
 SECTION D –  LOGISTICS


CHAPTER 1

ORGANIZATION AND FUNCTION OF WARRIOR FORGE LOGISTICS

1.
SUPPORT CONCEPT.  The National Advanced Leadership WARRIOR FORGE receives logistical support through four primary activities.


a.
WARRIOR FORGE Logistics coordinates support in the areas of services, transportation, food service, and supply activities.


b.
I Corps and Fort Lewis support each cadet regiment in the areas of personnel, transportation, supply, and dining facility operations.


c.
I Corps and Fort Lewis provide personnel, transportation support, equipment and material to support training committees.


d.
The Directorate of Plans, Training, Mobilization, and Security - Reserve Component (DPTMS-RC) Fort Lewis, provides facilities and installation property directly to each company, staff section and the WARRIOR FORGE Supply Officer. 

2.
WARRIOR FORGE LOGISTICS ORGANIZATION.  


a.
WARRIOR FORGE Logistics consists of the following principal functional areas:



(1)
Administration (Chapter 1 and 8)



(2)
Logistics Operations and Support (Chapters 1 and 2)



(3)
Supply (Chapters 3, 4, and Annex B)



(4)
Food Service (Chapter 5)



(5)
Services (Chapter 6)



(6)
Transportation (Chapter 7)



(7)
Property Accountability (Chapter 9)


b.
The WARRIOR FORGE Logistics Division is staffed by ROTC personnel augmented by I Corps, USAR, and DOD civilian personnel.


c.
Personnel from I Corps units are under the operational control of the WARRIOR FORGE Logistics Division during the period of augmentation.


d.
The WARRIOR FORGE Logistics TDA is shown in figure D-1.
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CHAPTER 2

REAL PROPERTY

1.
GENERAL.  This SOP applies to all agencies requesting facilities support for the WARRIOR FORGE.

2.
RESPONSIBILITIES.


a.
WARRIOR FORGE Logistics Division (Western Region Logistics Branch prior to WARRIOR FORGE).



(1)
Act as the point of contact prior to the start of WARRIOR FORGE.



(2)
Coordinate with the Support Brigade to ensure all buildings are hand-receipted to designated representatives of regiments.



(3)
Act as liaison among DPTMS-RC, installation, support brigade and WARRIOR FORGE personnel.


b.
Regimental Tactical Officer (RTO).



(1)
Ensure all buildings within regimental set are signed for by regimental PTO or PTNCO and cleared IAW procedures outlined in this SOP.

 

(2)
Delegate authority to receive/turn in real property to authorized representatives using a signature card.


c.
WARRIOR FORGE Committee and Staff Chiefs.  Ensure all buildings utilized by their sections are signed for and cleared IAW procedures outlined in this SOP.

3.
PROCEDURES. 

 
a.
Overview.  All DPTMS-RC-owned buildings have standard furnishing arrangements.  Property must be returned to this configuration upon turn in.  Furniture diagrams are posted in the buildings or are available from DPTMS-RC.  


b.
Issue procedures.



(1)
Training Committee and Staff buildings will be signed for from DPTMS-RC by the support brigade building NCO.  Buildings will be sub-hand receipted to committee and staff personnel upon arrival at WARRIOR FORGE.  Buildings will not be sub-hand receipted on weekends without prior coordination.



(2)
Regimental buildings will be signed for from DPTMS-RC by the support unit (regimental host unit).  Buildings will be sub-hand receipted to regimental cadre upon arrival.



(3)
The food service contractor will sign for dining facilities from DPTMS-RC.



(4)
Signature cards.  Each RTO or staff chief will complete a signature card to designate representatives to sign for facilities.  If authority is not delegated, the RTO or staff chief will sign personally for all facilities and equipment.



(5)
Issue date and time.  Coordinate with support brigade or DPTMS-RC as soon as possible.  As a rule, DPTMS-RC cannot accommodate weekend or after-hours issues.



(6)
Building condition.  The hand receipt holder (representing the unit) will complete a building condition checklist when signing for each building.  (Figure D-2.)



(7)
Hand receipts.  Each representative signing for a facility will hand receipt for furnishings within the building.  The representative  ensures the condition of the furniture is indicated on the hand receipt.  Any damage other than "fair wear and tear" (FWT) will require reimbursement by the responsible party.


c.
Clearance/turn in procedures.  All buildings will be turned in directly to DPTMS-RC even if sub-hand receipted from the direct support unit..  Coordinate an appointment time and date directly with the support Brigade Building NCO at least one week prior to desired clearance date.



(1)
Building condition.  Clean and prepare all buildings IAW the building condition checklist.  Align furniture IAW floor plans of the building.   



(2)
Committee, RTO, and staff section chiefs must reconcile lost, damaged, or destroyed property IAW AR 735-5 with the WARRIOR FORGE Logistics Division and DPTMS-RC PBO prior to departing Fort Lewis.  This may be done using a cash collection voucher or report of survey.


d.
Additional furnishings.  Regiments requiring additional wall lockers, beds, etc., will coordinate directly with the DPTMS-RC PBO for pick up and turn in.  No additional furnishings can remain in the building upon turn in.  Units  will mark this equipment to facilitate turn in since the condition of this equipment may be questionable.  Units are responsible for having transportation and personnel available to move the additional furnishings.


e.
Work Requests.



(1)
Units will use RHU R&U personnel for self-help level repairs.  Refer all requests above this capability to the WARRIOR FORGE Services Division (e.g., electrical, water, or heat).  WARRIOR FORGE Services Division will coordinate repairs with the DPTMS-RC R&U.



(2)
Refer only emergency work orders to All Star Maintenance after duty hours and on weekends (964-4257).


f.
WARRIOR FORGE Fire Marshal and Fire Regulations.



(1) The WARRIOR FORGE Fire Marshal is designated from the Services Branch of the Logistics Division, and is responsible for enforcing the fire regulations and ensuring the required fire drills and inspection are conducted.  (See Annex A of this section.)



          (2)
No smoking in buildings.  Assign a designated smoking area outside buildings.



(3)
Ensure sufficient serviceable fire extinguishers are present in all buildings.



(4)
Do not tamper with smoke detectors in billets.


g.
Energy conservation.



(1)
Do not leave windows and doors open while heat is on in building.



(2)
Turn off exit/entrance lights during daylight hours.



(3)
Turn off lights inside buildings when buildings are not occupied.



(4)
Do not tamper with thermostats or attempt to enter furnace rooms.


h.
Weapons Cleaning Operations.  WARRIOR FORGE Logistics is responsible for providing overwatch of the weapons cleaning operations. The regiments are responsible for planning, coordinating, and weapons cleaning operations.  Make direct coordination for the weapons cleaning building with the Logistics operations officer.


i.
Miscellaneous.  



(1)
Telephones.  Do not disconnect or relocate.



(2)
Parking.  Do not park military vehicles or privately owned vehicles within the regiment quadrangles.



(3)
Asbestos.  Unit R&U personnel will not replace broken windows (caulking contains asbestos) or repair broken floor tile (which also contain asbestos).  Coordinate with WARRIOR FORGE Logistics Division for repair by authorized contractor.

DPTMS-RC

BARRACKS, ADMINISTRATIVE, SUPPLY, DAYROOMS

AND CLASSROOM TYPE BUILDINGS

BUILDING #


UNIT


DATE


	
	YES
	NO
	N/A

	1.  Front door window clean and free of stickers and/or tape.
	
	
	

	
	
	
	

	2.  All signs and posters removed from the inside and outside of buildings.
	
	
	

	
	
	
	

	3.  Furniture drawers empty, clean and left open.
	
	
	

	
	
	
	

	4.  Desk tops and tabletops cleaned.
	
	
	

	
	
	
	

	5.  Foot lockers placed in small cadre room upstairs in stacks of 5.
	
	
	

	
	
	
	

	6.  Foot lockers empty, wiped clean inside, outside, drawer and top.  All tape and stickers removed.
	
	
	

	
	
	
	

	7.  Wall lockers positioned a space away from window so shade can roll.  Position lockers so they do not block window.
	
	
	

	
	
	
	

	8.  Wall lockers empty, cleaned with soapy water, stickers and tape removed and left open.
	
	
	

	
	
	
	

	9.  Refrigerators cleaned with hot, soapy water, unplugged and left open.
	
	
	

	
	
	
	

	10.  All beds neatly aligned and in place.  Beds lined up with support post.
	
	
	

	
	
	
	

	11.  Pool table tops swept off and cover wiped down.
	
	
	

	
	
	
	

	12.  Washing machine and dryer cleaned inside and out and left open.  Clean floor under and behind machines.  Clean lint filter.
	
	
	

	
	
	
	

	13.  Clean under and behind all furniture, not just around it - you will move the furniture and do the total floor.
	
	
	

	
	
	
	

	14.  All floors stripped to start.
	
	
	

	
	
	
	

	15.  Sweep floor clean, remove all scuff marks and removable stains.  Mop, wax, and buff floors.  Add water emulsion wax (not paste wax or self-shine wax) to last mopping water.
	
	
	

	
	
	
	

	16.  Check for loose paint and remove.
	
	
	

	
	
	
	

	17.  Clean ledges, beams, heat vents and locker tops for trash.
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	YES
	NO
	N/A

	18.  Floor fan to be placed upstairs in open bay.
	
	
	

	
	
	
	

	19.  Latrine and shower floors swept and washed down thoroughly.  All soap film removed from walls.  Drain covers clean and free of trash.
	
	
	

	
	
	
	

	20.  Washbasins, tubs, toilets, soap dishes and urinals thoroughly cleaned and stains removed.
	
	
	

	
	
	
	

	21.  Trash can cleaned.
	
	
	

	
	
	
	

	22.  All windows will be locked and secured, upstairs and down.
	
	
	

	
	
	
	

	23.  All doors will be locked.
	
	
	

	
	
	
	

	24.  Replace any damaged or inoperable shades.  Shades to be half-drawn.
	
	
	

	
	
	
	

	25.  All shades and drapes will be properly hung and in place.
	
	
	

	
	
	
	

	26.  All tape to be removed from beds.  This was tape put on for WSO, but has to be removed for the clearing of the buildings.
	
	
	

	27.  All R&U to be taken care of prior to clearing buildings.  All smoke detectors are operational.
	
	
	

	
	
	
	

	28.  All light bulbs and fluorescent tubes are operational.  Fluorescent tubes are DX 1 for 1.  Do not place unserviceable bulbs/tubes in dumpsters.
	
	
	


FOOTNOTE:

Upon request, DPTMS-RC will provide a representative to conduct a pre-clearance inspection of the building to assist units in meeting the required clearance conditions.

REMARKS:


UNIT REPRESENTATIVE

PRINTED:_________________________________________________________

SIGNED:__________________________________________________________

FIGURE D-2 (Cont.)

NOTES FOR THE BUILDING CONDITION CHECKLIST (Figure D-2)

1.
READ AND COMPLETE THE CHECKLIST CAREFULLY.

2.
FLOORS.


a.
Strip old wax before applying new wax and buffing.


b.
Ensure bunks and furniture are moved.  Don’t clean, mop, wax and buff around furniture.


c.
All tape on floor must be removed before cleaning and waxing.

3.
MATTRESSES AND FURNITURE.  Make sure you mark your checklist with stained, torn, or damaged equipment.  If not, you may be held liable for stained, torn, or damaged equipment.  If you move equipment around (e.g., relocate to another building) ensure you develop a marking system to return to original configuration.  For example, if you move five good mattresses from building A to building B and later return damaged ones to building A, you will be charged for damaging five mattresses in building A.  The same goes for any other equipment moved.  You need to take a team when checking the building to ensure all equipment is checked.  Do not let the inspector stop you or hurry you.

4.
CLEANING.


a.
Ensure you look at checklist and can complete it with "yes" answers.


b.
Have a team of soldiers or cadets (regts) on hand to make on-the-spot corrections.

5.
BATHROOM/SHOWER.


a.
No soap scum on hardware.


b.
All fixtures dry.

6.
LIGHTS.  Ensure all work and replace inoperative light bulbs and fluorescent tubes before cleaning.

CHAPTER 3

REGIMENT SUPPLY PROCEDURES

1.
GENERAL.  This chapter outlines procedures for requesting, receiving, accounting for, storing, issuing and turning in supplies and equipment.  Logistical support plans are programmed to support up to 400 cadets per regiment.

2.
RESPONSIBILITIES.  


a.
Logistics Branch, Western Region.  Prior to WARRIOR FORGE, ensure all supplies (Durable, non-expendable and expendable) required for the push packages - are available at the F-10 warehouse.


b.
The Regimental Host Unit (RHU). Will inventory and sign for the push package prior to the Regimental Cadre arrival. Upon arrival, the RHU and the Cadre Supply Sergeant will conduct  an inventory of the supplies and equipment. The RHU will sub-hand receipt the supplies and equipment to the Cadre supply sergeant. Prior to departure, the Cadre supply Sergeants will clear their hand receipts with the RHU by turning in all Durable and non-expendable supplies listed on their hand receipts, as well as expendable supplies not used to the RHU. The RHU will clear their hand receipts with F10 by turning in all Durable and non-expendable supplies; they will also turn in all expendable supplies not used.


c.
RTO's.  Ensure accountability for all items and initiate report of survey as required.


d.
Hand Receipt Holders Responsibility.  The signature of an individual on a hand receipt establishes direct responsibility.

3.
EXPENDABLE SUPPLIES.  


a.
WARRIOR FORGE Logistics Division has established pre-packaged sets of expendable recoverable and non-recoverable supplies based upon the WARRIOR FORGE TDA, support facilities, and historical consumption.  Push packages provide an initial stock of supplies and are issued at the beginning of WARRIOR FORGE to the supply sergeant.


b.
Regimental supply sergeants are responsible for requesting additional supplies through the regimental host unit (RHU) supply sergeant, not F10.  Host units have already received ROTC funding for these additional supplies.  Upon clearing,  the RHU must turn in remaining expendable supplies to the F-10 warehouse.

4.
NON-EXPENDABLE/DURABLE SUPPLIES.  Designated providers issue these items prior to the arrival of cadets.  The equipment or supplies come from three sources.


a.
Host unit.  The host unit furnishes designated items identified in the WARRIOR FORGE TDA.  The support unit XO hand receipts for these items.


b.
ROTC.  Western Region provides a limited amount of administrative and training equipment.  Designated personnel will sign for these items when the regiment sets are issued. Upon clearing, regimental supply sergeants must turn in supplies to the F-10 warehouse. (See Annex B)


c.
DPTMS-RC.  Provides a limited amount of installation furnishings, linens, cleaning equipment, and buildings.

