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OFFIC-SYM								                02 October 2015


MEMORANDUM FOR Soldiers and Civilians, Minneapolis Medical Recruiting Company, Address

SUBJECT: Company Standard Operating Procedure (SOP) FY2016 


1. The purpose of this Standard Operating Procedure is to provide recruiters, leaders, and civilians my expectations on how we should operate as a unit. By providing clear standards for daily operations we will ensure that operations across our area of responsibility will be performed at the same high standard regardless of the location or leaders assigned. The goal is for the Minneapolis Medical Recruiting Company to be a unit of excellence. This can only be achieved by having a single vision, driven by the Commander and enforced by leaders.  

2. I expect every Soldier and Civilian assigned to the Minneapolis Medical Recruiting Company to read this SOP in its entirety and reference it when needed. Each center will print this SOP, place it in a binder, and have it available for all those assigned to reference when needed. Once reviewed, each member of the Company will initial the first page of the SOP within their center. This will validate that everyone assigned has read and understands the SOP. 

3. The contents of this SOP will remain in effect until superseded by a more current version or rescinded by the company commander. This SOP will not replace current USAREC regulations, manuals, pamphlets, or messages. It should serve as a guide of my expectations for daily operations and mission accomplishment and is not intended to be all inclusive. 

4. The point of contact for this SOP is the company First Sergeant or Commander at (xxx) xxx-xxxx.      




                                                           SAMUEL WEBER
                                                           CPT, MS
                                                           Commanding
 
1) Hours of Operation: Normal office hours will be as follows, unless otherwise dictated by the Commander or OIC. The expectation is that each Center will be open to receive and conduct appointments or for processing of applicants. This does not include time to prepare for the day. Leaders will ensure that operations commence NLT 0900 each day. We are expected to do whatever is required to meet our mission and should not work to time. We have no junior Soldiers in the Company, every Soldier is either an Officer or NCO. Leaders will ensure that every center balances mission requirements and allows Soldiers to exercise balance with their professional and personal lives. In case of inclement weather, the Center OIC will contact the Commander by phone and request either a delayed start, permission to telecommute, or early release. Once approved, a CCIR must be sent to the Company Commander in the form of an e-mail with the 5 W’s. The Commander will then submit a USAREC SIR to the Battalion Commander and XO. People are our weapon system in USAREC and any interruption to production must be reported.          

Monday: 0900-1700
Tuesday: 0900-1700
Wednesday: 0900-1700
Thursday: 0900-1700
Friday: 0900-1600
Saturday: As mission dictates with compensation time approved by the CCG. 
Sunday: Closed. Recruiting activities must be approved by the Company Commander. 

2) Personal Appearance: Each Soldier serves as an ambassador for both the U.S. Army and the AMEDD within our respective communities. Serving in USAREC is considered a position of trust and requires the highest standards of conduct. As Soldiers our appearance matters and sets the conditions for how we are perceived by the civilian population. Take pride in your appearance and how you present yourself.  

a) Uniform: The Medical Recruiting Brigade’s uniform policy is that every Soldier wear the ASU Class ‘B’ uniform each duty day. At a minimum, each Soldier will wear their rank, name plate, recruiter badge (once earned), and regimental crest. When wearing the Army’s black sweater, Soldiers will wear their name plate, rank and recruiter badge (located above the name plate). Soldiers may elect to wear the black beret or ASU Cap while in uniform unless dictated by the commander or while in formation. Only the commander can authorize a variation in the uniform, requests will be submitted by the OIC or Center Leader. Soldiers are authorized to travel to work in civilian clothes, but will change into their ASUs immediately once they arrive to their Center. All Soldiers will comply with AR 670-1 and DA Pam 670-1 while wearing an Army Uniform and on duty, this includes when a Soldier is in a TDY status. 

b) Height and Weight Standards: Each OIC and Center Leader will ensure they and their Soldiers comply with AR 600-9 at all times. Each center will conduct routine weigh-ins at the discretion of the OIC and Center Leader or when directed by the Commander or First Sergeant. Soldier who must be taped should strive to meet tape by 2% or greater. Every Soldier will be weighted prior to attending any military school, those who are within 2% of their allowable body fat will be taped by the First Sergeant or Commander to ensure compliance and prevent failing to meet tape at training.    

