injury). As illustrated in these examples, all appropriate
sections of DD Form 261 must be completed so that information
provided is complete and comprehensive.

13-1
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RIPORT 01' INVesTIGATION
Llltl! OF DUTY ANO MISCONDUCT STATUS

r..R f."'. "' .. "Il ..·.1j 16 Jul,Y 1962

L ••, H.... • ,.,,,, N"",o· '1''''''.ln'''' NO
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c. O!~J'V' DU" "_''''''0
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8ASII' FOR FINDIHOS (<t .......'n•.db!' '."'''''''00)
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r ) NO.. 'U',,'''O. .. If ",,,'CAL 0"."00"
Hengtng-.(apparently aelf_111f'l1oted)\ Aaph,yxia due to strangulation (hallging)
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d. unN', Iirl,m" ° ",y".", AuT"o.'., t, r:=\ .... i=i"UNO' "'........L••OUNO

,. "...."~. 1. All llIater1al 1I1 tnellses were interviewed.
2. There arono d1llor~}lanc1esin the evid.ence ae to the d.uty status of pto Drown.
J. Thie investigator consld.ers ths statements of all witnenes to be·oredible.
~. The following ·cOllilllenta· oil the part of the inveetigating officer. are coneidered.
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The back of thi. form may be uoed as a continuation of the remarks section, Or

bond paper may be uled and signed by the In:veetigation Officer.

Fig"•• 18-1-Continued.
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CHAPTER 14

INTELLIGENCE AND SECURITY

14-1. Checklist. How long has it been since you have-
a. Read AR 380-:-5 (para 5b (I)) ?
b. Used your security inspection checklist?
c. Reviewed your responsibilities with respect to aliens assigned

to your unit (para 3-6, AR 600-200) ?
d. Examined your program for monitoring and reporting the

condud and after-duty hours activities of cleared personnel (para
17b, AR 604-5)?

e. Checked on the investigative requirements for personnel in
the Command Information Program (para 6, AR 604-20)?

f. Closely scrutinized your access. roster to reaffirm the need-to­
know and clearance of all persons thereon (para 5, AR 380-5) ?

g. Checked to determine that each individual authorized access
to classified defense information has been properly briefed and
has executed a Briefing Certificate?

h. Examined your manning chart to determine future losses in
positions which require a security clearance? Have you initiated
a request for security clearance for his replacement well in ad­
vance of the incumbent's departure?

i. Checked to insure that the container you are using for the
storage of classified defense information is authorized?

(1) Is this authorized container properly safeguarded and
secured? .

(2) Changed the combination of your security container?

j. Questioned your Security Control Officer to determine his
knowledge of his responsibilities? Checked to see that the Security
Control Officer is in fact performing his duties?

k. Conducted an after-hours inspection of your area of respon­
sibility to determine proper safeguarding of-

(1) Classified Defense Information (AR 380-5)?
(2) FOR OFFICIAL USE ONLY Information (AR 345­

15) ?
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I. Inventoried all classified documents in your unit? 
m. Reviewed all classified documents for regrading instructions? 
n. Checked with your personnel officer or battalion S2 to deter­

mine whether the DD Forms 98 and 398 of members of your unit 
have been screened to determine whether any are "qualified?" 

o. Reviewed your mandatory training in intelligence subjects to 
insure­

(1)	 That the training has been conducted? 
(2)	 That the training has been posted to the Individual 

Progress Record? 

p. Reviewed your program for safeguarding of Sal and SSI 
while on field exercises? 

q. Become familiar with next higher HQ SOP for additional 
/ requirements on intelligence and security matters. 
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CHAPTER 15

ADJUSTING THE SOLDIER TO HIS NEW CAREER

15-1. General. The individual begins his military career in an
Army training center or in a selected unit. To the new soldier this
is the "front door" to the Army. Here he gets his first taste of
military life. This is where he is indoctrinated in the fundamentals
of military service and where he forms the thoughts, ideas, and
habits that stay with him throughout his service-and .that go
with him when his service is terminated. From this starting point
in his career, the soldier will develop in proportion to the effort
made to "put him on the right track" and to the application of
sound training practices during this vital period of adjustment.

15-2. Criteria. Essential to the smooth and orderly transforma­
tion of the individual from a citizen to a soldier is the organization
and caliber of the training establishment. The commander of this
training activity must be given the tools to work with and enough
priority to insure assignment of the most competent officers and

. men. Personnelshould be carefully selected, highly motivated, and
imbued with the standards prescribed for. basic combat training.
A prerequisite for later command has its foundation in. these cri.
teria. Until an officer and noncommissioned officer has served in
these capacities he is handicapped in the art of training units.

15-3. Problems. Trainer personnel will face many problems.with
their new soldiers. Trainees come from every walk of life, with all
kinds of schooling and other civilian experience, and with a multi­
tude of aptitudes, beliefs, and skills. From this complex mixture
of raw material, the training unit commander .has to turn out
trained soldiers who are ready to undergo further training and
ultimately become combat-ready fighters in the Army's combat­
ready units.

15-4. Guidance and assistance. During this period of his train­
ing, the new soldier will have to learn:how to live as a soldier with
other soldiers. He will learn to accept discipline; to keep physically
fit; to develop proper habits of eating, sleeping, recreation, and

WWW.SURVIVALEBOOKS.COM



Pam 350-14 31 July 1967 

sanitation; and to live harmoniously with his· fellow· soldiers. 
These things will not come easily to all trainees. Many will need 
lots of help and lots of guidance to overcome their troubles. Their 
leaders are the ones who can, and should, give them this assistance. 

15-5. The goal. Although most new soldiers are being trained as 
replacements for other units, all training unit leaders will·do well 
to look at their trainees this way: These are my men! I will train 
them as if I am going to fight along-side them and as if my life 
will some day be in their hands! 
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CHAPTER 16

INSPECTOR GENERAL

16-1. Mission. The mission of an inspector general is'to inquire
into the report upon matters which pertain to the performance of
mission and the state of discipline, efficiency, and economy of the
command or installation. His sphere of activity embraces every
phase of activity which is within the sphere of responsibility of
his commander. As a confidential agent of his commander, he
carries out investigations and inquiries as directed.

16-2. Inspections. The IG spends most of his time inspecting for
the commander. An annual general inspection is made of each
command and activity during, each fiscal year. In addition to pro­
viding the major commander with an impartial app~aisal of the
unit, the IG inspection assists the unit commander in detecting his
problem areas and taking corrective action. In this regard, the
preparation for the IG inspection can be of great value in itself,
providing the unit a focal point in calling attention to neglected
areas which always creep in during the course of training, field
exercises, and other unit activities.

16-3. Complaints. The Inspector General Complaints System has
been established for the basic purpose of correcting injustices
affecting individuals and of eliminating conditions determined to
be detrimental to the efficiency or reputation of the Army.

16-4. General. In the conduct of AGI and in the administration
of the IG complaints system, the following observations have been
noted that often apply to junior commanders and youngofjicers:

a. Too many junior officers are not familiar with the provisions
of AR 600-20, "Army Command Policy and' Procedure." Conse­
quently, they are not aware of the eJl;tent or nature of their
responsibility to their subordinates in such matters as exercise
of military authority, private indebtedness, support of depend­
ents, and handling of complaints and accusations. AR 600-20 has­
a wealth of important information concerning enlisted aspects of
command, policies, and procedures, etc, which makes it a "Bible"
for the junior commander.
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b. The chain of command frequently breaks down at section or 
platoon level, and sometimes at company level. Get to know your 
men as individuals, talk to them often and insure that you are 
never isolated from them. (Reference: "Soldier's Guide for Self 
Dire·ction." ) 

c. Don't permit your first sergeant or other NCO to administer 
punishment directly or in the guise of extra training. 

d. Commanders sometimes fail to reward exemplary perform­
ance or recognize "in writing" deserving soldiers. 

e. Commanders fail to document submarginal performance or 
conduct, and are then stymied in taking adverse action because 
the record will not support such action. Don't "transfer" your 
problems to another commander or give high efficiency and 
conduct ratings to good and bad soldiers alike. 

f. Understand the Morning Report and insist that your first , 
sergeant as well as .the company clerk understand it. It is one of 
the most important Army documents (DA Form 1). 

g. Get a solid. knowledge of the administration of Military J us­
tice, particularly Article 15. Judge each case on its merits, take 
prudent and timely action, and be sure the individual knows why 
the action is taken and his right of appeal. 

h. Learn to effectively conduct inspections and detect problems. 
i. Remember that' what may seem an insignificant matter to 

yOU may be, in the eyes of the individual concerned, an insur­
mountable problem. 
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CHAPTER 17

REFERRAL AGENCIES

17-1. Guidelines. a. Time is of essence in handling most personal
problems encountered. The persistence of such problems almost

. inevitably makes solutions more difficult to achieve. The following
list has been prepared to aid the small unit leader in the timely
selection of an appropriate referral agency which can furnish
technically competent assistance to individuals with problems their
leaders are not qualified to treat. While not all such agencies are
listed, those which handle the majority of problem cases encoun­
tered by the average company commander have been included.

b. The sta.ndard procedure for referrals to agencies listed is
for the individual first to see his squad leader, who will refer
the man to his platoon leader, who will then take the problem
either to the first sergeant or to the company commander. There
arc three important reasons why this procedure should be used.
One is simply that the individual must obtain permission to be'
absent from his unit. Absenting himself without permission will
only compound his problems. The second reason is that many
problems can be solved at a company level, if they are known.
This does not preclude the possibility that a man may have a
problem of such a nature that he will not discuss it with personnel
at company level, nor does it imply that all problems can be
solved at the company level. However, eliminating those prob­
lems that can .be handled saves not only the individual, but the
agencies concerned, a great deal of time and effort. A third
reason is to keep the company commander informed as to the'
existence of problems and/or complaints in· his unit. A lack of
knowledge could become embarrassing for him in the event he
were called by a referral agency for more information about a
case.

17-2. American Red Cross. a. At a post, camp, or station level,
all units are served by a central unit of the Red Cross. Overseas,
or when a division is operating independently, a field director is
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attached to the Gl Section of the infantry division. Further, if 
battalions are operating in a dispersed situation, an Assistant 
Field Director is attached to each battalion. 

b. The Red Cross provides services to all personnel of any 
military establishment and their dependents. 

c. Examples of cases handled: 
(1)	 Aid to those who need assistance in communicating with 

their families concerning their health and welfare. 
(2)	 Consultation and guidance on emergency personal and 

family financial or health problems, except those of a re­
ligious or moral nature, which are a chaplain's function. 

(3) Reports of specific home conditions, which are needed in 
the consideration of applications for emergency leave, 
morale leave, compassionate reassignment, deferment 
from oversea reassignment, and dependence or hardship 
discharge. (These reports must be requested by the com­
manging officer of the person concerned.) 

(4)	 Aid in obtaining Federal and State benefits available to 
Army personnel and their dependents. 

(5)	 Grants or loans to return home on account of sickness, 
death, or other grave emergencies in the immediate 
family, which includes only parents, brothers, sisters, 
wife, children, and persons in loco parentis (acting in 
lieu of parents). Such help is given only with approval 
of the commanding officer, and after the emergency con­
dition has been verified by the Red Cross. 

(6)	 Loans or grants needed for basic maintenance, when 
allotments are delayed or interrupted, or when emer­
gency needs arise. 

(7)	 In cases the Red Cross cal\not handle, referrals will ber 

made to local community referral agencies. 
d. Examples of cases not handled: 

(1)	 Loans or grants to return home on account of the sick­
ness or death of someone not in the immediate family. 

(2)	 Problems involving questions of law or legal rights, 
which should be referred to the Legal Assistance Officer 
or the Military Justice Section. 

(3)	 Problems which are basically moral or psychological, 
which s.hould be referred to the chaplain or the psychia­
trist.. respectively. 

e. Procedures for referring to Red Cross: 
(1)	 Unit chain of command. 
(2)	 Iridividual directly to Red Cross. 
(3)	 Appointment desired but not necessary. 
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Note•. 
1.	 I;n cases where illness exists in the immediate family, the 

local Re(i C~oss will ,contact the chapter located' nearest the 
family. 'This contact may' be made by wire, telephone, or 
letter, dependi~guponthe seriousness of the reported illness. 

2.	 A delay occurs when the inilitary ARC chapter has to con­
tact another chapter to verify the emergency. The service 
member, should b,e advised in a briefing by the comman<,ier 
that requests, for emergency leave or other compassionate 
reason should be initiated through the member's home chapter 
by a doctor or clergyman and that the soldier's family should 
be advised of the procedure to be followed. The proper 
procedure will save hours,if not days, of valuable time 
which may result in the serviceman being able to be at an 
emergency site on time. This applies particularly in· an 
oversea situation. 

