NEW MEXICO MOBILIZATION READINESS CHECKLIST (PHASE I)



Date:____________________


PERSONNEL AND ADMINISTRATION (PHASE I)

TASKS
Advance Party
STANDARDS
Go/No Go

Remarks

(1) Provide personnel information



a. Present individual letters to unit personnel during unit in processing that provides general information and guidance to assist them in understanding their role in the reserve system in-processing.

b. For personnel readiness planning, present each individual with a copy of Annex C of this volume of FORMDEPS (ensure that the Annex is annotated with unit specific information where appropriate). Additionally, order copies of any current family assistance support pamphlets or publications, identified by the unit family program coordinator, for each unit member to provide to his/her family.

c. Conduct welcome and annual mobilization briefing to soldiers, using Annex C as a guide.

d. Conduct Military Medical benefits and Dental briefings for family members annually. 


+ (2) Prioritize the conduct of Soldier Readiness Processing (SRP) checks and conduct SRP actions


a. Prioritize SRP Checks. Based on priorities, only one SRP check (other than for actual mobilization and deployment) will be made on an annual basis. All other inspections or checks will use data from the primary check.

(1) SRP checks are done through several processes throughout the year.

(a) Selected data is required to support unit status reporting.

(b) Annual record checks to ensure that forms and administrative data required to support the soldier and his/her family are up to date.

(c) Inspections and readiness evaluations are conducted by command agencies throughout the year. (d) Soldier readiness is evaluated during exercises such as CALL FORWARD.

(e) Soldier readiness is required in preparation for Overseas Deployment for Training.

(2) Commanders must review schedules for the training year and annotate the training schedule for the primary SRP check, to reduce the multiple SRP checks.

b. Conduct SRP.

(1) Guidance is in AR 600-8-101. Supplemental guidance will be provided as required to meet changing policy in SRP management and operational requirements.

(2) Those administrative actions that are required for the day-to-day support of the soldier and his/her family will ensure that most of the SRP requirements are current (i.e., maintenance of DD Form 93 and pre-enrollment

in DEERS). Selected items, such as immunizations and issuance of ID cards, cannot be accomplished until mobilization execution.

(3) Requirements noted in a FORSCOM Memorandum will delineate those items that cannot be accomplished until the home station or mobilization station phases, and will establish which items should be checked to support unit status reporting and establish priorities for inspections/SRP checks during each year. Many of the tasks noted in the planning, alert and home station phases actually support SRP actions.

(4) The tasks in this phase noted below that support SRP actions are grouped in the same pattern as the SRP checklist provided by the FORSCOM Memorandum and the electronic form available in the Mobilization Level Application System (MOBLAS) at all PPPs and PSPs and the Installation Support Modules (ISM) at FORSCOM installations. Tasks are neither all-inclusive for SRP, nor are they necessarily in sequential order.

(5) Those tasks that do not align with SRP but are critical to unit and soldier mobilization are categorized and added as the final sections.




(3) Maintain MPRJ (DA Form 201).

Update as required IAW AR 600-8-104.


(4) Update and maintain unit data bases and personnel SIDPERS data (ARNG or USAR). (SRP Section I) 

Commanders will ensure that unit's data bases and RC SIDPERS data is timely and accurate. Data is used in automated systems which identify and earmark fillers and support development of training base expansion requirements. Verify accuracy of AOC/MOS data on SIDPERS.


(5) Screen personnel for members not available for mobilization or deployment.

a. Commanders will screen members of their unit annually IAW AR 135-133 and NGR 600-2. Those who are identified as key employees, ministry students, medically disqualified for deployment or whose mobilization will result in extreme personal or community hardship, will be discharged or transferred as appropriate.

b. Screening should identify all soldiers who are non-deployable, to include reason. Unit commanders will take actions to resolve the non-deployable condition. Soldiers determined to have permanent non-deployable conditions will be transferred or discharged as appropriate.

c. AR 614-30 (Table 3-1), AR 220-1 and Table 2-1, this regulation, should be used as references to identify non-deployable categories.