c) Physical Fitness: All Soldiers assigned to a Recruiting Center are required to conduct Physical Training a minimum of three days per week. Each training session will last a minimum of one hour and will include strength training, core exercises, and cardio. Each training session will be executed with the intent of scoring as high as possible on the Army Physical Fitness Test. This includes, at a minimum, one Center training session per week. Fitness Training can be conducted before the duty day or after the duty day, but it will be conducted. Every Soldier will take two record APFTs and two diagnostic APFTs each fiscal year. This means each quarter a fitness test will be administered to every Soldier in the Company. Each Soldier is expected to do as well as possible during a record APFT, this means each Soldier should continue to execute the current exercise until time has elapsed. All record DA 705s will be sent to the Company HQ and be uploaded into DTMS. The NCOIC will sign all PT cards and the OIC will validate every form. 

d) Physical Profiles: If a Soldier is injured and requires a profile, they will see their primary care provider and provide their medical documents to an Army provider (Physician, PA or Nurse Practitioner) so they can receive a DA Form 3349 signed by the profiling officer. The Commander will approve all profiles and a copy will be sent to the HQ and maintained in the Company APFT Binder. A copy will also be loaded into DTMS by the Company Administrative Assistant. Each Soldier is expected to rehabilitate and return to full duty status when on a temporary profile. Soldiers with a permanent profile will make every effort to max an event they can perform and do their best in their alternate event.  

3)  Professional and Personal Conduct: Every Soldier and Civilian assigned to the Company will ensure that they live the Army Values and exercise the highest levels of conduct on a daily basis.

a) Conduct off-duty: All personnel will present a positive image upon themselves, their families, and the United States Army. This means you serve as an ambassador off-duty as well. Recreational use of alcohol is acceptable for Soldiers who are of the legal drinking age, drinking in moderation is expected and Soldiers should have a plan when retuning home after having ingested alcohol regardless of the amount. Drug use is prohibited and will be monitored by the company’s drug and alcohol prevention program on a random basis. Soldiers should not abuse their spouses, children or pets. If a domestic issue happens it will be reported to the Commander or First Sergeant as an SIR and will be handled by the Command Team along with local officials and reported through the chain of command.   

b) Conduct on-duty: All personnel will conduct themselves in the highest professional military manner. Each recruiter will read and understand USAREC Regulations 601-45 and 600-25, which covers recruiter improprieties, prohibited, and regulated activities. Breaches to good order and discipline will not be tolerated in the Company and will be handled through the use of counseling, corrective action, and UCMJ, if necessary. Every Soldier will observe proper customs and courtesy while on-duty. Superior Officers will be addressed as Sir or Ma’am, NCOs will be addressed by their rank or as Sergeant or First Sergeant, and subordinate NCOs will stand at parade rest when addressing the First Sergeant or an NCO superior to them in rank. Soldiers addressing an officer will stand at attention until told to go to At-ease. When the Company Commander enters a Center or training site at the beginning of the day the area will be called to attention by the first Soldier to identify that the commander has arrived. The same is expected when the Company Commander departs for the day. If the Commander is not present and the First Sergeant enters an area, the first NCO to recognize him/her will call At-ease. All subordinate NCOs will stand and go to parade rest, officers may remain seated but should greet the First Sergeant as a courtesy. The same applies when the Brigade or Battalion Commander and Command Sergeants Majors visit the Company, Centers, or training sites. 
All written correspondence, to include memorandums for record (MFR) will comply with AR 25-20, Preparing and Managing Correspondence. When preparing and sending e-mails from military accounts all Soldiers will adhere to this SOP’s guidance for subject lines, suspense dates, and proper etiquette when addressing superiors. All subject lines will contain a clear purpose and suspense date for the e-mail. When sending a request for action the subject line will include the RCID. Example: Subject: 9C1B, SMITH, John AR 66E Waiver Submission. E-mails will not address superiors as a group, for example CCG, OIC, CL, or Leaders when sending an e-mail to both the Commander and First Sergeant or a superior within or outside the company. When sending e-mails to a large group, like a center or the company you can simply state “Team” or “Minneapolis Company”. When sending an e-mail directly to the Company Leadership Team the e-mail should begin with either the rank or name of the commander and first sergeant or simply “Sir and 1SG”. Writing well and being clear is critical to presenting a professional image within our own organization and with those external organizations in which we work with.            