17-3. Army Emergency Relief. a. Each unit commander and per­
sonnel officer initiates and handles Army Emergency Relief (AER) 
cases. The personnel officer refers cases to the post, camp, or 
station AER office. 

b. The AER provides emergency loans and/or grants to mili­
tary personnel and their dependents, when the Red Cross cannot 
assist. 

c.	 Examples of cases handled: 
(1) Emergency loans when military personnel do not receive 

payor allow::tnces on schedule. 
(2) Emergency loans when military personnel lose their pay 

or other personal funds. , 
(3)	 Loans to cover emergency medical, dental, or hospital 

expenses. 
(4)	 Loans to cover funeral expenses, not to exceed ij\500. 
(5)	 Travel expenses when travel is due to an emergency. 
(6)	 Funds for emergency transportation of dependents to 

meet port calls. . 
(7)	 Loans for payment of initial rent, or payment of rent 

to prevent eviction. 
(8)	 Loans or grants to prevent privation of dependepts due 

to some emergency situation, other than the ones de­
scribed above.' 

d.	 Examples of cases not handled: 
(1)	 Loans' to' cover court fees, lawyer's fees, fines, income 

taxes, installment payments,. or debts incurred while 
maintaining standards of living not commensurate with 
their pay and allowances. 

(2)	 Loans to cover emergency expenses which the Red Cross 
will help defray.' 
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e.	 Procedures for referring to Army Emergency Relief: 
(1)	 Interview and approval of commanding officer. 
(2)	 Personnel officer verifies Expiration Term of Service 

(ETS), pay status, and administrative actions. 
(3)	 Referred to Red Cross. If Red Cross cannot assist, then 

referral back to AER. 
(4) Dependents,	 if living on an Army post, should apply 

to the AER officer. If living in a civilian community, 
they should apply to the local Red Cross chapter. 
Notes. 

1.	 Before AER can lend or grant money, the 'Red Cross must 
indicate that it cannot assist in the case. There is a spaee 
on the AER application form which requires an entry by the 
Red Cross to this effect. Consequently, the unit commander 
should send men in need of emergency financial aid to the 
Red Cross first, and.if it cannot assist, referral will be made 
to the AER. 

2.	 The Army Relief Society (ARS) is closely affiliated with the 
AER. The purpose of the ARB is to assist needy widows 
and orphans of Regular Army personnel. 

17-4. Personal affairs officer. a.The unit 'personnel officer is 
normally designated as the personal affairs officer. In cases that 
he cannot handle, referral is made to post personal affairs officer 
(normally post personal affairs officer and post AER officer are the 
same).' 

b. The personal affairs officer will counsel. military personnel 
about a wide range of matters classed as personal affairs. 

c.	 Examples of cases handled: 
(1) Inquiries concerning insurance policies, companies, and 

salesmen. 
(2)	 Advice on absentee voting for service personnel and 

their dependents. 
(3)	 Problems concerning Soldier's Deposit or the Savings 

...'Bond Program. 
(4)"Advice	 on retirement rights and benefits to those about 

to retire from active, duty. 
(5)	 Survivor assistance to -the dependents of deceased serv· 

ice personnel (for example, advice on funeral arrange· 
ment, survivor benefits, probating of will, etc.). 

d.	 Examples of cases not handled: 
(1)	 Problems involving legal considerations, which should 

be sent to the legal assistance officer or the Military 
Justice Section. 

(2)	 Problems involving requests for loans or grants. 
e.	 Procedures for referring to personal affairs officer: 
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(1)	 Unit chain of command. 
(2)	 Individual directly to Personal Affairs Section. 
(3)	 Appointment desired but not necessary. 

Note. It is critical for the commader to refer to the personal 
affairs officer those of his men who have questions on inservice 
loans, insurance, etc. After insurance is purchased, or a contract 
is signed, the personal affairs officer is powerless to help. In most 
installations, the personal" affairs officer will also be the custodian 
of Army Emergency Relief funds. He also works closely with 
the Red Cross. 

17-5. Inspector general. a. The inspector general (IG) is a de­
tailed inspector general and is assigned for duty on the staff of the 
division commander. 

b. The IG's office investigates many complaints of the individual 
soldier and military dependents. Some of these complaints are 
listed below. 

c. Examples of cases handled: 

(1)	 Administration-partiality in administration, mistreat­
ment of personnel. 

(2)	 Allegations-forced payments of donations, member­
ships, etc. 

(3)	 Disciplinary matters.......mass punishments, etc.

(4)	 Duties-degrading to NCO, excessive hours, excessive 

guard duty, partiality .i'n assignments, protest of details 
(CQ, KP, etc.). 

(5)	 Discrimination-segxegation. 
(6)	 Enlistment promises-not .kept for schools, organiza­

tions, grade, MOS, etc. 
(7)	 Denial of permission to see IG. 
(8)	 Leave and pass-denial of leave or pass, passes unjustly 

withheld, restrictions on passes too stringent. 
(9)	 Mess and food-quality and quantity. 
(10)	 Pay and allowances-complaint about any type of pay 

or allowance; for example, failure to receive, deductions, 
etc. 

(11)	 Service and sl1Pply-dental and medical care denied, or 
inadequate; living conditions. 

d. Examples of cases not handled: 
(1)	 Complaints of wrongs or appeals under Act 138, MCM. 
(2)	 Actions as result of report of survey (AR 735-11). 
(3)	 Actions in connectio!,\ with courts-martial (UCMJ and 

AR 15-185). 
(4)	 Protest of type of discharge from military service (AR 

15-180). 
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(5)	 Matters involving indebtedness and nonsupport (AR 
600-20). 

(6)	 Matters involving counterintelligence investigations 
(AR 381-130). 

e. Procedures for referring to IG: 
(1)	 Unit chain of command. 
(2)	 Individual directly to IG. 
(3)	 Individual by letter to IG (division level or higher). 

Note. The preceding list of examples of eases handled is only a 
very condensed listing of referral matters brought "to the IG. 
Actually, almost any type of complaint or problem may be a 
matter for the lG. For a more detailed list of types of complaints, 
consult the chief clerk of the division IG's office. 

17-6. Military Justice Branch. a. The Military Justice Branch is 
a section of the Division Staff Judge Advocate Section. This sec­
tion advises and assists military personnel on military justiCe 
matters. 

b. Examples of cases handled: 
(1) Timely appeal of punishment	 under the UCMJ, when 

the claim is that the punishment is not legal, or is unjust, 
or is disproportionate to the offense (para 134, MCM 
1951) . 

(2) Requests	 for advice from military personnel confronted 
with civil criminal charges. 

(3) Requests	 for advice as to the rights of suspects in 
criminal investigations before charges are' preferred. 
After charges have been preferred, individuals may seek 
advice from the defense counsel of the Military Justice 
Section of the Division Staff Judge Advocate. 

c. Procedures for referring to Military Justice Branch: 
(1)	 Unit chain of command. 
(2)	 Appointment made by the individual's commander with 

the Military Justice Branch. 

17-7. Legal assistance officer. a. The Legal Assistance Section is 
a section of the Division Staff Judge Advocate Section. This sec-' 
tion counsels military personnel and their dependents about their 
personal legal problems. 

b. Examples of cases handled: 
(1)	 Problems involving contracts and repossessions. 
(2)	 Naturalization, citizenship, and adoption problems. 
(3)	 Marital problems. 
(4)	 Problems involving disputed debts. 
(5)	 Any legal problem involving civilian law. 
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(6)	 Tax problems. 
(7)	 Wills and powers of attoney. 

c.	 Procedures for referring to legal assistance officer. 
(1)	 Unit chain of command. 
(2)	 Individual directly to legal assistance officer. 
(3)	 Appointment desired but not necessary. 

Notes. 
1.	 Legal assistance is normally given only in an established 

legal assistance office or at a hospital or place of confinement. 
2.	 The legal assistance officer's advice is solely in his individual. 

capacity as an attorney, and his views or opinions are not 
necessarily those of the Department of the Army or the U.S. 
Government. 

S.	 Privileged communications exist between client and legal 
as.sistance officer. 

17-8. Claims Section. a. The Claims Section is a branch of the 
Division Staff Judge Advocate Section. This section handles the 
administration and settlement of claims for or against the United 
States. 

b.	 Examples of cases handled: 
(1)	 Damages done to household goods during transit or 

storage. 
(2)	 Damage of private property by military personnel. 

c. Procedures for referring to claims officer: Usually battalion 
claims officer, for unit. 

17-9. Chaplain. a. Chaplains are available for duty with each 
battalion of the division. The chaplain provides for every military 
man his church away from home, and is the individual's pastor or 
priest. 

b.	 Examples of cases handled: 

(1)	 Marriage problems-before and after marriage. 
(2) Family problems-arising out of indebtedness and mari­

tal problems. 
(3)	 Problems of conscience. 
(4)	 Problems of adjustment to the service-to include home­

sickness. 
(5) Religious problems. 
(6)	 Problems involving a need for moral or spiritual motiva­

tion or encouragement from a moral or spiritual leader. 
c.	 Examples of cases not handled: 

(1) Compassionate	 transfer cases, hardship discharge, and 
other similar cases. Although these are originated by the 
~ompany, the chaplain can assist the men and command­
ing officer in this. 
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(2)	 Emotional or physical disturbances that require psy­
chiatric or medical help. 

d. Procedures for referral to chaplain: 
(1)	 Unit chain of command. 
(2)	 Individual directly to chaplain. 

17-10. Psychiatrist. a. The mission of the psychiatrist is to pro­
vide professional aid to military persons who have emotional 
problems. 

b. Examples of cases handled: 

(1) Adjustment problems. 
(2)	 Marital difficulties of cadre and/or basic trainees. 
(3)	 Situational evaluation for change in job, assignment, 

profile, etc. 
(4) Psychotherapy of psychoneurotic patients. 
(5)	 Evaluation for administrative boards, hospitalization, 

security clearances, CID investigations, etc. 
c. Examples of cases not handled: 

(1)	 Financial problems, in some cases, the underlying cause 
of the existing financial problems might be due to 
psychological or psychiatric factors and the individual is 
referred from another agency. 

(2)	 Problems involving question of law or legal rights. 
(3)	 Administrative matters, such as hardship discharge, 

where there are no psychiatric implications. 
d. Procedures for referring to psychiatrist. 

(1)	 Unit chain of command. 
(2)	 May be referred by chaplain, JAG, hospital clinics. 
(3)	 Individual refers himself. 
(4)	 In tactical situations, individual is referred through 

medical channels, that is, battalion surgeon, to Division 
Clearing Station where the Neuropsychiatric Section is 
located. 

PUBLICATIONS: 

AR 20-1, "Inspector General Activities and Procedures," as 
amended. 

AR 22-12, "Disciplinary Proceedings Subsequent to Exercise 
of Jurisdiction by Civil Authorities." 

AR	 27-20, "Basic Regulation." 
AR	 40-216, "Neuropsychiatry." 
AR 166-20, "Duties of Chaplains and Commanders' Responsi­

bilities." 
AR 210-8, "Commercial Life Insurance Solicitation." 
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AR 600-30, "Character Guidance. Program." 
AR 608-series. "AR on Personal Affairs," 
AR 600-200. "Enlisted Personnel System." as amended. 
AR 635-89. "Homosexuals," as amended. 
AR 635-212, "Discharge; Unfitness and Unsuitability" as 

amended. 
AR 910-10, "Army Emergency Relief: Authorization, Organi­

zation. Operations and Procedures," 
AR 940-10. "National Red Cross Service Program and Army 

Utilization," as amended. 
DA Pamphlet 16-60. "The Chaplain as Counselor," 
DA Pamphlet 360-502, "Your Personal Affairs," 
DA Pamphlet 608-2. "The Army Personal Affairs Handbook," 
FM 16-5. "The Chaplain," 
Legal Assistance Digest. Office of The Judge Advocate General, 

Department of the Army. Washington. D. C. 
ManUltl for Courts-Martial. United States, Department of the 

. Army, Washington. D. C. May 1951. 
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CHAPTER 18

DISCHARGES

18-1. Elimination of enlisted personnel. a. Enlisted personnel
may be discharged from the service prior to the expiration of their
term of service for-

(1) Misconduct (AR 635-206).
(2) Unfitness and Unsuitability (AR 635-212).

b. Additionally, personnel may be eliminated from the service
by action of a general court-martial or by resigning under the
provisions of AR 635-200. (In the latter case only those enlisted
personnel who have served a minimum of 3 years of an unspecified
!enlistment may exercise the right to resign in lieu of a board
action or a court-martial.)

c. Discharges:
(1) Types:

Type DDForm Character of discharge Type of Action

Honorable 256A Honorable Administrative
General 257A Under honorable Administrative

conditions
Undesirable 258A Under conditions other Administrative

than honorable
Bad Conduct 259A Under conditions other General Court..

than honorable Martial

(2) Conditions of awarding:
(a) For an honorable discharge to be awarded, the en­

listed man's record must reflect a conduct rating of
at least "GOOD," an efficiency rating of at least
"FAIR," no general courts-martial, and not more than
one special court-martial. If these conditions do not
exist, subsequent honorable service or a decoration
received after the condition arose can outweigh it and
an honorable discharge may be awarded.