5.
CADET CLOTHING AND EQUIPMENT.  Prior to the second day of cadet in processing, regimental cadre will conduct an inspection of required cadet equipment brought to WARRIOR FORGE.  Refer to CC Circular 145-03-3; ROTC WARRIOR FORGE:  Cadet Information.  Note: Coat, Cold Weather, BDU is no longer issued at CIF.  The cadet is responsible for bringing this item from his unit.  Record shortcomings and report to  WARRIOR FORGE Logistics, Supply Branch.  Draw shortages from the following sources:

a. All CTA 50-900 items.  XO/supply sergeant will coordinate with the WARRIOR FORGE Log Supply Officer to draw items for issue to cadet.  The Regimental supply sergeant is responsible for hand receipting these items to the cadets.  

      b.
Non-CTA 50-900 items:  Cadets will purchase required non-CTA 50-900 items from clothing sales or the PX.



c. Emergency clothing/TA-50: Contact WARRIOR FORGE Logistics, Supply branch.

6.  CADET INPROCESSING.  During in processing, cadets receive selected items of clothing and equipment.  Each cadet will sign a hand receipt for all equipment issued.


a.
The CIF issues the OCIE on the third day of WARRIOR FORGE.  CIF will maintain hand receipts.  The Regimental supply sergeant must attend CIF issue, and is responsible for completing all direct exchanges within two duty days.  Coordinate with the WARRIOR FORGE Log Supply Officer or CIF (F10) NCO.  The CIF will sew nametapes on the uniforms it issues. (For complete CIF issue procedures, see Annex C of this section.) 


b.
Cadets or cadre may hand receipt for expendable/durable items from supply room stock.  The supply sergeant must recover and turn in all equipment.  Host unit supply sergeants must have the hand receipt document to account for losses upon clearance of hand receipts from WARRIOR FORGE Log Supply.

7.  CADET OUTPROCESSING.  Prior to departing WARRIOR FORGE, cadets will turn in all items issued at Fort Lewis.  The regimental supply sergeant will contact the WARRIOR FORGE Log Supply Officer to coordinate early CIF turn in of clothing/equipment for cadets granted an early release from WARRIOR FORGE.  Each cadet must personally clear the regimental supply room and CIF unless he or she is hospitalized.  Deviation from this procedure may result in the supply sergeants being held liable for shortages.  Cadets leaving early who have items in the laundry at the time of release must turn in the laundry slip to the WARRIOR FORGE Log Services Officer regimental supply sergeant.  Cadets unable to substantiate CIF items in the laundry will pay for them if not located before departure.  (For complete CIF turn in procedures, see Annex D of this section.)


a.  TA-50 for WARRIOR FORGE Commissionees



(1)
APPLICABILITY.  This section applies to cadets receiving their commission at WARRIOR FORGE who are not returning to their university.


(2)
RESPONSIBILITIES.  



(a)
HQ, Western Region (ROTC)




{1}
  Establish WARRIOR FORGE procedures in coordination with Cadet Command.




{2}  
Complete all open actions transferred from WARRIOR FORGE Logistics following the end of WARRIOR FORGE.





(b)
WARRIOR FORGE Logistics Division




{1}
  Enforce procedures as outlined.




{2}
  Assigns a point of contact for WARRIOR FORGE.




{3}  Conducts joint inventories of TA-50 equipment with applicable cadets upon their out processing.




{4}
  Ensures proper  coordination and tracking of packages to the mailroom.




{5}
  Maintains files of all actions taken to include packing lists and tracking numbers provided by the mailroom.




{6}  Coordinate proper transfer of open actions and all files to Headquarters, Western Region Logistics Branch upon end of WARRIOR FORGE.





(c)  Mailroom.




{1}
  Send packages to respective universities.




{2}
  Implements tracking system of packages sent to respective universities.





(d)
F-10 Warehouse - Maintain and provide packing and mailing materials to WARRIOR FORGE Logistics, as needed.





(e)
Regiments - Provide a standard name line list of the cadets who will be commissioned at WARRIOR FORGE and will not return to their university to WARRIOR FORGE Logistics prior to graduation.



(3)
PROCEDURES.





(a)
Prior to graduation, the regimental supply sergeant will coordinate with the orderly room to determine how many cadets will be commissioned.  The supply sergeant will pick up enough boxes to ship out the TA-50.The cadet will coordinate with their respective regimental supply sergeants to turn in their TA-50.  Both the cadet and the supply sergeant will conduct a joint inventory of the TA-50 and print and sign their names on the inventory sheet.  The boxes will not be sealed. 





(b)
The supply sergeant will make an appointment with the F10 warehouse to turn in the boxes. The F10 personnel will provide the supply sergeant with a memorandum authorizing packages to be shipped through the military post office. A representative from the F10 warehouse will inventory the items then print and sign their name on the packing list as verification of the items being shipped.





(c)
One copy of the inventory will be placed inside the box with the equipment.  One copy is given to the cadet.  One copy each of the inventory sheet and the corresponding memo is maintained on file with WARRIOR FORGE Logistics.





(d)
F10 representatives will coordinate and track the transfer of the packages to the mailroom.  The supply sergeant will then take the packages to the military post office at building T5115. In an event when the supply sergeant is not available to perform the above duties, the RHU will substitute for the supply sergeant and execute the mission





(e)
Mailroom sends the packages to the respective universities and gets a tracking number to monitor status.  This tracking number is provided to WARRIOR FORGE Logistics Division who will maintain on file.

(f) Following WARRIOR FORGE all files are transferred to Headquarters, Western Region (ROTC) Logistics Branch to complete all open actions.

8.  CADRE CLOTHING AND EQUIPMENT.  Cadre will bring sufficient personal clothing and equipment to WARRIOR FORGE.  By exception, coordinate with the Supply Officer to hand receipt missing items.  

9.  PROPERTY TURN IN.

a.
The WARRIOR FORGE Personnel and Administration (P&A) Division will not release hand receipt holders and individuals listed on DA Form 1687 from WARRIOR FORGE until cleared by WARRIOR FORGE Logistics.


b.
Responsible individuals must obtain relief from responsibility for property by the procedure outlined below.  


c.
Make turn ins to the activity that issued the item unless otherwise designated.  All buildings, equipment, and expendable recoverable and non-recoverable supplies not consumed must be turned in prior to receiving property clearance.  Items turned in will be dropped from hand receipts, DA Form 2062, or DA Form 3161, Request for Issue or Turn in.


d.
Hand receipt holders must follow established turn in schedules.  Issuing agencies will provide cleanliness and property condition criteria when they publish turn in schedules.


e.
Report lost, damaged, or destroyed property to the WARRIOR FORGE Log Operations Officer  immediately.  Responsible persons must report the date and circumstances in writing, along with supporting statements from witnesses within 24 hours after discovery of the loss or damage.  A letter of lateness must accompany documentation not submitted on time; state the reason for the late submission.  WARRIOR FORGE Logistics Division will process any resulting reports of survey (DA Form 4697) or cash collection vouchers (DD Form 1131) although the - Cadre supply sergeants are responsible for preparing the appropriate documentation.


f.
P&A will flag all cadets and cadre involved in reports of survey to prohibit clearing until the appointing authority (WARRIOR FORGE Chief of Staff) has determined that sufficient information is available to allow for processing without the presence of the cadet or cadre member.

10.  REGIMENTAL TRANSPORTATION.  The host support unit will provide transportation assets for support personnel and cadre.  The WARRIOR FORGE Logistics Transportation Officer will provide transportation for cadet regimental movement.

11.  LAUNDRY

a. General


(1)
Regiment Laundry will be turned in and picked up according to the schedule published and approved by the Contracted Laundry COR and Western Region Headquarters prior to the start of WARRIOR FORGE.


(2)
Individual cadet bundle laundry is processed on a three (3) working day cycle commencing with the first week of training, to include Saturdays, Sundays, and Holidays, and will be picked up by the Contractor at the Regiment locations.  Supply personnel will track and pre-count cadet bundles prior to the Contractor picking them up.  Organizational linen will not be picked up at the regiment area.

(3)
Organizational linen items are turned in on a direct exchange basis, at building 9660, Door #8 (Contracted Laundry turn in and pick up point) no later than 0730 hours on the scheduled turn in day each week. The following are direct exchange items: sheets and pillowcases. There is no Direct Exchange for mattress pads, due to a shortage of these items.  Mattress pads will be turned in at the completion of each Regiment’s graduation, laundered and returned one week later. Wool blankets will also be turned in at the end of graduation and the Contracted Laundry turn in and pick up point will provide the Regiment supply representative clean blankets at that time.


(4) Individual regiments will turn in organizational linen items at the Contracted Laundry turn in and pick up point using military organic vehicles with suitable covering and protection on the bed to preclude linen from getting dirty while being transported back to the Regiment. The Laundry turn in and pickup point does not provide material to cover the bed of the vehicle.

    
(5) Failure to meet Scheduled turn in dates and/or times can result in unique delays in returning Laundry.

   b.
Responsibilities of Unit Commander.

(1) Ensure that cadets are oriented on the availability of laundry services.


(2) Ensure that proper forms are available to each supply representative.  WARRIOR FORGE Logistics Division orders DA Forms 1974 and 3136 and provides them in sufficient quantities to Regiment Supply personnel. The Contracted Laundry turn in and pick up point provides the Cadet Laundry List Form.

        
(3) Ensure that DA Form 3136, UNIT ROSTER and Contractor furnished forms are properly prepared. The initial DA FORM 3136 will be typed, will have the last four digits of the social security number of each cadet, be alphabetized by regiment, and turned in to the Administrative section of the Contracted Laundry turn in and pick up point no later than 2 days prior to the first turn in.  In the space labeled “MARK" on the laundry ticket the cadet will annotate the first letter of his/her last name followed by the last four digits of his/her social security number (e.g., -0227) In the space marked “Bundle Number”, the cadet annotates the number of each turn in, (i.e., 1 for 1st turn in, 2 for 2nd turn in, 3 for 3rd turn in, etc).


(4) Unit Commanders/designees will prepare a typed DA FORM 3136 Roster and Statement in two (2) copies, 1 for supply, and the original for the Contracted Laundry turn in and pick up point.  The typed DA Form 3136 with the cadets names will be turned in to the Contracted Laundry Management Branch two (2) days prior to each regiment's first turn in. The typed DA Form 3136 will be an alphabetical roster by regiment (not by platoon) of all cadets utilizing laundry services.  Supply personnel must inform the Admin Section of the Contracted Laundry turn in and pick up point of any additions or deletions of cadets throughout the training cycle.

(5)
The following information must be placed after the last cadet's name on the regiment roster:

Regiment Supply Representative__________________________________

 Regiments Supply Building Number_______________________________

 Regiment Supply Telephone Number_______________________________
Date__________________________________________________________

 Contracted Laundry COR________________________________________

After authentication by the Unit Commander, all copies of the DA Form 3136 will be hand carried to the Contracted Laundry turn in and pick up point Administration Office for the COR's signature no later than two days prior to the first week's individual laundry bundle turn in.  This first turn in cannot be allowed until the alphabetized regiment roster (DA 3136) is typed, signed, and turned in to the Contracted Laundry turn in and pick up point COR.


(6) Supply personnel must meet appointed date and time of scheduled turn in for the cadet laundry to be processed and returned in the allotted time.


(7) Provide sufficient personnel to facilitate laundry handling at unit supply at the scheduled time and date of laundry pick up by the Laundry Contractor.  Supply personnel are reminded that a record of each cadet bundle turn in will be made prior to the Contractor picking up the Cadet bundles. It is the responsibility of the Supply personnel to pick up the clean bundles from the Laundry pick up and drop-off point in building 9660.


(8) Supply personnel must ensure an accurate count of bundles being picked up or returned by the Contracted Laundry.  The Contracted Laundry is not responsible for missing bundles after the supply personnel verify the number of bundles turned in or received.  Any missing bundles will be the responsibility of the supply personnel who receive the bundles.


(9) Two days prior to each Regiment’s first turn in, the Supply person for that particular Regiment must report to the Contracted Laundry turn in and pick up point to pick up a laundry SOP and receive detailed instructions from the Contracted Laundry turn in and pick up point COR. Only the Supply person for each Regiment will receive the Laundry SOP and briefing from the COR.

c.  Procedures.

(1) Organizational Laundry

(a)  
Sheets will be in bundles of 25 (unfolded)

(b)
Pillowcases will be in bundles of 50 (unfolded)

(c)
Mattress Pads will be in rolls of 15 (unfolded)

(d)
Blankets (unfolded).
(2)
Individual Cadet Bundle Laundry

(a)
Bundles are limited to 26 pieces, including laundry bag, except when involved in water training exercises, then each cadet is allowed to turn in 32 pieces.  All items are to be washed, tumble dried and placed in the laundry bag.  All wet clothing will be placed in a plastic bag prior to being placed into the laundry bag with the dry soiled clothing.  The “Laundry List” must be placed into a separate plastic sandwich bag if there is any wet clothing in the laundry bag.  This prevents the laundry turn in ticket from getting wet and delaying the laundry process.  There will be five (5) turn ins for laundry. On the last turn in the cadet will turn in the  four (4) sets of BDUs that were issued from CIF. When the cadet goes to CIF for final clearing he/she will turn in the four (4) clean sets of BDUs .  Under no circumstances will cadets turn in dirty BDUs  to CIF upon final clearing.

(b)
The contractor provided laundry turn in ticket (Laundry List) will be prepared in four (4) copies. The cadet retains the blue copy only. The yellow, white and pink copies are placed in the laundry bag. The white and yellow copies are returned to the COR after the Contractor inventories the bundle of clothing and returns the bundle to the cadet. The pink copy is returned to the cadet inside the laundry bag. The laundry turn in ticket must be filled out with the cadet’s (printed) last name, first name, and middle initial. In the space "Mark" the cadet annotates the first letter of his/her last name followed by his/her last four (4) digits of his/her social security number. In the space marked “Bundle Number”, the cadet annotates the number of each turn in, (i.e., 1 for 1st turn in, 2 for 2nd turn in, 3 for 3rd turn in).

(c) The following items cannot be accepted for laundry in individual bundles and are rejected, and returned to sender without processing.


{1}
Bundles containing items belonging to more than one person will be returned without processing.

{2} Organizational clothing and equipment (i.e. sheets, pillowcases, blankets, etc). These items are to be handled by the unit supply in bulk.



{3} Items requiring hand washing or finishing (i.e., pure wool garments).

                         
{4} Badly torn items that cannot be washed without further 

damaging them. 

                             
  
{5} All items bearing manufacturer's label “dry clean only.”  

                             
{6} All items with nylon zippers.


{7} Swimming suits/trunks/spandex unless they are made of cotton material.

