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DoDI 1342.22 Military Family Readiness 
Department of Defense Instruction (DoDI) 1342.22, “Military 
Family Readiness,” published July 3, 2012 updates policy, 
responsibilities, and procedures for delivering family readiness 
services to service members and their families.

Background 

By canceling DoD Directive 1342.17, “Family Policy,” DoDI 
1342.22 now serves as DoD’s primary source of family readiness 
policy guidance. In recognition of the changing nature of today’s 
all-volunteer military force and in response to lessons learned 
from a decade of combat operations, the DoDI modernizes 
the Department’s approach to family readiness. The DoDI’s 
establishment of a Family Readiness System (FRS) outlines diverse 
options for accessing a network of integrated services to help 
families easily find the support they need for everyday life in the 
military. This approach underscores the importance of partnerships 
and collaboration among all those who serve military families. 
The policy also provides guidance for regular assessment of service 
member and family needs, annual reporting on service usage, 
accreditation of services, and program evaluation to ensure family 
readiness goals are being met. Policy updates will help DoD better 
meet the needs of all service members and their families, regardless 
of branch of Service, active or Reserve status, or geographic location.

Military Family Readiness: 

The state of being prepared to 
effectively navigate the challenges 
of daily living experienced in the 
unique context of military service.

Additional Information

For full text of DoDI 1342.22
www.dtic.mil/whs/directives/corres/
pdf/134222p.pdf

For a Summary of Changes
www.militaryonesource.mil/134222/
summary-of-changes

For more information about the 
Family Readiness System
www.militaryonesource.mil/frs

Committed to Readiness & Resilience

MC&FP POLICY FACT SHEET



The Family Readiness System 
The FRS is the network of agencies, programs, services, and people, and the collaboration among them, 
that promotes the readiness and quality of life of service members and their families. The FRS features a 
variety of access points, such as installation Military and Family Support Centers, the Joint Family Support 
Assistance Program, and Military OneSource, through which families can connect with the FRS and find 
services, including

*Policy requirements, including updates, for relocation assistance, personal financial management services and family
readiness in the Reserve Components, have been integrated into DoDI 1342.22 (canceling DoDI 1338.19, DoDI 
1342.27, and DoDI 1342.23, respectively). 
**While DoDI 1342.22 addresses these services as a part of the FRS, separate policy governs these services.

Implementation Plan 

• The DoD Components are required to issue implementing guidance in accordance with the DoDI.

• MC&FP  will work closely with the Services to implement new
policy requirements and promote clear

• The full text of DoDI 1342.22 and a Summary of Changes are available online.

Committed to Readiness & Resilience

• Child abuse prevention and response services**

• Child development programs **

• Domestic violence prevention and
response services**

• Deployment assistance

• Exceptional family member support**

• Emergency family assistance*

• Family readiness in the Reserve Components*

• Information and referral

• Morale, welfare, and recreation services**

• Non-medical individual and family counseling**

• Personal and family life education

• Personal financial management services*

• Relocation assistance*

• Transition assistance**

• Youth programs **



DoDI 1342.22, July 3, 2012 



DoDI 1342.22, July 3, 2012 



DoDI 1342.22, July 3, 2012 



(a) Review the publication in question.
(b) Prepare a written recommendation to HQDA that provides the basic facts for the determination that distribution

of the subject publication would present a clear danger to the loyalty, discipline, or morale of the Soldiers on his or her
installation.

(c) Send recommendation, together with a copy of the subject publication, to HQDA (SAPA) Washington, DC
20310. Appropriate information copies should also be provided to intermediate headquarters.

(4) Reports required in paragraph (2) and (3), are "exempt reports" under AR 335–15.
(5) The delay in distribution will remain in force until a determination to approve or disapprove the request is made

by HQDA.
e. Distribution of commercial publications. On-post distribution of commercial publications will be restricted as

defined in AR 360–1. All commercial publications distributed free of charge will not carry any advertisement that
implies discrimination with regard to the race, religion, color, gender, or national origin of the purchaser, user or
patron. The publication will place its readers and advertisers on notice of this requirement by including in a prominent
location the following: "Everything advertised in this publication must be made available for purchase, use, or
patronage without regard to the race, religion, color, gender, or national origin of the purchaser, user, or patron."

f. Distribution of command information newspapers. The distribution of command information newspapers (either
Army-funded or civilian enterprise) will be governed by AR 360–1. Distribution through official channels will be
authorized.

5–10. The Total Army Family Program
The Army places a high value on both military and personal preparedness. Commanders have an obligation to provide
assistance to establish and maintain personal and Family affairs readiness.

a. Concept.
(1) The Total Army Family consists of Soldiers (AA, ARNG, and USAR), civilian employees, and retirees,

(regardless of marital status), and their legal Family members (if any).
(2) The Total Army Family Program (TAFP) includes those Family assistance services and related programs that

support quality of life, readiness, and retention and meet the Army’s obligation to Soldiers, civilian employees, and
their Families by ensuring the effective interface between Family assistance and Family support.

(a) Family Assistance and Readiness is the contractual or statutory obligation the Army has to provide assistance
(for example, ID cards, Defense Enrollment Eligibility Reporting System (DEERS), Civilian Health and Medical
Program of the Uniformed Services, tri-service medical care) to its Soldiers, civilian employees, and retirees (regardless
of marital status) and with or without any legal Family members. This obligation also extends to the programs and
services commanders use to fulfill their morale, welfare, and quality of life responsibilities, such as Army Community
Service (ACS), CYS, and Morale, Welfare, and Recreation Programs.

(b) Family Readiness is the mutual reinforcement provided to Soldiers, civilian employees, retirees (regardless of
marital status), and their Family members-both immediate and extended. Examples include Family Readiness Groups
(FRG), newsletters, telephone trees, and other volunteer programs and activities.

b. Responsibilities.
(1) The ACSIM will establish policy and ensure coordination and integration of the TAFP through the U.S. Army

Community and Family Support Center (USACFSC). The USACFSC will—
(a) Provide guidance, technical assistance, and consultation to support the development and implementation of

Family initiative programs, and services.
(b) Identify needs and design and conduct Armywide Soldier and Family member training and awareness events.
(c) Determine requirements and develop training packages for individuals accountable for Army Family program

execution.
(d) Provide consultation and liaison with the ARNG and USAR to ensure interaction and synchronization among

AA and RCs concerning Family assistance and readiness issues.
(2) Heads of other HQDA Staff agencies (and field operating agency, if appropriate) will be responsible for

Armywide policies, plans and initiatives within their areas of proponency pertaining to the TAFP.
(3) Army National Guard.
(a) The NGB is the Army’s lead agency for the establishment and execution of Family assistance for Total Army

Families at all levels of contingency and mobilization.
(b) The NGB, through the NGB Family PM will—
1. Provide policy, guidance, technical assistance, and consultation to support the development and implementation of

the TAFP within the ARNG.
2. Identify, design, and provide ARNG Soldiers and Family members training and awareness support.
3. Develop training for individuals responsible for Family program execution.
(4) Chief, Army Reserve (CAR), through the Office of the Chief, Army Reserve (OCAR) Family PM will—
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(a) Provide policy, guidance, technical assistance, and consultation to support the development and implementation
of the TAFP within the USAR.

(b) Identify, design, and provide USAR Soldier and Family member training and awareness support.
(c) Develop training for individuals responsible for Family program execution.
(d) Ensure that regional readiness commands have staffed the centralized Family readiness officer to meet assigned

duties and responsibilities.
(5) The ACOM, ASCC, or DRU commanders will provide an environment that encourages an effective Family

program. At a minimum, ACOM, ASCC, or DRU commanders will—
(a) Ensure command emphasis at the unit level.
(b) Identify and input fiscal and personnel resource requirements for the TAFP as part of the command operating

budget process.
(c) Provide for Soldier, civilian, retiree and Family member participation in quality of life matters. Ensure inclusion

of single Soldiers in quality of life programs/initiatives.
(6) U.S. Army Reserve command/CONUS Army/installation/JFHQ/RSC/GOCOM commanders at all levels will

provide an environment that encourages an effective Family program and will at a minimum:
(a) Ensure command emphasis to the unit level.
(b) Ensure the designation of a TAFP point of contact as an additional duty in each unit below installation/JFHQ/

RSC/GOCOM level.
(c) Identify and input fiscal and personnel resource requirements for the TAFP as part of the command operating

budget process.
(d) Ensure Soldier, civilian, retiree, and Family member awareness of the TAFP.
(e) Ensure Soldier, civilian, retiree, and Family member access to entitlements, Family programs, and Family

services.
(f) Provide for Soldier, civilian, retiree and Family member participation in quality of life programs. Ensure

inclusion of single Soldiers in quality of life programs and initiatives.
(g) Installations/JFHQs will ensure/facilitate appropriate coordination of TAFP elements for all components within

their geographical area of responsibility during peacetime or any levels of contingency or mobilization.
(7) Unit commanders at all levels will provide an environment that encourages an effective Family program and at a

minimum will—
(a) Appoint a TAFP point of contact as an additional duty.
(b) Provide pre-deployment and reunion briefings as required.
(c) Ensure Soldier and Family member awareness of the TAFP.
(d) Ensure Soldier and Family member access to entitlements, Family programs, and Family service.
(e) Ensure the proper documenting and monitoring of personal affairs readiness of Soldiers, to include Family care

plans (see para 5–5).
(f) Ensure inclusion of single personnel in quality of life programs and initiatives.
(g) Maintain, as appropriate to the needs of their units, a unit FRG to encourage self-sufficiency among its members

by providing information, referral assistance and mutual support.
(8) Family Program coordinators will—
(a) Advise the commander concerning the impact of the TAFP on retention, readiness, training, and mobilization/

deployment.
(b) Coordinate the development of the TAFP.
(c) Coordinate the development of resource requirements to support the TAFP.
(d) Coordinate public/community/employer awareness and support of the TAFP.
(e) Serve as command liaison with military and civilian agencies involved in resourcing and supporting the TAFP.
(9) Soldiers bear primary responsibility for their Family and personal affairs readiness. They should support and

participate in the TAFP. At a minimum Soldiers will—
(a) Keep themselves and their Families informed concerning key (unit) personnel information, benefits, programs,

and ensure that information regarding the TAFP is provided to Family members.
(b) Support, and where appropriate, encourage their Family members to support programs, services and activities

designed to maintain and/or enhance the quality of life and well being of all members of the Total Army Family, for
example, FRG, Deployment Cycle Support training, Army Family Team Building, and so forth Many of those
programs, services, and activities are primarily dependent upon volunteers to ensure their success and continued
effectiveness.

5–11. Federal Parent Locator Service
Section 113, Title 10, United States Code (10 USC 113) requires that current addresses of Soldiers be available to the
Federal Parent Locator Service. The DEERS serves as DOD’s centralized personal locator service. Commanders will
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5–9. Standards for acceptance of voluntary service
a. Accepting official. The accepting official is a military member or Government employee (APF and NAF) who is

the head of the organization (or their designee) where the volunteer provides service.
b. Organization responsibilities. The organization where the volunteer serves is responsible for ensuring—
(1) All volunteer documentation is complete.
(2) Personnel records are maintained.
(3) Awards and recognition are planned and executed.
(4) Costs of reimbursable expenses and organization awards are budgeted.
(5) A representative serves on the Volunteer Council.
(6) The Volunteer Management Information System on the Army OneSource Web site is utilized to record volunteer

positions, awards, training, hours, and so on.
c. Circumvention of the civil service system. Volunteers may assist the workforce by performing an apportionment

of a required function, but they cannot be used to substitute totally or permanently for unfilled positions, to replace
paid employees or in lieu of obtaining contracted services for which funding has been provided.

d. Nondiscrimination policy. In accepting voluntary services, organizations will not discriminate based on race,
creed, religion, age, sex, color, national origin, sexual orientation, marital status, political affiliation, or disability.

e. Injury. Volunteers will not perform duties that render them unusually susceptible to injury or to causing injury to
others.

f. Supervision. The degree of supervision of volunteers will be comparable to that provided with respect to paid
employees providing similar services. Personnel management rules and procedures applicable to exercising authority,
direction, and control over paid employees and military personnel are not applicable to volunteers. Supervisory
authority with respect to volunteers will be through designation of authorized duties, training, counseling, and
determinations regarding continuation of acceptance of voluntary services. The supervisor may be a paid employee
(civil service or NAF employee), a military member, or another volunteer who is so supervised. The supervisor must
be directly responsible for the work the volunteer is performing.

g. Undue influence. When accepting voluntary services, commanders will ensure that neither they nor their paid or
volunteer staff violate the provisions. By law no official will directly or indirectly impede or otherwise interfere with
the right of a spouse of a military member to pursue and hold a job, attend school, or perform voluntary services on or
off a military installation. Moreover, no official will use the preferences or requirements to influence or attempt to
influence the employment, educational, or volunteer decisions of a spouse.

h. Background checks. Volunteers may be subject to a background check in accordance with DODI 1402.5, AR
608–10, and AR 608–18. Volunteers who work with children and youth must have a background check in accordance
with the above regulations. The organization accepting the volunteer may contact the Family Advocacy Program
Manager or the AVCC to obtain guidance on procedures for obtaining background checks and points of contact at
required agencies.

i. Credentials. When required, volunteers must be licensed, privileged, have the appropriate credentials, or be
otherwise qualified under applicable law, regulations, or policy to provide the voluntary services involved.

j. Privacy. DODD 5400.11 provides for the disclosure of privacy-protected records to agency employees who need
the records in the performance of their duties. Access to records contained in a Privacy Act system of records may be
provided to a volunteer providing a service to an APF activity. Any volunteer with such access must comply with the
protection, disclosure, disclosure accounting, and other requirements. Privacy protected information may not be
disclosed to a volunteer in a NAFI, as 10 USC 1588 does not authorize such access for NAFI volunteers.

k. Volunteer agreement. All volunteers and accepting officials for APF or NAF activities will sign DD Form 2793
(Volunteer Agreement for Appropriated Fund and Nonapproriated Fund Instrumentalities). A copy of the signed
volunteer agreement will be given to the volunteer prior to commencement of voluntary services. The DD Form 2793
will be placed in the volunteer’s personnel file and may be uploaded on the Volunteer Management Information
System.

l. Parental permission form. Parental or guardian permission is required prior to the commencement of volunteer
services from unmarried Family members under the age of 18. DA Form 5671 (Parental Permission) will be signed
when accepting voluntary services from unmarried Family members under age 18 before commencement of work.

m. Position description. A written position description will be completed in Volunteer Management Information
System for each volunteer and will include the position and title, first-line supervisor, second-line supervisor (if
applicable), description of duties, time required, qualifications of the job, training required and provided by the
program accepting the voluntary services, and evaluation and feedback by the supervisor.

(1) The supervisor of the volunteer will write the position description, and the accepting official will be the approval
authority.

(2) Each position description will make specific mention as to whether or not the regular use of a motor vehicle,
private or Government-owned or Governement-leased, is required and, if required, the specific volunteer duties that
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will be performed while using the vehicle. Incidental uses of a privately owned vehicle (for example, to run an
occasional errand) should not be described in the job description.

(3) If the use of a vehicle is not required in the performance of volunteer duties, the position description will state
that the use of a vehicle is not authorized.

n. Daily time record. Each volunteer will maintain a record of hours worked in Volunteer Management Information
System. Credit hours earned will be entered for the appropriate day and month that the volunteer worked. Monthly
totals will be automatically totaled in Volunteer Management Information System. A hard copy of entered data will be
printed as DA Form 4713 (Volunteer Daily Time Record) and placed in the volunteer’s personnel file.

o. Service record. All organizations having volunteers must ensure volunteer hours worked are documented in
Volunteer Management Information System. These organizations must document jobs performed and training and
recognition received in Volunteer Management Information System. The program will automatically place this infor-
mation on DA Form 4162 (Volunteer Service Record) which should be printed and placed in the volunteer’s personnel
file.

p. Retention of records. Volunteer records will be retained for 3 years following the termination of voluntary service
by the organization receiving the service. After that period, a summary of each volunteer’s service may be electroni-
cally maintained at the activity until no longer needed.

q. Training. Volunteers will receive training needed to perform their duties. This training will include pre-job
training to learn technical skills, on-the-job training, and continuing in-service training.

r. Orientation. Volunteers (includes those who transfer from other duty locations) will receive orientation to
familiarize them with the organization, their assigned duties, procedures to document voluntary service hours, policies
and procedures for obtaining reimbursement of incidental expenses, award policies, grievance procedures, line of
supervision, the importance of confidentiality, and other relevant matters.

5–10. Authorized volunteer support
Various kinds of support are authorized to assist volunteers in performing their assigned service. These include, but are
not limited to—

a. Equipment. This covers Government facilities, to include dedicated office or desk space, equipment, supplies,
computers, and telephones as needed to accomplish assigned duties.

b. Authority to install equipment. The commander has the authority to install telephone lines and any necessary
telecommunication equipment in the private residences of persons who provide voluntary services and may pay the
charges incurred for the use of the equipment for authorized purposes.

c. Use of Government-owned or Government-leased vehicle. A volunteer may be permitted to use Government-
owned or Governement-leased administrative vehicles under 10,000 pounds when all the following circumstances exist:

(1) The appropriate commander determines that the use of the vehicle is for official purposes and that failure to
provide such support would have an adverse effect on Soldier morale.

(2) The use of the vehicle can be provided without detriment to the accomplishment of the unit’s needs (see AR
58–1).

(3) Volunteers who are assigned to operate administrative vehicles will be required to complete the same training
and screening and maintain the same qualifications as other employees who drive comparable vehicles. They must
meet the requirements of AR 600–55 (for example, they must possess a current valid driver’s license from a state, U.S.
Territory, U.S. possession, or overseas authority, and measures are taken to identify those personnel who are authorized
and qualified to operate such vehicles). Those personnel who operate administrative vehicles should be screened
through the National Driver Register, to the extent possible, to preclude those individuals with questionable driving
records from operating Government vehicles.

d. Other requirements when operating Government vehicles. Permission to operate Government-owned or Governe-
ment-leased administrative vehicles will be in writing. Volunteers will operate only Government vehicles that have
been dispatched to them. Volunteers will be informed of the requirement that Government vehicles be used only for
official business (see AR 58–1).

e. Investigation of incidents. Standard procedures used to investigate and/or adjudicate incidents involving employ-
ees are used, when appropriate, to investigate and/or adjudicate similar incidents arising from voluntary services
provided under 10 USC 1588.

f. Official mail. Use of official mail as deemed necessary and appropriate to execute assigned volunteer duties.
Family readiness group newsletters must meet the guidelines in AR 215–1.

g. Reimbursement of incidental expenses.
(1) The sponsoring organization’s commanding officer or official in charge accepting the voluntary services will

determine if reimbursement is necessary to obtain the voluntary services, and will decide if the total amount to be
reimbursed is reasonable in relation to the value of the voluntary services provided, following coordination with the
resource manager. Volunteers may not be compensated for the service provided except for the reimbursement of
incidental expenses incurred while providing voluntary services accepted by the organization. However, there is no
requirement to reimburse incidental expenses of volunteers.
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Appendix J
Army Family Readiness Groups Operations

J–1. Concept and purpose
a. The FRG is a unit commander’s program formed in accordance with AR 600–20. Normally FRG will be

established at the company level, with battalion and brigade levels playing an important advisory role. FRG are not a
morale, welfare, and recreation program; a NAFI, a private organization; or a nonprofit organization.

b. An FRG is a command-sponsored organization of Soldiers, civilian employees, Family members (immediate and
extended) and volunteers belonging to a unit. FRG will provide mutual support and assistance, and a network of
communications among the Family members, the chain of command, and community resources. FRG will assist unit
commanders in meeting military and personal deployment preparedness and enhance the Family readiness of the unit’s
Soldiers and Families. They will also provide feedback to the command on the state of the unit “Family.”

c. Family readiness is the mutual reinforcement and support provided by the unit to Soldiers, civilian employees,
and Family members, both immediate and extended.

d. The rear detachment commander is the unit commander’s representative at home station while the unit is
deployed and is the FRG link to the deployed unit. All logistic support for FRG (for example, meeting rooms,
nontactical vehicle use, office equipment and computers, newsletters, telephones, and volunteer support) is authorized
by the rear detachment commander during deployment.

e. The garrison ACS Center and RC Family Programs Office will assist unit commanders in establishing successful
FRG by providing expertise, classes, training, and support to FRG and the FRG leadership, as outlined in AR 608–1.

f. Unit commanders will ensure that their FRG appeal to all service members, civilians, and Family members
regardless of rank structure or Family size, composition, language spoken, and other characteristics. Commanders will
seek FRG leaders who are particularly adept at energizing both officer and enlisted corps’ Families. FRG that do not
reflect their unit’s demographics or have a high level of Family participation will be reevaluated to address impedi-
ments that exist toward creating a balanced and representational FRG. Typical issues could be FRG meeting times,
unmet child care needs, FRG activities that do not match FRG member needs, FRG that do not provide training
programs relevant to FRG Family needs, and other Family support issues.