(b) A general discharge may be awarded, when the en-
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listed man's records reflect no general courts-martial, 
but more than one special court-martial. 

(c)	 Undesirable discharges are awarded for misconduct, 
unfitness, and security reasons. 

(d)	 Bad conduct and dishonorable discharges are awarded 
as a result of court-martial actions (para 14b, 15b, 
127, MCM 1951). 

d. Causes for elimination: 
(1)	 Misconduct (AR 635-206): Fraudulent entry, convic­

tion by civil court, AWOL, and desertion are causes for 
elimination under this heading. Elimination is effected 
when it is deemed inadvisable to try the individual con­
cerned by court-martial, or where the statute of limita­
tions for the particular offense has expired. The type of 
discharge awarded will be determined by the general 
court-martial convening authority. 

(2)	 Unfitness (AR 635-212) : Individuals may be discharged 
by reason of unfitness with an undesirable discharge, 
unless the particular circumstances in a given case war­
rant a general or honorable discharge, when it has been 
determined that an individual's military record is char­
acterized by one or more of the following: 

(a)	 Frequent incidents of a discreditable nature with civil 
or military authorities. 

(b)	 Sexual perversion. 
(c)	 Drug addiction or the unauthorized use or possession 

of habit forming narcotic drugs or marijuana. 
(d)	 An established pattern of shirking. 
(e)	 An established pattern showing dishonorable failure 

to pay just debts. 
(3)	 Unsuitability (AR 635-212): Individuals may be dis­

charged by reason of unsuitability with an honorable or 
general discharge when the individual's military record 
is characterized by one or more of the following: (Bat­
talion commander can appoint board and approve dis­
charge if recommended by the board). 

(a)	 Inaptitude: Persons who are inapt due to lack of gen­
eral adaptability, want of readiness or skill, unhandi­
ness, or inability to learn. 

(b)	 Disorders of intelligence, character and behavior. 
(c)	 Apathy (lack of appropriate interest), defective atti ­

tudes, and inability to expend effort constructively. 
(d)	 Enuresis. (When it eXists with (b) above.) 
(e)	 Chronic alcoholism. 
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(I)	 Homosexuality (class III). Evidences homosexual 
tendencies, desires, or interest, but is without overt 
homosexual acts. (For other cases see AR 635-89.) 

(g)	 Three consecutive failures to meet minimum require­
ments in test design:ed to verify PMOS (para 
2-35a (3), AR 600-200). 

(4)	 Offenses chargeable under the Uniform Code of Military 
Justice, 1951. 

e. Commanders must be mindful that elimination proceedings 
should be taken only as a last resort. Reasonable attempts must 
be made to rehabilitate the individual or to reclassify or reassign 
him in an endeavor to make him adaptable to military life. A 
pure linear measurement of offenses should not be used as a 
criterion or elimination. Each individual case must be judged on 
its own merits because of the cost to the service (in losing the 
individual) and cost to the individual (in regard to losing Federal 
and State rights and social acceptance). 

f. Steps for elimination: 

(1)	 Insure you have correct regulation. 
(2)	 Document case fully. 
(3)	 Follow regulations to letter. 
(4)	 Consult experts. 
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CHAPTER 19

SPECIAL PROllLEMS OF COMMAND

19-1. General. There are other special problems which the leader
will encounter in all categories of units whether infantry, artillery,
armor, engineers, combat support, technical, or administrative.
Several of these recurring problems, with suggestions as to their
handling, are discussed below. There are others, of course, aud
some may have a "newness" which will startle the commander. In
each such case, the officer must find the way to proceed quietly
and objectively to determine the facts, weigh them, and decide
what action, if any at all, should be taken for the benefit either of
the man or men concerned, hi; unit, or the broader good of the
Army and the Nation. The officer's commission is a public trust;
he is expected to choose a wise course of action, and have the
courage to follow it.

19-2. Absence without leave. a. Commanders of companies will
certainly be faced with the problem of absence without leave. It
is the military example of "cutting classes," or staying away from
work which the civilian chief calls "absenteeism." But in a military
command it is far more serious. Skulking in battle is an aggra­
vated form of AWOL; Like other problems it can be reduced
greatly, if not entirely eliminated, by a sound approach.

b. Many times men are absent without leave when by asking
they could easily have received permission to be away. The first
essential is that all men understand clearly how and when they
may obtain passes for short absences, and leaves for longer ones.
As duty permits there should be realliness to grant this authority
within the scope of regulations. Then when duty requires all
to be on duty continuously the men will be better prepared men­
tally to accept the situation.

c. Instruction will constitute the preventing for a large por·
tion of men. Good men cherish their standing in the eyes of their
superiors and of their fellows. They must understand that such
an absence is prejudicial to promotion or assignment to are·
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sponsible position. They should be made aware of the standing 
of the organization itself in this matter because senior com­
manders watch carefully the comparative standings of their units 
in AWOL and other transgressions. They must understand about 
loss of pay for the offense. The problem is ~educed by being cer­
tain that sound, positive instruction is given about the gravity 
of the offense as to its individual effects, although it may not be 
eliminated by this method. 

d. After a man returns from an unauthorized absence there 
must be an interview with the commander. What was the true 
reason for the absence? Did he understand the policy for leave 
or pass? Was he denied authority for absence? Was his reason 
an important one as to his personal affairs, or trivial, or an exam­
ple of character weakness? The commander must strive to learn 
the cause and having done so, apply such corrective action as is 
indicated. 

e. A series of such interviews is almost certain to disclose that 
men most prone to offend in this matter are those of lowest intel­
ligence, education, ambition, or weakest in character. Patience in 
instruction of such men may be necessary. 

f. Strong action must be taken as to repeated offenders who 
continue the practice despite instruction, sound appeals to pride, 
and milder punishments. Here will be found those most prone to 
skulking on the battlefield, or self-inflicted wounds. They are the 
ones most likely to be asleep when they should be alert to detect 
enemy action, or to turn back from a patrol. In such cases the 
only remaining action may be to let trials by court-martial run 
their course. 

g. The comandel' must face this problem with wisdom and 
sound action. 

19-3; Debt and the commander's responsibility. a. What is the 
responsibility of the commander? He has a duty to instruct be­
cause some men, even senior NCO and officers, contract obligations 
beyond their capacity to pay. He can be certain that the majority 
of "temptations" are disclosed, such as car, appliance, china, travel, 
book, insurance, clothing, etc. He can also prevent salesmen en-' 
croaching upon training time, or even the unit premises unless the 
salesman has an authorization in hand from appropriate authority. 

b. When the damage is done, the commander may assist the 
person in financial difficulty' to make a consolidated loan, save 
interest, and have repayment placed on an attainable basis. In 
some instances such loans may be obtained from the Red Cross, 
or Army Emergency Relief. This procedure includes opportunity 
to instruct in order to develop the "never again" attitude. 
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c. An associated administrative problem is the barrage of letters 
from creditors demanding collection assistance. There is a regula­
tion which requires commanders to assist bona fide creditors in 
collecting amounts properly payable to them; and there is the 
accompanying duty of a commander to protect his men against 
fraudulent or incorrect claims. Some creditors resort to threats 
against the commander as well as the creditor. What course should 
a commander follow? He should require the creditor to provide 
a -copy of the contract, or whatever written agreement or record 
he has to substantiate his claim, with a statement of all payments 
to date. He should consult the soldier (or the officer) to determine 
whether there is an agreement between creditor and debtor, and 
the serviceman's version of the indebtedness should be deter­
mined. Some cases may require guidance from the legal assistance 
officer. When the commander has satisfied himself that there is an 
indebtedness, and payment is in arrears, it becomes his duty to 
require or try to arrange a suitable method of payment. A sol­
dier (or officer) may be punished for failure to pay his debts. 

d. This is an unpleasant duty which falls to commanders of 
companies, and even to battalion commanders. It is a sign of our 
times and our ways. It is kept under control by training and by _ 
guidance before heavy debts are incurred. In any case, expect to 
encounter the problem and regard it as a continuous problem area 
which deserves constant checking into. 

19-4. Congressional letters. A letter from a Congressman reo 
quires an immediate reply, usualJy within 36 hours. A congres­
sional letter received at Fort Lewis assumes top priority over 
everything else and is given the personal attention of the Com­
manding General. A soldier has the prerogative to write his Con­
gressman, but you as company commander can, in almost alJ cases, 
take care of a man's problem before he becomes so desperate that 
he feels he has nowhere else to turn. The Open Door Policy will 
usually prevent problems from increasing to such magnitude. The 
Open Door Policy provides that at least 1 day a week a company 
commander will "leave his door open" for a specific period to any­
one and everyone in his command. However, this does not preclude 
this being done at other times. NormalJy if squad leaders, platoon 
sergeants, platoon leaders, first sergeants, and company com­
manders will take time to know their men and "give them an 
ear" to talk about their problems, the problem will usualJy be 
solved right then and there. If the man does not want to telJ you 
his problem, make sure he knows he can go to the Chaplain, or 
the Community Services Agency, or even the "IG." Yes, even the 
"IG!" That's better than forcing him to write his Congressman. .A, 
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soldier has a right to go to any of these offices and you cannot 
stop him, but make sure that he understands that he must first 
make an appointment through the first sergeant. In the long run, 
continuous effective leadership in this vital area will prevent extra 
work on your part having to answer a congressional letter that 
need never have been written. 

19-5. The curbing of vulgar and profane language. a. In the 
spring of 1965, the Chief of Staff, U.S. Army, General Harold 
K. Johnson, issued instructions to curb the use of vulgarity and 
profanity in the conduct of instruction and official, oral conversa­
tion in the Army and in part stated, "The use of off-color or 
suggestive stories has been justified to me as essential for estab­
lishing audience rapport or for rekindling interest in a presenta­
tion. I would only comment that any individual who must resort 
to such practices should review his ability as apublic speaker or 
instructor." 

b. The use of improper and obscene language is not acceptable 
in any person in the military service, and especially so in a leader 
of men. The use of such 'language degrades the user, is an 
unfavorable reflection on the service, and is offensive to those 
who are forced to listen to it. It is often said that only the 
ignorant find it necessary to, express themselves in profane and 
vulgar language. Certainly the individual who resorts to its use 
is acknowledging his lack of knowledge of his own language, and 
perhaps even more important, he is consciously or uncQ.nsciously 
showing poor taste and lack of respect for. others. The importance 
which is given to this matter is best illustrated by the fact that 
the use of language unbecoming the dignity and standards ex­
pected of military personnel is punishable under Articles 133 and 
134 of the Uniform Code of Military Justice. 

c. Young men of these years, as in all past eras, include an 
overwhelming ,majority of clean, decent people who find un­
pleasant the use by others of foul, vulgar, profane expressions. 
Indeed, some of its users d9 so under the mistaken impression 
that it affirms their own maturity and manhood. The caution 
stated by the Chief of Staff should bear great weight. 

