Annex I (Personnel Service Support) to 7ID & FC Reg 525-3-3, Division Ready Brigade Operations

Chapter 8, Fort Carson Deployment SOP (DSOP)

Annex I (Personnel Service Support) to 7ID & FC Reg 525-3-3, Division Ready Brigade Operations


1. PURPOSE. This appendix provides instructions for Personnel support to the 3BCT Division Ready Brigade (DRB).

2. REFERENCES.

    a.  AR 600-8-101, Personnel Processing (In-Out-and Mobilization Processing)

    b.  FORSCOM Regulation 525-5 (Alert Force Requirements and Response Standards)

    c.  FC Reg 525-3-2 , Deployment Operations

    d.  FC and 7th ID Regulation 600-8-101, Soldier Readiness Processing

    e.  CG’s Policy Letter L-1 – Soldier Readiness Processing Standards

3. GENERAL.  FORSCOM Regulation 525-5 establishes no notice or limited notice alert forces and their deployment response times.  The 7th Infantry and 4th Infantry Divisions will cooperatively provide personnel support. 

4. RESPONSIBILITIES.

    a. 7ID G1 (Plans & Operations) will:

        (1)  Monitor personnel processing procedures.  

        (2)  Provide and update current personnel processing procedures for inclusion in the OPLAN.

        (3)  Maintain the Fort Carson SRP regulations.

        (4)  Coordinate SRP with deploying units.

        (5)  Process MSM and LOM award recommendations.

        (6)  Coordinate maintenance of deployment records for all Army Reserve and National Guard fillers.

    b.  7ID G1 (Strength Management) will:

        (1)  Coordinate with 3BCT, 4th Infantry Division, III Corps and FORSCOM if necessary for cross-leveling of personnel assets.  

        (2)  Manage the tracking and/or reassignment of non-deployable personnel.  Reassign non-deployable soldiers to one of the derivative UICs, to remain part of 3BCT.    

        (3)  Manage reclassification actions as necessary.  The DRB mission should not require reclassification actions. 

        (4)  Manage PERSTEMPO updates.  The 3BCT units will input the PERSTEMPO information and coordinate with 7ID G1 to ensure the data is accurate and timely.  7ID G1 will run appropriate reports and monitor threshold approvals as required.

        (5)  Prepare attachment orders for soldiers in deploying units.  7ID G3 will prepare or coordinate Unit Movement Orders as required.  7ID G1 and 4ID G1 will handle individual TCS orders on a case-by-case basis.

        (6)  Maintain an accurate database of deployed and rear detachment personnel.

        (7)  Provide SIDPERS support and guidance as necessary.

        (8)  Check that the deploying unit has completed the SIDPERS deployment (DPLI) codes.

    c.  7ID G1 (Adjutant General Branch & Replacement Detachment) will:

        (1)  Maintain personnel on call during manifest periods to make ID cards and ID tags.

        (2)  Maintain no notice recall capability for Soldier Readiness Processing support.

        (3)  Process incoming personnel (including Army Reserve and National Guard fillers) for deployment.

    d.  Fort Carson SRP Team (installation SRP support activities) will:  Be available on a short notice recall while 3BCT is in DRB1 status.  

5.  PROCEDURES:

    a.  Soldier Readiness Processing. 

        (1)  3BCT units will maintain their soldier’s readiness and SRP packets in accordance with FC & 7th ID Reg 600-8-101.  

        (2)  The SRP site will conduct an annual SRP prior to the 4ID’s assumption of DRB responsibility for all units assigned to 3BCT in preparation for assuming the DRB mission.  

(a)  At the conclusion of the SRP, G1 will refer soldiers found non-deployable to their units for corrections of deficiencies.

(b)  G1 will only validate soldiers for deployment when commanders correct their soldiers’ readiness deficiencies.  

(c)  DRB soldiers WILL NOT deploy from Fort Carson unless they meet the validation criteria in AR 600-8-101.