(d)
All individual laundry bags will be identified by colored tape.  Cadets will legibly print their last name and last four digits of their social security number on the tape.  Example: JONES-0227.  The colored tape will be sewed on the rope of the laundry bag as the cadet is having all nametapes and patches sewed on the BDU shirts at CIF.  Under no circumstances will the cadet mark white clothing with a black marker.  Doing so can cause the black marker ink to bleed in the washing process and turn white clothing gray.  Neither the Contracted Laundry turn in and pick up point, nor the Contractor, is responsible for white clothing that has been marked with a black marker.

(e) The charge for service will be a flat rate per bundle, paid by Western Region.. There will be a separate rate for weekday bundles and weekend bundles.

(f)
Lost or damaged items.

{1}
It is important for the cadet to check his/her laundry as soon as possible after receiving it back from the contractor.  Supply personnel have 48 hours to get the claim slip turned in to the Services Branch, WARRIOR FORGE Logistics Division.  Claims turned in to the Contracted Laundry turn in and pick up point COR after 72 hours will delay the claim process, and may cause the Supply personnel of that regiment to be held accountable.

{2}
When turning in claims to the Services Branch, WARRIOR FORGE Logistics Division, supply personnel must submit the pink copy of the laundry turn in ticket, which was returned to the cadet inside the laundry bag along with the cadet’s blue copy that matches the white and yellow copies.  The Contracted Laundry turn in and pick up point keeps the yellow copies of the laundry turn in ticket, and turns them in to the Admin Section of the Contracted Laundry turn in and pick up point.  If CIF issued items  (i.e., BDU’s, socks and/or t-shirts) are lost or damaged by the Contractor, the supply personnel will go to CIF and get a re-issue of those items for the Cadet, except for BDUs and field jackets.  The contractor will replace BDUs andfield jackets if it is determined that the Contractor lost or damaged these items.


 (g) The Contracted Laundry turn in and pick up point, Building 9660, hours of operation are 0700 to 1530 Monday thru Friday for unit turn in and pick up, unless there is a scheduled turn in or pick up on weekends or holidays. The Contracted Laundry turn in and pick up point will be open on Saturdays, Sundays, and holidays only for scheduled turn ins and pick ups.  REGT supply personnel who do not show up at their scheduled turn in/pick up dates or time, will be required to wait in line with other post customers.  REGT's scheduled turn in time is 0730 on scheduled dates. If cadet bundles are returned by the contractor before the scheduled pick up time, the Contracted Laundry turn in and pick up point calls Regiment supply personnel and informs them that the bundles are ready for pickup.

 (h) At the completion of each regiment cycle, all linen and direct exchange items that the Supply personnel picked up and signed for from RCS are returned (clean) to RCS in order for the Supply personnel to clear the hand receipt. Soiled linen is turned in to the Contracted Laundry turn in and pick up point for cleaning and an appointment scheduled for final pick up of clean linen. The Contracted Laundry turn in and pick up point requires a valid telephone number of supply personnel to inform them when their last linen turn in is ready for pick up and the name and telephone number of regimental host personnel responsible for the last turn in. There will be a one-week delay in getting the mattress pads back from the contractor after being turned in for cleaning. The Contracted Laundry turn in and pick up point does not have a mattress pad stock on hand to issue clean mattress pads back to the supply personnel upon turn in of soiled mattress pads.


 (i) Each separate regiment will use the following color scheme to identify their regiment bundles:


1st Regiment ------Orange
9th Regiment ------Orange


2nd Regiment -----Green
10th Regiment -----Green

3rd Regiment ------Red    
 11th Regiment -----Red


4th Regiment ------Blue
12th Regiment------Blue

5th Regiment ------Grey                13th Regiment------Grey

6th Regiment ------Yellow             14th Regiment------ Yellow

7th Regiment-------Tan                 15th Regiment        Tan                       

8th Regiment------White                OCS-1-------------- White


8th Regiment -----White               OCS-2-------------- Orange

                        (j) Cadre are responsible for their own laundry.  They may use BOQ/BEQ washers and dryers, if available or commercial Laundromats and cleaners at their own expense.  
CHAPTER 4

STAFF AND COMMITTEE SUPPLY PROCEDURES

1.
GENERAL.

a.
Committee chiefs forecast requirements for equipment and supplies during the WARRIOR FORGE Planning Conference.  WARRIOR FORGE Logistics Division uses these forecasts to program the support provided by both host units and WARRIOR FORGE supply.


b.
Maintenance of equipment loaned in support of WARRIOR FORGE is the responsibility of the owning unit.

2.
RESPONSIBILITIES.


a.
WARRIOR FORGE Logistics Division (Western Region Logistics Branch prior to WARRIOR FORGE).  Order push package items and make them available for issue at WARRIOR FORGE. 


b.
Committee Chiefs. 



(1)
Identify early on all equipment provided by the unit hosting the committee.  Arrangements between committee chiefs and the unit must reflect the responsibility for unit-owned equipment (in most cases the unit maintains control).  If the unit maintains control then the unit processes any Reports of Survey required to account for missing/damaged equipment.



(2)
Sign and account for items issued from F-10 warehouse; initiate relief from responsibility documents IAW AR 735-5.

3.
ISSUE PROCEDURES.

a.
The WARRIOR FORGE Supply Officer will prepare an initial issue of expendable/ durable supplies for each training committee and administrative section, based upon historical consumption.


b.
Each unit hosting training committees or administrative sections must make an appointment with F-10 warehouse prior to the start of WARRIOR FORGE in order to pick up their supplies.  


c.
To maintain better accountability, the host unit supply representative who signs for the supplies from F-10 warehouse will further assign property by sub-hand receipting supplies to user level within the Committee or staff section.


d.
Training committees will request and obtain additional supplies needed through their hosting unit's supply once initial sets of supplies are issued from F-10 warehouse.


e.
Staff sections will request additional supplies by sending a fax or email to the F10 warehouse in the morning.  The status of availability will be provided NLT 1500HRS the same day.  Requests will include the requesting section, phone number and will be submitted by personnel designated (using DA 1687)to request and receive supplies for their respective sections.  The staff section must coordinate transportation to pick up supplies with either the supporting unit or the ROTC motor pool.


f.
Supporting units provide non-expendable supplies and equipment for cadet training.


g.
Report any equipment requirements that the support unit cannot provide to Training Support Division.

4.
EXCHANGE PROCEDURES.


a.
WARRIOR FORGE Logistics will coordinate direct exchange (DX) appointments.  Only those individuals authorized to request/receive supplies may exchange items.


b.
In addition to DX of non-expendable items, the WARRIOR FORGE supply will also DX recoverable and durable office supplies (e.g., desk staplers, hole punches) that break during use.


c.
If an item turned in for exchange appears to have been damaged through negligence or misuse, the supply officer will direct the committee or section to begin an investigation.

5.
OUTPROCESSING.


a.
Individuals must clear all hand receipts prior to clearance from WARRIOR FORGE Logistics Operations Branch.


b.
Committee and section chiefs shall ensure all personnel under their supervision clear any outstanding hand receipts prior to departure from WARRIOR FORGE, to include buildings hand receipted from DPTMS-RC.  Reports of Survey must also be cleared prior to departure.


c.
Committee chiefs will not be cleared by the WARRIOR FORGE Logistics Operations Branch until their F10 push packages are turned in and cleared.


d.
Sort and repack any excess expendables, as necessary, for return to stock.  Loose or mixed items will not be accepted for turn in.  WARRIOR FORGE Logistics will inspect supply containers to be stored at WARRIOR FORGE supply prior to acceptance for turn in.


e.
Turn in all recoverable items for reuse, along with expendable/durable items.  If recoverable items are discovered missing at the end of WARRIOR FORGE, the responsible individual shall submit a statement to the WARRIOR FORGE Supply Officer explaining the loss.


f.
Users must clean and service all equipment and supplies upon turn in.  Coordinate for turn in at least 24 hours ahead of desired time. And turn in all supplies at least 48 hours before departure.


g.
Report any lost, damaged or destroyed property immediately to WARRIOR FORGE Logistics, Operations Branch.  The hand receipt holder will conduct a 100 percent physical inventory and search, and make every effort to recover lost items.  If larceny is suspected, notify the WARRIOR FORGE Chief of Staff immediately.  The WARRIOR FORGE Logistics will determine whether to initiate a Report of Survey investigation.


h.
The P&A Division will flag all individuals involved in Reports of Survey until notified by WARRIOR FORGE Logistics Division, Operations Branch that all requirements have been satisfied.

CHAPTER 5

FOOD SERVICE

1.
GENERAL.


a.
A cadet dining facility will be operational for each regiment and a cadre dining facility located at building 9C28 will be available for the holding company and WARRIOR FORGE cadre and staff. Dining facilities will begin and cease operations according to the schedule published by WARRIOR FORGE Logistics Division, Food Services Branch.


b. 
The DPTMS-RC will issue building and dining facility equipment to the contractor, except for field feeding equipment, which the supporting unit furnishes.

 
c.
Each dining facility will have a Quality Assurance Evaluator (QAE) provided by I Corps or USAR.  The QAE is responsible for ensuring quality control in the dining facility, transportation, and providing field feeding, i.e., mermites and insulated containers for warming beverages during bivouacs and tactical training.  The food service OIC will ensure that designated quality assurance personnel who monitor the dining facility receive on site training. The unit providing the QAE will insure the QAE is food service qualified.


d.
The contractor will obtain the required forms and publications including cash collection book and ensure submission of ration requests in sufficient time to draw all required subsistence supplies.  The Contractor will provide all SSSC supplies required to operate dining facilities both in garrison and in the field.

2.
RESPONSIBILITIES.


a.
The Contracting Officer's Representative (COR) at I Corps is responsible for monitoring contract compliance.  Only the COR is authorized to modify requirements placed on the Contractor.


b.
The WARRIOR FORGE Food Services Officer will conduct inspections and supervise:



(1)
Monetary credit balances.



(2)
Ration requests and administrative paper work. 



(3)
Coordinate regiments’ special requests and problems with the COR.


c.
The RTO, in conjunction with the QAE and Food Service section oversees dining facility operations in the following areas:



(1)
The SGM of the regiment is responsible for providing the DA 2970 (Feeder Report) according to the number of cadets assigned to the regiment.  This report must be accurate; only report the actual numbers.  This report will be turned into the dining facility QAEs on a daily basis.  This responsibility cannot be delegated.  The QAE will give the DA Form 2870 to the Dining Facility Manager, who takes it to the mini TISA.



(2)
Preparation, conservation, and serving of food.



(3)
Sanitation in garrison and in the field.



(4)
Ensuring prompt and proper payment for meals consumed by all personnel on separate rations and/or drawing per diem.  This includes those employees who work in the dining facility, cooks and dining facility attendants.



(5)
Ensuring that at least one cadre (officer or NCO) inspects one meal daily.  This officer must be in the dining facility and consume the meal being inspected.  The officer/NCO designated to inspect the meal must pay the meal cost,  and any applicable surcharge.



(6)
Queue cadets into dining facility to maximize eating time.  Each company gets 45 minutes; each platoon approximately 11 minutes.  Use it efficiently for maximum cadet benefit.

 

(7)
Ensure dining facility operating hours are strictly enforced by having cadets in the area and ready to consume the meal at the appointed time.


d.
The civilian contracted dining facility managers will operate the dining facilities in accordance with Army Regulations.  They will not deviate from the standard method of operation of the unit dining facility.  They will:



(1)
Check all equipment and draw any additional equipment needed.



(2)
Clean the dining facility completely and test all equipment.  



(3)
Prepare and submit ration requests, signature cards, and allied papers to the Class I PBO one week prior to the meal.

 

(4)
Assign cooks to shifts and check their abilities.



(5)
Prepare standing operating procedures to facilitate operations.



(6)
Observe provisions of the Fort Lewis Recycling Program as applicable.


e.
During the last week prior to cadet arrival, the contractor submits initial ration requests, as indicated on the training schedules and submits these to the COR through the WARRIOR FORGE Food Services Advisor.

3.
SUPPLEMENTAL FIELD RATIONS.

a.
Supplemental field rations will be available for issue to regiments.  Each RTO must provide requests for supplemental field rations through WARRIOR FORGE Logistics Division, Food Services Branch to the food service contractor at least 24 hours before requested pick up date.  This supplemental ration is to be used to supplement the cadets MRE meals.  RTO's may submit a list of all dates their regiments require supplemental field rations through WARRIOR FORGE Logistics food service to the food service contractor prior to start of WARRIOR FORGE.


b.
Each Regimental QAE will draw the supplemental field rations when picking up MREs.


c.
Regimental SGMs will be responsible for ensuring supplemental field rations are accounted for and distributed only to cadets only during field feeding.


d.
Supplemental field rations left over from field training will not be turned back into the WARRIOR FORGE TISA.  Use left over items on next field feeding.

4.
INSPECTIONS.  The food service advisor will be responsible for daily and weekly inspections.  This will be conducted by WARRIOR FORGE Logistics food service personnel and the QAE assigned to the DF.

5.
EDUCATORS VISIT.  The Educator's Visit Planning Cell provides WARRIOR FORGE Logistics with requirements necessary to support the Educators Visit, to include transportation and dining arrangements (e.g., equipment, headcount, locations, menu, etc.) prior to the first week of WARRIOR FORGE.

6.
CADRE USE OF DINING FACILITIES.  All cadre will sign DA Form 1544, Cash Collection Sheet, and pay meal cost.  Costs are as follows:  


a.
Breakfast:   $1.70


b.
Lunch and Dinner:   $3.30

7.
MISCELLANEOUS.


a.
Each facility will have civilian attendants.  They will not be used in field feeding situations.  They will be required to pay the food cost for food consumed.


b.
When a regimental dining facility is to be temporarily closed, the Food Service Officer will provide advance notice by memorandum (NLT 24 hours the day prior to the closing) to the Contracting Officer Representative (COR). 


c.  Extension of Meal Hours

(1) Affected unit will notify its assigned dining facility QAE no later that 1 hour prior to arrival at the dining facility in order to give the dining facility enough time to react. (Two hours notice is  preferred.) Whenever the unit’s training is falling behind and there is the possibly of needing to extend meal hours, call in and inform the QAE.

(2) The QAE will call WARRIOR FORGE Food Service Section and they will inform the contractor via memorandum and then notify the QAE. (For example, the regular meal hours are 1600-1730 and the unit will be arriving at 1645, an extra ½ hour can be added.

(a)  Change of Meal Hours: (For example, the regular hours are 1600-1730 and the change is 1630-1800.) The effected unit will notify, by memorandum, the Commandant of Cadets Office 24 hours in advance and with their approval, the unit will forward the memorandum to WARRIOR FORGE Food Service. WARRIOR FORGE Food Service will then notify the food service contractor.