19-6. The venereal problem. A curse of mankind, shared by 
armies, is venereal infection resulting from unwise or foolish 
sexual contacts. The venereal rate of a command is one measure 
among many others of the leadership ability of the commander. 
It is a command responsibility to instruct men on the broad sub­
ject of morality and clean living as well as measures to avoid 
infection. However, if, a man becomes infected he should report 
it at once so that he ,can be given medical treatment. 
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19-7. The complaint problem. a. The commander must be ac­
cessible to members of his unit who wish to state a complaint. 
Some of the complaints will be petty. Others may be deliberate 
attempts to injure the reputation of another with a charge which 
is without a foundation. There are other occasions, however, even 
in the best organizations, where genuine cause for dissatisfaction 
may occur. This is information which the commander must obtain 
lest the morale of his unit be seriously impaired. His men must 
know that they may state a cause for complaint to their com­
mander with the knowledge that he will give them a hearing 
and correct the grievance if he is convinced of its truth. They 
must believe that he will wish to remove causes for proper 
dissatisfaction. 

b. Poor soldiers find many causes for grievance. Good soldiers 
will seek to avoid making a complaint. But when ideas, sug­
gestions, or reports are stated to the commander which affect 
the welfare, the efficiency, the morale of the unit, or any individ­
ual therein, it must be heard sympathetically. If the condition 
reported can be corrected or deserves correction, the action should 
be taken at once. 

c. Delivery of mail: Homesickness may well be said to be the 
"occupational disease" of the American soldier. Next to food, the 
student of soldier psychology might place the prompt delivery 
of mail. Indeed, for the soldier with a wife, a son or daughter, 
a sweetheart or a beloved father or mother, mail may be of far 
greater lasting importance than food. Commanders of units must 
pay particular .attention to this necessary task. They must see to 
it that the soldier's mail reaches him quickly and safely. They 
must make certain that none is lost and that chance of malicious 
opening and violation of p,ivacy is reduced to the vanishing 
point. A letter' from home is of the highest importance to the 
soldier as it serves to unite him for a moment with those he 
loves. For the most part, letters will quiet his apprehensions and 
dispel the worries which beset those who are far removed from 
their homes. Knowledge that all is well at home secures a peace 
of mind so strong that it justifies every effort a good mail service 
requires. 

d. The commander is urged to check the method of receiving, 
guarding, and distributing the mail as it reaches his organization. 
Are the individuals charged with handling incompletely trust­
worthy or are there unsolved complaints of rifled or stolen letters? 
Is the mail guarded scrupulously from the time of receipt until 
it is handed to the soldier, or is it allowed to lie about, subject 
to scrutiny and mishandling? Is it tossed promiscuously into a 

19-5 

WWW.SURVIVALEBOOKS.COM



Pam 350-14 31 July 1967 

milling throng with small regard to its actual delivery, or is it 
handed to the individual to whom addressed? Is it held for long 
hours after receipt to be distributed at the whim of some individ­
ual, or is the mail delivered as promptly as circumstances permit 
after receipt? Are registered and special delivery pieces handled 
with due regard to postal regulations? Are your receipts for these 
classes of mail maintained exactly as prescribed? The soldier 
treasures his packages from home. Are packages zealously 
guarded so that petty pilfering is surely prevented? These are 
all matters which are very important in the daily life of the 
soldier. 

e. Importance of letters to parents: In a number of organiza­
tions, commanders make it a practice to write letters to parents 
of their men when important personal events have occurred in 
which they may take pride. The people of the United States are 
tremendously and vitally concerned about the progress of the 
Army to which they have given the services of their sons. Their 
impressions are formed by the reports they receive from their 
sons and their neighbors and friends. No amount of big-name an­
nouncements as to Army morale and conditions will offset the 
local effect of an unfavorable report from a personal acquaint­
ance. "The interest and satisfaction which can be developed by 
contact, even by letters, with the folks at home are worth the 
effort required. 

f. Many company, battery, or platoon leaders write these letters. 
"Dear Mrs. Brown," they may write, "1. am pleased to tell you 
that I have recommended your son for promotion to the grade of 
corporal. He has worked hard here and his record is splendid. He 
is quite a good soldier." Or this: "As you know, your son has 
been confined to the station hospital. I have visited him several 
times and have had frequent reports about his condition from his 
medical officer, the chaplain, and others. I can tell you now that 
he is well on the road to recovery, and his return to this organiza­
tion will occur very soon. He is performing a service to his nation 
of which you and he, too, will always be proud." The American 
soldier is a young man. He is usually away from home for the 
first time. His parents are anxious that he perform his duties 
creditably. 

g. Have you been present when a letter is received from a young 
soldier? Do you know it is discussed and passed around or read 
aloud to others ? Can you· not imagine the effect of a letter from 
a soldier's commander? Form the habit of' writing personal 
letters to the parents of your soldiers on proper occasion. It 
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places a human touch on a relationship which is impersonal and 
detached. 

h. Personal problems of soldiers: All soldiers have left interests, 
roots, or problems behind them which may require their attention 
or action while in the military service. At his home he would 
t\lrn for advice to a parent, a friend, Ii lawyer, a minister or 
priest, or other person in whom he has trust and confidence. In 
the Army he will usually turn to his company commander, the 
"Old Man." 

i. These occasions provide a fine opportunity for the commander 
to show his deep interest· in the welfare of his men. He should 
adopt an impersonal and kindly attitude in hearing these prob­
lems. If the matter is confidential it must never be divulged im­
properly. When it is proper for him to do so, he should give the 
counsel he knows to be correct, or obtain the necessary informa­
tion, or direct the soldier to an authority who can supply the 
information. 

j. In many cases, after the officer has heard the soldier's prob­
lems he will need to refer him to another authority. The legal 
assistance officer for matters in his field; the American Red Cross 
field director for investigations and action about family conditions 
at home; the chaplain on many matters of religion, marriage, 
and human relationships; the surgeon if the problem is one of 
worry about health. 

k. A good leader must have a genuine understanding of human 
relations. His tools are men, and therefore he must be able to 
deal with men. The necessary warmth of military leadership may 
be demonstrated when men carry their baffling personal problems 
to their commander for advice or solution. 

19-8. Summary. There are no quick thumb rules or easily 
memorized axioms that will assure a junior leader of success. 
The superlative qualities which have been described are impos- . 
sible for all leaders to have, and no leader has had all of them. 
The young leader wil understand that diligence, patience, honor, 
integrity, devotion to a cause and to his men, when combined with 
knowledge, are all included. After progressing for a time with his 
first responsibility in command he will have learned that it 
is results in the execution of command that count. He will de­
velop acceptance of a further truth: Army commanders must 
anticipate that someday they may lead troops in battle, and set 
about the development of the qualities which they must possess 
to meet this responsibility successfully. Then the young leader has 
adopted a sound course. There are visible rewards for success in 
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leadership. It may lead to promotion with increased pay, decora­
tions, the finest assignments. But the greatest reward is the trust 
and approval of your officers and men, plus the invisible reward 
of satisfaction with being a leader who accomplishes the missions 
assigned. 
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CHAPTER 20

NONJUDICIAL PUNISHMENT

20-1. Uniform Code of Military Justice. The Manual for Courts­
Martial, United States, 1951, (MCM, US, 1951) became effective
for all personnel of the Army, Air Force, Navy, and Coast Guard
on 31 May 1951. This manual is the result of the Act of 5 May
1950 by the Congress of the United States, which prescribes a
Uniform Code of Military Justice for all personnel in the armed
forces regardless of service. The Code (abbreviated as UCMJ)
consists of 11 parts. The Uniform Code of Military Justice,
Article 15, (abbreviated as "Art 15") provides for the non­
judicial punishment of military personnel by any commanding
officer (AR 27-15).

20-2. Factors to be considered by commanders in the disposition
of charges. As with any decision that is made, many factors must
be considered in the disposition of charges, and the problem is
complicated because one is dealing with a social situation which
includes the discipline and morale of a unit as the needs of an
individual human being.

a. Among the many factors concerning the accused, you should
consider at least the following:

(l) Seriousness of offense.
(2) Mitigating and extenuating circumstances.
(3) Age of accused.
(4) Previous military and civilian criminal record.
(5) Length of service.
(6) Home conditions.
(7) Appropriate corrective action to make offender a good

citizen and soldier.
(8) Mental condition of accused.

b. Among the factors concerning the military establishment the
following miUtary considerations should be considered:

(1) Recommendation by subordinate commanders.
(2) Disposition of similar offenses.

20-1

WWW.SURVIVALEBOOKS.COM



Pam 350-14	 31 July 1967 

(3)	 Standard of discipline in the command. 
(4) Sufficiency of admissible proof. 
(5) Quality of ieadership in accused's unit. 
(6)	 Feasibility of trial. 
(7)	 Effect of decision on the command.. 
(8)	 Whether separation from service is justified. 
(9)	 Whether ineptitude or unsuitability was basis for 

offense. 
(10)	 Whether administrative rather than judicial procedures 

should be resorted to. 

20-3. The preliminary inquiry. a. When a commander exercising 
Article 15 jurisdiction (e.g., a company commander) is informed 
that a member of his command is accused or suspected of com­
mitting an offense against the Uniform Code of Military Justice, 
he will make an informal preliminary inquiry into the matter 
immediately, sufficiently thorough to enable him to make an 
intelligence disposition of the case. 

b. In so doing, the commander will identify, apprehend, and if 
necessary, restrain the accused or suspected person; interrogate 
witnesses; make searches and seizures; examine and preserve evi­
dence; and do anything else necessary to collect all relevant facts 
in the case. (See para 32, MCM, 1951.) In conducting the pre­
liminary inquiry, the investigator must respect the rights which 
accused and suspected persons have under Article 31, UCMJ. 

20-4. Rights under Article 31. a. No person subject to the 
Uniform Code of Military Justice will interrogate or request a 
statement from another person subject to the Code, regarding an 
offense of which the latter is accused or .suspected, until the 
interrogator­

(1) Reads Article 31, UCMJ, to the accused or suspect. 
(2) Explains the provisions thereof to him, to include­

(a)	 The nature of the accusation; 
(b)	 That he does not have to make any statement (say or 

do anything) regarding the offense; and 
(c)	 That any statement made by him may be used against 

him in a trial by court-martial. 
(3)	 Advises him that he has a right to consult counsel and 

have counsel with him during the interrogation. 
Note. If at any time he desires counselor indicates he wishes 

to remain' silent, the interrogation will cease unless counsel is 
present. . 

(4)	 Insures that the accused or suspected person fully under­
stands these rights. (See Article 31(b), UCMJ.) 
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b. Finally, the interrogator must assure that no coercion, unlaw­
ful influence, or unlawful inducement is used to obtain a statement 
from the accused or suspect (Article 31 (d), UCMJ). 

20-5. Disposition of the case. After completing his preliminary 
inquiry, the accused or suspected person's immediate commander 
must then decide how best to dispose of the case. In so doing, he 
has four choices of action. He may-

a. Dismiss the matter; or 
b. Impose nonpunitive measures (administrative reprimand or 

admonition, or reduction under provisions of AR 600-200) ; or 
c. Impose nonjudicial punishment (Article 15) ; or 
d. Prefer charges. 
20-6. Army rules for imposing administrative nonpunitive meas­

ures. a. Who imposes: Any commanding officer who has power to 
impose appropriate measures. 

b. Upon whom: 

(l)	 Any military person of his command whose cllnduct 
warrants admonition or reprimand, imposed as correc­
tive action, not as punishment (para 128c, MCM, 1951). 

(2) Any enlisted person whose inefficiency (il).cluding con­
sideration of misconduct); conviction by civil court; 
failure to complete training; or impending undesirable 
discharge warrants reduction in grade (AR 600-200). 

c. How imposed: Orally or in writing (except that reductiOnS 
must be effected by written communication, and announced in 
orders of the headquarters of the reduction authority). 

20-7. Procedure for imposing. a. Determine tha1;--..,. 

(l)	 If .admonition or reprimand is to be imposed the person 
has conducted himself in such a manner as to warrant 
the admonition or reprimand contemplated. 

(2)	 If reduction is to be imposed: 
(a)	 The reduction you intend to impose is authorized. 
(b)	 You are authorized to impose the reduction. 

b. Advise the person­
(1)	 Orally or in writing of the measures you Intend to im­

pose unless a reduction for inefficiency is contemplated. 
(2)	 In writing, if reduction for inefficiency is contemplated, 

of the action contemplated 'and the reasons therefor, and 
that he has a right to tender a resignation under para­
graph 9-6 AR 635-200 in lieu of reduction, if he is an 
enlisted person who has. served 3 or more years on an 
unspecified enlistment. 

(3)	 That he may submit matter in mitigation, extenuation, 
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or defense, but that he is not required to make a 
statement. 

(4)	 Of the exact. measures, if any, which you finally decide 
to impose. 

(5)	 Of his right to appeal, within 30 days from the date he 
was reduced, to the next higher commander if he was 
reduced for inefficiency or conviction by civil court. No 
appeals are allowed for reductions for other reasons. 

c. After imposing nonpunitive measures­
(1)	 In the case of enlisted persons, announce any reduction 

in orders of your headquarters and forward correspond­
ence and documents regarding such reduction to Per­
sonnel Section for inclusion in the person's 201 file (para 
9, AR 640-10). 

(2)	 In the case of officers and warrant officers, forward any 
correspondence and documents to Personnel Section for 
inclusion in the officer's 201 file (temporary records; 
para 10, AR 640-10; DA Form 201a; para 5d, AR 
640-98; AR 600-31) . 

. (3) Process any appeal.that is made (Art. 138, UCMJ). 

Note. After .processing is completed, appeals must be forwarded 
to Headquarters, Department of the Army. 

20~. MaXimum nonpunitive measures. a. For officers or warrant 
officers: Reprimand or admonition. 

b. For enlisted persons: 
(1)	 For inefficiency: 

(a) . E-5-E-9: Reprimand or admonition, and reduction 
to the lowest enlisted grade·, if imposed by the com­
mander of a regiment, battle group, separate or de­
tached battalion, or any similar or separate organiza­
tionfor which the grade of lieutenant colonel or 
higher is authorized and a field grade officer is ac­
tually in command, provided that such a commander 
has authority to promote to the grade now held by 
the person to be reduced. 

(b)	 E-4 and below: Reprimand or admonition, and reduc­
tion to the lowest enlisted grade·, if imposed by a 
commander (including a company or comparable com­
mander) who can promote to the grade now held by 
the person to be reduced. 

