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1.0 Overview of Family Readiness Group

Family Readiness is a key component of mission readiness. A Family Readiness Group (FRG) is a
command-sponsored organization of Family members, volunteers, and Service Members that together
provide an avenue of mutual support and assistance. It is a network of communications among the
Family members, the chain of command, chain of concern, and community resources. The
commander’s leadership and concern for Families before, during and after a deployment directly
impacts the success of the unit’s Family readiness efforts. It is vital for the commander to articulate
goals, a vision for Family readiness, information about the unit mission and a plan to link unit and
Family members with community resources. Clear and direct communication is essential. The FRG
also provides feedback to the command on the state of the unit “Family.” Command support for Family
readiness as shown by time, attention, and resources helps to enable Families to be self-sufficient
during times of mobilization and training.

“Ready Families... Anytime, Anywhere!” is the key focus of the FRG. The formula for a steady
state FRG encompasses: education on military life and continuous training that develops a capacity for
mental toughness. FRGs encourage open and honest channels of communication between the command
and Family members, while promoting confidence, cohesion, commitment, and a sense of well-being
among the unit’s Service Members. A successful FRG boosts the morale of its Service Members and
their Families, allowing the Service Member to focus on military training, mobilization, or deployment.
Finally, a successful Family Readiness Program at the unit level will impact the quality of “Military
Life” for our Service Member Families.

1.1 FRG Basics

In accordance with the Ohio National Guard State Family Readiness Program Vision, Mission and Val-
ues Statements, the FRG fulfills many important responsibilities to include:

Educate Families to become self sufficient during deployments and extended training events
Introduce core Army National Guard values and encourage resilience especially among our “suddenly
military kids”

Prepare Service Members and Families for separation and reunion

Allow Service Members to focus on their mission during deployments

Build Service Member Family cohesion and morale

Provide a conduit for sharing timely, accurate information

Welcome and sponsor new Families

Acts as a conduit to resources

Maintain confidentially and professionalism

The FRG is not:

A babysitting service

A taxi service

A financial institution

A professional counseling agency

Another military organization

(Should not be “the” resource—but the conduit to resources)



The Family Readiness & Warrior Support Team
Brigade Family Readiness Support Assistant (FRSA):

Provides family readiness and support including direct services to Soldiers and Family members and
liaison with other support entities including Rear Detachments, Family Readiness Groups (FRG), Troop
& Family Assistant Centers (TFAC), and Employer Support for the Guard and Reserve (ESGR) repre-
sentatives. The FRSA will provide guidance, assistance, and day-to-day support and continuity for the
Commander’s Family Readiness Program, operations, and initiatives.

Troop and Family Assistance Specialists (TFAC):

Provides information, resources, referrals and assistance to all Service Members and Families before,
during and after deployments, or whenever there is a need. Facilitates Regional Inter-Service Family
Assistance Committee (RISFAC) meetings to continue strengthening the community partnerships within
each region.

Airmen and Family Readiness Program Managers (AFRPM):

The AFRPMs are the liaison to the Airmen and Families for information, resources, referrals and assis-
tance as well as the community partners in their location.

Military OneSource Consultant (MOS):

Serves as the MOS specialist on resources, programs and services for Military Families. Conducts out-
reach and partners with organizations to develop resources to address unmet needs. Identifies, catalogs
and publicizes resources to the Military Family assistance networks.

Military Family Life Consultants (MFLC):

Provides life skills education and counseling. The MFLCs conduct outreach and provide referral ser-
vices to community resources as well as direct, short-term, solution-focused counseling to individuals,
couples, families, and groups.

Personal Financial Counselor (PFC):

Connects Service Members and Military Families to financial programs, resources and services. Con-
ducts outreach to units and Commander to provide needs assessments and financial counseling. Pro-
vides financial education briefings, works to build coalitions and catalog finance and tax programs.

Transition Assistance Advisor (TAA):

Serves as a first line of support for returning Veterans to understand their State and Federal Veteran
Benefits and any other issues they may encounter when they return from deployment to transition back
into civilian life.

Civilian Emplovment Support:

Connects Service Members with employment resources and tools including resume writing, and inter-
view techniques.

Survivor Outreach Services (SOS):

Provides long-term support for Surviving Family Members of the Army Guard, Reserve and Active
components within Ohio.