        (3)  The SRP site will conduct a monthly SRP on the last two working days of each month for newly arrived soldiers and soldiers who missed the annual DRB SRP.  

        (4)  If the 3BCT is alerted to deploy the SRP site will conduct a hasty SRP by exception for newly arrived soldiers and other requirements identified by 7ID or 4ID.

    b.  Cross-leveling of personnel (fillers and replacements).

        (1)  3BCT will notify 4ID and 7ID G1 Strength Management of critical personnel shortages.  

        (2)  4ID G1 will fill critical shortages from within 4ID.  4ID G1 will coordinate with 7ID G1 Strength Management if necessary.  

        (3)  4ID G1 (with assistance of 7ID G1) will identify unfilled need to III Corps G1 to fill critical shortages from within III Corps.  

        (4)  7ID G1 Strength Management, upon III Corps directive and PERSCOM approval will fill shortages from within Fort Carson.

    c.  Personnel Manifesting.  See Annex D   

    d.  Non-deployable Soldiers.  

        (1)  Unit commanders, in conjunction with 3BCT S1 and G1/SRPT will identify and verify non-deployables.  Immediately following notification of deployment, the 3BCT S1 will provide 7ID & 4ID G1/Strength Management a roster of those soldiers who will remain in the rear detachment.

        (2) 3BCT/DRB Rear Detachment Commander will process and utilize non-deployables.  Any non-deployables who the RDC cannot effectively use will be reassigned on Fort Carson in coordination with 7ID G1 Strength Management.

    e.  Contingency Deployment Conditions, Reenlistment Procedures.

        (1)  Soldiers within 120 days of ETS, may at the discretion of the commander, participate in overseas deployments or contingency operations.  However, they must be redeployed to home station with sufficient time to ETS.  Per AR 220-1, soldiers are nondeployable seven days prior to ETS.

        (2)  Soldiers who will not have sufficient time remaining to complete the deployment and subsequent redeployment may voluntarily request to reenlist or extend for the required period, to include post deployment stabilization.

        (3)  Soldiers under actual (non-training) contingency deployment conditions within 120 days of normal ETS may be voluntarily extended for deployment.  A one time extension for a period not to exceed 6 months is authorized.  Extensions are not authorized once transition point processing begins.

        (4)  Soldiers within three months or less of ETS are ineligible to reenlist or extend without an approved exception to policy from PERSCOM.  Soldiers must meet the eligibility requirements of chapters 3 and 4 of AR 601-280 for reenlistment or extension.

        (5)  Eligibility screening of all personnel will be conducted by the unit commander, first sergeant and the servicing career counselor.  This process identifies soldiers within 15 months of ETS and validates the personnel deployment posture of the unit. Soldiers who do not meet reenlistment eligibility requirements for deployment will be identified at that time.

APPENDIXES: 1 Finance Support 




     2. Legal Operations 




     3. Family Assistance




     4. Religious Support




     5. Postal Support

1.  General.  Certain finance functions and policies are of special interest to deploying unit commanders.  These include the appointment of Class A Agent officer, financial support to deploying units, emergency casual payments, pay inquiries, and separate rations.  Finance representatives from the 4th Finance Battalion will be available to assist deploying units/PAC in processing finance actions.

2.  Appointment Of Class A Agent and Ordering Officers.  Unit commanders will appoint Class A Agent officer in accordance with the DODFMR Vol 5, (see Appendix L).  The Class A Agent must be appointed to the Finance Office at Fort Carson, or to the Finance Office in the deployment area providing finance support.  Functions performed by the Class A Agent include cashing government paychecks, cashing personal checks, foreign currency conversion, and the payment of supplies and equipment purchases.  Unit Commanders appointing Class A Agents for the purpose of paying for the purchase of supplies and equipment will also coordinate with the Contracting Office for the appointment of a Ordering Officer (see Para 43-3).  Unit Class A Agents and Ordering Officers will receive a briefing from DOC prior to the assumption of duties.  Additionally, Class A Agents will receive a briefing from the Finance Office to whom the Class A Agent is appointed.

