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CHAPTER 1

INTRODUCTION
1-1.  Purpose.
    a.  This handbook supplements AMC-R 700-19 and AMC-R 500-4 that constitute the U.S. Army Materiel Command (AMC) Mobility Program for uniform management and mobilization/exercise support of personnel in the Logistics Assistance Program (LAP) as defined by AR 700-4.  It provides the Logistics Assistance Officer (LAO) with one document that lists the major elements of personnel management functions for the LAP.

    b.  The Department of the Army (DA) has delegated authority to AMC to manage the worldwide LAP.  Thus, as the Army's executive agent, AMC's authority extends to logistics assistance personnel throughout the Major Subordinate Commands (MSC), supporting activities, and installations.

1-2.  Applicability.  This handbook addresses the assignment and personnel management of LAP personnel and is applicable to all US Army Field Support Command (FSC), and MSC personnel, both supervisory and non-supervisory, who occupy Key/Emergency-Essential (E-E) mandatory mobile positions subject to worldwide rotational assignments within the LAP.  

1-3.  Authority.
    a.  Department of Defense Directive (DoDD) 1400.24, Civilian

Mobility Program authorizes the establishment of civilian mobility programs in support of mission-related needs when voluntary programs are incapable of supporting essential mobility requirements.

    b.  AR 690-300 (Chapter 336), the DA supplement to DoDD 1400.24, authorizes the Commander, AMC, to establish and implement formal mobility programs to support technical assistance missions and functions operating exclusively within AMC.  

1-4.  Justification for Mandatory Mobility Requirement.  A successful LAP mission is dependent upon personnel completely mobile and available for worldwide assignment for periods of short or long duration to provide logistical assistance to U.S. Army field commanders.

1-5.  Responsibilities.
    a.  Commander, AMC, is responsible for the total AMC materiel readiness mission.  

    b.  AMC Deputy Chief of Staff for Logistics and Readiness directs and exercises staff supervision over the LAP.

    c.  Commander, FSC manages the worldwide LAP through development and implementation of policies and procedures relating to operations during peacetime and transition to a mobilization status.

d. MSC Commanders:

(1) Establish, manage, resource, and staff an MSC LAP organization to support weapon systems/equipment fielded and managed by that MSC.

        (2) Ensure that technical training of Logistics Assistance Representatives (LAR) to support the fielding and sustainment of equipment/weapon systems is timely and of the highest quality.

        (3) MSC Commanders have delegated the authority of first-line supervision to LAO Chiefs.

    e.  LAP Managers, (Logistics Assistance Division (LAD) Chiefs,

AMC-Forward Commanders, MSC Senior Command Representatives (SCR), and Director, Field Support Command LAP Management Directorate. 

        (1) Responsible for overall personnel management of mobile LARs to include the rotational assignment of LAP personnel to satisfy field requirements.

        (2) Ensure and maintain an unimpeded logistical intelligence feedback source for timely problem resolution and recognition of key factors/indicators showing tendencies of potential logistical problems.

        (3) Maintain centralized records for rotation and/or training. Coordinate with Civilian Personnel Officers, LAP/MSC Activity Career Program Managers (ACPM), AMC Career Program Managers (CPM), and other personnel management elements as necessary to carry out program objectives.  All LAO Chiefs will establish a field personnel file on all personnel under their supervision.  These files will contain all relevant information on the employee, i.e., (copies of awards, proof of medical examination, and Letters of Appreciation from unit commanders), and will be forwarded from losing to gaining supervisor.  In all cases, Privacy Act regulations will be followed.

        (4) Promulgate governing regulations and resolve program disputes.

        (5) Resource management.

    f.  LAO Chiefs are responsible for implementing/coordinating procedures outlined in this handbook under their purview IAW Appendix (C).

    g.  AMC Surgeon General:

        (1) Provides staff assistance and advice in the administration of physical/functional policy for LARs.

        (2) Assures LAP compliance with provisions of the Army Surgeon General and DA directives.

     h.  Regional Civilian Personnel Advisory Center (CPAC).

        (1) Provides staff guidance and assistance in administration of the LAP in accordance with (IAW) local Intra-service Support Agreements.

        (2) Assures compliance with provisions of Office of Personnel Management (OPM), DOD/DA directives and AMC policies and procedures.

        (3) Assures that an employee that uses the local Management Employee Relations (MER) is referred to the correct MER where the employees’ records are maintained.

1-6.  Relationships.
    a.  LAP and DA/DOD Career Programs.  Since the LAP is not a separate and distinct career program but a subset of the Supply (CP-13) and Maintenance (CP-17), LAP professional positions are staffed through DA.  The provisions outlined herein supplement AR 690-950, Career Management, and related HQDA regulations with regard to career development, appraisals, screening, and referral procedures.  Master LAR (GS-13) and Journeyman level positions are filled through merit promotion and/or DA career program referral.  All LAP positions to be filled by rotational assignments of current employees may be filled without clearing DA or local stopper lists.  This exemption is per Office of Assistant Secretary of Defense, Force Modernization and Planning memorandum, 27 Jul 89.

    b.  AMC LAO and MSC LADs.  The missions and functions of these elements are fully integrated as part of the overall LAP.  Further guidance on relationships is found in AR 700-4, Logistics Assistance Program.

1-7.  Equal Employment Opportunity (EEO) Considerations.

    a.  Pertinent DA EEO policy will govern all personnel actions within the LAP.  Assignments, training, and development will be made without regard to such non-merit factors as race, color, sex, religion, national origin, physical or mental disability, or age.

    b.  In no instance will qualified LARs be denied consideration for overseas assignments to accommodate the official or de facto discriminatory practices of a foreign government.  If a foreign nation denies an entry visa for reasons that are perceived to be discriminatory, the guidance in 

AR 690-300, Chapter 301/DoDD 1400.6, DOD Civilian Employees in Overseas Areas, will be followed.

    c.  LARs may, without prejudice to future assignments or career development, refuse assignments to a foreign country that discriminates internally against a particular group as an official policy or de facto practice.  Supervisors and employees may seek EEO counseling (1) for guidance that they, as management officials, need, and (2) provide information to their employees, through their local CPO or by contacting AMC EEO office. 

1-8.  Exceptions.  Request for exceptions to this handbook will be forwarded to Commander, FSC, ATTN:  SOSFS-CO, Rock Island Arsenal, IL, 61299-6500.

CHAPTER 2

POLICIES AND PROCEDURES

2-1.  Staffing.  The applicable AMC-Forward Commander will make local recruitment/selection procedures for positions on FSC TDA for GS-12 and below.  The rotation panel and/or volunteers within the LAP Program should be given first opportunity to fill these positions.  For positions at the GS-13 and above level, the DA referral system, Army Civilian Career Evaluation System (ACCES) will be used.  Selection and assignment to a LAP position will be made per AMC-R 700-19.

2-2.  Mobility Agreement.
    a.  The mobility agreement will be used in lieu of DD Form 2365 (DOD Civilian Employee Overseas E-E Position Agreement) as a standardized agreement throughout the LAP to ensure uniformity.  This agreement will be certified upon entry into the LAP, change in grade and/or job series and change of MSC if MSCs have unique or different mobility agreements.

    b.  A copy of this agreement will be placed in the employee's Official Personnel File.  The original will be provided to the employee.  

    c.  Addenda to the basic agreement are permitted by the MSC to meet additional employment requirements.  Addenda must have concurrence of respective CPAC and legal representatives.  Copies of all addenda will be forwarded to Commander, FSC, ATTN:  SOSFS-COA, Redstone Arsenal, AL, 35898-7644 for review and concurrence before they are used.

2-3.  Physical Requirements.
    a.  General.

        (1) This section contains an abbreviated version of the physical standards and medical/administrative requirements of LAP.  Detailed physical/medical requirements of the LAP are prescribed in AMC-R 700-19.  

        (2) LAP consists primarily of Mandatory Mobile, Emergency Essential Personnel (EEP) - DA civilians who, as a precondition of employment, agree to meet strict standards (administrative, mobility, physical, and other) and deploy worldwide to operational theaters as needed.  LAP physical/medical requirements pertain to all Emergency Essential, Mandatory Mobile members of the LAP and those nominees that apply for EE, Mandatory Mobile positions within the LAP.  

        (3) This section is intended to help EEP maintain general medical readiness.  Whenever deployment-specific guidance is issued (by AMC or higher HQ) that conflicts with this regulation, the deployment-specific guidance will take precedence.

        (4) Basic physical requirements are standardized throughout the LAP and are contained in AMC-R 700-19.  Failure to meet physical requirements may disqualify applicants and may be cause for separation from the LAP.  These procedures should involve expert advice from personnel within the local operating CPO, particularly personnel within the Management Employee Relations Office and LAP Senior Management.

        (5) The LAO is responsible to refer employees who he/she observes to be unable to meet physical requirements of the LAP to the SCR/FSC with coordination of MER.

    b.  Philosophy.

        (1) During deployment to operational theaters, austere or no medical support is anticipated and should be assumed.  Therefore, it is essential that E-E and Mandatory Mobile members of the LAP meet stringent medical qualifications and physical requirements in order to safely and efficiently perform their duties and responsibilities without jeopardizing themselves or others.  In general, soldier retention standards (found in AR 40-501, Standards of Medical Fitness) will be used in determining fitness for EEP.

        (2) The examining physician or physician assistant (PA) has full authority in determining EEP fitness.  For more detailed information on the physician or PA responsibilities, see AMC-R 700-19.

    c.  Management.  EEP are responsible for meeting all medical and administrative requirements of this handbook at all times.  A copy of the annual physical will be maintained in the LAR field files.  Medical requirements are reviewed and verified (not necessarily repeated) yearly.

    d.  Costs.  

        (1) The government will bear costs of Physical Evaluations (PE), special equipment (e.g., protective mask optical inserts, medical alert ID tags), and services (e.g., travel immunizations, Tuberculin Skin Test, DNA sampling, HIV testing as required, yearly dental examinations, subsequent panographs) required for employment and deployment.  

        (2) The nominee to the LAP or EEP will bear medical costs incurred in meeting job standards (e.g., corrective surgery, dental work).  

        (3) While on TDY, AR 40-3 (Medical, Dental, & Veterinary Care), paragraph 4-29a(8) applies--any disease or injury incurred by a civilian employee on TDY will be regarded as job related.  While deployed, in-theater medical services will be available to EEP as if they were soldiers.

    e.  Location. 


        (1) All PEs should be accomplished at home station if possible.  This saves TDY costs and provides the greatest continuity of care.  Where medical support is not available, supervisors at HQ (i.e., FSC or the MSC) should arrange support at the nearest available military Medical Treatment Facility (MTF).  Supervisors will arrange their own support at the nearest available military MTF.

        (2) Normally LAP personnel may deploy with supported units.  However, for specific deployments, DA may designate central processing centers to perform pre-deployment processing including PE.  In this case, EEP (for whom the most recent, annual periodic PE suffices) should review the checklist found in AMC Regulation 700-19, Appendix C-13 and ensure they are current before leaving home station, taking their medical records with them.