4)  Recruiting Center appearance: The appearance of our Centers can present either a positive or negative image of the U.S. Army. It is expected that each Center maintain their office and common areas to the highest standards. Each Soldier and Civilian’s work area will be free of clutter and trash. Each Soldier should have pride in their office space and professionally hang awards, diploma, and family photos. No offensive materials are authorized, this includes magazines that could be offensive, materials with profanity, or any material that could be perceived as offensive by a rational person. When in doubt, ask your team members if they would find the item offensive. Storage area and supply closets will be organized and present a neat appearance. Work areas should be free of excessive dust and stains. Soldiers are encouraged to eat away from their desks so as to avoid staining documents and furniture. Center appliances (microwave, coffee makers, and refrigerators) should be free of old items and be clean. Fitness Clothing, extra uniforms, or civilian clothes should be put away in closets or storage areas. If a Center has damage it should be reported to the Commander and the Battalion S4 to coordinate for repair. No PII or PPI will be left in the open, all documents are expected to be secured at the end of the day or after use. This ensures that we protect our Soldier’s and applicant’s information.    

5)  Time-off policy and Daily Status Reporting (DSR): Only the Commander can authorize time-off, weather in the form of a day-off, pass, or leave request. If a Soldier requests time-off the Center OIC or Center Leader will contact the Commander and request time-off for his/her Soldier. A clear explanation of why the Soldier is requesting time-off should be given in the greatest detail possible. Every Soldier and Civilian will be accounted for at all times. The first business day of each week and NLT 0730 CST the Center Leader will contact the First Sergeant with accountability, this ensures that no serious incidents happened during the weekend and that all Soldiers are accounted for. Then each Center Leader or OIC will submit their Center DSR (Daily Status Report) to the Company Admin Assistant while CCing the Commander and First Sergeant NLT 1000 hours CST each duty day. The Company has a posted leave policy that discusses the process for passes and quarterly leave management which can found on the Company SharePoint at: http://span.usarec.army.mil/sites/org/MRB/9C/int/9C1/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fsites%2Forg%2FMRB%2F9C%2Fint%2F9C1%2FShared%20Documents%2FPolicy%20Letters%20and%20SOPs&FolderCTID=0x0120008BDEB8B0A4FB66439C38018DDB6C10CC&View={79F3571B-A59B-40AE-AC66-C562311F1C9B}    

6)  Recruiting Center Assets and Property: At no time will any person assigned to the Company mismanage or abuse any assigned asset. The misuse or abuse of government vehicles (GOV), cell phones, computers, printers, scanners, office phones or any other property will not be tolerated. Actions of this kind could result in an investigation and subsequent legal action against the Soldier or Civilian. All property will be used for the purpose it was intended. The only exception is the use of government computers to complete college classes in which a Soldier is enrolled. Cell phones and office phones will not be used to make personal calls. All government vehicles will be used for official purposes only. Soldiers will not use a GOV as their personal vehicle, they will not transport family members or pets in the vehicle. Any request for Domicile to duty will be submitted to the Company Commander 72 hours prior to the required day and approved by the Battalion Commander. Each center will exercise proper key control and GOV keys will be signed out daily following morning IPRs and then returned at the end of each business day. Key Control logs will be maintained, updated daily by the center key control officer, and closed out at the end of each month. The Center Leader will serve as the hand receipt holder for their respective center and sub-hand receipt all items to the end user with a DA 2062. The Company Commander will conduct cyclic inventories during Center visits. Any damage or loss of property will be reported to the Company Commander within 24 hours. Any questions pertaining to property accountability or loss should be addressed with the Commander immediately. Lastly, all members of this Company will comply with the Brigade Commander’s Policy letter on laptop and tablet security, the use of locking devices, and laptop accountability. Computers are never to be left unattended in a GOV or POV.          