Note. Inefllciency includes 'not only technical incompetence 
but misconduct affecting efficiency, failure to pay debts, and 
fall~re to graduate from NCO academy. 
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(2) For conviction, or adjudication as a juvenile offender,
by Civil Court:

(a) E-5-E-9: Reprimand or admonition, and reduction
to the lowest enlisted grade-, if imposed by a com­
mander of the type defined in (1) (a), above, subject
to note below.

(b) E-4 and below: Reprimand or admonition, and reduc­
tion to the lowest enlisted in grade', if imposed by a
commander of the type defined in (1) (b), above,
subject to note below.

Note. Offense involved must be one which does not warrant
undesirable discharge under AR 635-206. Reduction rnust be
made within 30 days after notice of conviction or adjudication
is received by the commander effecting the reduction. Reduction
may be made without regard to whether the conviction is being
appealed; however, if conviction is later reversed, the person
concerned will be reappointed to the grade from which reduced
or'such higher grade to which he would have been appointed
had he not been reduced.

(3) Who, as students, fail to complete course successfully:
(a) Aviator pilot trainees: Reduction to grade held upon

date of entry will be imposed by school commandant.
(b) Officer candidates: Reduction to the grade held upon

entrance into OC8, or such higher grade as the school
commandant considers appropriate.

(c) Other students: Reduction to a grade commensurate
with his ability, but not below Private First Class,
E-3, or the grade held upon entry into the school,
whichever is higher, if imposed by the school com­
mandant or the authority who cali promote to the
grade from which reduced.

(4) Who are awaiting ali undesirable discharge: Reduction
to the grade of Private E-l will be imposed by the of­
ficer who has authority to reduce, upon the direction of
the officer exercising general court-martial jurisdiction.

20-9. Army rules for imposing nonjudicial punishment (Article
15, UCMJ). a. Who imposes: Any commanding officer who has
power to impose appropriate punishment. A warrant officer may
now impose Article 15 punishment.

b. Upon whom: Any military person who does not demand trial
by court-martial.

'" A non"commls8lpned ofllcel' may be l'educed to· a specialist, grade for inefficiency or civil
COUlt conviction, provided the latter gl'ade Is authorized itr the specll\c MOS of the pel'son'~

qualification.
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c. How imposed: 

(1)	 Upon officers or warrant officers: By written communi­
cation, through channels, (use DA Form 2627-1) (fig. 
20-2). 

(2)	 Upon EM: Orally or by written communication, but a 
written record is always made (use either DA Form 2627 
or 2627-1, as applicable) (figs. 20-1 and 20-2). 

20-10. Preliminary procedure for imposing punishment. a. Deter­
mine that­

(1)	 The accused committed the offense. 
(2)	 The offense is properly punishable under Article 15, 

that is, 
(a)	 the offense is minor (para 128b, MCM, 1951) ; 
(b)	 the person has not been tried in a civil court for the 

same act or acts for which Article 15 punishment is 
being considered. If the person has been tried by a 
civil court he will not be punished under Article 15 
(or tried by court-martial) for the same act or acts 
unless the ofllcer exercising general court-martial 
jurisdiction over the person personally gives his ap­
proval to such action (AR 22-12). 

(3)	 Nonjudicial punishment is appropriate under the cir­
cumstances. 

(4)	 You have the power to impose the punishment which 
you deem appropriate. 

b. Advise the accused­
(1)	 Of the nature of the offense. 
(2)	 That you intend to impose punishment under Article 15, 

UCMJ, unless trial by court-martial is demanded. 
(3)	 That he has the right to demand trial by court-martial. 
(4)	 That he may submit any matters in mitigation, extenua­

tion or defense (including the right to request you to 
interview certain witnesses) . 

(5)	 In writing, if reduction is contempiated, that he has a 
right to tender a resignation under paragraph 9 AR 
635-200 in lieu of reduction, if he is an enlisted person 
who has served 3 or more years on an unspecified 
enlistment. 

(6)	 That he is not required to make any statement regard­
ing the offense, and that any statement made by him 
may be used as evidence against him in the event of a 
trial by court-martial (Article 111, UCMJ). 
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20-11. Procedures for imposing punishment. Give the accused a 
reasonable time to make up his mind and reply. 

a. If CM is not demanded: 
(1)	 Determine, after a consideration of all the evidence, 

whether Article 15 punishment should be imposed or the 
allegation dismissed; and 

(2)	 If Article 15 punishment is warranted, advise the 
accused­

(a)	 Of the exact punishment imposed; and 
(b)	 Of his right to appeal in writing to the next higher 

commander, in accordance with paragraph 135, MCM, 
1951. 

b. After imposing punishment: 
(1)	 In the case of enlisted persons, when the proceeding is 

orally conducted, the immediate commander will com­
plete the Record of Proceedings Under Article 15, UCMJ 
(DA Form 2627) (fig. 20-1). Correspondence relating 
to the punishment will be attached to the record (AR 
27-15) . 

(2)	 In the case of officers, warrant officers, and enlisted per­
sonnel (when proceedings are in writing), the corre­
spondence (DA Form 2627-1) (fig. 20-2) relating to 
the imposition of punishment will be disposed of under 
the provisions of paragraph 14b, AR 22-15. 

(3)	 Enforce, suspend, mitigate, or remit the punishment 
(AR 27-15). 

(4)	 Announce any reduction in orders of the headquarters 
of the reduction authority (para 8e (3) AR 27-15) ; and 

(5) Process any appeal that is made. 
20-12. Maximum punishments. a. For officers or warrant officers. 

(1)	 All commanders may give­
(a) Reprimand or admonition, and

(l~) Restriction for 30 days.


(2)	 GCM authority or general officer in command may 
give­

(a)	 Reprimand or admonition, 
(b)	 Restriction for 60 days or arrest in quarters for 30 

days, and 
(c)	 Forfeiture of one-half of 1 month's pay for 2 months 

or detention of one-half of 1 month's pay for 3 months. 
b. For NCO (E-5'--E-9) and. Specialists (E-5-E-9). 

(l)	 Company grade CO may give­
(a)	 Admonition or reprimand, 
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(b)	 Restriction for 14 days or extra duties for 14 days 
(see note 1), and 

(c)	 Forfeiture of 7 days payor detention of 14 days' pay. 
(2)	 Field grade CO may give­

(a)	 Admonition or reprimand; 
(b)	 Restriction for 60 days or extra duties for 45 days 

(see note 1), 
(c)	 Forfeiture of one-half of 1 month's pay for 2 months 

or detention of one-half of 1 month's pay for 3 months, 
and 

(d)	 Reduction in one grade. 
c. For other EM (E-1-E-4) (see note 3). 

(1) Company grade CO may give­
(a)	 Admonition or reprimand, 
(b)	 Restriction for 14 days or extra duties for 14 days 

(see note 1) or correctional custody for 7 days (see 
notes 2 and 3) , 

(c)	 Forfeiture of 7 days' payor detention of 14 days pay, 
and 

(d)	 Reduction in one grade. 
(2)	 Field grade CO may give­

(a)	 Admonition or reprimand, 
(b)	 Restriction for 60 days or extra duties for 45 days 

or correctional custody for 30 days (see notes 2 and 3), 
(c)	 Forfeiture of one-half of 1 month1s pay for 2 months 

or detention of one-half of 1 month's pay for 3 months, 
and 

d. Reduction in one or more grades. 

REFERENCES: 

AR	 27~15, "Nonjudicial Punishment." 
The Manual for Courts-Martial United States 1951. 

NOTES: 

1.	 Restriction Bnd extra duty may be combined but In such a case the total may not exceed 
the maximum allowed for extra duty. 

2.	 A company grade 01' field grade commander must hl;\ve a grant of authority from the 
GeM authority 01' a general officer in command prior to exercising the power to impose 
cOl'l'ectlonal custOdy, 

8.	 Art E-4 may not be placl'ld in correctional custody, but anE-4 may be reduced to E-3 
and placed in correctional custody 8S a pal't of. the same punishment. 
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ComTl!&nding

43d l)rdnllnce. Jroup. l"t L6wh

Figure 20-1.

Questionnaire

1. What are the types, degrees, and combinations of punish­
ments I may impose?

2. What should I consider when administering Article 15?
3. Does a field grade commander have greater punishment

power than a company grade commander? If so, what is the
punishment power of the field grade commander?
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Figure 20-1-Continued.
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ReCORD 01' PROCI.DIHGS UNDIR ARTICLe 15, UOU
(AR 11.11)

Pam 350-14

ThI, Iollll wUl be uled In ALL ".... lll\lolvlnl officers and wlrrllnl OffiClrs, and In those CIlBlllI IlIYOlvlng
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o,,~~;;~oi, 3d On, 16th Jnr \Dl~TB~~"i94J \o··c';l (E~h) \faFi£*J~I}li,~AJt~~~~mowoliu, .,
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, ...Iln,~~::~::;iJ~h~.I:::::6.~~.~n::~ :~t:':l:~:::::::~l:~;, d~;I~~::':~,,::~:::~~;~~oo;.::#·~:::n~,::~
••••lclono....rn.t y.u In. t.tol by .onrt....rll.l.

FOR 'fllE COMllAllDKR,7

WALTER B. eLOVAK, Cpt. Inf

Oonmand'og
(TIll.)

n.P"A.....O.TIO~ o~ , ~ uPP~,.. Op _,." ..,~~ ..
".u.l> ONO U ••O u ~ u .. ~••••00 un• .,.

Figur. $0-$.
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S_CTlON II· AClClfOWLiDOMIHT 01' MGrIP.CATlott

TllllJo 1 August 1966
THRU' ('Valo)

TOI Captain Walter B. Slovak

(OtIonlulIOII)

31 July 1967
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(TIl. foll_IIlI OIIIH'.) (""'«....) (....) f.... not)

and are contained in Section V
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(OIIm'uUon)
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----J""

l~ALTEJt B. SLOVAK. Cpt, Inf
(n-pod <II priolo" 0_. ,to._bnooO)

Comrn"pd1 ng
(Tlllo)

3d Bn. 16th Infantry, Ft Lewis. Wash. 10

Figur6 £O-.€-Continued.
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TH~'" CollllliBndtng Officer. co A, 3d Bn, 16th Int I

TMRUI I
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TO. commanding officer. 3d Bn. lih lnt' II

1 A''''''.t 1966

1 Auguet 1966

do 3 ,_01 tr... 1M' punloh~U

(Vo) ~do ::;~ b . +,
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Figure SO~S-Contlnu.d.
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S!CTION V CONTfNuED
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.1l_IO thI. fom _ U.ttd .. OQ _ .........
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Figure fO-f-Continued.
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CHAPTER 21

SAVINGS BONDS AND SOLDIERS' DEPOSITS

21-1. Savings bonds. a. The United States Government and the
Department of the Army encourage all personnel to participate in
the U.S. Savings Bond program. The purchase of U.S. Savings
Bonds by payroll deduction is a convenient, automatic, easy. and
secure way to save money and make money. This helps strengthen
our national economy by curbing inflation and widely distributing
the national debt. It benefits both the individual and the nation.
You should encourage all personnel under your command to take
part in this program. Series E Bonds are available through Class
"B" or "B-1" Monthly Allotment in the following denominations:

Cost Maturity value
$ 18.75 ... $ 25

37.50 .. 50
56.25 .. 75
75.00 .. 100

150.00 ... 200
375.00 .. 500

b. A man can take out an allotment as low as $6.25 per month
to get an $18.75 bond once a quarter. These bonds mature in
7 years, and if not cashed at that time will continue to mature at
the rate of 4.15 percent per year. In case of emergency, a bond
may be cashed at any time after 2 months from issue date.

21-2. Savings deposits. a. Any member of the Army on active
duty outside the CONUS may deposit his savings in savings
deposits in sums not less than $5. Interest at the rate of 10 per·
cent compounded quarterly will be paid. Deduction will be by allot·
ment. Allotment must be made in even dollars and in amounts of
not less than $5. Repayment of soldiers' deposits plus accrued
interest thereon, will be made under the following conditions:

(1) Upon separation.
(2) Upon discharge and immediate reenlistment.
(3) Upon return to the CONUS.
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(4) For emergency withdrawals. 
(5) Upon death of the depositor. 

b. Repayment of deposits with interest will be made by the 
Army Finance Center. An application for emergency withdrawal 
will be initiated by the soldier in the form of a military letter to 
his immediate commanding officer in accordance with paragraph 
12-71, AR 37-104-2. The commanding officer will investigate, 
and approve or disapprove the action. If disapproved, the appli­
cation will be returned. If approved, it will be indorsed to the 
finance center for payment. 

REFERENCES: 

DOD Military Pay and Allowances Entitlem,ent Manual and 
AR 37-104-2. 