3.  Financial Support To Deploying Units.  Requests for finance support to deploying units should be made as far in advance as possible.  If required, an FST can accompany the unit and provide basic finance services.  In those instances where the unit is deploying without FST support, services may be performed by unit Class A Agent or a Finance Unit which has been designated to support the deployment area of operation.  

4.  Emergency Casual Payments.  Requests for emergency casual payments to members of deploying units will be approved on a case-by-case basis.  Unit commanders should request payments only for individuals with definite emergency requirements.  Such requests should be submitted to the Finance Battalion for payment.

5.  Separate Rations.  Separate Rations are not to be terminated during deployments.

6.  Charge Sales At The Fort Carson Clothing Sales Store.  Individual charge sales are authorized, provided a soldier has a verification of pay status from the Finance Office.  Reference AR 700-84 Para 3-11.  Soldiers will utilize DA FORM 3078 for initiating charge sales.  Unit charge sales will be completed using the Unit’s IMPAC card. 

1.  Legal Assistance.  The Chief of Legal Assistance shall establish Legal Assistance SRP Teams.  The Legal Assistance SRP teams will:


a.  Consist of at least one Judge Advocate and one legal clerk.


b.  Review soldiers' Personal Readiness Folders during the SRP to ensure that their legal affairs are in order and when necessary, counsel soldiers on what required corrective actions are necessary to get their legal affairs in order.


c.  Prepare legal documents for soldiers as necessary.

2.  Military Justice.


a.  The Criminal Law Division collects data, prepares and processes actions, and advises commanders on the pre-deployment disposition of military justice and adverse administrative actions.


b.  The legal NCO is responsible for gathering military justice and adverse administrative action data from subordinate commands.


c.  The legal liaison NCO will prepare the following rosters in advance of assuming alert status.



(1)  Requests for court-martial charges or additional charges.



(2)  Requests for Article 15's.



(3)  Requests for elimination’s.



(4)  Reports of Investigations.


d.  The legal liaison NCO will promptly provide the unit legal advisor the required rosters (list of legal actions that are on-going within that particular unit) after the N-hour sequence has been initiated.


e.  The unit legal advisor will advise commanders of actions requiring their decision or recommendation for disposition.


f.  The SJA will advise the GCM convening authority of actions requiring a decision for disposition.


g.  The Criminal Law Division will prepare requested appropriate actions and documents to accomplish the disposition of criminal legal issues.

3. Operational Law.  The Chief of Administrative and Civil Law shall appoint an attorney as the installation Operational Law Attorney.  The Operational Law Attorney will advise and brief/train commanders and soldiers on the Law of War and Rules of Engagement relevant to the deployment.  The Operational Law Attorney will also advise commanders and soldiers on other operational law issues.

4.  Administrative Law.  The Chief of Administrative and Civil Law and other Administrative Law attorneys shall advise commanders and directorates on matters including 15-6 investigations, ROS, contract law, ethics, fiscal law, labor law, environmental law, and other administrative and regulatory matters.

TABS:  A  Power of Attorney


      B  Wills

1.  General.  Most legal and financial issues a deploying soldier may encounter are due to the fact that he or she will not be present to take care of "business as usual."  Dependent upon the type of deployment, a soldier may not be able to make payments on time, personally handle unforeseen emergencies or circumstances, resolve disputes, or solve everyday problems that may occur.  Because there is no law that automatically excuses a soldier from meeting his or her legal obligations during a deployment, the recommended solution is to anticipate issues that may arise and make arrangements for a trustworthy person to handle the issues as needed.  Powers of Attorney authorize a person or persons to act on the behalf of the deployed soldier as the soldier’s agent.  To obtain a Power of Attorney, contact Legal Assistance at 526-5572.