7)  Professional Development: Every Soldier will schedule one hour of professional reading and research per week in their ePlanner. Each Center will plan a professional development class each month during Friday Center training. Subjects should focus on professional development, improving knowledge, and sharing ideas. OICs will participate in the USAREC Commanding General’s Forum on MilSuite. Soldiers will participate in all Company, Battalion, and Brigade OPD, NCOPD, and LPDs (combination or Officer and NCO professional development). The Commander will lead the company in Officer Professional Development and the First Sergeant will lead all NCO Professional Development. Each leader (OIC and CL) is responsible for the development of their Soldiers. Officers and NCOs also have a duty to ensure they are developing themselves in their respective career fields and improving their recruiting knowledge. Every Officer and NCO should be familiar with DA Pam 600-4 (AMEDD Officer Professional Development) and DA Pam 600-25 (NCO Professional Development Guide). This will make leaders more effective when conducting counseling and assisting their subordinates with career development for their AOC or MOS. Every leader will become familiar and exercise the key leader development steps outlined in DA Pam 350-58 (US Army Leader Development Program).   

8) Planning and Recruiting Operation Plan (ROP): Intelligence drives operations, and planning drives the execution of the mission. The Center OIC will be the lead planner at the center level and seek the input of their Center Leader (79R Cadre). Planning begins with the Center ROP, Center OICs will receive the Company ROP OPORD and develop their center ROP for the quarter. Each calendar month will have its own ROP and the fourth tab will be the sync matrix of events for that quarter. Each ROP should include data that was derived from intelligence that can be gathered from the Commander, S2, A&PA, Education Support Specialist, reports from the Brigade SharePoint (CUOPS), historical conversion data, and ground truth from the recruiters within the Center. Each recruiter is a sensor and gathers intelligence within their market. These same recruiters are expected to report what they see and find while conducting prospecting within the market to the OIC and Center Leader during Planning Meetings, IPRs, and AARs. All this assists the Center Leadership in developing an effective ROP supported by intelligence, without an effective ROP the center will be operating without proper coordination and mission focus. This is a critical first step to operating a Center within USAREC. The Commander will provide needed guidance and intent when Centers are developing their ROPs. The Company Commander will approve all Center ROPs and the Battalion Commander will be the final approval authority for all Center ROPs.     

9) Battle Rhythm: Each OIC and Center Leader will develop and post a battle rhythm that will capture reoccurring meetings and reports within that center. The Center Battle Rhythm should include end of month reports, weekly reports (SITREP), center meetings, company meetings, IPR times, and any other significant meetings or events that the OIC or Center Leader feel should be added to the Center Battle Rhythm. The company leadership will inspect to ensure each center has a posted battle rhythm. Center Leaders and OICs are expected to attend the weekly Company AAR and IPRs with the Company Commander and First Sergeant. A battle rhythm is critical to providing predictability for recruiters and leaders.    

10)  In-Process Review (IPR), Planning Meetings, and AAR: Each Center will conduct a weekly planning meeting, weekly AAR, and daily IPR. The detail of these meetings will depend on the abilities of the Center Leader, OIC and Recruiters. Leaders will ensure they cover all the required areas of the IPR weekly. Prospecting and processing will be discussed everyday within the Center, in both formal meetings and informal discussions. Recruiters should make efforts to provide periodic updates on their prospecting efforts throughout the day, either in person or via cell phone. Each recruiter will IPR with their Center Leader, Center Leaders will IPR with their OICs and the First Sergeant, and OICs will IPR with the Company Commander as scheduled. Leaders will ensure they are prepared to provide a status and plan for future projections and prospecting. Each leader should be ready to brief their current mission posture and what they are projecting for the current quarter. Every center will conduct weekly planning meetings at the beginning of the week. This meeting will set the conditions for the rest of the week. It is the OIC and Center Leader’s opportunity to discuss the execution to the week’s plan and set priorities for the Center and each recruiter. The last day of each week the Center will conduct and end of week AAR. During the AAR the Center Leader and OIC will ensure that key objectives were met and make the needed adjustments for the following week. Following the weekly AAR, recruiters will build and submit their ePlans to their Center Leader for adjustment and approval prior to the end of the duty day. Weekly planning meetings, IPRs, and AARs will comply with the guidance set in USAREC Recruiting Manual 3-0, Recruiting Operations, and USAREC Recruiting Manual 3-31, Center Operations.        

