Personnel Transition Plan
1.  Purpose.  This document prescribes:

    a.  The plan for administrative transfer of TASS Battalion Title XI personnel from the TASS Integration Elements (TIEs) to TRADOC Quality Assurance Offices (QAOs).

    b.  Disposition of TIE Title XI personnel and Active Guard and Reserve (AGR) personnel authorizations.

    c.  Procedures for Title XI personnel and administrative support upon realignment/reassignment.

2.  Table of Distribution and Allowances.  TASSD will coordinate an out-of-cycle change to the TDA.  The effective date for the new TDA will be 1 Oct 03, which will allow TASSD to requisition personnel in the new designated locations beginning 1 Oct 02 in support of TIE closure, stand-up of Center QAOs, and transfer of TIE functions to TASSD/TRADOC QAOs.  

3.  Transfer of TASS Battalion Title XI personnel.

    a.  TASS Battalion Title XI personnel will be reassigned to HQ TRADOC, Fort Monroe, VA, with duty at their current location effective 1 Sep 02.  All personnel records (201 Files) will be transferred to Fort Monroe effective 16 Sep 02.  The movement of records to Fort Monroe will enhance the support to all soldiers in the Title XI Program.  This will ensure close contact between the MILPO and the Personnel Support Division and improve the standard of support to soldiers in the field.  To ensure quality support to TASS Battalion Title XI personnel, the Personnel Division will be augmented by five additional personnel positions effective 1 Oct 02.  Soldiers will still be able to go to the nearest military installation to update DEERS, renew identification cards, and receive housing and medical support.  

    b.  All records will be updated during the National Title XI Conference, 17-20 Sep 02.  Each TASS Battalion Title XI personnel will update their DD Form 93 and SGLI, ORB/ERB, and DA Form 2-1.  Supporting documentation will be needed to avoid any delays in the record update process.  Supporting documentation include, e.g., birth certificates, divorce decrees, marriage certificates, transcripts, course completion certificates, board photos, etc.  Soldiers will also need necessary information for DD Form 93 and SGLI, e.g., beneficiary addresses and telephone numbers.  This will ensure records are updated for upcoming boards (officer and enlisted).

    c.  TASSD Personnel Division will coordinate all orders/ amendments.  

4.  Transfer of TIE Personnel.

    a.  TIE AGRs revert to control of their respective component effective 1 Jan 03.  TRADOC DCG offices for USAR and ARNG will coordinate follow-on assignment and support administrative requirements.  TASSD Personnel Division and Resource Manager will assist the TRADOC DCG offices with reassignment and Permanent Change of Station requirements.

    b.  Title XI Personnel.


   (1) See Enclosure 4 (Title XI Support to the Center QAOs).  

        (2) It is recognized that each Title XI soldier has a unique situation, in that time remaining in assignment, scheduled PCS, retirement, and family issues will impact on the timing of when each soldier departs.  TIE Directors will recommend a plan for each soldier to Director, TASSD NLT 1 Aug 02, that supports the needs of the individual and accomplishes the objective.  

        (3) TIEs will discontinue submission of requisitions into TIE TDA positions at the TIE’s current location effective as directed by the Director, TASSD 26 Apr 02.  The Personnel Support Division will submit requisitions for TIE positions as vacated in designated locations.    

5.  Personnel and Administration.  This section establishes administrative procedures within TASSD initially, then the TRADOC QAO, to include the Proponent Schools, TASS Battalions, and Centers for Title XI soldiers.  This LOI covers administrative procedures for routine processing of leaves, passes, evaluation reports, awards, and personnel actions.  New procedures outlined in this document are effective 1 Oct 02.