2.  Types of Power of Attorney.  There are generally two types of Power of Attorney to handle the most commonly encountered issues:  General and Specific.


a.  General Power of Attorney.  A General Power of Attorney grants an individual the ability to act as an agent on behalf of the soldier.  A General Power of Attorney is convenient and useful because the agent is usually authorized to take action under both foreseen and unforeseen circumstances.  However, there is substantial risk to executing a General Power of Attorney because it is very broad and the agent may be authorized to take actions beyond what the soldier had intended.  A General Power of Attorney is also not a solution to all problems; businesses are not required to execute transactions performed by the agent under the authority of a power of attorney.  Therefore, it is critical to the well being of a soldier to consider what transactions they need to have completed during their deployment.  If soldiers have many needs to be addressed, a General Power of Attorney may assist them in satisfying their requirements; however, soldiers should be cautioned to strongly consider the trustworthiness of the person they name as their agent.


b.  Specific Power of Attorney.  A Specific Power of Attorney gives an agent the authority to execute only the actions specified in the document.  For example, the document could authorize the agent to only write checks up to a certain amount, or limit the total number of checks that the agent could write.  A Specific Power of Attorney may avoid the danger of granting too much power to the agent as described in the General Power of Attorney paragraph above.  Any power of attorney may also be limited so as to become effective only if the soldier becomes mentally or physically incapacitated.


c.  One important point to remember about Powers of Attorney is that death will terminate the grant of authority to the agent.  Thus, a Power of Attorney is not a solution to the problems a soldier's family might experience if the soldier dies.  In fact, death is the only sure way to revoke a Power of Attorney unless all copies can be retrieved from the agent and destroyed.  If the business that accepts a Power of Attorney does not actually know the soldier has revoked the document, the soldier will still be liable for whatever the agent does with the Power of Attorney.  Any Power of Attorney may contain time restrictions to limit the period of its effectiveness.  This addition may assist the soldier in avoiding some of the abuses that can occur.


d.  To assist soldiers in achieving preparedness for deployment, a Power of Attorney may be drafted in advance of the deployment.  However, soldiers should not sign the document until they intend for the agent’s power to take effect.  An unsigned Power of Attorney may be kept in the Personal Readiness Folder and effected upon the soldier signing the document.

3. Uses of a Power of Attorney.  Some examples of issues that a Power of Attorney may address 

are:


a.  Cashing paychecks, tax refund checks, etc.


b.  Withdraw money from savings accounts.


c.  Consent to obtain medical care for children.


d.  Buy, sell or register motor vehicles.


e.  File tax returns.


f.  Borrow money.


g.  Sign leases or contracts.


h.  Ship personnel property.


i.  Sign for/clear government quarters.


j.  File insurance claims.


k.  Settle legal disputes.


l.  Manage rental property.


m.  Buy or sell a house.


n.  Assume responsibility for POV from POV storage area.

1.  General.  A will is a legal instrument that allows a person to determine, to the extent possible, how his or her personal affairs will be settled after death.  Each individual state has its own laws establishing procedures for the distribution of an estate if a person dies without a will.  Most states’ laws provide that the surviving spouse will receive the decedent’s property, but some states split the property among the spouse and children.  If a person does not have a surviving spouse or children, most state’s laws give the property to the decedent’s parents or siblings.  A person without a spouse or children, and who does not own a substantial amount of assets, may not need a will because the decedent’s state law will distribute the property in accordance with his or her wishes.  However, if a person has wishes contrary to the state’s estate distribution laws, a will is a recommended and necessary tool to effect the soldier’s intentions.  Legal Assistance attorneys are available to advise soldiers at any time to assist them in determining whether or not they need a will.  However, each soldier must decide for himself or herself whether they want a will.  Commanders may not require a soldier to get a will.  Determining whether a soldier needs a will should take place well in advance of a deployment because complicated issues may not be resolved at SRPs and wills should be crafted after careful thought.  To obtain a will, contact Legal Assistance at 526-5572

2.  Executor and Guardian.  For most military personnel, the most important use of a Will is to name an Executor and a Guardian.  The Executor is the person named to settle the deceased person's affairs (collect all the property, pay off the debts, transfer the property to the rightful heirs).  The Guardian is a person who will care for minor children if both parents die at the same time.  If there is no Will to appoint an Executor and Guardian, it might be necessary for a probate court to appoint someone to these positions ‑‑ extra legal proceedings that cost time and money that could have been avoided by a Will. 