(6) Complete Family Care Plans (FCP). Standards identifying soldiers who require a family care plan can be found in AR 600-20. An FCP is required for both members of a dual service couple, and soldiers who:

· have no spouse

· are divorced, widowed or separated

· reside without the spouse when the soldier becomes pregnant, or have joint or full legal and physical custody of one or more children under the age of 19 years

· have adult, non-spouse, dependent family members incapable of self-care 

Documents required by paragraph 5-5, AR 600-20 must be current and on file for each soldier requiring a plan.




(7) Ensure that all unit members have appropriate identification documents.



a. Issue a serviceable U.S. Armed Forces Identification Card DD Form 2A (Red). (AR 600-8-14)

b. Initiate, for non-combatants, application for Geneva Convention Identity Card (DD Form 1934), if applicable. ( AR 600-8-14)

c Issue ID Tags IAW AR 600-8-14.




(8) Identify and process soldiers with permanent medical profiles of P3 or worse.

Individuals who have a P3 profile or worse must be processed for retention, reclassification, reassignment, retirement or discharge as appropriate (AR 40-501, AR 135-178 and AR 635-40). See Criterion 19, Table 2-1.




(9) Ensure personnel have a security clearance required by their duty position.

a. Identify personnel requiring security clearances IAW unit structure documents (e.g. MTOE) and other requirements (Annex G). Document the positions requiring a security clearance on a copy of the unit-manning roster.

b. Security managers submit requests for security clearances IAW AR 380-67.


(10) Provide pre-mobilization legal preparation including:

a. The Pre-mobilization Legal Counseling Program (PLCP).

b. Pre-mobilization legal services (PLS).

a. PLCP/PLS will be provided by RC Judge Advocates IAW Annex Q FORSCOM Mobilization Plan (FORSCOM REGULATION 500-3-1, FMP).

b. See Table 2-3 for detailed guidance.




(11) Maintain individual soldier’s Master Military Pay Account (MMPA).



a. Maintain individual soldier’s MMPA in unit file.

b. Review MMPA for accuracy during annual joint review of soldier’s personnel records.

c. Update the soldier’s MMPA on receipt of documentation.




(12) Maintain Health Record (DA Form 3444 Series).

Update as required IAW AR 40-66 and AR 40-501.




(13) Ensure medical examinations are current and that required medical warning tags are issued.

STARCs/RSCs and mobilization installations will coordinate the process set forth below.

a. Schedule and follow-up on unit members to ensure periodic physical examinations are accomplished by appropriate medical personnel IAW AR 40-501.

(1) Periodic physicals for all soldiers. For most unit members this requirement occurs every five years (on a quinquennial basis). Lack of a current physical exam will not prevent mobilization.

(2) Soldiers over 40 and assigned to early-deploying units will receive physical examinations every two years.

(3) Soldiers over 40 must receive additional cardiovascular screening at their next regularly scheduled exam.

b. Medical personnel conducting periodic examinations will identify members requiring medical warning tags IAW AR 40-15, prepare DA Form 3365, coordinate to have the tags issued, and affix DA Label 162 to the health record.




(14) Ensure dental examinations.

STARCs/RSCs and mobilization installations will coordinate the process noted.

a. All soldiers are required to have a complete dental health record. AR 40-501 provides guidance on how to satisfy the dental examination requirement for a dental health record.

b. All soldiers are required to have in the dental record a panographic x-ray, which provides forensic identification (AR 40-66).

c. Lack of a complete dental record will not preclude mobilization.

d. For early deploying units, an annual dental screen and dental care is required to bring soldiers to dental class 2 standards.


(15) Ensure Deoxyribonucleic Acid (DNA) specimen is completed.

All soldiers are required to have one DNA specimen drawn and noted on an SF 600. There is no longer a requirement for a DNA sample to be placed in the medical record. The set will be stored in a humidity barrier pouch and will be sent to the DNA specimen repository in the mailer provided with the kits. The only accepted documentation is if the repository enters the receipt in DEERS. Each of the reserve components is involved in specimen collection of RC soldiers who have been accessed to active duty. Specimens are routinely collected on all soldiers who are new accessions for the Army (in all components). 


(16) Ensure unit members are tested periodically for HIV.

RC unit members must be screened for HIV every five years. For all RC soldiers entering active duty for 30 days or more, the HIV test must have been completed within the previous 6 months. Individuals who are confirmed HIV antibody positive must be transferred to a non-deploying unit, transferred to the IRR or separated (the individual must select option).