6.  Evaluation Reports.

    a.  All drafts will be submitted to TASSD at least 45 days before the end date.  Completed evaluation reports must be submitted NLT 15 days before the end date of the report to the Personnel Support Division for processing.  A copy of the completed DA Form 67-9-1 or DA Form 2166-8-1 will be included as part of the submitted report.  Evaluations are due to the Military Personnel Office (MILPO) NLT 30 days after the ending month of the report. 

    b.  Civilian personnel evaluations will be maintained and monitored by the Operations Specialist.  He/she will ensure all civilian evaluations are tracked by a suspense system.

          c.  The Personnel Support Division will closely monitor evaluations to ensure timely submission of reports.  Raters will notify the PSD when there are changes in the rating scheme due to personnel moves.  This will further assist the PSD with keeping tracking reports accurate.  Change of Rater reports will be completed as needed.   

         d.  Evaluations will be sent through the rating chain via email.  Hard copies will be printed when all corrections are made and signed.  You must have Version 2.23 of Form Flow in order to package forms and attach to email.   

    e.  The Personnel Support Division will ensure all rated individuals are aware of the rating chain.  All sections or supervisors will provide an updated rating scheme quarterly, via email, to the Personnel Support Division for all Title XI soldiers in their area of responsibility.  

        (1) Rating scheme for enlisted TASS Battalion Title XI soldiers will include an individual from the TASS Battalion and another Title XI soldier.  Proponent School Senior Title XI soldiers are responsible for coordinating the rating schemes with functionally aligned TASS Battalions.  

        (2) Rating Scheme for Officers at the OCS Battalions will include an individual from the TASS Battalion and another Title XI soldier.  Fort Benning Senior Title XI soldier is responsible for coordinating the rating scheme with the functionally aligned OCS Battalions.  Completed OERs will be forwarded to the Personnel Division for processing.

        (3) All CGSC and CAS3 TASS Battalion Title XI soldiers will be rated by the TASS Brigade Commander and senior rated by the DIV (IT) Commander.  Completed OERs will be forwarded to the Personnel Division for processing.

        (4) The senior Title XI soldier at a Proponent School aligned with a Center will be rated by their QAO/QAE Director and senior rated by the Senior Title XI soldier at the Centers.  All other Title XI soldiers at the school will be rated by the Senior Title XI soldier and follow his/her rating chain.  Proponent School Lieutenant Colonel senior Title XI soldiers will be rated by their QAO/QAE Director and senior rated by the school Commandant or Assistant Commandant.  All evaluations will be forwarded to the soldier’s OMPF through the Battalion PAC of attached unit.

        (5) The senior Title XI soldier at a Proponent School not aligned with a Center will be rated by the QAO director and senior rated by an Active Component individual, either at the proponent or TRADOC QAO.  Other Proponent School Title XI soldiers will be rated by the senior Title XI soldier and senior rated by the Proponent QAO Director.

        (6) The Senior Title XI soldier at the Center will be rated by the Center’s QAO Director and senior rated by ADCSOPS&T.  The Personnel Division will forward all evaluations to the soldier’s OMPF.

7.  Awards.

         a.  Leaders at all levels must anticipate soldier’s movement to ensure awards are submitted in a timely manner.  You must have Version 2.23 of Form Flow in order to package forms and attach to email.  Recommendations will be submitted to Personnel Division within the following submission guidelines:

        (1) All award recommendations must be submitted in hard copy and by email with packaged DA Form 638, narrative, and proposed citation attached as applicable.  If the proposed award recommendation is a LOM or higher, ensure that the narrative is strong enough to support the recommendation.  

        (2) The Meritorious Service Medal (MSM) and the Legion of Merit (LOM) approval authority is the CG, TRADOC and needs to be submitted to Personnel Division at least 75 days prior to desired presentation date.

        (3) Distinguished Service Medal (DSM) and awards to individuals of another Service are approved at HQDA and must be submitted to Personnel Division at least 120 days prior to desired presentation date.  All DSM recommendations must be submitted in hard copy and on a disk with the narrative and proposed citation.

        (4) Recommendations for MSMs, LOMs, and DSMs that are not received within 75 days of presentation date must have a letter of lateness addressed stating specific reason for lateness.

        (5) All Army Achievement (AAM) and Army Commendation Medals (ARCOM) will be processed at HQ TRADOC unless you are attached to the Proponent School.  Approval authority for the Proponent School will be their host installation.  Copies of all awards processed at the host installation should be forwarded to the PSD to be placed in the soldier’s administrative file. 

    b.  Civilian Awards for TRADOC QAO personnel are processed through the DCSOPS&T.  Allow 30 days for processing awards approved by Commander, TRADOC; allow 60 days for processing awards approved by Secretary of the Army (SECARMY).  