1.2 FRG Leadership Team Position Descriptions

Commander (CDR) —The commander is the primary member of this special team. The Family
Readiness Group is his / her program and he / she will need to ensure that it is an organized and
productive asset to the mission and the goals of the Ohio National Guard. The commander will appoint
a Family Readiness Military Liaison and host elections or appoint officers for the FRG leader team. All
of these team members will be a part of his staff. The CDR will provide a vision for a successful
FRG.

Family Readiness Military Liaison (FRML) —Appointed by the commander to serve as the conduit
between the FRG and commander when the commander is unavailable or deployed. This appointment
is an additional duty. During deployment the FRML and RDO is often the same Service Member. The
intent is for the “deployed status” FRML to be a full time member of the unit’s rear detachment staff
who will maintain the FR unit binder and Family Data Sheets (FDS) The commander cannot serve in
this role.

Family Readiness Group Leader (FRGL) —The FRGL serves as the commander’s primary Family
member representative and point of contact (POC). The FRGL represents the commander at Family
readiness meetings or functions. He /she serves as the primary liaison between the commander, the
Troop and Family Assistance Center (TFAC) Specialist, and Families. The FRGL displays the ability
to work well with Service Members and Families and has a working knowledge of all Family readiness
programs, procedures, and services. He /she maintains the FRG Binder. FRG Leader establishes
effective communication systems with Families through meetings, newsletters, email, and phone calls.

Assistant FRG Leader (AFRGL) —Assists the FRGL in planning and execution of FRG meetings
and events. Be prepared and available to run an FRG meeting if FRGL is unavailable.

FRG Treasurer —The treasurer serves as the custodian of the FRG informal funds. Maintain, ac-
count for, and document spending of FRG monies. Provides the commander regular financial reports.
Ensures that the use of the FRG fund is limited to expenses that support the purpose and mission of the
FRG, and that the fund will not be spent in any way that appears improper or contrary to Department of
Army Regulations. These funds may NOT be commingled or “mixed” with any other monies. Assists
with the completion of Annual Family Readiness report.

FRG Secretary—Prepares and records accurate minutes of meetings and distributes information and
correspondence to FRGL, company commander and BDE FRSA. Ensure confidentially and act in a
sensitive manner. Assists in completion of Annual Family Readiness report.

Key Caller—Will assist the FRGL with calling Family Members who are noted on the Family Data
Sheets (FDS) with timely and accurate information from the command. This provides the FRG an
opportunity to introduce and welcome Families, notify and encourage Families to attend unit-FRG
sponsored activities and maintain communication.

Additional Informal FRG Positions—Newsletter editor, welcome/hospitality, child activity
coordinator, refreshments, health and welfare, events planner, and publicity. Commanders and FRGL’s
will tailor FRG roles, responsibilities, and job descriptions to the needs of the unit.

* Duty appointment memos submitted to the BDE FRSA by the unit CDR for all statutory volun-
teers and Military Liaisons. Samples on next two pages.



OHIO ARMY NATIONAL GUARD

AGOH-
MEMORANDUM FOR RECORD
SUBJECT: ADDITIONAL DUTY APPOINTMENT

Effective appointed Unit Family Readiness Military Liaison to the
Family Readiness Group.

Authority: NGR 600-12

Purpose: Provide support to and correspond between the unit, Service Members and the Family
Readiness Group.

Period: Until officially relieved or released from appointment.

Special Instructions: Must be trained IAW the state Family readiness measure of effective-
ness (“MOE”); must assist in submitting annual report and automated & manual phone trees in
the required format and IAW the MOE; must assist FRGL in publication of the quarterly news-
letter; must ensure Family Care Plans are completed for required personnel; must assist FRGL
in maintenance and security of Family Data Sheets, which copies will be kept at unit at all times
and from which the automated & manual phone trees will be derived.

DISTRIBUTION:
Indiv (1)

Indiv MPRJ (1)
AD Binder (1)
BDE FRSA (1)



OHIO ARMY NATIONAL GUARD

AGOH-

MEMORANDUM FOR RECORD

SUBJECT: ADDITIONAL DUTY APPOINTMENT

Effective 201X, is appointed Family Readiness Group Leader.

Authority: NGR 600-12

Purpose: To serve as the Family readiness point of contact for unit’s Service Members and Service
Members’ families.

Period: Until officially relieved or released from appointment.