(17) Ensure immunizations are current.



a. Individual immunization records must be reviewed to ensure soldiers meet the requirements of AR 40-562 plus any additional immunizations required by the immediate mobilization scenario. The only routine immunization requirement is for Tetanus (every 10 years). All other immunizations will be determined by the theater of operations and administered during alert or home station phases or at the mobilization station.

b. Hepatitis B- basic series is required for all RC AMEDD personnel.

c. Required immunizations will be administered by appropriate medical units or facilities IAW AR 40-562. Commanders are responsible for members receiving scheduled immunizations.

d. Medical personnel will document immunizations on SF 601 in the member's health record and on the member's PHS Form 731.

e. Lack of immunizations does not prevent mobilization of the soldier.


(18) Identify personnel who wear spectacles and/or hearing aids.

Require each soldier to provide copy of latest civilian prescription for spectacles/hearing aid and file in the member's medical record.




(19) Identify personnel requiring lens inserts for protective mask.

Personnel with visual acuity of 20/70 or worse and drivers of military vehicles with visual acuity of 20/40 or worse must have lens inserts IAW AR 600-55. A requisition with copy of prescription for spectacles attached will be submitted to the STARC/RSC IAW AR 40-63.


(20) Verify application for Uniformed Services Identification Card DEERS Enrollment (DD Form 1172), for family members, as appropriate.

Verify application for Uniformed Services Identification Card DEERS Enrollment (DD Form 1172), for family members, as appropriate.

a. Required for each member with family members. Member must provide documents to verify family status and must notify unit as changes occur.

b. Member completes and signs DD Form 1172. Unit verifies information based on records and documentation provided and issues DD Form 1173-1 to family members. DEERS enrollment should be accomplished whenever the DD Form 1173-1 is issued/reissued. However, if the unit does not have the capability to issue ID cards, provide family member with verified copy and instruct member to take family to nearest Reserve Center/Armory or ID facility (all services can provide this support) for issue.

c. Enrollment will be either on-line or with DEERS Floppy Disk. Current version of DEERS Floppy Disk can be requested through command channels.

d. Any time there is a change in family status, e.g., gain/loss of dependents, change of address, member must also change information in DEERS through the unit.


+ (21) : Establish a Family Support Group (FSG).

Establish a FSG IAW AR 600-20 and DA PAM 608-47 and coordinate liaison with supporting activities. Minimum procedures include:

a. Appoint an officer or senior NCO as the unit Family Assistance Coordinator.

b. Support preparation of a telephone tree for FSG members.

c. Maintain communication between family support group leader and STARC/RSC Family Support Coordinator.

d. Post location (and telephone number if available) of supporting Family Assistance Centers.

e. Conduct annual briefings to family members IAW Annex C.


(22) For units with assigned Health Care Providers, screen Practitioner Credentials File (PCF) for update and verification requirements. PCF custodian requests necessary verifications and documents updates IAW AR 40-66 and AR 40-68. Review annually.

Prepare roster of individual practitioner PCF status. If PCF is deficient, list deficiencies that require correction. PCF custodian will correct deficiencies and, at mobilization, forward current rosters to STARC (ARNG) and RSC (USAR) for information. Send roster information copy to MS Director of Health Services (DHS) for physicians, nurses, and physician assistants, and an information copy to MS Director of Dental Services (DDS) for dentists. Review with MS DHS/DDS at biennial mobilization visit. Units without PCF custodian capability will seek assistance through chain of command.


(23) Familiarize administrative personnel in SIDPERS.

Ensure appropriate administrative personnel are familiar with SIDPERS AC system IAW DA Pam 600-8-23 (this applies primarily to personnel in the 75 series PMOS, or who are training in that field). Training assistance is available (Training Support Element, Support Installation, MS).


(24) Appointment/Signature cards, as applicable, prepared for:

Classified Courier - DA Form 2501, AR 25-11

Morale Support Fund Representative - Appointment Memo, AR 215-1

Custodian of Classified Documents - Appointment Memo, AR 380-5

Military Postal Officer - DD Form 285, AR 600-8-3

Mail Clerk & Alternate - DD Form 285, AR 600-8-3

Mail Orderly - DD Form 285, AR 600-8-3

IMO/TASO - Appointment Memo FORSCOM Regulation 500-3-3

Family Assistance Coordinator - Appointment Memo FORSCOM Regulation 500-3-3


(25) Assemble and maintain unit morale welfare and recreation (MWR) kits.