AR 608-15, "Army Savings Program." 
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CHAPTER 22

COUNSELING

22-1. General. a. Counseling is talking over a problem with
someone. It involves the clarification of a problem or assisting in
its solution by discussion. The most effective counseling is that
which encourages a person to arrive at his own solution. You
accomplish this by exhibiting an interest in the problem and by
encouraging the man to talk freely. Then, by injecting appro­
priate ideas and comments, you guide the man's thinking toward
a logical solution to his problem. Counseling should help to develop
in the individual the initiative to take care of himself-to stand
on his own feet' without being dependent on others.

b. The range of personal problems arising within a unit is vast
and varied. Problems which may require counseling are those
involving grievances pertaining to rank and promotion, job as­
signment, discrimination by others, financial problems, family
troubles, and many other factors involving the individual's well­
being. It is necessary that you help the individual solve his prob­
lems so his mind will be free from worry, enabling him to con­
centrate on the job at hand.

c. Practical understanding of human behavior is an invaluable
asset to you in assisting your men in the solution of their prob­
lems. Always attempt to understand why a man thinks and acts
the way he does before suggesting a course of action.

22-2. Counseling program. When initiating 'a counseling pro­
gram, the following should be included:

a. All leaders within a unit should learn the functioning of, the
need for, and the benefits derived from a counseling program.

b. Leaders should make themselves available at every practical
opportunity to give guidance and assistance.

c. The soldier should be taught to seek assistance from his
immediate leader, and not to violate the chain of command. Emer­
gencies and special considerations will require occasional excep­
tions to this general policy.
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22-3. Considerations which prove effective in counseling. a. 
Adopt a sincere, understanding, yet impartial attitude. 

b. Use understandable words and phrases in your discussions. 
c. Never talk down to your men. 
d. Information secured during counseling should be held in 

confidence. 
e. Make full use of assistance available from the staff, welfare 

services, and higher headquarters. You should know what chan­
nels to be followed and, if possible, know by name the individuals 
to whom referrals are made. When you put the soldier in direct 
contact with an appropriate agency or service, you strengthen 
the soldier's confidence in your ability and concern for his wel­
fare. Continue to tl1-ke an interest in the soldier's problems even 
after you have referred him to an agency. Some of these agencies 
or services are: Chaplain, Army Medical Service, American Red 
Cross, Legal Assistance Officer, Army Emergency Relief Society, 
Inspector General, Personnel Officer, Information Officer, Educa­
tion Officer, and Finance Officer. 

f. Special care should be exercised when counseling an individ­
ual who appears to have a deep-rooted adjustment problem. In 
such special cases, counseling by a leader who does not have the 
proper professional training can do more harm than good. Con­
sequently, these individuals should be referred to the appropriate 
agency for their own welfare and for the good of the military 
service. 

g. Avoid making decisions for the individual; guide the discus­
sion in such a manner that the person being counseled will develop 
his own workable solution. 
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CHAPTER 23

UNIT MAIL ROOM

23-1. Unit postal officer responsibility. The unit postal officer is
responsible for the efficient operation of his unit's mail service.
As applicable, his specific responsibilities include the following:

a. Active supervision of unit mail clerks.

(1) Read and explain paragraph 6 and 7 of AR 65-75 to
unit mail clerks.

(2) See that mail is promptly delivereg.,
(3) Have hours of collection posted on all mail boxes on

DD Form 1116 (Hours of Collection).
b. Checking daily accounting of registered, insured, and certi­

fied mail.
c. Inspection of unit mail room weekly to insure compliance

with AR 65-75.

(1) Review personnel locater directory to insure it is up
to date.

(2) Review postal records.
(3) Insure mail is being treated in the proper manner.

d. Reporting promptly known or suspected cases of loss, theft,
destruction or other mistreatment of mail.

23-2. Unit mail clerk responsibility. Mail clerks will consult
their unit postal officer and listed references on questions they do
not fully understand.

a. All company mail clerks are responsible for-

(1) Safeguarding mail until delivery or other disposition is
made.

(2) Insuring prompt delivery of mail.
(3) Assisting and advising members of their unit on postal

matters.
b. Additional responsibilities second brigade mail clerks­

(1) Readdressing, indorsing, or forwarding undeliverable
mail.
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(2)	 Rewrapping or otherwise repairing covers or wrappers 
on damaged mail. 

(3)	 Maintaining mail directory file. 
(4)	 Insuring delivery and maintenance of accurate records 

of all accountable mail. 
(5) Maintaining mail records in accordance with AR 65-75. 

23-3. Safeguarding mail. a. Unit mail clerks maybe held respon­
sible for any loss brought about by their failure to handle prop­
erly, mail entrusted to their care. 

b. One key to the mailroom, locked mail receiving boxes, safes, 
or other locked mail receptacle will be in the possession of the 
unit mail clerk or alternate. If combination locks are used on 
containers of registered mail, only one clerk will have the com­
bination. Duplicate keys and copies of cOmbinations assigned to 
each individual will be sealed in separate envelopes, indorsed as 
to contents and retained by the unit postal officer. 

23-4. Consolidated mail rooms. When more than one company 
share postal fac.i1ities the responsibility of the company com­
mander for the security and proper handling of his unit's mail 
remains the same. 

REFERENCES: 

AR	 65-75, "Unit Mail Service," as amended. 
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CHAPTER 24

COMMUNICATIONS

24-1. Key to control. (1,. Once a combat operation is in progress,
your ability to communicate measures the amount of control you
can exercise over the subordinate elements of your unit. In a fire
fight, your ability to communicate usually determines the amount
of support (artillery, air, lIjedical, supply) you will get when and
where you need it. Th~ combat leader/commander must be able
to effectively plan the use of, and employ the various means of
communication available to him.

b. Your communications equipment is your lifeline in combat;
check, test, and inspect it frequently, and particularly before any
combat operation.

24-2. Actions fundamental to maintaining good communica­
tions. (1,. Command emphasis.

b. Effective preventive maintenance.
c. Don't depend entirely on anyone means of communication;

plan for alternate, secondary, and emergency means.
d. If longer range radios must net with shorter range radios,

keep them within power range.
e. If extended-distance transmission with a low-power radio is

a must, use a field expedient antenna such as the vertical half
rhombic or wave anteima-they can double or triple the rated
range of radios.

f. Keep your power supply warm; always carry spare bat­
teries; include the normal time and method of battery resupply in
your tactical SOP.

g. Cross train personnel in communications operations.
24-3. Broadcasting plans. a. Require authentication if you sus­

pect another radio station to be fraudulent.
b. Report immediately the loss or compromise of an SOP item.
24-4. PM indicators. (1,. Rubber.

(1) Is it flexible?
(2) Is it clean?
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(3) Is it free of cuts? 
b. Canvas. 

(1) Is it clean? 
(2) Is it free of mildew and cuts? 
(3) Is it unfrayed and serviceable? 

c. Handles and knobs. 
(1' Are they present? 
(2) Are they securely fastened? 
(3) Do they operate?


24-5. General. a. Is it clean?

b. Are signs of abuse present? 
c. Are all components present? 
d. Will this equipment perform its normal functions? 
24-6. Inspection. d. An informed leader knows how to inspect 

his communication equipment. He knows his PM indicators and 
how to use them. The smart lea,der knows' that inspection of 
communication equipment requires the use of common sense 
rather than a great technical knowledge. Every time you inspect 
personnel, weapons, and vehicles inspect your communication 
equipment. 

b. How do you inspect communication equipment? 

(1) Look. 
(2) Listen. 
(3) Feel. 
(4) Use common sense. 

c. To inspect radio and wire equipment, have it operational. 
Then look; is it clean, is it complete, does it appear to be opera. 
tional? Next, operate the equipment. Does it operate as it should? 

24-7. Radio_field expedients. Poor radio communication or 
lack of communication can be due to anyone of a number of 
reasons and It is not always due to excessive distances or bad 
terrain. Poorly kept equipment and improper operation can be 
just as effective in pre"entlng communication as excessive dis­
tances or mountainous terrain. It is imperative that the following 
precautions be observed at all times: 

a. Read the technical manuals for the pertinent radio sets. 
They outline complete operating instructions and maintenance 
procedures. 

b. Keep the radio set clean. 
c. Keep the radio set dry. 
d. Handle the set carefully. 
e. Set up routine Inspection and check procedure covering the 

following points: 
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(1)	 Plugs and jacks should be clean. 
(2)	 Antenna insulators must be dry and clean. 
(3)	 Antenna connections must be tight. 
(4)	 Power connections must be tight. 
(5)	 Knobs and controls should operate easily without 

binding. 
(6)	 Motors, fans, etc., should run freely. 
(7)	 Dry cell batteries should be fresh. 
(8) When equipment is stored or not in use, remove the 

batteries. 
24-8. Probable causes of poor radio communication. When 

equipment is in good operating condition, lack of communication 
or poor communication can be caused by: 

a. Too great a distance between radio sets. 
b. Poor choice of location (siting) at one or both ends of 

the circuit. 
c. Bad terrain-hills and mountains. 
d. Noise and interference. 
e. Poor antenna installation. 
f. Poor frequency selection. 
24-9. General operating hints. a. Use a handset or headset in 

place of a loudspeaker if the incoming signal is weak. 
b. Make sure the microphone or handset is in good condition. 

Speak directly into the microphone; speak slowly and distinctly. 
c. If set is in a vehicle, make sure the battery voltage is up. 

Keep engine running to charge battery. 
d. Moving the set a few meters may improve the reception 

considerably. 
e. Use CW in place of voice for increased range. 
24-10. Telephone TA-312/PT. If telephone TA-312/PT fails, 

make these checks: 
a. Check the terminals for firm connections. 
b. Check selector switch position-if telephone is being used 

in field system the switch should be in the CBS or LB position. 
If in use with civilian system the switch should be in the CB 
position. 

c. Check INT-EXT switch position-if using handset H-60/PT 
(part of the telephone) the switch should be in the INT position. 
If using auxiliary handset-headset H-144/U, the switch should 
be in the EXT position to signal the operator and placed in the 
INT position when call is completed. 

.d. Depress push-to-talk switch. Blow into transmitter. If no 
sound is heard in the receiver, check battery compartment. One 
battery cap should be up; the other down. If batteries are not 
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available, by talking loudly into the receiver you can communicate 
approximately 4 miles. 

24-11. Sound-powered telephones. If sound-powered' telephones 
fail to transmit, make these checks: 

a. Check line terminals for proper connection. 
b. Attempt to make contact by talking loudly into the receiver. 

Reduced-distance communications can be accomplished by this 
means. 

Note. If you have performed all the checks and are still not able to coma 
municate, call qualified communications personnel to assist you. 

24-12. Radio voice procedure. a. Listen before transmitting. 
b. Avoid excessive tuning and testing. 
c. Message should be clear, concise, premeditated and, if pos­

sible, previously written. 
d. Speak clearly, slowly, in natural phrases, and enunciate each 

word. If receiving operljtor must write, allow sufficient time for 
writing. 

e. Always assume the enemy is listening. 
f. If jammed, detune set and notify higher headquarters by 

alternate means. 
g. Maintain whip antennas in a vertical position. 
h. If radio is vehicular mounted, make sure the radio is turned 

off below starting vehicle. 
i. Always try to use low power. 
24-13. Frequently used prowords. a. This is. This transmission 

is from the station whose designation immediately follows. 
b. Over. This is the end, of my transmission to you and a 

response is necessary. Go ahead: transmit. 
c. Say again. Say again all of your last transmission. 
d. Correction. An error has been maM in this transmission ,(or 

message indicated). The correct version is , ,,,,,,, ". 
e. I say again. I am repeating transmission or portion indicated. 
f. Roger. I have received your last ,transmission satisfactorily. 
g. Wilco. I have received your message, understand it and will 

comply. 
h. Out. This is the end of my transmission to you and no an­

swer is required or expected. 
24-14. All prowords and their meanings. a. All after. The por­

tion of the message to which I have reference is all that which 
follows .... 

b. All before. The portion of the message to which I have refer­
ence is all that which precedes .... 
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c. Break. I hereby indicate the separation of the text from 
other portions of the message. (To be used when there is no 
clear distinction between the text and other portions of the 
message.) 

d. Correction. An error has been made in this transmission. 
The correct version is .... 

e. Disregard this transmission. This transmission is in error. 
Disregard it. (This proword shall not be used to cancel any 
message that has been completely transmitted and for which 
receipt has been received.) 

f. Do not answer. Stations called are not to answer this call, 
receipt for this message, or otherwise to transmit in connection 
with this transmission. (When this proword is employed, the 
transmission shall be ended with the proword out.) 

g. Groups. This message contains the number of groups indi­
cated by the numeral following. 

h. I say again. I am repeating transmission or portion indicated. 
i. I spell. I shall spell the next word phonetically. 
j. Originator. The originator of this message is indicated by 

the address designation immediately following .... 
k. Out. This is the end of my transmission to you and no an­

swer is required or expected. 
I. Over. This is the end of my transmission to you and a re­

sponse is necessary. Go ahead; transmit. 
m. Read back. Repeat this entire transmission back to me 

exactly as received. 
n. Relay to. Transmit this message to the address designations 

immediately following .... 
o. Roger. I have received your last transmission satisfactorily. 
p. Say again. Say again all of your last transmission. 
q. Silence. "Silence" spoken three times means cease trans­

missions immediately. Silence will be maintained until instructed 
to resume. (When an authentication system is in force, all trans­
missions imposing silence shall be authenticated. Silence will be 
imposed only by the control station except in instances of 
emergency. ) 

r. That is correct. You are correct, or what you have trans­
mitted is correct. 

s. This is. This transmission is from the station whose designa­
tion immediately follows .... 

t. Time. That which immediately follows is the time or date­
time group of this message. 

u. Wait. I must pause for a few seconds. 
v. Wait 'out. I must pause longer than a few seconds. 
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w. WileD. I have received your message, understand it, and 
will comply. 

x. Word after. The word of the message to which I have refer­
ence is that which follows .... 

y. Word before. The word of the message to which I have refer­
ence is that which precedes .... 

z. Wrong. Your last transmission was incorrect. The correct 
version is .... 