        (3) If DA does not designate a central processing center for pre-deployment processing and EEP are to deploy with the supported units, the EEP, upon notification of overseas deployment (excluding Alaska and Hawaii), must undergo a medical record review and update of their medical history at the home station.

        (4) The EEP should undergo a medical record review and update of their medical history within 90 days of PCS to an overseas assignment (including Alaska and Hawaii) at the CONUS home station.

    f.  Components of Medical Readiness.  There are eight occasions when EEP must undergo PE.  For more detailed information on the PE, refer to AMC-R 

700-19.  All PEs must be conducted and signed by a military physician or PA.  A complete PE is required on all occasions except annually, prior to deployment, OCONUS PCS, and following deployment.  

        (1) Pre-placement - A complete PE will be administered.  Nominees must pass a pre-placement PE based on the functional requirements of the job to determine fitness for duty prior to entering the program, as a condition for selection.

        (2) Five-year periodic - EEP continuing in the LAP will receive a complete PE every 5 years beginning at age 20.  EEP will undergo PEs within three (3) calendar months before the end of his/her birth month.  A PE accomplished within four (4) calendar months before the end of the birth month will be considered as having been accomplished during the birth month.  

        (3) Annual- EEP continuing in the LAP will receive an annual PE consisting of a medical history, except when they are undergoing a 5-year periodic PE.  The goal of the annual PE is to identify--by history--any changes in the health status of the employee that may preclude worldwide deployability to an area with little or no medical support.  

        (4) Pre-deployment - The goal of the overseas screening is to identify any changes in the health status of the employee that may preclude worldwide deployability to an area without adequate medical support.  PEs and diagnostic procedures will be left to the discretion of the examining physician or a PA.

        (5) Post-deployment - Normally, the Army Surgeon General or Theater Surgeon specifies the post-deployment PE, which usually consists of a medical history by a medic or nurse, with physician review and (as necessary) consultation.  EEP will receive the same post-deployment PE as soldiers.  If these PEs are being performed in-theater, the EEP will be examined there.  If soldiers are undergoing post-deployment PE at home station, so will EEP.

        (6) Fitness for Duty - Since it is a condition of employment to maintain certain PE status, a complete PE will be administered, when appropriate, to determine the employee's fitness for duty.  This examination will be based upon a supervisor's observation of any deficiency in safe or efficient job performance.

        (7) Termination - All EEP will undergo a complete PE within 90 days prior to termination of assignment to the LAP or termination of employment.    

2-4.  Military Recall Status.
    a.  E-E positions are considered key and essential positions. 

DOD Directive 1220.7 and DOD Directive 1404.10, requires that key and essential positions are not filled by persons with military recall status to preclude such positions from being vacated during mobilization.  

AR 690-11, section 4-1b(4) defines a person with military recall status as one who is in the status of a Ready Reserve, Standby Reserve, or is a military retiree.  AR 690-11 requires that key and essential employees who are retired military members subject to recall to active duty (i.e., those who have pre-assignment orders or who are under age 60 and were not retired for disability) be exempted from recall.

    b.  Procedures for requesting removal from the Ready Reserve are contained in DOD Directive 1200.7 and AR 135-133.  Procedures for requesting exemption from retiree recall are contained in AR 601-10.

    c.  Employees selected for assignment to a LAP position are required to report their military recall status.  This will be accomplished at the time the employment agreement is signed.  Individuals administering the agreement will ensure that requests for removal from the Ready Reserve or exemption from retiree call-up are submitted to the cognizant military personnel center, if appropriate.  *Additionally, the servicing CPAC will include a statement on the SF 50 that will read:  Employee has been informed of requirement to report their military recall status and requests for removal from Ready Reserve or exemption from retiree call-up has been submitted to cognizant military personnel center, if appropriate.

2-5.  Position Descriptions and Vacancy Announcements.  LAP position descriptions and vacancy announcements will be annotated to indicate that the position is identified as key, EE and mandatory mobile.  AMC-R 700-19 page 2-2, para. 2-4a states that, “key and EE positions are not to be filled by persons with military recall status to preclude such positions from being vacated during mobilization”.  They will clearly stipulate the physical requirements and will exclude anyone subject to military recall.

2-6.  Relocation Requirements.
    a.  Temporary duty assignments.  Inherent in accomplishment of the logistics assistance mission is the element of urgency in responding to the supported unit's short-term logistics assistance requirements.  Management will, in such a situation, make optimum use of temporary duty assignments.  A memorandum for record will cover all temporary positions over 30 days, while temporary positions less than 30 days should be documented by email or other similar notification.

    b.  Rotation scheduling - general.  The LAP requires a planned rotation system due to the number and complexity of the moves involved and the importance of using available LAP resources in the most effective manner. Career management policies, technical training plans, and the benefits obtained from making use of experience gained overseas also dictate the need for planned rotation.

        (1) Duration.  Assignment to duty stations within CONUS will not be for less than 24 months unless there are circumstances where management must direct relocation of an employee based on mission requirements, programs needs, and/or compassionate reasons.

        (2) Length of OCONUS Assignment.  Tours to OCONUS areas, to include Puerto Rico, Alaska, and Hawaii, will be in accordance with DOD Joint Travel Regulations, OPM Regulations and Army Regulations; however, the length (with extensions) will be limited to 5 years.  Consecutive tours in OCONUS areas will count as part of the 5-year limit with the next assignment being within CONUS.  The length may be adjusted by LAP Managers to accommodate mission requirements, or the needs of management on a case-by-case basis.

        (3) Extensions.  LAR requests for extensions are to be submitted thru LAO Chief, thru MSC SCR/Deputy to the AMC-Forward Commander for final approval by LAD Chief.  Supervisors and employees should contact their local CPACs to ascertain whether negotiated grievance procedures cover relocation policies and extensions.  A management decision taken to either assign the employee from one geographic location to another or return an employee from an overseas assignment is excluded from coverage of Department of Defense Administrative Grievance System.

        (4) PCS Notification/Advance notice.  LAP Managers will maintain assignment systems that schedule all personnel movements in the program.  The affected employee and gaining/losing LAO will be notified in writing by the LAP Personnel Manager of the new assignment (unless urgent requirements dictate a shorter advance notification period), at least 120 days prior to the planned PCS date. (See Appendix B for more information on PCS notification)

2-7.  Reemployment Rights.
    a.  Section 1586, Title 10, United States Code is the authority for granting statutory reemployment rights.  AR 690-300, chapter 352, subchapter 8, contains DA policy governing statutory reemployment rights of career and career-conditional employees serving in overseas rotational assignments, including employees on worldwide mobility agreements.

    b.  The employee shall be placed in the position that he/she held immediately before assignment to duty outside the United States, if such a position exists.  Employees will normally receive at least a 90-day advance notice before relocation, if possible.

    c.  An employee may elect on a voluntary basis to accept a position at a location in CONUS other than that which the employee occupied before going overseas.  Voluntary acceptance of such a position in CONUS satisfies management's obligation to extend reemployment rights.

2-8.  Home Leave.

    a.  Home leave is authorized by section 6305(a) of Title 5, United States Code, and earned by service abroad, (not to include Alaska & Hawaii), for use in the United States or, if the employee's place of residence is outside the area of employment, in its territories or possessions including the Commonwealth of Puerto Rico.  

    b.  Home leave may be used in conjunction with Renewal Agreement Travel, TDY, PCS (OCONUS to CONUS and CONUS to OCONUS), and/or employees own expense to and from CONUS.

    c.  The granting of home leave concurrent with PCS is at the discretion of the appropriate MSC and/or Deputy to the AMC-Forward Commander in coordination with the gaining LAO.

    d.  Recommended length of home leave in conjunction with PCS is not to exceed 20 workdays.  Home leave must be scheduled within the first 90 days and taken within 1 year after PCS.  Use or Lose Annual Leave must be used by the end of the Calendar Year.  If Home Leave will conflict with this, Annual Leave shall be used first.

2-9.  Exception to Planned Relocations.  Where circumstances are such that hardship would exist as a result of a specific assignment under the rotation schedule, the LAR may request deferment or release from that assignment by submitting a written request through supervisory channels within 10 days after receiving notification of the scheduled assignment.  Final decision will be granted at MSC/FSC Division/Commander or Director level or above; or, if time allows, at the normal mobility rotation conference.  A written response will be provided to the affected employee.

    a.  Requests for deferment or release from assignment will be considered only on an exception basis and decisions will be based solely on merit and urgency, using criteria such as:

        (1) Serious illness or injury to the employee that would prevent performance of duties in the new assignment.

        (2) A health problem in the employee's immediate family (father, mother, guardian, child, spouse) such as an illness that is expected to be terminal or that dictates presence of the employee; anticipated pregnancy complication.  This shall include any illness of a family member that can only be treated at certain locations.

Note:  The Family Medical Leave Act of 1993 (FMLA) provides up to 12 weeks of unpaid job protected leave to 'eligible' employees in any 12 month period for adoption, foster care, birth and care of a newborn, serious illness of the employee or his/her spouse, son, daughter, or parent.  Additionally, Public Law 103-329 also provides sick leave for purposes related to the adoption of a child and leave to serve as a bone marrow or organ donor.

        (1) Due to the death of an immediate member of the family, absence of the employee will impose undue hardship on the family.

        (2) Imminent breakup of the family group.

    b.  Subject to all statutory and regulatory requirements, approved deferments will be for no longer than 6 months with a maximum of two consecutive deferments.  The employee is responsible for immediately notifying the appropriate office in writing, when circumstances necessitating the deferment no longer exist.

    c.  An employee who encounters a situation, which may require temporary release from his/her current or projected assignment, must provide his/her request to the supervisory chain for consideration.  All such requests will be coordinated with the CPAC where the employees’ records are kept to ensure that proper laws, procedures, and Union Agreements are followed.

2-10.  Nonmobile Position Reassignment.  LAP employees who desire lateral transfers to nonmobile positions within AMC must initiate appropriate documentation through the MSC/FSC supervisory chain to the servicing CPACs of those activities in which the employee is interested.  Employees registered in the DA Central Referral Program should also submit an updated interest and availability statement to the DA Central Referral Activity.  The employee will also advise the supervisory chain regarding the desire to become nonmobile; supervisors will alert the appropriate LAP Mobility Program Manager who will provide assistance in locating a position for the individual.  

2-11.  Interest and Availability Statement.  Mobility for TDY and PCS lateral assignments in CONUS and OCONUS is a condition of employment; however, LAP employees will be required to periodically submit a written notification of geographical preference for future PCS assignment (Interest and Availability Statement) to the program manager.  When possible, the employees’ geographical preference will be honored subject to, (mission requirements, tour limitations, and rotational base considerations).  LAO will sign to indicate review.  Optional remarks may be provided.

