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DEPARTMENT OF THE ARMY

Headquarters, U.S. Army Cadet Command

Fort Monroe, Virginia 23651-5000

Reserve Officers' Training Corps

2004 LEADER DEVELOPMENT AND ASSESSMENT COURSE-WARRIOR FORGE 

ADMINISTRATIVE PREPARATION

________________________________________________________________________________________________________

Purpose.  This circular provides information to all battalions with cadets attending the 2004 Leader Development and Assessment Course-WARRIOR FORGE (WF), National Guard headquarters with officer candidates attending the Officer Candidate School (OCS) Phase III at Fort Lewis.

Applicability.  This circular is applicable to all cadets and officer candidates attending WF and the OCS Phase III at Fort Lewis.  For convenience, the terms he, him and his represent both male and female genders.


Suggested Improvements.  Send comments and suggested improvements on DA Form 2028 to Commander, U.S. Army Cadet Command, and ATTN: ATCC-TT, Fort Monroe, Virginia 23651-1052.

Distribution.  For  distribution to HQ Cadet Command, brigades, battalions and headquarters of Eastern Region, 205th Regiment WAANG.  This document is posted to the HQ Cadet Command and Western Region website.

____________________________________________________________________________________________________
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1.  WF CONCEPT.  The 2004 Leader Development and Assessment Course-WARRIOR FORGE (WF) is located at Fort Lewis, Washington.  Current plans call for 14 cadet regiments.  To take advantage of efficiencies in resources, the WF will also host consolidated Phase III Army National Guard Officer Candidate Training, with 2 OCS regiments.


a.
The WF Commander is the Commander, Western Region, U.S. Army Cadet Command.  The Commander is responsible for all matters relating to WF.  Forces Command (FORSCOM) and Fort Lewis provides, within capabilities and mission priorities, necessary equipment, facilities, and support personnel for the conduct of the WF.


b.
The Cadet Command mission is to commission the future officer leadership of the U.S. Army and motivate young people to be better citizens.  Within that framework, the WF mission is to TRAIN cadets to Army standards, DEVELOP leadership, and EVALUATE officer leadership potential.


c.
WF is the single most important event in the career of a cadet or officer candidate (OC).  It is often their first exposure to Army life on an active Army installation and one of the few opportunities where cadets/candidates from various parts of the country undergo a common, high-quality training experience.


d.
WF is intentionally stressful and is designed to build individual confidence through the accomplishment of tough and demanding training.  The days are long with considerable night training and little time off.  Squad and platoon level competitions develop collective cohesion (esprit de corps) and emphasize the necessity for teamwork.


e.
The training at WF utilizes small unit tactical training as the vehicle for evaluating officer potential.  WF Cadet/OCS regiments begin WF on specified dates as indicated in paragraph 4.  Training is organized into separate committees in a tiered structure.  Each regiment follows the same progressive sequence of training, ensuring standardized training and evaluation of all cadets.  Training includes individual and collective training as follows:



Individual:


Army Physical Fitness Test (APFT)


CWST


Hand Grenade


Confidence Training


Land Navigation


Basic Rifle Marksmanship (BRM)


Automatic Weapons


Fire Support


Nuclear, Biological, and Chemical (NBC)


Individual Tactical Training (ITT)


Branch Orientation



Collective:
       Field Leadership Reaction Course (FLRC)


Squad Situational Training Exercises (STX)


Patrol STX


f.   Each regimental training cycle builds on previous training events, beginning with individual skills and culminating with rigorous section-level training.  The OCS regiment will participate in FLRC, Squad STX, and Patrol STX under the same conditions and standards as the cadet regiments.

2.  DIRECT COMMUNICATION.   Direct communication is authorized and encouraged between individuals and elements concerned with the preparation and conduct of WF.  Brigade and Region HQs may contact personnel listed in paragraph 3 as needed.

3.  PRE-WF COORDINATION.  The Staff coordinators indicated below are POCs for matters pertaining to WF.  DSN 357 or  Commercial (253) 967- precedes all phone numbers.  Internet e-mail addresses are followed by @4rotc.lewis.army.mil. 

Office FAX:  DSN 357-5938 or (253) 967-5938.

STAFF COORDINATORS/EMAIL & PHONE #
(253) 967-XXXX or DSN 357-XXXX

Chief, WARRIOR FORGE Planning  Branch; MAJ Robert Geddis (Robert.geddis); 7374

Operations, MAJ Patrick Wright ;(wrightp)7380

Support (TDA, Billeting); CPT Todd Eckstein

(Todd.Eckstein); 4194, 

Sabina Taylor (taylors); 5247

Training Aids;  Michael Simmons 

(Michael.t.simmons) or Bill Bradley (William.bradley); 2606

Evaluation; Mr. Allen Cunniff (cunniffa); 6215  

Personnel & Administration; MAJ Ott Siebert (Ott.siebert); 2182

Ammunition Management;  SSG (P) Brian Koder (koderb); 8351

Logistics; MAJ Danny Dulay (Danny.a.dulay); 9838 

GSA Fleet Management; SFC Jeffery Shaw (jeffery.a.shaw); 966-6882
F10 Supply Warehouse; SSG Gladys Adjei (adjeig); 966-6316

Information Management & Data Processing; Ms. Carol Sullivan (carol.sullivan); 9808

Resource Management; Ms. Sharon Tillman

 (Sharon.l.tillman); 9821

Nurse Cadets and WF Medical Support; LTC Nancy Soltez (nancy.soltez)9619

Public Affairs; MAJ Woody Stone 

(Thomas.stone); 7473

Cadet Personnel; Ms. Susan Mayer 

(Susan.mayers); 3254

Cadet Professional Development Training (CPDT); 

MAJ Hyres (Davids.s.hyres); 9864

Protocol; Ms. Tammy Lee (Tamara.j.lee); 9571

Educator Visit & New PMS Orientation; LTC Motz (David.Motz); 3117

National Guard; LTC (P) Glenn Worthington 

(Glenn.r.worthington); 5659

USAR (USAR, AGR, TPU, IRR); 
LTC Gary Kramer  (Gary.s.kramer); 7360

Inspector General; MAJ Chris Felchlin 

(christopher.felchlin); 3183

4.  REGIMENTAL CYCLE DATES.  WARRIOR FORGE is comprised of seventeen training cycles (fourteen Regiments and two OCS) during the period 24 May  through 20 August 2004  Each cycle is organized as a regiment.  All cadets will report NLT 1600 hours on “Report Date” of their assigned regiment.  Failure to do so could result in transfer to a subsequent cycle, possible recycle to next year’s WARRIOR FORGE (WF), and/or loss of follow-on training.  It may be advisable for cadre from Guam, Puerto Rico, American Samoa, and other geographically distant locations to arrive early.  Cadets from these same areas may report up to 24 hours early however, their WF pay will not start until the directed report date.  Early arrival (arrivals earlier than 0800 hours the day before report date) must be coordinated and approved by HQs,  Western Region, and ATTN: ATOW-PA.  Regimental report and graduation dates are as follows:

REGIMENT
REPORT
GRADUATION

	1
	     4 June*
	    5 July

	2
	     7 June
	    8 July

	3
	   10 June
	  11 July

	4
	   13 June
	  14 July

	5
	   16 June
	  17 July

	6
	   19 June
	  20 July

	7
	   22 June
	  23 July

	8
	   25 June 
	  26 July

	9
	   28 June
	  29 July

	10
	     1 July
	    1 Aug

	11
	     4 July 
	    4 Aug

	12
	     7 July 
	    7 Aug 

	13
	   10 July 
	  10 Aug 

	14
	   13 July
	  13 Aug

	OCS
	    31 July
	  13 Aug 

	OCS
	     7 Aug
	  20 Aug 


*NOTE:  1st Regiment cadets may not report to WF before 4 June.  Messing and billeting accommodations are not available prior to that date.