24-15. Military messages. Always attempt to incorporate the 
following characteristics into a tactical message: 

a. Clear. A military message should be clearly written or 
spoken in language that is easily understood by all addresses of 
the message. The printing (wording) employed must be correct 
and easy to read (understand). 

b. Complete. The message should be complete, thus avoiding 
mistaken guesses and assumptions by the recipient of the mes­
sage. A technique to employ when writing (sending) a message 
is to. answer the three questions of what, where, and when. In 
other words, what is the subject of the message, where did it 
occur, and when did it happen ?When these three questions are 
applicable and they are answered, the message is complete. 

c. .Concise. Last but by no means least, the message should be 
written (spoken) in the briefest manner possible without sacri­
ficing clarity and completeness. 

24-16. Communications security. a. Definition. Communications 
Security is the protection resulting from all measures designed 
to deny to unauthorized persons information of value which might 
be derived from your communications. Communications security 
consists of three basic PllrtS: transmission security,. crypto-· 
graphic security, and physical security. As a company com­
mander, your primary concern is in the field of transmission 
security. 

b. Responsibility. 

(1)	 Communications security is a command responsibility. 
Every individual engaged in the preparation of material 
for transmission, or the actual transmission of material, 
is responsible for compliance with procedures govern­
ing preparation, transmission, amI safeguarding of 
communications. 

(2)	 As a company commander, you are responsible for the 
implementation and execution of communications secu­
rity policies and procedures established by higher com· 
mand and service qirectives. 
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c. Need for communications security. In the rapidly changing 
battle situation with which the Army is faced, the demand for 
rapid, flexible, and secure communications cannot be over empha­
sized. Commanders must make frequent split-sceond decisions 
which must be disseminated promptly to troops. This requires 
a greater reliance on radio communications, thus increasing op­
portunities for unauthorized interception. It is imperative, there­
fore, that maximum communications security measures be taken 
to reduce the amount of intelligence information which is being 
derived from exploitation of intercepted communications. 

d. COMSEC checklist. Adherence to the following DO's and 
DON'T's will enhance your communications security: 

(1)	 Do insure that all necessary personnel are trained in 
the use of COMSEC equipment and/or techniques. 

(2)	 Do enforce proper use of authentication systems. 
(3)	 Do employ only authorized authentication systems. 
(4)	 Don't use locally generated authentication systems. 
(5)	 Do enforce the proper use of authentication. 
(6)	 Don't assume that your radio transmissions are not 

being intercepted by the enemy. 
(7)	 Do use the most secure communications system available. 
(8)	 Do initiate COMSEC planning concurrent with all other 

planning. 
(9)	 Do change call signs and frequencies in a manner which 

cannot be predicted. 
(10)	 Do change call signs and frequencies simultaneously 

whenever practical. 
(11)	 Don't divulge new operating frequencies or call signs 

through the lack of COMSEC. 
(12)	 Do avoid the use of radio in intracommand post 

communications. 
(13)	 Do use nonelectrical means of communications when­

ever practical. 
(14)	 Don't use electrical communications when messengers 

will serve the same purpose. Messengers are considered 
the most secure means of communications. 

(15)	 Do use minimum power, minimum transmission times, 
proper site selection, and "machine-like" procedures. 

(16)	 Don/t paraphrase or attempt to talk around the subject; 
became if the intended recipient can understand, so can 
the enemy. 

(17)	 Do insure that physical security standards are main­
tained for COMSEC materiel, I.e., authentication tables, 
operational codes, etc. 
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(18)	 Don't forget the success pf your mission and the loss 
of lives depends directly on your COMSEC program. 

(19) Do give COMSEC command emphasis. 

REFERENCE: 

FM 7-20, "Infantry Airborne Infantry Mechanized Infantry 
Battalions," 

Self-Analysis Questionnaire 

1. What actions can I take to maintain good communications 
with my subordinate elements? 

2. When should I require another radio station to authenticate? 
3. What should I do in the event of a loss or compromise of a 

classified signal document? 
4. What are some indicators that I can look for when I inspect 

my signal equipment that will eliminate the effectiveness of the 
preventive maintenance in my unit? 

5. How should I inspect my signal equipment? 
6. What are some of the probable causes of poor radio com­

munications? 
7. When using radio communications, what should I know con­

cerning the procedures that should be used or avoided? 
8. What prowords are frequently used' during radio transmis­

sions and what do each of them mean? 
9. What are the characteristics that should be incorporated 

into a tactical message? 
10. What is the best source of information concerning the 

operation and maintenance of radio equipment? 
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CHAPTER 25

OVERSEA ENVIRONMENT

25-1. Adjustment of the soldier to an oversea environment.
a. The soldier who steps off the ship or plane upon his arrival
overseas is faced with the problem of adjusting to two types of
new environment, geographical and situational. In most instances,
this will be his first trip outside the United States; specifically his
first experience in a foreign country. But even if he has been
overseas before, he will find many changes and feel the necessity
of adjusting to these changes. As with all other problems in a
command, it's the commander who is responsible to see that the
soldiers become adjusted.

b. The new arrival should be indoctrinated in the customs of
the country in whiCh he is'stationed. He should be encouraged to
meet his new neighbors, learn their ways, study their language,
and become familiar with their history. Commanders exercising
the proper guidance and indoctrination can reap unending bene­
fits from an effective orientation, not only through better com­
munity relations, but in higher morale of their troops. Once he
has adjusted to his new surroundings, the strangeness of being
in a foreign country will gradually wear off and he will become
more productive as a soldier.

c. Being away from home may tend to lower the morale of the
new arrival, but if his energies are directed into the right
channels, all will benefit. Facilities for off-duty education are
available and their use should be encouraged. For those who shy
from "book-learning" but would like some practical acquaintance
with geography, history, and local customs, the recreation and
travel opportunities are unlimited, and as such as probably avail­
able to many for the first and last time. Each commander should
guide and encourage his men to take maximum advantage of
these unique opportunities.

d. Simultaneously with adjustment to his new geographical
environment must come adjustment to his new situational environ-
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ment. This transformation is one of attitude, in which the new 
arrival must be made to realize that he is no longer in a basic 
training or garrison situation. He must now apply the training 
principles and garrison experience he has gained. He must be 
made aware of the seriousness of his situation-that he is in 
the front line of defense against aggression. While there are many 
educational and recreational diversions overseas, the commander 
must keep the new arrival constantly p.lert to the necessity of 
keeping himself combat ready. The astute commander must not 
only be a leader and trainer of men, but. a student of psychology 
and human nature as well. He must be able to instill in his men 
the feeling that they can enjoy their tours of duty overseas, 
benefit by the experience, and at the same time be prepared to 
assume more serious endeavors when cal1ed upon. 

e. Each individual should be thoroughly indoctrinatetl concern­
ing the importance of his job and how it fits into the "big pic­
ture," An individual who feels he occupies an important place 
in the organization will general1y be more effective. He will have 
a better understanding of the heavy training requirements, of 
the need for field exercises, and of his smal1 but important part 
in the free world's fighting forces. 

f. You as a commander now have a new replacement. His 
future value in your unit depends on you. Proper orientation and 
a continuing program of profitable training, guidance, and infor­
mation will help him and you. Without these, and left to his own 
devices in a local gasthaus or bar, he can become a disciplinary 
problem. 

252-2. Preparing the individual for his combat role. a. The 
fundamental task of the commander is to prepare himself and his 
men for combat. This is a never-ending responsibility. The Army 
makes its initial investment in the basic combat training of the 
new soldier, the volunteer, who has. enlisted for the Active Army 
or with Reserve forces and the man who has been inducted into 
the service of his country. As a first objective, the new'soldier 
must master the fundamentals of combat training, regardless of 
his arm or branch of service or the later specialty in which he is 
to be trained. In this day commanders at al1 levels have a more 
exacting and chal1enging task in training the individual for his 
eventual role in a combat ready unit. At the outset, specialization 
must be resisted. Until the soldier has learned to move, to shoot, 
to communicate and, most important, to maintain himself and 
his equipment under simulated combat conditions he will not be 
qualified to move on to more advancing training. It is from this 
objective that al1 commanders derive a first-priority tasl<-to 
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see that the new soldier gets the best training the Army has 
to offer. 

b. Tbday's Army is getting a more experienced officer and non­
commissioned officer to do the training, and a better all-around 
training establishment as a base for mobilization. Consequently, 
we are not protecting the Army's investment unless we accept the 
challenge to produce a better traired soldier in less time and 
at less cost. 

25-3. Leadership in combat. a. Willingness for combat of the 
American soldier. 

(1)	 How do unfavorable attitudes developed in the soldier 
during training relate to his combat performance? Many 
commanders have stated: "Suppose that many combat 
soldiers did have unfavorable attitudes. What of it? They 
fought, didn't they?" The question still remains: How 
well did they fight in relation to their potential abilities? 

(2)	 The Department of the Army has. conducted a series of 
studies· on the willingness for combat of the American 
soldier. These studies support the belief that attitudes 
and performances during training are related to per­
formance in combat, and that individuals who had the 
least satisfactory attitude during training later tended 
to be relatively poor combat soldiers. The results of 
these surveys also showed that at least 24 percent of 
the men said that they would rather not, or felt they 
could .not, kill an enemy soldier. It is vitally important 
that the leader in training be sensitive to the men's 
attitudes and strive to build an attitude of confidence 
in their combat skills. 

(3)	 Further studies indicated that a large percentage of 
the available firepower in units was never fully devel­
oped. This failure to fire was due, in part, to the soldier's 
belief that firing his weapon would reveal his posi­
tion and entail increased exposure. Other causes resulted 
from such fears as being wounded or disfigured or lack 
of confidence in his weapons, leaders, fellow soldiers, or 
in himself. 

b. Factors adversely affecting combat effectiveness. 
(1)	 Factors adversely affecting the combat potential of a 

command include fear, panic, discouragement, isolation, 
and lack of confidence by the individual in himself, in his 
unit, or in his leaders. The presence of fear and a 
tendency to panic vary with changes in condition of the 
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troops, in degree of tactical success, and in the physical 
conditions on the battlefield. Normally, it is the com­
mander of the small unit who must sense the develop­
ment of situations which may be interpreted by the 
troops as critical, and who must take personal action to 
eliminate conditions which cause fear and panic. How­
ever, it is largely the commander of the major unit who 
trains and indoctrinates the small unit commander, and 
who initiates policies that later help him to counteract 
fear and panic. 

(2)	 The disruption of mutual support among elements of a 
combat unit sometimes results in the isolation of units on 
the battlefield. These conditions will adversely affect the 
combat effectiveness of a unit which is not prepared to 
meet them. Paragraph h below contains a discussion of 
these considerations. 

c. Fear. 
(1)	 Fear, although it is an emotion that may at times cause 

a soldier to be incapacitated, it is nature's way of pre­
paring the body for action. Body functioning is stepped 
up; sugar and adrenalin are released into the blood to 
act as fuel for the fight ahead; there is a temporary 
loss of any feeling of fatigue. Even blood clots more 
readily! 

(2)	 Nevertheless, it is sometimes difficult for a tense, fright­
ened soldier to look upon fear in the light of body 
chemistry, especially if his period of fright is prolonged. 
He may become helpless and demoralized, or completely 
paralyzed by his fe\lr. 