2-12.  Employee Performance.  The LAO Chief must guarantee the accomplishment of timely performance objectives/standards, reviews, evaluations, and career development documentation for the work force.  The LAO Chief may use the MSC GS-13 LARs and management personnel, as well as supported command(s), to obtain pertinent information regarding employee performance and technical competence.  Additional guidance on rating input may be found in AR 690-400, chapter 4302, and DA PAM 690-400.  LAO Chiefs will not delegate MSC LAR rating responsibilities.  MSCs may grant exceptions in special situations.

    a.  LAR Rating Chain.  The following policy does not apply to LARs who are assigned to FSC or MSC LADs with duty station at respective commands.

(1) All LARs will be assigned to an LAO for rating purposes.

            (a) For LARs not collocated with an LAO, use the geographic area of responsibility/mission affiliation defined in AR 700-4 to determine the correct LAO to serve as the rating official.

            (b) For LARs that support units or equipment supported by two or more LAOs, the Deputy to the AMC-Forward Commander, in coordination with the MSC SCR, will determine the primary LAO Chief to be the rating official.          

Utilize the following rating scheme:

Ratee             Rater                 Senior Rater
AMC LAO (LTC)     AMC-Forward Commander USAMC FSC Commander

AMC LAO (04/CWO)  AMC-Forward Deputy    AMC-Forward Commander

MSC LAO           AMC-Forward Deputy    MSC

AMC Supply/LMS    LAO Chief             AMC-Forward Deputy

MSC LAR/LMS       LAO Chief             MSC SCR

MSC SCR           AMC-Forward Commander MSC

AMC Supply@MSC    MSC                   Director, FSC LAP Mgt. Directorate

AMC Supply@DLA    Selected DLA Person   Director, FSC LAP Mgt. Directorate

NOTE:  REVIEWER/INTERMEDIATE RATER IS OPTIONAL.

       MSC=Major Subordinate Command 

            (c) The SCR/MSC may provide letter input to the Deputy to the AMC-Forward Commander on the LAO Chief's performance with mandatory feedback required.

        (2) As the rating official, the appropriate LAO Chief in agreement with DA PAM 690-400 (Total Army Performance Evaluation System (TAPES), Part III, Base System, Part III, Awards Nomination and Approval), will:

            (a) Review the Support Form with the Ratee (DA Form 7222-1), initial, date Part III, and forward to MSC/FSC Intermediate/Senior Rater, who will initial, date DA Form 7222-1, Part III, and return to the Rater.  Use DA PAM 690-400 as a guide.

            (b) Discuss and explain to the Ratee their DA-wide performance standards, LAP minimum core objectives, individual ratee established objectives, and responsibilities to the LAO Chief/MSC regarding coordinated priorities to the supported customer and the LAP mission.  A review between the Rater and the Ratee will occur when a new supervisor or employee is placed in a new position, special appraisals are needed, and during the midyear review and the annual review/rating/appraisal periods.

            (c) Prepare Evaluation Report (DA Form 7222), sign and date Part II, Block a.

            (d) Forward Completed evaluation and award recommendation to MSC/FSC Intermediate/Senior Rater for approval prior to Ratee signing.

            (e) In cases of disagreement or conflict concerning LAR ratings, the rater will discuss the differences with the Senior Rater.  The Senior Rater will make the final decision.

            (f) LAO Chief is responsible for nominating LARs for performance awards, Quality Step Increases, honorary awards, and other required justifications IAW AR 672-20 and servicing CPAC guidance.

            (g) It is the responsibility of the MSC/FSC to approve, assign, and fund awards.  Awards and award amounts are discretionary within the confines of governing regulations.  

        (3) Rating official responsibilities will be reflected in the LAO performance standard; e.g., OER Support Form for military LAO Chiefs and support plan (DA Form 7222-1) for civilian LAO Chiefs.

        (4) After major deployments and operations, consistency for honorary award nomination is encouraged throughout the LAP.  The MSC Annex is the guide for submission of these awards.

    b.  Performance Evaluation Rating Periods.  LAO Chiefs will ensure that employees receive an annual appraisal, especially during rating periods that include a PCS move by the employee.  The gaining LAO is responsible to ensure the employee is given an annual rating and for requesting input from the losing LAO, if necessary, to complete a comprehensive annual evaluation.  Complete interim appraisals on all assigned LARs when LAO Chiefs PCS during the appraisal cycle will be accomplished.  Rating periods are as follows:

       (1)  IAW AR 690-400, Chapter 4302, Section 1-5b, general rating cycles are: 

GS 13-15      1 Jul - 30 Jun

GS 9-12       1 Nov - 30 Oct

GS 8 & below Non-standard (Rating periods established by local CPO activities)

       (2) The DA granted an exception to policy for LAP employees currently serviced by Redstone Arsenal CPAC, and approved rating cycles are:

GS 14-15      1 Jul - 30 Jun

GS 13         1 Oct - 30 Sep

GS 12         1 Jan - 31 Dec

GS 9-11       1 Apr - 31 Mar

GS 8 & below  Birth Month

2-13.  LAR Taskings.
    a.  The LAO Chief is the first line supervisor and has tasking authority over MSC LARs attached to his/her geographic area of responsibility.  A designated individual will be appointed LAO responsibilities, in the absence of the LAO Chief.

    b.  MSC LAR tasking will be from the MSC to the LAR, with copy furnished to respective LAOs and SCR.  Logistics intelligence/feedback between the field and the MSC will not be impeded.  MSC LAD Chiefs/SCR must approve MSC taskings.

    c.  Second Line Supervisor will resolve any conflicts regarding taskings of MSC LARs.

2-14.  Deployment/Exercise Support.  AMC-R 500-4 (LAP Mobilization/Exercise Planning and Management) provides the guidance on operations for LAP support during mobilization, contingency operations/hostilities, and exercises. 

    a.  LAP personnel will provide the assistance prescribed in AR 700-4 that includes support of forces upon deployment.  LAP personnel will deploy as far forward as mission, enemy, terrain, troops, time, and civilian (METT-TC) dictate.  (FM 43-12)

    b.  If an LSE/LAO has not been established within the theater of deployment, one will be designated and will respond to guidance from the appropriate AMC-Forward Commander.  AR 700-4 provides LAO geographic areas of responsibility.  All AMC logistics assistance personnel are under the overall control of the LAO Chief.  All LAP personnel serving in the field will be assigned or attached by orders, as appropriate, to the applicable LAO/LSE Commander.

       (1)  LAP support to deployment will be composed of an LAO Chief and LARs as determined by the equipment types, densities, requirements of the supported force, and geographic dispersion of supported force.  Support will be tailored to each deployment and coordinated with the supported force, AMC FSC, applicable LSE/LAOs, and MSCs.  LARs will be called forward or redeployed as determined by the responsible LAO Chief/LSE Commander and based on assisted force support requirements.  As a general rule, upon initial deployment, the responsible LAO Chief will be dual-hatted as the LSE Commander-Forward.  As operations escalate, the applicable LSE Commander responsible for the particular geographic area may deploy causing the LSE Commander-Forward to revert back to an LAO Chief.

       (2)  The LAO Chief may require personnel TDY in support of field exercises, operations and deployments to occupy government quarters (including tents or other temporary military field billeting) when it is essential to accomplish the mission.  This fact must be stated in the TDY orders.  If such quarters are not available, the supported command will issue statements of non-availability.  Prior coordination with supported units must be accomplished for each deployment/deployed LAR to include Memorandum of Understanding for support requirements, if possible.

       (3)  LAP personnel proximity to supported units.  The LAO Chief supporting a deployment has the ultimate responsibility to determine where the LARs are billeted.  In making this decision, the LAO Chief must weigh the personal safety and welfare of the LARs, the administrative/resource limitations of the supported force, conditions of quarters, and the assigned mission.  Since LAP personnel must continually strive to establish the supported command's perception of AMC/MSCs as full participants in confronting and resolving logistics problems, close proximity of the LAO Chief and the LARs to the supported units must be considered mandatory.  Close proximity is defined as 30 minutes or less from supported units using available transportation.  Consideration will be afforded to the special needs of each LAR; e.g., U.S. Army Communications-Electronics Command LARs may need to be billeted at radar/commo sites, Aviation LARs at airfields, etc.  In all cases, LAP personnel will have the same quality of quarters as personnel of comparable rank in the units they are supporting (AR 210-11).  LARs will not be required to do without necessities, e.g., water and heat.  The "reasonable man" approach on the part of the LAO Chief should resolve the great majority of potential problems; when in doubt, the ruling should be made in favor of the LARs personal safety and welfare.

    c.  LAO Chiefs are responsible for processing overseas movement, Transition to War Plan, family support plan, equipment/life support and coordination with deploying units.  LAO will provide updated status to MSC/FSC.

2-15.  Battle Dress Uniforms (BDU), Organizational Clothing and Individual Equipment (OCIE) and Chemical Defense Equipment (CDE).  BDU, OCIE, and CDE will be worn in support of appropriate mobilization/exercise efforts in accordance with AMC-R 500-4 and AR 700-4.  However, the ultimate decision on wearing of uniforms in the theater of operations is that of the Army Service Component Commander (ASCC) and is based on mission, enemy, terrain, troops, time available, and civilians (METT-TC).  All EE LAP personnel are required to participate in the Logistics Assistance Program Continuing Education Program (LAPCEP) training to ensure proper usage of individual equipment and chemical defense gear at least annually.

2-16.  Weapons.  Weapons training is optional at the LARs discretion.  LAO Chiefs should ensure LAPCEP training on weapons is provided at least annually.  All EE LAP personnel are encouraged to participate in the LAPCEP training on weapons to ensure proper use and safety of weapons at least annually.  Issue of weapons to LARs during contingency operations is the prerogative of the ASCC/ARFOR Commander and is based on METT-TC.  LARs will have the option to carry weapons, once the ASCC Commander or ARFOR Commander makes the decision.

2-17.  Time and Attendance.  The LAO Chief reports time and attendance of LAP personnel using AMC Form 2876-R-E as a guide (reproducible/located in AMC-R 

500-4).  Original AMC Form 2876-R-E and backup time and attendance documentation will be filed by applicable LAO Chief.  Unique MSC requirements must be identified and supported IAW applicable MSC Annex.

    a.  Regular Duty Hours.  The LAO Chief establishes regular duty hours with MSC/FSC coordination.

    b.  Overtime/Compensatory Time.  The MSC/FSC pre-approves overtime/compensatory time based upon requests from LAO Chief.  LAO Chief can make exceptions for emergency situations.

        (1) Using AMC Form 2876-R-E, document overtime/compensatory time.

        (2) The MSC/SCR coordinates with LAO Chief and ensures compensatory time use within 26 pay periods.

    c.  Annual/Sick Leave.  Document leave absence using SF-71.  

        (1)  LAO Chiefs are authorized to approve without MSC/FSC coordination for:

            (a) Up to 5 days of annual leave.

            (b) Up to 5 days of sick leave.  (Physician statement is required after 3 days.)

        (2)  Approval of more than 5 days annual/sick leave must be coordinated between LAO Chief and MSC/FSC.

    d.  TDY.  Report TDY as normal duty hours, unless coordinated/approved by MSC/FSC on AMC Form 2876-R-E.

