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Army management control process. This regulation contains management control provisions in accordance with AR 11-2, but does not
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SUMMARY of CHANGE

USAREC Reg 601-2
USAREC Recruiting Support Programs
This revision, dated 11 September 2024—

Changed name of regulation from Management of Centers of Influence Events to USAREC Recruiting
Support Programs to mirror AR 601-2

e Added Hometown Recruiter Assistant Program (HRAP) (Chapters 7-9)
e Added HRAP Forms (Appendix F)

e Updated para 4-1 a. Changed from every two years to annual
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Chapter 1
Introduction
1-1. Purpose

a. This regulation prescribes policies and procedures for the requisition, approval, conduct, and evaluation
of center of influence (COIl) events.

b. A COl event is an event where the primary purpose is engaging people of influence directly related to
militaryrecruiting and/or military advertising.

c. The COI program is intended to create Army advocates through participation in outreach events.

d. COls are those individuals who can help develop a better image of the Army, influence individuals to
enlist in an Army Program, or refer names of leads to Army recruiters. They can be civic or business leaders
(grassroots) educators, members of professional groups, groups of high school or college students identified
as class leaders or influencers, news media representatives, nurses, convention officials or other influential
individuals or groups.

1-2. References
Required and related publications and prescribed and referenced forms are listed in Appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

Chapter 2
Responsibilities
2-1. Assistant Chief of Staff, G7/9
a. Provides overall staff supervision, support, and management of the COI event program.
b. Designates an approved marketing management system to nominate and track advertising related
activitiesand events.
c. Provides command oversight of the marketing management system (MMS) and establishes procedures for use.

2-2. Chief, Outreach/Operations Division, ACofS, G7/9
a. Monitor and evaluate COI event programs.
b. Process exception to policy requests for COl events exceeding authorized spending limits.

2-3. Brigade Commanders

a. Designate a point of contact (POC) to administer the brigade COI event program.

(1) The POC will receive, consolidate, and forward reporting data, as appropriate.

(2) Designate a person to exercise “for the commander” authority to recommend and request exceptions
to policy required of higher headquarters.

(3) Ensure USAREC Forms (UF) 601-2.1 (COI Event Request) and UF 601-2.2 (COI Event After Action
Report)are digitally loaded into the USAREC approved, MMS for brigade level events.

(4) Submit request for exception to policy to Deputy Director, G7/9, Headquarters (HQ), US Army
Recruiting Command (USAREC).

b. Publish local policies to guide and assist subordinate commanders in planning COIl events.

c. Consider requests for high-cost events and special events and approve such requests in advance.
Endorse and forward for approval to HQ, USAREC for COI event requests expected to exceed spending
limits.

d. Include funding requirements for COI events in budget planning.

e. Monitor COIl events held within their organization and evaluate their effectiveness.

f. Upon completion of event, verify UF 601-2.2 is digitally loaded into the MMS as anattachment. (see
Appendix C).

g. Provide a quarterly status report to HQ, USAREC (RCME-OO), Fort Knox, KY 40121-2725. Report will
consist of copies of all COIl event logs and will show current balance and funds spent year-to-date.

h. Brigade POC will ensure events are loaded correctly into the MMS with the heading COI. A master
control log can be generated from MMS.

2-4. Battalion Commanders
a. Assign a staff member to manage the COI event program.
(1) The appointee must be a commissioned officer or civilian employee in grade GS-9 or above.
(2) The appointee will monitor the program, collect and forward data for reports, and advise the commander.
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(3) The appointee will input all COI event aspects into MMS.

(4) The appointee will digitally load approved UF 601-2.1 into the system as an attachment.

(5) Upon completion of event, digitally load UF 601-2.2 into the system as an attachment.

b. Plan and conduct COI events in accordance with USAREC marketing plans, operations orders, and
brigade guidance.

c¢. Ensure follow-up on leads and pledges of support.

d. Evaluate requests for COIl events and approve requests in compliance with the intent of the program.

e. Evaluate and ensure justification for high dollar events is accurately entered into the detailed
description block in MMS job starter.

f. Provide local guidance for procurement actions concerning COI events.

(1) Guidance must conform to the policies and procedures of the servicing contracting officer and the
supporting finance and accounting office.

(2) Review budget and accounting procedures regarding opportunities to capitalize on tax exempt status.

g. Direct the battalion Education Services Specialist (ESS) to help plan education related COI events,
including being a presenter at those events.

2-5. Company Commanders

a. Determine the need for COIl events and establish procedures for execution.

b. Request COI events not later than 45 working days prior to event execution.

c. Inform the battalion ESS of needs and plans for COI events that involve educators.

d. Ensure invitations have been issued and reminder calls are made so the meal count can be confirmed
or adjusted with the vendor. Notify the battalion program manager as soon as it is known that attendance will
be less than planned.

e. Attend all COI events in their area of operation.

f. Ensure the sponsor of the event or function submits required payment documentation and completed UF
601-2.2 to the battalion no later than the third working day after the event.

g. Follow-up on COl pledges to support recruiting efforts.

h. Evaluate the effectiveness of COIl events. Complete and forward after-action reports to the battalion POC.

2-6. Station Commanders

a. Recommend persons to be invited from among school administrators, media contacts, Mayors,
Grassroots Program participants, Congressional Representatives, civic and business leaders, healthcare
executives, Deans of medical, dental and nursing schools, prominent physicians, dentists, nurses,
healthcare trade media, and chamber of commerce members.

b. Ensure invitees have been notified and reminder calls are made at the ten-day mark, three-day mark
and one day prior to the event to adjust the meal count. Notify the Company Commander as soon as a COI
has declined in order to identify a replacement or to reduce the meal count for the event.

c. If a Recruiter has used Recruiter Expense Reimbursement (RER) funds, ensure Recruiter has documented

expenses.

2-7. Recruiters

a. ldentify persons who promote or have offered to promote recruiting efforts within their area of operations.

b. Maintain contact information on COIl in Recruiter Zone (RZ). Records should include details on
how the person might help recruiting efforts.

c. Call to remind persons invited to a COIl event one day prior. Inform the Station Commander of any
change to the meal count.

d. Load COl event participants into RZ as appropriate.

e. RER expenses must be documented for reimbursement. Recruiter will use the local voucher module in
the Defense Travel System (DTS) and upload a spreadsheet with individual expenses or list each expense
individually in DTS.

f. Keep the Station Commander informed on the status of COI.

Chapter 3
Policy

3-1. Program Authority

The policies in this regulation are established based on the provisions of Chapter 5, AR 601-2 (Army
Promotional Recruiting Support Programs). Should any provision of this regulation conflict with AR 601-2,
the Army regulation takes precedence.
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3-2. Command Oversight
a. USAREC will use MMS to track and monitor events to ensure purpose and costs meet the necessary criteria.
b. Brigades will use MMS for all COI events regardless of cost.

3-3. Procurement Authority and Local Servicing Contracting Officer

Commanders will procure COI events according to policies and procedures established by the servicing
contracting officer. Commanders will use the Government purchase card up to the maximum allowable level to
facilitate vendor payment.

3-4. Fund Utilization
a. Funds for COI events will be used to pay only for meals, refreshments, and non-alcoholic beverages.
Cost limits must include gratuity and non-exempt tax to prevent underestimating the cost.
b. US Code, Title 10, Subtitle A, Part Il, Chapter 31, Section 520c is the authority for expenditure of
appropriated funds on small meals for the purpose of military recruiting. Funds will be expended as follows:
(1) Persons who are objects of Armed Forces recruiting efforts.
(2) Persons whose assistance in recruiting efforts of the Army is determined to be influential.
(3) Members of the Armed Forces and Federal employees when attending recruiting functions
according to an official requirement to do so.

3-5. Spending Limits

a. Battalion Commanders may approve events up to $1,500 according to AR 601-2. The Commanding
General (CG), USAREC establishes authority to grant exception to policy for events up to $3,000 to
Brigade Commanders.

b. Events are limited to small meals within local, per meal per diem limits. Refer to www.gsa.gov for
current, per meal per diem limits for guidance on the maximum allowable cost for meals within the local
area.

c. A COl event that costs more than $3,000 or involves Temporary Duty (TDY) travel must be approved
by HQ, USAREC G7/9.

d. Requests for service require completion of the Acquisition Management Oversight (AMO) process
and also requires submission of a DA Form 3953 (Purchase Request and Commitment) for processing.

(1) Services include events that exceed the brigade approval threshold and/or include TDY. It also
covers requests for services that fall below the $2,500 threshold for using the government purchase
card (GPC).

(2) The AMO process must be completed prior to funds utilization for both service and supply acquisitions.

(3) Purchases over the GPC $2500 threshold must be submitted no less than 120 days prior to date
needed or the Mission and Installation Contracting Command (MICC) will not be able to complete the
requested actions.

3-6. Small and Disadvantaged Business
USAREC will place a fair amount of its contracts with small and disadvantaged businesses. This policy
conforms to the Federal Acquisition Regulation.

3-7. Recruiter Expense Reimbursement
Recruiters may use RER funds for mini-COIl events with three or fewer COls.

3-8. Approved Functions and Purpose

a. COl events are business and professional functions. Recruiters and commanders conduct these events
to promote Army recruiting operations. Invitations are limited to only persons who can influence the target
market or enhance Recruiter access to schools.

b. Do not routinely invite spouses of COIl. Since COIl events are business or professional activities,
spouses of COI are not normally invited to attend COI events solely because they are their spouses.
There may be occasions when, in order to address an evening board of education dinner meeting where
board member spouses are always present, it is deemed justifiable to host the spouses as well. UF 601-2.1
must state why a COI spouse was invited.

c. The COI who attends one event should not be invited to attend subsequent events on the same topic in
the same year.

(1) This restriction does not preclude COls attending as a guest speaker.
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(2) Whenever possible, commanders should include COI from the Grassroots Program into other COI events.
(3) This restriction does not apply to participation in Grassroots COIl working groups.
d. Make every effort to schedule COIl events with restaurants or other vendors that agree to only charge
for the number of meals served.
(1) Payment is not authorized under this regulation for additional meals not listed on UF 601-2.2.
(2) In the event a vendor will not guarantee per meal purchase only and no-shows occur, exceptions may
be granted by HQ, USAREC. Requests for exceptions must justify restaurant selection and document what
measures were taken to avoid no-shows.

3-9. Grassroots Outreach and Working Groups

a. The U.S. Army’s Grassroots Outreach Program is designed to ensure the value of being a Soldier
is well understood and positive attitudes toward Army service are fostered at the local level.

(1) A well-designed grassroots effort is a tool that can be used to identify, cultivate, and equip credible
COl to share the Army service story.

(2) The Grassroots Outreach Program consists of four components:

(a) Market Assessment

(b) Grassroots Working Groups

(c) COI Outreach

(d) Media Outreach

(3) Components of the model are important in establishing Grassroots Working Groups.

(4) The Grassroots Working Group is key to maintaining the formal connection between the Army and the
local community and provides continuity between outgoing and incoming Army leadership. Members of the
board help Recruiters positively connect within their communities and overcome obstacles.

b. Grassroots Working Groups are informal organizations that operate without official advisory capacity.
Informal Grassroots working groups operate under the authority of AR 360-1 (The Army Public Affairs
Program), Chapter 8 and AR 601-2, Chapter 5. Activities are limited to:

(1) Connecting with COI to positively influence their perception, attitude and knowledge about the
Army, and develop advocacy for the Army in local communities.

(2) Providing advice to Army Recruiters on recruiting activities, and participation on informal Grassroots
Working Groups (they do not provide formal advice as advisory committees or boards).

(3) Recruiting battalions may periodically schedule informal Grassroots Working Group meetings
and may provide meeting rooms and administrative support.

c¢. Prohibited Activities include:

(1) Engaging in fund raising activities.

(2) Sponsoring events for Soldiers, such as parties, meals, or entertainment, because such events are
well beyond the purpose and role of the working groups.

(3) Sponsoring events to benefit Soldiers and families. Joint Ethics Regulations (JER) prohibit
government employees from soliciting or accepting gifts from most outside sources. Consult brigade legal
advisors as required.

(4) Organize as Non-Federal Entities (NFE) or charitable organizations under IRS code 501¢(3).
USAREC activities, Soldiers and Army civilians will not participate in their official capacities in organizing,
directing, or managing NFE. Furthermore, USAREC activities, Soldiers and Army civilians will not
endorse NFE or their activities. For information about the rules for dealing with NFE, Soldiers and Army
civilians should consult their legal advisors.

d. Battalions may use appropriated funds to pay for refreshments and non-alcoholic beverages in
accordance with AR 601-2, Chapter 5 and UR 601-2, Management of Centers of Influence Events.

3-10. Frequency
Recruiting Company Commanders should conduct one COI event per calendar quarter.

3-11. Military and Civilian Employees
a. Department of the Army (DA) military or civilian personnel required to participate in COIl events
may consume meals or refreshments provided as part of the event at no cost to the member.

b. This is consistent with guidance contained in Chapter 5-2(h), AR 601-2.

c. Total Army Involvement in Recruiting (TAIR) participants may be involved in COl events. Examples include
a General Officer scheduled to speak at a COIl event and TAIR skill team demonstrators scheduled to perform at
a COl event.

d. If the presence of other than DA military or civilian personnel is deemed essential to the conduct of the COI event,
the meal for the person will be provided at Government expense.
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3-12. Prohibitions
COl event funds will not be used for any of the following:

a. Lavish or extravagant functions.

b. Expense of hiring personnel.

c. Purchase of alcoholic beverages.

d. Rental of commercial conveyances for transportation of COIl.

e. Rental of facilities, equipment, or hiring of servicing personnel.

f. Organizational anniversaries including company, battalion, and brigade level activation dates and organization
days. Army birthday events are exempt from this prohibition.

g. An event, facility, or activity where admission, seating, or other accommodations or facilities connected with the
event or function are restricted as to race, color, religion, gender, or national origin.

h. Purchase of tickets or admissions to sporting, recreational, or to other public activities

i. Entertaining individual prospects and/or applicants who are not COI.

j. Circumventing any restrictions imposed by any other directive.

k. Any purpose for which the use of appropriated funds is expressly prohibited.

I. Incidental expenses that are payable from other sources. Examples include registration fees, materials, and
costs to develop announcements and signs.

m. Medical student luncheons. These events are primarily targeted toward prospects and are covered by
centralized funding controlled by the Medical Recruiting Brigade and USAREC G7/9. Medical educator events
are paidfrom direct advertising funds the same as normal COI events.

Chapter 4
Educator Center of Influence Program

a. Commanders and local COI program managers will use Appendix D, COI Event Checklist, to plan
events and manage their program.

b. All COI events will be entered into the MMS. No cost or low cost events do not preclude entry into

MMS.

c. Ensure that no COIl event exceeds a 3:1 ratio for meal authorization - 3 COls for each Department of
Defense (DOD) person present.

(1) Ratio computation will be based upon actual attendance, not upon the total number of persons invited
to a particular event. Example: If 30 civilian COls are invited and show up for a COI event, 10 DOD
personnel would be eligible to have their meal purchased at government expense. If 25 civilian guests
attend, 8 DOD personnel would be eligible to have their meal paid for with appropriate funds. The 2
remaining DOD personnel must either pay for the meal out of pocket or not attend the event.

(2) For the COI Program, DOD is defined as a Soldier, Recruiter, GS or contract employee, Reservists,
Reserve Officer Training Corps (ROTC), Junior Reserve Officer Training Corps (JROTC) cadre and
retired military.