Assemble and maintain unit MWR supplies and equipment IAW Chapter 7, and Annex E, FM 12-6.


(26) Identify personnel requiring waiver of benefits. 

a. Screen personnel and records to identify personnel receiving retirement pay, disability allowance, and compensation.

b. Prepare and submit Declaration of Retired Pay Benefits and Waivers (DA Form 3053) IAW AR 37-104-4 (DRAFT) and 37-104-10.


OPERATIONS AND TRAINING (PHASE I)

TASKS
Advance Party
STANDARDS
Go/No Go

Remarks






+ (1) Maintain a unit mobilization file. RC MTMC units will maintain a battle book as prescribed by HQ, MTMC in lieu of a mobilization file. The battle book will include the mobilization file planning requirements of alert and movement plans.

a. File will be clearly labeled, logically organized, indexed and tabbed.

b. All AA level units must have complete MOB file containing:

(1) Documents required by STARCs and RSCs, including the planning requirements telephone number of the alert and movement headquarters IAW Annex A, App 1.

(2) The alert and assembly plan and documentation of the result of the last annual test/exercise of the plan.

(3) A list of key personnel by position to be ordered to duty prior to unit activation, IAW Task 3-I-9.

(4) Mobilization purchasing authority packet, IAW Annex B.

(5) Unit commander’s mobilization checklist with Phase I tasks annotated as completed (IAW Annex E) and HS unit activity plan (3-I- 6).

(6) Mission Guidance Letter (may be maintained in separate location if classified) and other mission guidance provided by unit's WARTRACE chain of command.

(7) MS information packet, initial MS activities checklist (completed with available information) (Table 3-1) and documentation of last MS liaison visit (3-I- 8 ).

(8) A copy of the unit's postmobilization training plan and latest PTSR.

(9) Logistics data file. (see Chapter 4)

(10) A copy of the MS requirements checklist. (Annex G).

(11) Results of last chain of command review inspection and approval of unit's mob file .(3-I-2).

(12) HS unit activity plan.

c. Organic units with derivative UICs which are not collocated with the parent unit must, as a minimum, maintain an alert and assembly plan, load plan, movement plan for joining with parent, and other data as required by parent command.


(2) Conduct annual review of the mobilization file by the chain of command (MOFIRE).

The unit’s chain of command (STARC/RSC and below, down to AA-UIC unit ) is responsible to review/inspect and approve the unit's mobilization file on an annual basis. A record of the results of this review/inspection will be maintained in the mobilization file.


+ (3) Develop the postmobilization training plan and support requirements.

a. Of those tasks selected for training prior to mobilization, determine which tasks require additional training to achieve standard. 

b. Add those tasks to the list of tasks deferred to postmobilization and determine the time required to achieve standard in all tasks.

c. Identify the resources needed to train those tasks and develop the plan to be executed at the MS.

d. Update the plan annually or any time a significant change takes place in training proficiency.


+ (4) Develop HS unit activity plan.


Include critical activities to be accomplished at HS during Phases II/III. (This plan should include administrative and logistical activities. Individual and collective training may be included, if time permits.) Use Annex E (Mobilization checklist for unit commanders) to assist in developing the plan.


(5) Test/exercise the alert notification plan annually.

a. Exercise the alert roster annually IAW STARC/ RSC direction.

b. Document the annual test/exercise alert and retain the documentation in the mobilization file.

c. Report and assemble only if directed by higher headquarters.


(6) Maintain liaison with MS.

a. Establish and maintain liaison with the MS, triennially as a minimum. Coordinate all PTSR requirements at this time.

b. New commanders of MOB entities (units with UICs ending in AA) or units mobilizing at a MS other than the parent unit’s will visit the MS within nine months after assuming command.

c. Complete initial MS activities checklist (Table 3-1).


(7) Identify key personnel to be ordered to duty in advance of the unit.

a. Establish a list of required key personnel capable of performing the critical activities identified in Task 3-I-5. (Key personnel may vary from unit to unit based upon the tasks to be accomplished).

b. Each person on the list must initial by his name indicating awareness of the possibility of an early call to duty.