11)  Prospecting: Prospecting is the most important thing we do as an organization and must be protected. It is a leader responsibility to protect a recruiters prospecting time. Only the Center Leader or OIC can change planned prospecting, derived from the Center ROP, for a recruiter in their ePlanner. Each recruiter will meet the following objectives for prospecting. I expect OICs and Center Leaders to hold themselves and their recruiters accountable for achieving these prospecting objectives throughout the fiscal year. As a unit filled with Officers and NCOs we are expected to perform at a high level and in-turn are expected to hold ourselves to the highest standards:

a) Each Center OIC with the input of their Center Leader will develop a quarterly ROP (recruiting operations plan) and submit it for approval by the Company Commander. Each ROP will target the center’s missioned AOCs. The OIC and Center Leader will then ensure that each recruiter’s ePlanner is built using the center ROP.

b) Each recruiter is expected to conduct 20 hours of prospecting each week, with the expectation of conducting three appointments per month in one of the company’s missioned AOCs (see Company UF711). Appointments generated that support the Company, Battalion or Brigade Mission Memo and are properly pre-qualified will be considered good appointments. (Example: AR Medical Corps AOCs, AOCs listed on the Critical or Urgent List for the Fiscal Year). 

c) Each recruiter will conduct purposeful and timely follow-ups with their applicants, prospects, LEADs, and Future Officers. These follow-ups will be documented in Recruiter Zone and DCA under the contact history. Center Leaders will ensure that all follow-ups have a purpose and are executed when planned. 

d) The standard is for each recruiter to send two packets per quarter to a selection board at HSD. While we cannot control who the board selects we can control the quality of our applicants as well as the quality of our applications. Soldiers will not send applicants to the board who are not competitive. Each Center OIC will review their Center’s applicants and ensure they have competitive GPAs, test scores, CVs, and evaluations (if prior service). This may also require the Company Commander to conduct occasional reviews for certain cases, this will be addressed by the Commander directly to the OIC or Center Leader. I will hold the Center OIC accountable for the quality of their Center’s applicants. The First Sergeant will hold each Center Leader accountable for projections and prospecting efforts. The Company goal for write rate per recruiter is 4.0 per fiscal year, this does not include non-selects, declines, and OMLs. Only applicants who are selected, commissioned, and that the Company receives credit for will be counted toward a recruiter’s write rate.    

e) All assigned universities, residencies, reserve units, and hospitals will be visited quarterly. Priorities will be Priority 1 Colleges, top matriculate universities, AMEDD reserve units, and residencies with STRAP potential and that are considered Urgent or Critical Medical Corps AOCs. Each Center will conduct two suture clinic (HPSP presentations) or medical skill labs per quarter in their top matriculate and P1 schools. OICs will task recruiters to plan and execute presentations to students and professional organizations while using SMEs and Brigade assets (DRASH and MMS). OICs will ensure these events are planned and resourced properly. Each event will have an assigned Mission Commander with a set expectation for prospecting outcomes. Example: Center plans to execute an HPSP presentation, the OIC sets an expectation of 10 LEADS, 2 AM, 1 AC. The OIC and Center Leader will hold the Mission Commander accountable for achieving all mission objectives even after the event has been completed until all objectives have been met. If prospecting missions are not met the Center Leader or OIC will counsel that recruiter on their performance and outline a plan for them to improve.   

f) Every LEAD, prospect, and applicant will be properly pre-qualified using the APPLES-MDT checklist. Once committed, the recruiter will develop a backwards plan found in the processing section of this SOP with the assistance of their Center Leader and OIC.  