4-1. Objectives
a. Each battalion and brigade will participate in one annual funded tour to an Army installation for
educators and other COI to improve their knowledge of Army education and training opportunities.
b. Support the recruiting field force by improving Recruiter access to high schools and postsecondary institutions.
c. Improve the potential to produce grad I-1lIA and hi-grad accessions.
d. Solicit the support from E/COls to improve access to schools, obtain directory information, schedule the
Armed Services Vocational Aptitude Battery Career Exploration Program, and refer potential prospects to the
local Army Recruiter.

4-2. Policy

a. E/COI tours are designed to be professionally enriching experiences for educators and key influencers.
Participants will become informed supporters who can publicize and promote Army opportunities,
advertising, and recruitment with students, graduates, and other E/COls.

b. Focus tours on those places that need attention. The Army will not use tour resources in an arbitrary or
random fashion. Tours are not junkets or rewards to E/COls for cooperation with Recruiters.

c. Commanders will select participants who are key influencers and decision makers. Key influencers
among high school and college students are counselors and teachers who can testify as to the quality of Army
educational benefits and technical training. Key policy influencers are Superintendents, school board
members, Principals, and college administrators who can establish a policy to allow Recruiters reasonable
access to the campus, students, and directory information. College financial aid officers, admissions officers,
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and registrars can also support Recruiters and influence students. A key COl is a Mayor, police chief, city
council member, clergyman, job service director, or community leader.

d. Do not select all friends of the Army, but some solid pro-Army participants will be helpful. Participants
who are supportive of Army programs will be able to share their experiences with the other educators.
However, when selecting participants, the focus will be on E/COls who are open-minded neutrals or
undecided key influencers. It is not recommended to select more than one person per tour from a particular
high school, college, or business.

e. Participant limitations.

(1) Authorized participants. Regular tours require no fewer than 14 participants and three escorts. When
the number of participants falls below the required number, the battalion project officer will contact the
brigade. The Brigade Commander will decide whether it is cost effective to proceed. An undersized tour will
not proceed without written approval from the Brigade Commander. Consideration will be given to joining
battalions together for a combined tour when below 14 participants. The maximum number of participants is
40, with 10 escorts. BC, CSM, APAs and ESSs are not considered escorts; escorts should be Recruiters
and CLTs. The intent is to keep all participants and escorts together on one bus. When the number of
participants exceeds the maximum number, the Brigade Commander must give written approval.

(2) Authorized escorts. For an approved undersize battalion tour, the USAREC funded escort to
E/COI ratio will not exceed three escorts for up to 13 participants. For a regular E/COI tour, the ratio
is one escort for every four participants.

(3) Spouses will not participate on the same tour at Government expense. Similar restrictions apply to
other family members. Consideration for exceptions is given to spouses or other family members who are
legitimate COls in their own right. ESSs will vet all nominees for an E/COI tour to ensure nominee does
not have criminal charges pending to include anything that could threaten the integrity of the Army.

(4) An individual E/COI may participate in a tour no more than once every 3 years. It is not recommended to
select any guest who has attended two or more tours in the past 10 years.

(5) The command will not invite Selected Reserve members, Junior Reserve Officers’ Training Corps
Instructors, military entrance processing station personnel, Civilian Aides to the Secretary of the Army
(CASA) and Reserve Ambassadors (RA), and any other Federal Government employees. BDEs and BNs
are encouraged to utilize CASAs and RAs to help find participants and quality, decision makers to help the
BDE and BN with mission requirements.

(6) Requests with a written justification for an exception to policy (ETP) to allow these individuals to
participate (see (3), (4), and (5) above) will be forwarded to the brigade for approval and will be handled on a
case-by-case basis. The Brigade Commander must provide written approval for these individuals before
sending a written invitation. The command should make these requests no less than 45 days prior to tour
date.

(7) Students (no exceptions) will not be invited to participate on an E/COI tour.

(8) The command will treat any illness or injury which occurs during the Army sponsored E/COI tour in
accordance with AR 40-400, paragraph 3-46. (AR 40-400 should be referenced when processing
invitationaltravel orders (ITOs) or processing via the Defense Travel System (DTS) for all E/COI tour
invitees.)

(9) Ground transportation costs (bus or van) usually require a Government contract to conduct a tour on
the installation. Bus drivers are not considered participants or escorts. They are contractors who provide a
service, and the ground transportation contract will cover their expenses.

f. Geographic limitations. For tours outside brigade boundaries, a Brigade Commander’s approval
and lateral coordination with another brigade area of operation is needed. The following conditions must
apply:

(1) The sponsoring battalion has received tentative approval for the tour from the host installation both for the
desired timeframe and the number of participants.

(2) A tour of that installation is cost effective (within fiscal year (FY) budget restraints) and the expected
results justify the use of this tour site compared to other installations.

g. Tours to the Military District of Washington (MDW) will be authorized only under special circumstances.

(1) Special tours to the MDW area, which include a visit to Headquarters, Department of the Army, may
be authorized as an exception to the normal geographic limitations. Requests will be forwarded through the
brigade to Headquarters, U.S. Army Recruiting Command (HQ, USAREC), ATTN: RCME-ED, 1307 3rd
Avenue, Fort Knox, KY 40121-2725, with proposed dates at least 120 days prior to the tour and require
approval by the USAREC, Chief of Staff (CoS). Individuals invited to participate in such tours will be
prominent individuals who are of key importance in determining policy within the school district or
postsecondary institution.

(2) Tour plans should allow up to a half day at the Pentagon for a briefing by Headquarters, Department of
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the Army officials and tour of the premises. Participants will spend the balance of each tour day at nearby
Army installations.

h. There is no authorization for tours to the U.S. Military Academy or to the Military Preparatory School.
Persons who wish to tour those installations will be referred to the U.S. Military Academy.

i. Maximizing tour efficiency. The combining of undersize groups of two or more battalions to ensure a
combined tour group does not fall below 20 E/COI participants is recommended and authorized. The brigade
project officer will review each battalion’s preliminary tour plan and will discuss with the battalions the
combining of tours to efficiently use that host installation's resources. Also authorized: attaching
participants from one battalion’s tour to another battalion’s tour to maximize tour participation.

j- Tour cancellations. Commands will issue invitations with the understanding that if the tour is canceled
for any reason, such cancellation will be announced one week prior to the departure date. To minimize tour
cancellations that result when a participant drops out at the last minute, the nominating Recruiter or
Recruiting Station (RS) Commander will contact the invitee 7 to 10 days prior to the departure date. In the
event that a participant must cancel or might not show; the Recruiter will immediately contact the project
officer. The project officer will then seek a replacement to keep the tour group size large enough to proceed.
When the host installation or brigade deems a tour group is too small to justify conducting the tour, the battalion
project officer will promptly notify all participants of the tour's cancellation.

k. Media participants: Media representatives may accompany tours with the approval of the Public Affairs
Officer (PAOQ) of the installation on which the tour occurs and the brigade Advertising and Public Affairs
(APA) Chief.

I. A well-planned tour itinerary will include installation briefings, lunch with Soldiers, Soldier panel, and
hands-on activities (see Table 1). Tours will be a multi-day event not less than 2 days, not to exceed 5 days,
including travel. A tour day usually consists of 8 hours with a lunch break. Project officers may also arrange for
participants to voluntarily join in organized free-time activities. Such activities may include dinner or a tour of
local historic sites.

—Ig?{?lc?l 1T_c-ur itinerary (recommended activities)—continued
5 Observe (infantry, amor, arillery) training exercises.
G Attend graduation ceremonies (BT andior AIT).
T Lunch in military dining facility (interact with Soldiers).
8 Conduct a tour of the bamracks.
=] Attend simulation exercise (hands-on).
10 Guided tour of military museum.
11 Attend K-9 demonstration.
12 Visit andfor attend briefing at the Army education center.
13 Conduct Soldier paneliSoldier education panel.
14 Observe confidence training andf/or weapons training (hands-on activity).
15 Briefing and/or tour medical facilities (hospital).
16 Attend Ammy values briefing.
17 Visit post exchange.
18 Tour AIT schools (language, medical, etcetera).
19 Tour morale, welfare, and recreation facilities (child care, youth centers, etcetera).
20 Lunch at installation morale, welfare, and recreation club facilities. Example: Leaders Club,
All Ranks Club.
21 Wisit a noncommissioned officer academy'.

Table-1 E/COI Tour Itinerary

4-3. Responsibilities
a. Commanding General, USAREC, will exercise overall supervision of the USAREC E/COI Tour Program and will:
(1) Provide policy and general guidance.
(2) Disburse necessary funding support to Brigade Commanders.
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(3) Delegate to Brigade Commanders the approval authority to approve requests for ETPs that pertain
to participants, locations, and tour size.

(4) Delegate to the CoS and/or Deputy Commanding General the authority to approve tours to the MDW.

b. Assistant Chief of Staff (ACoS), G4/8, will:

(1) Coordinate current and subsequent FY funding requests and provide support through the regular
processof the budget cycle.

(2) Provide funding allocation to brigades. Monitor status of brigade funds utilization. Ensure
appropriate USAREC regulations include proper funding policies, procedures, limitations, and
safeguards.

c. ACoS, G7/9, will:

(1) Serve as proponent for inquiries on the conduct of the tour program generated at brigade and battalion level.
(2) Receive and review initial and quarterly tour reports from brigades.

(3) Serve as proponent for the tour program.

(4) Serve as HQ, USAREC point of contact with Army installation staff offices handling E/COI tours.

d. Brigade Commanders will:

(1) Exercise overall supervision of the brigade-sponsored tours.

(2) Monitor and control all tours to ensure maximum participation and most efficient use of resources.

(3) Appoint a brigade tour project officer, normally the brigade education services specialist, with
responsibility and authority for management of the brigade’s E/COI Tour Program. Further assign this person
to serve as project officer, when appropriate, for brigade-wide tours.

(4) Review each battalion’s preliminary request for coming FY tours. Provide written notification to
battalions on tour status (approval or disapproval) by 1 September. Avoid scheduling tours during the
first quarter.

(5) Act as the approval authority for undersize (under 14 participants) and oversize (over 40 participants)
battalion E/COI tours. When tours fall below 14 E/COI participants, contact the host installation and then
determine if it is cost-effective to proceed. Undersize and oversize battalion tours will not commence
without the Brigade Commander’s written approval.

(6) Act as approval authority for subsequent battalion tours.

(7) Act as the approving authority for ETPs that deal with participant limitations in paragraphs 5e (3), (4),

(5), and (6).

e. Brigade project officers will:

(1) Develop, publish, and disseminate local guidance for conducting battalion E/COI tours.

(2) Submit an initial USAREC Form 601-2.3 (E/COI Tour Program Report) (see Fig 1) listing projected tours
for next FY to HQ, USAREC, ATTN: RCME-ED, by 1 July. This projection is to be approved by the Brigade
Commander. Along with the initial report, forward any requests by battalions with endorsements and
justifications for an ETP to tour the MDW in the coming FY. HQ, USAREC, G7/9, Education Division, will provide
the brigade project officer with a response to the ETP prior to the upcoming FY.

(3) Submit a quarterly USAREC Form 601-2.3 (see Fig 2) to HQ USAREC, ATTN: RCME-ED, by the 15th of each
month following the quarter. Include in the report any tour change based on rescheduling or add-on tours.

(4) Collect and review requests for battalion E/COI tours. Review requests to ensure battalions are
meeting the intent of this regulation and using proper procedures. Review submitted documentation for E/COI
tours and DA Form 3953 (Purchase Request and Commitment) and forward submitted documentation to the
brigade budget office for further review and processing. Note: Contracting and AMO packet process is
separate from the E/COI tour process.

(5) Notify battalion project officer of the tour approvals. Monitor requests to ensure Battalion Commanders
have screened each invitee list. Project officers will ascertain that only authorized participants are invited, and
will evaluate each battalion’s E/COI tour agenda to ensure it meets guidance.

(6) Control and monitor tour participants of combined battalion E/COI tour groups to maximize group size.

(7) Review, evaluate and maintain a copy of battalions’ after-action reports (AARs). Ensure battalions are
following proper procedures in accordance with brigade guidance. Ensure an analysis of the AAR is uploaded in
EMM for completed tours which will include the intent, best practices, return on investment (meet the intent),
follow-up activities, and recommendations to HQ, USAREC, G7/9, along with lessons learned and best practices
for publication. Keep a copy of battalions’ AARs for the current FY and the two previous FYs on file at the brigade.

f. Battalion Commanders will:

(1) Appoint a tour project officer (normally the battalion education services specialist) to plan, manage,
coordinate, and accompany the tour as the Project Manager to oversee all aspects of the event. Direct the
fusion team to assist as needed necessary to help streamline the actionable requirements, i.e., social media,
funding the event, taskers, contracting requirements, GPC purchases, IPRs, Fusion Cell team for
recommendations to ensure the best areas for nominations A checklist of important functions (tasks) to be
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completed by the project officer is at Table 2.

Table 2: E/COI Tour Chacklist
ACTION TIME LINE

Call host installation PAD to determine the lead time needed to support a tour. 5t up tentative tour dates. Get add ress and
telephone number of host installation point of contact. Make a record of the comersation. 120-180 days

Send out official letter (s2e fig. 4) requesting host installation support to conduct a tour. Confirm tour dates and indicate the
number of participamts. Request spedfic activities be incduded in the itineran. 90-120 days

“Salicit EACO tour mominees from company cormmanders. Provide commanders with tour information gthat is, dates, location,
tentathve itinerary tansportation armngements, and cost irvobred (per diem). Indicate number of tour seats alloted par
company and suspenss date for tour mominees

-Contact two to three hotels close to the host installation to get a cost analysis and room evailability. Inquire as to services

prowvided shuttle, hospitality room, restaurants etc) and follow current cortracting quidelines if contracting lodging. 7590 days
- Check on the cost of airfare, bus tmnsportation, and rental wehicles and follow current contracting guidelines if contracting
transportation.

-Submit proper docurmenation D& Form 3953 to brigade project officer for hotel contract or select hotel and book rooms if not
contracting. Request hotel brochures and inguire about tax exempt and procedures.

-Get information on host installation and local area (chede with kecal chamber of commernce). 60-75 days
-Finalize arra ngements (Cost and service) for ground transportation {commercial bus or van).

-Oibtain tour nominations from cormpany and AC commanders. Assess tour nominations and selecr participants. Conduct
follow-up with the participants selected to ensure that they are still interested in going on a tour. Inform them they will reocsive
an official imvitation fror the Battalion Comrmiancer.

-Send out forrmal letter of invitation to each B'OOI (seefig. 5)

-Send a list of the participarts seleced to the company commandes RC cormmander and nominsting recruiter

-Ensure the RC commander and nominating recuiter fiollow-up with imvitees. Hawve they receired their imeitation? Are they still
planning to attend? A5-60 days
-Arrange forairtevel imumber of projected participants)

-Firm up a list of participarts. Forinvitees whio accept, obtain their social sscurity numbers and horme addresses for usein
preparing ITOs and entering information imto DTS,

-Senid out information packsts. Incuds information on appropriate dress, flight times, hotel, per diem, and ground 20-45 days
transportation.

-Contact host installation point of contact to check on the tour status and review the proposed itinerany.

~-Coomdinate with the resounce management specialist and request ITOs for each tour partidpant. Provide a list of participants
-Ensure the nominating recruiter or BC Commander contacts hisfher BCOIs and armanges a militany escort to and from airport.
dentify battalion escorts fortouwrs. Tours should indude the project officer and battalion cormrmander.

-The Battalion Commander will sslect additional escorts.
21-30 days
-Contact hotel and finalize times. Send the hotel a point of contact a guest list of tour participants.