                     (b) Changing of Meal Sequence: (For example the unit wants to            change from MREs to a hot ‘A’ meal or from an ‘A’ meal to MREs.) The unit will notify, by memorandum, the Commandant of Cadets Office 7 Days in advance and request the change in meal sequence. With their approval, the unit will forward the memorandum to WARRIOR FORGE Food Service. WARRIOR FORGE Food service will then notify the food service contractor. 


d.
Dining facility managers must coordinate:



(1)
Changes to operations with the food service contractor and the Food Service Advisor.  The COR will be notified of any change by the Food Service Officer ASAP.



(2)
Feeding hours extended beyond normal operating hours established at start of WARRIOR FORGE and on an as needed basis according to the training.


e.
Dining facility hours may not exceed 12.5 hours per day, from first cadet fed at breakfast until last cadet fed at dinner.


f.
All dining facility buildings and personnel are the contractor’s responsibility.  Cadre will direct any complaints or problems to the Food Service Officer for resolution.


g.
Cadets must be afforded the opportunity to wash their hands prior to meals.



(1)
QAE provides hand-washing stations for all cadets prior to cadets entering the dining facility.



(2)
Cadets eating in the field must have access to facilities (supplies to accomplish proper hand washing).

h. Religious MREs: The Regimental Chaplains will provide WARRIOR FORGE Food Service a memorandum listing the names of cadets who require special religious MRE meals (kosher or halal).
CHAPTER 6

SERVICES

1.
GENERAL.  The Services Officer supervises the following areas:

 
a.
Chemical latrines.

b. Repair and Utilities (R&U).

c. Trash Collection and placement of dumpsters
d. Contact Teams
e. Grass Cutting
f. Weapons Cleaning facility
2.
RESPONSIBILITIES/PROCEDURES.


a.
Chemical Latrines.



(1)
Committee chiefs identify the following chemical latrine requirements during the WARRIOR FORGE Planning conference:  number of latrines, location, and delivery, removal, and servicing dates. Planners need to bear in mind that the contractor does not service the chemical latrines on Saturday or Sunday.



(2)
The Services Officer and NCO will periodically inspect chemical latrines for serviceability.  They will also monitor the contractor's performance and provide feedback to the contract inspector at DPW. Services will maintain a record of all complaints dealing with services not provided when scheduled, to include location and last service date, and dates of service missed.



(3)
Committees and regiments will co-locate hand washing stations with all latrine facilities.



(4)
Committee OIC/NCOIC will inspect chemical latrines daily.



(5)
Chemical latrines will not be moved by cadre or cadets.



(6)
Only committee OIC/NCOIC will designate the chemical latrine locations.


b.
Repairs and Utilities (R&U).



(1)
Regiment supply NCO serves as R&U NCO.



(2)
WARRIOR FORGE Logistics establishes an R&U team with tools to assist Regiment personnel.



(3)
All work requests will be called in to WARRIOR FORGE Logistics.  WARRIOR FORGE Logistics prioritizes work requests for R&U team.



(4)
Washers and dryers are repaired under contract and not by R&U personnel.  Contract allows 24-hour service for emergencies, 5 working day response for non-emergencies.  Contractor operates on a normal workday schedule.  Work requests called in early will be responded to on the same day.  Late calls will be worked the following day.


c.
Trash Collection.  The WARRIOR FORGE Logistics Services Cell, coordinates with Ft. Lewis Directorate of Public Works (DPW) for dumpster requirements.



(1)
Dumpsters are normally emptied daily.



(2)
Dining facility edible garbage must be double bagged and tied before thrown into the dumpster.



(3)
Dining facility grease collection is handled under a separate contract by Ft. Lewis DPW.



(4)
Cardboard boxes must be broken down.



(5)
Vehicles are not to park within 10 feet of dumpsters.



(6)
No wood products in dumpsters.

CHAPTER 7

TRANSPORTATION

1.
GENERAL.


a.
WARRIOR FORGE Logistics Division, Transportation Section will operate the motor pool to support the National Advanced Leadership WARRIOR FORGE.  The ROTC motor pool will be located at Building 2D19, behind the regimental areas.  It will operate as follows:



Non-Tactical Vehicles Dispatch:  
 
(0600-1900)





Cadet Movement:  First Movement - Last Movement



North Fort Lewis Post Cadre Shuttle: 0600-1900



SeaTac Airport Reception Team: 0800-2000 (non-peak), 0800-2400 (peak days)


b.
Training committees will receive vehicle support from supporting I Corps units and the ROTC motor pool.  If a training committee requires additional administrative vehicles for a surge requirement, the committee chief must submit a request through the Training Division to WARRIOR FORGE Logistics.


c.
All WARRIOR FORGE Cadre will be transported from SEATAC International Airport by 15-pax vans driven by the WARRIOR FORGE SEATAC Team.  The staffs/regiments/committees will transport cadre to SEATAC using their assigned NTV's.  The transportation cell will establish a shuttle for mid-WARRIOR FORGE transitions and end of WARRIOR FORGE departures.  A 48-hour in advance notice must be given to the ROTC motor pool.  The ROTC motor pool will only accept individual reservations. 


d.
Staff sections receive vehicle support from the ROTC motor pool.


e.
Each regiment will be issued (three Non Tactical  vans for administrative use and one pick up truck.  All other transportation will be provided by support unit's organic vehicles.


f.
The cadre shuttle is available from 0600 to 1900 pick uphours.  Service is provided from North Fort to Main Post.  The cadre shuttle is responsible for providing a driver and vehicle to the TOC from 1800 until 0600 each day.


g.
Cadet transportation to and from SeaTac will be coordinated through the Transportation Section.  The Regiment or Cadet Personnel Division will move individual cadet departures.


h.
WARRIOR FORGE Logistics Division, Transportation Section operates a cadet and cadre reception center at SeaTac airport and coordinates transportation to Fort Lewis.

2.
RESPONSIBILITIES/PROCEDURES.

a.
Cadet Transportation Support.



(1)
The coordination of cadet transportation is the direct responsibility of the WARRIOR FORGE Logistics Transportation Officer and Transportation NCOIC.



(2)
Training Division will provide WARRIOR FORGE Logistics with the approved training schedules on the Wednesday prior to the next training week.  The training schedules must indicate:





(a)
Training activity.





(b)
Training site mount/dismount points in six-digit grid coordinates.





(c)
Special transportation requirements or limiting condition (e.g., full field gear, weapons).





(d)
Number of personnel to be moved.



(3)
The Transportation Operations NCOIC will extract transportation requirements from the training schedules and prepare the movement schedule for the training week.  Distribution: command group, regiment, Training Division and WARRIOR FORGE Logistics.



(4)
Training committees will ensure that cadets meet their transportation at the appointed time and location on the training sites.  In event of an unavoidable change in pickup points, a guide will be provided at the original point to lead the vehicles to the next point.  If a committee determines that it will consistently finish training late or early, they will notify Training Division and request a change to the Regimental training schedules.  Training Division will then notify transportation to adjust movement and schedules.



(5)
RTO Responsibilities: 





(a)
Ensure that cadets meet their transportation at the appointed time and location within the cantonment area.





(b)
Ensure cadets observe safe practices at their loading and unloading sites at all times.





(c)
Ensure that safety guides are stationed in front of and behind each convoy during loading and unloading of vehicles when stopped on paved or heavily traveled thoroughfares.





(d)
Ensure that cadets and cadre loaded aboard troop lift vehicles do not exceed the number allowed by the motor pool for safety reasons.   Cadre members must accompany each vehicle in convoy.  A cadre member must ride in the cab of the lead vehicle.  In the event of a question regarding capacity, the Movement NCOIC will make the final determination.  Only one passenger may ride in the cab of a vehicle; in cases where an assistant driver or an NCO from the transportation branch or supporting unit rides in the cab, no other passengers will be permitted.





(e)
Ensure safe operation of the vehicle, to include adherence to the speed limits.



(6)
Regiment transportation pickup points are located in the cadet cantonment area.  RTOs will not relocate pickup points without coordinating with the Operations NCOIC or his representative.  In the event of an unavoidable change in pickup points, provide a guide at the original point to lead the vehicles to the next point.



(7)
The Transportation Section determines the routing of movements.  Drivers will use the most direct route unless military police, traffic, or road conditions dictate otherwise.



(8)
In the event of subsequent changes in time, troops, origins, or destinations, notify the Transportation Section through the Training Division at least 48 hours in advance.  The Transportation Section will not accept schedule changes from anyone except Training Division Scheduling personnel.



(9)
Information provided in the regiment cadet transport schedule will be updated daily and will include the following:





(a)
Number of personnel to be moved.





(b)
Departure times (generally, vehicles will report to the pickup 15 minutes prior to departure times).





(c)
Reporting location and destination.





(d)
General remarks concerning support.


b.
Non-Tactical Vehicle (NTV) Support.


(1)
The Transportation Section will dedicate vehicles to designated staff sections and committees as agreed to at the WARRIOR FORGE Planning Conference.  Each vehicle will be dispatched for a seven-day period, after which they must be re-dispatched at the ROTC motor pool.  An Internal Operator Control Log will be issued during each dispatch.  The OIC and NCOIC are responsible for making sure their vehicles are dispatched with the current operators at WARRIOR FORGE. 

          (2)  Expired dispatch violators must attend a class on correct dispatching procedures in ROTC motor pool on Saturday from 1900-2000. On third violations, the OIC or NCOIC must attend.  


(3) 
NTVs provide transportation for the entire staff section concerned.  Staff sections are responsible for internal vehicle usage and the prevention of misuse of government vehicles.  DOD 4500.36-R, AR 58-1 and FL Reg 55-1 stipulate authorized uses of government vehicles.
(4) The rental NTVs will be replaced when the GSA NTVs arrive and will abide by the same rules as the GSA NTVs.


(4)  Requests for additional vehicles will be justified and submitted by memorandum through the Western Region Fleet Manager and  Transportation Officer at least 72 hours in advance..  The memorandum must include a statement that an internal vehicle fleet analysis was accomplished. The request will be forwarded to the Logistics Chief for approval and final action. 

Justification criteria for vehicles.

a. Justification: Justification for an additional full time vehicle assignment must contain the following information with the memorandum:

(1) Requester name, address, phone, e-mail address.

(2) Purpose/reason for need.

(3) *Additional vehicle type needed.

(4) Number of cadre supported. 

(5) A detailed explanation of why current assets will not work.

(6) Number/location/distance to training events, ceremonies, etc.

(7) Number of trips/location/distance to support WARRIOR FORGE  per wk.

(8) Number/type of vehicles currently assigned/authorized.

(9) Explain how each assigned vehicle is being used for missions and downtime.

(10) How has this requirement been supported in the past?

(11) Is the vehicle requested the smallest, most fuel-efficient type?

(12) Why can’t support be obtained from a short term dispatch vehicle?

(13) Why was vehicle not requested at PCC?

(14) Impact statement if vehicle request is not approved.

b.  Western Region Fleet Manager vehicle fleet analysis checklist.  Perform a committee vehicle fleet analysis for all change of vehicle authorization requests. Failure to indicate that this analysis was performed will result in a recommendation for disapproval of the request.  IAW Title 40 U.S.C. Section 491, only the minimum number of vehicles necessary to support the mission will be authorized.  Each of the following questions must be addressed in the affirmative and answered before the request can be processed for an authorization change.

The following information is provided for use during the analysis:

(1) Does the justification include the vehicle TDA status of the proposed user?

(2) Does the justification fully explain the proposed use of the vehicle? Is this requirement seasonal or sporadic? 

(3) Is the type of vehicle requested the most suitable for the task, or can the vehicle be downsized to a smaller, less expensive, more fuel-efficient vehicle that will do the same job?

(4) Has the section maximize the use of all vehicles?

(5) Is a statement included with the committee’s request that a committee analysis was performed?

 (6) How has this requirement been supported in the past?  Why can’t the present support continue?

(7) Does the request indicate the directive, project, or mission change that generated the request?

(8) Does the justification state why transportation support from with in the section will not meet mission requirements?

(9) Does the justification identify expected monthly utilization information (miles, number of passengers, equipment, supplies transported, number of trips, tonnage, etc.)? If not, does the justification state the vehicle is mission essential?

(10) Does the justification include a mission impact statement of the activity if the request is denied?  Did the Committee Chief approve the request?


(5)
User/drivers are responsible for the cleanliness and operator maintenance of vehicles.  Vehicles will be washed and refueled upon return to the motor pool.  Users will secure all vehicles in designated parking areas during non duty hours. Vehicles are only allowed one wash per month and no detailing.



(6)
Vehicles assigned to the ROTC WARRIOR FORGE will refuel only from designated POL points.  Designated fuel points will be available from the ROTC dispatcher when drawing vehicles.  Operators will use the cheapest grade of fuel available at the designated fuel points.



(7)
When a Non-Tactical Vehicle becomes non operational due to accident, negligence or mechanical failure, the section will be issued a "float" replacement if one is available.  In cases of accidents or negligence, a “float” replacement will be issued only after completing a driver’s refresher training class held in ROTC motor pool on Saturday from 1600-2000.



(8)
All accidents or any damage to Non-Tactical Vehicles must be reported immediately to WARRIOR FORGE Logistics Division, Transportation Section, WARRIOR FORGE Safety office and the chain of command, IAW regulations AR 600-55 and AR 385-40.



(9)
No Non-Tactical Vehicles will be operated off hard-packed roads.


c.
Accident/Incident Reporting Procedures.



(1)
According to Ft. Lewis Safety PAM 385-1-1 and AR 385-40, all vehicle accidents/incidents must be reported.



(2)
If an accident/incident occurs, the driver, all witness, and supervisor will return the vehicle to the ROTC motor pool for initiation of an investigation with the 

SF 91, SF 94, and State Accident Form if accident happens off post. The state or local law enforcement must be call to all accidents.The OIC of the regiment, staff section, committee, team, etc. will return the vehicle to the ROTC TMP for initiation of an investigation.



   (3)
The OIC will report the accident/incident to the ROTC motor pool, WARRIOR FORGE Logistics, and WARRIOR FORGE TOC within 3 hours of the occurrence and will ensure the operator brings the vehicle back to the ROTC TMP for assessment of the damage with all necessary paper work  filled out, SF91 and written statement (s) NLT 3 6 hrs after the accident/incident.  The WARRIOR FORGE TOC will inform WARRIOR FORGE Safety of the reported accident/incident immediately upon notification.



(4)  The vehicle will be taken to three collision centers for estimates if still operational. The estimates must be turned in by 1700 if the accident occurred before 1400 that day. After 1400 the estimates must be turned in by 1100 the next day.



(5) Drivers involved in at-fault accidents must attend a drivers refresher training in the ROTC motor pool prior to receiving another vehicle, and before operating any NTV. The training will be held every Saturday in the motor pool from 1600-2000.