J–2. Family Readiness Groups roles and functions
a. The FRG mission is to—
(1) Act as an extension of the unit in providing official, accurate command information.
(2) Provide mutual support between the command and the FRG membership.
(3) Advocate more efficient use of available community resources.
(4) Help Families solve problems at the lowest level.
b. The type and scope of FRG mission activities will depend on a number of factors such as—
(1) The Commander’s budget for FRG mission activities.
(2) The identified needs of unit Soldiers, civilian employees, and their Families.
(3) Command interest and emphasis.
(4) The number of FRG members.
(5) The time, energy, and creativity of FRG membership.
(6) The makeup of the FRG, including the percentages of single Soldiers, number of years Soldiers and their

Families have served with the military, number of Families with young children, and other Family composition factors.
(7) The unit’s training and deployment schedule.
c. FRG are official DA programs established pursuant to AR 600–20. FRG mission activities and appropriated fund

expenditures are subject to DOD 5500.7–R, DOD 7000.14–R, 31 USC 1341, and all other applicable statutory and
regulatory restraints on official activities, use of appropriated funds, and fundraising.

d. Certain FRG mission activities are essential and common to all FRG. They include FRG member meetings, FRG
staff and committee meetings, publication and distribution of FRG newsletters, maintenance of updated Family rosters
and Family readiness information, establishment of FRG member telephone trees and e-mail distribution lists, and
scheduling educational briefings for FRG members. FRG activity level can vary depending on unit mission and on
whether the unit is in pre-deployment or post-deployment, deployed, or in a training/sustainment period at the home
station.

e. FRG social activities can enhance Family and Soldier camaraderie, provide stress relief, and reduce Family
loneliness during deployments. Social activities will not be funded using appropriated funds. FRG members may use
money contained in an FRG informal fund to pay for social activities described in paragraph J–7.

J–3. Resources
FRG mission-essential activities are supported using the unit’s appropriated funds, excluding BA11/OPTEMPO. FRG
mission-essential activities authorized appropriated fund support may not be supported with NAFs. FRG mission-
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essential activities may not be augmented with private money. Such augmentation may be a violation of 31 USC 1345.
FRG appropriated fund resources may not be used to support private organization activities, internal fundraisers, or
commercial ventures.

a. Government office space and equipment. FRG may use Government office space, computer and office equipment,
faxes, e-mails, scanners, and so on to support the FRG mission.

b. Paper and printing. FRG may use Government paper and printing supplies to publish FRG newsletters to relay
information from the command and to support any FRG mission activity. Commanders will decide how frequently
newsletters will be published. Each unit will have a standard operating procedure (SOP) on the preparation, printing,
and distribution of FRG newsletters. FRG newsletters may be distributed by the Army or installation post office or via
e-mail to FRG members.

c. Army and installation post offices and official mail. FRG are authorized to use official mail for official, mission-
related purposes and as approved by the unit commander.

(1) Unofficial information may be included in an official FRG newsletter, provided: it does not exceed 20 percent of
the printed space used for official information; it does not increase printing and mailing costs to the Government; and it
does not include personal wanted/for sale advertisements. The FRG newsletter must state whether it contains only
official information or both official and unofficial information.

(2) If the newsletter contains both types of information, it will include the following statement: “The inclusion of
some unofficial information in this FRG newsletter has not increased the costs to the Government, in accordance with
DOD 4525.8–M.”

d. Government vehicles. In accordance with AR 58–1, the unit commander may authorize Government vehicle use
in support of official FRG activities, including the transportation of FRG members for FRG mission-related activities.
Government vehicles may be used to support official FRG activities when—

(1) The appropriate commander determines that the use of the vehicle is for official purposes and that failure to
provide such support would have an adverse effect on the FRG mission.

(2) The driver has a valid and current license to operate the vehicle and all other regulatory requirements regarding
the use of the Government vehicle have been followed.

(3) The use of the vehicle can be provided without detriment to the accomplishment of the unit’s mission.
e. Child care. Depending on availability of funds, unit commanders may authorize appropriated funds for—
(1) Childcare for command-sponsored training in accordance with AR 608–10, paragraphs 3–2 and 3–4.
(2) Needed Family support, including child care, education, and other youth services for Armed Forces members

who are assigned to duty or ordered to active duty in conjunction with a contingency operation (see 10 USC 1788(b)
and DODI 1342.22).

f. Statutory volunteers. The unit commander may accept statutory volunteer labor to support the FRG mission, as
described in paragraph J–4 and in accordance with this regulation. However, FRG volunteers are not considered
statutory volunteers when they are participating in social or fundraising activities and are not entitled to reimbursement
for incidental expenses during this period of time.

J–4. Volunteers
a. Volunteers. The Soldier and Family Readiness System relies heavily on the support of a professional volunteer

cadre. Unit commanders may staff their FRG with volunteers, as provided in chapter 5 of this regulation and in
accordance with 10 USC 1588.

(1) FRG volunteers in leadership and key roles, such as the FRG leader, treasurer, key caller, and welcome
committee chair, must in-process through the local ACS Center for the Active Component or through the RC Family
Programs Office. Commanders will ensure their volunteers are supervised in the same manner as an employee, that
they have a position description, and that they have followed all other legal and regulatory requirements in accordance
with chapter 5 of this regulation and 10 USC 1588.

(2) The local ACS center, RC Family Programs Office, or AVCC will provide unit commanders or their designees
with expert guidance on the Army Volunteer Corps Program. They will provide commanders with standard FRG
volunteer position descriptions and answer volunteer questions. The unit commander will ensure that the AVCC is
provided the FRG volunteers’ work hours monthly to track volunteerism within their areas of responsibility and for
volunteer recognition purposes.

(3) FRG volunteers are authorized to use Government facilities to accomplish their assigned duties. This includes
the use of office and meeting spaces; telephone, computer, e-mail, and copying equipment; administrative supplies;
administrative and logistical support; and additional equipment. Government computer use, including e-mail and
internet use, is authorized for official FRG business only.

(4) To support official FRG activities, FRG volunteers may operate Government-owned or Government-leased
nontactical vehicles with a gross vehicle weight of less than 10,000 pounds, provided they meet the licensing
requirements set forth in AR 600–55.

(a) The authorization to drive a Government-owned or Governement-leased nontactical vehicle will be included in
the volunteer’s position description.
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(b) Vehicular accidents occurring while an FRG volunteer is operating a Government vehicle must be reported in
accordance with AR 385–10.

b. Funding for volunteer support. Appropriated funds may be used to support FRG volunteers, with command
preapproval and funding availability. Appropriated funds for volunteer support may be used for—

(1) Training and travel expenses. Commanders may, at their discretion, authorize payment for travel and training of
official statutory volunteers.

(a) Authorized FRG volunteer travel may include FRG volunteer visits to geographically dispersed members of the
FRG in direct support of the FRG mission.

(b) Enrollment, travel, per diem, and other expenses may be funded for training to improve FRG volunteers’
effectiveness or enable them to accept positions of increased responsibilities. Invitational travel orders are authorized,
pursuant to the JFTR, appendix E, part I, paragraph A, and Secretary of the Army travel policy. Funding will depend
on command preapproval and availability of funds.

(2) Reimbursement of incidental expenses. Unit commanders may budget for the reimbursement of official volunteer
incidental expenses using appropriated funds for FRG volunteers, as authorized by this regulation and 10 USC 588.
Volunteers may be provided reimbursement for incidental expenses (out-of-pocket expenses) such as child care, long-
distance telephone calls, mileage, and other expenses incurred while supporting the FRG official mission, in accordance
with chapter 5 of this regulation and DODI 1100.21 and the commander’s FRG budget standard operating procedure
(SOP) (see app J–6).

(3) Awards, recognition, and mementos. Appropriated funds will not be authorized or available for volunteer awards
other than official certificates of recognition or volunteer incentive awards in accordance with AR 672–20. NAFs will
be authorized for garrison volunteer recognition programs, awards, and banquets and to purchase mementos consistent
with AR 215–1. Unit commanders will ensure that their FRG volunteers’ hours are submitted monthly to the garrison
AVCC and that FRG volunteers are recognized at garrison community volunteer recognition ceremonies.

c. Authorizing travel. Commanders may not authorize travel or the reimbursement of volunteer incidental expenses
for members of their household or other persons that could present a potential conflict of interest (see DOD 5500.7–R).
Commanders will forward these decisions to the next senior level officer within the commander’s chain of command
f o r  d e t e r m i n a t i o n .  C o m m a n d e r s  w i l l  s e e k  g u i d a n c e  r e g a r d i n g  s p e c i f i c  e t h i c s  i s s u e s  f r o m  t h e i r  s e r v i c i n g  e t h i c s
counselors.

J–5. Family Readiness Support Assistants
In the Active Army, commanders may authorize units to hire Family Readiness Support Assistants (FRSAs) who
provide unit FRSA administrative support services.

a. FRSA required training to be completed through classes at ACS, Family Programs, or online at www.myar-
mylifetoo.com. Within the first 60 days of assuming duties, the FRSA must complete the following training classes.

(1) Army Family Team Building Levels I and II.
(2) Rear Detachment Commander Training.
(3) FRG Volunteer Leader Training.
(4) Operation READY FRSA Training.
b. Other recommended FRSA training includes:
(1) Civilian Personnel Office, time and attendance and benefits.
(2) Virtual Family Readiness Group System Training.
c. The FRSA deployment assistant will coordinate training through local community resources and provide adminis-

trative collaboration between the rear detachment commander and the FRSA leader. The FRSA deployment assistants
will not duplicate services or overlap existing resources in the military community.

d. The FRSA deployment assistant works for the unit commander, who will have day-to-day operational direction of
the assistant’s activities. The duties of the FRSA deployment assistant will not conflict with the duties of the volunteer
FRSA leadership. The FRSA deployment assistant will not be involved in FRSA informal fundraising activities,
casualty assistance procedures, suicide prevention activities, teaching Family readiness training, Family counseling, or
other non-FRSA official administrative support duties.

e. The Army National Guard may hire FRSA assistants to assist the State Family Program Directors at Joint Force
Headquarters, and the U.S. Army Reserve may hire mobilization and deployment assistants to assist the Family
programs directors at regional readiness commands.

J–6. Budget process
a. Family Readiness Groups operations. These are funded by the unit commander’s appropriated funds, excluding

BA11/OPTEMPO. Commanders will consider FRG mission activity requirements when planning their yearly budget.
FRG budget needs vary widely and are highly dependent on location, the unit’s mission and deployment situation, the
composition of the FRG membership, and component.

b. Family Readiness Groups budget standard operating procedures. Commanders will approve an SOP that de-
scribes the support available for FRG mission activities and the procedures for FRG leaders and volunteers to request
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support. FRG leaders must be familiar with the SOP. A sample SOP is included in Operation R.E.A.D.Y training
materials.

c. Government purchase card. Commanders will use a Government purchase card to pay for FRG operating
expenses, when practicable. For example, commanders may use their Government purchase card to purchase supplies,
equipment, room rental, or any other approved item to support official FRG mission activities. The FRG budget SOP
will include a requirement that FRG leaders fill out appropriate forms and submit them to the commander for approval.
The SOP will also state the procedures for requesting reimbursement for incidental expenses for FRG volunteers.

J–7. Family Readiness Groups informal funds
a. Authorization.
(1) Commanders may authorize their FRG to maintain one informal fund in accordance with AR 600–20. No more

than one FRG informal fund per unit may be authorized. Informal funds are private funds generated by FRG members
that are used to benefit the FRG membership as a whole. FRG informal funds may not be deposited or mixed with
appropriated funds, unit MWR funds, the unit’s cup and flower funds, or any individual’s personal funds. The
expenditure of informal funds will be consistent with Army Values, DOD 5500.7–R, and AR 600–20.

(2) Examples of authorized use of informal funds include FRG newsletters that contain predominantly unofficial
information and purely social activities, including, but not limited to, parties; social outings, volunteer recognition (not
otherwise funded with APFs), and picnics.

(3) Examples of unauthorized use of FRG informal funds include augmenting the unit’s informal funds (the unit’s
cup and flower funds); purchasing items or services that are authorized be paid for with appropriated funds; purchasing
traditional military gifts, such as Soldier farewell gifts that are not related to Family readiness; and funding the unit
ball.

b. Fund custodian. The unit commander will sign a letter designating a fund custodian (treasurer) and an alternate.
The fund custodian and alternate must not be the unit commander, a deployable Soldier, or the FRG leader. The fund
custodian is responsible for informal fund custody, accounting, and documentation.

(1) The FRG informal fund custodian and alternate are personally liable for any loss or misuse of funds.
(2) After designation of the informal fund custodian, the custodian may establish a noninterest bearing bank account

under the FRG’s name (never the individual’s name). The commander will authorize opening the account and prepare a
letter naming the fund’s custodian and alternate as persons authorized to sign checks drawn on the account. The
commander will not be a signatory on the account.

(3) The informal fund custodian will provide informal fund reports to the unit commander monthly and as requested.
An annual report on the FRG informal fund activity will be provided to the first colonel (O–6) commander or designee
in the unit’s chain of command no later than 30 days after the end of the calendar year. These reports will summarize
the informal fund’s financial status, to include current balance, total income, and an itemized list of expenditures along
with an explanation showing how the expenditures are consistent with the purpose of the FRG informal fund as
established in the SOP.

(4) Although not required, commanders may consider requiring the FRG informal fund to be bonded in accordance
with the procedures in AR 210–22.

c. The Family Readiness Groups informal fund standard operating procedures. All FRG informal funds will have an
SOP. This document memorializes the FRG members’ determination of the purpose of the FRG informal fund. The
SOP may be a one-page document and must include—

(1) The FRG name.
(2) A description of the FRG’s informal fund purpose and functions and a summary of its routine activities. For

example, “The FRG’s informal fund purpose and function are to provide support and recognition to FRG members
during the following life events: births, birthday parties, new member welcome parties, departing member farewell
parties, holiday parties, and so on.”

(3) The following statement must be included in the FRG informal fund SOP: “This FRG informal fund is for the
benefit of the FRG members only and is established exclusively for charitable purposes and to provide support to
Soldiers and Family members as the Soldiers and Families adapt to Army life. It is not a business and is not being run
to generate profits. It is not an instrumentality of the United States Government.”

(4) The FRG informal fund SOP must be approved by the unit commander and a majority of the FRG members. It
will be signed at a minimum by the FRG leader, the fund custodian (treasurer), and the alternate fund custodian. (A
sample informal fund SOP is included in Operation READY training materials.)

d. Fundraising for Family Readiness Groups informal funds. DOD 5500.7–R authorizes official fundraising by
organizations composed primarily of DOD or DA employees and their dependents when fundraising among their own
members or dependants for the benefit of their own welfare funds. Fundraising will be approved by the appropriate
commander after consultation with the DA ethics official or designee.

(1) An Army organization—including, but not limited to, units, installations, and FRG—may officially fundraise
from its own community members or dependents and from all persons benefiting from the Army organization. (For
example, an installation may benefit from the brigade or unit FRG, thus permitting a brigade or unit FRG to fundraise
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throughout the installation.) Fundraising must be for the organization’s informal fund, as opposed to a private charity, a
particular military member, or a similar cause, and be approved by the commander with cognizance over the
organization and coordinated with the commander with cognizance over the location of fundraising if different from the
organization area. Commanders will consult with their Staff Judge Advocate or ethics counselor and avoid all conflicts
with other authorized fundraising activities.

(2) Commanders may approve requests from FRG informal funds to conduct fundraising events in accordance with
the requirements of DOD 5500.7–R as described above and in compliance with AR 600–29.

(3) Informal fundraising that occurs within the Army Reserve will have the approval of the unit commander and the
servicing Staff Judge Advocate and/or ethics counselor. To address fundraising issues within the Army Reserve, refer
to Army Reserve regulations.

e. Informal fund cap. FRG are not established to raise funds, solicit donations, or manage large sums of money.
They are not equipped to handle the stringent accounting requirements that can result from excessive informal funds.
FRG informal funds will therefore not exceed an annual gross receipt (income) cap of $10,000 per calendar year from
all sources, including fundraising, gifts, and donations. Unit commanders may establish a lower annual income cap.

(1) State and local laws and the requirements of Status of Forces Agreements may make a lower FRG informal fund
cap necessary at some locations within or outside the continental United States. Commanders and fund custodians will
consult their Staff Judge Advocates to ensure that FRG informal funds comply with all local requirements.

(2) FRG informal funds may only be raised and maintained for specific planned purposes consistent with the
purpose of the informal fund. If the purpose of the fundraising event is inconsistent with the FRG informal funds SOP,
commanders will not approve the fundraising event.

(3) The FRG informal fund ledger will reflect the costs earmarked for the planned event. For example, if an FRG is
planning a holiday party with a planned cost of $3,000, the ledger might reflect the following costs: dinner $2,100; hall
rental $250; and band $650.

f. Gifts to Family Readiness Groups informal funds. Unit commanders may accept an unsolicited gift or donation of
money or tangible personal property of a value of $1,000 or less for its FRG informal fund after consultation with the
unit ethics counselor. Unsolicited gifts or donations to the FRG informal funds are considered income and impact the
FRG informal fund annual income cap of $10,000.

J–8. Family Readiness Groups external fundraising
As an official activity of the DA, the FRG may not engage in external fundraising and may not solicit gifts and
donations. However, in accordance with AR 1–100 and with the advice of the ethics counselor, commanders and FRG
leaders may, in response to an appropriate inquiry, inform potential donors of the needs of the Army in relation to
assisting Army Families.

