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MEMORANDUM FOR XX Medical Recruiting Company Personnel

SUBJECT: XX Medical Recruiting Company, Commander’s Open Door Policy 


1. This memorandum will serve as my official policy for Soldiers or Civilians who wish to speak to me directly about any issue they feel warrants the commander’s attention. Any Soldier, civilian employee, or Family member in this company who wishes to speak to me on any subject can do so without fear of reprisal. I feel the commander’s role is not just one of authority, but one of service to the unit’s Soldiers, Civilians, and Families. I am committed to open communication among all who are part of the XX Medical Recruiting Company. I want to know, hear, and ultimately understand your concerns. 

2. I am available to meet or speak with any member of the company who wishes to exercise their right to use the open door policy. This can be conducted a couple different ways; telephonically, if the request is urgent or cannot be addressed in person, by e-mail correspondence or during center visits. A unit member can approach me and request a closed door meeting by either of these means. 

3. I would like to make it clear that I am a firm believer that your first-line leader is normally the best resource to resolve most issues or problems. I expect those who desire to speak with me about any issues to allow their NCO Support channel or Officer-in-Charge the opportunity to first resolve the issue at the lowest level. However, failure to use the NCO Support Channel or Officer-in-Charge before speaking to me under the open door policy will not prevent a Soldier or Civilian employee from access.

4. I prefer that anyone interested in scheduling an open door meeting contact the unit administrative assistant in advance. You can do so by calling the company headquarters at (xxx) xxx-xxxx and speaking with Ms. First Last. She will review my calendar and schedule the appointment for you at the earliest time possible. At the same time, I would like those who have requested use of the open door policy to e-mail me any relevant materials that pertain to the issue that is to be addressed prior to the meeting. This will ensure that I have all the facts presented to me and I can make an informed decision on how to resolve the issue at hand. A meeting will not be denied if the supporting documentation is not provided, but it may impede my ability to make a timely decision.    

5. The point of contact for this memorandum is the undersigned at (xxx) xxx-xxxx. 




                                                      SAMUEL WEBER
                                                           CPT, MS
                                                           Commanding
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