-Contact EACOI participants to ensure recuiters have armanged transportation to and from the de parture location (airport).

Table-2 E/COI Tour Checklist

15 June 2015 UR 601-2



Table 2: E/COI Tour Ckist(Cont)
ACTION TIME LINE

-Send a list of OO participants to the host installation point of contact.

; ) . - : 14-21 days
-Provide a list of EAZQI partid pants to the travel agent to confirm and seoure aifdine esensations

-Assemble information packets to be handed out prior to departure. Indudein the packet: Travel onrders, travel voucher, pen,
notepad, pay chart, recruiting publicity iterns, and USAREC Form 601-2.4. Remind RC commanders and nominating recruitersto | 7-14 days
contact their EACOIs to confirm tour participation. Malke any necessary adjustments to hotel and flight armangements.

-Obtain final E'OO tour itinerany from host installation. Place itinerary in information packet. Ensure recruiters have followed up
witth EFCOIs. Act on tour cancellations (irvite an EAOOI from the alternate list).

-Report undersized tourto brigade. Undersized tours may procead only with Brigade commander's approval.

-Ensure all B'COIs are contacted prior to departure date, either by the recruiter or telephonically by the project officer. Heed to
eliminate no-shows up front so changes can be made. 1-7 days
-Finalize tour. Make any necessary changes and adjustrments.

FOLLOW UP ACTIONS

- Forward copy of USAREC Form 601-2.4 to responsible RC commander or recruiter.

-Complete E'COI travel vouchers in OTS for final mimbursement.

1-2 days
-Send a Thank You and follow-up letter to all E'COI tour attendees within 2 weeks of completion of the tour

1-15 days
- Complete AAR and upload in BMM and notify brigade.

15-30 days

Table 2 E/COI tour checklist-
continued

(2) Submit a request for approval of the E/COI tour (see Fig 3) to the brigade for approval.

(3) Establish procedures for using funds allocated from the brigade to ensure invitees and
participants meet program objectives.

(4) Evaluate the company tour nominations to ensure they meet the objectives and determine which
nominees offer the best potential return on investment. The recommendation is that multiple guests from
one school, college, or business not be invited on the same tour.

(5) Request in writing, to the Brigade Commander, justification for any ETP that deals with participants,
location and tour size. Any exceptions regarding tour participants require written approval from the Brigade
Commander prior to sending out E/COI tour invitations.

(6) Accompany the battalion tour as an escort.

(7) Send a thank you and follow-up letter to all E/COI tour attendees within 2 weeks of completion of the tour.

g. Battalion tour project officers will:

(1) Coordinate development of the coming FY’s preliminary tour plan. Request support from an Army
installation to host a tour (see Fig 4). Host installations normally require a written request at least 120 days in
advance.
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(2) Be responsible for timely accomplishment of the planning, administrative, logistical, and follow-up
requirements for the battalion tour (see Table 2). It is important to ensure this timeframe is adhered to.

(3) Submit necessary documentation for E/COI tour (DA Form 3953) to the brigade project officer for
review and approval.

(4) BN project officer will follow current contracting guidelines if contracting transportation or
lodging accommodations for tour attendees.

(5) Evaluate and prioritize all tour seat nominations submitted by Company Commanders.

(6) Review previous E/COI tour AARs prior to planning current year tours. Ensure that planning precautions
are taken to avoid stumbling blocks; that the targeted host installation has tentatively accepted the tour dates
and that commercial bus transportation at the tour site is available. Make these arrangements before sending
written invitations.

(7) Forward the names and media affiliation of nominees who are members of the media to the
battalion APA chief. The brigade and host installation must clear these nominees before sending written
invitations.

(8) Verify the names, titles, and addresses of nominees for accuracy with the sponsoring Recruiter.

(9) Send out letters of invitation (see Fig 5). Once they have been mailed, check with the Recruiter to
confirm that the nominee has received the invitation. For invitees that accept, obtain the necessary information
for use in preparing their invitational travel in DTS. Ensure a follow-up call is made to confirm participation. In
accordance with paragraph 5e(6), written approval from the Brigade Commander is required prior to sending
invitations to those guests requiring an ETP.

(10) Coordinate with the resource management specialist to enter tour participant information into DTS. The
resource management specialist will track battalion expenditures. Troubleshoot any problems that occur and
ensure that required ETPs are in place before the tour proceeds.

(11) While on the tour, assist participants in completing their reimbursement request forms. Arrange for a
specific time and place for doing this at the end of the tour.

(12) Review all E/COI travel voucher information and submit to the appropriate POC to load it into DTS for
reimbursement. Tour participants may not request advance per diem payments.

(13) Ensure each participant completes USAREC Form 601-2.4 (see Fig 6) and attach copies of the
completed forms to the AAR. Also, forward copies to each participant’s respective RS for follow-up.

(14) Complete a tour AAR (see Fig 7) and upload in EMM. Attach a copy of each participant's tour evaluation.
Suspense to Brigade is 15 days following completion of the tour.

(15) Request support and approval from the brigade for additional tours (see Fig 8). Requests should be made
120 days prior to tour date and require brigade approval to proceed.

(16) The tour project officer may conduct a reconnaissance tour to the host installation using battalion
mission funds to ensure that the battalion tour runs smoothly.

h. Battalion APA chiefs will:

(1) Request prior approval of the brigade and host installation PAO when a member of the media is
nominated to accompany a tour. The battalion project officer will provide the media person's name and
affiliation. Provide the battalion project officer with the decision on whether media can participate.

(2) Be responsible for planning public affairs coverage of the tour, developing articles of special interest, preparation
of news releases (with photos), and distribution to hometown newspapers for each participant if desired.

(3) Coordinate with the installation being toured for appropriate photography service, when available.
Otherwise, arrange for the project officer or an escort to take one or two group pictures. Provide one group
photo to each tour participant as a souvenir, if desired, by the commander. The local Recruiter should make
delivery of the photo during a school visit.

i. Company Commanders will:

(1) Evaluate and prioritize all needs for the tour participant’s seats. Confirm the justification for each.

Forward a recommended nominee list for the battalion tour to the battalion project officer within the
required suspense.

(2) Ensure RS Commanders and Recruiters provide nominations for tours, with appropriate information on
how their nominee’s participation would have a positive impact on recruiting.

(3) Ensure that, after the tour, Recruiter follow-up takes place to derive benefit from each attendee’s

participation. Relay results to the battalion tour project officer as appropriate to justify the continuance of the

program. If some of the results surface later, forward a supplemental note to the project officer referencing the
tour.

j- RS Commanders will:

(1) Forward nominee information to the Company Commander. Ensure that the custodian of the school zone has
evaluatedthe market and has identified key E/CQOIs whose participation may eliminate some barriers to recruiting.

(2) Allow the Recruiter enough time, once the command selects a nominee for a tour and the project officer
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requests the assistance of the sponsoring Recruiter, to encourage the E/COIl's acceptance and to keep the E/COI
who accepts motivated so they will not cancel.

(3) Ensure proper Recruiter follow-up takes place to derive benefit from each attendee's participation. Ensure the
local Recruiter receives a copy of USAREC Form 601-2.4 which lists the services and information requested by the
E/COI participants.

k. Recruiters will:

(1) Assess their school market and review assigned school zones to identify key influencers and policymakers
whose participation on a tour may eliminate some barriers and would have a positive impact on recruiting.

(2) Submit their nominations (name, title, and address) through the RS Commander to the Company
Commander. Provide accurate address information for written invitations. If a member of the news media is being
considered as a nominee for the tour, also provide the news affiliation. The brigade APA and host installation PAO
must pre-approve news media nominations before sending any invitations.

(3) Avoid promising tour invitations to E/COls until the tour project officer informs Recruiters that the E/COI will be
invited.

(4) Follow-up with the nominee to ensure receipt of the tour invitation. Recruiters will call invitees 3 to 5 days
prior to the tour to remind them of departure arrangements, answer questions, and obtain invitee reassurances that
they are participating on the tour. Tour cancellations will be reported immediately to the battalion project officer.

(5) Escort and transport tour participants to and from the departure point.

(6) Immediately following the tour, make arrangements with the E/COI participants to achieve objectives. Follow-
up on any requests for services or information as indicated on their completed USAREC Forms 601-2.4. Inform
the RS Commander of the results of follow-up visits.

4-4. Types of E/COI tours

a.Regular tour. Planned and conducted by one battalion and one brigade. A regular tour will have at
least 14 E/COI participants. All organizational and functional responsibilities are tasked to the battalion
project officer.

b. Combined tour. Includes participants from two or more battalions. Each participating battalion will have
its own project officer for the tour. The project officer will participate in the tour as an escort. The brigade will
designate one battalion as the lead.

(1) The lead battalion / brigade plans, organizes, and controls the tour and assumes command
responsibility for all participants.

(2) The lead battalion / brigade project officer will complete the Army command (ACOM) support
request (see Fig 4) and coordinate with the host installation.

(3) When planning and conducting a combined tour, each battalion / brigade’s project officer will be responsible
for their own participants’ travel arrangements and for submitting their travel vouchers. Also, each battalion project
officer will obtain a USAREC Form 601-2.4 from their participants then complete an AAR and upload in EMM (see
Fig 7) to the brigade.

(4) A combined tour requires at least 20 E/COI participants. Combining undersized groups from two or
more battalions is encouraged. However, when two or more battalions decide to run a combined tour, a
larger number of participants will maximize host installation resources.
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EI/COI Tour Program Report

(For use of this form see USAREC Reg 801-2)

Recruiing Brigade: Project Officar: FY:
TweolRepot  htal [ | tsaw [ | maw [ | wor [] e []
Humber | Number Total No. | Tofal Ne.
Type of Tour Dates of Army of of AAR Cwerall | Reir Sves nfia
Recruiting Battafion Tour Status Toar Installation EiCOIs | Escorts | Complete | Rafing | Requested | Requested Comments

USAREC Form 601-2.3, 25 June 2015 (THIS FORM REFLACES USAREC FORM 1220) V.00
Figure 1. Sample of a blank USAREC Form 601-2.3 for the initial report
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E/COM Tour Program Report
[Far s of this form s USARES Rag 6042

Reznuing Srgade 3rd Rictg Bde smpect omee Mr. Donald Smith Fv: 2015
Ties of Report m [ tmer [ wor [X]  wor [ e
Mumber | Bumber Tofal Mo | Total Mo.
Tipe o Towr Dates Ay ot o | aR | oveml |Rormes| mm

Recruting Bamaion Tour Eahu Tour metwaton | SCOI | Escors | Compate | Ratng | Reguestes| Raguested Commants
Chica qa Aegular Conducted | 1821 Mo 14 | P Camptaitir 17 3 Yes et | 48 &1
Cleveland Combined | Projecte | F2MAV1S | FL 0o Y 10 |2 Camare e ot o
Columbus Combined | Projected 1-3May15 | Ft.Keox kY 15 |2 L e st s Comr
Great Lakes Reguiar Conducted N = 27 3 Mo bl porhcies lourluwating AR
||'|di3l'|3pl:lli5 Requiar Conducted | 11719Mew 13 | L Recko AL 23 3 Yos ket | ) a3 A Corm plstn Great 4

; 234 Jun 15 | FL Benning GA -
Milwaukee Requiw  |Projected | 2 240M13 eg w |2 prr—
Minneapaolis Requise | rojected | 1721 May13 |Lickonst ) 55 |3
: : £ L o, K

Nashville Reguisr | Projected | 14170015 % |3
USAREC Form &01-2.3, 25 Jume 2015 [THIE FORM REFLACEE USAREC FORM 1220) V1.00

Figure 2. Sample of a completed USAREC Form 601-2.3 for quarterly report
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(Letterhead)
SUBJECT: (Battalion/brigade) E/COI Tour Plan for

FY

1. Request approval of the preliminary E/COI tour plan at enclosure 1 (include the host
installation, tour dates, number of tour participants and escorts, and estimated cost). All
requested tours outside of the brigade’s boundaries require additional justification.

2. Justification for requested out-of-brigade boundary tours is also included at enclosure
2. Include information such as cost comparison, tour dates availability and/or non-
availability,reasons closer alternative sites are inappropriate, special nature of the tour
sites (for example, BT,AIT), and any other reason to justify out-of-boundary tour.

2 Encls Battalion Commander

Figure 3. Battalion request for E/COI tour approval
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(Letterhead)

SUBJECT: ACOM Support Request - E/COI Tour (Date and Location)

1. This confirms initial telephonic coordination between (four project officer),
(name ofbattalion), and (post point of contact), on (date of telephone
conversation).

2. Request support of a tour to your installation which will include (projected number of
participants and escorts) from the (name of battalion) Recruiting Battalion. The group
will arrive at your installation (projected date and time). The senior military member on
the tour willbe (rank with first and last name). (Note any special requests agreed upon
with the installation point of contact.)

3. Request the key items on the enclosed list be included in the tour itinerary.
4. Point of contact is (project officer's name and telephone number).

FOR THE COMMANDER:

Encl (Signature Block)

Figure 4. ACOM support request for E/COI tour
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(Letterhead)

Dear (E/COI):

On behalf of the U.S. Army Recruiting Command, I would like to extend an invitation for
you to visit (location and dates). We have planned an Educator/Centers of Influence Tour of
(installation) activities to include briefing and discussions of current and future Army
programs. You will have the opportunity to observe (basic training, advanced individual
training) and visit with young Soldiers. The education and training opportunities available to
students in America’s Army cannot be overlooked. We firmly believe that the Army affords all
high school graduates, both male and female, with a very favorable alternative to civilian
employment. Therefore, we are extending this invitation to selected high school, college, and
community officials to tour the (location) Training Center to experience and gain firsthand
knowledge of the opportunities afforded our Soldiers.

The U.S. Army Recruiting Command will pay the expenses incurred by participants on this
tour. Payment will be through reimbursement of funds spent by each individual for hotel
rooms, meals, and other authorized expenses. Travel arrangements have been made through
(airline) and tickets will be furnished to each participant, at no cost, at the time of departure
from the airport. The tour schedule will be:

a. (Date leaving): (Departure time, airport, airline, flight number, and arrival time).
b. (Date returning): (Departure time, airport, airline, flight number, and arrival time).
c. While in (location), tour guests will be staying at (hotel, address, and telephone number).

My representative, (name of project officer), will be calling your office to provide a more
detailed itinerary, answer any questions you might have, and accept your reservation should
you be able to join us. The Army is looking forward to the opportunity to have you travel with
us on this tour and hopes you will find it educational and beneficial to the students and youth
you serve.

Sincerely,

Battalion Commander

Figure 5. Letter of invitation to E/COI
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E/COI TOUR EVALUATION

{For use of this foom see USAREC Reg 601-2)

Participant Infermaton

Tour Information

Mame:
Stanley Shokonis

Battalion:
Harmrisburg Bn

Position:
Guidance Counselor

Tour Installation:
Ft. Benning. GA

School or Onganization
Pittsom Area High Schaool

Tour Dates:
24 Apr 15

Telephone Number:
(570) 555-1234

Tour Project Officer:
Eileen Bailey, ESS

E-mail:
sshokonis@pahs_pa.edu

E-mail
eileen_bailey. civi@mail.mil

Thank you for participating on this year's Educator/Centers of Influence Towr to an Army installation. We hope that the knowledge and information
you received about America’s Ammy will be of value to you when advising young men and women on career options and opportunities. In order to
evaluate this tour and help us plan more effectively for fubure tours, we request that you answer the following questions:

1. Hawe you had prior experience with or exposure to the Army?

If o, what type?