J–9. Unsolicited donations to the active component
a. Appropriate gift acceptance authorities may accept unsolicited gifts and donations made to the Army intended for

FRG support; these donations will be added to the garrison’s FRG supplemental mission account, pursuant to
paragraph 3–2a of this regulation and AR 215–1 after consultation with an ethics counselor. The director, MWR
(DMWR) will assign these donations intended for FRG use to program code SA, department code “9J,” to prevent
disbursing donations intended for FRG use into another ACS mission or for any other purpose. These supplemental
mission donations do not expire at the end of the fiscal year, and balances automatically roll over into the following
fiscal year.

b. Acceptance authority levels for unsolicited gifts and donations to the FRG supplemental mission account will be
in accordance with the rules governing gifts to NAFI in AR 215–1.

c. Supplemental mission donations are NAFs that may be used only to supplement the mission activity. They are not
MWR NAFs. MWR NAFs may not be expended for FRG support. Commanders may use supplemental mission
donations intended for FRG for any purpose that the commander determines clearly supplements an established mission
of the FRG so long as appropriated funds are not authorized. However, in accordance with the policies listed in chapter
5 of this regulation, supplemental mission donations may be used for reimbursement of statutory volunteer incidental
expenses if appropriated funds are not available. The use must be consistent with this regulation and the provisions
governing supplemental mission NAFs in AR 215–1 and DODI 1015.15.

(1) The first priority in using supplemental mission NAFs intended for FRG is to encourage maximum attendance
and participation at FRG meetings—for example, by providing food and refreshments. Using supplemental mission
NAFs to support a unit ball is an example of an unauthorized expenditure because it fails to supplement an established
mission of the FRG.

(2) Commanders may not authorize the use of supplemental mission NAFs for any purpose that cannot withstand the
test of public scrutiny or which could be deemed a misuse or waste of funds. Using supplemental mission NAFs to
fund a lavish cruise to promote "cohesion" among FRG members is an example of an excessive and inappropriate use
of funds.

d. Supplemental mission NAFs are not informal funds. The provisions concerning informal funds contained in this
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regulation are inapplicable to supplemental mission NAFs. Supplemental mission NAFs will not be deposited into an
FRG informal fund and will not impact the annual FRG informal fund income cap.

e. The DMWR will properly disburse supplemental mission donations intended for FRG support. The unit com-
mander will submit an approved purchase request that includes a brief description of the item(s) requested, total funds
required, dates the items are needed, and vendor or source of the items to be purchased to the DMWR for processing.
The DMWR will disburse such supplemental mission donations between FRG supported by that garrison’s ACS
Center, to include recruiting and the Army Reserve Component. Army National Guard units are not included for these
supplemental mission accounts.

f. Garrison commanders may accept unsolicited gifts into the supplemental mission program when the donor intends
the donation or gift to be used only in support of FRG that are experiencing certain deployment cycle events, such as
preparing for deployment, deployment, and redeployment. The DMWR will ensure that the supplemental mission
donations are disbursed to FRG whose Soldiers are experiencing the deployment cycle event stated in the donation.
This ensures that the garrison fulfills the conditions of the gift which the commander accepted. For example, a donor
intends a gift to be used “for the Families of deployed Soldiers.” The DMWR ensures only FRG whose units have
deployed Soldiers share in the supplemental mission donation.

g. The garrison commander may not accept unsolicited gifts into the supplemental mission program when the donor
intends the donation or gift to be used only by a named FRG. For example, a donor intends a gift to be used “for
Brigade X’s FRG.” Garrison commander must decline the gift because it creates disparity between FRG experiencing
the same deployment cycle events.

h. Commanders and FRG leaders must be careful to avoid stating or implying that the Army officially endorses any
person or private organization that offers a gift. The commander and FRG leadership may not promise donors that
donations are tax deductible. Businesses may be encouraged to speak with their tax adviser regarding business tax
deductions.

i. Any commanders who are offered donations they may not accept, will consider referring the prospective donor to
other Government or private organizations, such as Army Emergency Relief, local tax qualified charities, foundations,
and fraternal or service organizations.

j. Commanders will seek guidance from their servicing Judge Advocate and ethics counselor when they receive
offers of unsolicited donations for FRG support. For further regulatory instruction regarding gifts offered to the Army
or to individuals (see AR 1–100 and AR 1–101).

J–10. Unsolicited donations to a reserve component
The procedures for accepting donations or gifts for an RC may differ, depending upon location and activation status.
For RC units attached to an Army garrison or installation, see instructions above regarding the acceptance authority for
accepting unsolicited donations intended for FRG support. For guidance regarding gifts intended for an RC not
attached to a garrison or installation (see AR 1–100 and AR 1–101). Commanders are also encouraged to seek
guidance from their ethics counselors (for specifics, refer to Reserve Command regulation).

J–11. Private organizations
Private organizations (POs) have substantially more authority than FRG to conduct fundraising and to engage in social
activities in accordance with AR 210–22, AR 600–29, and DOD 5500.7–R. Individuals may establish POs that share
the same Family readiness goals and objectives as FRG. To prevent potential conflicts of interest, if such POs are
established, managers or board members of the PO will not also be placed in FRG leadership positions. It is essential
that commanders and Government personnel treat such POs in the same manner as all similarly situated POs.
Commanders may not direct the establishment or the activities of a PO and must treat POs according to the
requirements of AR 210–22, AR 600–29, and DOD 5500.7–R, as applicable. Commanders will seek guidance from
their servicing Judge Advocate’s office and ethics counselor regarding private organization issues.

J–12. Commercial sponsorship
FRG may not enter into commercial sponsorship agreements. Commercial sponsorship is an agreed upon arrangement
under which a business provides assistance, funding, goods, equipment, or services in exchange for public recognition
or other promotional opportunities on the installation. In accordance with AR 215–1 and DODI 1015.10, commercial
sponsorship is generally only authorized for official MWR programs and events.

J–13. Official information
Official FRG information relates to command and mission-essential information that the commander believes Families
need to be better informed. Official information relates to unit mission and readiness. It includes training schedule
information, upcoming deployments, unit points of contact, and the chain of concern. Official information is subject to
all applicable regulations governing its use and to guidance in AR 25–55 and 5 USC 552(b).
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Family Readiness Liaison (FRL)
Position Description

Purpose To provide stability and a vibrant unit Family Readiness program that links the 
command team at the brigade and below levels with unit volunteers; creating a unity 
of effort in supporting soldiers, civilians, and family members.  The FRL serves as 
the commander's representative to ensure the free flow of information and support 
between the unit leadership, its volunteer base, unit personnel and family members.

Responsibilities Official command sponsored individual who provides liaison between unit
members, their Families and the command while promoting a culture of
mutual support and communication. FRL’s are military personnel who
assist unit Family members in organizing and sustaining the unit’s Family
Readiness Group (FRG) and Family Readiness Program.
Prepare and maintain FRG Communication rosters.  This includes
telephone trees, and email distribution lists, and the eARMY Family
Messaging System and the FRG Deployment Information Database. Obtain
Personnel Accountability Report (AAA-162) from S-1 and compare with FRG
rosters, telephone trees, and email distribution lists to ensure departing and
arriving Families are added or deleted accordingly. Ensure privacy and
confidentiality of all Soldier and Family member data / information.
Inprocess new Soldiers and civilian employees to assist the FRG.  Timely
obtain contact information on newly assigned Soldiers and civilians in order to
welcome their Family Members to the FRG. May make initial telephone and
email contact to verify Family member contact information.
Provide clerical support for the Family readiness program. This includes
typing, updating, and editing Family Readiness Standing Operating Procedures
(SOPs), Family Readiness Group Informal Fund SOP, CARE Team SOPs,
FRG volunteer job descriptions, volunteer appointment orders, FRG informal
fund annual report, award nominations, memorandums, newsletters, calendars,
etc.
Maintain copies of FRG informal fund records (e.g., Fund Custodian
notebook) and FRG continuity books.
Coordinate Family readiness training for commanders, volunteers, and
Family members. This includes briefings, trainings, guest speakers, locations
/ venues, and childcare to support the Family Readiness program during FRG
meetings; predeployment, redeployment / reunion, post deployment briefings;
etc.
Serve as Organizational Point of Contact (OPOC) for FRG volunteers in
the Volunteer Management Information System (VMIS). Prepare and
maintain volunteer files on all FRG volunteers to include and original, signed
job description; Department of Defense Form 2793, Volunteer Service Record;
Department of the Army Form 4162, Volunteer Agreement; copies of all
training certificates; and copies of awards presented by the unit or installation.
Ensure all FRG volunteers are registered in VMIS. Accept volunteer
applications in VMIS following commander’s approval of volunteer. Ensure
volunteers submit FRG volunteer hours NLT the 10th of each month. Approve
FRG volunteer hours submitted in VMIS NLT the 15th of every month. Close
out volunteers FRG position in VMIS and provide hard copy of volunteer file
to the volunteer when the volunteer separates from volunteering with the FRG.
Serve as administrator or assistant administrator for unit and / or FRG
Facebook pages or Web sites.  Upload unit, FRG, community information,
and photos to the Facebook pages or Web sites.
Assist commander and FRG with Command Inspection Program.  Ensure
all suggested materials, documents, rosters, forms, etc. that are inspection items
are current and up to date.
Attend battalion/squadron and brigade/regiment steering committee



meetings, staff meetings, and FRG Meetings upon request of the 
commander. May take notes for the commander at such meetings. 
Communication. Gather and consolidate any Family member issues
identified by FRG leaders and/or telephone tree/key callers and elevate up the
chain of command. Obtain feedback and information from the FRG and
provide an opportunity for ongoing open communication between the FRG and
commander.
Coordinate supplies and logistical support for FRG from the unit to
include commander-approved use of government property (office supplies,
printer, copier, projector, etc.).
Refer Family members with concerns to the applicable community and/or
military resource

Prohibited Duties Engage in FRG fundraising, or handling FRG informal fund in any manner.
Conduct FRG informal fund audits.
Participate in casualty notification, assistance, or response; provide direct
support to affected Families, or become personally involved with CARE
Teams (CARE Team coordination, facilitation of training for volunteers, and
volunteer roster maintenance is permissible).
Duplicate duties of an FRG volunteer.
Duplicate services provided by existing resources in the military community
(e.g., providing or conducting training currently provided by Army Community
Service [ACS], Chaplain, Army Substance Abuse Program, etc.).
Engage in planning of social functions, create social rosters, or create social
invitations.
Maintain personal calendars for commanders, spouses, or volunteers.

Qualifications Sergeant or above.
12 months retainability.
Understand how to develop teams and function as an effective leader and team
member.
Know how to communicate effectively with a civilian volunteer staff both
orally and in writing.
Hold no other additional duties.
Understand the required unit of effort between the brigade, battalion, and
company level units regarding Soldier and Family Readiness.

Orientation and Training Required: FRL Training, VMIS Training, FRG Foundations, Rear
Detachment Commander Training, Casualty Response (CARE) Team Training,
OPSEC Training, Information Assurance (IA) Training.
Recommended: All Levels AFTB, Social Media, FRG Leader, Informal Fund
Custodian, Key Contact, Resilience Training, Suicide Prevention Training

Time Commitment Up to 40 hours per week depending on activity level of the FRG and the unit’s
phase in the Deployment Cycle; commander must permit FRL sufficient time
in the duty day to maintain MOS skills and requirements. FRLs will serve a
minimum of one year in this position.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________ ___________________________ 
SIGNATURE  DATE









Family Readiness Group (FRG) Leader
Position Description

Purpose To maintain the FRG and manage the FRG’s Volunteers as part of the unit’s Family
Readiness Plan.

Responsibilities Oversee general operation of the FRG and its activities. Although the
other FRG volunteers are responsible for specific functions, the FRG Leader is
responsible for overseeing the group.  Monitor timelines and inquire about the
progress being made with planning and executing the group’s goals.  Conduct
volunteer or steering committee meetings as needed to help ensure
communication and coordination in accomplishing FRG activities.

Facilitate meetings. Facilitates the meetings and ensures that discussions stay
on track. Encourages all the attendees to participate. All members should be
encouraged to express themselves.

Act as spokesperson for the FRG. This includes having an awareness of how
the group feels on a particular issue.  As problems and issues arise, inform the
Commander and/or Family Readiness Liaison (FRL).  Keep them informed of
what the FRG is planning and the results of what has been done.

Assist in providing unit orientation and conduct informal interviews for
new volunteers.

Qualifications Leadership skills and a willingness to develop a working knowledge of Army
Family Programs, the Unit’s Family Readiness Plan and interest in the Unit’s
FRG.

Supervision Commander – FRL/RDC/RDO
The unit Commander supervises the FRG Leader.  The appointed FRL will
normally act as the Commander’s representative for coordinating routine 
actions and unit support.  
The FRG Leader supervises the FRG key volunteers as depicted in the FRG
organizational chart.

Orientation and Training Required: Volunteer Orientation, VMIS Training, FRG Foundations, FRG
Leader Training.
Recommended: All Levels AFTB, Social Media, OPSEC Training, IA
Training, Informal Fund Custodian, Key Contact, Resilience Training, Suicide
Prevention Training

Time Commitment Approximately 2 days per month and attendance at required training.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________ ___________________________ 
SIGNATURE  DATE









FRG Key Contact

Position Description

Purpose To establish a network to telephonically or electronically convey information, 
interest and support to Family members of the unit’s Family Readiness Group 
(FRG).

Responsibilities Organize the Telephone Tree/E-mail Roster(s). Use the unit roster,
information provided to you and the FRG Survey to develop the unit’s FRG 
Telephone/Email Tree.  Recruit Telephone/Email Callers/Contacts and assign 
no more than 10 people to each contact.  

Maintain contact with Family members. Ensure that each designated point-
of-contact (POC) is contacted at least twice a year or at least monthly during 
periods of mobilization.   

Qualifications Willingness to develop a working knowledge of Unit’s Family Readiness Plan
and interest or experience in the FRG program.
Ability to communicate and listen effectively.

Supervision Commander–FRL/RDO–FRG Leader
The FRG Leader supervises the Telephone Tree/E-mail Chain Chairperson.  
The Telephone Tree/E-mail Chain Chairperson supervises the 
Telephone/Email Callers/Contacts.  

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations, FRG 
Key Contact Training.
Recommended: All Levels AFTB, Social Media, OPSEC Training, IA 
Training, Resilience Training, Suicide Prevention Training

Time Commitment Approximately 1 day per month and attendance at recommended training.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
     







FRG Informal Funds Custodian

Position Description

Purpose To act as the fiscal record-keeper and financial advisor to the Family Readiness 
Group (FRG).  Serves as a custodian for the FRG Informal Fund.   

Responsibilities Maintain budget, funds and expenditure records. Open a bank account in 
the name of the FRG with the unit’s mailing address, using an Employer 
Identification Number (EIN) obtained by completing Form SS-4 (Application 
for Employer Identification Number) and submitting to the Internal Revenue 
Service (IRS).  Responsible for all of the deposits and writing of checks.  A 
working budget should be prepared.

Maintain records of donated money, services and assets (e.g. equipment).  
Keep accurate records of donations of money and valued services or property 
donated to the FRG.  Records should be kept showing who gave it, what it 
was, its value, date it was donated and the donor’s address and phone number.  
These records should be maintained for a 3-year period. 

Report on finances. Be prepared to report to the FRG at each meeting on the 
current financial status of the group.  This should be a short financial 
statement reporting income, expenses and the financial balance.  The financial 
records will be made available at FRG meetings.  A summary can also be 
placed on the Unit’s Family bulletin board.  

Provide the Commander with an annual financial statement with a copy 
furnished to the servicing Family Programs Office/Center.

Qualifications Willingness to develop a working knowledge of unit’s Family Readiness 
Plan.  
Ability to manage funds.

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Treasurer.  
The Treasurer has no supervisory responsibilities unless additional FRG 
members volunteer to assist.

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations, 
Informal Fund Custodian,
Recommended: All Levels AFTB, Resilience Training, Fundraising

Time Commitment Approximately 1 day per month.  

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
     







FRG Secretary

Position Description

Purpose To provide administrative support to the Family Readiness Group (FRG) and to 
maintain historical records of the FRG.

Responsibilities

Record minutes of FRG meetings. Take notes of the activities at the 
meetings, to include decisions or votes.  Maintain and file meeting minutes 
with the record of FRG activities.  Publish a summary of highlights or need-
to-know information in the FRG Newsletter. Placing this information on a 
unit bulletin board can help in publicizing the FRG program and services.

Maintain records of FRG activities. Keep a simple notebook with short 
descriptions of what the FRG did, when it was done, how many attended and 
any special information about each activity.  This could be a scrapbook (e.g. 
with pictures and articles) as long as the important information is recorded.

Publish agenda and activities for FRG meetings.

Qualifications Willingness to develop a working knowledge of unit’s Family Readiness Plan
and interest or experience in the FRG program.
Ability to communicate both orally and in writing.

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Secretary.
The Secretary has no supervisory responsibilities unless additional FRG 
members volunteer to assist.

Orientation and Training Required: Volunteer Orientation, VMIS Training, FRG Foundations

Time Commitment Approximately 1 day per month and attendance at required training.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
     



Newsletter Chairperson

Position Description

Purpose To provide the Unit Family members with written information on programs and 
services of interest to Soldiers and their Families. 

Responsibilities
Collect news for Family Readiness Group (FRG) Newsletter. Gather 
items of interest to use in the FRG Newsletter.  Request input from the FRG 
volunteers and the unit leadership.  Request copies of newsletter from higher 
headquarters.

Create and publish the FRG Newsletter on a regular schedule. Publish at 
least quarterly during peacetime and monthly during deployments and other 
military separations. FRG Newsletters may be printed using the unit copier or 
commercial resources. The unit may use metered postage to mail FRG 
Newsletters if the newsletter meets regulatory requirements, containing only 
official information. Coordinate with the Unit’s Family Readiness Liaison on 
the unit’s logistical support, assistance with other staff elements for article 
submission (e.g., Commander or Chaplain), and approval of the newsletter 
before being printed. 

Qualifications Willingness to develop a working knowledge of the Unit’s Family Readiness 
Plan and interest or experience in the FRG Program. 
Ability to write, edit and publish information.  Typing, computer skills and 
knowledge of the use of duplicating equipment are essential.

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Newsletter Chairperson.  The unit 
Commander, Rear Detachment Commander (RDO) or Family Readiness 
Liaison (FRL) must approve all newsletters prior to publishing.  
The Newsletter Chairperson has no supervisory responsibilities unless 
additional FRG members volunteer to assist.

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations,
Recommended: AFTB Level K & G, Social Media, OPSEC Training, IA 
Training

Time Commitment Approximately 1 to 2 days per month and attendance at a Family Program 
Academy or equivalent training.

I understand the responsibilities and qualifications of this volunteer position, and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
     



Publicity Chairperson  
Position Description

Purpose To publicize activities of the Family Readiness Group (FRG) and Unit Family
members (including contributions to the FRG by the civilian community) in both 
military and community media.

Responsibilities Coordinate with other FRG volunteers (e.g., the FRG Leader, Special 
Events Coordinator, FRG Newsletter Coordinator) to establish the annual 
events that will need publicizing within and outside of the FRG.

Write articles for the FRG Newsletter, create fliers and develop posters 
to market FRG events to Unit Soldiers and Family members.

Coordinate with the Unit Public Affairs (PAO) to accomplish outside-of-
Unit news releases and obtain coverage of designated FRG events.

Provide advance notice of upcoming activities to the PAO. Provide input 
to PAO by writing articles or news releases to get advance publicity for 
special events.  Ask PAO to get local newspaper, radio and TV stations to run 
stories so the public will be aware that the Army Reserve is an active member 
of the community.

Keep the Family Program Office/Center aware of FRG activities and 
events.  Send copies of all media coverage (written summaries of any TV or 
radio coverage and local newspaper articles) to servicing Family Program 
Office/Center.  Submit articles for the Family Program Office/Center
newsletter and web site (if developed) on FRG events.