(6) Cadet Command cadre and CSHQ cadre must complete accidents avoidance training prior to arriving at WARRIOR FORGE or before driving any vehicles in support of WARRIOR FORGE. A copy of the certificate will be turn in to ROTC TMP.

(7) The US Army Transportation School has updated its website to improve the on-line Wheeled Vehicle Accident Avoidance (WVAA) Course.  This excellent distance learning instruction meets the training requirements of AR 385-55 and the school will print out a Training Certificate on-line after the successful completion of the course.
(8) There is a slightly different web address (http://www.transchool.eustis.army.mil/training/web/wvaa.htm) to access the WVAA site directly.  Once you have reached the WVAA page, scroll down to the bottom and click on the "To enter course" button, and you will go to the REGISTRATION page. Read the instructions first, then click on the "Student Login" button.  You'll be sent to the Student Login page.  If you have previously registered in a Transportation School Course, type in your user ID and password and click on "Enter."  If you have not previously registered in a course, click on the "New Student Enrollment" button, and then follow the registration instructions.  When asked for a unit of assignment, select the Army Transportation School (that is a default for all non-Trans School unit members.
(9) Once properly registered, you'll view the STUDENT MAIN MENU page.  Click on "register for a Course," then scroll down to and click on the "Wheeled Vehicle Accident Avoidance" course-listing, select an available session, and register. Once you have completed the course material and exams, you will get a certificate of completion and your transcript will be recorded in the Transportation School electronic database.

d.
Vehicles from ROTC Battalions.


(1)
Selected Western Region battalions may be directed to bring their NTV to Ft. Lewis for use at WARRIOR FORGE.



(2)
Battalion vehicles that are driven to WARRIOR FORGE by cadre from that battalion, will not have that mileage counted against a battalion's annual allocation.



(3)
When possible, the battalion vehicles will be assigned to the committee to which the cadre member is assigned.



(4)
Battalion vehicles at WARRIOR FORGE will be subject to the same WARRIOR FORGE Logistics control and requirements as all other NTV.



(5)
Battalion vehicles are tasked based upon specific needs.  No substitution of vehicles is allowed.  Substitution of drivers or vehicles will be reported to the Western Region Fleet Manager.



(6)
Do not remove seats (reducing seating capacity) from tasked vehicles and send to WARRIOR FORGE as cargo vehicles or send 15 passenger vans in place of minivans.



(7)
Battalion vehicles tasked to support WARRIOR FORGE will stop at the ROTC Motor Pool, building 2D19 for in processing.  In processing will be as follows:





(a)
The Non-Tactical Vehicle NCO will perform a "walk around" inspection of the vehicle and note any apparent damage to the vehicle.  Vehicles from designated battalions will have thoroughly clean interiors upon arrival at Advanced WARRIOR FORGE.





(b)
Seating capacity required for vehicle tasked to support WARRIOR FORGE (sedan, van, etc.).





(c)
Operator's Vehicle Maintenance (OVM) Kit (Spare tire, jack, lug wrench, etc.).





(d) GSA Credit Card for assigned vehicle.

                  (e) All vehicle maintenance must be completed prior to leaving home station.   

                  (f) The Commander is the approving authority to allow a school vehicle that is on standby for accidents, incidents, and maintenance problems to be used by school cadre during WARRIOR FORGE.

                  (g) Early release of cadre does not justify early release of that school’s vehicle from WARRIOR FORGE.   


e.
SeaTac Reception and Departure.  See Annex D


f.
SeaTac Cadre Reception and Departure. See Annex D

g.
Non-Tactical Vehicle Clearance Procedures.



(1)
Vehicle preparation for turn in.





(a)
WARRIOR FORGE Logistics Division, Transportation Section, will furnish committee/staff chiefs a memorandum listing all their assigned vehicles, the required turn in dates, the type of vehicle (TMP issued or ROTC) and an attached turn in inspection checklist for assigned vehicles.





(b)
A committee/staff will not retain a vehicle past the designated turn in date without prior written approval from the Installation Transportation Officer and WARRIOR FORGE Logistics Division Transportations Section.  Listed below are the clearance procedures for outprocessing the WARRIOR FORGE Logistics motor pool.


(c)
TMP issued vehicles.


{1}
 Upon completion of the mission, the committee/section chief will be given a turn in appointment with the NTV section NCOIC of all assigned vehicles.


{2}
 The designated operator will refuel the vehicle at an authorized refueling point, then wash the vehicle exterior and interior utilizing an installation wash rack or designated commercial vendor.


{3}
 When the vehicle is prepared for turn in, the designated operator will report to the NTV NCOIC at 2D19 and inform the NTV NCOIC that the vehicle is ready for turn in.


{4}
 The NTV NCOIC will perform a "walk around" inspection of the vehicle to ensure all requirements for turn in were met.  Any damage to the vehicle that was not noted on the original inspection checklist will be brought to the attention of the Installation Motor Officer before the vehicle will be cleared.  Only the Installation Motor Officer can clear a section of liability for vehicle damage.  If the NTV NCOIC finds the turn in preparation satisfactory, he will stamp, date, sign and return the clearance form to the designated driver.  The clearance form now represents proof that all motor pool responsibility has been fulfilled for the vehicle.  The designated driver will report to the Log division HQ (Bldg 10D02) for final clearance.  


(d)
ROTC battalion tasked vehicles.


{1} 
Upon completion of the mission, the committee/staff chief will brief the original operator (if assigned to same committee/staff) of the ROTC battalion tasked vehicle on out processing procedures and have driver report to 2D19.


{2}
 Upon arrival at MOTORPOOL, the original operator will report to the NTV NCO, and inform him that the vehicle is ready to be loggedout.


{3}
 The NTV NCOIC will perform a "walk around" inspection of the vehicle and note any apparent damage to the vehicle.  Any damage to the vehicle that was not noted on the original inspection checklist will be brought to the attention of the ROTC Fleet Manager.  If the damage found was not previously reported, the original operator must fill out all mandatory documentation prior to issuance of a clearance.  Only WARRIOR FORGE Logistics Division can clear a section of liability for vehicle damage involving an ROTC battalion tasked vehicle.


{4}
 If the NTV NCOIC finds the vehicle in satisfactory condition, he will stamp, date, sign and return the clearance form to the original operator.  This card now represents proof that all responsibility has been fulfilled for that vehicle.  The original vehicle operator will report to the Log division HQ (Bldg 10D02) for final clearance.  





(e)
Committee/Staff OIC out-processing.  When the committee/section chief reports to the WARRIOR FORGE Logistics Division for out-processing, he or she will present a stamped and signed spread sheet showing that all vehicles assigned to the committee/staff have been turned in to 2D19.





(f)
Technical inspection of vehicle.  If you desire a technical inspection of your vehicle, contact the NTV NCO (966-4687) at least five days prior to desired inspection date.


{1} 
Fill out a Request for Section Morale Vehicle Use form. (See Annex E)


{2}
 
 Ensure everything is approved before making final commitment for your trip.

          
{3} No additional vehicles will be given out of ROTC TMP for MWR Trips. Committee/Staff can use their assigned vehicles if missions allows and they have obtain a written approval from the first O-6 in their chain of command. The written approval must be turned in to the ROTC TMP 12 hours prior to leaving for trip.

CHAPTER 8

WARRIOR FORGE CLEARANCE

1.
GENERAL.
Each ROTC cadre member at the National Advanced Leadership WARRIOR FORGE (WARRIOR FORGE) is required to clear WARRIOR FORGE Logistics Division prior to departure from WARRIOR FORGE.  All second lieutenants must clear CIF prior to clearing WARRIOR FORGE Logistics.  Personnel assigned vehicles must clear the ROTC motor pool prior to clearing WARRIOR FORGE Logistics.

2.
PROCEDURE.


a.
Clear all WARRIOR FORGE Logistics activities with which the individual had business {e.g., CIF [all 2LTs] and ROTC Motor pool} prior to clearing at the WARRIOR FORGE Logistics office.


b.
WARRIOR FORGE Logistics can clear CIF and motor pool at the WARRIOR FORGE Logistics building if the individual had no account.


c.
WARRIOR FORGE Logistics will ensure all activities have been cleared prior to stamping clearance form.


d.
WARRIOR FORGE Logistics will ensure all Reports of Survey requirements involving the cadre member have been satisfied prior to stamping clearance form.


e.
WARRIOR FORGE Logistics will notify the P&A Division to flag all cadre who have not satisfied Report of Survey requirements.


f.
RTOs and committee chiefs will not be cleared by WARRIOR FORGE Logistics until all buildings and vehicles assigned to their committee or regiment have been turned in (personally or by subordinates).

CHAPTER 9

PROPERTY ACCOUNTABILITY

1.
GENERAL.  This chapter outlines the responsibilities and procedures for property accountability during the National Advanced Leadership WARRIOR FORGE (WARRIOR FORGE).

2.
RESPONSIBILITIES.


a.
Commander.  Ensure compliance of all procedures and policies prescribed by applicable regulations and policies.


b.
WARRIOR FORGE Logistics Division.


(1)
Ensures proper processing for relief of responsibility documents IAW 

AR 735-5.



(2)
Coordinate proper transfer of open report of surveys to HQ, Western Region, Logistics branch upon the end WARRIOR FORGE.



(3)
Property Accountability.  Ensure correct hand-receipt procedures IAW AR 710-2 and DA PAM 710-2-1.

2.
PROCEDURES.  Obtain relief using one of the following methods IAW AR 735-5 immediately upon discovery of lost, damaged, or destroyed supplies and equipment.


a.
DD Form 362 (Statement of Charges/Cash Collection Vouchers)



(1)
Regiments initiate through their supply sergeants.



(2)
Committees initiate through their respective supply sergeants and take the money and paperwork to the F-10 warehouse.



(3)
Process NLT 48 hours after discovery through WARRIOR FORGE Logistics Division, Operations Branch


b.
DA Form 4697 (Report of Survey)



[1] Regiments/Committees/Staff Sections gather documented evidence of loss or damaged property. (i.e. statements, accident reports, MP reports, police reports, and ECOD’s)



(2) The hand-receipt holder of the property or supplies at the time of loss, damage, or destruction initiates NLT 48 hours after loss/damage by providing a written statement of the circumstances to WARRIOR FORGE Logistics Division, Operations Branch.



[3] Documents are forwarded to Logistics Division to initiate R/S.



[4] Survey officer briefs LOG DIV Chief before R/S is submitted for approval to the appointing authority



[5]  
R/S is forwarded to appointing authority.



[6]  
P&A assigns a R/S officer, as required



(7)
Investigations are completed NLT 48 hours after initiation.



(8)
Approval of all Reports of Survey will be completed NLT 5 workdays after initiation.

ANNEX A

FIRE PREVENTION AND PROTECTION PLAN

1.  GENERAL.  This Annex outlines the responsibilities and procedures for ROTC WARRIOR FORGE Fire Prevention and Protection Program.

2. RESPONSIBLITIES.

a.  Commander ensures measures are in place to prevent the loss of life and property. 







     b.  WARRIOR FORGE Fire Marshal.  Appointed by the WARRIOR FORGE Logistics Operations Officer.  Has the overall responsibility to ensure that the directives of the Fire Prevention and Protection Program are disseminated to all Advance WARRIOR FORGE Regiments, Cadre, Committees, Cadets, and supported units during the in-processing process.  The WARRIOR FORGE Fire Marshal is to ensure that all Regiments receive the program in time to conduct their building inspection and fire drill within the first 24 hours of occupancy and forward reports to the Chief of Staff.  All discrepancies and hazards are to be reported with corrective actions taken.  The WARRIOR FORGE Fire Marshal’s report is to be submitted within 48 hours of the inspection and drill.

3.  LEADERSHIP RESPONSIBILITIES:
   
a.  The WARRIOR FORGE Logistics Operations Officer will appoint, on orders, the WARRIOR FORGE Fire Marshal in the grade of E-7 or higher, or civilian of commensurate rank.



b.  Commanders, RTOs, and Committee Chiefs assisted by the Chain of Command, Building Managers, Evacuation Coordinators and Floor Monitors will be thoroughly familiar with this policy and will ensure proper dissemination of and full compliance with the guidelines.



c.  Commanders, RTOs, and Committee Chiefs will appoint, in writing, Building Managers, Assistant Building Managers and Evacuation Coordinators for each building used by their personnel or cadets, and that all occupants know who these persons are.  A copy of these appointment orders will be turned in to the WARRIOR FORGE Fire Marshal.  Establish a reporting policy to be used by building occupants if/when they 

identify a fire hazard.

d.  Fire prevention and the prevention of injuries and loss of life or equipment from fire is everybody’s responsibility.

4. BUILDING MANGER RESPONSIBILITIES:









a.  Must be in the grade of E-7 or higher, or civilian of commensurate rank.







b.  Assume responsibility for designated activities, buildings, and/or facilities, regardless of their physical location.

b.   Conduct, with help of Assistant Building Manager and Evacuation Coordinator, initial and close out fire prevention inspection of all building structures, grounds and portable fire extinguishers in their assigned areas.

d. Ensure appointment orders and completed inspection checklists are prepared and turned in to the WARRIOR FORGE Fire Marshal.

e. Ensure all personnel and building occupants are routinely instructed and trained in the use of fire extinguishers, fire reporting methods and fire prevention measures.

f. Eliminate all possible fire hazards, which can be eliminated, reporting all remaining hazards to the WARRIOR FORGE Fire Marshal.

g. Ensure all fires (including structural, vehicle, tent, and range in the area are reported regardless of size and including those extinguished on discovery to the Fire and Emergency Services Division.

h. Report to their commanders or supervisors, any person(s) causing damage by fire as a result of failure to comply with the provisions of this Annex or acts of negligence or carelessness.

5.  ASSISTANT BUILDING MANAGER:

a. Must be in the grade of E-6 or higher, or civilian of commensurate rank.

b.   Act as the Building Manager in his/her absence.

c. Ensure each building under his/her area of responsibility has an Evacuation Coordinator appointed, and on orders.

d.  Completes spot checks to ensure all Evacuation Coordinators are in compliance with current fire prevention regulations and directives.

e. Enforce fire regulations in the unit area of responsibility.

f.  Ensure all personnel and building occupants are familiar with fire prevention measures and are thoroughly trained in the use of fire extinguishers.

g. Take IMMEDIATE action to correct fire hazards noted during regular and/or special Inspections: of buildings, area, and activities, for which they are responsible.

h. Report hazardous conditions, which can’t be corrected immediately, through the chain of command.