        (1) TASS Battalion awards will be submitted by the rater through the TASS Battalion Commander, to the Center QAO Director in hard copy, and a faxed copy furnished to the Proponent Schools Senior Title XI soldier or the DIV (IT) commander as appropriate.

        (2) Proponent School Title XI ARCOM and below will be submitted through the attached unit.  MSM and higher will be submitted to the TRADOC QAO in hard copy with a faxed copy furnished to the Center QAO Director for input.  

        (3) Center awards are submitted to the Personnel Division.

8.  In and Out Processing.

          a.  Title XI personnel assigned to HQ TRADOC with duty at a TASS Battalion will report directly to the battalion.  Upon arrival to their battalion, the soldier will notify the TASSD Personnel Support Division, HQ TRADOC, Fort Monroe of his/her status.  Soldier will fax a copy of assignment orders, a current ORB or ERB, and a copy of their last evaluation report.  The 

soldier will have 10 days permissive TDY to settle his/her family.  He/she will travel on TDY orders to HQ TRADOC to complete in-processing at the Fort Monroe Personnel Administrative Center, Military Personnel Office, and Finance, Bldg 82.  Once in-processing is complete, the soldier will report to the Personnel Support Division.  There the soldier will complete the Personnel Data Assignment Work Sheet, in-processing checklist, and receive the TASS/QAO Orientation Brief.  

    b.  Title XI personnel assigned to the Proponent School and Center will report directly to the host unit for in-processing.  Upon arrival to their battalion, the soldier will notify the Personnel Support Division, TASSD, HQ TRADOC, Fort Monroe of his/her status.  Soldier will fax a copy of assignment orders, current ORB or ERB, and a copy of their last evaluation report.  The Personnel Support Division will inform soldiers of scheduled TASS Orientation Brief and location.

9.  Uniform Code Military Justice (UCMJ):

    a.  In accordance with Manual for Courts-Martial (MCM), pt. V, para. 2.a., on active duty, para. 21-2.c., AR 27-10, para.  3-8, AR 27-10.  This enables the local RC command to administer SCMs and FG 15s and certain chapters and identifies who would take action on those requiring General Court Martial Convening Authority (GCMCA) approval.  The Director will be informed of all actions and their outcomes on all assigned soldiers.

    b.  The SM is attached to the TASS Bn higher headquarters Reserve Component (RC) Brigade for exercise of Special and Summary Courts-Martial jurisdiction; the general administration of military justice, to include non-judicial punishment; and adverse administrative actions requiring action by an officer exercising Summary or Special Court-Martial convening authority.  

    c.  The SM is attached to US Army Combined Center, Fort Leavenworth, Kansas, for the purposes of General Court-Martial jurisdiction, including general or adverse administrative actions requiring action by an officer exercising General Court-Martial convening authority.  

10.
Sponsorship:

 
A sponsorship program will be established at the Personnel Support Division.  All incoming personnel to TRADOC Title XI 

Program will receive a welcome letter immediately upon levy notification to ensure a positive reception of the soldiers and their family members.  The soldier’s duty unit will be made aware of the pending arrival, and they will be responsible for assigning the soldier a sponsor. 

11.  Leaves and Passes:

     a.  All personnel are strongly encouraged to make maximum use of their leave throughout the year and are responsible for managing their own leave days.  However, supervisors must monitor their personnel to ensure leave is not lost at the end of the Fiscal Year (30 Sep) for military and the end of the Calendar Year (31 Dec) for civilians.  In this organization, there is no good excuse for losing leave. 

     b.  Title XI soldiers attached to the Proponent School and Center will follow the leave and pass policy established by the commander of their host installation. 

         (1) All personnel will schedule routine leaves through their supervisors in enough time for them to plan and compensate for the workload.  Ordinary leaves are to be scheduled around mission requirements to ensure the quality of support to the organization is not affected.  Use of leave during the Christmas Holiday period should be maximized.