Qualifications Willingness to develop a working knowledge of the unit’s Family Readiness 
Plan, and interest or experience in the FRG Program.
Knowledge of the interest in public relations or marketing. Must have good 
personal and writing skills.

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Publicity Chairperson.  The unit Family
Readiness Liaison (FRL) will provide help in coordinating routine actions and 
unit support.  All articles (intended for release outside of the unit) will be 
cleared through PAO.  
The Publicity Chairperson has no supervisory responsibilities unless 
additional FRG members volunteer to assist.

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations
Recommended: AFTB K &G, Social Media, OPSEC Training, IA Training, 
Resilience Training

Time Commitment Approximately 2 - 3 days per month and attendance at recommended training.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

__________________________________________________________ 
PRINT NAME

_____________________________       ___________________________ 
SIGNATURE                                           DATE         
     



Special Events Coordinator  
Position Description

Purpose To plan Family Readiness Group (FRG) special events that both complements the 
unit’s mission and supports the goals and objectives of the FRG.

Responsibilities Solicit ideas for FRG-sponsored special events. Surveys, person-to-person 
solicitation of FRG members or any creative way to increase participation and 
interest can be used (e.g., a contest of ideas for event or activity in the FRG 
Newsletter).  

Plan FRG special events for the year.

Coordinate and publicize activities of the FRG with other FRG 
volunteers (e.g., coordinate with the Publicity Chairperson on advertising the 
events).

As required, the Special Events Coordinator organizes and coordinates 
additional committees (from other FRG members) for each special event.  
For example, an event can be broken down into smaller segments as program, 
equipment, publicity and cleanup.

Ensure individuals and organizations contributing time, money or 
services receive acknowledgement, a letter of appreciation or other 
recognition, as appropriate.

Qualifications Willingness to develop a working knowledge of the Unit’s Family Readiness 
Plan and interest or experience in the FRG program.
Ability to work with other people and to plan and implement FRG events.

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Special Events Coordinator.  
The Special Events Coordinator has no supervisory responsibilities unless 
additional FRG members volunteer to assist or committees are developed for 
events.

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations, 
Recommended: All Levels AFTB, Resilience Training

Time Commitment Approximately 2 – 3 days per month. 

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
     



Family Sponsorship Coordinator
Position Description

Purpose To organize and maintain a communication link between the Family Readiness 
Group (FRG) and new Soldiers and Families of the Unit.

Responsibilities

Prepare Welcome Packets to alleviate the stresses associated with
relocation and joining a new “Family.” Gather materials about the Unit 
history and mission, local area, services available and benefits of belonging to 
the Army Reserve. Emphasize the availability and importance of the Unit 
FRG.

Coordinate with the Family Readiness Liaison and Unit Administrator to 
obtain the names and phone numbers of New Soldiers and Family and 
make contact. Welcome each new Family with a phone call.  Invite Family
members participate in a New Family Orientation, join the FRG and find out 
how the FRG can best serve their needs.

Manage Unit’s Family Sponsorship Program. 

Notify the FRG Leader of any particular Family problems or needs that 
are identified. Assist the FRG Leader in finding resources to resolve the 
issue or potential problem.

Add new Family members (including newly married spouses) to the FRG 
Telephone Tree/E-mail Chain and FRG Newsletter mailing list.  Make 
periodic contact with the Unit Administrator and FRL to keep list up to date.  

Qualifications Willingness to develop a working knowledge of the Unit’s Family Readiness 
Plan and interest or experience in the FRG Program. 

Supervision Commander – FRL/RDO – FRG Leader 
The FRG Leader supervises the Sponsorship Chairperson. The FRL will help 
in coordinating routine actions and unit support.
The Sponsorship Chairperson has no supervisory responsibilities unless 
additional FRG members volunteer to assist.

Orientation and Training Required:  Volunteer Orientation, VMIS Training, FRG Foundations, FRG 
Leader Training.
Recommended: AFTB Levels K& G, Resilience Training

Time Commitment Approximately 2 days per month.

I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the 
best of my ability.

____________________________________________________________ 
PRINT NAME

______________________________       ___________________________ 
SIGNATURE                                           DATE         
    



ADMINISTRATION 
 
 

Volunteer Management 

REAL: Readiness Essentials  
for Army Leaders 

E N G A G I N G  •  E M P O W E R I N G  •  C O N N E C T I N G  



 



 



 

 



:

 

 





place a number in the box in the order for the position you are 
interested in volunteering for. Ex if FRG Lead is your top choice put a 1 in FRG, if Key 
Contact is your second choice put 2 in the Secretary box and a 3 in the Funds Custodian 
box.

 

 



 

 



An example would be “Describe how you succeed in working under pressure”. 

Examples would be “Can you work under pressure?” "Is your name John Smith"?

Examples would be “Give me an example of a time when…""What did you do next"?

Examples would be "What skills do you bring to this position"? “ Did your leave your last 
volunteer job because of the conflict with another volunteer"? 

An example would be "What would you do if you arrived at the job and you found  
yourself without a supervisor."?

An example would be to ask a total of three questions about their organizational skills 
interspersed with another skill that may build upon the first skill " How would you design 
a training for new volunteers? How would involve the volunteers in evaluating that 
training? How would you use the information from the volunteers as a recruitment tool?



New Volunteer Checklist and Orientation Checklist 
Active Duty 

 

Volunteer’s name:_________________________________   Unit FRG: __________________________                                                  

Discuss a brief history of the organization, mission statement and benefits 

Go over unit staff and volunteers 

Review chain of command - Supervision and protocol in working with commanders 

Discuss Army Community Service 

 Discuss key volunteer functions and position descriptions and expectations 

Discuss Standard Operating Procedures (SOP’s) regarding Family Readiness 

Discuss the programs, services and key events of the program 

Discuss confidentiality requirements and privacy act 

Review Volunteer Rights 

Discuss VMIS and Volunteer record keeping on http://www.myarmyonesource.com/ 

Discuss award policies 

Review child care and other expense reimbursements policy and procedures 

Discuss business casual dress attire 

Discuss training expectations and requirements 

Review telephone etiquette 

Discuss use of government owned equipment 

I have reviewed the above information and documents with 

                                                                

I have a better understanding of my role as a Volunteer as well as resources available with the unit. 

 

__________________________________ 

Signature 

 



 

New Volunteer Checklist and Orientation Checklist 
National Guard 

 

Volunteer’s name:_________________________________   Unit FRG: __________________________                                                  

Discuss a brief history of the organization, mission statement and benefits 

Cover organization chart of State Family Program Office (SFPO) 

Go over unit staff and volunteers - each FRSA will need to complete this info 

Review chain of command - Supervision and protocol in working with commanders 

Discuss Family Assistance Centers and locations 

 Discuss key volunteer functions and position descriptions and expectations 

Discuss funding sources 

Discuss the programs, services and key events of the program 

Discuss confidentiality requirements and privacy act 

Review Volunteer Rights 

Review Orientation Handbook 

Discuss JSS and Volunteer record keeping on www.jointservicessupport.org 

Discuss award policies 

Review child care and other expense reimbursements policy and procedures 

Discuss business casual dress attire 

Discuss training expectations and requirements 

Review telephone etiquette 

Discuss use of government owned equipment 

I have reviewed the above information and documents with 

                                                                and I have a better understanding of my role as a Volunteer as well as 
resources available with the Army National Guard. 

 

__________________________________ 

Signature 





PARENTAL PERMISSION
For use of this form, see AR 608-1; the proponent agency is OACSIM

DA FORM 5671-R. DEC 87, IS OBSOLETEDA FORM 5671, MAY 1999 USAPA V1.00

I, parent guardian, give my permission for

(name of child),  to volunteer at

(name of agency/activity)  on

(date or days of week)  from (time).

I understand that these hours and services are being performed as a volunteer and that the above named

volunteer is not, solely because of these services, an employee of the United States Government or any

instrumentality thereof  (except for certain purposes relating to tort claims and workman's compensation

coverage about incidents occurring during the performance of approved volunteer service).  The above 

named volunteer shall receive no present or future salary, wages, or related benefits as payment for these

services.  Tax deductions cannot be claimed for any expense reimbursed.  

SIGNATURE OF PARENT/GUARDIAN DATE  (YYYYMMDD)

TYPED/PRINTED NAME OF PARENT OR GUARDIAN



LOYALTY 

DUTY 

RESPECT 

SELFLESS 
SERVICE

HONOR 

INTEGRITY 

PERSONAL 
COURAGE 

ARMY VOLUNTEER CORPS
BILL OF RIGHTS & RESPONSIBILITIES



    
 

Army Code of Conduct for 
                          Family Readiness Group Volunteers 

 

 

 

Introduction 

The Army is dedicated to providing services and training to military families. The Family Readiness Group 
has traditionally demanded and received the highest ethical performance from its volunteers. In an 
effort to maintain the high standard of conduct expected and deserved by military families and to 
enable the Family Readiness Group to continue to offer services required, the Family Readiness Group 
operates under the following Code of Conduct, applicable to all volunteers.  

 

Volunteer Code of Conduct 

I, ____________________________________________ 

a. Will conduct myself in a professional manner at all times.  
b. Will refrain from using inappropriate language.  
c. Will not use the Army, Family Readiness Group name, emblem, endorsement, services, or 

property of the Family Readiness Group unless authorized.  
d. Will not publicly utilize any Army affiliation in connection with the promotion of partisan politics, 

religious matters, or positions on any issue.  
e. Will not disclose any confidential Family Readiness Group information.  
f. Will consider information as privileged and not for public knowledge.  
g. Will not operate or act in any manner that is contrary to the best interests of the Army.  
h. Will not enter into any financial agreements.  
i. Will not make false statements against the Army or any United State Armed Services.  

 

 

Volunteer Signature: __________________________________________ Date: ____________________ 

Volunteer Printed Name: ______________________________________ Date: ____________________ 

Witness Signature: ___________________________________________ Date: ____________________ 

Witness Name: ______________________________________________ Date: ____________________ 



NAME OF UNIT 

NAME OF FRG POSITION,

NAME OF FRG POSITION.

NAME OF UNIT









NAME OF COMMAND 
UNIT ADDRESS 

CITY, STATE, ZIP/COUNTRY  

OFFICE SYMBOL 
DAY MONTH YEAR 

MEMORANDUM FOR RECORD 
SUBJECT: Appointment of the Unit Family Readiness Group (FRG) Position 
 

1. This memorandum confirms the appointment of Name of Volunteer, Address, City, State, Zip Code 
as the Unit Family Readiness Group (FRG) Position Name of Unit Name Family Readiness Group 
(FRG).  

2. Purpose: To designate duties as the Position of the unit FRG in accordance with the Army Regulation 
(AR) 608-1, Appendix J.  

3. This appointment is contingent upon the volunteer having read and signed the enclosures below 
indicating an understanding of the designated duties and responsibilities.  

 
4. Period: Position is for # months or year as determined by the undersigned.  

5. The unit point of contact for the FRG is Liaison Name, Family Readiness Liaison.  

Commander Name 
Rank, Branch, Command Name 
Commanding 

 
4 Enclosures 
1. Job Description 
2. Code of Conduct 
3. Confidentiality Statement 
4. DD Form 2793 
 
 
 
 
CC: 
Name of Appointed Volunteer 
Family Readiness Liaison Officer 
Family Readiness Support Assistant (if applicable)  



How to Build a Volunteer Portfolio 



  HOW-TO GUIDE 
FOR VOLUNTEERS 

Volunteer Management Information System (VMIS) 

Go to www.myarmyonesource.com  

Click on the Register button in the top right hand corner of the homepage. On the next screen, click Join 
Now. 

Complete site registration form.  

Click Continue.  

Verify your information is correct and click Register. Screen will show “Registration Complete” and “Thank 

you for registering. You have been pre-approved and logged into the site.”  

Click Continue.

1.  Register  (for 1st time users) 

3.  Apply for a position 2.  Access the VMIS Site 

4.  Log in Your Hours 

On the homepage, click on Volunteer Tools tab in 
the upper right hand corner. 

Click on the Opportunity Locator, then your state 
to view Volunteer Opportunities, or click “Switch to 
OCONUS” and click your country if you are over-
seas.  

Use the drop down menu to select your           
Community. 

Use the drop down menu to select the               
Organization in which you would like to volunteer. 

Click on Search. 

Select the position you are interested in, then click 
on Apply at the bottom of the page.

Once you select to apply for a position, the    
position description will open on the screen. 

Scroll to the bottom and click Submit. 

Screen will say Volunteer Application Sent. 

Screen will then say What would you like to do 
next?  

Follow instruction base on your desired steps. 

Log on to www.myarmyonesource.com 

Click on the Volunteer Tools tab in the upper right hand corner. 

Click on the Volunteer Activity tab. 

Click on the Hours button next to your position listed. 

To enter for the current month, select Day, and Add for Open Dates. 

When you are finished entering hours, be sure to scroll to the bottom and click Save. 

An email will be sent to your Organizational Point of 
Contact (OPOC). The OPOC must approve your        
application in VMIS before you can begin logging     
volunteer hours. 
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Job Aids: 
Fact Sheets: 
Checklists:
Eligibility guidelines/information: 

Enrollment Forms:



Recognition: 

Personal Growth: 

Family Involvement: 

Community Service: 

Bringing About a Social Change: 



(McCurley & Lynch, 2000) 
Recognition for a power-motivated person:

Recognition for an affiliation-motivated person:

Recognition for an achievement-motivated person: 



First line supervisor: 

Second line supervisor:

Review Checklist: Program Staff



Communication skills:
Personal and social skills: 

Corrective action planning:



What is a Performance Review?

How does it work?



Volunteer (Peer to Peer) Performance Appraisal Form  
Volunteer being evaluated
Title
Volunteer completing the form
Title
Date
Period  evaluated

 

                                                                                Rating Definitions 
4 Excellent Performance is consistently well above expectations
3 Above Average Performance is above acceptable level
2 Average Performance is acceptable
1 Below Average Performance is below acceptable expectations
NA Not Applicable

 

Ratings on Individual Success Factors 
Using the above Rating Definitions, indicate the appropriate numerical rating and enter comment under each factor 
which follows.  If the factor does not apply, enter NA in the rating column. 
 

Work Accomplishment: 
___ Accomplishing primary tasks in job description 
___ Completing responsibilities as outlined in job description 
___ Achieving results in a timely fashion 
 

Communication: 
___ Keeping peers and others informed 
___ Keeping commanders informed 
___ Responding in a timely manner 
___ Effectively working with/leading team 
 

Planning & Organizing: 
____ Developing plans 
____ Developing a budget 
____ Establishing priorities 
____ Delegating to team members 
____ Completing and following---up on assigned tasks 
 
Leadership 
____ Empowering others to make solid decisions and acting for the common good of the group 
____Motivating others to work in harmony for common goals and objectives 
____ Recruiting individuals with necessary skills and experiences for the team 
 
STRENGTHS, IMPROVEMENT NEEDED & ACTION PLAN 

 
Describe the person’s most significant strengths: 

 
Describe the person’s development needs: 



AAward Level Award Name Approval Level Process time Reference

Organization/Unit
Certificate of 

Appreciation/Coin/Other 
Token

Org Dir/Unit CDR, O-3 
or above

Org/Unit Discretion N/A

Installation Volunteer of the Month
Org Dir/O-5 

Commander/CSM or 
above

10th of the following 
month

N/A

Installation Volunteer of the Quarter
Org Dir/O-5 

Commander/CSM or 
above

N/A

Installation
Individual Volunteer of 

Excellence

Org Dir/O-5 
Commander/CSM or 

above
N/A

Installation
Retiree Volunteer of 

Excellence

Org Dir/O-5 
Commander/CSM or 

above
N/A

Installation
Youth Volunteer of 

Excellence

Org Dir/O-5 
Commander/CSM or 

above
N/A

Installation
FRG Volunteer of 

Excellence

Org Dir/O-5 
Commander/CSM or 

above
N/A

Installation
Volunteer Organization of 

Excellence

Org Dir/O-5 
Commander/CSM or 

above
N/A

FORSCOM
Commander's Award for 

Volunteer Service
FORSCOM 
Commander

45 days FORSCOM Regulation 672-1

FORSCOM Dr. Mary E. Walker Award Installation CSM
Locally set in 

conjunction with SGT 
Audie Murphy Board

FORSCOM Regulation 215-5

Department of the 
Army

Certficate of Appreciation Local Commander 30 days AR 672-20, Chapter 9

Department of the 
Army

Civilian Award for 
Humanitarian Service

Commanders, 
MACOM, and above

60 days AR 672-20, Chapter 9

Department of the 
Army

Certificate of Appreciation 
for Patriotic Civilian 

Service

Commander, 0-5 and 
above

60 days AR 672-20, Chapter 9

Department of the 
Army

Commander's Award for 
Public Service

Commanders, O-6 and 
above Commanders 
with courts-martial 

authority

60 days AR 672-20, Chapter 9

Department of the 
Army

Outstanding Civilian 
Service Award

Installation Commander 60 days AR 672-20, Chapter 9

Department of the 
Army

Secretary of the Army 
Public Service Award

Secretary of the 
Army/AIAB

60 days AR 672-20, Chapter 9



AAward Level Award Name Approval Level Process time Reference

Department of the 
Army

Decoration for 
Distinguished Civilian 

Service
Secretary of the Army 90 days AR 672-20, Chapter 9

Department of the 
Army (Military)

Military Outstanding 
Volunteer Service Medal

Commanders, O-5 and 
above

30 days AR 600-8-22

Department of 
Defense

Secretary of Defense 
Award for Outstanding 

Public Service
DOD/AIAB 90 days DA Pam 672-20, Chapter 5

Department of 
Defense

DoD Medal for 
Distinguished Public 

Service
DOD/AIAB 90 days DA Pam 672-20, Chapter 5

Presidential
Presidential Medal of 

Freedom
DOD/AIAB 90 days DA Pam 672-20, Chapter 5

Presidential
Presidential Citizens 

Medal
DOD/AIAB 90 days DA Pam 672-20, Chapter 5

Aviation Branch Anne Morrow Lindbergh
Commanders, O-6 and 

above  
60 days

US Army Aviation Center, 
Fort Rucker, AL

Field Artillery Branch Molly Pitcher Award
FA Commander, O-6 

and above
30 days

United States Field Artillery 
Association

Armor Branch Order of St. Joan D'Arc
Armor Commander,   O-

6 and above 
30 days

United States Armor 
Association

Infantry Branch Shield of Sparta NIF Committee 30 days National Infantry Association

Military Related
Emma Marie Baird Award 
for Outstanding Volunteer 

Service (ACS)

Commander, 
Community and Family 

Support Center
1-Sep

Military Related

Zachary and Elizabeth 
Fisher Distinguished 
Civilian Humanitarian 

Award

DoD Recommendation 
Committee

30-May AR 672-16

Other
Very Important Patriot 

Award
Submission to NMFA 

through ACS
1-May

Other
Newman's Own Award for 

Excellent Military 
Community Service

Other Daily Points of Light Award

Other
President's Volunteer 

Service Award
Points of Light Foundation     

www.pointsoflight.org

Other
AUSA Family of the Year 

Award





Additional Ways to Recognize Volunteers 







Sign Original Only

CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES

ON OFFICIAL BUSINESS

1.  DEPARTMENT OR ESTABLISHMENT, BUREAU, DIVISION OR OFFICE 2.  VOUCHER NUMBER

3.  SCHEDULE NUMBER

Read the Privacy Act Statement on the back of this form.
a.  NAME (Last, first, middle initial) b.  SOCIAL SECURITY NO.

c.  MAILING ADDRESS (Include ZIP Code) d.  OFFICE TELEPHONE NUMBER

5.  PAID BY

6.  EXPENDITURES (If fare claimed in col. (g) exceeds charge for one person, show in col. (h) the number of additional persons which accompanied
the claimant.)