5.  PUBLIC AFFAIRS / SPECIAL EVENTS.  This headquarters plans information activities to enhance the Army  image and visibility, create a favorable climate of public opinion, stimulate interest in the  program, and provide WF information.  We accomplish these objectives through Command Information, Public Information, and Community Relations Programs.  


a.
Each cadet is encouraged to complete a DD Form 2266, Hometown News Release, while at WF.  Releases will be forwarded upon graduation of the cadet from WF.  


b.
A WF yearbook is produced during WF; it is distributed on or about 1 November.  Yearbooks are optional purchases for cadets and cadre; estimated cost of the 2004 yearbook is $28 including postage.


c.
Cadre who desire photographs of cadets from their school or of WF training, other than what is published in the WF yearbook, must bring their own camera and film.  The WF Public Affairs Office does not provide equipment, photographers, or photo processing for this purpose.


d.
Educators’ Visit to WF - The University Educators’ Visit will occur 8-11 July 2004.   There will be a separate visit for Nurse Educators on 20-23 July 2004.  Additional information will be published, as it becomes available.


e.
New PMS Orientation will occur 11-14 July 2004.  Additional information will be published as it becomes available.  POC is LTC Motz at (253) 967-3117.


f.
Accessions photos will be taken of all cadets at WF.  Ensure cadets arrive with at least one set of pressed BDUs with proper patches and nametag.  This is the command standard.  No exceptions authorized.

6.   CADRE.


a.
All  battalions will provide personnel to perform as WF instructors, TAC staff, or administrative duties.  All active Army, Reserve Component, and contracted personnel on duty with  battalions are available for WF duty unless excused by their Region Commander. The only command-wide exception applies to those cadre serving in designated battalion ROO positions. Personnel from FORSCOM, Fort Lewis and Reserve Component personnel will supplement  personnel.


b.
All cadre travel orders (DD1610) for WF will be forwarded from schools to Cadet Command, Resource Management Division.  See Cadet Command web site for instructions and sample of DD 1610.  Go to section E of  WF Budget SOP located on the cadet command RM home page.  Schools are responsible for verifying the accuracy of information on WF orders; note that orders improperly formatted or with incorrect data will not be accepted by Cadet Command, RM.  Cadet Command RM will ensure each cadre request for orders is authorized on the TDA and will assign and type the travel order number and fund cites on the order.  Cadet Command RM will FAX all completed WF travel orders back to cadre members at their respective schools upon fund cite approval.  As an exception to policy, cadre from Guam, Puerto Rico, American Samoa, and other geographically distant locations are authorized to arrive at WF one day early.  Please contact the WF billeting office at least one month prior to arrival if you intend to report early. 


c.
Staff and cadre will be in good physical condition, able to meet weight standards and ready to participate in a physical fitness program while at WF.

7.  CADRE PRE-WARRIOR FORGE REQUIREMENTS.


a.
Incidental Operator's Permit.  All  cadre participating in WF should possess a valid state driver's license.  The government is essentially a self-insurer, but should GSA vehicles be damaged as a result of misconduct or negligence, the government may seek reimbursement through a Report of Survey (ROS).  Some private insurance companies carry a provision that covers the insured for damages to GSA or other government vehicles.  This provision protects the insured when found liable for damages by ROS.  Recommend individuals who will operate GSA vehicles during summer WF contact their insurance agent about this non-reimbursable coverage. 


b.
Government Vehicle Operator's Permit.  Normally, operation of non-tactical vehicles below one-ton rating requires only that the driver be in possession of a valid state driver's license.  Operators of  tactical four-wheel drive vehicles and vehicles above one-ton require special licensing.  If possible, WF-bound cadre should be licensed at their local support installation before WF.  They must bring their DA Form 348, Equipment Operator’s Qualification Record and OF 346, U.S. Government Motor Vehicle Operator's Identification Card to WF.  The Fort Lewis TMP will over stamp current licenses for other installations.  This will save potential operators significant inconvenience upon arrival at WF.


c.
Government dining facilities are available to cadre during WF.  Cadre who report before cadre-dining facilities are operational may eat in tenant unit dining facilities on North Fort Lewis.  All  cadre on TDY ($8.30 per diem plus $3.00 incidental), must pay the current meal rates for both garrison and field meals. 


d.
The standard duty uniform for cadre is the BDU with beret and/or soft cap (WF SOP will specify when beret or soft cap are required).  Cadre should refer to Cadre and Cadet Circular’s 145-02-2/3 for personal clothing and additional equipment requirements for the position they will fill at WF.


e.
Cadre must bring any required CTA 50-900 equipment to WF (except Second Lieutenants).  Central Issue Facility (CIF) will not  issue TA-50 items to cadre.  The Kevlar helmet and LBE are required wear on all Fort Lewis Ranges.  Cadre must bring their LBE and Kevlar helmet to WF even if assigned to a staff position.   Head protection, such as Kevlar helmet is required for wear while operating or riding in Army Tactical Vehicles in the field. 


f.
Limited quantities of selected reference materials are stored at Fort Lewis for use during WF.  Cadre must bring any references they desire for personal use from their home station.

8.  CADET CYCLE ASSIGNMENTS AND WARRIOR FORGE (WF) ORDERS.


a.
 Battalions will input their WF attendance reports via the CCIMS Training Module.   Reports must identify all cadets eligible to attend WF. Ensure accuracy in LDAC status reports since they provide the basis for numerous decisions, which directly affect manpower and budgetary requirements for support of WF.


b.
Specific instructions and suspenses for the Training Module will be furnished at a later date.


c.
This headquarters will refine initial cycle assignments based on information provided and confirm cycle assignments as soon as possible. 


d.
Battalion commanders will issue orders for cadets attending WF through the CCIMS Orders  Module.

9.  CADET WARRIOR FORGE  DEFERMENTS.


a.
Unless deferred, all contracted cadets who have completed the MS III year must attend WF prior to enrollment in MS IV.

b.
Deferment requests are considered only for medical reasons, financial or personal hardships, and summer school attendance for continued academic alignment.  Battalion commanders may grant deferments unless they pertain to overweight, APFT failure or not being ready to train.  The respective region commander must approve these deferments.