[IYes  [%IMNo

2. Prior bo this tour | would hawe rated my knowledge of Army training and educational programs as:

:| Excellent D Good

D Poor

3. Hawe your perceptions of the Army changed as a result of this tour?

» More Favorable

[[] Less Favorable

] same

4_What was the most informative and/or interesting section or part of the tour?

Confidence obstacle course
Meeting and talking with Soldiers at lunch.

5. What was the least mformative andior interesting section or part of the tour?

Classroom briefing
First day too long.

. The owerall rating of this educator’centers of infuence tour is:

] Excellent [] Good

[[] Poor

USAREC Form &01-2.4, 1 January 15

THIS FORM REPLACES USAREC FORM 1221

Figure 6. Sample of a completed USAREC Form 601-2.4

Vi.00
Page 1 of 2
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7. Please check each box of the senvices and information you are requesting.

a. How can the Amy help you'?
[] Recniiter presentations to my classes/schood on Army resources andior cpponunities
[¥] Host a carser day or job fair booth at my school
|:| Provide an Armny literabure rack in the career center

[¢] Discuss Army careers with studentsfaculty

b. How can you help the Armmy and your students?
[] Refernterested youths to the kocal Amy recnuiter

[*] Encourage students to use MarchZ Success (wew.marchZsuccess.com)

E] Encowrage your school to use the Armed Services Wocabtional Aptitude Battery Career Exploration Program (ASWAB CEFP)
[[] Assistwith the release of student directory information in accordance with the No Chidd Left Behind Act (WCLE)

|:| MNominate educators and key influencers for the next Army Educator Tour

c. Please provide more information on:

[] Montgomery Gi Bl and Post 8/11 Gl Bl [[] Conciwrent Admissions Program (ConsF)
[[] Loan Repayment Program Cash Bonuses
[] In-Semrice Education Programs (Tuition Assistance) [] MarchZSuccess (MZS)
|:| 2-Year and 2-Year Enlistrment Options D EducatorCOl Tour
[ Values Training € ASVABICEP
[[] ScholarAthlete Program i
[] GoArmyEd
[ U.S. Army Military Academy at West Point
D Army Civilian Acquired Skills Program
d. Other comments:

USAREC Form 60-2.4, 1 January 15

Figure 6. Sample of a completed USAREC Form 601-2.4 (Page 2)

Page 2 of 2
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(Letterhead)

SUBJECT: E/COI Tour After Action Report

1. An Educator/Centers of Influence (E/COI) tour was conducted to (Army
installation, tourdates, and number of participants and escorts). See a list of
participants and their school or community affiliation at enclosure 1. (State the
specific objective sought and achieved for each E/COI.)

2. The host installation provided adequate support (if significantly inadequate,
explain). The installation’s tour itinerary is at enclosure 2.

3. Overall the participants rated the tour as (see USAREC Form 601-2.4, item 6).

4. The primary purpose of the tour was to create favorable awareness of Army options
and opportunities. The secondary purpose was to request support from each E/COI
participant. There were a total of requests for recruiter
services and a total of requests for information
(seeUSAREC Form 601-2.4, item 7). The evaluation forms containing this information
were forwarded to the responsible recruiters for immediate follow up.

5. List the number by category for each request for recruiter service.
6. List the number by category for each request for information.
7. Problem areas (indicate whether resolved or still needs to be addressed).

8. Recommendations.

Encls Battalion Commander

Figure 7. Sample E/COI tour AAR
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(Letterhead)
SUBJECT: Request for Approval and Funding for an Additional E/COI Tour in FY'
1. Request for approval of an E/COI tour to (location) on (dates).

2. Justification required. For E/COI tours outside of the brigade boundaries
include costanalysis (cost per person) and targeted objectives.

3. Tour specifics:
a. Tour dates including travel days.

b. Number of tour participants and escorts. If available, enclose a roster (name,
title, andschool or organization) of the invitees and benefits sought from each.

c. The proposed itinerary is enclosed.
d. The estimated cost (travel, per diem, bus, etcetera).

e. The battalion will send (insert titles of battalion personnel assigned to
participate) tosupervise the tour.

FOR THE COMMANDER:

Encls

NOTE: Use this request for additional E/COI tours during the FY.

Figure 8. E/COIl additional tour request and approval
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Chapter 5
Procedures

a. Commanders and local COIl program managers will use Appendix D, COIl Event Checklist, to plan events and
manage their program.

b. All COI events will be entered into the EMM.

(1) No cost or low cost events do not preclude entry into EMM.

(2) Brigades and battalions will follow procedures established in the USAREC EMM Standard Operating
Procedures (SOP) for entering and tracking COI events.

c. Ensure that no COIl event exceeds a 3:1 ratio for meal authorization - 3 COls for each Department of
Defense (DOD) person present as stated Chapter 6, paragraph 2 (c), AR 601-2.

(1) Ratio computation will be based upon actual attendance, not upon the total number of persons invited
to a particular event. Example: If 30 civilian COls are invited and show up for a COl event, 10 DOD
personnel would be eligible to have their meal purchased at government expense. If 25 civilian guests
attend, 8 DOD personnel would be eligible to have their meal paid for with appropriate funds. The 2
remaining DOD personnel must either pay for the meal out of pocket or not attend the event.

(2) For the COI Program, DOD is defined as a Soldier, Recruiter, GS or contract employee,

Reservists, Reserve Officer Training Corps (ROTC), Junior Reserve Officer Training Corps (JROTC)
cadre and retired military.

Chapter 6
After Action Reports

a. After-action reports (AAR). The Recruiter, Station Commander, or Company Commander will complete UF
601-2.2 for each
COl event. (Appendix C). Reports will be dispatched as follows:

(1) By the Company Commander to the Battalion Commander not later than the close of business
on the third business day following the event or function.

(2) By the Battalion Commander to the Brigade Commander not later than the close of business
on the fifth business day following receipt of UF 601-2.2 from the Company Commander.

b. Battalion program managers will consolidate COI event AAR (UF 601-2.2) submitted by their Company
Commanders and post an electronic copy in the MMS. Brigades are required to submit post-event data for
events regardless of the cost no later than 20 days after event execution.

¢. The AAR prescribed in the MMS is the USAREC standard for capturing event returnon investment.

Only the owner of the event or system administrator will prepare and upload the AAR.

Chapter 7
HRAP Introduction

7-1. Purpose

a. The Hometown Recruiter Assistance Program (HRAP) allows Soldiers to assist with the Army’s recruiting
mission. Soldiers, enlisted and officer, are encouraged to participate by assisting local recruiting units with various
recruiting events, targeting individuals interested in joining the Army. Soldiers share their Army experiences
through their Army story and serve as the face of the Army, representing their units in local communities across the
nation.

7-2. Policy

a. In coordination with CG, TRADOC (SRO), the DCS, G—1 has overall responsibility for maintaining policy and
procedures for these programs.

b. The CG, HRC will—

(1) Control personnel actions for HRAP and SRAP under this regulation.

(2) Effectively promote these programs within the personnel community.

c. The Commanding Generals of Training and Doctrine Command (TRADOC) and all ACOMs will—

(1) Ensure all installations establish an HRAP and SRAP point of contact for processing electronic applications
using the HRAP website: https://hrap.goarmy.com.

(2) Educate commanders at all levels of the Army on these programs and their importance in the recruiting
process.
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(3) Ensure all Soldiers receive a safety briefing prior to traveling to HRAP or SRAP duty location.

d. The CG, USAREC has overall responsibility for HRAP and SRAP and will—

(1) Establish a program manager responsible for supervising and managing the HRAP and SRAP programs.

(2) Educate commanders at all levels of the Army on these programs and their impact on recruiting mission
achievement.

(3) Publish supplemental guidance with respect to the operational and functional requirements internal to
USAREC.

7-3. Responsibilities

a. CG, USAREC has overall responsibility for HRAP and will appoint an HRAP manager to monitor and manage
the command’s program. The HRAP manager serves as liaison between major Army commands and
Headquarters, Departments of the Army, to identify and resolve any problems with a Soldier’s application and/or
duty.

b. USAREC G3 Programs will serve as the CG, USAREC HRAP manager and will provide training to all of
USAREC on HRAP policies and procedures. Serve as the liaisons between CIMT and USAREC on all HRAP
compliance. Enforce brigade and battalion compliance on this regulation.

c. Brigade Commanders will ensure battalion commands are aware of HRAP and its importance to the recruiting
mission. Appoint a primary and alternate HRAP manager to maintain the brigade’s program and establish points of
contact with all Army Installation Commanders in their Area of Operations (AO) in order to encourage HRAP
participation.

d. Battalion Commanders will ensure Company Commanders and Station Commanders are trained on the
HRAP recommendation and approval procedures.

(1) Appoint a primary and alternate HRAP manager to maintain the battalion’s program. The battalion HRAP
manager will inform companies and recruiting stations of any program changes received from the brigade HRAP
manager. They will manage the program and monitor the HRAP system to ensure company and station
compliance.

(2) The battalion Advertising and Public Affairs section must work closely with the Soldier performing HRAP duty
and the battalion staff

(a.) Provide news release information to local media about the Soldier, paying particular attention to community
newspapers and local radio stations.

(b.) Write a feature news release, with photographic support, and send to the media in the areas where a Soldier
had an outstanding tour of duty.

(c.) Arrange public forums such as local radio and television talk shows, civic and business clubs, and
educational associations, for Soldiers to share their experiences.

e. Company Commanders will ensure Station Commanders and Recruiters are familiar with HRAP procedures.

(1) Ensure efforts are properly directed toward generating quality referrals and enlistments.

(2) Ensure all Station Commanders are trained on HRAP policies and procedures.

(3) Enforce compliance within the HRAP system.

f. Station Commanders and Recruiters will be familiar with the HRAP application process. The HRAP website
and IKROme applications are used to process applications, create HRAP assignments, verify departures from the
training base, and verify arrivals at the recruiting station. Access to the HRAP system is restricted to authorized
Army personnel (military and civilian). Recruiting personnel must contact their unit information management officer
(IMO) for access via IKROme Portal.

(1) Request Soldier return for HRAP duty in the remarks section of the Future Soldier's DD 1966 prior to
enlistment.

(2) When a Soldier nears graduation, all Soldiers requesting HRAP or requested for HRAP will be automatically
entered in the HRAP application in IKROme. Company Commanders and Station Commanders have 14 days to
approve their requests.

(3) Station Commanders will incorporate all approved HRAP Soldiers into the station Recruiting Operation Plan
(ROP).

Chapter 8
Soldier Qualifications

Soldiers requesting HRAP duty must meet the following criteria:

a. Must be an Army Civilian Acquired Skills Program (ACASP), Advanced Individual Training (AIT), One Station
Unit Training (OSUT) or Officer Candidate School (OCS) graduate. After completion of one of these courses,
Soldiers with follow on training (i.e., Airborne School) are eligible to participate upon completion of follow on
training. These Soldiers may also be considered for participation while waiting for a class date, time permitting.
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. Be a high school graduate with a diploma.
. Volunteer to perform duty in a permissive TDY status at no cost to the government.
. Reimbursement for per diem, travel and lodging is not authorized.

e. Must have an approved IPPS-A Absence Request / DA Form 31 signed by an O-5 or higher-level commander
in the Soldier’'s chain of command (may be delegated IAW AR 600-8-10). The TRADOC HRAP manager at initial
entry training (IET) installations coordinates HRAP participation in conjunction with reporting dates to first duty
assignments. Supplemental guidance published by TRADOC with respect to operational and functional
requirements ensures maximum support of HRAP. All TRADOC Soldiers must receive a safety briefing from their
parent unit prior to departure. NOTE: The maximum tour of duty for Soldiers on HRAP is 14 days in a permissive
TDY status (this includes 2 days of travel on both ends).

f. Soldiers must be familiar with the geographical area, have peer connections and influence (usually through
high school or college, local employment, civic organizations), and be able to contribute to the recruiting efforts in
this area, to give them an optimum opportunity to help recruit.

g. Must not be under suspension of favorable personnel actions (FLAG).

o 0T

Chapter 9 Procedures

9-1. In-processing
All HRAP Soldiers will in-process and be counseled by the Company Commander or Station Commander on their
duties and responsibilities on the first day of duty. In-processing will include:

a. The Company Commander or Station Commander will review the Soldier's IPPS-A Absence Request / DA
Form 31, orders, and obtain updated contact information.

b. Update Soldier as “arrived” in the HRAP system within IKROme and update the Soldier’s gaining installation.
(see appendix A for additional coding statuses)

c. Execute a DA Form 4856 Developmental Counseling. Example can be found at
(https://armyeitaas.sharepoint-mil.us/sites/TR-USAREC-HQ/SitePages/Directorates/G3/HRAP.aspx)

d. Complete USAREC Form 601-2.5. (Kept on file for 2 years)

e. Explain to the HRAP Soldier they can terminate their participation in HRAP at any time and they will revert to
a chargeable leave status.

f. Assist the HRAP Soldier in submitting all leads into https://www.goarmy.com/refer or by selecting the lead
source Service Member Referral in the drop down within IKROme.

9-2. Duty Requirements

a. Enlisted participants will report to the assigned recruiting station or to place of duty as assigned by the Station
Commander and will:

(1) The most critical task for HRAP Soldiers is to establish and maintain an Army social media presence. This
should include a minimum of 3 posts per day. Include testimonials about basic training, AlT, hold Q&A sessions,
and tell their Army story. This methodology is critical to using HRAP successfully in shaping your future operation
and enhances the Soldier Referral Program long after their tour. Remember, referrals convert to enlistments much
more frequently than leads from any other source.

(2) Have reliable transportation to/from the place of duty at no cost to the government.

(3) Must be accompanied by recruiting personnel at all public appearances and events.

(4) Represent the Army to the best of their ability.

(5) Tell their Army Story in regards to their training experience during IET.

(6) Are allowed to work no more than 24 hours a week.

(7) Generate quality referrals.

(8) Speak to groups (i.e. rotary club, chamber of commerce) as directed by the Station Commander
(9) Example 14 day HRAP plan in Figure 3-1.

b. Officer participants will report to the Recruiting Company Commander as directed and will:

(1) The most critical task for HRAP Soldiers is to establish and maintain an Army social media presence. This
should include a minimum of 3 posts per day. Include testimonials about basic training, BOLC, hold Q&A sessions,
and tell their Army Story. This methodology is critical to using HRAP successfully in shaping your future operation
and enhances the Soldier Referral Program long after their tour. Remember, referrals convert to enlistments much
more frequently than leads from any other source.

(2) Do their best to generate interest in the Army OCS program.

(3) Tell their Army Story about their experience while attending the OCS / ROTC training pipeline.

(4) Can be used for, but not limited to, college / university visits, presentations at career fairs, chambers of
commerce, rotary clubs, etc.

(5) Are allowed to work no more than 24 hours per week.
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(6) Generate quality referrals.
(7) Establish and maintain an Army social media presence (recommend 3 posts per day).

Phase 1
(Day 1- Day 4)

= Inprocessing

+ Receive initial
counseling from the
Station Commander

+ Establish your duties
and responsibilities

= Establish a social

media presence

= Upload photos and
videos from your
training onto the

Station Facebook
page.