g) Every recruiter will make contact with new LEADS, ADHQ, MCAT, DAT, USHSU non-selects, and any other LEADs generated through LEAD generation activities within 72 hours and document that contact in Recruiter Zone. When meeting with a prospect of the opposite sex, recruiters will exercise and document the Buddy System. This is a USAREC requirement and will be enforced. 

h) Center Leaders and OICs will ensure ePlanners meet this SOP’s guidance and incorporate activities of the Center ROP with clear prospecting outcomes. Plans will be completed each Friday (or whatever days falls as the end of the week) before the close of business. Plans will have two weeks of prospecting planned. The first week will be detailed and the second week can be a skeleton plan. The Center Leader and OIC will approve all ePlanners prior to a Recruiter being released for the weekend. Centers that fail to have completed plans submitted and approved at the end of the week will be required to closeout with the First Sergeant or Commander until they can meet this requirement. 

12)   Processing and QA/QC: Processing is the other most important thing we do as an organization. Recruiters must balance prospecting and processing with the help of their leaders. Processing relates to customer service, how our applicants view us as an organization and the U.S. Army. There are key processing requirements that each center must meet to ensure the timely process of applicants and to meet the Company’s mission. These processing timelines are non-negotiable and must be enforced by the Center Leader and ultimately the OIC. The Company Command Team will hold OICs and Center Leaders accountable if processing timelines are not met due to negligence or poor planning on the part of the Center. The following timelines will be met for each applicant following their commitment to apply for an AMEDD commission:  

a) Following commitment (day of): A backwards plan will be established for each applicant. The applicant will be given an AMEDD application and their status will be changed to “agreed to process” which will move them to DCA. The first three screens will be completed in DCA as well. (Instructions, Person, the CORPS and AOC screen). A DD369 (Police Record Check) will be completed and signed, then the applicant will be live scanned. Live scan will only be transmitted once the applicant’s DD 369 has been uploaded, their moral screening in DCA has been completed (all charges admitted will be captured), and the Center Leader has verified their moral standing with remarks annotated in Leader Zone.   

b) 72 hours following commitment: All supporting documents will be requested: Transcripts, Sex Offender Checks, LORs, prior service documents and records, request completed DD 2807-2 and 680, any and all medical documents, CV and any supporting documents, PSVs (Medical Corps), National Practitioner Data Base search (NPDB), etc. The Center Leader and OIC should know the applicant’s availability for physical (Soft PE Date).  

c) 10 business days: Curriculum Vita (CV) and all supporting documents will be submitted to Battalion Operations (S3) for processing and submission to the AOC’s consultant for review and qualification for appointment.  

d) 30 Calendar days: The applicant should have taken the physical at the local MEPS and should either be PE qualified or have all required documents to submit for a medical waiver to the USAREC Surgeon. Clearance to physical will affect this timeline but Center efforts should focus on requesting and receiving all supporting medical documents with the expectation of closing the loop on all noted applicant health issues and aliments. This will require recruiters and leaders to conduct a thorough review of all medical documents to ensure no questions or issues are left unanswered. This will reduce the time Centers will need to re-submit medical review documents to the MEPS and the USAREC Surgeon.     

e) 60-120 days: Depending on the applicant, processing days will vary. The Company expectation is for each applicant to be processed within 60-120 days following the commitment to join the U.S. Army. An applicant with no issues and with a clean medical pre-screen (other than Medical Corps Direct) will determine this timeline variance.  

f) Quality Assurance and Control: OICs will manage and be responsible for the quality of their Center’s applications. The OIC will ensure that callouts are limited and tracked by recruiter. The Company’s expectation for callouts is less than 10% per board. Each OIC should strive for green packets at every board. OICs will conduct running QCs throughout the week and understand during IPRs what has been completed and is ready for their review. OICs will complete a QC Checklist with each application and load it into DCA for review by the Commander. Overall responsibility for the quality of each application lies with the Officer in Charge. 