10.   CADET SWIMMING REQUIREMENTS.  All cadets scheduled for WF attendance must be able to swim IAW Cadet Command Reg 145-3, para 2-3. Prior to WF attendance all cadets are required to pass a swimming test and the Combat Water Survival Test (CWST).  The swim test consists of a 10 minute swim (any stroke) and treading water for 5 minutes.  The CWST consists of a 15 meter swim with M-16, wearing BDUs, tennis shoes, and LBE; a 3 meter drop – walk off a 3 meter diving board blindfolded with weapon and LBE, enter the water and remove blindfold, swim to side of pool without losing weapon; and equipment removal – enter water and discard weapon and LBE, swim to side of pool.  Brigade Commanders are the designated wavier approval authority.  An approved swim waiver  must be included in the cadets’ personnel record sent from the LDAC to WF (para 17).

11.  CADET MEDICAL QUALIFICATION REVIEW AND MEDICAL WAIVERS.  Normally, cadets do not need medical examinations prior to WF unless scheduled for attendance at Cadet Professional Development Training (CPDT) prior to WF, or if an individual has a medical condition that would preclude successful completion of WF.  All cadets will undergo a type of  medical examination upon reporting to WF .  The following instructions apply:


a.
Each cadet will complete one copy DA Form 7349-R, Initial Medical Review-Annual Medical Certificate. PMS will verify any changes in medical condition that have occurred since the cadets’ last medical examination and include it in their medical record that is forwarded to WF. 



(1)
A cadet who indicates a change in medical condition will undergo consultation of sufficient scope to determine qualification for WF or retention in the program.  Contact the Cadet Command Surgeon, COL James Dunn, M.D. for guidance on cadets with questionable medical qualifications to preclude sending individuals with a disqualifying defect/condition to WF.  



(2)
The PMS will grant a deferment IAW para 9 for any cadet with a medical condition that obviously precludes completion of required training.   For example, a cadet who has had a recent fracture and has a cast on his lower leg or forearm could not complete the training and should not be sent to WF.



(3)    Cadets who have temporary medical disqualifications may attend WF provided they comply with the requirements of AR 145-1, Senior  Program: Organization, Administration and Training paragraph 3-25, prior to arrival.  Forward all available medical records (including consultations, lab tests, etc.) concerning a temporary medical condition to HQ, Cadet Command, ATTN: Surgeon, (Dr. Dunn).   Forward records requesting authority for the cadet to attend WF by memorandum in time to enable a determination of eligibility prior to the WF reporting date.  The Cadet Command Surgeon will review the medical documentation and determine whether or not the cadet is medically qualified to attend WF.  Ensure a copy of  this determination is placed in the cadets’ WF Medical Record.



(4)    Any cadet suffering a significant illness or injury during the spring term prior to WF attendance must pass an on-LDAC APFT upon recovery to ensure readiness for WF.


b.   During WF, pap smears and pelvic examinations are only required for female cadets taking the flight physical.

12.  CADETS CLASS 1A FLIGHT PHYSICALS.


a.
MAMC will administer Class 1A Flight Physicals to designated cadets at WF.  Cadets scheduled for flight physicals must pass the Alternate Flight Aptitude Selection Test (AFAST) with a minimum qualifying score of 90 and meet the general flight medical standards outlined in AR 40-501, Chapter 4.   Cadets that have not taken the AFAST, have failed the test, or do not meet the general medical standards will not be given a Class 1A Flight Physical at WF.



(1)   When entering cadets in the Training Module , indicate desire for a flight physical and enter numeric score of AFAST in appropriate field.  This information must be entered into the Training Module NLT 1 June 2004. 


b.
The following are the most common medical conditions which result in disqualification under Class 1A standards:



(1)
Eye and vision standards outlined in AR 40-501, paragraphs 4-11 and 4-12.



(2)
History of asthma or hay fever subsequent to age 12 (AR 40-501, paragraphs 2-23d and 4-18). 



(3)
Skull or vertebral fractures.  Any history of head injuries and unconsciousness must be documented by medical records (AR 40-501, paragraph 4-23).



(4)
History of attempted suicide (AR 40-501, paragraph 4-23j).



(5)
History of psoriasis (AR 40-501, paragraphs 2-35 and 4-24).



(6)
Ulcers and ulcerative colitis (AR 40-501, paragraph 2-3 and 4-4).



(7)
History of drug or alcohol abuse (AR 40-501, paragraphs 4-23h and i).



(8)
History of a serious illness/disease such as polio, heart disorder, epilepsy, or other seizure disorders (AR 40-501).



(9)
Acute or chronic sinusitis (AR 40-501, paragraph 4-20el).

13.  PHOTO (ID) CARD AND ISSUANCE OF IDENTIFICATION  TAGS.


a.
All cadets must have a valid Photo ID card and a copy of their WF Travel Orders in their possession at all times during attendance at WF. Battalions should arrange to have reserve  ID cards issued to cadets prior to reporting to WF.  


b.
Ensure all cadet ID cards are checked for accuracy prior to departure for WF.  Obtain a new card for that cadet whose ID card contains incorrect/missing data, improper/missing signature, poor quality photograph, and/or evidence of being altered.  Instruct cadets to safeguard their ID card and ensure they have it in their immediate possession upon reporting to WF.


c.
In exceptional cases, the WF Cadet Personnel Division will issue an ID card if the battalion is unable to obtain one for the cadet prior to arrival at WF.  Due to limited resources, every effort must be made to ensure all cadets report to WF with a valid/correct ID card.


d.
Ensure all cadets scheduled to attend WF have identification (ID) tags and their red medical dog tags if applicable.  ID tags are authorized for issue by CTA 50-970, Expendable-Durable Items (Except Class V, Repair Parts and Heraldic Items).  Cadets must wear their ID tags while traveling to or from WF whether in uniform or not and when engaged in field training at WF.

14.  CONTRACT AND ENLISTMENT REQUIRMENTS.   All cadets, except aliens and non-scholarship Senior Military College cadets, scheduled to attend WF must be under  contract and enlisted in the USAR or ARNG, as applicable, prior to reporting to WF.  Cadets, other  than those listed above, who report to WF and are not properly contracted, will be immediately released from WF.

15.  NURSE SUMMER TRAINING PROGRAM (NSTP).   The clinical elective is part of CTLT.  It is an optional three-week training program conducted at selected Army Medical Treatment Facilities.  Only those cadets who meet the following prerequisites will be considered for attendance:

 
a.
Are enrolled in a baccalaureate program of nursing that is accredited by an agency recognized by the United States Secretary of Education.


b.
Have not previously completed NSTP.


c.
Are either:



(1)
Graduating seniors or are in graduate nursing school.



(2)
Advancing juniors who are scheduled to graduate in the fall of 2003, or spring/summer of 2004.



(3)
Advancing sophomores who, as enlisted soldiers, successfully completed the 91WM6 Practical Nurse Course in residence (documentation required).