DATE
C
O
D
E

Show appropriate code in col. (b):
A - Local travel
B - Telephone or telegraph, or
C - Other expenses (itemized)

MILEAGE

RATE

c 
(Explain expenditures in specific detail.)

(c)  FROM (d)  TO

NO. OF
MILES

(e)(b)(a)

AMOUNT CLAIMED

MILEAGE

(f)

FARE
OR TOLL

(g)

ADD
PER-
SONS

(h)

TIPS AND
MISCEL-

LANEOUS

(i)

If additional space is required continue on the back.
SUBTOTALS CARRIED FORWARD FROM THE
BACK

TOTALS7.  AMOUNT CLAIMED (Total of cols. (f), (g) and (i).)        $

8.  This claim is approved.  Long distance telephone calls, if shown, are certified
     as necessary in the interest of the Government.  (Note:  If long distance calls
     are included, the approving official must have been authorized in writing, by
     the head of the department or agency to so certify (31 U.S.C. 680a).)

10.  I certify that this claim is true and correct to the best of my knowledge and
       belief and that payment or credit has not been received by me.

Sign Original Only

ACCOUNTING CLASSIFICATION

APPROVING
OFFICIAL
SIGN HERE

AUTHORIZED
CERTIFYING
OFFICER
SIGN HERE

DATE

DATE

CLAIMANT
SIGN HERE

9.  This claim is certified correct and proper for payment.

Sign Original Only

DATE

11. CASH PAYMENT RECEIPT

a.  PAYEE (Signature) b.  DATE RECEIVED

c.  AMOUNT

      

12.  PAYMENT MADE
       BY CHECK NO.

STANDARD FORM 1164 (Rev. 11-77) 
Prescribed by GSA, FPMR (CFR 41) 101-7

$

D - Funeral Honors Detail
E - Specialty Care

DoD Overprint 4/2002



6.  EXPENDITURES - Continued

DATE
C
O
D
E

19

Show appropriate code in col. (b):
A - Local travel
B - Telephone or telegraph, or
C - Other expenses (itemized)

MILEAGE

RATE

c 
(Explain expenditures in specific detail.)

(c)  FROM (d)  TO

NO. OF
MILES

(e)(b)(a)

AMOUNT CLAIMED

MILEAGE

(f)

FARE
OR TOLL

(g)

ADD
PER-
SONS

(h)

TIPS AND
MISCEL-

LANEOUS

(i)

Total each column and enter on the front, subtotal line.

In compliance with the Privacy Act of 1974, the following information is provided:  Solicitation of the information on this form is authorized by 5 U.S.C. Chapter 57 as
implemented by the Federal Travel Regulations (FPMR 101-7), E.O. 11609 of July 22 1971, E.O. 11012 of March 27, 1962, E.O. 9397 of November 22, 1943, and
26 U.S.C. 6011(b) and 6109.  The primary purpose of the requested information is to determine payment or reimbursement to eligible individuals for allowable travel
and/or other expenses incurred under appropriate administrative authorization and to record and maintain costs of such reimbursements to the Goverment.  The
information will be used by Federal agency officers and employees who have a need for the information in the performance of their official duties.  The information may
be disclosed to appropriate Federal, State, local, or foreign agencies, when  relevant to civil, criminal, or regulatory investigations or prosecutions, or when pursuant to
a requirement by this agency in connection with the hiring or firing of an employee, the issuance of a security clearance, or investigations of the performance of official
duty while in Government service.  Your Social Security Account Number (SSN) is solicited under the authority of the Internal Revenue Code (26 U.S.C. 6011(b) and
6109) and E.O. 9397, November 22, 1943, for use as a taxpayer and/or employee identification number; disclosure is MANDATORY on vouchers claiming payment or
reimbursement which is, or may be, taxable income.  Disclosure of your SSN and other requested information is voluntary in all other instances; however, failure to
provide the information (other than SSN) required to support the claim may result in delay or loss of reimbursement.  

STANDARD FORM 1164 Back (Rev. 11-77)DoD Overprint 4/2002

D - Funeral Honors Detail
E - Specialty Care





















 



ADMINISTRATION 
 
 

Command Team/ Family Readiness Liaison (FRL) 

REAL: Readiness Essentials  
for Army Leaders 

E N G A G I N G  •  E M P O W E R I N G  •  C O N N E C T I N G  



 







implementing





Letter Head 

Unit Office Symbol           Date 
MEMORANDUM FOR 
 
SUBJECT: Family Readiness Group Registration 
 
1. Request registration of ________Unit________________. This FRG has my approval to exist and 
operate as a Family Readiness Group on _____________. 
 
2. The activities of the organization and its fund will be conducted IAW the provisions of AR 600-20, 
Chapter 5-10, The Total Army Family Action Plan; AR 608-1 Appendix J, Army Family Readiness Group 
Operations; and the Joint Ethics Regulation. 
 
3. The purpose of the organization is to help family members meet the challenges of military life by 
providing a communication link for information and referral, by planning special events and programs, 
and generating small amounts of funds to support these activities. 
 
4. The officers are: 

Leader___________________________Phone_____________________ 
Address____________________________________________________ 
E-mail______________________________________________________ 
 
Co-Leader___________________________Phone__________________ 
Address____________________________________________________ 
E-mail______________________________________________________ 
 
Secretary_________________________Phone_____________________ 
Address____________________________________________________ 
E-mail______________________________________________________ 
 
Treasurer_________________________Phone_____________________ 
Address____________________________________________________ 
E-mail______________________________________________________ 

 
5. Unit Point of Contact_______________________Phone____________________ 
E-mail _____________________________________________________ 
 
 
      Commanders Signature Block 





 
 

DEPARTMENT OF THE ARMY 
(Unit Name & Address) 

 

 
 
 

(Office Symbol) DATE 
 
 

MEMORANDUM FOR RECORD 
 

SUBJECT:  Approval of the Family Readiness Group Organization 
 

Approval is hereby given to the (UNIT NAME) Family Readiness Group to operate and function as a part of my 
staff to provide support to the Soldiers and Families of the (UNIT NAME). 

 
(NAME)  will serve as the Family Readiness Liaison Officer for the unit and will be my representative to provide 
assistance and coordination to the Family Readiness Group. 

 
(NAME) will serve as the Leader of the Family Readiness Group. 

 
Should the need arise, my door is always open to the Family Readiness Group Chairperson and I assure you the 
unit will provide all the support it can. 

 
 
 
 
 

 

(Rank, MP, USAR) 
Commanding 

 
 

DISTRIBUTION: 
Unit FRLO 
Unit  Administrator 
FRG Continuity Folder 
(Command) Family Programs Office 
Unit Mobilization File 



 

DEPARTMENT OF THE ARMY 
(Unit Name & Address) 

 
 
 

(Office Symbol) DATE 
 
 

MEMORANDUM FOR RECORD 
 

SUBJECT: Acknowledgement of Family Readiness Group  (Insert Key Leader position or positions) 
( Unit), Family Readiness Group 

 
I acknowledge that has agreed to serve as the Family Readiness Group 
(Position Title)    for a period of 1 year unless sooner revoked or suspended. 

 
I acknowledge that ___________________________has agreed to serve as the Family Readiness Group (Position 
Title)    for a period of 1 year unless sooner revoked or suspended. 

 
This individual has received a copy of this acknowledgement letter with attached job description and has signed 
a DD2793 (Volunteer Agreement for Appropriated and Non---Appropriated Funds). 

 
Activities will be conducted in accordance to USAR Regulation 608---1. 

 
I appreciate your willingness to improve the morale and enhance the readiness and well---being of our Soldiers 
and their Families. 

 
 
 
 
 

 
 

(Rank, MP, USAR) 
Commanding 

 
 
 

DISTRIBUTION: 
Unit FRLO 
Unit  Administrator 
FRG Continuity Folder 
Unit Family Programs Office 
Unit Mobilization File 

 



OFFICE SYMBOL                                                                                           DATE
         

MEMORANDUM FOR RECORD

SUBJECT:  Appointment Orders-Family Readiness Liaison

1. Effective Date, (Name), is appointed as the Family Readiness Liaison (FRL) for (UNIT). 

2. Period:  Until officially relieved or released from appointment.

3. Special Instructions:  Appointee will attend FRL Training. 

4. The POC is CPT Warrior at (Phone Number). 

IM A. WINNER
CPT, CM

     Commanding 







 



Subscribing as a Sponsor (Service Members or DA Civilians) 
 
Go to the Army FRG site 
Open your web browser 
and type in the Army FRG 
address. 

www.armyfrg.org 

Log in if you have an account 
If you already have an 
account on Army FRG, you 
should log in first. 

 
Start the subscription process 
Click on the Subscribe 
button in the top right 
portion of the screen. 

 



Indicate your Unit Sponsor 
Access to your Unit’s FRG 
site is restricted to the 
members of the FRG.  You 
will need to identify 
yourself as the Sponsor. 
 
Enter your name and the 
last four digits of your SSN.  
Then, click Search. 
 
Please note, you must 
match the name and last 
four exactly.  Capitalization 
is not important, but 
spelling is. 

 

Find your Unit 
A list of sites which have 
you listed as a Sponsor will 
appear. 
 
Click Select Unit for the 
Unit you wish to subscribe 
to. 

 



Register for Unit access:  Logged in 
If you are already logged in, 
you will be immediately 
subscribed to the site.  You 
will see a summary of your 
registration.  You can go to 
your site by clicking Visit 
Your Unit’s vFRG Site. 

 



Register for Unit access:  Not logged in 
If you are not logged in, you 
will be asked to create an 
account. 
 
Indicate that you are the 
Sponsor and enter your 
Contact Information.  Then, 
create a username and 
password and fill in the rest 
of your profile. 
 
When finished, click 
Submit. 

 



Go to your site 
When you have finished 
subscribing, you should see 
a summary of your 
registration.  You can go to 
your site by clicking Visit 
Your Unit’s vFRG Site. 

 

 



Subscribing as a Family Member 
 
Go to the Army FRG site 
Open your web browser 
and type in the Army FRG 
address. 

www.armyfrg.org 

Log in if you have an account 
If you already have an 
account on Army FRG, you 
should log in first. 

 

Start the subscription process 
Click on the Subscribe 
button in the top right 
portion of the screen. 

 



Indicate your Unit Sponsor 
Access to your Unit’s FRG 
site is restricted to the 
members of the FRG.  You 
will need to identify your 
Sponsor. 
 
Enter the name and the last 
four digits of the SSN for 
your Sponsor.  Then, click 
Search. 
 
Please note, you must 
match the name and last 
four exactly.  Capitalization 
is not important, but 
spelling is. 

 

Find your Unit 
A list of sites which match 
the Sponsor information 
listed as a member will 
appear. 
 
Click Select Unit for the 
Unit you wish to subscribe 
to. 

 



Register for Unit access:  Logged in, on Sponsor’s Invitation List 
If you are logged in and the 
name on your account 
matches a name on your 
Sponsor’s Invitation List, 
then your subscription will 
be automatically approved.  
You should see a summary 
of your registration.  You 
can go to your site by 
clicking Visit Your Unit’s 
vFRG Site. 
 
Please note, this match 
must be exact.  
Capitalization is not 
important, but spelling is. 

 

Register for Unit access:  Logged in, not on Sponsor’s Invitation List 
If you are logged in but the 
name on your account does 
not match any name on 
your Sponsor’s Invitation 
List, you will be asked to 
identify yourself. 
 
Indicate that you are the 
Family Member and verify 
your name and Contact 
Information.  Then, click 
Submit.  

 
Register for Unit access:  Pending 

After you enter your 
information, your 
subscription will be 
pending approval by the 
FRG Admin for the site. 

 



Register for Unit access:  Not logged in 
If you are not logged in, you 
will be asked to create an 
account. 
 
Indicate that you are a 
Family Member and enter 
your Contact Information.  
Then, create a username 
and password and fill in the 
rest of your profile. 
 
When finished, click 
Submit. 

  



Not logged in:  On Sponsor’s Invitation List 
If the name you use to 
create the account matches 
a name on your Sponsor’s 
Invitation List, then your 
subscription will be 
automatically approved.  
You should see a summary 
of your registration.  You 
can go to your site by 
clicking Visit Your Unit’s 
vFRG Site. 
 
Please note, this match 
must be exact.  
Capitalization is not 
important, but spelling is. 

 

Not logged in:  Not on Sponsor’s Invitation List 
If the name you use to 
create the account does 
not match any name on 
your Sponsor’s Invitation 
List, your subscription will 
be pending approval by the 
FRG Admin for the site. 

 

 



Family Readiness Services
Questionnaire

Thank you for taking a moment to complete this survey.  This is a Command survey and your feedback will 
help us address and enhance the Unit Family Readiness Program.  Your participation in this questionnaire is 
voluntary and the information collected will be treated as sensitive.   The information gathered will be used to 
inform the Commander about your opinion of the value of Family Readiness Services, delivery of services, 
FRG concerns and issues. It will also help the Commander to form a ‘way ahead’ plan for the Unit Family 
Readiness Program  

Instructions:
Respond to each item in the survey.  

1. Administrative Data

 (Optional) Name_________________________________________________________________________ 

(Optional) Phone Number _________________________________________________________________   

Please mark one:  FRG Experience  First time ______ 1-5 years _____ 5-10 years____ More than 10 years____ 

Please indicate one:  Sponsor Rank E1-4____ E5-9____  Officer____  Warrant Officer ____

2. Questionnaire

Are you aware of the meeting dates and times of the Unit Family Readiness Group? 
Yes
No

How did you hear about the meeting? (e-mail from FRG Leader, Commander; Soldier sponsor; flyer; Unit 
Facebook page; another Unit Family member)___________________________________________________ 

Have you attended any of the FRG Meetings?
Yes
No

If yes, please indicate how many or how often you attend the meetings: __________________ 
If no, please provide information as to why you do not participate. _________________________________ 
_______________________________________________________________________________________

Are you an active volunteer/participant with the FRG? 
Yes
No

If yes, are you registered in the Voluntary Information Management System (VMIS)  
Yes
No

If not a participant, please state briefly why you do not participate in the FRG. 
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________



What do you believe is the main mission of Family Readiness Groups: 
___Social networking            ____Information Sharing     ___ Build unit cohesion 
___Establish a deployment network of support  ____Other________________________________________  

If you do participate in the FRG, has your experience been positive or negative?  
Positive   
Negative

Please provide a brief statement about what made your experience positive/negative  
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

What topics/information would you like to see provided at the meetings? ____________________________ 
_______________________________________________________________________________________
_______________________________________________________________________________________

      Do you believe that the Unit Command team actively supports the Unit FRG?  
Yes   
No

Are you interested in information/briefings on any of the following Family Readiness Services? Please 
mark all that apply. 

Financial Readiness  
Employment Readiness preparation    
Child and Youth Services available 
Mental Health services
Post Traumatic Stress support services  
Off post social activities
Off post volunteer opportunities  
Local area special events and opportunities 
Emergency Child Respite Care
Stress and Anger Management
Relationship / Communication Consultation  
Services available to Families with special needs/disabilities
Volunteer opportunities  
Community events and activities
Internship and vocational opportunities  
Family programs and activities 
Other_____________________________________________________________________________ 

Comments/Suggestions/Recommendations: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
  



FAMILY ASSISTANCE INFORMATION SHEET

PRIVACY ACT STATEMENT
Authority: Title 10, U.S.C. 3013 
Principal Purpose(s): To assist Army agencies and commands in their missions of providing care and assistance to Families of Service members 
who are required to be away from their home station. This information will be used to (1) identify specific problems and service needs of Soldiers 
and their Families; (2) gather data that will assist in the development of appropriate programs and services; (3) serve as a record of services 
provided. 
Routine Uses:  None.  This information will not be disclosed outside the Department of Defense.
Disclosure: Voluntary information is required to assist the individual and his/her family members. Failure to provide the required information 
could result in a delay in providing assistance to the individual and/or family members.

1. SPONSOR INFORMATION:

NAME:______________________________________________RANK/GRADE:_____________________SSN:________________________

ADDRESS:__________________________________________________________________________________________________________
Street    City   State   Country   Zip

HOME PHONE NUMBER W/ AREA CODE:_____________________________________________________________________________

2. MILITARY STATUS: ACTIVE_____ NATIONAL GUARD_____ USAR (TPU)____ USAR(IMA)_____ USAR (IRR)_____ CIV_____

UNIT:___________________________________UNIT ADDRESS:____________________________________________________________

3. MARITAL STATUS: SINGLE________MARRIED________DIVORCED_______ (Name of Ex-Spouse)__________________________

4.  SPOUSE’S NAME:_________________________________________________________________________________________________

5. CHILDREN: YES_____ NO_____

NAME(S)    AGE  ADDRESS      
_______________________________ _____ ________________________________________________________________________

_______________________________ _____ ________________________________________________________________________

_______________________________ _____ ________________________________________________________________________

6. PRIMARY NEXT OF KIN (PNOK)

NAME:________________________________________________RELATIONSHIP:______________________________________________

ADDRESS___________________________________________________________________________________________________________
Street    City   State   Country   Zip

HOME PHONE NUMBER W/ AREA CODE:_____________________________________________________________________________

E-MAIL ADDRESS:___________________________________________________________________________________________________

NATIVE LANGUAGE SPOKEN BY SPOUSE/PNOK:_____________________________________________________________________

NEAREST MILITARY INSTALLATION TO YOUR SPOUSE/PNOK:_______________________________________________________

7.  SECONDARY NEXT OF KIN (SNOK)

NAME:____________________________________________________RELATIONSHIP:__________________________________________

ADDRESS___________________________________________________________________________________________________________
Street    City   State   Country   Zip

HOME PHONE NUMBER W/ AREA CODE:_____________________________________________________________________________

8. EVALUATE POTENTIAL FAMILY PROBLEMS/CONCERNS DURING YOUR ABSENCE:

A. SPECIAL NEEDS. ARE THERE SPECIAL NEEDS IN YOUR FAMILY? YES___ NO___



IF YES, STATE PROBLEM AND ASSISTANCE NEEDED_________________________________________________________________
B. FINANCIAL. WHAT ARRANGEMENTS HAVE BEEN MAKE TO PROVIDE FINANCIAL SUPPORT TO SPOUSE/CHILDREN?