13)  Selection Boards and Deadlines: The Health Service Directorate (HSD) publishes an annual board schedule for AMEDD and Chaplain Applicants each Fiscal Year. Recruiters and Leaders must know when selection boards are scheduled, to include one-time-a-year selection boards. This supports the planning process when developing the Center ROP, planning prospecting, and prioritizing prospecting efforts. All applications will be submitted to the Company five business days prior to the HSD application deadline. If a Center will miss the Company deadline, the OIC will contact the Commander and request late submission. In the case that an application will not meet the HSD deadline, an MFR will be drafted and submitted to the Company Commander for consideration and submission through the Battalion Commander for final approval by the Brigade Commander. Exceptions are just that, an exception, and should not be requested due to poor planning. Moving a projection should be avoided with the Center giving maximum effort to meet deadlines. All projections will be locked in 30 days prior to the projected board date. Any issues that will prevent an applicant from meeting application deadlines will be addressed by the OIC with the Commander and will discuss the possibility for requesting and Exception to Policy (ETP). This is the exception and not the rule.      

14)  Recruiting Systems use and maintenance: Recruiting has its own systems which require management and maintenance. Every system is critical to ensuring we capture our recruiting efforts, provide a historical record, and allow us to review our efforts and identify shortfalls. Each must be maintained in accordance with this SOP and published guidance: 

a) Recruiter Zone (RZ): Everything begins in RZ, LEADs are input here, ePlanners are built, follow-ups are made, and prospecting is captured. Managing RZ is a recruiter and leader responsibility. Every LEAD will be put into RZ with 24 hours of receipt. All follow-ups will be planned and documented in RZ. 

b) Leader Zone (LZ): This system is for leaders, the CCG and Center Leadership all have access to LZ. Here you can pull reports, view the operational analysis, and ePlanners. Leaders should become familiar with LZ and conduct prospecting analysis, assign LEADs, manage zip codes, and schools. Routine checks in LZ assist leaders with managing prospecting and LEADs within their market. 

c) Report Management Zone (RMZ): This is one of the most important systems available to leaders in AMEDD Recruiting. Here you will pull your MRB Processing list, where you will manage your prospects and applicants. There are a multitude of reports in RMS ranging from find an AMEDD Officer (used to locate SMEs by AOC and Component), to current mission posture for the Company. Leaders will become familiar, access, and use RMZ weekly. 

d) Direct Commission and Accession Program (DCA): This system is vital to our recruiting efforts. Accurate information and QC is vital to ensuring that our applicants reach scheduled boards within established deadlines. DCA is the system of record for all applicants processing for a direct commission into the AMEDD. This system is how the Company and Center tracks application progress, ensures QC, submits waivers and exceptions, and projects applicants for physical and testing.    

e) GAMAT: This system is used to gather market intelligence when preparing ROPS, Situational Awareness Board (SAB) briefs, and other reports. Each OIC and Center Leader will be able to brief a SAB to any visiting key leaders with an acceptable level of proficiency. This will require battle drills and routine access to ensure you remain proficient at using GAMAT.  

f) School Zone (SZ): OICs and Center Leaders are responsible to manage School Zone. Every school visit or event will be documented in School Zone. This includes an AAR following any planned and executed visit or event. School Zone serves as the continuity within the center when it comes to school recruiting programs. Improper documentation and maintenance of School Zone will effect recruiting operations and will not be tolerated.  

g) Reserve Unit Management Zone: Similar to School Zone, Reserve Management Zone allows centers to capture recruiting efforts on AMEDD TPUs within the center area. Centers should capture unit information here such as local commander information, events, battle assembly dates, etc. 

h) Residency Zone: A new program found in School Zone, here the battalion ESS has built GME program folders for each center’s top residency training programs. Similar to School Zone and Reserve Unit Zone each center should capture events, lectures, and program information in this system. The more information the center captures the more continuity is provided for planning and future events.         
 
