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LETTER OF INSTRUCTION
SUBJECT:  Family Readiness Group Annual Report Training Year 08
1.  The Family Readiness Group Annual Report has a suspense of 1 Feb 2009 for Training Year 08. The report will cover from 1 October 07 through 30 September 08.  The Annual Report will be turned into each BDE Family Readiness Support Assistant who will forward it to the State Family Readiness Program Office. The Annual Report will be completed by the Family Readiness Group Leader with the assistance of the Military Liaison. The Unit Commander is required to sign the Annual Report prior to sending it to the BDE Family Readiness Support Assistant. If there is a new FRG Leader for the upcoming Training Year, it is recommended that the previous FRG Leader be contacted to assist with completing this report. 
2.  The Annual Report is attached to the LOI.  
3. Section I: Unit information as well as the Commanders Name, Military Liaison Name to include mailing address, phone number and email. The FRG Leadership Team Contact Information will also be included. 
4. Section I: Volunteer Hours of all Statutory Volunteers. These hours will include: preparations for events, emails, phone calls and the actual hours for each event.  A sample is listed in the first block of section II on the Annual Report.
5. Section II:  Number of unit members and active Family Members in the FRG. Include the number of newsletters that were sent by the number of Family Members. 
6. Section III: Audit of the FRG Funds and needs to be filled out completely. Commanders are responsible for reviewing and reconciling all unit FRG expenditures.  If there are discrepancies the command needs to document and take corrective action.  All units must have their higher headquarters signature that they have reviewed the Annual Report. What this means is, if you are a company level unit than the Battalion will need to sign off on this audit section of the Annual Report. If a Battalion, the Brigade will need to sign off in this section. 
7. Section IV:  FRG members that have been awarded or received recognition for their participation in the FRG. Indicate all events that your FRG has sponsored during the Training Year
8. Section V:  Items that are required to be in the unit FRG binder that is an inspectable item on the Organization Readiness Assessment (ORA). 

9. Section VI:  Commander has authorized a Private Organization for your unit and who the Point of Contact is for that unit.
10. The point of contact is Diana Whatmough, at 614-336-6077, or e-mail diana.whatmough@us.army.mil.
READY FAMILIES…  ANYTIME, ANYWHERE!
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“When Called – We Respond with Ready Units”