(8) Conduct a premobilization briefing.

Conduct IAW with Annex C.


(9) Establish COMSEC Account.

a. Units authorized COMSEC material must either establish a separate COMSEC account or be serviced as a subaccount or hand receipt holder.

b. Coordinate with next higher WARTRACE headquarters for determination of type account (separate or sub) prior to submitting a COMSEC request.

c. Prepare and submit IAW TB 380-41 series, AR 380-40(C) and FORSCOM Regulation 380-41.

d. Forecast adequate COMSEC storage requirements at MS to store Emergency Action Procedures (EAP) and other COMSEC material in a secure environment.

e. Ensure Controlled Cryptographic Items (CCI) equipment and key for COMSEC purposes are requisitioned by and received from standard logistical service facilities and is handled and governed IAW DA PAM 25- 380-2 and 380-41 Series.

f. Ensure proper packaging and handling procedures IAW TB 380-41 series, AR 380-40, FR 380-41 and DA PAM 25-380-2.

g. Appoint COMSEC custodians and command COMSEC inspectors IAW AR 380-40 and TB 380-41 Series.


(10) Identify Advance Party positions and their mission.

Identify members of the advance party by position and list the functions each are to perform at the MS. These should be key unit personnel capable of coordinating specific activities for the unit (see Annex G).




(11) Establish liaison with CI/SI (when different from MS).

Establish and maintain liaison with the CI/SI, as a minimum triennially, when CI/SI is different from the MS. Maintain a list of points of contact to provide support until the unit arrives at the MS.




LOGISTICS (PHASE I)

TASKS
Advance Party
STANDARDS
Go/No Go

Remarks






(1) Develop lodging plan for HS.

a. Develop a plan for the lodging of appropriate unit members. Unit should estimate the number of soldiers who will require lodging during HS Phase. Normally, this applies to personnel residing more than 50 miles from HS. 

b. Plan should address shower, sanitation, and sleeping quarters or identify commercial facilities. If unit plans to use commercial facility, unit will include a coordination letter with the facility manager. Plan should address lodging for those personnel called to active duty early. If the mobilization convoy or advance party departs early, unit may plan for those personnel to sleep at HS prior to departure.


(2) Develop subsistence plan for HS.

a. Develop a subsistence plan for unit at HS. Plan should address the following: identify how and where rations will be obtained and or served, how the unit will transition from HS to MS with adequate time to load mess equipment, ensure coordination with units using the same facility, identify first and last meal and planned meal hours.

b. If unit plans to use a commercial facility, unit will include a coordination letter with the manager. This plan will cover all meals at HS and the mobilization movement plan will address all meals en route to the MS.

c. Retain plan in logistics data file.


(3) Identify contracting requirements to SI or USPFO contracting office.

a. Identify requirements (who, what, where, when, how) to the servicing contract officer. Unit should list supplies required, i.e. lodging, bulk POL, and maintenance, etc. for Phases II and III, and the possible source of supply. Example: 10 rooms for 2 nights. Units will not negotiate contracts.

b. Units will annually verify with their supporting contract office that all requirements are addressed by some means (ordering officer, blanket purchase requirement, on-the-shelf contract, or mobilization clause).

c. Retain copy of the memorandum to the supporting contract office and their reply in the logistics data file.




(4) Identify Class V ABL requirement

a. Annually review ABL listing or prepare FORSCOM Form 149-R IAW FORSCOM Regulation 700-3 and prepare updated DA Form 581 for ABL.

b. Forward the completed DA Form 581 to the MS ammunition supply point (ASP).

c. Coordinate with the MS during triennial mobilization conference and obtain MS ASP SOP procedures for issue and turn-in.

d. Retain a duplicate of the document register file copy (DA Form 581) and acknowledgment of the receipt of the complete DA Form 581 by the MS in the logistics data file with a copy of the ABL authorization listing.