2-18.  TDY/Travel.  LAO must request fund cite/travel orders from respective MSC/SCR/Deputy to the AMC-Forward Commander.  LAO Chiefs are authorized to prepare and sign DA Form 1610 and sign SF-1164.  Coordinate MSC directed travel/training with respective LAO Chiefs.  LAO Chief ensures reconciliation copy of travel voucher is furnished to MSC/FSC.  (DFAS implementation may change procedures.)  Please refer to Appendix B regarding Administrative Procedures for TDY/Travel requests.

2-19.  Discipline.  

    a.  When necessary, disciplinary actions taken against employees should promote the efficiency of the service, be consistent with applicable laws, Negotiated Union Agreements, rules, and regulations, are clearly not excessive or arbitrary, capricious or unreasonable, and initiated in a timely manner by the official proposing the action.

    b.   The proposing official for disciplinary actions for all LARs regardless of command is normally the assigned LAO Chief.  The deciding official for MSC LARs is the MSC.  The deciding official for FSC LARs is the AMC-Forward Commander or his/her delegated representative. 

2-20.  Accidents/Incidents Report Requirements.
    a.  LAO Chief will report accidents/incidents involving ammunition and military equipment to the AMC-Forward Commander with a copy furnished to FSC (e-mail address logqrt@logsa.army.mil) and the applicable MSC SCR based on the equipment involved.

    b.  Local Army commanders provide information on incidents to supporting LAO as prescribed in AR 700-4, 1-4 (14).

    c.  Reference publication is AR 385-40, Incident/Accident Reporting and Records, AMC-R 700-100.

    d.  Report the following types of accidents/incidents:

        (1)  All accidents that result in injury and/or fatality.

        (2)  Accidents that result in property damage in excess of $10,000.

        (3)  Accidents involving any ammunition and/or explosive materiel.

        (4)  Accidents involving AMC personnel regardless of nature.

    e.  As a minimum, the report should contain:

        (1)  Date/Time AMC Notified:

        (2)  Location:

        (3)  Unit:

        (4)  Date/Time of Accident/Incident:

        (5)  Equipment/System/Ammunition Involved:

        (6)  General Description of Accident/Incident:

        (7)  Brief Damage Assessment:

        (8)  Injuries:

        (9)  Individual Taking Report:

        (10) Which MSC Notified:

        (11) Name of LSE/LAO Personnel on Scene:

        (12) Name of MSC Personnel on Scene:

        (13) Submitted By:

(NOTE:  It should be noted with caution that assumptions/conjectures on the accident or cause are the responsibility of the Accident Review Board and/or process and not a report requirement of the LAP.)

2-21.  Reports Requirements.  MSC will automatically inform the LAO Chief and MSC SCR of unique report requirements.  Logistics intelligence/feedback from the LAR will not be impeded.  Copies of the LAR findings/reports will be provided to the applicable LAO Chief and MSC SCR.

2-22.  Field Inquiries.  Do not impede inquiries to MSCs.  Copies will be provided to the applicable LAO Chief and MSC SCR.

2-23.  Passports.  All LAP EE mandatory mobile employees will maintain a current Tourist and Official no fee passport.  AR 600-290 provides applicable procedures.

2-24.  Equal Employment Opportunity (EEO) Awareness and Prevention of Sexual Harassment (POSH) Training.  This policy applies to all personnel within the AMC LAP.

    a.  Supervisors/LAOs are responsible for ensuring that all employees receive training and an understanding of EEO and POSH standards of conduct. 

    b.  Supervisors are required to make available POSH training for employees annually.  This training can be coordinated with POSH Program Managers, generally collocated with installation EEO offices.

    c.  Supervisors must make EEO an integral part of day-to-day management and interwoven with every action that has an effect on employees.  At a minimum, employees must be made aware of the importance of EEO in conjunction with their annual performance appraisal.  Additional guidance and instruction can be obtained at local installation EEO offices.

    d.  In the event proper resources are lacking at installations, contact appropriate AMC-Forward Commander (CONUS, Far East, Europe, SWA) for assistance.

    e.  Employees must know that they will be treated fairly and with dignity in all aspects of daily operations.  Supervisors must do all they can to ensure work environments are free of discrimination and prejudice.  Sexual harassment will not be tolerated.  The requirement for annual POSH training is designed to ensure that all personnel are equipped to identify and deal with issues of sexual harassment.  Ignorance will not be accepted as an excuse.

    f.  Reference, memorandum, AMC, AMCEE, 7 May 96, subject:  Sexual Harassment Policy Statement.

2-25.  Security Awareness and Subversion and Espionage Directed Against (SAEDA) the U.S. Army Training.  This policy applies to all personnel of the U.S. AMC LAP.

    a.  All supervisors/LAOs require employees of the LAP to receive Security Awareness and SAEDA training annually.  A Force Protection & Threat briefing should be provided each time an employee is placed in a high threat area.  Training can be coordinated with local installation Security Offices.

    b.  Security Awareness Training includes:

        (1)  Information Security; addressed in AR 380-5.

        (2)  Operations Security; addressed in AR 530-1.

        (3)  Combating Terrorism (Force Protection Program); addressed in AR 525-13.

        (4)  SAEDA Training; addressed in AR 381-12.

    c.  In the event proper resources are lacking, contact the FSC, Logistics Assistance Division Chief at DSN 645-6589 or commercial (205) 955-6589. 

    d.  The security of our personnel, mission, and country must be preserved.  This mandatory training is required to assist us in meeting that obligation.

    e.  References:

        (1) AR 380-5

        (2) AR 530-1

        (3) AR 525-13

        (4) AR 381-12

CHAPTER 3

CAREER MANAGEMENT

3-1.  Policy.  

    a.  The development of technical and professional qualifications is the joint responsibility of the individual employee and the LAO/MSC supervisory chain.

    b.  Career management of LAP participants will be accomplished in accordance with the provisions of AR 690-950, Career Management - Basic Policies and Procedures, and the specific program document(s) covering the career field in which the careerist is registered.

    c.  Intern intake, appraisal and counseling, training and development, registration and referral, all of which are elements of career management, are subject to the guidelines in the aforementioned regulations.

3-2.  Career Development.  

    a.  ACPMs and supervisors will maintain contact with and counsel LAP employees with regard to developments in their respective career fields (availability of prescribed training, career screening panels, changes in policies and procedures, etc.) ensuring that necessary documentation to be considered by career screening panels is processed in a timely manner.  ACPMs will maximize the use of available government funds for high potential careerists by programming and budgeting for career/mission related training and education.

    b.  Individual development plans (IDP) are vehicles for careerists to use in planning their career development needs and desires.  Career program 13/17/24 ACTEDS is a good reference tool.  They should carefully consider and indicate special requirements in their IDPs for consideration during the annual career screening process.  Careerists must be counseled regarding their responsibility to accurately and expeditiously complete and update all necessary forms related to their registration.

    c.  Army Civilian Career Evaluation System (ACCES).  LAO Chief must complete supervisor ratings portion of the LAR and LMS ACCES package, per CPAC guidance.

        (1)  For MSC LARs, LAO Chief may consult with MSC GS-13 LARS and/or SCR as subject matter experts.  Forward MSC LAR packages to SCR for review and final processing.

        (2)  For SCRs, the AMC-Forward Commander will complete the supervisors’ portion of the ACCES package and forward to the MSC for review and final processing.

        (3)  For AMC Supply LARs stationed at the MSC, the MSC will complete supervisors portion of ACCES and forward to FSC for review.  FSC will complete final processing.

        (4)  For the LMS and Supply LARs at the LAO locations, the LAO Chief will complete the supervisors’ portion of the ACCES package and forward to FSC for review and final processing.

    d.  Technical Training.  MSC will propose, fund, and schedule technical training for MSC LARs, in coordination with LAO Chief.

APPENDIX A

CORE OBJECTIVES

NOTE:  

A supervisor is free to add to the handbook's model/generic core objectives so as to address other objectives that would be applicable to each individual LAR.  The sub bullets indicated are negotiable between the Supervisor and Employee.  It is not mandatory to keep the sub bullets if agreed upon between the Supervisor and Employee.
EQUIPMENT SPECIALIST GS-1670-12

CORE OBJECTIVES

Emergency Essential, worldwide mobility program, Logistics Assistance Representative (LAR), provides technical assistance on maintenance standards, policies and procedures to field customers and commanders for all Major Subordinate Command managed equipment.  Monitor/analyze readiness trends or problems and take corrective action to optimize readiness rates. Responsible for providing support for assigned geographical area of Army forces. Provide maintenance diagnostics training and software through hands-on method and formal/informal classroom training, usually less than 8 hours on maintenance procedures and diagnostics.  Required to work independently without technical supervision.  Provides technical/logistics support on all managed equipment through all phases and facets of equipment lifecycle.  Makes decisions that commit the command to a course of action without prior approval.

1. Provides logistics assistance to assigned units on material management and equipment weapons systems.

    a. Monitors readiness rates and enhances equipment availability to using unit in garrison and field environment.

    b.  Attends a minimum of six monthly readiness meetings and provides input to improve and maintain materiel posture.

    c.  Visit supported units, at least twice weekly, as determined by local priorities.

    d.  Provides quick response (normally one work day) to customer requests/problems and reviews issues every 48 hours until resolved.

2. Develops programs of instruction and conducts training (formal and OJT) during the rating period.

3. Is prepared to participate in contingency operations.  Exceeded when LAR receives positive documented feedback from supported unit and/or LAO.

4. Actively supports customer field training exercises. Exceeded when LAR has positive impact on operational readiness.

5. Effectively communicates verbally and in writing.  Exceeded when employee has less than five rewrites during a rating period. 

6. Maintains appropriate liaison with both the commodity weapons systems teams and local headquarters command and staff.  Exceeded by 12 examples of successful actions that improve Army readiness.

7. Actively supports and reports the LAP cost avoidance program.

· Insures, at a minimum an annual cost savings/avoidance of $100,000.00 as documented in required reports.

8. Develops, in coordination with supervision, an effective individual development plan. 

9. Submits required reports to supervision and commodity command as directed in established format and within required timeframes.  Minimum of 47 weekly or 10 monthly reports as required by the MSC.

    a. Completes MSC specific and LAO required reports on all supported equipment.

    b. Establishes rapport with commanders and post safety office to insure MSC HQs is informed of all reportable accidents in a timely manner (details and format as required by MSC).  Reports accidents within 3 hours of notification and forwards accident report within 24 hours.

10. Maintains effective professional relations with customer, supervision and fellow LARs.  Exceeded as evidenced by positive feedback.  Met when no negative feedback is received during the rating period.

11. Utilizes current ADP equipment to resolve equipment readiness problems and market our capabilities to the customer.  Exceeded by use of such skills and capabilities at least monthly.

12. Provides support to other AMC/MSC activities such as Force Modernization Division, PMs, PEOs, and Depot Teams.  Exceeded by positive feedback from these organizations.