6.  EVACUATION COORDINATOR:

a. Must be in the grade of E-5 or higher, or civilian of commensurate rank.

b. Perform inspections of buildings, facilities, and areas for fire hazards.

c. Perform initial (within 24 hours) and close out inspections of the building fire fighting equipment and fire extinguishers for intact seals and serviceability.  Extinguishers requiring service will be taken to the extinguisher Repair Shop, Bldg. 2014, for exchange or repair.

d. Conduct initial (within 24 hours) fire drill, and as many additional drills as necessary, to ensure 100% rapid evacuation and accountability of all building occupants.  DO NOT pull the fire alarms or call 911.  These drills are to be conducted internally.

e. Establish fire evacuation assembly points for all occupants.   This will facilitate rapid accountability.

f. Timed evacuation is essential.  Timing will commence when fire notification is announced and end when the last individual exits the facility.  Normally one minute per floor is expected.  A head count will be conducted and a walk through inspection accomplished by supervisory personnel to ensure complete evacuation of the facility has been accomplished (FL REG 420-30).

7. FLOOR MONITORS:

a. Are not required by this SOP; but are encouraged.

b. Can be a cadet.

c. Ensures all members of his/her floor evacuate their rooms and exit the building in a drill or fire.

d. Ensures all members of his/her floor know the fire evacuation plan and the evacuations assembly points.

e. Ensures all members of his/her floor know the location of the nearest fire extinguisher and fire alarm pull stations.

f. Responsible to report to the senior person present of his/her assigned unit and report the status of the cadets/soldiers assigned to his/her floor in a drill or actual fire.

8. INSPECTONS AND FIRE DRILLS:

a.  FIGURE D-3 is a self-inspection checklist.  It must be completed within 24 hours of occupying a building.  A copy of this completed checklist will also be turned in to the WARRIOR FORGE Fire Marshal.

b. A fire drill must be conducted within 24 hours of occupancy.  Ensure it is annotated on the Billet Fire Prevention Checklist. See Figure D-3. Annex Turn in the completed checklist to the WARRIOR FORGE Fire Marshal.  


c.  POC for this section is the WARRIOR FORGE Fire Marshal at building 10D6, phone 967-8485.

FIRE REPORTING AND FIRE DRILLS: 

9.  FIRE ALARM

a.   Any person discovering a fire, regardless of size, will immediately alert, or cause to be alerted all personnel in the building by going to the nearest Fire Alarm Pull Station (located at exit doors) and activate it.  Notify Fire Dispatch Center by telephone using 911, after alarm has been activated.  ALL FIRES WILL BE REPORTED, including those extinguished on discovery.

b.   The Fire Department (Fire Dispatch Center) will be notified by the following methods:

(1) Fire Alarm Pull Station:  Push on the lower cover, pull down and release lever, then depart building.

(2)   Telephone:  Dial 911 and state what type of assistance you need (Fire, Medical, Rescue or MP) Report the fire.  Remain on the line until the operator receives all information and told to hang up or unless fire and/or smoke conditions warrant immediate evacuation.  Ensure that at the minimum the following information is given:

(a) NAME:  SFC JOHN DOE

(b) LOCATION OF FIRE:  ROOM 157, 1st FLOOR, BUILDING 12435

(c) PHONE NUMBER CALLING FROM:  966-1404

(d) NATURE OF FIRE:  GAS, ELECTRICAL, FUEL.

c. A fire reporting telephone number decal will be affixed on each telephone instrument base (not on the earpiece).  Mark decal with building number.  Post HFL Poster 420-1 on each office bulletin board in the immediate vicinity of the Charge of Quarters duty station.

10.   AFTER REPORTING THE FIRE:

a.   Alert all personnel in adjoining offices, close all doors and windows if safe to do so.

b.   During the time the alarm is being turned in/on, or immediately afterward, all personnel will evacuate the area using the nearest exit door.

NEVER RE-ENTER A BURNING OR SMOKE FILLED STRUCTURE.

c.    All residents of the building upon exiting the building shall proceed to their designated unit assembly points.

d.   The Floor Monitors for each unit will account for members of his unit assigned to his floor.  Each Floor Monitor will report to the senior person present of his assigned unit and will give their status report of the soldiers or cadets he is responsible for.

e.   The senior person present, of each unit, shall perform a verification head count and notify the Fire Evacuation Coordinator.

11.   REACTION IN EVENT OF A FIRE:

a. Remain calm.

b. Attempt to extinguish the fire if the person is trained in the use of a fire extinguisher and feels comfortable with its use.

c.   If smoke concentration is heavy stay low to the floor.

d.   If in an enclosed area, test door with the back of the hand for heat prior of opening the door.

e.   Break window and breath clean air.

f.  Once out meet in a prearranged area.

g.   Account for everyone.

h.   Do not re-enter the building.

12. FIRE DRILLS:

a.   Building Manager having the responsibility for housing troops shall prepare an adequate plan to ensure sleeping personnel are promptly aroused and evacuated in case of a fire.

b.   Procedures will include simulated use of fire alarm systems.

c.   Timed evacuation is essential.  Timing will commence when fire notification is announced and end when the last individual exits the facility.  Normally one minute per floor is expected.  A head count will be conducted and a walk-through inspection accomplished by supervisory personnel to insure complete evacuation of the facility has been accomplished.

d.   A fire drill MUST be conducted within 24 hours of occupying a building and as many times as necessary to achieve the most rapid evacuation.

13.  BUILDING FIRE SAFETY

      
a.  All fire exits are to be unlocked while the building is occupied during duty hours and fire security lights are to be switched on at night.
     
b.  TAMPERING WITH FIRE ALARM:

         (1)  No person shall willfully tamper, molest, or beak any fire alarm apparatus, emergency phone or fire fighting equipment.  This is covered under Title 9 RCW:  Crimes and Punishment, Sections 9.40.100.  It is a felony and carries a 1-year jail term and $5,000 fine.  It falls under Article 92 and 108 of UCMJ.

         (2)  No person without a reasonable grounds for believing a fire exists will send, give, transmit or sound any false alarm of fire, by shouting or activating a fire alarm system.  This is a misdemeanor.

         (3)  Any person responsible for the transmission of a false alarm or damage to the function of fire detection or protection equipment shall be reported to their commander or supervisor for appropriate action.

     
c.  FIRE EXTINGUISHERS:  FIXED PROPERTY & MUST NOT BE REMOVED

         (1)  Portable fire extinguishers and other fire fighting equipment will be used for extinguishing fires.  If an attempt is made to extinguish the fire with the fire extinguisher, remember the word PASS and do the following four steps:

     (a)  Pull the pin

     (b)  Aim the nozzle at the fire source (ensure the wind is at your back.

     (c)  Squeeze the handle.

     (d)  Sweep the fire moving the nozzle from side by side.

(2)  The Evacuation Coordinator is responsible for the monthly inspection of the fire fighting equipment, and the training occupants in the use of that equipment.

    
d.   KITCHEN VAPOR HOOD SYSTEM (AUTOMATIC FIRE SUPPRESSION SYSTEM)

   (1)  Keep hood system filters free of grease.

   (2)  Keep combustibles away from cooking area

   (3)  Know how to operate installed system

   (4)  Know how to shut down equipment

     
e.  HEAT DETECTORS/SMOKE DETECTORS:

           (1)  Only properly authorized personnel will maintain and test the smoke detectors.  (Barracks Manager, Evacuation Coordinators, Contractors, Fire Department Personnel).

   (2)  Smoke detector will be serviced annually by Contractor.

           (3)  Smoke detector will be free of any obstruction, will not be covered, disconnected, modified or tampered with.

   (4)  No other object will be attached or hung from it.

           (5)  If  the room occupant observes that the test light in the smoke detector is not flashing notify the Barracks Manager or R&U representative.

     
f.  SPRINKER SYSTEM:




          (1)  Only properly authorized personnel will maintain and test the sprinkler system.  (Contractors and Fire Department Personnel).

          (2)  Sprinkler system will be free of any obstruction, will not be covered, disconnected, modified or tampered with.

  (3)  No other objects will be attached or hung from it.

          (4)  Whenever any sprinkler system starts leaking notify the Barracks Manager and R&U representative.

      
g.  FIRE HYDRANTS:

          (1)  No parking of vehicles and/or equipment within 15 feet of any fire hydrant.

          (2)  Fire hydrants will be used only for their intended purpose and will be operated only by authorized personnel using only standard fire hydrant wrench.

          (3)  Any fire hydrant found to be leaking, damaged, or defective will be reported to the Fire Department (Fire Dispatch Center) immediately at 967-5859.

          (4)  Citations will be issued to violators and the vehicles will be towed at violator’s own expense.

     
h.  FIRE LANES, ACCESS AISLE:

          (1)  No vehicle, equipment, or storage will obstruct a prescribed fire lane.  Likewise, no vehicle shall be parked within 15 feet of any building edge.

          (2)  Established fire lanes must be at least 20 feet wide for emergency vehicle access, and must be kept clear at all times.

          (3)  Citations will be issued to violators and the vehicles will be towed at violator’s own expense.

     
i.  CONSTRUCTION, ALTERATIONS, AND MODERIZATION:

          (1)  No building modification is authorized without prior written approval by the Installation Fire Chief.

  (2)  All materials must conform to standards.

          (3)  No plain plywood will be installed, must be covered with sheet rock or treated with fire retardant.  Must be removed if not properly installed.

          (4)  Each contractor will appoint a Building Manager during the time they’re working in the building.  This individual will be responsible for ensuring that trash and debris are removed from the job site daily and the proper disposal of these materials is accomplished at the end of each day, good housekeeping will be observed at all times.

          (5)  Each contractor is responsible for furnishing fire extinguishers, special fire protection equipment and any installed special fire protection equipment that in the opinion of the Fire Chief, are necessary for the protection of  life and government property involved in the operation.

          (6)  Self-help projects will follow the same fire protection criteria as other construction.

     
j.  LIFE SAFETY:

   (1)  Buildings Components:

        (a)  All exits will be capable of being opened from the inside during normal business hours.

        (b)  Obstruction of any kind are prohibited both inside and outside exits.  Hasps & pad locks are unauthorized locking devices.

        (c)  All exits will be plainly marked so as to facilitate evacuation in emergencies.

       (d)  All exit and emergency lighting will be operational.

       (e)  Maintain all exit stairwells and hallways, aisles free of obstructions (blocking).

        (f)  Do not use stairways enclosures for storage or for any purpose other than a stairway.

        (g)  Personnel will not tamper with any fire alarm pull station or audio/visual device of an alarm system unless it is for the purpose of reporting a fire.

   (2)  Smoking:

(a)  Smoking is prohibited, without exception, in areas in which NO SMOKING signs are posted.

(b)  Smoking while-in/on bed is prohibited.

(c)  Smoking is prohibited in the following type buildings and other areas except where designated:

{1}  Shops, storerooms, and warehouses

{2})  Within fifty (50) feet any exterior storage

{3}  Flammable liquid areas (aircraft/vehicle refueling, or POL storage areas.)

{4}  Within fifty (50) feet of any vehicle holding flammable liquids or cargo.

                       {5} Any area, building, or location where smoking material may cause danger to life or possible destruction of property by a fire or explosion.

                       {6}  Smoking is prohibited in all shops in the motor pool, or flammable liquid or cargo storage area.

          

(d)  Each individual smoker is responsible for safe disposal of smoking material.  Under no circumstances, will-smoking material be disposed of in wastebaskets or any type of container which is combustible or which contains combustible material.

(3)  Cooking:

 (a)  Cooking in rooms and transient billets is prohibited.

 (b)  Hot plates and coffeepots are not authorized in rooms.

 (c)  Coffee pots are limited to offices and work areas.

      (d)  At no time will kitchen be left unattended while cooking.

           (e)  If grease fire occurs in the kitchen remain calm and in control and do the following:

              {1}  Cover the cookware with a lid.
                        {2}  If a boil-over has occurred, baking soda and a wet towel thrown over the burning area will usually extinguish the fire.

                        {3}  Do not attempt to move any type of container containing burning materials.  Call 911.

     k.  CARE OF BUILDING:

 (1)  Housekeeping:

              (a)  General cleanliness and order is required at all times in arrangements of sorted material, working, and personal property.

              (b)  Janitors closet will be cleaned and not used as storage.

              (c)  Remove trash daily.

              (d)  Burning paste wax is unauthorized.

              (e)  Dust and clean cloths stored in metal containers.

              (f)  Place dumpster and central trash disposal at least 15 feet away from building.

     l.  COMMON HAZARDS:

          (1)  Electrical cords, extensions, and appliances will bear the U-L tag or stamp for use in troops billets, and other buildings.

  (2)  Portable electric heaters are unauthorized.

  (3)  Open flames are prohibited.

  (4)  Prevent the accumulation of lint in and around clothes dryer.

  (5)  Barbecue grills within 25 feet of building.

     m.  SPECIAL HAZARDS:

          (1)  Flammable and combustible liquids are not authorized to be stored in rooms, storage cages or in the building.

          (2)  No oil or gas is allowed in the building.

BILLET FIRE PREVENTION CHECKLIST
BUILDING NO. _____________

DATE BLDG INSPECTED: ____________ SAFETY COORDINATOR: __________________________











Signature

DATE OF LAST FIRE DRILL: __________SAFETY COORDINATOR: __________________________

A fire drill will be conducted within 24 hours of occupation




Signature

	GO
	NO

GO
	**
	FIRE EXTINGUISHER CERTIFICATION REQUIREMENTS

	
	
	**
	Fire extinguisher’s visible (one per floor in billets)

	
	
	
	Fire extinguisher’s mounted

	
	
	**
	Fire extinguisher pressure in is “GREEN” area (operational)

	
	
	
	Fire extinguisher pin & seal are attached & secure

	
	
	
	Fire extinguisher hose is tight & serviceable

	GO
	NO

GO
	**
	FIRE EVACUATION PLAN

	
	
	
	All smoke detectors are operational

	
	
	**
	Each sleeping room has an operational smoke alarm

	
	
	**
	Exits are properly marked, lighted, and open freely

	
	
	
	Fire evacuation plan is located in a high visibility area

	
	
	
	Fire evacuation plan is clearly visible

	
	
	
	Fire lights are functional and properly utilized

	GO
	NO

GO
	**
	911 EMERGENCY NOTIFICATION

	
	
	**
	Emergency 911 signs posted in a high visibility area with building number listed

	
	
	**
	Emergency 911 sticker with building number listed is posted on each phone

	GO
	NO

GO
	**
	FIRE HAZARDS INSPECTION

	
	
	
	Electric circuits are not overloaded

	
	
	
	Flammable items are properly stored & identified

	
	
	
	Extension cords are approved by the Safety Coordinator

	
	
	
	Only properly listed (UL or FM) devices are utilized

	
	
	
	Coffee pots and heat producing appliances are on non flammable surfaces

	
	
	
	All electrical appliances except clocks radios and TVs are unplugged when not in use

	
	
	
	Tobacco use areas designated and butt cans remain outdoors in clearly marked areas


**BUILDING OR FACILITY WILL NOT BE OCCUPIED UNTIL ITEMS ARE FIXED

FIGURE D-3

ANNEX B 

F-10 WAREHOUSE AND FUNCTIONS                         

1.  HOURS OF OPERATIONS:


SUN-SAT
0800-1130 and 


1300-1600

2.  GENERAL.  All committees and regiments are required to submit a DA Form 1687 to F-10 warehouse prior to making appointment to receive push packages.  See Figure D-4.


a.  Submit no more than 2ea DA Form 1687 per committee or regiment.


b.  Support units must submit assumption of command orders with their DA Form 1687.