Complete DA Form
2266 and submit to
BN A&PA for a
Hometown News
Release
Provide 3 Referrals
per day
Participate in Future
Soldier Training
Follow up with
Social Media
interactions for
referrals

Phase 2
(Day 5-Day 8)

- School visits

+ Introduce Recruiter
to faculty members

+ Tell your Army story

+ Schedule classroom
presentations

+ Introduce the
Recruiter to your
friends/fellow
students

- Continue social

media presence

+ Maintain social
media presence with
various information
about your training
experiences.
Provide 3 Referrals
per day
Participate in Future
Soldier Training
Follow up with
Social Media
interactions for
referrals

Phase 3
(Day 9- Day 11)

- Conduct

classroom

presentations

* Demonstrate Army
PRT to a gym
class (with RCTR
assistance)

+ Talk about your
training
experiences

- Conduct Army

interviews

» Assist Recruiters
by answering
questions from
potential
applicants

+ Tell your Army
story

* Provide 3
Referrals per day

+ Participate in
Future Soldier
Training

+ Follow up with
Social Media
interactions for
referrals

Phase 4
(Day 12 — Day 14)

» Future Soldier

Function

= Discuss your Army
training to Future
Soldiers

= Answer questions
from the Future
Soldiers

* Provide 3
Referrals per day

= Participate in
Future Soldier
Training

* Follow up with

Social Media
interactions for
referrals
» Qut-Brief

* Receive a safety
brief from the
Station
Commander
before traveling to
your duty station.

« Complete your DA
Form 31 with the
Station
Commander

Figure 9: Example of a 14 day HRAP plan

9-3. Prohibited Activities
Soldiers will not:
a. Drive applicants to/from the military entrance processing station, military entrance test sights or medical
appointments.
b. Run police or court record checks or requests for reference.
. Hand-carry administrative or recruiting paperwork.
. Drive government-owned vehicles.
. Perform station administration support.
Perform telephonic or text prospecting.
. Develop any relationships that are prohibited on DD Form 2983. Soldiers are considered trainees for a period
of 6 months following IET.

Q "0 Q0

9-4. Out-processing

Upon completion of a Soldiers HRAP duty the Company Commander or Station Commander will:
a. Update the Soldier’s duty status to “Completed Duty” in the HRAP system.
b. Provide the HRAP Soldier with USAREC Form 601-2.6 after completion of duty.
c. Conduct a final safety brief with the Soldier.

9-5. Awards and Recognition

Awards and recognition of HRAP participants: Commanders at all levels are encouraged to recognize outstanding
performance. Soldiers may be recognized through local certificates of achievement and letters of appreciation for
quality referrals made to recruiting personnel. Commanders may also forward DA Form 638 (Recommendation for
Award) for an impact military award to the Soldier’s unit for consideration.
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Appendix A
References

Section |
Required Publications

AR 601-2
Army Promotional Recruiting Support Programs

AR 40-400
Patient Administration. (Cited in para 4-2 e.(8).)

AR 600-8-2
Suspension of Favorable Actions (Flag).(Cited in paragraph 2f.)

AR 600-8-10
Leaves and Passes

AR 600-8-22
Military Awards (Cited in paragraph 3-5)

AR 601-2
Army Promotional Recruiting Support Programs

USAREC Reg 600-25
Prohibited and Regulated Activities. (Cited in paragraph 3-3g)

Section Il
Related Publications

US Code, Title 10, Subtitle A, Part I, Chapter 31, Section 520c
Recruiting Functions: Provision of meals and refreshments

AR 360-1
The Army Public Affairs Program.

AR 601-2
Army Promotional Recruiting Support Programs.

JTR, Vol 2
Department of Defense Civilian Personnel.

TRADOC Reg 37-2
Temporary Duty Travel Policies and Procedures.

AR 600-20
Army Command Policy

AR 601-210
Active and Reserve Components Enlistment Program.

USAREC Manual 3-0
Recruiting Operations

USAREC Manual 3-30
Recruiting Company Operations
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Section Il
Prescribed Forms

USAREC Form 601-2.1
COl Event Request. (Prescribed in paras 2-3a.(3), 2-4a.(4), 3-8b., Appendix B, C-2c., D-2a.(1), D-
2a.(4), D-2b., D-2c.(3), D-2d,(1), D-3b.(1), and D-3c.)

USAREC Form 601-2.2
COlI Event After action Report. (Prescribed in para 2-3a.(3), 2-3f., 2-4a.(5), 2-5f., 3-8d.(1), 6a., 6a.(2), and 6b.)

USAREC Form 601-2.3
E/COI Tour Program Report. (Prescribed in paras 4-3e.(2), , 4-3e.(3), and E-4f(4).)

USAREC Form 601-2.4
E/COI Tour Evaluation. (Prescribed in paras 4-3f.(13), 4-3j.(3), 4-3K.(6), 4-4b.(3), figure 7, and table 2.)

Absence Request
Request and Authority for Leave. (Prescribed in paragraphs 2d, 3-1a, 3-4b, 3-4c).

DA Form 31
Request and Authorization for Leave. (Prescribed in paragraphs 2d, 3-1a, 3-4b, 3-4c).

DA Form 4856
Developmental Counseling. (Prescribed in paragraph 9-1b).

USAREC Form 601-2.5
HRAP, SRAP, AND ADOS-RC Soldiers In-processing Checklist

USAREC Form 601-2.6
Completion of HRAP duty

Section IV
Reference Forms

DA Form 3953
Purchase Request and Commitment.

SF 1164
Claim for Reimbursement for Expenditures on Official Business.

DD Form 1155
Order for Supplies and Services.

Appendix B.
Instructions for Completion of USAREC Form 601-2.1

UF 601-2.1 will be used to request COI events and to record recommendations and approvals or
disapprovals. FigB-1 is a sample of a completed form.

a. The commander who requests an event will complete blocks 1 through 13. Block 10 will contain the
purpose ofthe event, scheduled activities, and presentation topics. Examples are as follows:

b. Faculty lunch at high school. The Station Commander or Recruiter will present a 20-minute discussion

of the Armed ServicesVocational Aptitude Battery (ASVAB). A question and answer period will follow. The
goal is to get agreement to offer the ASVAB to students and for teachers to encourage students to
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participate.

c. Major city job service directors’ conference luncheon in the hotel dining room. Discuss Army
opportunities for high school graduates (35 min). The goal is to get counselors to refer job seekers to Army
Recruiters.

d. Battalion Commander will evaluate the request. The commander or designee completes blocks 14
through 16. The battalion budget and accounting technician should review the request to ensure
opportunities are not missed forstate and community tax exemption. For requests which require Brigade
Commander action, the Brigade Commander or designee will complete blocks 17 through 19. If the cost of
event exceeds spending limits, these blocks will becompleted after HQ, USAREC acts on the request.
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COl Event Request
{Far use of this form see USAREC Reg 601-2)

Cokimbsa, 5C 290071 -2448

1. To: 2. From: 3. Date:
Commander COR, Colembia Relg Co

Calimbia Retg En 1535 Assambly 5 R 525

1855 Assambly 5t Rm 753 Coiumbin, 50 25301-3648 15 June 2015

4. Proposed date, time, and location:

15 June 2015

3. Mame and address of proposed vendor:

Palmetto lnn
1224 Richland Ave
Aiken, SC

Proposed menu:

\firginia baked ham or turkey and dressing, salad with dressing,
sweet potatoes, vegetable, rolls, dessert, coffee, fea or soda.

6. Sponsor RS, Retg Co, or HCRT:
Columbia Retg Co

7. Expected Attendance: a2
Military/DOD hosts &
col 25
TAIR Assets 1

8. Cost:
Per Person

Attendance

Total

526.00
3z
$532.00

9. Area schools or counties involved:

Salley HS, Barmwell HS.

Aiken HS, South Aiken HS, Strom Thumnond HS, Aiken Technical College, USC-Aiken, Orangeburg HS, North august HS, Wagner-

1130 Lunch served.

10. Goals, seheduled activities, andior information to be presented:

1215 MG Jordan speaks on opporfunities for today's youwti.
1230 CPT Houston speaks on the ASWAB Career Exploration Program.

11. Remarks:

Reguest approval to invite Mrs. Irma Jones, wife of Mr. Roy Jones. Mr. Jones is a counselor at M. Augusta, and Mrs.
Jones is a professor at USC-Aken.

12. Type requester's name and grade:
Thomas D. Houston, 11, CPT

-

13. Requester’s Signature:

14. Retg Bn or AMEDD Det commander action:

[[] Approved [] Disapproved  Date: Rctg Bn or AMEDD Det Control Numbser
15. Type name and grade: 16. Signature:
-
17. Retg Bde commander action:
[] Approved [] Disapproved  Date: Rctg Bde Control Number
1B. Typed name and grade: 19, Signature:
=
USAREC Form 601-2.1, 23 June 13 {THIS FORM REPLACES USAREC FORM 544) V.00
Figure B-1 Sample of a completed USAREC Form 601-2.1 (Old UF 544)
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Appendix C.
Instructions for Completion of USAREC Form 601-2.2

C-1. Section |

a. The project officer sponsoring each COI event will complete an AAR concerning the event using UF
601-2.2 (see Fig C-1). The report will be submitted to the Battalion Commander, ATTN: COIl Program
Manager.

b. The AAR will contain the following information:

(1) Administrative information, such as location, costs, and attendance.

(2) Beneficial results, such as the number of requests for Recruiter services and pledges of support.

(3) Feedback from guests, if significant.

(4) Problems or opportunities, if significant.

(5) Recommendations, if significant.

(6) Leads generated and source.

C-2. Section Il
a. Enter name and title or position of military and/or DOD civilians attending or participating in the

event, such as, CPT Houston, Company Commander; SFC Maddox, Columbia Recruiting Station; David

Gearheart, battalion ESS;

Mrs. Mary Maddox, Recruiter wife (hostess); MG Jordan, GOSP speaker; SFC Irving, cinema van NCOIC. Place
code “H” next to each name.

b. Enter each COI name and title. Indicate name and position or title sufficient to provide audit trail. For
example: Bill Barker, Aiken HS; Ron Willis, State Employment Office; Dr. Lucas Hutton, Baptist College;
Ed Lane, RichlandCounty Schools; Sarah Purcell, North Augusta YMCA. COI are not authorized to invite
guests. Place code “C” next to each name.

¢. The completed form will be attached to the completed UF 601-2.1 which was used to request the
event. A copy of the UF 601-2.2 will be provided to the appropriate Recruiter.
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COl Event Afteraction Report
[For wse of this form s2e USAREC Reg €01-2)

Tao:

Commander, Columbia Retg Bn
1835 Assembly 5t Rm 733
Columbia, SC 28201

From: Diate:
Commander, Columbia Retg Co
1835 Assembly 5t Rm 828 O6M 372015

Columbia, SC 20201-2446

Mo. of requests for recruiter services 12

Section |

Summary
Control Numbser Date and location held 13 Jun= 2015
Mo. of Military/DOD hosts Mo. M 25 Mo. TAIR/speakers | Total Attendance 32
Cost per person  $26.00 Total cost  #932.00 Mo. of leads generated  ©

Mo. of pledges of support 20

Other beneficial results, feedback, problems or recommendations:

State employment rep will provide display space.
School system will ASVAB all juniors and seniors next year.

Leads (indicate name of referral):

Dave Stewart-phone 555-1234 (Ron Williams)
Amie DiCro-phone 555 2345 (Bill Barker)
Paul Swafford-555-3456 (Bill Barker)

John Smith-phone 555-4587 (Ron Williams)

Section Il
Attendees

Print mame, fitle, and categaory for all atfendeasz. H=host (military or DODY) and C=C01

CPT Housfton
Cdr, Columbia Retng Co(H)

Mr. Ron Willis
Dir, State Employment Office (C)

Ms. Suzanne Worthington
Fimancial Aid Dir, USC(C)

Mr. Robert Gearheart
ESS, Columbia Rectg Bn (H)

Dr. Lucas Whitmore
Dean, Student Services
Baptist College (C)

Ms. Karen Flowers
Counselor, Wagner-Salley HS (C)

SFC Ward Maddox
Station Leader, Columbia RS (H)

Mr. Ed Lane
Dir, Student Services
Richland County Schools (C)

Mr. Earl Pitts
Automotive Instructor, Aiken Tech
College (C)

Mrs. Sophie Maddox
wife of SFC Maddosx (H)

Ms. Sarah Purcell
Dir. M. Augusta YMCA (C)

Mr. Gary Burbank
Joumnalism teacher. Midland HS (C}

MG Raymond Jordon
GOSP speaker (H)

Mr. Terry Crawford
Teacher, N. Augusta HS (C)

Ms. Patricia Snyder
Principal Beech Island HS (C)

SFC Steven Irving
Cinema Van MCOIC (H)

Mr. Clint Brown
Teacher, Alken Technical College (C)

Ms. Marilyn Packman
Counselor, Beech Island HS (C)

Mr. Bill Barker
Counselor, Aiken HS (C)

Ms. Mary Jane Johnson
Counselor, Richland HS (C)

Mr. Tony Vertrees
Counselor, Bamwell HS (C)

USAREC Form 601-2.2, 25 June 2015

(THIS FORM REFLACES USAREC FORM 545)

Figure C-1. Sample of a completed USAREC Form 601-2.2

15 June 2015
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Attendees (Continued)

Frinf name, fifle, and cafegory for all sffendeesz. H=host (military or DOD) and C=C000

Mr. Larrs Eveslage
Football coach, Aiken HS (C)

Ms. Lottie Smith
Counselor, South Aiken HS (C)

Mr. Hank Rivers
Mayor, Aiken, 5C (C)

Mr. Dave Wirth
Principal, South Aiken HS (C)

Mr. Dave Politi
Band Director, South Aiken HS [C)

Ms. Britney Sears
Counselor, M. Augusta HE (C)

Ms. Roberta Herrman
Primzipal, M. Augusta HS (C)

Mr. Berris Mapier
Counselor, Columbia HS (C)

Mr. Charles Taylor
FPrimzipal, Columbia HS (C)

Mr. Kevin Olesky
Job placement Counselor (C)

Signature of preparer:

[—

USAREC Form &801-2.2, 25 June 20H5 (Reverse)

Figure C-1. Sample of a completed USAREC Form 601-2.2 (continued)
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Appendix D
COIl Event Checklist

D-1. General

Checklist for Recruiters, Station Commanders, Company Commanders, battalion points of contact, and
budget personnel. This checklist presents procedures for a standard COI event. There are exceptions.

For instance when battalions sponsor doughnuts and coffee at an education conference, it is difficult to
have a completed UF 601-2.2.

D-2. Before the event

a. Station Commanders and Recruiters:

(1) Construct a preliminary invitation list, UF 601-2.1, and a plan for the event to include agenda,
names of presenters, and summary of objectives sought. Select date and location.

(2) Develop a COI Engagement Plan in order to effectively engage COls. See Figure D-1 for minimum
information required.

BECKLEY BN COI Engagement Plan

Name and P osition New or Existing Recommended by Message Effect

She will be volunteering her time as an admin

assistant for all necessary administrative work

required to start up the Bethel HS Racing Pilot

Program. She will help develop a Mon-profit 501-C3

application for Bethel HS Racing Pilot Program. She

will submit letters for student internship awards, to be Help enhance our relationship
Ms. Susan Pollock, awarded for top performing team members. Will also with our High Schools and
Volunteer Mew CPT Lemus assistin any legal items needed forthe program . community leaders.