(3)	 Effective training and proper discipline minimize condi­
tions of this type. Training will teach the soldier to 
respond from force of habit to specific battle orders, 
even though battle commands often cannot be given as 
in training. It will become second nature for him to 
carry out his own job as a member of the fighting team 
-to begin the action that will relieve his fear. 

d. Rumors. 
(1)	 Rumors are essentially anonymous communications that 

are easily spread. Those which seem plausible under 
existing conditions circulate. more rapidly. Rumors de­
stroy confidence and create uncertainty. In combat, when 
soldiers may be uncertain and insecure, rumors may 
create an illusion that a critical situation exists whereas, 
in reality, none does. Thus rumors create a condition of 
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high susceptibility to emotional and irrational behavior. 
Individuals may become excited and may react in an 
unreasonable fashion even to weak suggestions. Over a 
short range period, rumors satisfy a need for informa­
tion which troops experience in a state of expectation. 
In a long range, rumors erode the confidence of troops 
in their chain of command and in themselves. In this 
way, rumors both increase the stress felt by the individ­
ual soldier and decrease the potential effe,ctiv:eness of 
the unit. Totally irrational rumors are short lived. How­
ever, rumors based on half-truths and those which are 
found to ,be completely true exist for longer periods and 
cause more harm. 

(2)	 A rumor that supports a suspicion or a hatred, verifies 
a fear, or expresses a hope will be repeated and rein­
forced by the emotions of the teller. When rumors spread 
rapidly and far, it means that hates, fears, or hopes are 
common to the many people doing the repeating. Rumors 
are repeated even by those who do not believe them 
because they provide a chance to express an emotion 
which would otherwise have to be suppressed. 

(3)	 Confidence sometimes varies between over-confidence 
and shaken confidence. Rumor causes violent fluctuations 
between these extremes. For this reason, rumors must 
be controlled. Effective rumor control requires an atten­
tive ear to detect and identify rumors and specific ac­
tion to discredit and eliminate them at the source. 
Rumors originated by the enemy necessitate counter­
intelligence measures to determine their source. Specific 
control measures applicable to all rumors include­

(a)	 An effective information program. 
(b)	 Disseminating information on plans and operations 

as completely as security requirements permit. Give 
the troops as many facts as possible. 

(c)	 Finding out and attempting to eliminate the basic 
conditions creating uncertainty and frustrations be­
fore they accumulate. 

(d)	 Keeping informed of current rumors in the unit. A 
long range program of instilling faith in the informa­
tion passed out by the chain of command is better 
than a point-for-point rebuttal of rumors passed along 

'the "grapevine." Soldiers want information. If factual 
informa.tion is not quickly supplied by the chain of 
command, then the "rumor campaigns'" take over. The 

25-5 

WWW.SURVIVALEBOOKS.CO



Pam 350-14	 31 July 1967 

obvious disadvantage of not replying directly to ru­
mors is that rumors thus may be reinforced and given 
credibility. 

(e)	 Developing confidence in individuals toward their 
leaders. 

(4) Keeping men informed assumes a major role on the bat­
tlefield. A soldier who is well informed as to the situation 
and his mission is more effective than one who is 
uninformed. Also, men must know what is expected of 
them and what means they have at their disposal to 
assist them in accomplishing the mission. Troops who 
are aware beforehand of the enemy's capabilities exert 
a positive influence toward successful accomplishment 
of the mission.. 

e. Panic. 
(1)	 Panic develops when a soldier is overcome with fear. 

It may be evidenced by sudden flight or by freezing in 
place. Panic may develop in a group faced with sudden 
catastrophe or from a few individuals fleeing from dan­
ger in a critical situation. The critical situations respon­
sible for the mass emotion of fear may be real, as jn 
the case of fallout from a nuclear ground burst; or 
imaginary; in situations created by enemy propaganda 
and malicious gossip. The seeds of panic are always 
present in troops as long as they believe physical danger 
is near. 

(2)	 The emotion of fear reaches panic proportions only 
when individuals believe themselves incapable of over­
coming a critical situation. When emotional tension is 
produced by a critical situation, individuals become ex­
citable and highly susceptible to suggestion. Nothing is 
more likely to cause a unit in combat to panic than the 
sight of a few of its members in full and unexplained 
flight to the rear. Sudden and unexplained motion in 
the wrong direction is an open invitation to disaster. As 
panic spreads, a man will join a disorganized fleeing 
crowd without stopping to ask why they are running. 
When discipline breaks, only a small minority of the 
most hardy individuals will retain self-control. The 
others cannot stand fast if the circumstances appear to 
justify flight. The obvious fear among the panicked 
troops is evidence. that there is something to be afraid 
of and to escape from. 
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(3)	 Any suggested or observed movement may be interpreted 
as a means of escape and cause of sudden flight. This 
flight is not generally focused upon a known goal other 
than escape, but is rapidly canalized in a certain direc­
tion. Someone ha.s to be the first to break and run. 
Studies of local panics during the Korean crisis revealed 
that lack of information was the real crux of the fear. 
This lack of information, when compounded with the 
sight of running men, led to panic. The leader can 
minimize the possibility of such a panic by keeping his 
men informed at all times. This in turn will enable them 
to use initiative and take positive action to halt the 
panic, restore the situation, and proceed with the ac­
complishment of the mission. 

(4)	 The emotion of fear is reinforced by escape action to 
such a degree that reason is greatly reduced. A soldier in 
panic runs without much rational thought. His fear is 
increased by the fears of his fleeing companions, and 
his field of attention is narrowed. He is forgetful of 
honor and discipline. 

(5) Troops in combat are continually	 in the presence of a 
situation threatening death or bodily harm. During such 
times of stress they are subject to all of the anxieties 
and fears conducive to panic. Experienced troops who 
are well trained, organized, disciplined, and led, seldom 
give way to panic because they are confident of their 
ability to master any situation regardless of its critical 
nature. This power to resist fear and panic fluctuates 
according to psychological and physiological conditions of 
the troops, the degree of tactical success, a.nd the physical 
conditions of the battlefield. The leader must constantly 
measure and strengthen the confidence of his command. 
Leaders must realize that even experienced and well­
trained troops have panicked in situations which, as a 
result of rumor or unfavorable circumstances, appeared 
beyond their control. They must sense the development 
of situations interpreted by the troops as critical and 
take action to eliminate or minimize conditions which 
contribute to panic. 

(6)	 Commanders should recognize and compensate for or 
minimize the following conditions that lead to uncer­
tainty and panic: 

(a)	 Physical conditions-scarcity of arms and ammuni­
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tion, insufficient supporting weapons, fog, darkness, 
woods, baptism of fire, and introduction of new enemy 
weapons. 

(b)	 Physiological conditions-hunger, thirst, extreme cli­
matic conditions, and exhaustion. 

(c)	 Psychological conditions-danger (real or imagi­
nary), anxiety, insecurity, ignorance of the military 
situation, tension, and expectant waiting. 

(d)	 Moral conditions-homesickness, unexplained-lack of 
mail, boredom, rumor, defeatist attitude, and lack of 
belief in the cause. 

(e)	 Tactical conditions-destruction of organization, heavy 
losses, reverses, conflicting orders, and poor communi­
cations. Panic is rarely caused by the strength of 
enemy action. There is danger of panic in a with­
drawal. For this reason, carefully control withdrawals 
at all times. During a rearward movement, keep 
troops fully informed within the limits of security, as 
to why they are withdrawing, and how and where the 
new battle area will be established. 

(f)	 Leadership conditions-absence of leaders, loss of 
good leaders and lack of confidence in the ability of 
leaders. 

(7)	 The ultimate defense against panic lies in its prevention 
by means of effective leadership during training and in 
combat. 

(8)	 At the first sign of panic, immediate and decisive action 
must be taken. Unity of action is often restored by the 
prompt action of the leader of a few volunteers, who 
stands squarely in the path of flight and commands the 
men to turn back, without hesitating to manhandle those 
men who come within reach or to threaten the others 
with weapons. Likewise, to the soldier who is in terror 
and verging on panic, no influence can be more steadying 
than to see some other soldier near him, and especially 
the leader,retaining his self-control and doing his duty. 

(9)	 A logical course of action to control panic includes the 
following: 

(a)	 Decisive action on the part of the commander and 
his subordinate leaders. 

(b)	 Presence of the commander and his display of a calm, 
confident attitude. 

(c)	 Physical restraint on the part of the commander and 
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subordinate leaders to stop men who· are in a state of 
panic. 

(d)	 Threatening men with a weapon if all other means 
fail. 

(e)	 Constant alertness for the development of conditions 
which produce panic. 

f. Spirit of the offensive. 
(1)	 The creation of a desire to close with and destroy the 

enemy is highly important in developing aggressiveness 
in military units. In a large measure it is gained by 
sound training, by the fostering of individual and unit 
confidence, and through success in combat. Aggressive 
action is essential to secure objectives with minimum 
combat losses. The problem of maintaining aggressive­
ness is intensified during periods of inactivity. 

(2)	 Attainment of objectives sometimes depends on restor­
ing the effectiveness ·of those units weakened by enemy 
action. With the rapid movement of modern warfare, it 
is imperative that ineffective men and equipment be 
replaced quickly. This entails efficient movement, proper 
reserve and support positions, and assignment of mis­
sions to units within their capabilities. To retain com­
bat effectiveness, leaders should­

(a)	 Insure that the chain of command remains intact. 
(b)	 Maintain momentum and utilize firepower fully. 
(c)	 Instill in men an aggressive attitude and desire to de­

stroy the enemy. 
(d)	 Effectively use supporting fires to supplement organic 

firepower. 
(e)	 Teach the unit to lean into supporting fires when 

attacking. 
(I)	 Teach men to "talk it up" and support one another 

when moving. 
(g)	 Constantly train to improve proficiency in weapon 

utilization and tactical maneuvers. 
(h)	 Stress battlefield discipline and individual respon­

sibilities. 
(i)	 Set the example they desire their men to emulate. 

g. Restoration of fighting effectiveness. 
(1)	 The fighting effectiveness of a unit decreases after 

sustained action, heavy losses, or during prolonged de­
fensive situations and periods of inactivity. Units suf­
fering heavy losses in men and equipment require time 
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in a reserve position to absorb replacements and to 
reorganize. 

(2)	 One of the most effective means of restoring the con­
fidence and esprit de corps of a unit which has failed 
or performed poorly in battle is to have it carry out 
creditably a similar or commensurate task. The situa­
tion may dictate additional training or a change in 
command. 

(3)	 The following actions will help to rebuild confidence, 
esprit de corps, and insure the maintenance of combat 
effectiveness: 

(a)	 Keep informed on the status of personnel, weapons, 
equipment, and training so replacements of personnel 
and equipment are made rapidly, and provisions are 
made for the proper integration of new men. 

(b)	 Personally observe units in action in order to assess 
better their capabilities. Require additional training 
of units if the situation warrants. 

(c)	 Stress improvement of battle techniques and dissemi­
nate proven methods to the units. 

(d)	 Carefully observe the physical, emotional, and mental 
state of the troops. Disseminate information on enemy 
casualties, the number of prisoners captured,· and the 
amount of enemy equipment destroyed. 

(e)	 Improve the health and welfare of the troops by 
emphasizing discipline in the field to reduce unneces­
sary losses from all causes. These may include trench­
foot, disease, and poor field sanitation as well as enemy 
fire. 

(I)	 Insure that the chain of command remains intact by 
prompt replacement of commanders lost in action. 

(g)	 Orient troops on the situation, pointing out that inac­
tivity or defense is always a prelude to offensive 
combat. 

(h)	 Commend and reward aggressiveness on the part of 
individuals and units. Express confidence in the unit's 
combat ability. 

(i)	 Provide for and insure the proper use of the fire 
support plan. 

h. Support of isolated units. 
(1)	 The effect of enemy action sometimes results in the 

isolation of units on the battlefield. The possibility of 
enemy action disrupting communication in conjunction 
with expected battlefield dispersion, will require that 
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subordinate commanders be capable of independent ac­
tion. Small units must be trained for such situations. 
This can best be accomplished by requiring them to 
carry out mission-type orders while operating under 
conditions of decentralized authority. In such situations, 
units must be assured the commander fully appreciates 
their position and is confident of their ability to extricate 
themselves from the situation to perform their mission 
creditably. To prevent a deterioration of confidence and 
aggressiveness, the commander must furnish every pos­
sible support to isolated units. 

(2)	 Some specific steps include: 
(a) Never let a unit think it has been abandoned. 
(b)	 Immediatly furnish all possible fire support. 
(c)	 Make a positive attempt to assist the isolated unit. 
(d)	 Reconstitute a chain of command if necessary. 
(e)	 Keep the unit informed of all actions being taken to 

assist it. 

REFERENCES: 

FM 21-5, "Military Training, Management."

FM 21-6, "Techniques of Military Instruction."

FM 21-13, "Soldier's Guide," as amended.

FM 21-30, "Military Symbols."

FM 33-5, "Psychological Operations."
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