         (2) Title XI personnel desiring to go on leave will complete their own DA Form 31 and route through their supervisor for approval recommendation and finally to the Personnel Support Division for approval.  The Admin NCO will then forward the DA Form 31 to PAC for processing.  The soldier’s copy of the form will be returned through distribution.  

         (3) Requests for Emergency Leave will be processed within six hours; however, no individual will be allowed to depart until a DA 31 has been properly signed and approved.

         (4) Civilians will request leave, annual and sick leave, IAW applicable civilian regulatory guidance and local union agreements.

         (5) Soldiers are eligible for two types of passes --  regular and special passes.  Regular passes can be up to three days in duration, and special passes are for three or four days.  

Passes can be granted at the discretion of supervisors, however, should normally be granted for rewarding good performance or to enable soldiers to rectify significant personal problems that cannot be accomplished in a normal weekend.  All passes must be used in conjunction with a two-day weekend.  A three- or four- day pass may not be tacked on the beginning or end of a three- or four-day holiday weekend, which results in five-eight days off.

12.  Official Travel and Temporary Duty (TDY) Requests:

a.  Travel requests by TASS Bn soldiers will be processed by the Senior Title XI soldier at each Proponent School.  If available, TDY orders will be done on DJAS or electronic DD Form 1610.  

     b.  Travel Philosophy:

         (1) Travel must be mission essential.  The first priority for TDY dollars is support for Title XI personnel.

         (2) Attendance at professional association meetings, conventions, and professional development seminars without direct benefit to TASS or the DIV (IT)s is discouraged.

         (3) TASS travelers will use government lodging (vice hotel) whenever possible.

         (4) Supervisors will approve travel for personnel in

the TASS battalions.

         (5) Use of a rental car during TDY is not a routine authorization.  Rental car usage must be advantageous to the government, not the traveler.  Rental cars are normally not authorized while attending schools or training except when:  the location of the TDY point make it impractical to rely on government or less expensive commercial transportation and eating facilities are not available within a reasonable walking distance.

    c.  The TASS Webmaster will post examples of travel efficiencies under the TRADOC QAO Tool Box link on the TASS Website.

        d.  Conference registration fees are reimbursed when fees include handouts, booklets, supplies, and refreshments.  When settling travel vouchers, the traveler must state if meals are included in the registration fee to receive the appropriate reimbursement.

13.
Training.


a.  Mandatory Military Training:  Training NCOs will maintain a copy of PT cards, CTT sheets, OPSEC/SAEDA classes, etc., at their locations.  Training NCOs will send quarterly updates to the Personnel Division for review.

b.  Physical Training:  All assigned personnel must maintain fitness level IAW AR 600-9 and FM 22-5.  Semi-annual Physical Fitness Testing will be conducted and results forwarded to Personnel Support Division for review.  Supervisors will ensure time is provided during duty hours for their personnel to participate in an individual PT program.  

c. Civilian Training/Schools:  All training and school

announcements are processed through the Operations Specialist, who will ensure personnel are aware of the training available.  A DA Form 1556 is required to enroll in these classes.  All DA Form 1556s should be forwarded to the Administrative Assistant for processing and the Director’s approval.

14.  Monitoring and Reporting Officer/Enlisted Requisitions:

a.  This paragraph clarifies requisition lead times and monitoring of personnel requisitions procedures within TRADOC Title XI Program.


b.  Process.

         (1) The Personnel Support Division will identify and

requisition each month all officer/enlisted soldiers, with at least 12 months remaining within the Title XI Program in order 
for HQDA/Strength managers to fill the requisitions & provide a replacement in an adequate amount of time.

         (2) The Personnel Support Division will monitor and report requisitions submitted monthly to HQDA/Command Strength Branch by using worldwide access of the Enlisted Distribution Assignment System (EDAS).

         (3) The Personnel Support Division will submit, monitor, and report all Officer requisitions to HQDA/Officer Personnel Management Branch by using worldwide access of the Total Officer Personnel Information System (TOPMIS).

         (4) The Personnel Support Division will ensure by the 22nd day of each month all Enlisted/Officer requisitions that are submitted for input to the Chief, Personnel Support Division monthly Title XI Manning Report.
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