(4)
Advancing sophomores who are Registered Nurses (proof of license required).


d.
Meet all other prerequisites for WF attendance.


e.
Brigade Nurse Counselors and Region Chief Nurses review NSTP applications. Clinical assignments are made by Region Chief Nurses and coordinated with Cadet Personnel and Training Divisions.  The clinical assignment determines the regimental assignment.  Nurse cadets electing not to attend NSTP are assigned to regiments by the same process as non-nurse cadets.  Refer to the NSTP Program of Instruction for training objectives.  Cadets selected for clinicals must have the following tasks completed prior to reporting to the clinical site: Clinical orientation by battalion commander or brigade nurse counselor, current CPR  Card, appropriate uniforms IAW the MOI SY 02-03  Cadet Professional Development Training (CPDT) and Nurse Summer Training Program (NSTP).  Nursing cadets’ personnel and medical records will be completed in accordance with paragraphs 16-18 below.

16.  CADET RECORDS AND REPORTS.


a.
All required cadet personnel and medical records will be forwarded to Commander, Western Region ATTN: ATOW-PA (Cadet Personnel), Box 339500, Fort Lewis, Washington 98433-9500 to arrive NLT 2 April 2004.  Incomplete or missing records can delay a cadet's medical examination/qualification at WF, delay notification of next of kin (NOK) in case of serious illness/injury/death, preclude an individual from attending Cadet Troop Leader Training (CTLT) or specialized training, or have an adverse impact on other cadet personnel actions.


b.
Use the WF Form 1, WARRIOR FORGE Records Checklist, at Appendix A to process the cadet personnel, medical, and records for WF.  Battalions are not required to forward the checklist with the records.


c.
Mark each envelope or package of records in the lower left-hand corner “WARRIOR FORGE RECORDS."  If more than one envelope/box is used, identify the number and total of packages shipped (i.e., 1 of 5, 3 of 5, etc.) in the right hand corner of each container.


d.
Contents of the personnel and medical records are specifically addressed in paragraphs 17 and 18 below.

17.  CADET PERSONNEL RECORD.  Units/BNs will prepare and forward a manila record folder with the cadet’s name and SSN, and the name of the  Host typed or neatly printed in the upper left hand corner.  Arrange the folders alphabetically and include the following documents:


a.
DD Form 93, Record of Emergency Data.  All cadets must complete this document within 120 days of attending WF.  



(1)
Aliens are not required to complete item 9.



(2)
Advise cadets to carefully consider designating NOK because that is the person initially notified in the event of death or serious injury/illness.  Since there are no other documents in the cadet WF Personnel Records listing Home of Record and NOK, cadets must ensure that all information shown for their next of kin is current and correct.  Record the NOK's name and  complete telephone number in item 13 (remarks).


b.
SGLV Form -- 8286, Servicemen's Group Life Insurance Election.



(1)
All cadets, except aliens, are required to complete this form at time of contracting.  Each contracted cadet attending WF must review this form 120 days prior to WF attendance.  If the cadet desires to change the form, the change must be entered into CCIMS for the information to reach DFAS.  Exercise care in completion of this form since it will become effective should death or serious injury occur while a cadet is enroute to or from WF or while attending WF.  Ensure strict compliance with the provisions of AR 608-2, Government Life Insurance, SGLI Veterans Group Life Insurance, U.S. Government Life Insurance and National Service Life Insurance, paragraph 2-11, which requires that the rights, benefits, and privileges under SGLI are explained to all cadets prior to completion and during review of the form

      

 (2)    The initial form completed at contracting can be included in the WF packet, but must be marked “REVIEWED ON (date)” and initialed by the cadet at the top of the form.



(3)    Simultaneous Membership Program (SMP) participants, who are presently covered by SGLI with premium deductions being withheld from their drill pay, need not take additional SGLI while attending WF.  Provide a copy of the SGLV Form -- 8286 from the cadet's Reserve/National Guard unit in the cadets' records and annotate "HAVE SGLI WITH SMP UNIT" on top of the form in red and have the cadet initial the top of the form.



(4)
If a cadet does not elect SGLI coverage, have the cadet annotate the SGLV Form 8286, in his/her own handwriting; "I want no insurance."



(5)
 All cadets (except aliens) attending WF are eligible for a maximum of $250,000 SGLI while attending WF, and while proceeding directly to and from WF under orders issued by competent authority.  Cadets receive full coverage ($250,000) unless the cadet desires to waive SGLI or be insured for a lesser amount.  Cadets attending WF who desire SGLI coverage will automatically have premiums withheld from their WF pay, unless they are Simultaneous Membership Program participants, who are having SGLI premium deductions withheld from their Reserve Component pay.


       (6)
Any cadet electing SGLI coverage must pay the monthly cost of that coverage, whether coverage is for one day or the entire month.  Insurance in force at the time of completion or termination of an individual's stay at WF or conclusion of CTLT will remain in force until the completion of that month.


c.
Ten copies of travel orders and amendments (if applicable).  Submit packets without the orders if they are not completed by the suspense date.  FAX a copy of the orders and/or amendments to (253) 967-1581 or mail to Western Region.


d.
One certified, readable copy of the cadets Spring Term APFT record (DA Form 705).  If a cadet completes his/her LDAC APFT after cadet records are shipped to Ft Lewis, mail or fax a readable copy of the DA Form 705 to Western  Region Headquarters,  (Fax 253-967-1581), Attn: Ms Susan Mayer.


e.
A completed and signed waiver request form from the appropriate Brigade Commander for cadets who failed the swim test LDAC.   


f.
Battalions must ensure they retain a copy of the personnel records, since they will not be returned to the battalions upon completion of WF.

18.  CADET MEDICAL RECORD.   Units/BNs prepare and forward a second manila folder with the cadets’ name, SSN and name of  School typed or neatly printed in the upper left hand corner .  Stamp or print the word "MEDICAL" in bold letters in the center of this folder.  Arrange the folders alphabetically and bundle separately from the Cadet Personnel Record.  If more than one envelope or box is used, identify the number and total of packages shipped (i.e., 1 of 5, 3 of 5, etc.) in the right hand corner of each container. Include the following documents:


a.
A completed, signed and verified  DA Form 7349-R –Initial Medical Review-Annual Medical Certificate (2 page form).  This form is available on FormFlow.  See paragraph 11a for instructions on completing this form.


b.
One working copy of DD Form 2807-1 Report of Medical History (3 pages.  Complete items 1 through 29 (pages 1&2.  Only name and SSN should be on page 3 A  Health Care Provider will complete the remainder.



(1)  Ensure all questions are answered.  Care should be taken when completing this form, as an initial screening of this form is used to determine which cadets need to be seen by a specialist during their WF physical.