CHECK TO BANK (SURE PAY)___ ALLOTMENT___ OTHER, SPECIFY_______________________

C. HOUSING. WILL YOUR FAMILY (SPOUSE/CHILDREN) RELOCATE AS A RESULT OF THIS DEPLOYMENT? YES___ 
NO___

IF YES, RELOCATION ADDRESS:_____________________________________________________________________________________
                              STREET   CITY   STATE   COUNTRY ZIP

PHONE NUMBER W/ AREA CODE:____________________________________________________________________________________

IF NO, ARE THERE ANY CONCERNS ABOUT CURRENT HOUSING SITUATIONS? 
SPECIFY____________________________________________________________________________________________________________

D. TRANSPORTATION. DOES YOUR SPOUSE/PNOK DRIVE? YES__ NO__

WILL TRANSPORTATION BE A PROBLEM DURING YOUR ABSENCE? NO___ YES, 

EXPLAIN___________________________________________________________________________________________________________

E. LIST ANY OTHER PERTINENT ISSUES WHICH WILL HAVE AN ADVERSE AFFECT ON YOUR DEPLOYMENT:__________
_____________________________________________________________________________________________________________________

9. FAMILY DOCUMENTS CHECKLIST: DO YOU OR YOUR FAMILY MEMBERS HAVE THE FOLLOWING DOCUMENTS?

ID CARDS   YES/NO

POWER OF ATTORNEY YES/NO

FAMILY CARE PLAN YES/NO (SINGLE PARENT, DUAL- MILITARY COUPLES OR PREGNANT SOLDIERS) IF YES, 
DOES THE FAMILY CARE PROVIDER HAVE INSTALLATION ACCESS LETTER? YES_____ NO_____

SIGNATURE:________________________________________________DATE:__________________





Family
Readiness
Group

 ENGAGING

CONNECTING

EMPOWERING



The Family Readiness Group (FRG) is 
one element of the Family Readiness 

System which helps execute the unit Family 
Readiness Program. It is a command sponsored 

organization of Soldiers, civilian employees, Family 
members (immediate and extended) and 

volunteers belonging to a unit. The FRGs provide 
mutual support and assistance and a network of 

communications among the Family members, the 
chain of command and community resources.

What are the mission essential 
tasks of an FRG?

Communication – this includes member meetings, 
educational briefings, newsletters, and dissemin- 
ation of official unit information.

Maintenance of Contact Rosters – Contact rosters 
allows the unit to quickly disseminate information to 
FRG members identified by unit Soldiers. 

What is the benefit of an FRG to the unit?

A unit FRG enhances increased levels of confi- 
dence, commitment, and a sense of well-being 
among Soldiers and Family members. A well- 
functioning FRG can minimize the escalation of 
challenges. The demand on a unit commander’s 
time and military resources can be significantly 
reduced through appropriate referral to other 
resources and agencies. FRGs can help families 
overcome problems that are likely to impact 
adversely on Soldier's performance.

What regulations impact FRGs?

AR 608-1, Appendix J; AER 609-2 (USAREUR); AR 
600-20; AR 600-8-1010; DoDI 1342.22

Where can I get more information on FRGs?
Contact your local Army Community Service.
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As you start out in your new FRG volunteer role we encourage you to
explore and set new goals for your volunteer term. Share and discuss

these goals with the command team.

PRINT NAME:

SIGN NAME:                                                                                             DATE:   





Tips on Working with Chain of Command 

The ability to communicate clearly—to get your intent and ideas across so that others understand your message 
and act on it—is one of the primary qualities of leadership; this extends to the FRG. 

 

Five tips for Effective Communication:  

Focus Your message: all messages fit into one of two categories:  
Action-and-information messages ask the receiver to do something: Schedule a meeting; make a 
decision; attack a hilltop. 
Information-only messages tell the receiver something: The primary cause of the 
American Civil War was states’ rights; Estelle LaMonica is the new Vice President of Human 
Resources; Alpha Company has one vehicle down for battle damage.  You must focus—clarify—your 
message so your receiver is certain—clear—on what he or she is supposed to do or know. 

Break through the noise: be clear and use descriptive language, avoid “fluff.” 
Put your Bottom line Up Front (BLUF): get to your point in the first 10 seconds of your message. 
Commanders often have a lot going on and want to know, quickly, how the message affects them. If you 
don’t meet this critical tip, they may tune out or be less receptive to your message.  
Use simple words. Your communication will be clearer.  
Use concrete words. They help draw a picture for the receiver to visualize much quicker.  

 

Getting Started:  

Know your Audience: The type of program you present depends on who is expected to attend 
Do you have a majority of married with young or older kids? 
Do you have a majority of younger, single soldiers? 
Do you have a Unit unemployment problem? 
Ask your Commander, Readiness NCO, 1SG, FRG Liaison 

Know your Purpose: What type of event are you hosting 
Mandatory Fun/Family Day 
Pre or Post Deployment information 
Updated Benefits briefing 
Fundraiser for future event 
New Soldier/Family welcome information 
Organization and Planning: What will it take to host this event 
Location, Date/Time 
Estimated number in attendance 
Volunteer support 
Unit support/State Family Programs support/Outside agency support 
Necessary supplies  
Available resources 
Budget 
Supporting Regulations 

Communication:  

Create a simple document outlining your event  
Timeline 



Supplies 
Manpower 
Supporting documentation 
Budget proposal 

Email your commander a request to either an in person or telephone meeting to discuss our event 
proposal. 

“MAJ Smith,

Please see attached Event Proposal information. I would like to schedule a meeting to discuss this 
concept, either in person or by phone. I estimate it will take approximately 30-40 minutes to go over 
the proposal and answer any questions you may have. I have the following times and dates 
available, let me know what works best for your schedule.”   

Here you’ve provided a BLUF “Event Proposal” with the simple document attached that he/she 
needs in order to be properly prepared for your meeting at the mutually agreed upon time.  

 

DO: 

Use short sentences with an active voice. Eg. “We have prepared the attached event proposal” 
instead of “The attached event proposal was prepared by the FRG Leader, co-leader, and fund 
custodian.” 
Use white space. Providing headings and lists organizes the information for the receiver. Keep 
paragraphs to no more than about 6 lines. This makes the message easier to read and receive.  
Use spell and grammar check. Incorrect spelling and punctuation can both confuse the reader and 
affect your credibility.  
Behave professionally. You may not receive the answer or response you want or intended. If this is 
the case, it is acceptable to ask the commander his/her reasoning behind the response or decision.  

DON’T: 

Call/walk in to his/her office and demand they make time for you to discuss the proposal. They may 
say they don’t have the time (which will have wasted your time in travelling to meet them) or they 
will be flustered with your inconsideration of their scheduled time and be less apt to receive your 
message. 
Overcomplicate your message. Keep the message to two to three main points and stay on one topic, 
if at all possible.  
Ignore feedback. Acknowledge the responses of others, this builds a culture of mutual respect.  

 

References: 

Gilbreath, C. (2013). Getting to the YES! [PowerPoint slides]. 

Introduction to effective Army Communication. 25 October 2005. Retrieved from 
http://www.mc.edu/rotc/files/6513/1471/6693/MSL_102_Personal_Dev_Sect_05_Intro_to_Effective_Army_Co
mmunication.pdf  

Kelly Services Inc.. (2016). Effective communication: dos and donts. Retrieved from 
http://www.kellyservices.us/US/Business-Services/Business-Resource-Center/Management-Tips/Effective-
communication_-dos-and-donts/#.VqKT_rnVyHt 





1  I know and support the commander’s readiness goals. 

2  I embrace those goals and convey them to other volunteers.

3 I frequently confer with the commander about FRG plans and activities.

4  I frequently confer with all chairpersons about FRG plans and activities.

5  I set the example by welcoming diversity among our FRG members.

6  I actively seek inclusion of all members in FRG meetings and activities.

7  I readily make some decisions on my own when appropriate.

8  I share important decisions with the committee leaders and the commander.

9  I seek input on group activities and concerns from the membership.

10 I have a positive attitude of friendliness, kindness, and service. 

11 I am an assertive but humble and kind leader.

12 I treat everyone with respect and regard; I never criticize but I mentor.

13 I try not to dominate meetings and strive to get others involved.

14 I try to keep meetings focused, fun, and reasonably brief.

15 I frequently and publicly thank people for their help.

16 I attend all steering committee meetings or ensure that an alternate does.

17 I seek to resolve conflict peaceably and promote harmony among the FRG members.

18 I listen actively and seek to understand the other person’s viewpoint.

19 I follow up with chairpersons to make sure critical tasks are done on time.

20 I am careful not to micromanage.

21 I am able to recruit capable members to help with committee work.

22 I work well through others to get tasks done.

23 I plan well and get help with planning, preparing meeting agendas, and seeing that 
activities are organized and done well. 

24 I try to balance the importance of task versus relationships.

25 I have completed Family readiness training and promote it among the FRG members.

Number of “Yes” answers _____ x 4 points each = Total Score: ____________

Use this checklist to check yourself and, where applicable, your committee 
chairpersons. Be as objective as you can. Counting 4 points for each “yes” answer and 0 
for each “no,” what is your score? What are your strong points? Where do you need to 
improve? Grade yourself with this scale: 88 or above, effective FRG leader; 74-84, 
good; 60-70, average; under 60, below average. 

Are you an effective FRG leader? If not, what will it take to become one?

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

FRG LEADERSHIP CHECKLIST



Don’t Say “I”

M&M Game











1. Listen. Let the people involved speak. Be sure you hear how they see the problem 
and what they expect from you. Descriptively verbalize what you hear and what you 
see happening; do not be critical. 

2. Remember that the person who has sought your help is important, even if they are 
talking on behalf of someone else. Work with the person who asked for your help. 

3. You are a listener, a referral agent, and perhaps a friend. You can help by listening 
carefully and making suggestions only when the person cannot think of alternatives. 
Do not give advice or assume responsibility for the person’s problems or life. The 
goal of crisis intervention is to allow the individual involved to become responsible 
for themselves and the consequences of their actions. Work toward clarification of 
the situation.

4. Don’t be over-active. The tendency is to talk a lot and offer a great deal of help in the 
form of possible solutions. Let the person with the problem take the lead. Often the 
person needs and wants to talk the problem out. 

5. Be empathetic and identify feelings. Is the person depressed, frustrated, angry? 
Encourage the person to talk on a feeling level. 

6. Try not to become absorbed with historical excuses and reasons for present problems. 
Focus on what is happening now, and permit the person to explore what could be 
done to change it. 

7. When dealing with Family crises, give equal attention to each Family member, 
whether they are adults or children. 

8. When referring someone for additional assistance, be specific. Tell them where to go, 
when to be there, and who to see. If possible, give them the name and number of a 
specific person to see.   

9. Do not call others (police, rescue squad, military police, parents) without the 
permission of the person you are helping unless there is imminent danger—suicide or 
homicide. It is permissible to ask them if they are in danger or to ask them if they are 
thinking about suicide and have the means to carry it out. If you must notify the unit 
or rear detachment, tell them you are going to do so. 

10. Provide reassurance that the person will be able to solve the problem. 

11. People’s trust in you must be developed and maintained. This trust is earned by 
acting responsibly and confidentially.
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Generational Communication Preferences 
 
 

Baby Boomers: are people born during the demographic post–World War II baby boom 
approximately between the years 1946 and 1964. 

Prefer in person face to face; telephone is preferred over e-mail 
Meetings are to give information (one way communication) 
Diplomatic 
Tie messages to history/tradition 
Avoid manipulative language 
Allow them to find self-fulfillment through their work/volunteerism 
Appeal to their idealism 

Generation X: is the generation born after the Western Post–World War II baby 
boom. Birth dates ranging from the mid-1960s to the early 1980s. 

Email is #1 communication tool 
Avoid meetings 
Blunt 
Tie messages to results 
Avoid buzz words and jargon 
Allow them to see how they can make a difference 
Connect things they care about like family to your cause 

Millennials: Millennials grew up in an electronics-filled environment. They live in an 
increasingly online and socially-networked world.  

Social Media and texting as #1 communication tools 
Send a median average of 50 texts a day 
Rely on positive word of mouth when looking for trainings, purchasing items for 
the home, etc. 
Meetings are used to exchange ideas (two way communication) 
They see limitless possibilities to make their life their own 
Polite 
Tie goals and aspirations to your messages 
Driven by happiness, passion, diversity, sharing and discovery 
Be careful about the words you use 
Make them feel informed and involved (participation, collaboration and co-
creation) 
Show them how the service is useful to them 
Make it easy to incorporate into their lifestyle 
Focused on life experiences rather than tangible items 
Target lifestyle goals of happiness and success 
Acknowledge and celebrate life stages 





can only

Remember: Failing to protect 

 



 

 

 

 

 

 

 

 

 

 



must always 
verbatim 

IMPORTANT: 

 



“There are four ways, and only four ways, in which we have contact with 

we do, how we look, what we say and how we say it.” 

-Dale Carnegie (1888-1955) 



One way to attract potential Family Readiness Group members is by 
making personal phone calls. Identify volunteers who are willing to call 10
to 12 other FRG members. Provide them with a list of individuals to call and
a written message to be relayed. Below is a sample message:



Identify the need or problem - 



Take action - 

too many referrals may be 
confusing

IMPORTANT:  
--

 



The Key Contact is not a trained counselor! 
The goal in these calls is to make the 
appropriate referral as quickly as possible. 
Based on the situation, immediately contact 
emergency services, 911 and then notify the 
Unit Commander, First Sergeant, or FRL.
Maintain contact with the individual until help 
arrives. Check with leadership on 
appropriateness of follow-up. 





Other contingency intervention tips are

 









  



CONTACT FORMS 
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CONTACT LOG 

 

Day:  _______________ Date:  _______________________  Time:  ___________________ 
 

_____ FRG meeting reminder  _____ Fundraiser/event reminder 
_____ Greeting/introduction  _____ Other 

  
NOTES: 

 

 

Day:  _______________ Date:  _______________________  Time:  ___________________ 
 

_____ FRG meeting reminder  _____ Fundraiser/event reminder 
_____ Greeting/introduction  _____ Other 

  
NOTES: 

 

 

Day:  _______________ Date:  _______________________  Time:  ___________________ 
 

_____ FRG meeting reminder  _____ Fundraiser/event reminder 
_____ Greeting/introduction  _____ Other 

  
NOTES: 

 

 

Day:  _______________ Date:  _______________________  Time:  ___________________ 
 

_____ FRG meeting reminder  _____ Fundraiser/event reminder 
_____ Greeting/introduction  _____ Other 

  
NOTES: 

 

FRG Member NAME:    Home Phone #:   
      Work Phone #: 
      Cell Phone #: 
      OTHER: 

Email:   
 
NOTES:   
 



COMMUNICATION LOG



Log call or visit on the POC Problem Resolution Form

Attempt to Calm Her/Him

1. Maintain your composure—be calm and understanding. 
2. Reassure him/her that help is available.
3. Keep him/her talking.
4. When he/she is calm enough, proceed. 
5. If he/she cannot be calmed in 10 to 15 minutes, offer to call 

or refer him/her to a chaplain. If possible, get the person’s 
agreement first.

Determine the problem and actions to be taken.
Ask, “How have you tried to solve this problem?” 

Administrative Issues

Financial?
Legal?
Auto?
Housing? 
Medical?
Emotional? 
Sexual Harassment?

Personal Issues

Marriage?
Juvenile? 
Depression? 
Spiritual?

Crisis/
Emergency

Issues

Death?
Injury? 
Illness?
Suicidal?

None of the
listed 

problems?

Yes

Refer to appropriate 
agency. 

Yes

Refer to 
chaplain.

Call authorities 
NOW!

Yes Yes

Use common 
sense.

Be sure to log all key details on the POC Problem Resolution Form, and report 
any crises or emergencies to the FRG leader or commander.   

No Is the caller exhibiting extreme feelings? Yes



Name 
Address

Date of Contact             Time               Contact Phone                    (Hm)                         (Wk)

Sponsor Information

Name    
                                                                  Unit
Rank                                                          Location

Nature of Emergency (include who, what, when, where, etc.):

What help do you need?

ACTION:                                    Who Called?                                           When?
Police called?
Ambulance?
Fire Department called?
Red Cross called?
Transportation?
Food?
Lodging?
Money?
AER called?
Emergency Child Care?

Referred To:

Follow-up Required?

POC Signature :                                                      Date:



 



Use the following guidelines to determine whether the content of 
FRG newsletters is official:  





Law
for All 





FRG Newsletter Assessment Questionnaire 

The following questions will provide a quick evaluation of the status of your FRG 
newsletter.  This will help plan the next steps in developing an effective newsletter.   

FRG Newsletter Quality

Find copies of the last 4 issues of the newsletter and use them to answer the following 
questions.

1.  What is the current status of your Unit’s Family Readiness Group newsletter?   
_____ Not currently being done 
_____ Produced, but not on a regular basis 
_____ Produced regularly as scheduled 

2.  What topics are regularly included in the newsletter?   

 _______ Family Finances (money management, record keeping) 
  _______ Parenting 
  _______ Consumer Concerns  
  _______ Deployment preparedness 
  _______ Reunion plans and activities 
  _______ Community resources 
  _______ Benefits 
  _______ Health Care (TRICARE options, military treatment facilities) 

3.  Do all the issues include an update from FRG or Unit Leadership? 
________Yes, list title of leadership role___________ ________   No 

4.  Is there unacceptable content such as advertising, religious or political material in the 
newsletter?
_________ Yes _________ No 

5.  Does the newsletter content observe copyright law requirements?  For example, 
authors have obtained permission to use other’s material and provide appropriate credit to 
the original source. 
_______ Yes, copyrighted material is used correctly 
_______ Not currently being done.  Copyrighted material is used incorrectly 

6.  Does the newsletter heading include the date, volume, issue number? 
__________ Yes  __________ No 

7.  Is the layout easy to read and follow? 
_______ Yes  _______ No   Why not? _______________________ 



8.  Does the newsletter have a Commander’s review and signature?
____________ Yes  ___________   No 

9.  Is there an electronic version of the newsletter?   
_________  Yes  _______   No  Why not?  _____________________ 

Newsletter Production

10.  Is there a production schedule for writing, editing, and layout, then printing and 
distributing the newsletter? _________ Yes   _________ No;   Does the schedule seem 
reasonable? _________   Yes _________ No 

11.  Are there procedures for maintaining and updating the mailing list? 
__________  Yes _________  No 

12.  Is the newsletter produced at least quarterly when the Unit is at home and monthly 
when soldiers are deployed?   
________ Yes  ______ No How often?  _____________________________________ 

13.  Do those who work on the newsletter have the equipment and support to produce the 
newsletter? 

________ Computers
________ Appropriate software for production 
________ Ability to manage mailing lists and mailing labels 
________ Equipment for copying 
________ Other needs ____________________________________ 

Volunteer Newsletter Committee

14.  Is there is Newsletter Committee Chairperson? 
___________  Yes  ___________  No 

15.  Are there additional volunteers on the newsletter committee?  How many?  ______ 

16.  Do the committee members have the necessary skills?
 ______ word processing 
 ______ page layout and design 
 ______ mailing list organizational skills 

17.  Are there methods for recruiting newsletter committee members? 
__________ Yes __________ No 

18.  Do the newsletter committee members have knowledge of reimbursement for their 
expenses? 
_________  Yes _________  No 
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Body body body body body body body body body 
body body body body body body body body body. 
 

Article Title 6 
Body body body body body body body body body 
body body body body body body body body body. 
Body body body body body body body body body 
body body body body body body body body body. 
 
 

Article Title 8 
Body body body body body body body body body 
body body body body body body body body body. 
 
Body body body body body body body body body 
body body body body body body body body body. 
 
Body body body body body body body body body 
body body body body body body body body body. 
 