3.  RECEIPT OF PUSH PACKAGES.  All regimental supply sergeants will sign for their push packages from their support unit (RHU) upon arrival to WARRIOR FORGE.

4. TURN IN OF PUSH PACKAGES.  All regimental supply sergeants will turn in their push packages to the RHU who will turn in to the F-10 warehouse at the end of their WARRIOR FORGE cycle. Appointments are on a first come first serve basis. 

5.  SUPPORT DURING WARRIOR FORGE.  F-10 warehouse provides direct support to the following organizations:

1.  Commander
7.
WF P&A, WF TNG DIV, WF LOG DIV

2.  Chief of Staff
8.
Evaluation

3.  Commandant of Cadets

4.  Cadet Personnel
9.
Safety

5.  Cadet Boards
10.
Protocol

6.  Chaplain
11.
Public Affairs 


12.
USAR

*NOTE: Requesting and receiving personnel must be listed on the DA Form 1687 on file.  Staff sections are reminded to account for personnel changeover at the WARRIOR FORGE mid-point.

6.  GSA SUPPLIES.  Request all supplies via fax or email.


a.  Expendable Items.  All expendable items received will be logged.


b.  Non-Expendable Items.  Non-expendable items will be added to DA Form 2062.

7.  ISSUE OF SUPPLIES.  All requests will be faxed or emailed to the F-10 warehouse. Supply personnel will pull the requested supplies and notify the requesting person for pick up.

8.  SHORTAGES.  All shortages will be accounted for IAW AR 735-5.  All brassards are locally manufactured, therefore must be replaced by the individual.

9.  TURN IN.  Durable and non-expendable items are to be returned clean and serviceable. All unserviceable items must be identified so they are not repacked in the push package. All unopened expendable supplies will be returned and placed in the push package.

10.  WEAPON CLEANING KITS.  Weapon cleaning kits must be broken down and separated by components. The components will be placed in individual containers and labeled by name of items and number of items in each container.

11.  M16 MAGAZINES.  Magazines will be taped in quantities of fives. They will be cleaned and serviceable before they can be turned in. 
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ANNEX C

CIF INSTRUCTIONS

1.  Prior to departure to CIF:  

ALL CIF APPOINTMENTS WILL BE COORDINATED THROUGH F10.  NO REGIMENTS OR COMMITTEES WILL MAKE DIRECT COORDINATION WITH CIF.  All committees will schedule issue and turn-in appointments through F10 for CIF issue.  If committee members require less than 5 items, they will draw their equipment from F10.  If they require more than 5 items, they will draw their equipment from CIF.

F10 2LT to conduct briefing 2 days prior to CIF issue/Memorandum with name and SSN of cadre requiring full TA-50 issue two days prior to CIF issue to F10 Warehouse. If cadre require less than 5 items, they will draw their equipment from F10.  If they require more than 5 items, they will draw their equipment from CIF.  F10 will coordinate the cadre issue appointment with CIF for, preferably, the morning of cadet issue (if weekday) or the Friday morning prior to cadet issue (if weekend issue).

a.  Each regiment must have a cadet roster for each company in alphabetical order (by company/company only not by PLT).  This roster must be turned into the WARRIOR FORGE Logistics Supply Officer (F10 Warehouse) NLT two days day before CIF issue is scheduled. 

b.  Each regiment will be given their respective colored laundry tapes.  These tapes will be given to the cadets (2 each) for them to legibly print their last name using a sharpie black laundry marker.  These tapes are to be made up in advance to leaving for CIF and will be used during the issuing process.

c.  Each cadet will be given a 3 X 5 card (or some regiments make up a coupon type slip of paper on the computer and cut them out), the cadets are to print legibly their name, sizes for their BDU shirt, BDU pants, Kevlar helmet, T-shirt, and socks.  See Figure D-9.  This card must also be made out before departing for CIF.

2.  During Operations/Arrival at CIF:

     a.   All cadets will be formed-up, single-file, in alphabetical order, by company (not platoon).  They will have in their possession the 3 X 5 card (or coupon), completed, and the two (2) colored laundry tapes with their names printed on them.  

     b.  Additionally, the cadets will have with them their own duffle bag with their own identification/tag and a lock to secure their CIF issue.

     c.  The cadets will file along the front counter where their paper work has already been processed with their nametapes attached.  They will verify their name and social security number. All cadets will receive all items on the issue menu, even if they brought an item from their college.

     d.  They will then continue to the first CIF station where they will receive two laundry bags.  From there they will proceed to the next station and receive BDU shirts.  There they will give their two colored laundry tapes to the person behind the counter along with their nametapes.  Those tags/tapes will be placed inside the right top pocket of one BDU shirt.  They will stuff all four BDU shirts and one laundry bag  inside the other remaining laundry bag.  They will leave the laundry bag with the counter help who will turn it over to the sewing center to have the nametapes and tags sewn on. 

    e.  They will then proceed to the next station where they will  tell the counter help their trouser size.  The trousers will be placed inside the duffle bag they brought with them.

     f.  From there they proceed to the next station and receive their  cap, socks, and T-shirts.  All of these items will be placed inside their duffle bag that they brought with them.

     g.  After receiving their BDU issues they will receive a Kevlar helmet and cover, their  shelter half, tent poles and stakes, entrenching tool with carrier, 2 quart canteen with cover and poncho liner. 

     h.  The last items they will receive will be the sleeping bag, which will be covered with the sleeping mat and the ruck and frame on top and rolled together.  (The sleeping bag combo will be carried under their arm until the issue is complete and they can then secure it in the duffle bag during their personal accountability inspection that they conduct on the back dock outside.)  

     i.  They will sign their hand receipt at the last station then proceed out the back door onto the loading dock where they conduct a final inventory.  This must be a thorough inventory because any shortages discovered after the cadets leave CIF will be paid for by the cadet.  It is very important that the regimental TAC staff/cadre be proactive during the entire CIF issue process.

3.  After Issue Actions:

     a.  Note:  During the inventory process, if any thing is missing, broken, unserviceable or the wrong size, it will be turned in at that time and replaced or DX’d.  There are replacement items all along the back wall of the building that are stocked with loose misc. items for this very purpose.

     b.  Once all cadets’ equipment is inventoried and accounted for, the duffle bags will be secured and loaded on the cargo truck for transport back to their company area.  The BDU items that are to have nametapes sewn on and the laundry bags will be picked up later when they are done and ready for pick up.  The regiment supply sergeant needs to remain at CIF until they are ready for pick up.  

SAMPLE 3 X 5 CARD



FIGURE D-9

* Note:  BDU tops, pants and are sized small (short, reg, long) med (short, reg, long) large (short, reg, long) etc….

* T-shirts, and socks are small, medium, large, X large etc.

4.  CIF EQUIPMENT TURN IN PROCEDURES

F10 CIF Officer to gives a briefing to the Regiment two days prior to CIF turn in.
     a.  BEFORE OPERATIONS:  Procedures done at the Regiment

     (1)  Laundry tags need to be cut off.

     (2)  Separate clean BDUs from the dirty ones.  Be sure to return only those issued from CIF (heavy-weight winter) and not the BDUs the cadet brought from home/school.

     (3)  The cadet keeps the socks, T-shirts and BDU cap

     (4)  Kevlar helmet:  remove the cover, sweat band, and the chinstrap.  The  inside suspension webbing remains.

     (5)  Clean off the sleeping mat

     (6)  Sleeping bag:  unzipped and turned inside out.

     (7)  Frame:  all straps and kidney (back) pad needs to be kept on, strapped/tied down and cinched.

     (8)  Entrenching Tool and Carrier:  Wipe it clean with a rag and insert tool back into the case/carrier.

     (9)  Shelter Half:  Shake the dust off and fold..  The 3 poles and 5 stakes are to be wiped clean and wrapped together with the rope wound around them (just as they received them).

     (10) Poncho liner:  Shake out and fold 

     (11)  Field Pack:  Make sure it is totally empty.  Do not leave ruck frame attached.  Be sure it is cleaned and no straps are attached.

     (12)  BDUs:  Check all pockets, pull them inside out to clear them of everything: Shirt, pants and parka (NO summer BDUs were issued from CIF)

          (13)  The cadets will turn in all CIF issued BDUs, to include the dirty ones.  They are to be sure not to include the uniforms they brought with them from home station.

b.   DURING OPERATIONS:

     (1)  Form the company in alphabetical order upon arrival at the CIF facility.

     (2)  Have four (4) detail cadre (a 2LT that cleared CIF just before the cadets), with a strong command voice be a station briefer.

     (3)  Each briefer will be responsible for their briefing station and to brief the cadets as they come through their respective station.

     (4)  The cadets will be broken into groups of 25.  Each group will be assigned to a briefing station.  The cadets will get a shopping cart and proceed with their group to their station.

     (5)  At the station, the cadets will be briefed what is expected of them by their briefer, what to do and when to turn in an equipment item at each station.

     (6)  Once the cadets have cleared all stations, they have completed their turn in and will return their shopping cart before forming up with the company for departure.

Note:  There are only four briefing stations.  At most, only 100 cadets can be turning in equipment at any given time.  See figure D-10 for floor diagram. Cadre requirements for turn in process are 4 NCOs (in cues), 4 2LTs, 2 drivers (to shuttle cadets), and 2 cadre supervising loading (1 from each company).

     c.  AFTER OPERATION PROCEDURES:

     (1)  Cadre must be prepared to shuttle cadets back and forth to recover items that they left behind in the barracks.  If the item was left in the barracks, the cadet WILL return it to CIF.  They will NOT be allowed to purchase the item.  Cadets will not graduate until they have cleared CIF or relief of responsibility (CCV, ROS, SC) is initiated and/or completed.

     (2)  Cadets need to have exact (near exact) change for cash collection.  (See Figure D-11 for a CIF item cost break down.) CIF is CASH collection only for payments, no checks or credit cards will be accepted.

CIF ISSUE PROCESS


CIF TURN-IN PROCESS




NAME:  <LAST NAME>              <FIRST NAME>                               SSN:  <SSN>

_____________________________________________________________________________________

LINE     NOMEN                        AU      QTY      SZ          QTY            UNIT          PRICE  

                                                                    ISS                  RETURN      PRICE        (subtotal)

900        Bag Barracks                   2       ____      ____       _______               8.10     

_____

912        Pad, Sleeping                   1        ____      ____      _______                6.90    _____

_____

914        Bag sleeping Int.              1         ____      ____      _______            71.55     _____

928        Coat BDU                         4        _____     _____     _______           23.00    _____

930        Trousers BDU                  4        _____     ______   _______           25.30     _____

943        Helmet, Kevlar                 1       ______    ______   _______         139.90     _____
944        Cover, Kev Camo             1       ______    _______  _______            5.15     _____

918         Frame, Field
                    1      ______     _______  _______           39.55     _____

905         Carrier, Entren Tool        1      ______      _______   _______          2.50     _____          

911         Entrenching Tool             1       ______     ________   ______         44.90                                                        








913         Shelter Half, Tent            1       ______     ________    ______        38.95     _____

915         Liner, Poncho                   1      _______    ________    _______      32.45    _____

917         Field Pack, Med                1      _______     _______     _______     22.95   

As of: -14 Oct 03

                                                                                                          TOTAL COST:  _____________

FIGURE D-11

ANNEX D

SEA-TAC RECEPTION AND DEPARTURE  MISSION SOP

1.  SEA-TAC INTERNATIONAL AIRPORT OPERATIONS:


a.  MISSION:  The mission of the SEA-TAC Reception Team is to integrate an arrival and departure movement procedure for cadets and cadre tasked to support the WARRIOR FORGE (WARRIOR FORGE) at North Fort Lewis, Washington. 









b.  PERSONNEL:  Accomplishment of the Reception Team mission requires staffing at two levels, peak and non-peak days.  Peak days are main arrival dates for regimental cadets; training committee, regimental, and staff section cadre; and USAR soldiers.  Non-peak days are days before and in between peak days.  Staffing requirements consist of two second lieutenants and six USAR soldiers who are divided into two teams.  A reception team will consist of one Lieutenant (Team OIC) and three USAR soldiers.  The teams are broken down into a morning and evening shift.  USAR soldiers are rotated every 14 days as part of their annual training.


c.  EQUIPMENT:  Listed below is the minimum equipment required 


(1)  One 6 foot folding table


(2)  1 ROTC tablecloth








          (3)  7 Directional signs (6 posted near escalators, 1 posted in USO)


          (4)  Miscellaneous supplies (briefcase, stapler, post-it, paper clips, etc.)


(5)  2 Cellular Phones


(6)  Forms/Documents to include

Lost Baggage Tracking Form (airport baggage office)


d.  UNIFORM:  BDU , IAW WARRIOR FORGE policy (sleeves down)

2.  SPECIFIC ACTIONS


a.  Insure all directional signs are on hand and in good condition.  Request  replacement signs thru F17 (After WARRIOR FORGE Planning Conference)



b.  Obtain Fort Lewis/McChord Airporter schedules from Ground Transportation Information Counter.



c.  Provide a memorandum for approval to place directional signs and to set up a table near baggage claim carousel 7.  POC:  Port of Seattle, Sherry Schuler, Operations Coordinator, phone number (206) 431-4005.  The signs are placed at the entrance of each escalator in the Main Terminal (4 ea), one placed in the North and South Concourses, and one in the USO.  These signs will direct cadets, cadre and USAR soldiers to Carousel 7.  The signs near escalators and concourses remain in place for the duration of the SEATAC reception operation.


   d.  Coordinate with the USO Lounge for operations.  Provide an information letter to the USO explaining the operation so they may assist lost cadets or cadre, POC:, phone number (206) 246-1908.










        e.  Coordinate with ground transportation personnel at SEATAC and ask to use a parking space for the SEATAC reception teams vehicles (15 pax or smaller only) for the duration of WARRIOR FORGE.  If none are available, the vehicles will be parked at the bus holding area located at the south end of SEATAC. 



f.  Obtain a cadet manifest from Cadet Personnel Division (CPD) and a cadre manifest from Personnel & Administration (P&A) to determine peak arrival dates and times.



g.  Coordinate with both CPD and P&A for pick up of late/early arriving cadets and cadre from main post bus station; applicable only when commercial airport shuttles are utilized for transport.



h.  Provide memo to WARRIOR FORGE Dining Facility Rep to provide box lunches for reserve component soldiers, POC:  593rd CSG Dining Facility  


         i.  Duties and responsibilities of the team OIC (2LT).  The team OIC is responsible for the overall operation of the SEATAC reception team.  Duties for the OIC are to provide the movement section with the requirements for daily movements ICW the NCOIC.  The OIC will provide informational briefs to visitors, maintain a daily log and to provide a daily report of all statistical data.  The OIC will work directly for the Transportation OIC and will perform any other duties as assigned.