Mr. Rodgersis one of the instructorsiteachers forthe

Bethel HS Racing Pilot Program. Steve will alsobe
Mr. Steve Rodgers, an assistant Marketing and Practice Coach for the Help enhance cur relaticnship
Crwner Bethel High School Racing Program set to startin fall with our High Schools and
HRACING Sports MNew CPT Lemus 2009. community leaders.
r. Chris Florian, Ivir. Florian is someone we want to have as an Help enhance our relaticnship
Instructar instructors/coach for the Bethel HS Racing Pilot with aur High Schoals and
Bethel HS Mew CPT Lemus Program set to startin fall 2009, community leaders,
Ms. Sarah Wells- Assistant Director of Upwards BoundiTalent Search, Accesstotargeted population of
Umbarger, Ast. Dir. VT-associated program which provides guidanceand High School Seniors and Juniors
Talent Search, support for underprivileged youth needing help with who are looking for help in going
Upwards Bound, Va career planning, to include college applications and to college. Spans four Station
Tech. MNew CPT Miller financial aid. Areas

Director of Upwards Bound/Talent Search, VT- Accesstotargeted population of
Mr. associated program which provides guidance and High School Seniors and Juniors
Dir. Talent Search, support for underprivileged youth needing help with who are looking for help in going
Upwards Bound, Va career planning, toinclude college applications and to college, Spans four Station
Tech. MNew CPT Miller financial aid. Areas

Figure D-1. Example COl Engagement Plan

(3) Make preliminary inquiries with a proposed vendor to develop a menu and cost estimate to include

gratuity, as applicable. Generally, states do not require the government to pay taxes on contracts as a
courtesy. (However, when preparing your cost estimate, if you aren’t sure, include them.) Be sure you
don’t make a firm commitment for the event or you may be liable to pay for it from personal funds.

(4) Provide information needed for the request on UF 601-2.1 and submit to company headquarters.
Once request is approved, ensure invitees are notified and follow-up reminder calls are made according
to vendor suspense so meal count can be adjusted with vendor. Recruiters, Station Commanders, and
Company Commanders who fail to ensure proper follow-up is conducted may be held financially liable for
the cost of meals for no-shows.

b. Company Commanders: Prepare UF 601-2.1. Send to your battalion, ATTN: COI Program Manager,
for approval. Don’t proceed with event arrangements until you get this approval.

c. Battalion program managers:

(1) Review request for accuracy and compliance with regulations and guidance. Secure signature of
Battalion Commander or authorized representative. If all event requirements are met and no requests for
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exception are required, secure a control number from the battalion COIl program manager. Notify the
affected Company Commander of the approval and send UF 601-2.2 for completion.

(2) UF 601-2.1 will be forwarded to the brigade if their approval is necessary for high-cost events. A
cover memorandum will contain a justification for the request.

(3) When appropriate, approvals are obtained, forward the request to the battalion. Prepare a DA Form
3953 (Purchase Request and Commitment) to support the event if the GPC is not used. A fund site will be
added by budget personnel.

d. Battalion budget officer:

(1) Review UF 601-2.1 and the DA Form 3953. A fund citation will be inserted if funds are available
and the GPC card is not being used.

(2) Battalion procedures for contracting apply at this point.

D-3. After the event

a. Company Commanders:

(1) Complete UF 601-2.2.

(2) Send completed UF 601-2.2 and all vendor receipts to the battalion COl program manager within 3
working days after the event. For events requiring brigade or higher approval, provide a copy to the
brigade POC.

(3) Send a copy of the completed UF 601-2.2 to the appropriate Recruiter.

b. Battalion program manager.

(1) Review UF 601-2.1, UF 601-2.2, and bill invoice for accuracy and compliance with regulations and
guidance. Send the bill, invoice, and register receipt to the battalion budget officer. Forward UF 601-2.2,
UF 601-2.1, and a copy of the invoice to the Battalion Commander for review and submission to the
brigade, ATTN: COI event point ofcontact. Ensure all forms are included in the MMS activity as an
attachment. Submit AAR and close the MMS activity.

c. Battalion budget send, the bill, invoice, register receipt, UF 601-2.2, and UF 601-2.1 forward for payment.

Appendix E
Army Medical Department Educator/Centers of Influence Tour Program

E-1. Purpose
This appendix provides policy guidance for the E/COI Tour Program for healthcare professionals and
establishes procedures for conducting an E/COI tour.

E-2. Objectives

a. Provide tours of Army health care facilities to educators and other COls to improve their knowledge
of Army medicine and the professional opportunities available within the Army health care system.

b. Support the recruiting field force by improving Recruiter access to healthcare-related professional
schools and healthcare organizations.

c. Improve the potential to recruit and access world-class health care professionals.

d. Solicit support from E/COls to improve access to schools, programs, and professional organizations.

e. Obtain enrollment and directory information.

f. Schedule Total Army Involvement in recruiting events and other recruiting events.

g. Encourage referrals.

E-3. Policy

a. E/COl tours are designed to be professionally enriching experiences for educators and key
influencers. Tours are designed to give such influencers factual, firsthand information on the Army’s
world-class healthcare system and the role, mission, and function of Army healthcare professionals.

b. Tour participants will be those individuals who are either key decision makers or those who
can assist Recruiters gain access to critical markets, programs, and individual applicants.

c. Participant limitations.

(1) Minimum number of E/COI participants is 14. The number does not include escorts. The Brigade
Commander must approve exceptions to conduct tours with fewer than 14 participants.

(2) Escorts will not exceed two escorts for up to 14 participants and three escorts for 14 to 40 participants.
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(3) Spouses will not participate on the same tour at government expense (avoid any appearance of
junketing). Similar restrictions apply to other family members. An individual educator or COl may only
participate in one E/COI tour in a 3-year period.

(4) Tour participants will be selected based on targeting a specific mission, such as nursing, or multi-
disciplinary, such as mixing medical, dental, nursing, veterinary, and allied health professionals all in
one tour. If the tour participants are multi-disciplinary, tour organizers will ensure that the tour
incorporates exposure to each area of specialization and provide a global view of Army medicine. If the
tour participants are a “targeted” group, then the tour will include maximum exposure to that specific
discipline. As an example, if the tour targets nursing, it will include exposure to all missions and
functions of a variety of nursing specialties, education and training options, leadership opportunities,
etcetera.

d. Geographic limitations:

(1) Medical Recruiting Battalions (MRBns) will combine E/COI tours in order to facilitate cross-
fertilization of health care professionals, maximize exposure of an AMEDD’s state-of-the-art facilities,
minimize the number of tours to any specific facility, and maximize consolidation of resources. A tour may
utilize any AMEDD facility, despite geographic location, as long as such selection is justified based on the
composition of the tour attendees and approved by each MRBn Commander.

(2) Recommended tour facilities include, but are not limited to: Walter Reed Army Medical Center in
Washington, DC; Brook Army Medical Center at Fort Sam Houston, TX; Madigan Army Medical Center at
Fort Lewis, WA; Eisenhower Army Medical Center at Fort Eisenhower, GA; and Womack Army
Community Hospital at Fort Liberty, NC. A tour may utilize AMEDD research facilities and other special
function facilities as necessary, based on the target population and intent of the tour.

(3) The USAREC CoS may authorize tours to Tripler Army Medical Center in Hawaii as an ETP on a
case-by-case basis. Requests will be forwarded to the U.S. Army Medical Recruiting Brigade (MRBde),
ATTN: RCMRB, 1307 3rd Avenue, Fort Knox, KY 40121-2725, with the proposed dates at least 120 days
prior to the tour and require approval by the USAREC CoS.

e. Tour cancellations. Invitations to E/COI participants are to be issued with the understanding that if the
tour has to be canceled (due to insufficient participation or other circumstances), such cancellation will be
announced 48 hours prior to departure. Medical Recruiting Station Commanders or appropriate tour
organizers will contact all invitees not earlier than 3 days prior to tour departure to confirm attendance. If
tour participation falls below 14, the project officer or tour director will either cancel the tour or request an
exception to hold the tour with less than 14 participants from the MRBde Commander.

f. News media. News media participants may accompany E/COI tour’s with the approval of the PAO of
the installation hosting the tour.

g. Tours will not exceed 3 days, excluding travel. A tour day will usually consist of 8 hours with a lunch
break. It does not preclude arranging for the E/COI participant to voluntarily participate in organized free-
time activities suchas dinner at the officer’s club or tour of the area’s historic sites. Each day of the tour
requires a detailed itinerary to include a chronological listing of all tour events, names of all presenters,
special instructions, and directions as needed.

E-4. Responsibilities

a. CG, USAREC, will exercise overall supervision of the AMEDD E/COI Tour Program (see para 6a).
The MRBde has the authority to approve or disapprove ETPs that pertain to participants, escorts, and
tour sizes.

b. MRB will manage fiscal requirements for AMEDD E/COlI tours in coordination with the individual brigades.

¢. MRBde Commander will:

(1) Serve as proponent for inquiries on the conduct of the AMEDD E/COI Tour Program
generated at the MRBde and MRBns.

(2) Receive and review AARs for each AMEDD tour conducted. Submit such reports within 2
weeks of tour completion.

(3) Evaluate and process MRBde tour requests for exceptions and provide HQ, USAREC approval or
disapproval for the commander.

(4) Provide program guidance to MRBn Commanders.

(5) Serve as proponent for the tour program. Quantify the value-added benefits of AMEDD tours,
based on input from AARs.

(6) Serve as HQ, USAREC point of contact, with Army installation staff offices handling E/COI tours.
d. MRBn Commanders will:
(1) Exercise overall supervision of the MRBn-sponsored AMEDD E/COI tour.
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(2) Monitor and control all E/COI tours to ensure maximum participation and efficient use of resources.

(3) Review and approve all requests for AMEDD E/COI tours.

(4) Review all AARs and forward to HQ, USAREC, ATTN: RCHS, 1307 3rd Avenue, Fort Knox, KY40121-2725,
within 2 weeks of tour completion.

(5) Provide necessary funding and staff support for AMEDD E/COI tours.

e. Medical Recruiting Company (MRC) Commanders will:

(1) Appoint a tour project officer to plan, manage, coordinate, and accompany the tour as an escort.

(2) Establish procedures for utilizing funds allocated from the MRBde to ensure invitees and
participants meet the E/ COI objectives established.

(3) For resource planning and projection, prepare a preliminary annual AMEDD tour plan by 15 August
for the MRBde Commander’s approval. Level of detail should be an overall objective, target number of
invitees, site location, and estimated cost. Lock in actual dates and itinerary no later than 90 days out
from projected tour start date.

(4) Evaluate all tour invitee lists to ensure they meet the E/COI tour objectives.

(5) Accompany all AMEDD E/COI tours as an escort. If more than one MRC is participating, only one
MRC Commander must accompany the tour. Other commanders may attend as deemed necessary.

(6) Task Medical Recruiting Station Commanders for:

(a) Names and job positions of all E/COI tour invitees in addition to school and residency programs
by area of concentration.

(b) Recommendations for the target audience and tour sites.

f. MRBn tour project officers will:

(1) Plan, manage, coordinate, and accompany tour as an escort. Refer to paragraphs 6g (1)
through (15) for responsibilities. MRBn requests for E/COI tour approval and ACOM support requests
for an E/COI tour should follow the same format as the battalions.

(2) Complete E/COI AAR and forward to the MRBde within 2 weeks following the completion of the tour.
Send AARs in memorandum format through the MRBde Commander to HQ, USAREC, ATTN: RCHS. The
reports will contain the following: Date, location, and total cost of the tour. The overall objective of the tour
(short paragraph on the target audience, reasons for choosing a specific site, expected outcomes in terms
of COI development, access to new schools, etcetera). The quantitative assessment of invitee’s
feedback (based on surveys). The discussion of escorts’ feedback, and quantitative feedback from
installation to include speaker feedback if available. The paragraphon the overall assessment of the tour,
the paragraph on lessons learned, and an attached list of invitees to
include the name, profession (administrator, dean of medical school, etcetera), and place of employment.

(3) Develop an AMEDD E/COI tour checklist. Follow the format in table 2.

(4) If required by the MRBde Commander, complete, submit USAREC Form 601-2.3, (in the “Type
of Tour” block of the form insert AMEDD). All other information is self-explanatory.
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Appendix F
HRAP Forms

[[Attachments Menu | | DA Form 31 - Instructions | Form issues? Send an Email to: usarmy.knox.hrc.mbx.tagd-ask-hre@army.mil

REQUEST AND AUTHORITY FOR LEAVE 1. CONTROL NUMBER
This form is subject to the Privacy Act of 1974. For use of this form, see AR 600-8-10.

The proponent agency is DCS, G-1. (See instructions by clicking on the instructions butfor.)

PARTI| - REQUESTOR INFORMATION

Hometown, USA 123454 Fort Leonard Wood, MO 65473
drill sergeant. mil(@army.mil

555-555-1234

2. NAME (Last, First, Middle initia}) 3.DOD ID 4. RANK &. DATE (YYYYMMDD)
Snuffy, Joe 1111111111 PFC

6. LEAVE ADDRESS (Street, City, State, ZIP Code and Phone Number) 7. ORGANIZATION, STATION, POC EMAIL AND PHONE NUMBER

123 Main St 2-19 Infantry Division

8. TYPE OF ABSENCE

[ ] cHARGEABLE NON-CHARGEABLE [ | COMBINATION

[ ] PAsSS, Regular
[ ] PASS, Special 3-Day
[ ] PASS, Special 4-Day

[ ] convalescent Leave

[ ] House Hunting

|:| Proceed Time (OCONUS Resfricted PDS)
|:| Privately Owned Vehicle, Pick-up/Delivery

|:| Retirement or Involuntary Separation (ISAA)

[ ] Graduation Leave, Military Academies
[ ] Graduation Leave, ROTC
Recruiting Assistance Leave

[ ] Excess Leave
[ ] Legal Marriage
[ ] Legal witnesstJury

D Matemity Convalescent Leave I:‘ Transition Administrative Absence
D Parental Leave

|:| Professional Development
I:‘ Transition Assistance Program (TAP) Seminar |:| Professional Meetings

|:| Career Skills Program l:| Credit Union Board Meetings
|:| Retirement Presiding Official

O

Non-Chargeable

[ | Bereavement Leave

Health Care

[ ] Competitive Sporting and Other Events [ | Non-medical Attendant
Rest and Recuperation,

|:| Rest and Recuperation, Special
Non-Covered Reproductive

Duty

9a. FROM (YYYYMMDD) 9b. TOTAL DAYS REQUESTED 9c. TO (YYYYMMDD)

10a. ACCRUED 10b. CHARGEABLE LEAVE REQUESTED

10c. NON-CHARGEABLE ABSENCE REQUESTED

PERSONNEL/FINANCE ONLY: Chargeable leave is from date (YYYYMMDD): to date (YYYYMMDD):

E-CI;EQ\Q/E_\L) FROM DAYS REQUESTED | TO ADVANCE EXCESS FROM DAYS REQUESTED | TO
| (YYYYMMDD) (YYYYMMDD) (YYYYMMDD) (YYYYMMDD)
] _ 14
REQUESTOR /{ SUPERVISOR / APPROVING AUTHORITY SIGNATURES

11. SIGNATURE OF REQUESTOR (Supervisor can sign for requestor when reguestor is not avaiiable fo sign.) DATE

12. SUPERVISOR NAME TITLE RANK/GRADE RECOMMENDATION | SIGNATURE DATE
[ ] APPROVAL
[ ] DISAPPROVAL

13. APPROVING AUTHORITY NAME | TITLE RANK/GRADE ACTION SIGNATURE DATE
[ ] APPROVED
[ ] DISAPPROVED

14. DEPARTURE - AUTHORITY SIGNATURE

a. DATE b. TIME c. NAME DEPARTURE AUTHORITY | d. TITLE e. SIGNATURE f. DATE

=

15. EXTENSION - APPROVAL AUTHORITY SIGNATURE

a.NUMBER DAYS | b. DATE APPROVED | c. NAME APPROVAL AUTHORITY | d. TITLE e. SIGNATURE f. DATE

16. RETURN - AUTHORITY SIGNATURE

a. DATE b. TIME c. NAME RETURN AUTHORITY d. TITLE e. SIGNATURE f. DATE

"™ g
17. REMARKS

DA FORM 31, OCT 2023 PREVIOUS EDITIONS ARE OBSOLETE.