(2)  Cadets must disclose all known medical conditions and medications used.  Failure to disclose (hiding) a medical condition can lead to adverse administrative actions up to or including disenrollment.


c.     One working copy of DD Form 2808 – Report of Medical Examination (3 pages).  .  Complete items 2-16.  Complete name and SSN on pages 2&3.  Leave the rest of the form blank.  


d.
One copy of DD Form 2005, Privacy Act Statement – Health care Records Cadets must  sign and date this form.


e.   Copy of the medical examination (SF 88 or DD Form 2351, and SF 93), together with any medical consultation and tests, evaluated for entry into the advanced course or for a two, three or four year scholarship award.  Include a copy of any subsequent medical examinations.  If the medical examination is not available, furnish information as to the date, status, and location.  If a copy is not in a cadets’ record when he/she reports to WF; the cadet will receive a complete new physical examination.  Additionally,  it is very important that this examination is included in the medical record in the event medical problems or questions arise at WF.


f.  Include copies of ALL approved medical waivers granted for enrollment in the  program, award of scholarship, or retention in the  Advanced Course.


g.   When applicable, include a statement from a physician regarding any major injury, broken/fractured bones, serious illness or surgical procedures since the cadet’s initial physical, to include diagnosis, procedure, results, and activity limitations.  This information is important if the cadet has any type of known medicial problems that could impact on the assessment of his/her medical condition at WF.

        h. When applicable, prescription for eyeglasses (not contact lenses).  Cadets who wear glasses or contact lenses should retain a copy of the prescription in their possession and bring an extra pair of eyeglasses to WF.  Eyeglasses will not be issued at WF for cadets who only bring contact lens or expensive/fragile civilian frames.

19.  COMMISSIONING AT WARRIOR FORGE


a.
Cadets who are eligible to be commissioned (i.e., must possess a baccalaureate degree or be a Military Junior College (MJC) cadet) at the end WF must be commissioned at WF.  Ensure cadets to be commissioned at WF are properly coded in the CCIMS Training Module and have a completed security clearance prior to arrival at WF.  Cadets commissioned at WF are required to bring their Class A uniform, officer garrison cap, and three 2LT insignia (non-subdued, brass).  They should also bring a silver dollar for the first salute rendered during the commissioning ceremony. Time is very limited and these are not readily available at WF.


b.
Battalions need to send the following to the  WARRIOR FORGE, ATTN: WF-CP NLT 1 Jun 2004.


(1) Memorandum verifying cadet is eligible to be commissioned and PMS recommends cadet’s commissioning.  Sample at Appendix F.


(2)  Letter of Appointment.


c.   CPD will forward the completed commissioning documents to the battalions after the cadets have been commissioned. 

20.  CADET EARLY RELEASE.  The availability of multiple training cycles precludes early releases other than for bona fide emergency reasons.  Cycle assignments are made to accommodate specialized training and summer school requirements 


 a. WF Commander will grant requests for early release only in exceptional cases.  Prior to the start of WF, Units/BNs address requests for early release with complete justification through the brigade commander to the Commander, Western Region ATTN: ATOW-PA.  Substantiate all requests for early release to attend summer school with supporting documentation from an appropriate school official such as the registrar, dean of the academic department, or cadet's academic adviser.  


b.  Discuss policies regarding early releases with all cadets attending WF and inform them successful completion of WF requires completion of 90 percent of WF training.

21.  CADET TRAVEL.


a.
Battalions will obtain one-way trip Government Transportation Requests for all cadets.  Do not obtain round-trip tickets/reservations for cadets.


b.
Battalions are responsible for preparing cadet orders through the CCIMS Orders Module


c.
The WF Cadet Personnel Division will have the capability to make amendments and the necessary travel arrangements after the cadet has reported to WF. 


d.  Personnel obtaining and handling GTRs and cadets to whom GTRs are issued are responsible for them.  Cadets must safeguard their tickets and be aware of the consequences associated with their loss.  Reimbursement for non-GTR cadet travel is IAW Volume 1, Joint Federal Travel Regulation and will not exceed the cost of a GTR.


e.  In certain situations, where it is fiscally advantageous to the U.S. Government, regulations may authorize exceptions for cadets to travel by POV.  POV travel is discouraged                               



.(1)   Cadets with any type of follow-on training are not authorized to travel to WF by POV.      



 (2)  Battalion commanders may authorize POV travel for cadets within a 500-mile radius of Fort Lewis.  Battalion Commanders must provide written notification of cadets traveling by POV to Western Region Headquarters, ATTN: ATOW-PA, NLT 3 May 2004 Upon arrival, cadets will park POVs in a designated lot and will not be allowed to drive the vehicle until the day they depart Fort Lewis. 

    

  (3)  Cadets are required to obtain written authorization even if only planning on returning via POV after graduation, i.e., parents, family, friends, etc.  This also applies to nurse cadets at WF and at their clinical sites. 

     

 (4)   Requests for exception to the 500-mile rule must be approved by respective Region Chiefs of Staff NLT 3 May 2004.  A  copy of the approval will be forwarded to HQ, Western Region ATTN: ATOW-PA, Fort Lewis, WA 98433

      f.  Units/BNs instruct all cadets traveling by commercial air to follow the directions in the baggage claim area in the main terminal of the Seattle/Tacoma (SEATAC) Airport.  WARRIOR FORGE  representatives will staff the SEATAC Airport  transportation desk located adjacent to baggage claim area 7 during the hours of 0800-2000 (non-peak days), 0800-2400 (peak days), 2000 (non-peak days),  0800-2400 (peak days),  beginning on 25 May, and arrange government-furnished transportation to Fort Lewis.  Late arrival cadets will report to the USO, call WF TOC Staff Duty number posted at USO desk and wait in USO until duty driver arrives. 


g.
Forward copies of receipts for any unused portions of tickets to HQ, Cadet Command, RM, Budget, with a copy of the cadet’s order.   Again, when turning in all or part of any ticket, obtain a receipt from the Transportation Office to relieve 's responsibility for payment.


h.
Keep and maintain a record of all airline tickets purchased, used or unused.  All tickets generated by Carlson-Wagonlit or any other travel agency will proceed through the finance system.  This will validate which tickets were actually used as opposed to those we are expecting refunds on.  Be prepared to answer any questions that may arise concerning airline tickets such as: whether or not a ticket was purchased for a certain cadet, if a ticket has been turned-in, were there duplicate tickets purchased, etc.


i.
Accuracy of orders and travel vouchers may impact on cadet entitlements.It is extremely important to provide complete information when preparing orders and filing claims.  Direct questions to  HQ, Cadet Command RM.

22.   CADET LOGISTICAL REQUIREMENTS.  The following logistical actions require special attention to prepare cadets for WF.


a.
Non-tariff Size Clothing.  Units/BNs submit requisitions for required non-tariff clothing by using DD Form 358 (Male) or DD Form 1111 (Female) and DD Form 150 (Special Measurements Blank for Special Measurement Orthopedic Boots and Shoes) to your support installation not later than February 2004 for cadets attending WF.  Also, send a copy of forms to Western Region Headquarters, ATTN: ATOW-RL, NLT 1 April 2004.


b.
Footwear.  In accordance with CTA 50-900, Clothing and Individual Equipment, issue two pairs of properly fitted combat boots and two pair of wool socks. Issue boots in sufficient time to ensure proper "break-in."  Cadets will be issued eight additional pairs of wool socks from CIF during  inprocessing.


c.
Uniforms and Field Equipment to bring to WF.  Cadets will bring selected items of military uniforms and field equipment as identified in Appendix B.  Battalions that do not have sufficient quantities of wet weather gear and ponchos must notify Western Region RM/Logistics Branch (253) 967-9838 or 966-6316, NLT 1 April 2004.


d.
Name Tapes.  Ensure that the "U.S. Army" tapes, Nametape, and Cadet Command patch (subdued) are properly sewn on each cadet's Battle Dress Uniform (BDU) shirts and one field jacket prior to departure for WF.  Do not remove distinctive school shoulder patches if they are subdued. Combat patches are authorized in lieu of distinctive school patches.  Cadets will not be required to bring additional nametapes for the four additional CIF issued uniforms. 


e.
Swimming Suits.  All cadets will bring a swimsuit that is in good taste for use at Confidence Training.  Female cadets must bring a one-piece swimsuit.


f.
Personal Clothing and Items to Bring to WARRIOR FORGE.