3.  OPERATIONS:


a.  Manning The Reception Desk.


(1)  The first team will arrive at SEATAC NLT 0800 daily to start operation and the second team will arrive at 1430 and depart when the last plane arrives at SEATAC.  The teams will operate from baggage claim carousel 7 on the lower level of SEATAC.  The first team will transport themselves and equipment to SEATAC with a non-tactical vehicle to setup the reception desk.


(2)  Prior to a shift change, the evening team chief will verify that the directional signs are in place, required supplies and equipment are accounted for, and the team is ready to conduct operations.  


b  Managing Arrivals.  Upon arrival of cadets and cadre, the reception team will: 





(1)  Check for lost baggage.


(2)  Account for individuals on the manifest.


(3)  Provide bus number and estimated time of departure.


c.  Lost Baggage. The Team OIC will verify the cadet's claim with the airline's baggage claim department.  Depending on the expected baggage arrival time, the Team OIC will:


(1)  If the baggage is due to arrive on a later flight, the Team OIC may delay the cadet at the airport if the cadets orders are with his or her checked baggage to ensure cadet and baggage are together.  If the cadet has all required documentation for in-processing, the cadet may proceed to WARRIOR FORGE.


(2)  If the cadet’s baggage will arrive much later, have the cadet fill out the Lost Baggage Form.  Send the cadet to Fort Lewis on the next available shuttle bus and task the airline with delivering the bags to Fort Lewis Cadet’s Personnel In-processing Center, Bldg 9D40  F St., North Fort Lewis, phone (206) 967-1578/1579/1580.


d.  Loading and Transporting.



(1)  As a movement plan, using a 2 hour time window, the reception team gathers 88 cadets with baggage.  When 88 cadets with baggage are accounted for within this 2 hour time window, they will be moved to the south end of the terminal. All buses, and 4 ton box trucks will be staged at the bus holding area south of the terminal.  If the SEATAC reception team chief was unable to acquire a parking space at the main parking terminal, the 15 pax vans will be staged at the bus holding area.


(2)  The reception team designates a loading detail comprised of the first 6 cadets in line.  Bags are loaded in the following order:  duffel bags, suitcases, garment bags, hand carried bags.


(3)  Prior to the bus departing, a final count/roll call of the cadets on the bus is taken.  The Team OIC will then direct the bus to transport cadets to N. Fort Lewis, regimental area.


(4)  Telephonically notify Fort Lewis Cadet Personnel In-processing Center of number of inbound cadets upon departure of bus, phone (206) 967-1578, 7-1579 or 7-1580. Inform the TMP OPS at (253) 966-4656.


e.  Receiving Cadets On Non-Peak Day: All buses, and 4 ton box trucks will be staged at the bus holding area south of the terminal.  If the SEATAC reception team chief was unable to acquire a parking space at the main parking terminal, the 15 pax vans will staged at the bus holding area.  On Non-peak days, both  teams will be working split shift.  Teams will consist of one Lieutenant (Team OIC) and one MCT.  The team will arrive to SEATAC NLT 0800 to start operation, and will depart by 2000.  Prior to departure, instructions will be left with USO workers as to what to do if a cadet arrives after the team has already left.



f.  Daily Closure:  Secure all material, supplies, and equipment.  The Team OIC will turn in the Activity Summary and Daily Transporter Log to the Transportation Officer in the Transportation office.  A copy of the Activity Summary is provided the following morning.



g.  Late Night Arrivals:



 
(1)  Cadets report to the USO, call down to CPD for further instructions.   CPD will notify the TOC and dispatch the after hour taxi/shuttle driver for pick up.  Driver will deliver the cadet to CPD for inprocessing.




(2)  Cadets are instructed to wait [by the USO representative] for transportation assets to arrive.

4. SEATAC Cadet DEPARTURE 




(a)  Regimental Operation Sergeant  is the POC for transportation cell. The OPS NCO divides the cadets into three lifts based on flight departure times and provides lock key control to baggage trucks. The time sequence for departures are 1115 1400, and 1800.




(b) Regimental TAC’s will ensure the bags are properly marked, airline tickets are annotated on orders and tags, identify bus leaders and baggage detail, and provide command and control during loading. A green marker will be use for lift 1, a blue marker for lift 2, and a red marker for lift 3.




(c)  Bus leaders will ensure baggage is properly loaded and provide two large trash bag per bus. They will maintain personnel accountability, ensure cleanliness of bus, maintain keys to baggage truck, and ensure cadets on bus match manifest. Bus leaders will make sure no tickets are loaded on baggage truck and no cadets leave unloading area at SEATAC until all bags are accounted for.



               (d)  Baggage detail will load the baggage truck the night before graduation and unload bags at SEATAC. All duffle bags will be loaded first, then civilian bags, and hand carry bags optional.



    (e)  
Holding Company is responsible for their cadets’  departures. The Holding Company can request 48 hours in advance transportation for 16  or more cadets from the Transportation Cell.

5.  Cadre Redeployment Information for Mid-WARRIOR FORGE and End of WARRIOR FORGE 

(a)  Committees/Regiments are responsible for transporting their own personnel to SEATAC by utilizing their organic NTV assets.  Once a Committee/Regiment has completed turn in of their NTVs, they will coordinate with the TMP OPS section for transportation to SEATAC.  Personnel lodged in area MOTELS will coordinate with TMP OPS to be added to the passenger manifest for transportation to SEATAC NLT 48 hours in advance.

(b)  The SEATAC shuttles will not arrive at 11D39 or pick up from Motels unless prior individual reservations were coordinated with TMP OPS.   

(c)  Cadre members listed on the manifest will have priority for transportation to SEATAC. Each individual must make his or her own reservation.  No group reservations will be accepted. Reservations will be made 48 hours in advance. For transportation requirements, use the following numbers:

1. CADRE TAXI:  966-7700 (0600 – 1900 hours of operations)
Cadre taxi is available to transport cadre from the barracks to 11D39, for SEATAC shuttle

2. TOC DUTY DRIVER: 967-1767/6449 (1900-0600 hours of operation)

Called duty driver to arrange for transportation form barracks to 11D39 for 2400 and 0400 SEATAC shuttles. 

3. TMP OPS:  966-4656 (0700-1800 hours of operation)
Departure times from 11D39 and area Motels going to SEATAC, as determined by number of individuals listed on the passenger manifest:



2400 hrs 15 pax van transportation, (TOC Duty Driver)

0600 hrs 15 pax van transportation, (TMP OPS)

1200 hrs 15 pax van transportation, (SEATAC TEAM)  

1800 hrs 15 pax van transportation, (SEATAC TEAM)  

   4.  The Kitsap Airporter also provides services from the following locations to SEATAC for a small fee: 

	Pick Up Location
	#1
Daily
	#2
Daily
	#3
Daily
	#4
Daily
	#5
Daily
	#6
Daily
	#7
Daily
	#8
Daily

	Mini-Mall North Ft.
Bldg. 1 A 36
	0445
	0715
	0945
	1215
	1445
	1715
	1945
	2215

	Ft. Lewis Lodge
Bldg 2111
	0455
	0725
	0955
	1225
	1455
	1725
	1955
	2225

	Fort Lewis Bus Depot
Bldg 2166
	0500
	0730
	1000
	1230
	1500
	1730
	2000
	2230

	ARRIVE  SEA-TAC
International Airport 
	0600
	0830
	1100
	1330
	1600
	1830
	2100
	2330


ANNEX E

MWR SOP
1.  This memorandum provides guidance for the authorized use of Government and rental vehicles during WARRIOR FORGE.

2.  AR 58-1 and DOD 4500.36-R authorizes TDY personnel issued a Government rental, TMP or ROTC assigned vehicle to park and utilize Fort Lewis and off-post eating facilities.  In accordance with the provisions of AR 58-1 (TDY status), vehicle use is limited to transportation between place of duty and place of lodging, eating establishments (except at establishments where the sole source of income is attributed to the sale of alcohol), to and from place of worship, drug stores, barber shops, cleaning establishments and similar locations for food, comfort and health.

3.  The only trips authorized by National Advance Leadership Camp cadre for MWR using vehicles are those conducted IAW this memorandum. Regiments, Committees and Staffs desiring to use GSA or Rental vehicles for MWR purposes must have written approval by Commander, WARRIOR FORGE Chief of Staff, or Commandant of Cadets. 

4.  Comply with these procedures to use a GSA Vehicle for an MWR event:

a.  The Regiment, Committee and Staff RTO/OIC are totally responsible for planning, coordinating, advertising, and executing the MWR event or activity.  Transportation for recreational purposes is limited to the state of Washington within a 50 mile radius of  Fort Lewis.

b.  A minimum of 72 hours in advance, Trip OIC’s will advertise trips in either the WARRIOR FORGE Bulletin (published M-W-F) or at the WARRIOR FORGE Message Distribution Center (building 11D32).  Example follows:  “The Squad STX Committee will take a vehicle to the Seattle Mariners Baseball game on XX June.  Departure time is 1800 from the G-3 TOC for the 2000 game. The group will return after the game at approximately 2300.  There are currently nine seats available for the trip. Ticket cost is $XX. Contact the POC (CPT Smith, 7-XXXX), NLT XXXX hrs, XX June to sign-up.”

c.  At least 12 hours prior to the trip, the Regiment, Committee or Staff RTO/OIC submits a request (Use Encl 1 format) to the first O-6 in their chain of command  for final review and approval.  Once approved, the Regiment Committee or Staff RTO/OIC provides a copy of the approval document to the ROTC TMP.  Keep a copy of this basic memorandum plus the approval document with the dispatch during the trip.

d.  Drivers will not consume any alcohol beverage prior to or during operation of the Government rental, TMP issued or ROTC assigned vehicles.

ROTC____                                                                                           _______0000

MEMORANDUM FOR                      , WARRIOR FORGE, Fort Lewis, WA  98433

SUBJECT:  Request for Section Morale Vehicle Use

1.  Request the use of a vehicle assigned for use by the __________________ section during WARRIOR FORGE ’00 as follows:

a. The vehicle will be used from ____hours, _________________0000, until ____hours, ___________ 0000.

b. The vehicle will travel to/from ________________________ Washington, a destination that is within a 50-mile radius of Fort Lewis. 

c. The designated drivers will be rested and will not consume alcoholic beverages 12 hours prior to or during the trip. 

d. The trip was advertised for ____days/hours in the WARRIOR FORGE Bulletin/Distribution Center.

e.   ____ participants from the __________Regiment, Committee or Staff will participate along with ___ soldiers from other sections. 

f. OIC/NCOIC of the trip is ____________________________.



________________________________



________________________________




RTO/Committee/Section OIC

ROTC____                                                                                            _______0000

SUBJECT:  Request for Section Morale Vehicle Use

                    , WARRIOR FORGE, Fort Lewis, WA  98433

For OIC, _____ Regiment/Committee/Section, WARRIOR FORGE, Fort Lewis, WA  98433


Request approved/disapproved.

  

______________________



______________________




Commander/WARRIOR FORGE Chief of Staff/Commandant of Cadets

KEY:


( - ROTC CADRE


( - I CORPS


( - USAR
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(SGM-LOG SGM


(SGT-ADMIN CLERK 














(MAJ-LOG DPTY











OPS BRANCH 5


(MAJ-LOG OPS OFF


(2LT-ASST LOG OPS OFF (2)


(2LT-WPNS M&R (1)














TRANS SEC ((104)


(MAJ-OIC


(2LT(2)-AIRPT LDR


(SFC-TRANS NCOIC 


(SFC(1)OPS NCOIC


( SGT(2) OPS SGT


(( SQD LDR(7)


(SSG-(2)NTV NCO


(SSG)-NTV NCOIC


(SSG(2)-AIRPT NCO


(EM(4)-AIRPT Recpt


(SGT(3)-DISPATCHER


(SSG(2)-MOVT NCO


(EM(48)-DRIVER


( EM (10)CADRE SHUTTLE DRIVERS 


( CIV ((16) BUS/SS DRIVER


( SGT(2)CADRE SHUTTLE NCOIC 








SERVICES SEC (23)


(MAJ-OIC


(SFC-SVCS NCOIC


(SSG-SVCS NCO


(SFC-LAUNDRY NCOIC


(SGT-LAUNDRY NCO


(SSG-LAUNDRY NCO


(SFC-CONTACT TM LDR


(SSG-BUILDING NCO


(SSG-R&U NCO


(EM(14)-CONTACT TM








SUPPLY SEC (17)


(CPT-OIC


(SFC-NCOIC(F10)


(2LT-CIF OIC (F10)


(SFC-CIF NCO





(EM(9)-CIF CLERK


(SSG-WHSE NCO


(SGT-WHSE NCO


(EM(2)-WHSE CLERK








FOOD SVC SEC(18)


(CW4-OIC


(MSG(1)-FS NCO


(MSG-FS NCO


(SGT(3)-QAE


(SGT(13)-FS NCO 





Cadet Name (last, first)                      Unit  (regiment, company)





__________________________              ____________________________





                                                   SIZES





PARKA  ________      BDU TOP  ________   BDU PANTS  ________








SOCKS   ________     T-SHIRTS  ________   KEVLAR  __________








EXIT TO BACK DOCK











SIDE WALL








STATIONS 1, 2, 3, AND 4


(COUNTERS)





COUNTERS

















COLUMN OF TA-50





BRIEFING ISLE





COLUMN OF TA-50



































BRIEFING ISLE





COLUMN OF TA-50





BRIEFING ISLE





COLUMN OF TA-50





BRIEFING ISLE





SHOPPING CARTS ON BACK DOCK





ENTER FROM BACK DOCK





SIDE WALL





STATIONS 1, 2, 3, AND 4


(COUNTERS)





COUNTERS





COLUMN OF TA-50














BRIEFING ISLE























ENTER IN FRONT





EXIT ONTO BACK DOCK








D-1

_1122195458