1.  General.  Upon alert for deployment, a Family Readiness Center will be activated in the Army Community Services (ACS) Center for action on, or referral of, any problems a family member may have.  Before units are deployed, a Family Assistance Team will brief family members on all service and assistance available at the Center.  Semiannual personal affairs briefings will be conducted in conjunction with other deployment activity briefings.

2.  Responsibilities.  The Unit Commander will:


a.  Review the Family Assistance Plan (FAP) periodically to ensure that information is adequate and current.


b.  Utilize the Family Member Handbooks provided by ACS.  Individual unit handbooks are not approved.


c.  Arrange for financial support for family members as far in advance as possible.


d.  In the event of deployment of the sponsor, family welfare and assistance may require the preparation of legal documents, such as wills and powers of attorney.  


e.  Ensure that a family member notification system is established and reviewed prior to deployment.  This will include a system to account for a soldier's family member’s welfare.

3.  Family Financial Support.


a.  Financial support for family members must be arranged as far in advance as possible.  Soldiers are considered finance SRP qualified only if they establish allotments or pay options which will support their dependents upon deployment.  The following financial support arrangements can be made and are recommended in the order listed.



(1)  The SURE-Pay option to a joint banking account may be the best means to provide the necessary support to the soldier's dependents during a deployment.  A soldier’s spouse may only receive a Leave and Earnings Statement (LES) if he or she has authorization to receive one by a Power of Attorney.



(2)  Support Allotments.  An allotment, for a specific amount, is initiated for the family member.  At the end of each month, the amount specified is made payable to the family member via EFT to their bank account.  The family member must a have a special Power of Attorney to establish, change, or stop an allotment.


b.  All allotments/pay options, with the exception of a Class X, Type II, must be processed prior to DJMS monthly cut-off to be effective at that end-of-month.  A Class X, Type II allotment must be completed and signed by the soldier prior to deployment.


c.  Family welfare and assistance may require the preparation of legal documents, such as wills and powers of attorney, to simplify matters for family members during the sponsor's absence or in the event of death or injury to the sponsor.


d.  For questions on pay options and allotments, contact the Finance Office at 526-6261/8494.

TABS:  A  Family Assistance Center

1.  General.  Family assistance will be provided by the unit family support group, the rear detachment command, and Army Community Service (ACS).  During deployments, the ACS will establish a Family Readiness Center (FRC) to ensure family members of deploying soldiers are provided as much assistance as possible.  The FRC will be located in the Army Community Services Building, building 1526.  Family Assistance will include families of deployed civilians.

2.  Staffing.  The FRC will be established and maintained upon deployment.  Based on the projected population served, the ACS will develop plans to include normal duty hours, as well as extended (seven day) operations as the situation dictates.  The FRC will be staffed and resourced to deliver essential support services.

3.  Emergency Financial Assistance.  The FRC will provide information and process requests for family members in need of emergency financial assistance.  Emergency financial assistance will be in the form of Red Cross or Army Emergency Relief loans/grants to help defray essential living expenses until the military sponsor establishes allotments or Sure Pay to provide for family financial needs.  Included in this function is the requirement to establish liaison and referral to local, county, and state welfare agencies that may render additional assistance to affected families.

4.  Dependent ID Cards and DEERS Enrollment.  The FRC will prepare the DD Form 1172 (Application for Uniformed Services Identification and Privilege Card).  It will also prepare and issue the ID Card (DD Form 1173) to spouses and/or eligible family members of the military sponsor.  Additionally, family members will also be enrolled in the Defense Enrollment Eligibility Reporting System (DEERS) at the time of application for the dependent ID card.