Points of Contact 
Command: 
 
Phone: 
 
Fax: 
 
Email: 
 
 

 
 
 
 

 

 

Soldier + Family Readiness = 
MMission Readiness 

“Quote” – MAJ 
Smith 



Social Media and FRGs

 



Social Media Platforms 

Any social media platform used by FRGs must follow DA policies



Social Media and the FRG Mission 

Army Social Media Policy



Getting Started

Required Training



Social Media and Operational Security 
(OPSEC)

Authorized Postings 

Pride and support for service, units, specialties 
and  service member
Generalizations about service or duty
General status of the location of a unit
Any other information already in the public 
domain from credible sources



Social Media by the Generation 

Millennials Generation X Baby Boomers





Important Links 
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Social Networks - Do’s and Don’ts

Only establish and maintain connections with people you know and trust. Review your connections often.
Assume that ANYONE can see any information about your activities, personal life, or professional life that you post and share.
Ensure that your family takes similar precautions with their accounts; their privacy and sharing settings can expose your personal data.
Use caution when posting images of you or your family. Be aware of your surroundings, to include identifiable locations, military 
affiliations, and any other personal security vulnerabilities. It’s highly discouraged to use geo-location tags. 
Use secure browser settings when possible and monitor your browsing history to ensure that you recognize all access points.

Managing Your Google+ Profile
Google+ provides privacy and sharing options using Circles. Circles are groups that users create for different types of connections, such as
family, friends, or colleagues. Content is shared only with circles you select. Google+ requires that users provide real names - no pseudonyms.

Click to access
and edit Profile

Profile Settings
Apply and save the Profile settings shown below to ensure that your information is visible to only people of your choosing.

This box is PUBLIC. Do not fill 
out additional information

Select Edit Profile
to make changes

Uncheck both

Name & Profile Picture
are PUBLIC

Uncheck

DO NOT add links to other online
presences, such as a webpage,
Facebook, Twitter, or LinkedIn

Change to
Your Circles

To share information on this page
with specific people, select Custom

then choose appropriate Circles

Uncheck top
button

Change to
Only You

Change to
Your Circles

Uncheck
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Account Settings & Minimizing Your Activities
Apply the Account settings shown with arrows below to ensure that your information is shared in a limited fashion.

Account settings can be accessed under Account Settings > Google+.
Maintain a small Google+ "footprint". Select only important Google+
notifications as shown in the box to the left.
Limit notifications to email as opposed to text.
Do not connect your mobile phone to Google+ or use the Google+

Change as
indicated

mobile application, and Disable +1 on non-Google Websites
Do not allow contacts to tag you then automatically link to your profile
Disable your circles from accessing your photo tags prior to you

Don’t Add Phone Number
Change to

“Off”

Uncheck Uncheck

Check as
indicated

Uncheck

Uncheck

Uncheck

Remove Everyone

Do not add outside
accounts

Uncheck

Deleting Your Google+ Profile Information or Account

Uncheck

By default, Google+ uses your Google contact information to link your
accounts from other online services, aggregating your online identity in
one location. To disable this feature:

Go to Account Settings > Connected Accounts
Click “No” to Google-suggested 3rd-party accounts
Disable Google+ access to your contact information
Do not manually connect other online accounts using Google+

Go to Account Settings
> Account Overview

Delete Google+ Content removes
Google+ related information such as
circles, +1’s, posts, and comments
Delete your entire Google profile
removes all user data from Google
services, including your Gmail
Disable web history to prevent
accumulation of your digital footprint

Useful Links

A Parent’s Guide to Internet Safety www.fbi.gov/stats-services/publications/parent-guide
Wired Kids www.wiredkids.org/
Microsoft Safety & Security www.microsoft.com/security/online-privacy/social-networking.aspx
OnGuard Online www.onguardonline.gov/topics/social-networking-sites.aspx



Instagram smart card 

Things to keep in mind about private posts:

Decide whether you want to use your ‘Photo Map’.

Block if necessary
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Social Networks -Do’s and Don’ts

Only establish and maintain connections with people you know and trust. Review your connections often.
Assume that ANYONE can see any information about your activities, personal life, or professional life that you post and share.
Ensure that your family takes similar precautions with their accounts; their privacy and sharing settings can expose your personal data.
Use caution when posting images of you or your family. Be aware of your surroundings, to include identifiable locations, military 
affiliations, and any other personal security vulnerabilities. It’s highly discouraged to use geo-location tags. 
Use secure browser settings when possible and monitor your browsing history to ensure that you recognize all access points.

Managing Your LinkedIn Profile
LinkedIn is a professional networking site whose users establish connections with co-workers, customers, business contacts, and potential
employees and employers. Users post and share information about current and previous employment, education, military activities,

Profile Settings

Use Settings to manage visibility specialties, and interests. To limit exposure of
your personal information, you can manage
who can view your profile and activities.

Apply the Profile settings shown with arrows below to ensure that your information is visible only to people of your choosing.

Set to no one

Set to Only you

Set to totally 
anonymous

Set to Only you

Uncheck

Do not use a
face photo for
your account

Set to
My Connections LinkedIn Quick Facts

There are over 100 million LinkedIn users around the world. Aside
from the US, LinkedIn is widely adopted in India, Brazil, and the UK.

Users tend to share information related to their careers or jobs as opposed to photographs from parties or social events.
LinkedIn profiles tend to be more visible and searchable than in social networks such as Facebook.
Paid LinkedIn accounts have access to more information about other users, such as connections, than free accounts.
The type of information users can see about each other depends on how closely they are connected (1st, 2nd, or 3rd degree).
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Account Settings

Apply the Account settings shown with arrows below to ensure that your information is shared in a limited fashion.

Passwords
Use a complex password with capital letters
and numbers to ensure that attackers cannot
access your account information.

Closing Your LinkedIn Account
If you no longer plan to use the LinkedIn
service, you can close your account. Click
Close your account and confirm that you
want to take this action.

Uncheck to opt out of
Partner Advertising on 
third party websites

Uncheck to opt out
of Social Advertising

Application Settings

Third-party applications and services can access most of your personal information once you grant them permission. You should limit your
use of applications to ensure that third parties cannot collect, share, or misuse your personal information. Apply the Application setting 
shown with arrows below to ensure that your information is visible only to people of your choosing.

Do not share with
Third Parties

Also, avoid using the LinkedIn smartphone 
app to prevent accidentally collecting and
sharing location data.

Uncheck the box. Do
not share your 

information on Third
Parties with LinkedIn.

LinkedIn, by default, automatically retrieves 
information about the user on websites with 
LinkedIn Plug-In integration. Prevent sharing
your activities on third-party websites with
LinkedIn by unchecking the box. 

Useful Links

A Parent’s Guide to Internet Safety www.fbi.gov/stats-services/publications/parent-guide
Wired Kids www.wiredkids.org/
Microsoft Safety & Security www.microsoft.com/security/online-privacy/social-networking.aspx
OnGuard Online www.onguardonline.gov/topics/social-networking-sites.aspx
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W 2

Social Networks -Do’s and Don’ts

Only establish and maintain connections with people you know and trust. Review your connections often.
Assume that ANYONE can see any information about your activities, personal life, or professional life that you post and share.
Ensure that your family takes similar precautions with their accounts; their privacy and sharing settings can expose your personal data.
Use caution when posting images of you or your family. Be aware of your surroundings, to include identifiable locations, military 
affiliations, and any other personal security vulnerabilities. It’s highly discouraged to use geo-location tags. 
Use secure browser settings when possible and monitor your browsing history to ensure that you recognize all access points.

Managing your Twitter Account
Twitter is a social networking and microblogging site whose users send and read text-based posts online. The site surged to worldwide
popularity with +300 million active users as of 2011, generating 300 million tweets and 1.6 billion search queries daily.

Stream of tweets from
people you follow

Use Settings to manage visibility

Each tweet is timestamped

Following are people you subscribe to
Followers subscribe to your tweets
Private tweets will only be visible to
followers you approve

Tweets
“Tweets” are short text-based messages – up to 140 characters – that users post to Twitter. "Tweet" can
refer to a post as well or to the act of posting to Twitter. Tweets are public, indexed, and searchable unless
protected by the user. Many users never Tweet, choosing only to follow persons or topics of interest.

Hashtags (#topic) are  used  to mark a keyword or topic in a
Tweet. Posts with hashtag are categorized by topics in the
Twitter search engine. Hashtagged words that become popular 
become Trending Topics (ex. #jan25, #egypt, #sxsw). 

Mentions (@username) are used to tag a user in a Twitter
update. When a public user mentions a private Twitter
account, the link to the private account profile becomes public.

Profile Settings
Apply the Profile settings shown below to ensure that your information is visible only to people of your choosing.

This is how your profile page will 
look to visitors on the web

DO NOT use a
face photo

Use nicknames, initials,
or pseudonyms

Use general location,
such as a country or a

metropolitan area

DO NOT connect to
Facebook

Twitter Best Practices
Avoid using hashtags (#) in updates to avoid being indexed and

associated with a topic by Twitter Search.
Tweet responsibly. Do not provide personal details regarding your 

whereabouts and activities in your post.
Do NOT upload links to personal photos or websites on Twitter.
Do NOT allow Twitter to use your location on mobile devices.
Change your Twitter username periodically to limit account exposure.
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Account Settings
Apply the Account settings shown below to ensure that your information is shared in a limited fashion.

DO NOT connect 
your phone

Change every
~6 months Check

Protecting your tweets
makes all your posts  private
Only those who you approve

can access your tweets

Uncheck

Uncheck

Click to delete all location data 
associated with your account

Deactivating / Delete Your Twitter Account
To deactive your account, go to Settings and select Account 
page.  At the bottom of the page, click “Deactive my 
account.” After deactivation, the user can reactivate the
account within 30 days. After 30 days, the account is
permanently deleted.

Notification  & Application Settings
Maintain a small digital footprint by minimizing the number of notifications. Revoke access to unnecessary third party applications.

Direct message (DM) is never
visible to the public

Private tweets will become
visible to the web when
retweeted (RT) by a user

with public account

Block unknown or unwanted
applications from accessing

your account

Useful Links
A Parent’s Guide to Internet Safety www.fbi.gov/stats-services/publications/parent-guide
Wired Kids www.wiredkids.org/
Microsoft Safety & Security www.microsoft.com/security/online-privacy/social-networking.aspx
OnGuard Online www.onguardonline.gov/topics/social-networking-sites.aspx
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Meetings and Activities 
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for Army Leaders
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minimum

minimum



Facilitator and Contact Number  

Notes
 

Checklist 

Pre Meeting Supplies for Meeting 

 Command Authorization to hold event  Name Tags 

 Date and Time Confirmed  Pens 

 Meeting location reserved  Notepads 

 Involved presenters notified with clear 
expectations 

  

 Invite Families (BCC Line) Post Meeting 

 Key Contacts remind Families  Follow up on any questions/concerns 

 Contact Speaker  Conduct After Action Review with FRG Team 

   Thank You cards sent to necessary parties 

Week Before Meeting  

 Confirm Childcare Action items to be filed in FRG Binder 

 Confirm Speaker  Commander authorized meeting 

 Confirm Location  Purchase request form with receipts 

 Send reminder to Families (BCC)   

  
Resources for Meeting   

 Speaker Handouts   

 Sign in Sheet   

 Evaluation Sheet   

 



 

 

 



 

 





FRG Meeting  
Date Time Location 
Meeting called by  
Type of meeting  
Facilitator  
Note taker  
Timekeeper  
Attendees: 

Agenda Topics 
Time Allotted Presenter 
Discussion  
 

Conclusions  
 

Action items Person Responsible Deadline 
   
   
Agenda Topics 
Time Allotted Presenter 
Discussion  
 

Conclusions  
 

Action Items Person  Responsible Deadline 
   
   
Agenda Topics 
Time Allotted Presenter 
Discussion  
 



 

Conclusion  
 

 
Action Items Person Responsible Deadline 
   
   
Agenda Topics 
Time Allotted Presenter 
Discussion  
 

Conclusions  
 

Action Items Person  Responsible Deadline 
   
   
Agenda Topics 
Time Allotted Presenter 
Discussion  
 

Conclusions  
 

Action Items Person  Responsible Deadline 
   
   
Agenda Topics 
Time Allotted Presenter 
Discussion  
 



 
 
 
 

This report is to be completed by the FRG Leader and turned in to the FRSA by the last Wednesday of the month. 
 
1.  Past FRG Events 

Activity Type Date Subject/Activity No. of 
People What can be improved? 

     

     

     

Activity Types:  FRG Meeting, FRG Event, FRG Fundraiser, FRG Training/Brief, etc. 
 
2.  Next month’s upcoming FRG Events (planned and tentative) 

Activity Type Date Time Subject/Activity Location 
     

     

     

 
3.  Informal Fund Status 

Date of Last Report Income Expenses Balance 
    

 
4.  Did you recruit any new volunteers? 

Name Position Registered    Trained Contact Info 
     

       

 
5.  What issues did you or any FRG volunteers help Families with? 

Issue Action Taken 

  

  

  

 
6.  Do you have any issues or planning you would like assistance with? 
 

 
          
FRG Leader     Date 
 

Unit Month 

   

FRG Monthly Report 



FRG Meeting Report 
October 5, 20XX

 
 
Meeting held: Chapel, 5:45-6:30 PM. 
 
Present were: Sign in Attached 
 
 
Group Discussed: 

Soldier 4 A Day AAR – Around 30 family members attended, not including soldiers.  The range portion was 
postponed due to the weather, looking to reschedule 5 or 19 November. 
Holiday Bazaar Bake Sale – 7 October, 1:15-4:30 at Pavilion.  Drop off individually wrapped goodies at the unit or 
the bake sale. 
Decided to hold the Halloween party on 28 October, 6:30 PM.  Will have a costume contest with prizes donated 
from area businesses.  1SG & CPT Peters will give a day off and a cookout to the best-decorated office. 
Door prize of a Halloween bowl won by Mrs. xxx. 

Concerns: 
Mrs. xxx would like to see the FRG set up a babysitting Co-op, especially with the deployment coming up.  The 
FRG will send out an email looking for interested volunteers. 

 
Dates to Remember: 

AFTB October 18-19 
CYSS Harvest Fest 6:00-8:00 October 29th 

 
Financial Report: 
Previous balance $1347.96 
Current balance $1257.37 (going off of last month’s report, due to move treasurer book unavailable) 

Expenditures 
$8.13 pizza dinner at FRG meeting 
$54.50 pizza dinner at FRG meeting 
$27.96 drinks and food for Soldier 4 A Day 

Guest Speaker: 
CYSS 

Briefed us on services of CYS 

Next Meeting: Wednesday, November 2nd at 5:45 at Chapel.
 



Name (Printed)
Service Member 
Name Relation Phone Email



 

Name (Optional): Date: Location: 

What New Information Did You Learn Today? 
 

What Would You Like More Information On? 
 

Suggestions to Improve Future Meetings. 
 

Do you have any immediate questions or concerns that you would like us to answer? 
Question:  

Question:  

Please Provide you name and contact information where you would like us to respond: 

Please let us know if you would like follow up regarding any of the information covered in this 
training.  We hope you valued this training and are able to use what was taught today. 

 



ACTIVITY  CHECKLIST

Activity Date Completed
Develop Plan of Action

Approval of Commander

Volunteers to Help

Volunteer Agreement — Signed and on File

Budget Planned for Activity

Approval for Use of Site for Activity

Alternate Plan

Timeline (Date for Completion)

Public Awareness (Advertising if Required)

Facility Usage (Armory or other Site)

Task Assignments (given to teams or individuals)

Child/Elder/Adult Care

Other

Evaluations (complete evaluation forms)

Recognize Volunteers and Supporters



REAL: Readiness Essentials 
for Army Leaders
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OPERATIONS

Deployment Cycle 



 



Deployment 
Cycle Stage Recommended Topics Overview Suggested Provider/Speaker

In lieu of meeting

Coping with Deployments: Psychological First 
Aid for Military Families 

In lieu of meeting



Deployment Resources 

Topic Website Topic Website 
AAFES www.aafes.com Military Money http://www.incharge.org/military-money 

American Red Cross www.redcross.org Military One Source www.militaryonesource.mil 
Air Force Reserve www.afrc.af.mil  Military Scholar www.militaryscholar.org  
Air Force Heart Link https://www.usafservices.com/Home/Spo

useSupport/HeartlinkTraining.aspx 
Military Student www.militarystudent.org 

Air National Guard www.ang.af.mil  Military Wives http://spousebuzz.com/ 
http://www.veteransunited.com/spouse/ 

Army Emergency 
Relief 

www.aerhq.org Moms of Service 
Members 

http://www.bluestarmothers.org/ 

Army Family Team 
Building 

www.myarmyonesource.com Military.com www.military.com  

Army Reserve www.usar.army.mil Moms over Miles www.momsovermiles.com  
Army Reserve Family 
Programs – Fort 
Family 

www.arfp.org/index.php/programs/f
ort-family-outreach-and-support 

National Guard http://www.nationalguard.mil/ 

Dads at a Distance www.daads.com National Guard 
Family Programs 

https://www.jointservicessupport.org/FP/Defa
ult.aspx 

DECA Commissaries www.commissaries.com National Military 
Association 

www.nmfa.org 

Defense Finance and 
Accounting 

www.dfas.mil Navy Life Skills 
Program 

http://www.cnic.navy.mil/ffr/family_readiness
/fleet_and_family_support_program.html 

Deployment 
Information 

http://afterdeployment.t2.health.mil/ Navy Reserve https://www.navyreserve.navy.mil/Pages/defa
ult.aspx 

Defense Centers of 
Excellence 

http://www.dcoe.health.mil Operation Military 
Kids 

http://www.nifa.usda.gov/nea/family/part/yo
uthdev_part_military.html 

DOD Mobilization 
Guide 

http://www.militaryonesource.mil/12038
/Project%20Documents/MilitaryHOMEFR
ONT/Troops%20and%20Families/Deploy
ment%20Connections/Pre-
Deployment%20Guide.pdf 

OSD Reserve Affairs http://ra.defense.gov 

Employment 
Support for Guard 
and Reserve 

www.esgr.org Parents of Service 
Members 

http://www.operationwearehere.com/Parents.
html 
http://www.survivingdeployment.com/parents
.html 

Financial Readiness http://www.militaryonesource.mil/pfm Spirit of America www.spiritofamerica.net 
Joint Service Support https://www.jointservicessupport.org/  Surviving 

Deployment 
http://www.survivingdeployment.com/index.h
tml 

Coast Guard Reserve www.uscg.mil/reserve  Taxes (IRS) www.irs.gov  
Marines www.marines.mil Thrift Savings Plan www.tsp.gov  
Military Child 
Education Coalition 

http://www.militarychild.org/ Tricare Reserve 
Information 

www.tricare.osd.mil/reserve 

Military Living www.militaryliving.com US Army www.army.mil  
Military Family 
Network 

www.emilitary.org Veterans 
Administration 

www.va.gov  

Marine Corps Family 
Team Building 

http://www.mccsmcrd.com/MarineAndFa
milyPrograms/MarineCorpsFamilyTeamBu
ilding/index.html 

Yellow Ribbon 
Reintegration 
Program 

http://www.yellowribbon.mil/event_support.h
tml 



The Emotional Cycle of Deployment 

What’s Going On … Feelings Coping Strategies 
Anticipation of Departure 

Denial and anticipation of loss
Increased feeling of stress in home
Frequency of arguments increase
Reality of change ahead is “sinking in”
Focus is on completing family pre-deployment activity
checklist
Members may feel more emotional
In case of multiple deployments ... new cycle may begin
before family has had time to renegotiate new normal from
last deployment
Children:  decide when to tell them about the deployment

Anger
Resentful
Guilt
Restlessness
Depression
Irritability
Sadness
Fear
Anxiety

Communicate (ask questions,
listen to each other)
Discuss deployment expectations
Communicate “quality time”
availability to family
Discuss deployment with children
Sharing feelings
Planning and setting boundaries
are the keys to managing the time
leading up to the deployment

Detachment and Withdrawal 
Service Member is focused on preparing for mission and may
distance self from family
Anger, arguments may occur as family prepares to protect
themselves from “hurt” of separation
Communication may be difficult
Experience lack of energy
Increased difficulty making decisions
In preparation for loss, family may begin to act like Service
Member is already gone
Multiple deployments can result in need to repeatedly create
distance; to feel “numb” and avoid emotional connection
Children:  actual good-bye is important

Sadness
Despair
Hopelessness
Anger
Irritability
Withdrawal

Dedicate time to spend with  family
members
Be empathetic

Include family, when possible, in pre-
deployment activities
Reassure each other you will be ok
Develop and turn to  support
networks
Be patient that Service Member may
be spending more time at work
Reassure children that the Service
Member will return

Emotional Disorganization 
Life without Service Member may initially feel overwhelming
Routines change, responsibilities added
May feel ...

