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PURPOSE.

This document establishes local standing operating procedures (SOP) specific to the U.S. Army, North Atlantic Treaty Organization (USANATO) Headquarters G3 Operations and Schools section.  This SOP is based on current Army, DOD, and USAREUR regulations and published policy.

SCOPE.

This SOP applies to personnel assigned, attached, or employed by USANATO and its subordinate commands.  Changes to this SOP must be coordinated in writing with G6, USANATO.

1.0.  Schools Submissions Procedures

1.1.  Purpose:  to establish policy and provide procedural guidance for processing soldiers for any course.  The intent of this policy is to ensure the U. S. Army North Atlantic Treaty Organization (USANATO) schools program is consistent with Army guidelines. 

1.2.  Applicability:  this policy applies to all active and reserve duty enlisted personnel in the ranks of SPC through SFC assigned or attached to USANATO regardless of assignment location.

1.3.  The Brigade ATRRS manager will not process any soldier for any course unless the Battalion Schools NCO submits written authorization signed by the soldier’s supervisor and commander.   

1.4.   Recommended changes to this policy must be submitted in writing to the Deputy Chief of Staff for Operations, USANATO.

2.0. NCOES Failure Procedures 

2.1.  Purpose:  to establish policy and provide procedural guidance in the event a soldier fails an NCOES course.  The intent of this policy is to ensure the U. S. Army North Atlantic Treaty Organization (USANATO) NCOES program is consistent with Army guidelines and that no  soldier is arbitrarily denied the opportunity to re-attend school. 

2.2.  Applicability:  these procedures apply to all active and reserve duty enlisted personnel in the ranks of SPC through SFC assigned or attached to USANATO regardless of assignment location.

2.3.  Battalion Commanders will reply by memorandum to the Brigade Commander, informing him of all NCOES failures immediately.  The Battalion Commander will detail the reason for the failures, the action taken to prevent recurrences and administrative actions taken against the soldier, if any.

2.4.   The Battalion Commander will notify the Brigade Commander prior to rescheduling a prior failure for school.  

2.5.   Recommended changes to this policy must be coordinated in writing to USANATO G3.

3.0. NCOES Cancellations Procedures 

3.1.  The purpose of this correspondence is to provide procedural guidance to all subordinate units on the cancellation of ACE soldiers from NCOES courses.

3.2  Once a soldier receives a conditional promotion to SGT, he/she will attend the very next scheduled PLDC class.  If the soldier does not attend, regardless of the reason, he will be administratively reduced.  Soldiers will only receive one attempt to complete and graduate PLDC.  The only situations that will prevent a soldier from being scheduled for PLDC are, if the soldier received  a temporary profile prior to conditional promotion or if the soldier was deployed prior to receiving a conditional promotion.  In these instances, the company commander or 1SG will forward a memorandum requesting deferment and provide supporting documentation as applicable.

3.3.  When a soldier is notified of a scheduled BNCOC course date he/she must attend the scheduled course.  In the event, the soldier has a temporary profile or is unavailable for operational reasons and it is the soldiers first time being scheduled to attend BNCOC, soldier may be deferred by an  O-5 or higher.    If a soldier is scheduled for BNCOC for a second time, subsequent requests for operational deferments must be fully justified.  Units will not deploy soldiers with scheduled BNCOC dates.  Units will not deny soldiers NCOES for mission, unless the mission is critical and deemed critical by the Brigade CSM.

3.4.  All requests for ANCOC cancellations will be thoroughly considered and reviewed by the Brigade CSM.  In the event, a soldier is selected for SFC promotion and ANCOC and pending a MOS Medical Review Board. The unit will notify the brigade in writing to avoid being scheduled for ANCOC.  Once the MMRB convenes, if the soldier is eligible to attend ANCOC, he will contact Brigade and request another ANCOC date.  If a soldier becomes pregnant after she is notified of SFC selection, she has a 12 month limitation from the date of promotion to SFC to complete and graduate from ANCOC.

3.5.  If a soldier is selected for NCOES and does not have a minimum of 6 months before DEROS, the unit will notify the Brigade in writing, and the soldier’s NCOES reservation will be cancelled.           