5.  Medical/CHAMPUS Assistance.  The FRC will provide a full range of CHAMPUS counseling for eligible family members.  This function includes counseling, stockpiling of forms, and assistance in preparing required documents for claims submission.  Additionally, information will be provided on the Supplemental Dental Care Plan as well as a list of participating dental and medical care providers within the FRC service area.

6.  Legal Affairs Information.  The FRC will provide legal affairs information pertaining to the preparation of wills, power of attorney, family care plans, and protection afforded under the provisions of the Soldiers and Sailors Relief Act.  Also included under this function are referrals for legal assistance to community legal assistance agencies, State Bar Associations, State/JSAC Judge Advocate sections, and non-deployed USAR Judge Advocate Service Organizations, as appropriate.

7.  Crisis Information, Referral and Follow-up.  The FRC will coordinate liaison with county and/or state Human Resource Agencies and/or local clergy capable of providing assistance to families in need of human social services.  Family Advocacy and Exceptional Family Member services are examples of support that may be obtained by referral to local civilian agencies or coordinated through State Area Commands.

1.  General.  Chaplains will advise commanders on all matters pertaining to religion, morality, and morale as affected by religion and will prepare and implement plans and orders within these areas.  The UMTs assigned to the unit will provide or coordinate religious coverage for deploying personnel and rear detachment members.  Religious coverage for units without UMTs assigned will be coordinated with the Installation Chaplains Office.  Priorities of ministry will be the religious ministry coverage of deployed and rear detachment personnel; and the preparation of soldiers, family members and DA civilians to deal with separation issues.  

2.  Execution.


a.  Unit Ministry Teams use information gained from mission briefings to update their Religious Support Estimates, Religious Support Plans, and to determine personnel requirements for deployments.


b.  The Unit Ministry Teams transfer chapel property (AF and NAF) and facility accountability to the next higher Chaplain or the Garrison Chaplain’s office before departure.  Responsibilities include closing TASC accounts, transfer of keys, and transfer of contract supervision requirements.


c.  Unit Ministry Teams participate in pre-deployment briefings to provide religious support information to soldiers and their families.  Unit Ministry Teams assist Family Readiness Groups, ACS, and Family Life Centers. 

3.  Staff Responsibilities. 


a.  Command Chaplain.  



(1)  Supervise religious support coverage for SRP and manifest locations. 



(2)  Supervise the UMT chaplain involvement in Family Readiness Groups and Rear Detachment programs.



(3)  Ensure that UMTs deploy with 90 days of ecclesiastical supplies and required equipment.



(4)  Assist the ACofS, G1 and MSU UMTs in determining Unit Ministry Team personnel requirements for deploying units.   If UMT shortfalls cannot be alleviated through cross-leveling of installation assets, the Command Chaplain will request assistance from the FORSCOM Chaplain.



(5)  Supervise operation of religious services before and after deployment.


b.  MSU Chaplains provide religious support requirements and deployment briefings to assigned units, family members and DA Civilians.

4.  Special Instructions.


a.  The UMTs assigned to the unit will provide/coordinate religious coverage for deploying personnel and rear detachment members.  Priorities of ministry will be the preparation for religious ministry coverage of deployed and rear detachment personnel and the preparation of soldiers, family members and DA Civilians to deal with separation issues. 


b.  Worship Services.   Chaplains will provide regular religious worship opportunities IAW command coordination. 


c.  Lay Assistance.  Certified lay assistants (such as Catholic Special Ministers of the Eucharist) will provide religious support under the supervision of UMTs.

5.   Service Support.


a.  UMTs maintain a minimum of three (3) chaplain re-supply kits as part of a 90-day basic load of ecclesiastical supplies. 


b.  Obtain additional re-supply kits through DOL.

Procedures.