Numb and not interested in doing much
Have difficulty concentrating
Wish things would go back to “normal”
Surprised because things seem to be moving smoothly

now that Service Member is gone
Experience sleep difficulty
Anxious about security issues
Children:  take cue from parent

Relief
Sadness
Lonely, frustrated
Restless
Confused
Disorganized
Indecisive
Irritable
Unmotivated
Overwhelmed

Establish your deployment routine
Get involved
Stay in contact with other family
members
Establish a connection with Service
Member
Stay in contact with support network
Set Goals
Start a hobby
Get a job
Volunteer

Recovery and Stabilization 
Family finally starts to settle into routine of life without Service 
Member
Coping with changes can be positive 

May enjoy new found responsibilities
Sense of independence, confidence 
Relief that family is functioning well

Coping with changes can be challenging
Difficult time accepting changes
Stressed, depressed, and having difficulty getting things done
Feel unsupported and worried how will make it through

Most of the time there is a mixture of both responses.
Children:  clingy, sleep disturbances, eating difficulties; crankiness,
drop in academics; acting out, self-criticism, loss of interest

Mildly depressed
Anxious
Vulnerable
Fear
Emotional

Maintain a routine
Work toward goals
Keep communication going
Use support network
Take care of yourself
Choose a positive attitude
Keep things in perspective
Be flexible
Model positive coping skills for
children



The Emotional Cycle of Deployment 

What’s Going On … Feelings Coping Strategies 
Anticipation of Return 

Homecoming is coming!
Family is happy, excited, and feeling boost of
energy
Trying to make everything “perfect” for return
Sense of relief that Service Member will be home
combined with worries about whether or not they
will be the same
Children:  when to tell them of return?

Excitement
Apprehension
Nervousness
Restlessness
Irritability
Anxiousness

Discuss plans for reunion
Set realistic expectations
Communicate expectations to family

and friends
Remember Service Member must
remain mission focused

Return Adjustment and Renegotiation 
During time of separation Service Member and all
family members have changed
Changes may hold pleasant surprises or may cause
conflict
Family members may feel overwhelmed by Service
Member attempts to get to know everyone again
Everyone needs space and time to readjust
Family member may feel loss of independence
Entire family must begin to renegotiate how
household will look now that everyone is together
again
Service Member may need time to assimilate back
Children:  different reactions depending on ages

Relief
Happiness
Contentment
Irritability
Guarded
Resentment
Overwhelmed
Frustration

Communicate
Be patient
Negotiate and compromise
Be willing to give up/take on different
responsibilities
Keep emotions under control
Sit down and negotiate roles and

responsibilities
Be aware of signs of combat stress

Reintegration and Stabilization 
Family continues to adjust to having Service
Member home
This could last for months!
A “new normal” is established regarding routines
and expectations
Members may begin to feel secure, relaxed, and
comfortable with one another again
If readjustment challenges resurface, support is
important ... It’s okay to ask for help if you need it!

Appreciation
Supportive
Comfortable

Be patient
Communicate
Take it slow
Lower expectations
Taking time to get to know each other
again
Re-negotiate if necessary

NOTES: 











Emergency Notification Information



Red Cross Notification
(To be filled out by service member and sent home)
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Informal Fund/ Fundraising 
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Choose type you are applying for 
1. View additional types
2. Government, Federal/ military

Continue 

Confirm your selection 
Government, Federal/Military

What it is... 

Continue 
Reason applying for EIN 

Banking purposes
Responsible person 

(Unit Commander and SSN)
I am a duly authorized member, officer, or employee of the organization or government entity.

Continue 
Fill in information 

Duly authorized member of the organization
Address:  

_ Company, _ BN FRG
Street Address

, 
Mail directed to specific department 

_ Company, _ BN FRG
Different address to send mail 

No
Physical location not found 

Accept as entered
Tell us about Government/ military 

Legal: _ Company, _ BN FRG
County: 
Start Date: 

Tell us more about Government/ military 
Answer No to all questions

What does organization do? 
Other
Other: Family Readiness Group

Receive Letter online 
Review Summary of your information 
Print Summary page 
Submit 
Follow the rest of the instructions 

NOTE: 
1. Please submit copy of EIN document to the appropriate Point of Contact

2. Maintain document in Treasurer book

Applying for an EIN (Employer Identification Number) For FRG Bank Account 
https://sa1.www4.irs.gov/modiein/individual/index.jsp OR www.irs.gov 



TIN



Application for Employer Identification Number Form SS-4
 EIN(Rev. January 2010) (For use by employers, corporations, partnerships, trusts, estates, churches,

government agencies, Indian tribal entities, certain individuals, and others.)

OMB No. 1545-0003

Department of the Treasury
Internal Revenue Service

Legal name of entity (or individual) for whom the EIN is being requested1

Executor, administrator, trustee, “care of” name3Trade name of business (if different from name on line 1)2

Mailing address (room, apt., suite no. and street, or P.O. box)4a Street address (if different) (Do not enter a P.O. box.)5a

City, state, and ZIP code (if foreign, see instructions)4b City, state, and ZIP code (if foreign, see instructions)5b

County and state where principal business is located6

Name of responsible party7a

Estate (SSN of decedent)
 

Type of entity (check only one box). Caution. If 8a is “Yes,” see the instructions for the correct box to check.9a

Partnership
 

Plan administrator (TIN)
 

Sole proprietor (SSN)
 

Farmers’ cooperative
 

Corporation (enter form number to be filed) �

Personal service corporation
 

REMIC
 

Church or church-controlled organization
 

National Guard
 

Trust (TIN of grantor)
 

Group Exemption Number (GEN) if any �

Other nonprofit organization (specify) �

Other (specify) �

 9b If a corporation, name the state or foreign country
(if applicable) where incorporated
 

Changed type of organization (specify new type) �

Reason for applying (check only one box)10

Purchased going business
 

Started new business (specify type) �

Hired employees (Check the box and see line 13.)
 

Created a trust (specify type) �

 Created a pension plan (specify type) �

Banking purpose (specify purpose) �

 

Other (specify) �

 1211 Closing month of accounting yearDate business started or acquired (month, day, year). See instructions.

15 First date wages or annuities were paid (month, day, year). Note. If applicant is a withholding agent, enter date income will first be paid to
nonresident alien (month, day, year) �

HouseholdAgricultural

13 Highest number of employees expected in the next 12 months (enter -0- if none).

17 Indicate principal line of merchandise sold, specific construction work done, products produced, or services provided.

18 Has the applicant entity shown on line 1 ever applied for and received an EIN? Yes No

Complete this section only if you want to authorize the named individual to receive the entity’s EIN and answer questions about the completion of this form. 

Designee’s telephone number (include area code) 

Date �Signature �

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Form SS-4 (Rev. 1-2010)
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Cat. No. 16055N

Foreign countryState

Designee’s fax number (include area code) 

� See separate instructions for each line.
 

( )
 

( )
 

� Keep a copy for your records.
 

Compliance with IRS withholding regulations
 

SSN, ITIN, or EIN7b

Other

Applicant’s telephone number (include area code) 

Applicant’s fax number (include area code) 

( )
 

( )
 

Under penalties of perjury, I declare that I have examined this application, and to the best of my knowledge and belief, it is true, correct, and complete. 

Name and title (type or print clearly) � 

Third
Party
Designee

Designee’s name

Address and ZIP code

Federal government/military
 Indian tribal governments/enterprises
 

State/local government
 

If you expect your employment tax liability to be $1,000
or less in a full calendar year and want to file Form 944
annually instead of Forms 941 quarterly, check here.
(Your employment tax liability generally will be $1,000
or less if you expect to pay $4,000 or less in total
wages.) If you do not check this box, you must file
Form 941 for every quarter.
 

Is this application for a limited liability company (LLC) (or 
a foreign equivalent)?

 

NoYes
8a If 8a is “Yes,” enter the number of

LLC members �

8b

If 8a is “Yes,” was the LLC organized in the United States?
 

8c
 

NoYes

14

Check one box that best describes the principal activity of your business.
 

16 
Construction
 Real estate
 

Rental & leasing
 Manufacturing
 

Transportation & warehousing
 Finance & insurance
 

Health care & social assistance
 Accommodation & food service
 Other (specify)
 

Wholesale-agent/broker
 Wholesale-other Retail

If “Yes,” write previous EIN here �

 

If no employees expected, skip line 14.



Do I Need an EIN?
File Form SS-4 if the applicant entity does not already have an EIN but is required to show an EIN on any return, statement,
or other document.1 See also the separate instructions for each line on Form SS-4.

IF the applicant... AND... THEN...

Started a new business

Hired (or will hire) employees,
including household employees

Opened a bank account

Changed type of organization

Purchased a going business 3

Created a trust

Created a pension plan as a
plan administrator 5

Is a foreign person needing an
EIN to comply with IRS
withholding regulations

Is administering an estate

Is a withholding agent for
taxes on non-wage income
paid to an alien (i.e.,
individual, corporation, or
partnership, etc.)
Is a state or local agency

Is a single-member LLC

Is an S corporation

Does not currently have (nor expect to have)
employees

Does not already have an EIN

Needs an EIN for banking purposes only

Either the legal character of the organization or its
ownership changed (for example, you incorporate a
sole proprietorship or form a partnership) 2

Does not already have an EIN

The trust is other than a grantor trust or an IRA
trust 4

Needs an EIN for reporting purposes

Needs an EIN to complete a Form W-8 (other than
Form W-8ECI), avoid withholding on portfolio assets,
or claim tax treaty benefits 6

Needs an EIN to report estate income on Form 1041

Is an agent, broker, fiduciary, manager, tenant, or
spouse who is required to file Form 1042, Annual
Withholding Tax Return for U.S. Source Income of
Foreign Persons

Serves as a tax reporting agent for public assistance
recipients under Rev. Proc. 80-4, 1980-1 C.B. 581 7

Needs an EIN to file Form 8832, Classification
Election, for filing employment tax returns and
excise tax returns, or for state reporting purposes 8

Needs an EIN to file Form 2553, Election by a Small
Business Corporation 9

Complete lines 1, 2, 4a–8a, 8b–c (if applicable), 9a,
9b (if applicable), and 10–14 and 16–18.

Complete lines 1, 2, 4a–6, 7a–b (if applicable), 8a,
8b–c (if applicable), 9a, 9b (if applicable), 10–18.

Complete lines 1–5b, 7a–b (if applicable), 8a, 8b–c
(if applicable), 9a, 9b (if applicable), 10, and 18.

Complete lines 1–18 (as applicable).

Complete lines 1–18 (as applicable).

Complete lines 1–6, 9a, 10–12, 13–17 (if applicable),
and 18.

Complete lines 1–5b, 7a–b (SSN or ITIN optional),
8a, 8b–c (if applicable), 9a, 9b (if applicable), 10,
and 18.

Complete lines 1, 3, 4a–5b, 9a, 10, and 18.

Complete lines 1, 2, 3 (if applicable), 4a–5b, 7a–b (if
applicable), 8a, 8b–c (if applicable), 9a, 9b (if
applicable), 10, and 18.

Complete lines 1, 2, 4a–5b, 9a, 10, and 18.

Complete lines 1–18 (as applicable).

Complete lines 1–18 (as applicable).

3 Do not use the EIN of the prior business unless you became the “owner” of a corporation by acquiring its stock.
4 However, grantor trusts that do not file using Optional Method 1 and IRA trusts that are required to file Form 990-T, Exempt Organization Business Income Tax

Return, must have an EIN. For more information on grantor trusts, see the Instructions for Form 1041.
5 A plan administrator is the person or group of persons specified as the administrator by the instrument under which the plan is operated.
6 Entities applying to be a Qualified Intermediary (QI) need a QI-EIN even if they already have an EIN. See Rev. Proc. 2000-12.
7 See also Household employer on page 4 of the instructions. Note. State or local agencies may need an EIN for other reasons, for example, hired employees.
8 See Disregarded entities on page 4 of the instructions for details on completing Form SS-4 for an LLC.
9 An existing corporation that is electing or revoking S corporation status should use its previously-assigned EIN.

Complete lines 1–18 (as applicable).

Form SS-4 (Rev. 1-2010) Page 2

1 For example, a sole proprietorship or self-employed farmer who establishes a qualified retirement plan, or is required to file excise, employment, alcohol,
tobacco, or firearms returns, must have an EIN. A partnership, corporation, REMIC (real estate mortgage investment conduit), nonprofit organization
(church, club, etc.), or farmers’ cooperative must use an EIN for any tax-related purpose even if the entity does not have employees.

2 However, do not apply for a new EIN if the existing entity only (a) changed its business name, (b) elected on Form 8832 to change the way it is taxed (or is
covered by the default rules), or (c) terminated its partnership status because at least 50% of the total interests in partnership capital and profits were sold or
exchanged within a 12-month period. The EIN of the terminated partnership should continue to be used. See Regulations section 301.6109-1(d)(2)(iii).







I have reviewed this financial statement and to the best of my knowledge, find it true and accurate I.A.W. AR 608-1. 











TOTAL INCOME FOR THE PERIOD $ ___________

TOTAL EXPENDITURES FOR THE PERIOD $ ____________

TOTAL AVAILABLE FUNDS AT END OF THIS PERIOD $ _____________  



_________________________                              ______________________









 
 
Note:  This portion should be completed prior to making purchase 
 
 
Date ____________________________ 
 
The following items/services are required for the  ___(Event Name)__________________________________  
  
Date items needed: ____________________  Purchaser Name:  _____________________________________  
 
ITEM      QTY  COST   TOTAL  

    

    

    

    

    

    

    

    

 
Reason for Puchase: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 
Total Amount Approved: ____________________ 
 
Approved By ____________________________________________  Signature ________________________ 
 
 
 
Reimbursement  (Attach Receipts) 
 
Receipt Totals:    Reimbursement Check # _________________ 
$__________    AMOUNT: _________________ 
$__________    Check made out to ______________________ 
$__________ 
$__________ 

(Total Due) 
 
Approved By ____________________________________________  Signature ________________________ 
 
 
Received By _____________________________________________ Signature ________________________ 
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Reclaiming the lives of at-risk youth, producing program 
graduates with the values, life skills, education and self-
discipline to succeed as productive citizens.



US ARMY RESERVE COMMAND 

FORT FAMILY 

www.arfp.org 

Army Reserve Family Programs provides educa on, 
training, awareness, outreach, informa on, referral, and 
follow-up.  Our mission is to provide commanders with 
relevant and responsive quality-of-life programs and 
services in support of Soldiers, Families, and DA civilians. 

ARMY RESERVE FAMILY PROGRAMS ARMY RESERVE FAMILY PROGRAMS 
TRAINING OPPORTUNITIES 



CHILD AND YOUTH SERVICES 













Program Manager:

____________________________
Phone Number:
____________________________

Wounded Soldier and Family Hotline: 1 800 984 8523

SFAC services are tailored and responsive to the needs of
the Soldier and their Families. Most services will be present
in the SFAC loca on in order to maximize the convenience
to the Soldier and their Families. Other services requiring
less than a full me presence will be brought forward to the
SFAC at designated mes. S ll other services will be
provided through priority o site appointments coordinated
by the SFAC sta . SFAC sites will provide a warm, relaxed
environment where Soldiers and their Families can gather to
foster physical, spiritual and mental healing. The AOS SFAC
site provides links to installa on SFAC web sites.
Services iden ed to date to be present or coordinated in
the SFAC are:

En tlement Bene ts
Educa onal Services
Transi on/Employment Assistance
Travel pay for Family members
Substance Abuse
Coordina on of Legal and Pastoral Services
Lodging resources
Child Care referral
Coordina on with Army Reserve, Na onal
Guard, State and Local Agencies
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SOLDIER FOR LIFE 

TRANSITION ASSISTANCE PROGRAM 

COMPREHENSIVE SOLDIER AND FAMILY FITNESS (CSF2) 

MILITARY SPOUSE EMPLOYMENT PARTNERSHIP (MSEP) 











All information provided in this section was obtained 
through the “About Us” pages from each of the web-
sites listed next to the corresponding organization. 



   
 

 

Family
Readiness
Group

 ENGAGING

CONNECTING

EMPOWERING

For FRG Members



What is an FRG?

Family Readiness Groups (FRGs) are an estab-
lished official Army entity to provide information, 
activities and support that enhance the resiliency 
of unit Soldiers, Civilians, and their Family mem-
bers. FRGs provide resources and practical tools 
that facilitate self-reliance during military deploy-
ments, separations and transitions. Support from 
the FRGs may directly impact the well-being and 
esprit de corps within the unit.

Why should I be a part of the FRG?

One of the main missions of the FRG is to 
disseminate information on behalf of the com-
mander. Active participation in the FRG ensures 
that you are getting the most current and accu-
rate information from authorized sources. The 
FRG is also a great place to network and develop 
community connections.

I am interested in volunteering 
with the FRG

Volunteers are the foundation of all FRGs. 
Command teams often rely on FRG volunteers to 
help execute their Family Readiness plan. There 
are many different volunteer opportunities within 
the FRG. Some require greater time commitment 
than others. Volunteering in the FRG provides an 
opportunity to get connected, help others in 
the unit, and develop a sense of pride and 
accomplishment. Contact the unit FRG leader, 
Family Readiness Liaison or commander for 
information on how you can be a part of the FRG 
volunteer Family.
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Abbreviation or term Definition or description













;
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Fre uently As ed uestions 
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ACOM

Division
3 Brigades

Battalion
3-5 Cos.

Platoon
3-4 Squads

Four Corps
I Corps
III Corps
V Corps
XVIII ABC

Brigade
3 or more Bn

Squads
3-4 Teams

Teams
3-4 Soldiers

Company
3-4 Plts

Corps
2-5 Div



Midnight (12:00 AM) -- 0000 hours
1:00 AM -0100 hours

2:00 AM -- 0200 hours
3:00 AM -- 0300 hours
4:00 AM -- 0400 hours
5:00 AM -- 0500 hours
6:00 AM -- 0600 hours
7:00 AM -- 0700 hours
8:00 AM -- 0800 hours
9:00 AM -- 0900 hours

10:00 AM -- 1000 hours
11:00 AM -- 1100 hours

12:00 PM -- 1200 hours
1:00 PM -- 1300 hours 
2:00 PM -- 1400 hours 
3:00 PM -- 1500 hours 
4:00 PM -- 1600 hours 
5:00 PM -- 1700 hours 
6:00 PM -- 1800 hours 
7:00 PM -- 1900 hours 
8:00 PM -- 2000 hours 
9:00 PM -- 2100 hours 

10:00 PM -- 2200 hours
11:00 PM -- 2300 hours


