DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
HEADQUARTERS, UNITED STATES ARMY GARRISON, FORT POLK
6661 WARRIOR TRAIL, BLDG 350

FORT POLK, LOUISIANA 71459-5339
REPLY TO
ATTENTION OF:

IMPO-ZA JUL 18 2088

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Garrison Policy Memorandum #11 — Required Supporting Documents for
the Processing of Soldier's Actions

1. References.

a. Army Regulation (AR) 25-50, Preparing and Managing Correspondence, 17 May
2013

b. AR 623-3, Evaluation Reporting System, 10 August 2007.

c. Department of the Army Pamphlet (DA Pam) 623-3, Evaluation Reporting
System, 13 August 2007.

d AR 380-5, Department of the Army Information Security Program,
29 September 2000.

e. AR 25-50, Preparing and Managing Correspondence, 3 June 2002.

f. AR 25-400-2, The Army Records Information Management System (ARIMS), 2
October 2007.

g. Field Manual (FM) 7-22 Army physical Readiness Training, 26 October 2012.
h. AR 600-9, The Army Body Composition Program, 28 June 2013.

i. AR 600-8-10, Leaves and Passes, 15 February 2006 (RAR 001, 18 October
2012).

j. AR 600-20, Army Command Policy 6 November 2014.
k. AR 600-8-1-5, Military Orders, 28 October 1994.

|. AR 600-8-24, Officer Transfers and Discharges, 12 April 2006 (*RAR 002, 28
June 2013).

m. AR 600-8-22 Military Awards, 25 June 2015.
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n. AR 600-8-2, Suspension of Favorable Personnel Actions (FLAG), 23 October
2012.

o. AR 600-8, Military Human Resources Management, 11 April 2014.
p. AR 600-8-7, Retirement Services Program, 28 April 2015.
g. AR 600-8-11, Reassignments, 1 May 2007 (*RAR 001, 18 October 2012).

2. Purpose: The intent of this policy letter is to set a standard for personnel actions
submitted for the Garrison Commander’s Approval. This policy is published by the
Garrison Command Sergeant Major to provide action officers (AOs) with the procedures
and formats to be followed in the accomplishment of staff actions.

3. An Action Officer’'s (AO) primary responsibility is to ensure an action is complete and
ready to be viewed by the command group. An AO’s charge is to make certain that
clarity, accuracy, and brevity are reflected in the action. The Garrison Administrative
Staff enforces these standards and assures these qualities are present in all actions,
prior to view by the command group. It is not the role of the Garrison Administrative
Staff to elevate staff actions and correspondence from a draft state to a final state.
When an action arrives it should already reflect the highest standards and pride from
the owning agency. Jointly, the AO works in conjunction with the Garrison
Administrative Staff to make appropriate corrections or changes to ensure the
command group is presented with the highest quality of products.

4. ltis the responsibility of the AO to develop, coordinate, and complete the required
analysis; formulate recommendations; present the action for decision; and, ultimately,
prepare a message or other correspondence implementing the recommendations. The
responsibility continues during the internal routing of the document and ends only when
the document has been dispatched, a decision has been made, or when a command
authority decides further action is no longer required.

5. Staff Action Officers are encouraged to contact the Garrison Administrative Staff for
clarification of any issues, particularly those concerning formats/standards. This policy
should be used in conjunction with all other applicable references unlisted/listed within
this document. Interim changes to this policy will be published as necessary to remain
current. Recommended changes, updates, or suggestion for improvement should be
submitted to the Garrison Administrative Staff.
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6. All personnel actions will be submitted in accordance with all references through the
5th Aviation Battalion and will include the supporting documents as stated in Annex A to
this memorandum.

7. Proponent. The Office of the Garrison Commander is the proponent for this policy.

8. This policy will remain in effect until superseded or rescinded/.
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