4.0.  Trip Report Procedures

4.1.  Purpose:  To establish procedures for the United States Army, North Atlantic Treaty Organization (USANATO) trip reports.

4.2.  Applicability:  Applies to all commands and units assigned and/or attached to USANATO.

4.3.  Discussion:  The USANATO G3 (G3) has developed and disseminated information pertaining to completing trip reports.  All members of the Brigade/Command Staff, Battalion Commanders, Headquarters Commandants and Command Sergeants Major going TDY for purposes other than school attendance are required to submit reports to the G3 section.  Trip reports will be submitted within three working days of the return TDY.  Battalion Commanders and Headquarters Commandants will implement a similar policy for members of their command and maintain appropriate files. 

4.4.  Responsibilities:  It is the responsibility of commanders, section OICs and NCOICs to comply with the procedures of this memorandum.

4.5.  The G3 will forward these reports to the Executive Officer to the Chief of Staff and will maintain file copies of trip reports.

ACOP (put your office symbol)






Date

MEMORANDUM FOR (put who this is going to here, Chief of Staff, section chief, etc)
4.1  SUBJECT:  Trip Report to Location

1.  Location: (where did you go. If you went to more than one place list them and the dates at each location)
2.  Dates: (if not listed above, list dates of the trip here)
3.  Who went on the trip: (list name and rank, phone number and e-mail of those that went on the trip)

4.  Purpose: (main purpose of the trip; what was your mission? Why did you go?)

5.  Discussion:  (Describe or explain the main/general points of your trip, if you attended a meeting or conference explain the intent of the meeting or conference.  If decisions were made that effect the command list them here with a brief reason why, if not evident.) 

6.  Recommendations: (List any recommendations or actions that you will take or want the command to take reference this trip)
7.  POC list: (if applicable, who did you establish contact with at the trip location, list phone numbers, e-mails, building numbers and office locations, for all those people you established contact with)
8.  Hotels/Flight/Rental Car: (List hotels you stayed at with phone number, maps, did they speak English, was it within the per diem amount?  Was the flight times adequate, layovers okay, etc? Did you have a rental car? Did you need one, what company and what was the price. Would it be better to bring a POV/Rental Car next time? – List any other comment or recommendations that would be helpful next time, include maps if available).
9.  POC this memorandum is MAJ Moyer, Assistant Operations Officer, DSN 423-4173, e-mail mark.moyer@usanato.army.mil. (put all your information here)




                                                         (include your signature block)

Encl (if maps, etc)



                       MARK W. MOYER






                                   MAJ, MI







                      Assistant Operations Officer

5.0.  Master Event Calendar Procedures

1.  Purpose:  Establish procedures regarding the use of the USANATO, Master Events Calendar within USANATO.

2.  Applicability:  These procedures apply to all personnel assigned, attached or employed by USANATO.

3.  Discussion:  The USANATO, Master Events Calendar disseminates information pertaining to significant activities and events throughout the command.    

4.  Responsibilities:  Five days prior to the end of each month, subordinate commands and Brigade staff sections will submit changes to the Master Events Calendar to ensure it accurately reflects significant events within their areas of responsibility.  Submit all updates to the Master Events Calendar to USANATO, Deputy Chief of Staff for Operations (DCSOPS) via FAX (DSN 423-5265) or email (eoc@usanato.army.mil).  The DCSOPS will post the updates to the Master Events Calendar based on inputs received.  Updates will be published monthly, and distributed via email and at the Brigade Staff call. 

5.  To recommend changes to these procedures or suggestions for improving the effectiveness or format of the Master Events Calendar contact MSG Lucier or Mrs Troutman at 423-3368/4173.

UPDATE REQUEST FOR USANATO MASTER EVENT CALENDAR

The following information is provided to update the USANATO Master Event calendar:

1. Date of request:

2. Organization:

3. Name/Rank of person submitting request:

4. Phone number (DSN, IVSN, or Commercial) of person submitting request:

5. Specification of update type:  (i.e. ADD, DELETE, CHANGE)

6. Title of the Event:

7. Date(s) of the Event:

8. Command that the Event should be posted under:

9. Functional Area that the Event should be posted under:

Recommendation as to whether the Event should be highlighted


PAUL D. BROWN


LTC, GS


Deputy Chief of Staff, G3
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