EQUIPMENT SPECIALIST GS-1670-11

CORE OBJECTIVES

Emergency Essential, worldwide mandatory mobility program, Logistics Assistance Representative (LAR), provide technical assistance on maintenance standards, policy and procedures to field customers and commanders for all _______ managed equipment.  Monitor and analyze readiness trends or problems and take corrective actions to optimize readiness rates.  Responsible for providing support to an assigned geographical area of Active Army and reserve forces.  Provide maintenance diagnostics training through hands on method and formal/informal classroom training, usually less than 8 hours on maintenance procedures and diagnostics.  Work is performed under general direction.

o  Provide logistics assistance to assigned units on materiel management and equipment/weapon systems.

· Monitor readiness rates and enhance equipment availability by providing maintenance and diagnostic training to using units in garrison and field environments.

· Attend readiness meetings and provide input to improve/maintain materiel posture.

· Visit supported units as required.  (Frequency determined by local priorities.)

· Provide quick response (normally 1 workday) to customer requests/problems.

o  Submit required reports to supervisor/MSC as directed in established format within required timeframes.

o  Provide logistical intelligence to MSC (QDR/EIRs, surveys, suggestions, etc.).

o  Establish rapport with commanders and post safety office to ensure MSC is informed of all reportable accidents in a timely manner, as required by MSC.

o  *Identify ADP abilities and objectives for this rating period.

o  *Identify additional maintenance skills and new equipment training required.

NOTE:

*Indicates supervisor should discuss with employee and develop necessary requirements to satisfy this core objective.  Do not use this element verbatim.

LOGISTICS MANAGEMENT SPECIALIST  GS-346-13

CORE OBJECTIVES

Conducts special logistics/readiness studies and projects that pertain to mission, functions and organization of the Logistics Assistance Office (LAO).  Performs readiness analysis and assessment of the readiness posture of assigned units and assists in, and/or provides recommendations for resolving identified logistics/readiness problems.  Performs mobilization, contingency, and exercise planning for the LAO and assigned Logistics Assistance Personnel.

o  Provide logistics assistance to assigned units/customers on supply management and equipment/weapon systems.

     Analyze and assess the readiness of assigned units/customers and provide timely recommendations for the resolution of identified problems and issues.

     Attend readiness meetings and provide input to improve/maintain readiness posture.

     Visit supported units as required.  (Frequency determined by local priorities.)

     Provide quick response (normally 1 workday) to customer requests/problems.

o  Submit required reports to supervisor/FSC/AMC as directed in established format within required timeframes.

o  Provide logistical intelligence to FSC/AMC/MSC.

o  Performs mobilization/exercise planning for all assigned LAO personnel.

o  *Identify ADP abilities and objectives for this rating period.

o  *Identify additional maintenance skills and new equipment training required.

NOTE:

*Indicates supervisor should discuss with employee and develop necessary requirements to satisfy this core objective.  Do not use this element verbatim.

LOGISTICS MANAGEMENT SPECIALIST  GS-346-12

CORE OBJECTIVES

Conducts special logistics/readiness studies and projects that pertain to mission, functions and organization of the Logistics Assistance Office (LAO).  Performs readiness analysis and assessment of the readiness posture of assigned units and assists in, and/or provides recommendations for resolving identified logistics/readiness problems.  Performs mobilization, contingency, and exercise planning for the LAO and assigned Logistics Assistance Personnel.

o  Provide logistics assistance to assigned units/customers on supply management and equipment/weapon systems.

     Analyze and assess the readiness of assigned units/customers and provide timely recommendations for the resolution of identified problems and issues.

     Attend readiness meetings and provide input to improve/maintain readiness posture.

     Visit supported units as required.  (Frequency determined by local priorities.)

     Provide quick response (normally 1 workday) to customer requests/problems.

o  Submit required reports to supervisor/FSC/AMC as directed in established format within required timeframes.

o  Provide logistical intelligence to FSC/AMC/MSC.

o  *Identify ADP abilities and objectives for this rating period.

o  *Identify additional maintenance skills and new equipment training required.

NOTE:

*Indicates supervisor should discuss with employee and develop necessary requirements to satisfy this core objective.  Do not use this element verbatim.

SUPPLY MANAGEMENT REPRESENTATIVE GS-2003-12

CORE OBJECTIVES

Serves as a Supply Management Representative within the Logistics Assistance Program (LAP).  Provides assistance to Commanders at all levels in resolving supply readiness problems.  This includes initial identification of the problem, analysis of any systemic causes, and development of alternative solutions.  Resolves immediate supply problems through coordination with appropriate AMC MSC and/or wholesale/retail supply logisticians.  Recommends actions or changes to policy to achieve improved readiness of customers’ equipment.  Maintains cognizance of current and evolving supply policies and procedures at the retail and wholesale levels.

o  Provide logistics assistance to assigned units/customers on supply management and equipment/weapon systems.

     Enhance readiness posture by identifying, analyzing, and assisting in the resolution of systemic supply/logistics problems.

     Attend readiness meetings and provide input to improve/maintain readiness posture.

     Visit supported units as required.  (Frequency determined by local priorities.)

     Provide quick response (normally 1 workday) to customer requests/problems.

o  Submit required reports to supervisor/FSC/AMC as directed in established format within required timeframes.

o  Provide logistical intelligence to FSC/AMC/MSC.

o  *Identify ADP abilities and objectives for this rating period.

o  *Identify additional maintenance skills and new equipment training required.

NOTE:

*Indicates supervisor should discuss with employee and develop necessary requirements to satisfy this core objective.  Do not use this element verbatim.

APPENDIX B

ADMINISTRATIVE PROCEDURES

TIME AND ATTENDANCE
1.  Everyone will use standard T&A format (AMC Form 2876-R-E reproducible located in AMC-R 500-4).  Report T&A to timekeeper NLT COB last Wednesday, prior to end of pay period.

2.  Implementation message should give e-mail addresses for MSC T&A POCs.

3.  Report TDY on the T&A form.

4.  Send original SF 71s to applicable LAO Chief for file and audit trail.  

OVERTIME/COMP TIME PROCEDURES
1.  LAO Chief requests overtime/comp time as required from the MSC/SCR via e-mail.

2.  MSC/SCR approves via e-mail.

3.  Overtime/comp time officially annotated on time card (AMC Form 2876-R-E as guide - reproducible/located in AMC-R 500-4).

4.  MSC/SCR coordinates with LAO Chief and ensures comp time is used within 26 pay periods.

5.  Utilization plan should be developed by LAO Chief and LAR for control/management of compensatory time.

REQUEST FOR TDY
1.  Use standardized e-mail TDY request form to request TDY.

2.  LAR fills out; ensure purpose code is used:  M = mission, T = training, F = fielding (which equipment) E = exercise (name of exercise).

3.  Form e-mailed or hand carried to LAO who approves/disapproves.

4.  LAO e-mails to MSC/SCR who approves/disapproves.

5.  SCR e-mails to MSC for funding.

6.  MSC adds funding citation and funding control number.

Note:  MSCs may data fax completed individual travel order fund cite.

7.  MSC e-mails back to LAO for typing.

8.  LAO administrative support prepares DD Form 1610.  Need letter of delegation of authority to sign for funds on TDY orders.

9.  LAO signs original DD Form 1610 and mails copy back to MSC budget.

10. LAR is responsible for sending legible copy of settlement voucher, to include copies of airline receipts and copies of their DD Form 1351-2.

IN AND AROUND MILEAGE
1.  LAR prepares SF Form 1164 (hard copy).

2.  LAO Chief signs block 8 (approver).  If required, LAR mails to

MSC/SCR who signs block 9 (certifier) and gives fund citation.

3.  LAR provides MSC/SCR budget a legible copy of settlement voucher.

PCS NOTIFICATION
CONUS TO CONUS

1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the AMC-Forward Commander at least 90 days prior to scheduled rotation.

2.  MSC completes all PCS actions.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the AMC-Forward Commander.

CONUS TO OCONUS
1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the AMC-Forward Commander at least 120 days prior to rotation.

2.  Reassignment SF 52 cut by MSC.  SF 52 faxed/mailed to OCONUS geographical LAO along with SF 75 information at least 45 days prior to rotation.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the AMC-Forward Commander.

REPORTS

MSC unique reports will continue to be reported by LARs directly to their MSC, with a courtesy copy provided to the LAO.

APPENDIX C

LAO WORLDWIDE LOCATIONS

1.  AMC-Forward Europe (Seckenheim, Germany).  All geographic areas and units assigned as identified below.

    a.  LAO, V Corps, Seckenheim, Germany.

    b.  LAO 3d COSCOM, Wiesbaden, Germany.

    c.  LAO 1st AD, Bad Kreuznach, Germany.

    d.  LAO 1st ID, Kitzingen, Germany.

    e.  LAO 7th Army Training Center (ATC), Vilseck, Germany.

    f.  LAO 21st TSC Kaiserslautern, Germany (England, Belgium, Luxembourg, Netherlands).

    g.  LAO 5th Signal Cmd, Mannheim, Germany.

    h.  LAO 69th ADA Bde, Giebelstadt, Germany.

    i.  LAO SETAF, Vicenza, Italy (Greece, Turkey, Italy).

2.  AMC-Forward Far East (Camp Market, Bupyong, Korea).  All geographic areas and units assigned to U.S. Army Pacific and Eighth U.S. Army.  All geographic areas and units assigned are:

    a.  LAO 2ID, Tongduchon, South Korea.

    b.  LAO 19th TSC, Taegu, South Korea.

    c.  LAO Camp Humphreys, Camp Humphreys, Pyongtaek, Korea.

    d.  AMC-Forward Far East Liaison Office USARPAC, Fort Shafter, Hawaii.

    e.  LAO 25th ID (L), Schofield Barracks, Hawaii (Pacific Rim less Japan, Korea, Okinawa).

    f.  LAO Alaska, Fort Wainwright, Alaska (All Alaska).

3.  AMC-Forward CONUS (Fort McPherson, Georgia).  All geographic areas and units assigned to U.S. Army Forces Command (FORSCOM); U.S. Army Training and Doctrine Command (TRADOC); CONUS units of U.S. Army Information Systems Command (USAISC), U.S. Army Central Command (ARCENT); U.S. Army Reserve Command (USARC) and U.S. Southern Command (SOUTHCOM).  Individual USAR/USANG are supported by the local area assigned AMC LAO.  Area LAOs are:

    a.  LAO XVIII Airborne Corps, Fort Bragg, North Carolina entire state of North Carolina.

    b.  LAO USASOC, Fort Bragg, North Carolina.

    c.  LAO 82nd Airborne Division, Fort Bragg, North Carolina.

    d.  LAO 1st COSCOM Fort Bragg, North Carolina

    e.  LAO 101st Airborne Division, Fort Campbell - Southern

Kentucky (south of I-64), Tennessee.

    f.  LAO 10th Mountain Division, Fort Drum, New York - Connecticut,

Massachusetts, Maine, New Hampshire, New York, Rhode Island, Vermont,

Pennsylvania, New Jersey.

    g.  LAO 3ID and Fort Stewart, Fort Stewart - Florida, Eastern

Georgia (East of I-75).  Includes all of 48th Bde, regardless of unit location.

    h.  LAO Fort Benning - Western Georgia (West of I-75). 