Figure F-1. DA Form 31 PTDY Example

APD AEM v1.00ES
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[ Attachments Menu| [ DA Form 31 -Instructions | Form issues? Send an Email to: usarmy.knox.hrc.mbx.tagd-ask-hrc@army.mil

REQUEST AND AUTHORITY FOR LEAVE 1. CONTROL NUMBER
This form is subject to the Privacy Act of 1974. For use of this form, see AR 600-8-10.

The proponent agency is DCS, G-1. (See insiructions by clicking on the instructions button.)

PARTI - REQUESTOR INFORMATION

2. NAME (Last, First, Middle Initia}) 3.DODID 4. RANK 5. DATE (YYYYMMDD)
Snuffy, Joe 1111111111 PFC

6. LEAVE ADDRESS (Street, City, State, ZIP Code and Phone Number) 7. ORGANIZATION, STATION, POC EMAIL AND PHONE NUMBER

123 Main St 2-19 Infantry Division

Hometown, USA 123454 Fort Leonard Wood, MO 65473

drill sergeant.mil@army .mil
555-555-1234

8. TYPE OF ABSENCE
| | CHARGEABLE [ | NON-CHARGEABLE COMBINATION

l:‘ PCS Leave and House Hunting D Terminal Leave, Transition Administrative Absence
d Reti tinvoluntary St ti

[] PCS Leave and Proceed Time (QCONUS Restricted PDS) and ketirementinvoluntan/ separation

[ ] PCS Leave and Parental Leave

[ ] Annual Leave and Convalescent Leave

D Leave Awaiting Administrative Discharge

l:‘ Leave Awaiting Punitive Discharge

l:‘ Leave Pending Review by Officer Board of Inquiry
|:| Annual Leave and Parental Leave
D Leave Awaiting Orders, Result of Disability Proceedings

[ ] Annual Leave and Bereavement Leave
PCS/Annual Leave and Recruiting Assistance Leave

l:‘ Annual Leave and Legal Marriage

9a. FROM (YYYYMMDD) 9b. TOTAL DAYS REQUESTED 9c. TO (YYYYMMDD)
20240101 20240124
10a. ACCRUED 10b. CHARGEABLE LEAVE REQUESTED 10c. NON-CHARGEABLE ABSENCE REQUESTED
:‘gé\éiu FROM DAYS REQUESTED | TO ADVANCE EXCESS FROM DAYS REQUESTED | TO
T (Y YMMDD) (YYYYMMDD) (YYYYMMDD) (YYYYMMDD)
L8 1| 20240115 10 20240124 20240101 14 20240114
REQUESTOR / SUPERVISOR / APPROVING AUTHORITY SIGNATURES
11. SIGNATURE OF REQUESTOR (Supervisor can sign for requestor when requestor is not available to sign.) DATE
12. SUPERVISOR NAME TITLE RANK/GRADE RECOMMENDATION | SIGNATURE DATE
[ ] APPROVAL
[ ] DISAPPROVAL
13. APPROVING AUTHORITY NAME | TITLE RANK/GRADE ACTION SIGNATURE DATE
[ ] APPROVED
| DISAPPROVED
14. DEPARTURE - AUTHORITY SIGNATURE
a. DATE b. TIME c. NAME DEPARTURE AUTHORITY | d. TITLE e. SIGNATURE f. DATE
[~
15. EXTENSION - APPROVAL AUTHORITY SIGNATURE
a. NUMBER DAYS | b. DATE APPROVED | c. NAME APPROVAL AUTHORITY | d. TITLE e. SIGNATURE f. DATE
16. RETURN - AUTHORITY SIGNATURE
a. DATE b. TIME c. NAME RETURN AUTHORITY d. TITLE e. SIGNATURE f. DATE
=
17. REMARKS

I have read and understand the information in AR 601-10 paragraph 5-6. initial)
T understand that failure to complete my HRAP duties will resul in all days being chargeable leave. ( initial)
Station Commander telephone number

Completed HRAP dates are from to . Station Commander's signature

PERSONNEL/FINANCE ONLY: Chargeable leave is from date (YYYYMMDD): 20240115 to date (YYYYMMDD): 20240124
DA FORM 31, OCT 2023 PREVIOUS EDITIONS ARE OBSOLETE. APD AEM v1 00ES

Figure F-2. DA Form 31 Combined Example
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ABSENCE REQUEST — AUTHORIZATION AND APPROVAL DATA
THIS FORM IS SUBJECT TO THE PRIVACY ACT OF 1974

INSTRUCTIONS TO SERVICE MEMBER

AUTHORITY FOR ABSENCE: This form contains the pertinent information that authorizes you to be away from your station or post. You must carry
this form while on absence.

CHANGES: A Member who desires changes in authorized absence or does not begin absence on schedule will notify commander.

REPORTING: A Member will report to duty station not later than 2400 on the last day of absence (even if PCS orders contain a later
reporting date)

CHARGEABLE DATES: The "Absence Start Date" and "Absence End Date" are to be used to compute chargeable time that will affect a
Member's accrued balance for chargeable absences.

IMPORTANT: This form must remain in the Member's possession at all times while absent from duty station. To reprint the form, log into
the IPPS-A system go to My Absences > View/Update Requests and find the appropriate request to print.

MEMBER ABSENCE INFORMATION — TRANSACTION NUMBER: 1111111

1. NAME 2.DoD ID
PFC Snufty, Joe 11111111111
3. ABSENCE TYPE 4. ABSENCE REASON
NCG - Non-Chargeable Absence RAL - Recruiting Assistance
5. ABSENCE START DATE 6. ABSENCE END DATE 7. DATE OF DEPARTURE 8. DATE OF RETURN
2023-10-05 2023-10-18 Not Applicable Not Applicable

9. ABSENCE ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER 10. DEPARTMENT/UIC & LOCATION INFORMATION
Contact Name: Momma Snuffy Unit Information

Contact Phone: 562-111-1111
GEQOLOC Code:

Address Details:
123 Main St

Hometown, USA 12345

11a. REQUESTOR COMMENTS:

HRAP

11b. FINAL APPROVER COMMENTS:

11c. ADMINISTRATIVE COMMENTS:

12. SUPERVISOR NAME 13. APPROVER NAME 14. APPROVAL STATUS

SFC Drill Sergeant LTC Battalion Commander APPROVED

IAUTHORITY: 10 U.S.C. 7013, Secretary of the Army; DA PAM 600-8, Military Human Resources Management Administrative Procedures.

PRINCIPAL PURPOSE(S): Torequest or record personnel actions for or by Soldiers in accordance with DA PAM 600-8. Notice: Army Personnel
System (APS) (July 18, 2019, 84 FR 34373).

For additional information, see the System of Records Notice A0600-8-104 AHRC.
https://dpcld.defense.gov/Portals/49/Documents/Privacy/SORNs/IArmMy/A006-8-104-AHRC . pdf

ROUTINE USES: The primary administrative tool used for several Human Resources supporting tasks including Changing duty status, Requesting
personnel actions (reassignment, training, etc.), Announcing Personnel Actions (local assignment, promation, etc.). Forms will not be disclosed outside
Department of Defense (DoD) and DOD sponsored agencies.

DISCLOSURE: Voluntary, however, failure to impart pertinent information may result in a delay or error in processing the request for personnel action.

Figure F-3. Absence Request Example
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DEVELOPMENTAL COUNSELING FORM
For use of this form, see ATP 6-22.1; the proponent agency is TRADOC.

PRIVACY ACTSTATEMENT
AUTHORITY: 5 USC 301, Departmental Regulations, 10 USC 3013, Secretary ofthe Army.

PRINCIPAL These records are created and maintained to manage the member's Army and Army National Guard service effectively, to document historically a member's
PURPOSE: military service,and safeguard the rights of the member and the Army.

NOTE: For additional information, see the System of Records Notice AQ600-8-104b AHRC, https:/dpcld.defense.gov/Privacy/SORNsIndex/DOD-wide- SORN-Article-View/
Article/570051/a0600-8-104b-ahre/.

ROUTINE USE(S): There are no specific routine uses anticipated for this form; however, it may be subject to a number of proper and necessary routine uses identified in the system of
records notice specified in the purpose statement above.

DISCLOSURE: Disclosure is voluntary.

PART | - ADMINISTRATIVE DATA

Name (Lasi, First, M) Rank/Grade Date of Counseling

Bnuffy. Toe ([ PRCES Date of Arrival

Organization Name and Title of Counselor

[Your RSID ]|[BFC High Speed, Station Commander ]

PART Il - BACKGROUND INFORMATION

Purpose of Counseling: (Leader states the reason for the counseling, e.g. Performance/FProfessional/Event-QOriented counseling, and include the leader's facts
and observations prior to the counseling.)

Approach: l:l Non Directive Combined l:l Directive
Type of Counseling: General Form || Professional Growth [ ] Performance [ ] Event Oriented

o Duty responsibilities and expectations while serving on the Hometown Recruiter Assistance Program (HRAP)
o Safety

o Congratulations and welcome home

PART Il - SUMMARY OF COUNSELING
Complete this section during or immediately subsequent to counseling.

Key Points Discussion:

Duty Responsibilities and Expectations:

Your mission as a Soldier on Hometown Recruiting is to share your Army story and share your experience from training with your family,
peers, and influencers throughout the community. Your main objective is to introduce the Army to as many people as you know. You are not
responsible for enlisting Soldiers in the Army, but will accompany recruiting personnel to planned events such as Total Army Involvement in
Recruiting (TAIR), high school presentations, college and university recruiting activities to gather leads and referrals. HRAP is Permissive
Temporary Duty (PTDY) and not “free leave”. If expectations are not met, as outlined by the recruiting Station Commander, you will be
terminated and released from the program. If this occurs, you will be charged leave for the days you did not perform duty.

What to Expect:

o Talking to leads, prospects, and applicants in the Recruiting Station during Army interviews
o Speaking in front of classrooms in both high schools and colleges

o Performing media interviews

o Providing referrals of interested friends and family members

0 Maintaining a social media presence

o Conducting various tasks led by the recruiting Station Commander.

Requirements:

o You must have transportation the entire time while serving on the HRAP (subject to early release if yvou do not).
o You must complete requirements on the HRAP plan provided to you (see HRAP plan/schedule).

o You are expected to maintain professionalism and ensure you are using proper customs and courtesies.

o You must be on time, ensure your uniform is clean and up-kept, and have a good attitude. Be willing to learn.

o You must ensure your leave form (DA 31) is signed by the Station Commander before you depart.

o Any adverse action is subject to vour immediate removal from the HRAP.

At no times will you:
o Drive applicants to military entrance processing station (MEPS) or medical appointments. You will not drive a Government Vehicle at
anytume.
o f{tun police checks or court record checks or request for references.

OTHER INSTRUCTIONS
This form will be destroyed upon: reassignment (other than rehabilitative transfers), separation at ETS, or upon retirement. For separation requirements and
notification of loss of benefits/consequences see local directives and AR 635-200.

DA FORM 4856, MAR 2023 APDAEMVIOES  Page 1 of 3
PREVIOUS EDITIONS ARE OBSCLETE

Figure F-4. DA Form 4856 Example Page 1
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o Engage 1in mappropriate relationships or prohibited activities with recruiting personnel, future soldiers, applicants or any other subjects of
recruiting.

o Perform duty more than 24 hours per week.

o Violate the UCMI.

Safety

o Be safe, understand the trouble you get into for any misconduct while here. keep a professional Army appearance

o Although you are home, you still represent the Army in all you do

0 Do not drink and drive, do not drink if you are under the age of 21, do not us any illegal drugs, assault anyone(to include pets), practice safe
sex, and do not engage in activities with high school students or anyone under the age of 18(even if you just graduated)

Congratulations on graduating from training and welcome home!

Plan of Action (QOutlines actions that the subordinate will do after the counseling session to reach the agreed upon goal(s). The actions imust be specific enough
to modify or maintain the subordinate's behavior and include a specified time iine for implementation and assessment (Part 1V below).

o Ensure you follow the guidelines of this counseling.
o Ensure you execute the HRAP plan/schedule provided to you.

o Ensure you updated me with any issues that arrive while you are home. My number is XXX-XXX-XXXX. SFC Low Speed is the Deputy
Station Commander and his number s X3X-XXX-XXXX.

Session Closing: (The leader summarizes the key points of the session and checks if the subordinate understands the plan of action. The subordinate
agrees / disagrees and provides remarks Iif appropriate.)

Individual counseled: |:| | agree |:| disagree with the information above.

Individual counseled remarks:

Signature of Individual Counseled: DATE (YYYYMMDD):

Leader Responsibilities: (Leader's responsibilities in implementing the plan of action.)

Signature of Counselor: Date (YYYYMMDD):

PART IV - ASSESSMENT OF THE PLAN OF ACTION

Assessment: (Did the plan of action achieve the desired results? This section is completed by both the leader and the individual counseled and provides useful
information for follow-up counseling.)

Note: Both the counselor and the individual counseled should retain a record of the counseling.
DA FORM 4856, MAR 2023 APDAEMW102ES  Page 2 of 3

Figure F-4. DA Form 4856 Example Page 2
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SIGNATURES

Counselor: Individual Counseled: Date of Assessment (YYYYMMDD):

Note: Both the counselor and the individual counseled should retain a record of the counseling.
DA FORM 4856, MAR 2023 APDAEMW102ES  Page 3 of 3

Figure F-4. DA Form 4856 Example Page 3
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COMPLETION OF HOMETOWN RECRUITING ASSISTANCE PROGRAM DUTY (HRAP)
(For use of this form see USAREC Reg 601-2)

The soldier listed below has successfully completed HRAP Duty for the dates listed.

Soldier's Name (Last, First):‘ ‘

The point of contact for this memorandum is: ‘

Station RSID: |:|

Station Address:

Station Commander Signature

USAREC Form 601-2.6, XX XXX 2023 (This is a New Form)

Figure F-5. USAREC Form 601-2.6 Completion of HRAP Duty
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HRAP, SRAP, AND ADOS-RC SOLDIERS INPROCESSING CHECKLIST
(For use of this form see USAREC Reg 601-106 and USAREC Reg 601-2)

SOLDIER'S NAME  (print):

To be kept on file for 2 years after Soldier leaves unit. The recruiting company commander is held accountable for the recordkeeping of this form.

The Soldier received a safety brief on this date;
(To be given within 24 hours of signing into the unit.)

The purpose of this briefing is to inform Hometown Recruiter Assistance Program (HRAP), Special Recruiter Assistance Program (SRAP), and Active
Duty for Operational Support-Reserve Component (ADOS-RC) Soldiers of the hazards they may face during their brief tour. These hazards may include
but are not limited to: vehicle travel (privately-owned vehicle (POV) and motorcycle), driving under the influence, inclement weather hazards, seasonal
hazards, water and recreational activities. A safety orientation briefing is required upocn arrival and departure of the United States Army Recruiting
Command (USAREC).

Commanders will ensure within 24 hours of arrival that all newly assigned HRAP, SRAP, and ADOS-RC Soldiers:

|:| Validated soldier has on hand a valid HRAP Absence Request/DA 31 or ADOS-RC Orders.

Receive a safety arientation briefing (USAREC Form 1279 (HRAP, SRAP, and ADOS-RC Soldiers Inprocessing Checklist)).