(5) Identify Class VIII, postmobilization medical supplies

a. Prepare a list of Class VIII requirements and maintain in logistics data file. Annually review and update.

b. All units will identify medical material required, but not authorized during premobilization IAW AR 40-61 and AR 725-50. CTA 8-100, Army Medical Department Expendable/Durable Items, and FORSCOM Regulation 700-2, FORSCOM Standing Logistics Instructions, should be reviewed for

assistance in identifying these requirements. Items such as field sanitation team requirements (FORSCOM Regulation 700-2) chap stick, earplugs, camouflage sticks, sunscreen, combat lifesaver kits, and wet bulb temperature kits are authorized by CTA. Review Medical Equipment Set Component List/Unit Assemblages for requirements


+ (6) Prepare a Unit Movement Plan.

a. Prepare a mobilization movement plan IAW FORSCOM/ARNG Regulation 55-1.

b. Prepare a deployment movement plan IAW, FORSCOM/ARNG Regulation 55-1 if required by the MS.

c. Appoint a UMO in writing IAW FORSCOM/ARNG 55-1. Retain document in movement plan and forward copy to SI/USPFO.

d. Ensure enroute support requirements are identified to the SI/USPFO.

e. Retain plan in logistics data file or specify location if filed separately.


(7) Prepare and test Unit Load Plan.

a. Prepare, test and evaluate unit load plan IAW FORSCOM/ARNG Regulation 55-1.

b. Annotate test date and evaluation in pencil on load card. File with mobilization movement plan.




+ (8) Maintain COMPASS AUEL/TC ACCIS UEL documentation.

a. Ensure COMPASS AUEL/TC ACCIS UEL data is current and accurate IAW FORSCOM Regulation 55-2. Update annually or as significant changes occur.

b. Retain updated COMPASS AUEL/TC ACCIS UEL printout with unit movement plan.

c. Identify commercial transportation requirement IAW FORSCOM/ARNG Regulation 55-1.




(9) Develop and coordinate Unit Retrieval Plan.

a. Develop and coordinate a unit retrieval plan, which addresses responsibilities for pickup, list of equipment and locations, material handling equipment, commercial transportation requirements and other areas of concern.

b. Equipment includes not only vehicles and other major end items but also consolidated shipments (conex inserts, pallets, etc.) containing chemical protective equipment, cold weather clothing, tentage, tools, PLL and other supplies/equipment in storage or long-term hand receipt not at HS.

c. Possible locations include ASF, AMSA, and ECS for USAR units and UTES, OMS, CSMS, MATES, and AASF for ARNG.

d. Retain plan with unit movement plan.


(10) Identify property not to be taken to MS.

All RC unit organizational property (including excess property book items unless transferred by direction of the RSC/STARC during the Alert Phase) will be taken to the MS unless mobilization directives indicate otherwise. Retain a list in the mobilization file or identify where list is kept of property that will not be taken to the MS. The following property will not be taken.

a. Installation property (desk, chairs, computers, STU III, etc.) except units with a MS mission and based on coordination with MS and the RSC/STARC.

b. State property (ARNG Only).

c. Private property (TV, coolers, POV, weapons)

d. Unit fund property other than recreational equipment.

e. Training aids from supporting TSC (unless the account is located at the unit’s MS). Ensure a copy of the written TSC emergency turn-in plan has been received and reviewed. Retain this plan in the logistic data file.

f. Leased/rented equipment.

g. Items furnished on an installed “per training center” basis


(11) Plan to transfer facility.

a. Armory/Reserve Center commanders, in coordination with STARC/RSC Plan, must develop a file of actions to be taken if the center is vacated or transferred to a rear detachment.

b. Retain plan in logistics data file.


(12) Establish contingency procedures for purchase card (IMPAC) billing account statements.

Procedures must be established to ensure purchase card (IMPAC) billing statements (invoices) are received by the appropriate (primary or alternate) approving official and processed timely for payment prior to deployment.


Alert Phase (Phase II)

TASK: Prepare for the unit’s entry on active duty and movement to a mobilization station or port of embarkation.

CONDITION: The Reserve Unit is assigned a Mobilization Station and is required to proceed to that Mobilization Station independently.

STANDARDS: Upon notification of alert, to properly prepare for the activation of the unit by alerting key personnel early. Plan for the movement to and the subsequent mobilization activities at the MS, as required the Mobilization Station Information Packet.

LEGEND:
+
Critical Task

Trained:
(T)
All critical tasks and subtasks were successfully completed.

Needs Practice:
(P)
All critical tasks were performed successfully, but one or more non-critical

subtasks were performed unsuccessfully.

Untrained:
(U)
One or more critical tasks were completed unsuccessfully.
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