Includes all USAR/NG activities in Atlanta area.

    i.  LAO Fort Eustis - Virginia, West Virginia, Delaware,

District of Columbia, Maryland.

    j.  LAO Fort Gordon, Georgia - South Carolina.

    k.  LAO Fort Rucker - Alabama.

    l.  LAO 13th COSCOM - Fort Hood, Texas, Texas USAR/NG (less

49th AD, less Fort Bliss and Texas counties west of Pecos River).

    m.  LAO 1st Cavalry Division, Fort Hood, Texas.

    n.  LAO 4th Infantry Division, Fort Hood, Texas.  49th AD, Texas NG.

    o.  LAO Fort Bliss, Fort Bliss, Texas - New Mexico, West Texas

(Counties west of the Pecos River).

    p.  LAO Fort Knox - Northern Kentucky (North of I-64),

Michigan, Indiana, Ohio, and Illinois.

    q.  LAO Fort Leonard Wood, Missouri - Iowa and Missouri.

    r.  LAO Fort Polk, Louisiana - Louisiana and Mississippi.

    s.  LAO Fort Riley, Fort Riley, Kansas - Kansas, Minnesota,

Nebraska, and Wisconsin.

    t.  LAO Fort Sill, Oklahoma - Arkansas and Oklahoma.

    u.  LAO 3rd Armored Cavalry Regiment and Fort Carson, Fort

Carson, Colorado - Colorado, North Dakota, South Dakota, Montana,

Utah, and Wyoming.

    v.  LAO Fort Huachuca, Arizona. - Arizona and Nevada

    w.  LAO Fort Irwin, California - Southern California, including USAR/NG units south of San Francisco.

    x.  LAO Fort Lewis, Washington - Idaho, Oregon, Washington, and northern California including San Francisco.

    y.  LAO SOUTHCOM, Panama - All geographic areas and units assigned to SOUTHCOM and USARSO (Central and South America).

4.  AMC-Forward South West Asia, Doha QATAR.

    a.  LAO-Kuwait.  All geographic areas and units assigned to

Army Training and Security - Kuwait (ARTAS-K). 

    b.  LAO-Saudi Arabia.  All geographic areas and units assigned to ARCENT-Saudi Arabia.

APPENDIX D

ACRONYMS

ACCES -------- Army Civilian Career Evaluation System

ACPM --------- Activity Career Program Manager

ACTEDS ------- Army Civilian Training, Education and Development System

AMC ---------- Army Materiel Command

AMC-R -------- Army Materiel Command-Regulation

ASCC --------- Army Service Component Commander

BDU ---------- Battle Dress Uniform

CDE ---------- Chemical Defense Equipment

CONUS--------- Continental United States

COSCOM-------- Corps Support Command

CPM ---------- Career Program Manager

CPAC --------- Civilian Personnel Advisory Center

CPR ---------- Civilian Personnel Regulation

DA ----------- Department of the Army

DFAS --------- Defense Finance Accounting System

DODD --------- Department of Defense Directive

E-E ---------- Emergency Essential

EEP ---------- Emergency Essential Personnel

EEO ---------- Equal Employment Opportunity

EEOC ----------Equal Employment Opportunity Commission

FSC------------Field Support Command 

GS ----------- General Schedule

IAW ---------- In Accordance With

IDP ---------- Individual Development Plan

LAD ---------- Logistics Assistance Division

LAP----------- Logistics Assistance Program

LAPCEP ------- Logistics Assistance Program Continuing Education Program

LAR ---------- Logistics Assistance Representative

LMS ---------- Logistics Management Specialist

LSE ---------- Logistics Support Element

MACOM -------- Major Army Command

MSC ---------- Major Subordinate Command

MTF ---------- Military Treatment Facility

OASD --------- Office of Assistant Secretary of Defense

OCIE --------- Organizational Clothing and Individual Equipment

OCONUS ------- Outside Continental United States

OER ---------- Officer Efficiency Report

OPM ---------- Office of Personnel Management

PA ----------- Physician’s Assistant

PCS ---------- Permanent Change of Station

PE ----------- Physical Evaluation

POM ---------- Prepare for Overseas Movement

QSI ---------- Quality Step Increase

SCR ---------- Senior Command Representative 

SLMS --------- Senior Logistics Management Specialists

TDY ---------- Temporary Duty

ANNEX - A

ADMINISTRATIVE PROCEDURES – AMCOM

TIME AND ATTENDANCE

1.  Standard T&A format (AMC Form 2876-R-E reproducible, located in AMC-R 500-4) will be used by everyone.  Reported to timekeeper NLT COB last Wednesday, prior to end of pay period.

2.  Worldwide T&A will be forwarded to T&A clerk at Ft. Lewis, WA.

3.  SF 71s will be sent to T&A clerk for file and audit trail.  LAO chief as required may maintain a copy.

4.  Any questions concerning finance will be directed to the appropriate Branch Team Leader.

5.  T&A is reported and approved by LAO chief.  It is then certified by applicable Branch Chief and sent electronically to finance.

OVERTIME/COMP TIME PROCEDURES

1.  LAO chief requests overtime/comp time as required from the SCR via e-mail.

2.  SCR approves via e-mail and forwards to applicable Branch Chief.

3.  Overtime/comp time is officially annotated on the time card (AMC Form 2876-R-E as guide – reproducible, located in AMC-R 500-4)

4.  Utilization plan should be developed by LAO Chief and LAR for control/management of comp time, to ensure comp time is used within 26 pay periods.

REQUEST FOR TDY – CONUS LARS

(Redstone Arsenal is a BETA test installation for the DOD Re-engineered Automated Travel System (RATS). All AMCOM LARS perform CONUS TDY using the RATS.) (The system is automated so that once the BETA test is complete, the individual LAR will input his/her TDY and voucher information into RATS.  Until the test is complete, the LAR has a RATS Delegate at Redstone Arsenal to input TDY and voucher data into the RATS.)

1.  LAO chief sends a request for TDY to the CONUS SCR.

2.  After approval, request is forwarded to the applicable Branch Chief.

3.  LAR coordinates with Branch Delegate to have Re-engineered Automated Travel System (RATS) orders prepared.

4.  After completion of travel, LAR coordinates with Branch Delegate for completion of RATS voucher.

5.  LAR retains signed settlement voucher and all receipts for a period of 6 years and 3 months.

6.  Travel order originating OCONUS for TDY is completed on DD Form 1610 by applicable SCR.

7.  SCR coordinates with the Branch Chief for availability of funds.

8.  Any request for CONUS to OCONUS TDY must be received by Branch Chief 70 days prior to travel.  Request must be forwarded to AMCOM Chief of Staff no later than 65 days prior to travel.

IN AND AROUND MILEAGE

1.  LAR prepares 1164 (Hard Copy).

2.  LAO Chief signs block 8 (approver).

3.  LAR data faxes the 1164 to the Branch Team Leader.

4.  Branch Chief signs block 9 and forwards the 1164 to finance.

PCS NOTIFICATION

CONUS TO CONUS

1.  Branch Team Chief notifies gaining and losing LAO Chiefs and SCR at least 90 days prior to scheduled rotation.

2.  Branch Administrative Section completes all PCS actions.

CONUS TO OCONUS (OCONUS TO CONUS)
1.  Branch Team Chief notifies gaining and losing LAO Chiefs and Principal Deputy to the LSE Commander at least 120 days prior to rotation.

2.  SCR Korea/Germany notifies by E-mail when a LAR departs the theater.

REPORTS

MSC unique reports should be reported by LARs directly to their MSC with courtesy copy to the LAO.

CPAC & CPOC

1.  AMCOM employees are all serviced by RSA CPAC and South Central CPOC.

2.  All management/employee relations are handled by this CPAC.

3.  AMCOM is represented by American Federation Government Employees (AFGE).

INFORMATION NEEDED TO COMPLETE REQUEST FOR TRAVEL IN THE RATS SYSTEM

1.  PROFILE SCREEN

A. NAME:

B. HOME ADDRESS:

C. DUTY STATION LOCATION: 

D. PHONE NUMBERS: (COMMERCIAL ONLY) 

WORK:

HOME:

FAX:

2.  TRAVELER PREFERENCE SCREEN

FLIGHT PREFERENCE:

A. AISLE:

B. WINDOW:

C. FRONT:

D. REAR:

E. EMERG. EXIT:

F. SPECIAL MEAL REQUIREMENTS:

3.  RENTAL CAR SIZE – COMPACT ONLY (ANYTHING OTHER THAN    COMPACT REQUIRES JUSTIFICATION)

A. COMPACT

B. 4 WHEEL DRIVE

     IF TDY TO NTC, 4X4 VEH AUTH FROM LAS VEGAS AND RETURN IAW NTC VEH SUPPORT CONTRACT.  LARS WILL CONTACT 1-800-634-6186 FOR RENTAL VEH.

4.  LODGING REQUIREMENTS: CARLSON WAGONLIT (HUNTSVILLE OFFICE) WILL MAKE HOTEL RESERVATIONS. GOV’T QUARTERS WILL BE UTILIZED, IF AVAILABLE.

    ROOM PREFERENCE:

A. KING



D. SMOKING

B. STANDARD              E. NON-SMOKING

C. DOUBLE

5.   TDY SITE:                     CITY/STATE

6.  PURPOSE OF TRAVEL, TO INCLUDE UNIT THAT IS TO BE SUPPORTED:

7.  DEPARTURE DATE/TIME YOU WANT TO LEAVE OFFICE/HOME:

RETURN DATE/TIME YOU WANT TO LEAVE TDY LOCATION:

8.  FLIGHT ITINERARY (CARLSON WAGONLIT (HUNTSVILLE OFFICE) WILL SCHEDULE ALL FLIGHTS)

A. CANNOT DEPART HOME STATION AIRPORT BEFORE:

B. MUST ARRIVE TDY SITE AIRPORT BY:

C. CANNOT DEPART TDY SITE AIRPORT BEFORE:

D. MUST ARRIVE HOME STATION BY:

9. AIRPORTS:

A. NAME OF AIRPORT DEPARTING AT HOME STATION:

B. NAME OF AIRPORT ARRIVING AT TDY LOCATION:

10. MODES OF TRAVEL:

 

CP – COMMERCIAL PLANE



GP – GOV’T (MILITARY) PLANE

 

CA – COMMERCIAL AUTO



GA – GOVERNMENT AUTO



PA – PRIVATE AUTO

 

NA – NOT APPLICABLE/NO COST

11. POV (MILEAGE TO TDY SITE):

(32.5) (PAID UP TO THE COST OF AN AIRLINE TICKET):
INFORMATION NEEDED TO COMPLETE RATS TRAVEL VOUCHER

1.  LODGING - RATE PER DAY _______, TAX RATE PER DAY_________

    NAME OF HOTEL/MOTEL/BOQ_____________________LOCATION____________

2.  COST OF AIR FARE _________ (DID YOU PURCHASE TICKET ON GOV CREDIT CARD?)________

3.  CAR RENTAL_____________

4.  FUEL (RENTAL VEHICLE)__________

5.  POV EXPENSE, IF POV AUTHORIZED - MILEAGE ___________

6.  PHONE (OFFICIAL CALLS ONLY)____________

7.  LAUNDRY ___________

8.  ATM WITHDRAWAL AMOUNT:         ATM USAGE FEE_________

9.  PARKING___________

10.  IN/AROUND MILEAGE IF POV AUTHORIZED_____________

11.  MISC (FAX, MILEAGE TO/FROM AIRPORT, TAXI TO/FROM AIRPORT), ETC.__________________________________________________________________

12.  DEPARTURE DATE/TIME FROM HOME/DUTY STATION_________________

13.  ARRIVAL DATE/TIME AT TDY SITE_____________________________

14.  DEPARTURE DATE/TIME FROM TDY SITE_________________________

15.  ARRIVAL DATE/TIME AT AIRPORT/DUTY STATION/HOME____________

16.  CONFERENCE/REGISTRATION FEES______________________________

17.  REMARKS:
ANNEX B

Administrative Procedures - CECOM
TIME AND ATTENDANCE

1.  Time and attendance will be reported to timekeeper at CONUS/PACIFIC/EUROPE Branch NLT COB Wednesday, prior to end of pay period.