(1)
Appendix B contains a list of required and recommended personal clothing and items for cadets to bring to WF.



(2)
NSTP attendees refer to the packing list contained in the Cadet Command CPDT MOI  for clinical phase requirements.


g.
CTA 50-900.  CIF will issue selected items of organizational field clothing and equipment to cadets during in processing at Fort Lewis.  Cadets will clean and turn in all clothing and equipment issued at Fort Lewis prior to departure.  The provisions of AR 735-5, Policies and Procedures for Property Accountability will govern for lost, damaged, or destroyed articles and their reimbursement.


h.
Laundry.



(1)
A local contractor will provide laundry services at no cost to cadets.



(2)
If individual clothing is lost or damaged by the laundry, cadets may file a claim against the U.S. Government through their respective regimental supply sergeant.  It is imperative that cadets immediately inventory their clothing upon receipt and notify their supply sergeant within 72 hours upon discovery of loss or damage.  Cadets must retain their blue copy of the four-part Laundry List for Military Personnel, to provide accountability of clothing turned in to the laundry.


i.
Meals.  Cadets will subsist in Army dining facilities located in each regiment area.  The provisions of ARs 30-1, The Army Food Service Program and 145-1, Senior  Training Program: Organization, Administration and Training, apply to cadets subsisted at WF.


23.
LOGISTICAL INFORMATION FOR COMMISSIONEES.  


a.
TA-50 for WF Commissionees.  Cadets receiving their commission at WF who do not return to their university will mail their TA-50 back to their parent university at government expense using the following procedures.



(1)
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 the regimental supply sergeant 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 name on the inventory sheet. The boxes should not be sealed. 



(b)
The supply sergeant will make an appointment with the WF logistics warehouse (F10) to turn in the boxes. A representative from the warehouse will inventory the boxes and print and sign their name on the inventory sheet as verification of items being shipped.




(c)
One copy of the packing list is placed inside the box with the equipment.  One copy is given to the cadet.  One copy is maintained on file with WF Logistics Branch.




(d)
WF Logistics coordinates and tracks the transfer of the packages to the mailroom.




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




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


24.  CADET MEDICATIONS AT WARRIOR FORGE


a.  All medications must be in the original labeled container - whether over-the-counter or prescription.  Cadre members may, at their discretion, examine the contents of any open bottle of medication to ascertain that the pills are all the same and consistent with the labeled container.  Pills or preparations in unlabeled bottles or baggies will be confiscated.


b.  When completing the physical exam form, cadets must indicate ALL medications they are taking or have brought to WF with them (prescription, over-the-counter, vitamins, dietary supplements, or any other category).  Information should include the name of the preparation; reason the cadet takes it, dose, and frequency (i.e. daily, once a month if symptoms present, etc).  This becomes critically important if the cadet is ill or injured to the point that he/she is an unreliable historian on recent medication intake.


c.  Prescription medications (with the exception of birth control pills) should accompany the cadet to MAMC on the day of their physical.  The physicians will review the medications, screen for potential drug interactions, and /or change prescriptions to something more appropriate to the training environment.  Birth control pills will remain in the custody of cadets for continued daily use.


d.  Over-the-counter medications for pain or allergies may remain with cadets for ongoing use as intended and approved by the FDA.  Cadre must include in their in-briefing remarks the fact that over-the-counter pain medications can mask symptoms of disease or injury.  If the cadet is taking up to the maximum daily-recommended dose, he/she should inform cadre to discuss the need to be seen at the clinic.  The major side effects of over-the-counter allergy preparations are drowsiness and dehydration – both of which are dangerous in the field/training environment.  Cadets concerned about allergies in the field environment should discuss this with the physician during their medical examination.


e.  Vitamins and dietary supplements will remain with cadets.


f.  Metabolic enhancers are expressly forbidden at WF.


g.  “Sharing” of prescription drugs between cadets is illegal by state and federal law, and will not be tolerated at WF.  Cadets participating in the giving or receiving of prescription medications will be disciplined through the office of the Commandant of Cadets.

25.   LIEUTENANT INPROCESSING.  Work closely with your battalion to ensure you can be correctly inprocessed into the Army.  Appendix D is a checklist of the required forms.  These forms should be available at your school.  Be extremely careful in completing these forms to ensure they are accurate and complete.


a.
Mail forms listed in Section A of the checklist to this HQ, Western  Region ,ATTN:  ATOW-PA (2LT In processing) no later than 9 April 2004.


b.
Ensure a telephone number, fax number and e-mail address where you can be contacted is included.


c.
Immediately after commissioning, fax the documents listed in Section B (DA Forms 71 and 3081-R) to commercial (253) 967-7716 or DSN 357-7716, ATTN: 2LT In processing.  Ensure you have items listed in Section B & C of the checklist in your possession when you report to WF.


d.
Your battalion will forward your OMPF to the appropriate agency in accordance with directions from HQ, Cadet Command.


e.
2LTs are not eligible to receive a Government VISA Card.  As an exception to policy, you are allowed to request an Advanced Travel Payment (ATP).  Before deciding whether you desire this payment, remember, you may not receive your first “paycheck” until 4 –6 weeks after you arrive at WF.  If you decide to pursue an ATP, the following forms  must be forwarded to HQ, Western Region, ATTN; ATOW-PA 2LT INPROCESSING) NLT 30 days prior to your report to WF:  

· Copy of the orders directing travel

· Request for travel Advance
· Standard Form 1199A (Direct Deposit Sign-Up Form) or a voided check from your financial institution.
  This pay will be based on the “per diem” you will 
   receive while assigned to WF. 