Have their POV and/or motorcycle inspected using USAREC Form 1176 (POV Inspection Checklist). (Kept on file until 2 years after Soldier
leaves unit.)

Are briefed on the Army's Six-Paint POV Program (https:/fcrc.army.mil).

Are briefed on special motorcycle safety requirements and POV operations in accordance with AR 385-10.

O o0 oo

Motoreycle riders must complete USAREC Form 1236 (Commander's Motorcycle Rider Agreement) and an Army-approved Motorcycle Safety
Foundation Course prior to operating a motorcycle. (Must provide proof and both kept on file.) No Soldier is allowed to operate any motorcycle
vehicle without proper training (approved Army motorcycle course) and protective gear. Caution all terrain vehicle riders to exercise good judgment
and wear protective gear.

[]

Understand that alcohol, excessive speed, not using seatbelts, and operator fatigue are the leading causes of POV injuries and fatalities in the
Army.

No HRAP or ADOS-RC Soldier will be allowed to operate a USAREC Government-owned vehicle (GOV) under any circumstance. SRAP are
authorized use of a GOV in accordance with AR 601-2. ADOS-RC Soldiers may use Troop Program Unit GOVs with the Troop Program Unit
commander's approval.

[]

|:| Recruiting station (RS) commanders along with the unit commander are directly responsible for ensuring the safety mentoring of each Soldier.
I:l All GOV drivers are prohibited from using a cell phone while driving.

l:l All Soldiers are aware of the mandatory requirement to complete the online TRiPS (Travel Risk Planning System) Risk Assessment tool prior to
signing out of USAREC.

In addition to the items listed above, remind all HRAP, SRAP, and ADOS-RC Soldiers:

|:| Soldiers are responsible for each other on- and off-duty; indiscipline is not acceptable.
To obtain the RS commander's and assigned recruiters' contact information and keep it available at all times.
To inform their assigned recruiters of their contact information, living arrangements, and transportation situation.

Stay away from high-crime areas and known drug areas.

Ooodd

Exercise extreme caution when participating in high-risk activities while assigned to HRAP, SRAP, or ADOS-RC duties. (Sky diving, rappelling,
bunji jumping, etcetera.) Check with the commander regarding any questionable activity. Hunting is considered high-risk; ensure you have met
state hunting education guidelines and inform your supervisor of intentions.

They are required to wear seatbelts at all times, on or off a Department of Defense installation (DODI| 6055.4).

Don't drink and drive.

Use a designated driver.

OO0 0

Obey all traffic laws.

USAREC Form 601-2.5, 27 Nov 2023 (This form replaces the UF 1279)

Figure F-6. USAREC Form 601-2.5 Page 1
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[]

HRAP Soldiers, home onh HRAP duty, often are passengers in vehicles driven by others. As a passenger, they have an opportunity to contribute
to the safety of the occupants by being another set of eyes to wam the driver of danger. Inform Soldiers to do everything they can to contribute to
the overall safety of the vehicle.

On the importance of maintaining situational and handling awareness while riding motorcycles.

How speed affects their ability to maintain situational awareness and handling while riding motorcycles.

About wearing a Department of Transportation approved helmet and required personal protective equipment.

To be aware of water recreation safety as Soldiers and their families prepare for recreational activities.

To take boating safety courses prior to operation of any watercraft.

Of proper use of life jackets. It only works if you wear it.

Always have one personal flotation device per person on the boat and ensure all small children wear theirs at all times. Wearing life preservers is
the best course of action, whether you are a swimmer or nonswimmer.

Don't overload the boat. Know the limitations of your boat before you go. Keep the proper safety equipment aboard and ready for immediate use.

Ensure they understand the tenants of composite risk management and how it applies to all their activities (on- and off-duty).

Plan your trips well in advance. Know the route you will be taking. Pass route information on to someone in your work center so someone will
know your whereabouts in case of emergency.

Inspect POV prior to taking long trips.

Have travel routes planned to avoid unnecessary driving.

Take breaks during long trips. DO NOT sleep in vehicles or at roadside stops. Find a motel to rest ovemight or take power naps.

Have plans in case of emergencies or vehicle breakdowns. Have emergency numbers, emergency repair kit, and emergency supplies available.

Do0ooOo0O ood boodgogoao

Avoid driving between 2300 and 0400. Personnel are highly susceptible to falling asleep at the wheel during these hours.

Regular seatbelt use is the single most effective way to protect people and reduce fatalities in motor vehicle crashes. USAREC's goal is
simple: To save more lives by convincing our drivers and passengers, in the front and the back seats, to always buckle up - every trip. every time!

REMARKS:

It is the responsibility of not only the commander to ensure HRAP, SRAP, and ADOS-RC Soldiers reduce the risk to themselves, but also those who
wark with them to foster an environment that is conducive to safety mentorship. Preventing an accident before it can occur is the geoal of accident
prevention. This agreement is between the commander and the Scldier.

1, , will inform my commander anytime the information on this form changes to ensure the trust my
commander places in me is well-founded. | also agree to assess all risks prior to and during any activity while performing HRAP, SRAP, or ADOS-RC duty
and furthermore abide by all laws, regulations, and rules of conduct on the highways, roads, and installations. | will ensure all documentation is current

and available at all times.

Asthe RS or Unit Commander, |, , will ensure all regulatory guidance is followed and take full
responsibility when it is not. | will ensure the safety and well-being of my Soldiers come first. A fatally injured Soldier hampers the command mission and
I will do my best to ensure mission success. | will always be available to mentor and assist those that sign this agreement.

INDIVIDUAL'S SIGNATURE AND DATE: UNIT COMMANDER'S SIGNATURE AND DATE:

USAREC Form 601-2.5, 27 Nov 2023 (Reverse)

Figure F-6. USAREC Form 601-2.5 Page 2
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Glossary
Section|

Abbreviations

AAR
After Action Report

ACOM
Army Command

AIT
Advanced Individual Training

AMEDD
Army Medical Department

AMO
Acquisition Management Oversight

APA
Advertising and Public Affairs

ASVAB
Armed Services Vocational Aptitude Battery

BT
Basic Training

CG
Commanding General

(of0]
Center of Influence

CoS
Chief of Staff

DA
Department of the Army

DTS
Defense Travel System

DOD
Department of Defense

E/COI
Educator/Centers of Influence

ETP
Exception to Policy

ESS
Education Services Specialist

15 June 2015 UR 601-2
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FS
Future Soldier

FY
Fiscal Year

GPC
Government Purchase Card

GSA
U.S. General Services Administration

HQ
Headquarters

HQUSAREC
Headquarters, U.S. Army Recruiting Command

HS
High School

ITO
Invitational Travel Order

JER
Joint Ethics Regulations

JROTC
Junior Reserve Officer Training Corps

MAC
Marketing Activity Code

MDW
Military District of Washington

MICC
Mission and Installation Contracting Command

MMS
Enterprise Marketing Management System

MRBde
Medical Recruiting Brigade

MRBn
Medical Recruiting Battalion

NFE
Non-Federal Entities

PAO
Public Affairs Officer

15 June 2015 UR 601-2
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POC
Point of Contact

RER
Recruiter Expense Reimbursement

ROTC
Reserve Officer Training Corps

RS
Recruiting Station

RZ
Recruiter Zone

SOP
Standard Operating Procedures

TAIR
Total Army Involvement in Recruiting

TDY
Temporary Duty Assignment

UF
USAREC Form

UR
USAREC Reg

USAREC
US Army Recruiting Command

Section Il
Terms

Centers of influence
Persons who, because of their title, role, or position, are capable of assisting the recruiting effort.

Centers of influence event

A USAREC-sponsored seminar, clinic, or presentation designed to communicate information
concerning Army opportunities to COI. A meal or refreshment period may be included incidental to the
purpose of the gathering.

Combined educator/centers of influence tour
A tour consists of participants from two or more battalions.

Educator / centers of influence

Individuals who can help develop a better image of the Army, influence individuals to enlist, or refer names
of leads to Army Recruiters. E/COls are primarily educators but may include civic or business leaders,
members of professional groups, news media representatives, or other influential individuals.

Educator / centers of influence tours
A tour of Army installations to observe BT, Soldier quality of life, recreation centers, education centers, and
technical training to create a better awareness and understanding of the Army.
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High cost event
An event or function which exceeds the cost guidelines set forth at paragraph 4h.

Lead
A name with an address, telephone number, or e-mail address and for who no appointment has been made for an
Army interview.

Lead battalion
Plans, organizes, and controls a combined E/COI tour. Assumes command responsibility for all
participants while on the tour.

Prospect
A person who has agreed to an appointment for an Army interview.

Regular educator / centers of influence tour
A tour of 14 or more participants planned and conducted by one battalion solely for its own participants. All
organizational and functional responsibilities are tasked to the appointed battalion project officer.

Sponsor

The USAREC Commander or leader who originates the request for a COI event. In cases of doubt, this
commander should be the first common superior of all organizations who will share in sponsoring the
event.

Undersize educator/centers of influence tour
An E/COI tour with less than 14 participants. An undersized tour requires Brigade Commander approval to
proceed.
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Appendix G.
HRAP Action Codes

Applied
System-generated code automatically populates 4-6 weeks after nominated Future Soldier ships

Approved
Commanders and Station Commanders should select this if they approve of this Soldier's HRAP application.
(System will auto-approve after 14 days of inaction)

Arrived
Station Commander will apply this action during the HRAP Soldier’s initial counseling upon arrival.

Cancel-Academic
Used by training base HRAP POCs to cancel HRAP applications based on academic deficiencies.

Cancel-Bad Record
Used when HRAP applicant is not qualified for HRAP duty.

Cancel-Commander
IMT and RTCG Commanders may cancel HRAP applications based on mission requirements.

Cancel-Drill SGT
Drill Sergeants may cancel HRAP applications based on guidance from higher echelons.

Cancel-Flagged
HRAP applications must be canceled if a Soldier is flagged. (Ref. AR 601-2 para 7-3 e. (7))

Cancel-Medical
Utilized if HRAP Soldier is unable to perform HRAP duties in accordance with Upam 601-2 para 3-2.

Cancel-Soldier
HRAP Soldiers my cancel their application at any time prior to arriving to their HRAP duty location.

Cancel-UCMJ
Utilized if an HRAP applicant receives any form of UCMJ during IMT.

Completed Duty
Station Commanders will use this action code at the completion of a Soldier's HRAP duty.

No Show
Company and Station Commanders will use this action code for any HRAP Soldier that does not report within 7
calendar days of their expected HRAP start date.

Released-Ineffective

Company and Station Commanders may release HRAP Soldiers who are deemed ineffective assets. (A new
IPPS-A Absence Request must be initiated by the Company Commander and signed by an 0-5 or higher to
indicate chargeable leave dates)

Released-Medical

Company and Station Commanders may release HRAP Soldiers if they are unable to perform their duties based
on medical conditions sustained during HRAP duties. (A new IPPS-A Absence Request must be initiated by the
Company Commander and signed by an 0-5 or higher to indicate chargeable leave dates)

Released-Motivation

Company and Station Commanders may release HRAP Soldiers if it is determined that they lack the motivation to
properly execute their HRAP duties. (A new IPPS-A Absence Request must be initiated by the Company
Commander and signed by an 0-5 or higher to indicate chargeable leave dates)
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Released-No Show

Company and Station Commander will release HRAP Soldiers that report for duty and subsequently do not return
for duty within 24 hours of following duty day. (A new IPPS-A Absence Request must be initiated by the Company
Commander and signed by an 0-5 or higher to indicate chargeable leave dates)

Released-Other

Company and Station Commanders may release HRAP Soldiers for actions not annotated in the “actions” drop
down based on command authority. (A new IPPS-A Absence Request must be initiated by the Company
Commander and signed by an 0-5 or higher to indicate chargeable leave dates)

Released-Soldier
HRAP Soldiers may be voluntarily released at any time. (A new IPPS-A Absence Request must be initiated by the
Company Commander and signed by an 0-5 or higher to indicate chargeable leave dates)

Shipped
Installation POCs will update HRAP Soldier status to “shipped” when the Soldier departs the training base
on leave.

15 June 2015 UR 601-2 51



USAREC

ELECTRONIC PUBLISHING SYSTEM

DATE: 15 June 2015
DOCUMENT: USAREC REG 601-2
SECURITY: UNCLASSIFIED

DOC STATUS: EXPEDITE REVISION

15 June 2015 UR 601-2

52



	United States Army Recruiting Command
	Fort Knox, Kentucky       Effective 25 June 2015
	Chapter 2
	Chapter 3
	Policy, page 2
	Chapter 4
	Chapter 6
	Appendixes
	Glossary
	Chapter 1
	1-2. References
	1-3. Explanation of abbreviations and terms
	Chapter 2
	2-2. Chief, Outreach/Operations Division, ACofS, G7/9
	2-3. Brigade Commanders
	2-4. Battalion Commanders
	2-5. Company Commanders
	2-6. Station Commanders
	2-7. Recruiters
	Chapter 3
	Policy
	3-2. Command Oversight
	3-3. Procurement Authority and Local Servicing Contracting Officer
	3-4. Fund Utilization
	3-5. Spending Limits
	3-6. Small and Disadvantaged Business
	3-7. Recruiter Expense Reimbursement
	3-8. Approved Functions and Purpose
	3-9. Grassroots Outreach and Working Groups
	3-10. Frequency
	3-11. Military and Civilian Employees
	3-12. Prohibitions
	Chapter 4
	4-1. Objectives
	4-2. Policy
	4-3. Responsibilities
	4-4. Types of E/COI tours
	Chapter 5
	Procedures
	Chapter 6
	After Action Reports

	AR 601-2
	AR 40-400
	AR 600-8-22
	AR 601-2
	USAREC Reg 600-25

	AR 360-1
	AR 601-2
	JTR, Vol 2
	TRADOC Reg 37-2
	AR 601-210

	USAREC Manual 3-30
	Section III Prescribed Forms
	USAREC Form 601-2.2
	USAREC Form 601-2.3
	USAREC Form 601-2.4
	Section IV Reference Forms

	SF 1164
	DD Form 1155
	Appendix B.
	C-2. Section II
	Figure C-1. Sample of a completed USAREC Form 601-2.2 (continued)
	D-2. Before the event
	Figure D-1. Example COI Engagement Plan
	D-3. After the event
	E-2. Objectives
	E-3. Policy
	E-4. Responsibilities

	AAR
	ACOM
	AIT
	AMEDD
	AMO
	APA
	ASVAB
	BT
	CG
	COI
	CoS

	DA
	DTS
	DOD
	E/COI
	ETP
	ESS
	FS
	FY
	GPC
	GSA
	HQ
	HQUSAREC
	HS
	ITO
	JER
	JROTC
	MAC
	MDW
	MICC
	MMS
	MRBde
	MRBn

	PAO
	POC
	RER
	ROTC
	RS
	RZ
	SOP
	TAIR
	TDY
	UF
	UR
	USAREC
	Section II Terms
	Centers of influence event
	Combined educator/centers of influence tour
	Educator / centers of influence
	Educator / centers of influence tours
	High cost event
	Lead
	Lead battalion
	Prospect
	Regular educator / centers of influence tour
	Sponsor
	Undersize educator/centers of influence tour

	Appendix G.
	Approved
	Arrived
	Cancel-Academic
	Cancel-Bad Record
	Cancel-Commander
	Cancel-Drill SGT
	Cancel-Flagged
	Cancel-Medical
	Cancel-Soldier
	Cancel-UCMJ
	Completed Duty
	No Show
	Released-Ineffective
	Released-Motivation
	Released-No Show
	Released-Other
	Released-Soldier
	Shipped