2.  Timekeepers are co-located with theater Branch Chief (SCR).

3.  Original SF 71s will be sent to applicable LAO Chief for file and audit trail.  

OVERTIME/COMP TIME PROCEDURES
1.  LAO Chief faxes all overtime/comp time request forms to theater Branch Chief (SCR) for pre-approval.

2.  Branch chief approves/disapproves and faxes back. 

3.  Overtime/comp time is officially annotated on time card (AMC Form 2876-R-E as guide - reproducible/located in AMC-R 500-4).

4.  LAO will sign all time and attendance submissions and verify accuracy as first line supervisor.

5.  LAO must ensure comp time is used within 26 pay periods.

6.  LAO supervisor is responsible for determining legitimacy and basis for overtime, as well as accuracy of time reported.  Consultation with SCR is encouraged.

REQUEST FOR TDY  
1.  Employee completes standardized CECOM TDY request form (provided by Branch) to include cost estimates.

2.  Request form should accurately describe nature of TDY in “PURPOSE” block.   Name of exercise and unit supported or training to be given / received should be listed.

3.  LAO should sign as approver/supervisor and fax to Branch office.

4.  SCR will sign and date approval/disapproval and fax back with travel order control number.

5.  LAO should read and comply with any remarks in comments section before composing orders.

6.   Completed DD 1610 is faxed back to Branch for budget certification and final review. Latest version of DD 1610 should always be utilized. 

7.  LAR is responsible for sending legible copy of paid settlement voucher and copy of airline receipts to theater Branch office.

.

IN AND AROUND MILEAGE
1.  LAR prepares SF 1164 (hard copy).

2.  LAO Chief signs block 8 (approver).

3.  LAR data faxes to the CECOM HQ (LAD).

4.  LAD adds fund citation and sends to DFAS.

5. OCONUS procedure may differ.

PCS PROCEDURES

1.  Upon completion of CECOM annual review and analysis meeting, the projected PCS plan will be sent by EMAIL to all CECOM LARs and LAOs.  

2.  At first opportunity, gaining LAO should contact losing LAO, appoint sponsor and send welcome message.

3.  LAR must complete PCS worksheet and fax to applicable CECOM Branch. 

4.  Orders will be prepared at CECOM Branch. 

5.  Gaining and losing supervisors must coordinate drop and pick up dates and work closely with respective CECOM Branch offices to ensure that there is no gap or overlap in pay or break in service between duty stations.

6. Gaining and losing supervisors must coordinate and approve any planned annual or home leave, concurrent with travel.   LAOs should work closely with Branch offices to ensure that there is no adverse effect to mission.

CECOM LAR PERIODIC REPORTS

1. CECOM LARs are required to submit a monthly activity report to their SCRs.  

2. Deployed CECOM LARS are required to submit weekly reports. 

CECOM POLICIES AND PROCEDURES

1. CECOM HQ, as well the Logistics Assistance Division, has in effect several Command policies governing cell phone usage, awards, overtime, travel, etc…

2.  As first line supervisor, LAO is expected to support policy with respect to CECOM employees.  LAO will be provided copies of relevant guidelines and procedures.

ANNEX C

ADMINISTRATIVE PROCEDURES – SBCCOM

TIME AND ATTENDANCE
1.  Standard T&A format (AMC Form 2876-R-E reproducible/located in AMC-R 500-4) will be used by everyone.  Reported to timekeeper NLT COB last Wednesday, prior to end of pay period.

2.  T&A POCs are the same as that for the LAO personnel.

3.  TDY will be reported on the T&A form.

4.  Original SF 71s will be sent to applicable LAO Chief for file and audit trail.  

OVERTIME/COMP TIME PROCEDURES
1.  LAO Chief requests overtime/comp time as required from the SBCCOM SCR via e-mail.

2.  SBCCOM SCR approves via e-mail.

3.  Overtime/comp time officially annotated on time card (AMC Form 2876-R-E as guide - reproducible/located in AMC-R 500-4).

4.  SBCCOM SCR coordinates with LAO Chief and ensures comp time is used within 26 pay periods.

5.  Utilization plan should be developed by LAO Chief and LAR for control/management of comp time.

REQUEST FOR TDY - SBCCOM CONUS LARS *
1.  Standardized e-mail TDY request form may be used to request TDY.

2.  LAR fills out; ensure purpose code is used:  M = mission, T = training, F = fielding (which equipment) E = exercise (name of exercise).

3.  Form e-mailed to LAO who approves/disapproves.

4.  LAO e-mails to SBCCOM SCR who approves/disapproves.

5.  SCR e-mails to SBCCOM for funding.

6.  SBCCOM adds funding citation and funding control number.  SBCCOM administrative support prepares 1610.  

7.  SBCCOM data faxes completed orders back to LAO for typing.

8.  LAR is responsible for sending legible copy of settlement voucher, to include copies of airline receipts and copies of their DD 1351-2.

* SBCCOM OCONUS LARs follow AMC FWD TDY request in FSC appendix.

IN AND AROUND MILEAGE
1.  LAR prepares 1164 (hard copy).

2.  LAO Chief signs block 8 (approver).

3.  LAR data faxes SBCCOM budget 1164.

4. SBCCOM budget adds fund citation and send to DFAS.

PCS NOTIFICATION
CONUS TO CONUS

1.  SBCCOM notifies gaining and losing LAO Chiefs and Principal Deputy to the LSE Commander at least 90 days prior to scheduled rotation.

2.  SBCCOM completes all PCS actions.

3.  AMC CONUS determines drop/pickup dates and notifies losing/gaining LAOs and SBCCOM.

CONUS TO OCONUS
1.  SBCCOM notifies gaining and losing LAO Chiefs and Principal Deputy to the LSE Commander at least 120 days prior to rotation.

2.  Reassignment SF 52 cut by AMC CONUS.  SF 52 faxed/mailed to OCONUS geographical LAO along with SF 75 information at least 45 days prior to rotation.

3.  AMC CONUS determines drop/pickup dates and notifies losing/gaining LAOs and SBCCOM.

REPORTS

MSC unique reports to be reported by LARs directly to their MSC.

ANNEX D

Administrative Procedures – TACOM
TIME AND ATTENDANCE

1. Standard Time and Attendance format (AMC Form 2478-R-E reproducible/located in AMC-R 504-4) Reported to TACOM timekeeper NL COB last Wednesday prior to end of pay period.

2. Time and Attendance point of contact are the LAO Admin assistance and TACOM Timekeepers.

3. All time will be reported on the Time and Attendance Form to include TDY and leave Holidays.

4. Original SF 71s will be sent to applicable LAO or SCR for approval/ signature and retained for file and audit.

5. TACOM LARs will report their time also to TACOM Timekeeper via e-mail in ZBASE Format COB last Tuesday prior to pay period.

OVERTIME/COMP TIME PROCEDURES

1. LAO request Overtime/Comp Time as required from TACOM SCR via e-mail.

2. TACOM SCR approves via e-mail back to requestor and then forwards to Timekeeper.

3. All Overtime/Comp Time will be officially annotated on time card.

4. LAO and LAR should develop utilization plan for control/ management of Comp Time. Will be used prior to taking Annual Leave. Except in cases that it’s use would cause a leave carryover

REQUEST FOR TDY

1. LAO submits request for LAR TDY via e-mail to TACOM SCR stating purpose, length of TDY and any specials needs.

2. SCR prepares TDY request in TACOM format and sends to TACOM for preparation of DD Form 1610 (TDY orders).

3. TACOM prepares DD Form 1610 (TDY Orders) and Faxes completed DD Form 1610 to LAR/LAO requesting TDY.

4. TACOM LAR FAX/mail DD Form 1351-2 to TACOM SCR for signature along with orders and receipts.

5. TACOM SCR returns DD Form to TACOM LAR. With copy furnished FSO Admin.

6. TACOM LAR is required to send legible copy of settlement voucher to TACOM Admin after completion of TDY.

IN AND AROUND MILEAGE

1. TACOM LAR submits SF 1164 (Hard Copy) with Fund Cite provided by TACOM SCR to LAO.

2. LAO signs block 8 (Approver) and returns to TACOM LAR.

3. TACOM LAR Faxes SF1164 to TACOM SRC who signs block 9 and Faxes back to TACOM LAR. With copy furnished FSO Admin.

PCS NOTIFICATION

1. TACOM LARs selected for PCS will be officially informed through a letter of notification. This letter will be sent to the LAR from the FSO 120 days prior, whenever possible, to the proposed reporting date to the new duty station.

2. TACOM will send a letter of notification to losing and gaining TACOM SCRs. This letter will inform all to the date and person name coming. Also this letter will request Sponsor and name of New LAO/Supervisor.

3. TACOM SCRs determines drop/pickup dates of PCSing LAR.

REPORTS

1. TACOM unique reports to be completed by TACOM LAR as required.

LENGTH OF OCONUS/OVERSEAS ASSIGNMENTS: Tours to OCONUS areas, to include Puerto Rico, Alaska, and Hawaii, will be in accordance with DOD Joint Travel Regulations, OPM Regulations and Army Regulations Tours in Foreign Overseas areas however, the length (with extensions) will be limited to 5 years in 3-year tour areas; 4 years in 2-year tour areas; and 2 years in 1-year non-sponsored tour areas.  LARs with dependents who PCS to foreign Overseas areas unaccompanied will have tours reduced to 2 years in a 3 year tour area and 1 year in a 2 year tour area.  Consecutive tours in overseas areas will count as part of the 5-year limit with the next assignment being within CONUS.  The length may be adjusted by LAP Managers to accommodate mission requirements, or the needs of management on a case-by-case basis.