APPENDIX A—WARRIOR FORGE  RECORDS  CHECKLIST

	WF

CADET RECORD CHECKLIST

_____________________________
                        _______________________

________

                    NAME                                                              SSN                                  RGT

PERSONNEL RECORDS FOLDER

 Yes
 No

_____
____
Travel Orders and Amendments (10 Copies)

_____
____
DD Fm 93, Emergency Data (1 Copy)

_____
____
SGLV Form 8286 – Servicemen’s Group Life Insurance Election (1 Copy)

_____        ____      DA Form 705 (APFT scorecard for on-WFus Spring Term) (1 Copy)

_____        _____    Approved waiver for weak/non-swimmer

MEDICAL FOLDER

Yes
 No

_____
____
Working Copy of DD Form 2808 - Report of Medical Examination (Original)

_____
____
Working Copy of DD 2807-1, Report of Medical History (Original)

_____
____
DD Fm 2005 – Privacy Act Statement – Health Care Records (Original)

_____
____
Medical Documents concerning any serious surgeries, injuries or illnesses

_____
____
DA Fm 7349-R – Initial Medical Review

_____
____
Physical Examination that qualified cadet for enrollment (1 Copy)

_____
____
SF 601 – Health and Immunization Record (Original)

_____
____
Approved Medical Waiver (if applicable) (1 Copy)

_____
____
Corrective Lens Prescription (if applicable) (1 Copy)

ADDITIONAL REQUIREMENTS

                Yes
 No

    _____
____
Photo ID Card or Reserve Armed Forces ID Card

_____
____
Personnel Identification (ID) 

_____
____
PHS Form 731, International Certificate of Vaccination


	YES
	NO
	N/A

	
	
	
	


APPENDIX B-WARRIOR FORGE CADET CLOTHING RECORD

CADET NAME: ___________________________________SSN____________________REGT______REGION_______

UNIVERSITY AND ADDRESS_________________________________________________________________________
	ITEM
	SIZE
	CADET REQUIRED TO BRING
	REQUIRED FROM SCHOOL
	ISSUED AT CIF

	1. Coat, Cold Weather, BDU
	
	
	1
	

	2. Cap, BDU
	
	
	1
	1

	3. Coat, BDU
	
	
	4
	4

	4. Trousers, BDU
	
	
	4
	4

	5. Boots, Combat
	
	
	2
	

	6. T-Shirt Athletic (PT)
	
	
	2
	

	7. Trunks, Gen. Purpose (PT)
	
	
	2
	

	 8. PFU Jacket
	
	
	1
	

	  9. IPFU Pants, Blk
	
	
	1
	

	10. Socks, wool, Blk
	
	
	2 pr
	8 pr

	11. Glove, Leather Blk
	
	
	1 pr
	

	12. Glove, Insert wool
	
	
	1 pr
	

	13. Insignia, 
	
	
	2
	

	14. Bag, Duffel
	
	
	1
	

	15. Bag, Waterproof
	
	
	1
	

	16. Belt, Black
	
	
	2
	

	17. Belt, Indiv Equip (pistol)
	
	
	1
	

	18. Canteen, Water (1 qt)
	
	
	2
	

	19. Cup, Canteen
	
	
	1
	

	20. Cover, Canteen
	
	
	2
	

	21. Case, First Aid
	
	
	1
	

	22. Case, SA 30 Rd Magazine
	
	
	2
	

	23. Compass, Lensatic, w/case
	
	
	1
	

	24. Parka w/w olv grn or camo
	
	
	1
	

	25. Trousers, w/w/olv grn or camo
	
	
	1
	

	26. Suspenders, LBE w/web belt
	
	
	1
	

	27. Undershirt, Brown
	
	
	4
	6

	28. Underwear
	
	10 pr
	
	

	29. Shoe Polish Kit
	
	1
	
	


APPENDIX B—WARRIOR FORGE CADET CLOTHING RECORD (CONT#1.)

	30. Swimsuit
	
	1
	
	

	31. Bra (Females)
	
	5
	
	

	32. Shoes, Shower
	
	1
	
	

	33. Notebook, Pocket
	
	1
	
	

	34. Padlock, Key/Combination
	
	2
	
	

	35. Identification Tag
	
	
	2
	

	36. Eyeglasses (if worn)
	
	2
	
	

	37. Flashlight (OD or black)
	
	
	1
	

	38. Barracks Bag
	
	
	
	2

	39. Poncho
	
	
	1
	

	40. TACSOP and FM 7-8
	
	
	1
	

	41. Handkerchiefs
	
	*ad
	
	

	42. Shoes, Running
	
	**2
	
	

	43. Socks, white athletic
	
	2 pr
	
	

	44. Watch
	
	*ad
	
	

	45. Washcloth
	
	*ad
	
	

	46. Bath Towels 
	
	*ad
	
	

	47. Pajamas
	
	*ad
	
	

	48. Civilian Sweatsuit
	
	*ad
	
	

	49. Hangers, Clothes
	
	*ad
	
	

	50 Toilet Articles
	
	*ad
	
	

	51. Kevlar Helmet w/straps & cover
	
	
	 
	1

	52. Alice Pack w/ straps & frame
	
	
	 
	1

	53. Sleeping Bag
	
	
	 
	1

	54. Sleeping mat
	
	
	 
	1

	55. Other select TA-50 items TBD
	
	
	 
	*

	56. Foot Powder
	
	*ad
	 
	

	57. Insect Repellent
	
	*ad
	 
	

	58. Sunscreen
	
	*ad
	 
	

	59. Chapstick
	
	*ad
	 
	

	60.  Camouflage Stick

       Green and Loam
	
	
	 
	1


(*ad, as desired) (**recommend 2nd pair for use during water survival training.)  

Platoon TAC NCO Signature_______________________________________________________PRIVACY ACT STATEMENT) AUTHORITY: The Privacy Act of 1984 (5 USC 552a), 10 U.S.C., 1416.34DALO (See Section 012). PRINCIPAL PURPOSE: To reflect accountability for personnel clothing by individual cadet during -WF.  HQ4RAC Form 5 Mar 98.

APPENDIX C - INSTRUCTIONS TO COMPLETE DD FORM 1351-2 

(DATED OCT 91) FOR USE BY  CADETS ATTENDING SUMMER WARRIOR FORGE/CPFT/CTLT.  COMPLETE IF YOU HAVE ANY EXPENSES TO CLAIM.
1.  Your travel voucher (DD Form 1351-2) must be COMPLETELY and CORRECTLY filled out and all required supporting documents attached or it will be returned to you.


a.   Type or use a (blue/black) pen.  PRESS HARD.  All copies must be legible.


b.   Review voucher before signing and dating in block 21a.


c.   Attach two copies of your orders, two copies of any amendments and two copies of receipts for claims over $75.00.  Attach the receipts to a blank sheet of white bond paper.

2.  Instructions for completing DD Form 1351-2.
Block 1.  Place an X in the Electronic Fund Transfer block.

Block 2.  Place an X in the TDY Block.

Block 3.  Do not mark this block; it is for the Finance Office’s use only.

Block 4.  Cadet’s full name.

Block 5.  Self-explanatory.

Block 6.  Self-explanatory.

Block 7.   Address where you want finance to mail your “Advice of Payment” or a check if they have problems with the Electronic Fund Transfer.

Block 8.  Telephone number where you can be reached if finance has a problem with this voucher.

Block 9.  Order #, date of order, order issuing authority.

Block 10.  List all payments that you have received on this order, to include ADVANCE AND PARTIAL PAYMENTS that you have received at your duty station, enroute, or at your TDY point.  If you did not receive any payments, YOU MUST SHOW "NONE".

Block 11.  School Name and address.

Blocks 12, 13 and 14.  Leave blank.