1.  The Fort Carson (FC) Installation Mail Room will be notified in writing, of all deployments, within reason.  Commanders are responsible for making arrangements with the servicing Post Office or Army Post Office (APO) for the area of the deployment.  Upon notification of deployment, the unit will contact the servicing Post Office/APO who will:


a.  Partially open the unit’s Army Post Office (APO) address.


b.  Establish routing instructions.


c.  Provide mailing restrictions, if appropriate.  Restrictions could and routinely do include:



(1)  "No mail authorized."



(2)  "Mail is restricted to First Class letter mail under 12 ounces."



(3) Customs information, as appropriate.  

2.  "FREE MAIL," when authorized, is only letter mail and voice cassettes and only from a hostile/combat area back to the United States and its territories.

3.  The mailing address and restrictions will be released to the unit prior to departure. The unit S1 

and/or Postal Officer will disseminate mailing information to the soldiers and their families.

4.  After deployment, changes in mailing restrictions will be furnished to the unit/family support group for further dissemination.  Upon request, the Installation Postal Inspector will be available to attend family briefings to answer questions when mailing requirement/restrictions change or are modified.

5.  Each company sized unit has an established deployment APO which is OPEN only after the Installation Postal Officer completes the processing and routing instructions.

6.  Commanders will ensure that during the SRP each unit member completes two DA Form 3955 (Directory Card) and a DD Form 2258 (Temporary Mail Disposition Instructions).  These forms will be given to the Unit Mail Clerk.  The two Directory Cards go forward with the Mail Clerk (one to establish the unit's file at the deployment site and the second to the servicing APO) and the DD 2258 stays with the rear Mail Clerk.

7.  Soldiers residing off-post or in quarters would be advised to notify their “Temporary Change of Address.”  This is extremely important for single soldiers or families when the residence will not be occupied for a period of time.

8.  Once deployed, mail received at Fort Carson for a deployed soldier will be screened against the DD Form 2258 and postal restrictions.  Mail that can be forwarded to the deployment location will be bundled, pouched, and dispatched through the United States Postal Service (USPS).  All other mail will be handled IAW DD Form 2258 or "Returned to the Sender."  All other mail will be handled IAW DoD 4525.6-M Postal Manual Volume II and FORSCOM Supplement 1.

9.  Upon arrival at the deployment location, the Mail Clerk/Postal Officer will contact the servicing APO for instructions on mail pickup times/locations and provide one set of completed DA Form 3955 (Directory Cards).  The Unit Mail Clerk and Postal Officer will comply with the requirement of the servicing APO.  Should problems arise, notify the FC Installation Postal Officer for assistance.  The Unit Mail Clerk/Postal Officer should coordinate with theater postal assets for requirements prior to deployment.  All deploying units will deploy with a minimum of two certified postal mail orderlies.

10.  Notification of redeployment will be given to the Installation Postal Officer so the APO can be closed and routing instructions be made for mail remaining in the system.

11.  Mail delivery procedures can begin as soon as practical but should be terminated prior to commencing redeployment.

12.  MSC and slice element rear detachment commanders are responsible for bundling mail for deployed soldiers and getting it to the mailrooms.

13.  Use "Set locks" with both garrison and deployed mail clerks, maintaining extra keys and locks to facilitate duplex delivery schedules.

14.  Unit commanders should ensure that the mail clerk is notified of all soldiers returning to Fort Carson prior to ENDEX i.e., emergency leave.

15.  Soldiers must be aware that a dependent presenting a valid ID card can pick up the soldier's mail.

16.  No other person can pick up the soldier's mail unless specifically authorized in writing by the deployed soldier on a PS Form 3801 (Standing Delivery Order) which must be filled out in the presence of the Unit Mail Clerk, the Adjutant (S1), or the 1SG.  It is a Federal Offense to give mail to anyone not having authority under this form.  Soldiers are NOT to give the unit mailbox key or combination to anyone else.
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