DISCIPLINE:  FOR LARs WHO ARE NOT PART OF A BARGAINING UNIT (INCLUDING

SUPERVISORS):    

Two-step process for disciplinary actions (except for formal reprimand):

     -  LAO (1st line supervisor) proposes the action

     -  Deciding official will be the Chief, Field Services Office

     -  In cases of discipline for employees directly supervised by the Chief, he will propose the action the Deputy for Readiness Operations will decide.
ANNEX E – AMC-Forward Europe

ADMINISTRATIVE PROCEDURES
TIME AND ATTENDANCE

1.  Standard T&A format (AMC Form 2876-R-E reproducible/located in AMC-R 500-4) will be used by everyone.  Reported to timekeeper NLT COB last Wednesday, prior to end of pay period.

2.  Implementation message should give e-mail addresses for MSC T&A POCs.

3.  TDY will be reported on the T&A form.

4.  Original SF 71s will be sent to applicable LAO Chief for file and audit trail.  

OVERTIME/COMP TIME PROCEDURES

1.  LAO Chief requests overtime/comp time as required from the MSC/SCR via e-mail.

2.  MSC/SCR approves via e-mail.

3.  Overtime/comp time officially annotated on time card (AMC Form 2876-R-E as guide - reproducible/located in AMC-R 500-4).

4.  MSC/SCR coordinates with LAO Chief and ensures comp time is used within 26 pay periods.

5.  Utilization plan should be developed by LAO Chief and LAR for control/management of comp time.

REQUEST FOR TDY

1.  Standardized e-mail TDY request form may be used to request TDY.

2.  LAR fills out; ensure purpose code is used:  M = mission, T = training, F = fielding (which equipment) E = exercise (name of exercise).

3.  Form e-mailed or hand carried to LAO who approves/disapproves.

4.  LAO e-mails to MSC/SCR who approves/disapproves.

5.  SCR e-mails to MSC for funding.

6.  MSC adds funding citation and funding control number.

Note:  MSCs may data fax completed individual travel order fund cite.

7.  MSC e-mails back to LAO for typing.

8.  LAO administrative support prepares 1610.  Need letter of delegation of authority to sign for funds on TDY orders.

9.  LAO signs original DD 1610 and mails copy back to MSC budget.

10. LAR is responsible for sending legible copy of settlement voucher, to include copies of airline receipts and copies of their DD 1351-2.

IN AND AROUND MILEAGE

1.  LAR prepares 1164 (hard copy).

2.  LAO Chief signs block 8 (approver).  If required, LAR mails to MSC/SCR who signs block 9 (certifier) and gives fund citation.

3.  LAR provides MSC/SCR budget a legible copy of settlement voucher.

PCS NOTIFICATION

CONUS TO CONUS

1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the AMC-Forward Commander at least 90 days prior to scheduled rotation.

2.  MSC completes all PCS actions.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the AMC-Forward Commander.

CONUS TO OCONUS

1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the AMC-Forward Commander at least 120 days prior to rotation.

2.  Reassignment SF 52 cut by MSC.  SF 52 faxed/mailed to OCONUS geographical LAO along with SF 75 information at least 45 days prior to rotation.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the AMC-Forward Commander.

REPORTS

MSC unique reports will continue to be reported by LARs directly to their MSC.

HONORARY AWARDS

Standing Operating Procedure                           17 Nov 97

REFERENCES

1. AR 690-400, Total Army Performance Evaluation System (TAPES).

2. AR 672-20, Decorations, Awards, and Honors, Incentive Awards.

3. AR 690-500, Chapter 540, Civilian Personnel, Position Classification, Pay and Allowances, Subchapter 7, Cash Awards.

POLICY

1. An Incentive Awards Committee will be established at HQ, AMC-Europe for the purpose of reviewing and recommending approval or disapproval of all civilian performance awards nominations.  

2. Any employee who exceeds more than 50% of their performance objectives for a given rating period may be nominated for a performance award.

3. Commander, AMC AMC-Forward Europe is the final approving authority for all performance awards.

ANNEX F

Administrative Procedures – AMC-Forward Far East

TIME AND ATTENDANCE

1.  Standard Time and Attendance (T&A) format (AMC Form 2876-R-E reproducible/located in AMC-R 500-4) will be used by all LAP personnel.  Reported to timekeeper NLT COB last Wednesday, prior to end of pay period.

2.  Implementation message should give e-mail addresses for MSC T&A POCs.

3.  TDY will be reported on the T&A form.

4.  Original SF 71s will be sent to applicable LAO Chief for file and audit trail.  

OVERTIME/COMP TIME PROCEDURES

1.  LAO Chief requests overtime/comp time as required from the MSC/SCR via e-mail.

2.  MSC/SCR approves via e-mail.

3.  Overtime/comp time officially annotated on time card (AMC Form 2876-R-E as guide - reproducible/located in AMC-R 500-4).

4.  MSC/SCR coordinates with LAO Chief and ensures comp time is used within 26 pay periods.

5.  Utilization plan must be developed by LAO Chief and LAR for control/management of comp time.

REQUEST FOR TDY

1.  Standardized e-mail TDY request form may be used to request TDY.

2.  LAR fills out; ensure purpose code is used:  M = mission, T = training, F = fielding (which equipment) E = exercise (name of exercise).

3.  Form e-mailed or hand carried to LAO who approves/disapproves.

4.  LAO e-mails to MSC/SCR who approves/disapproves.

5.  SCR e-mails to MSC for funding.

6.  MSC adds funding citation and funding control number.

Note:  MSCs may data fax completed individual travel order fund cite.

7.  MSC e-mails back to LAO for typing.

8.  LAO administrative support prepares 1610.  Need letter of delegation of authority to sign for funds on TDY orders.

9.  LAO signs original DD 1610 and mails copy back to MSC budget.

10. LAR is responsible for sending legible copy of settlement voucher, to include copies of airline receipts and copies of their DD 1351-2, to their respective MSC Resource Managements Divisions.

IN AND AROUND MILEAGE

1.  LAR prepares 1164 (hard copy).

2.  LAO Chief signs block 8 (approver).  If required, LAR mails to MSC/SCR who signs block 9 (certifier) and gives fund citation.

3.  LAR provides MSC/SCR budget a legible copy of settlement voucher.

PCS NOTIFICATION

CONUS TO CONUS
1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the AMC-Forward Commander at least 90 days prior to scheduled rotation.

2.  MSC completes all PCS actions.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the AMC-Forward Commander.

CONUS TO OCONUS

1.  MSC notifies gaining and losing LAO Chiefs and Deputy to the Commander, AMC-Forward Far East (AMC FWD-FE), at least 120 days prior to rotation.

2.  Reassignment SF 52 cut by MSC.  SF 52 faxed/mailed to OCONUS geographical LAO along with SF 75 information at least 45 days prior to rotation.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs and Deputy to the Commander, AMC FWD-FE.

REPORTS

1.  MSC unique reports will continue to be reported by LARs directly to their MSC.

2.  LAO Chiefs may require LARs to submit weekly SITREPs in support of AMC FWD-FE directives.

HONORARY AWARDS

Standing Operating Procedure 17 Nov 97

REFERENCES

1. AR 690-400, Total Army Performance Evaluation System (TAPES).

2. AR 672-20, Decorations, Awards, and Honors, Incentive Awards.

3. AR 690-500, Chapter 540, Civilian Personnel, Position Classification, Pay and Allowances, Subchapter 7, Cash Awards.

POLICY

1. An Incentive Awards Committee will be established at Headquarters, AMC FWD-FE for the purpose of reviewing and recommending approval or disapproval of all civilian performance awards nominations.  

2. Any employee who exceeds more than 50% of their performance objectives for a given rating period may be nominated for a performance award.

3. Commander, AMC FWD-FE is the final approving authority for all performance awards.

ANNEX G

Administrative Procedures – AMC-Forward South West Asia

ANNEX H

Administrative Procedures – OSC/MAC

TIME AND ATTENDANCE

1.  Standard T&A format (locally produced IAW activity Based Costing and ATAAPS reporting procedures and provided to each LAR) will be used by everyone.  Reported to LAD Chief NLT COB last Wednesday, prior to end of pay period.

2.  Implementation message should give e-mail addressed for MSC T&A POCs.

3.  TDY will be reported on the T&A form.

4.  Original SF 71s will be sent to applicable LAO Chief for file and audit trail with a copy provided to the LAD Chief.

OVERTIME/COMP TIME PROCEDURES

1.  LAR requests overtime/comp time through LAO Chief, to the LAD Chief, as required from the MSC/SCR via e-mail.

2.  MSC/SCR approves via e-mail.

3.  Overtime/comp time officially annotated on time sheet.

4.  MSC/SCR coordinates with LAO Chief and ensures comp time is used within 

1 year (26 pay periods).

5.  Utilization plan should be developed by LAO Chief and LAR for control/management of comp time.

REQUEST FOR TDY

1.  Standardized e-mail TDY request form may be used to request TDY.

2.  LAR fills out; ensure purpose code is used: M = mission, T = training, 

F = fielding (which equipment) E = exercise (name of exercise). 

3.  Form e-mailed, faxed, or hand carried to LAO who approved/disapproves.

4.  LAO e-mails to MSC/SCR who approves/disapproves. 

5.  SCR e-mails to MSC for funding. 

6.  MSC adds funding citation and funding control number.

Note:  MSCs may data fax completed individual travel order fund cite.

7.  MSC e-mails back to LAO for typing.

8.  LAO administrative support prepares DD Form 1610.  Need letter of delegation of authority to sign for funds on TDY orders. 

9.  LAO signs original DD Form 1610 and mails/faxes a copy back to MSC budget.

10. LAR is responsible for sending legible copy of settlement voucher, to include copies of airline receipts and copies of their DD Form 1351-2.

IN AND AROUND MILEAGE

1.  LAD Chief prepares DD Form 1610 for In and Around Mileage (hard copy).

2.  LAD Chief signs block 18 (approved) and block 20 (certifier).

3.  LAR provides MSC/SCR budget a legible copy of settlement voucher. 

PCS NOTIFICATION

CONUS TO CONUS

1.  MSC notifies gaining and losing LAO/LAD Chiefs at least 90 days prior to scheduled rotation.

2.  Losing MSC completes all PCS actions; gaining MSC completed all personnel actions.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs/LAD Chiefs.

CONUS TO OCONUS

1.  MSC notifies gaining and losing LAO/LAD Chiefs at least 120 days prior to rotation.

2.  Reassignment SF 52 cut by gaining MSC.  SF 52 faxed/mailed to OCONUS geographical LAO along with SF 75 information at least 45 days prior to rotation.

3.  MSC will determine drop/pickup dates and notify losing/gaining LAOs/LAD Chiefs.

REPORTS

MSC unique reports will continue to be reported by LARs directly to their MSC

LAD Chief.

HONORARY AWARDS

Standing Operating Procedures
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REFERENCES

1.  AR 690-400, Total Army Performance Evaluation System (TAPES).

2.  AR 672-20, Decorations, Awards, and Honors, Incentive Awards. 

3.  AR 690-500, Chapter 540, Civilian Personnel, Position Classification, Pay and Allowances, Subchapter 7, Cash Awards.

POLICY

1.  Any employee who exceeds more than 50 percent of their performance objectives for a given rating period may be nominated for a performance award.

2.  LAD Chief is the final approving authority for all performance awards.
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