Block 15.  Show date, time (US military time, 24 hr clock) of DEPARTURE from and ARRIVAL at each point to include place of departure, home airport (No Intermediate Airports), airport servicing summer WF, summer WF station, airport servicing summer WF, home airport, place of origin.  For codes, see reverse side of DD Form 1351-2.  You must annotate number of miles traveled if traveling in a privately owned vehicle.  (NOTE:  FINANCE WILL NOT PAY FOR MILEAGE IF YOU FAIL TO LIST IT ON THE TRAVEL VOUCHER).  You must show “summer WF” while at WF.  You must show number of meals consumed in a government mess while at WF.  

Block 16.  List all reimbursable expenses that you are claiming, (i.e. cost of airline tickets if purchased with personal funds, taxicab to and from airport, and lodging (you must provide receipts regardless of the price of the ticket).  Expenses should be listed by date incurred.  Receipt is required for any item $75.00 or more.
Block 17.  Leave blank

APPENDIX C - INSTRUCTIONS TO COMPLETE DD FORM 1351-2 (CONT.)

Block 18.  Mark mode of travel if you traveled in a privately owned vehicle.

Block 19.   Show TR number from your transportation request or airline service request form and show the cities you flew from and to.  If a TR was not issued, enter "NONE".  If you did not use your ticket or any portion thereof, you must return the unused ticket or portion to the Transportation Office.  A copy of the receipt issued by the Transportation Office must be attached to the voucher.

Block 20.   Leave blank if you are not claiming phone calls. 

Block 21a and 21b.  Sign and date your travel voucher.  Review your travel voucher.  Finance will only reimburse for items listed on the voucher.  

Blocks 23 thru 29 are left blank.

The PMS or designated cadre member will review all vouchers for accuracy.  Incorrect vouchers delay payment of travel claims.  Finance only pays for what is listed on the travel voucher.

THE PENALTY FOR WILLFULLY MAKING A FALSE CLAIM IS:  A MAXIMUM FINE OF $10,000 OR MAXIMUM IMPRISONMENT OF 5 YEARS OR BOTH.  (US CODE, TITLE 18, SECT 287, FORMERLY SEC 80)

3.  Cadets should forward travel claims with all required supporting documentation through the PMS to the appropriate finance and accounting office servicing their region.

APPENDIX  D – WARRIOR FORGE  LIEUTENANT INPROCESSING CHECKLIST

WARRIOR FORGE

LIEUTENANT INPROCESSING CHECKLIST

SECTION A


REQUIRED

Yes
NA
COPIES
____
____
8
Active Duty Orders & Amendments.




If you have not received your orders, annotate it on this form and 




send the rest of the required documents by suspense date. Fax a 




copy of the orders to 253-967-7716, as soon as you receive them.

____
____
2
DA Form 3685-R (JUMPS – JSS Pay Elections)




Items 1, 2, 4a(1) – (5), and 7a – e must be completed.  Item 2 




must be marked “Sure Pay/Direct Deposit”.  Even if you had




Direct Deposit as a cadet, you must submit this form.
____
____
2
SF 1199A (Direct Deposit Sign-Up Form).




DIRECT DEPOSIT IS MANDATORY.  Your financial institution 




must complete their portion of this form (Section 3).  Verify the 




account and routing numbers with them and ensure the numbers are




legible.  Even if you had Direct Deposit as a cadet, you must 




still submit this form.
____
____
2
IRS Form W-4.
____
____
2
DD Form 2058 (State of Legal Residence).




This form is the basis for state tax withholding.  Any questions 




regarding legal residency should be directed to your state office 




or to a professional tax advisor.

____
____
2
Payment of AD/Additional Duty Allowances (Clothing).




The WF  Office will complete paragraph 2 if you 




have not received your orders.  Paragraph 7, type in the date you 




completed your commissioning physical.

____
____
2
DA Form 5960 (Authorization for Start, Stop or Change 




Basic Allowance for Quarters (BAQ) and/or Variable 




Housing Allowance (VHA)Do not complete this form if you are single and do not have dependents

APPENDIX  D – WARRIOR FORGE- LIEUTENANT INPROCESSING CHECKLIST (CONT.)

____
____
2
Marriage License/Certificate.




This form is required to establish “with dependents rate”.

____
____
2
Child(ren)’s Birth Certificate and Proof Required to Pay 




Child Support.




These documents are required if you are divorced and provide 




support for a minor, or unmarried and provide support for a minor 




to establish “with dependents rate”..
____
____
2
DD Form 2494 (Uniform Services Active Duty 




Dependent Dental Plan (DDP)( Enrollment Election).




This form is required if you have dependents and wish to enroll




them in the DDP Program.  Ensure you sign the back page.

____
____
2
SGLV 8286 (Servicemen’s Group Life Insurance 




Election and Certificate).

____
____
2
DD Form 2560 (Advance Pay Certification/




Authorization)




It may take 4 – 6  weeks for you to receive your 1st pay.  If you 




require money earlier, you need to complete this form and 




include in the packet.  Complete all blocks except for Item #7.  Leave this block blank.  




.   An Advance Pay may still take 




approximately 3 weeks to receive.

____
____
3
DD Form 4 Series (Enlistment Document).




The one completed when contracted with  and/or in the Reserves or National Guard..

____
____
3
DA Form 597 or 597-3 ( Contract).
____
____
3
SMP Agreement.




Only if applicable.

____
____
3
DD Form 214, 220 or 215.




These forms are required if you were prior service.  




Ensure the forms are legible and include all active/inactive service.

SECTION B

Immediately after commissioning fax the following forms to (253) 967-7716:

____

DA Form 71 (Oath of Office) (Mandatory).

____

DA Form 3081-R (Including a Height and Weight Statement) (Mandatory).

APPENDIX  D – WARRIOR FORGE – LIEUTENANT  INPROCESSING CHECKLIST (CONT.)

SECTION C

Hand Carry the following to WF:

____

Military Personnel Records Jacket (MPRJ) (201 File)

____

DA Form 31



- If you were selected Immediate Active Duty (IA), you must have a leave form 



effective the date of commission (or when you depart the school) through your report date 



to WF.  If you take leave, indicate whether you wish excess or advance leave.  Sign the 



DA 31 and have the OIC or clerk complete the sign-out.  



Active Duty (AD) Lts need a DA 31 for your travel time.  The leave form should run from 



the day you commence your official travel to WF through your report date to WF.

____

DD Form 1172 (Application for ID Card and Deers Enrollment).



Complete and bring this form if you were not able to obtain an Active Duty ID Card prior 



to departing for WF.

____

DD Form 1351-2 (Travel Voucher).



This form is for the reimbursement for your travel to Fort Lewis.  Complete as much of this 



form as possible.  We will assist you in completing the form when you inprocess.

APPENDIX H-Request for Commissioning at WF

BATTALION LETTERHEAD

MEMORANDUM FOR WARRIOR FORGE, Cadet Personnel Division, 

Fort Lewis,   WA  98433

SUBJECT:  Request for Commissioning – (Cadet’s Last Name, First Name, and SSN)

1.  Request Cadet (Last Name)’s commissioning upon successful completion of WF.

2.  Cadet (Last Name) has met all requirements for commissioning to include obtaining a security clearance less the qualifications met during WF (medical, height/weight, APFT, and WF completion.

3.  POC at this battalion is (Name and Phone Number).
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