15)  Center and Recruiter Training: Centers and their leaders will ensure they are familiar with the USAREC METL and METs, located on the Battalion S3 Training SharePoint. Center training will be conducted every Friday (or the end of that week) from 1000-1200. Center Leaders will develop a center training schedule, validated by the OIC and approved by the Company Commander two weeks before the start of the next quarter. Once approved by the Commander, the Center Leader will load the training plan into DTMS and submit it for approval. Once approved, any changes to the training schedule will have to be approved by the Commander. Each center will upload sign-in sheets into DTMS following training. Center training will be a combination of the recruiter functions, required AR 350-1 training, and professional development. Centers will not plan team building as a form of center training, any form of team building will be conducting after duty hours. Newly assigned recruiters will be enrolled in the USAREC TLD following successful completion of the ARC and HCRC, this only applies to NCOs. The First Sergeant will manage the Company TLD and Center Leaders will execute and document the training. New recruiters will be entered into the USAREC SharePoint at:  http://span.usarec.army.mil/sites/HQ/G3/Training/SitePages/LeaderDevelopment.aspx    

16)  Serious Incident and Commander’s Critical Information Requirements (SIR/CCIR): The following list outlines what is considered an SIR or CCIR according to regulation and local policies:

a) Serious Incident Reports: Any incident where a Soldier or his/her Family is arrested, hurt, found dead, hospitalized for greater than 24 hours, threatened (to include terrorist act), sexual assault, Soldier home is destroyed (fire, or natural disaster), or are part of an accident, must be reported to the Company Commander immediately or no later than 24 hours. Serious incidents are just that, serious. When in doubt, exercise sound judgment and report it. 

b) Commander Critical Information Requirements (CCIR): Any issue that requires the Commander’s attention should be reported immediately. The OIC or Center Leader should report loss of property, vandalized GOVs, vandalized Centers, bomb threats, suspected recruiter impropriety, death in the family requiring emergency leave, extensions to leave due to unforeseen circumstances, or anything that requires the commander’s attention. Again, use sound judgment and report it.       

17)  Counseling: All Soldiers and Civilians (except contractors) will be counseled quarterly using proper support forms. Counseling can be augmented by using DA Form 4856 and Memorandums for Record. The Company encourages Center Leaders to use DA 4856s to conduct monthly performance counseling to ensure Recruiters are meeting production and performance goals. All support forms (OER and NCOER) will be loaded into EES at the HRC website and the proper delegates will be designated. As a minimum each NCO will designate the First Sergeant and Battalion Sergeant Major as their Senior Enlisted Advisors. The Battalion S1 (Mrs. Debbie Barnes) will be designated a delegate so she can QC and submit evaluations to HRC. Additionally, leaders will counsel each Soldier using the URAC (USAREC Risk Assessment Counseling). Recruiters are to be counseled monthly, and Leaders are to be counseled quarterly using the URAC. Hard copy counseling folders will be maintained in each center by the Center Leader (allowing the OIC access) in a secure drawer and have a privacy act sheet affixed to each folder. Each counseling folder will include the following: ERB/ORB, Support Form, APFT Card, Personal Data Sheet, URAC, and DA 4856s, and all training records and certificates. Every Soldier will review the Company Rating Scheme and clearly understand who their rater and senior raters are. The Company rating scheme will be posted in each Center, in a visible location where every Soldier can review it when required. All support forms will be built in EES at the HRC website: https://evaluations.hrc.army.mil/  
  
18)  Weekly Reports: There are a number of reports that will submitted weekly to the Company HQ, either directly to the Commander or the First Sergeant. Each Center will submit the following reports weekly: Recruiter Metrics, OIC SITREP to the Commander, Center Applicant Logs (Center Leader), updates to pending credit applicants (applicants who have selected but are pending or pending release). Reports may vary depending on requirements and taskers from Battalion.    

19)  End of Month Reports: Center Leaders will submit end of month reports by email NLT 1300 following the last working day of the month. All GOV logs will sent by FedEx following the next business day of the new month. All Centers will maintain an electronic and hard copy of all reports for up to two years. End of month reports will include the following documents: Vehicle Logs, Mileage Report, Janitorial Reports, Security Check sheets, supply requests, updated event sync matrixes, and updated ROPS (if changes have been approved).
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