Special Instructions: As the FRG Leader (FRGL) you will be the Commander's primary family
member representative and Point of Contact (POC). Your duties will include: Developing a working
knowledge of all Family Readiness programs, procedures, contacts and services. Maintaining the
FRG binder (updating phone trees and Family Data Sheets). Establishing effective communication
systems with families through meetings, newsletters, emails and phone calls. Assisting the command
complete the annual report. Ensuring the Assistant FRGL executes a sponsorship program for new
Soldiers and families. Ensuring quarterly newsletters are distributed. Becoming familiar with regu-
lations regarding FRG funds and fundraising. If you have any questions or concerns please contact
me and/or the brigade Family Readiness Support Assistant (FRSA).

DISTRIBUTION:
Indiv (1)

Indiv MPRJ (1)
AD Binder (1)
BDE FRSA (1)



2.0 Volunteer Categories

Within the Family Programs there are four different levels of volunteers or participants. Each level has
different duties and responsibilities. The following will describe the different categories.

Acceptance of Statutory Volunteer Services: Before statutory volunteer services can be accepted, a
volunteer orientation must be provided. This orientation at minimum will include volunteer status,
duties and responsibilities, volunteer reimbursement, policy and procedures. Upon completion of
orientation, a volunteer agreement (DD Form 2793) must be signed. Acceptance includes completion
of the RFC usually offered four to six times per year by the state FRWS office. (Sample on following

page)

Statutory Volunteer: Those volunteers who serve in an official capacity and record their volunteer
hours on the Annual Report that is submitted to the Brigade Family Readiness Support Assistant
NLT 31 October. Statutory volunteer job descriptions are outlined in paragraph 1.2 along with the
responsibilities and expectations. The CDR, FRML, and FRG leader must attend the Regional
Foundation Course (RFC). CDR will provide informal evaluation or feedback to these volunteers
annually.

e At the company level these positions, at a minimum, include the FRG leader, assistant leader,
secretary, and treasurer

o At the Battalion/Brigade level these positions typically include the Steering Committee Team
Members.

Specified Volunteers: Those statutory volunteers who work with the Child and Youth Program
activities are designated as Specified Volunteers. These volunteers are required to have an initial
Nationwide Criminal History Repository (SCHR) check (fingerprint required) and every five years
thereafter as well as an annual statewide criminal background check during years between national
checks. As well as receiving training, feedback and recognition for the efforts supporting the Youth
Program.

Gratuitous Volunteer: Those volunteers who offer to help support meetings, events, and activities
without any expectation of compensation and who do not wish to serve in an official capacity.
Gratuitous volunteers do not require a formal job description. Examples of a gratuitous volunteer:

e A person who volunteers to set up, tear down, or clean a room in support of a FRG function
e A person who heads up a committee for a special event, activity

Volunteers for Private Organizations (PO): These volunteers are not statutory volunteers for the
National Guard Family Programs. As such, they are subject to the policies and procedures for the
Private Organization they represent. Examples of the Private organization include but not limited to:
USO- United Services Organization

Veterans Service Organizations ( VFW, American Legion, AMVETS, etc)

To avoid any conflict of interest, a volunteer in a leadership role for a PO which supports that Military
unit cannot simultaneously serve as a statutory volunteer for the National Guard Family Program.

Reference: AR 600-20, NGB Memorandum 15 SEP 06 J1-06-022



WOLUNTEER AGREEMENT FOR
|AF"PH[}PHIATED FUND ACTIVITIES | |NGHAPP‘HBP‘HIATED FUND INSTRUMENTALITIES

PRIVACY ACT STATEMENT
AUTHORITY: Section 1388 of Tite 10, U.E. Code, and E.D. 9397,

PRINCIPAL PUPRRPOSEIS): To document volumtary services prowvided by an individual, including the howrs of service performed, and to
obinin agreement from the woluntesr on the conditions for accepting the performance of voluntery service.

ROUTINE USEIS): None.

DISCLOSURE: Vaolurtary; however failure to complete the fonm may result in an inability 1o sccept volurtary services or an inability to
document the type of voluntary services and hours performed.

PART | - GENERAL INFORMATION

1. TYPED NAME OF VOLUNTEER (Laxr, Firct, Micle i) 2 &SN 3. DATE OF BIRTH v ryRmano)
4. INSTALLATION 5. ORGANIZATIONUNIT WHERE SERVICE OCCURS
6. PROGRAM WHERE SERVICE DCCURS 7. ANTICIFATED DAYS OF WEEK | 8. ANTICIPATED HOURS

9. DESCRIFTION OF VOLUNTEER SERVICES

PART Il - VOLUNTEER IN APPROPRIATED FUND ACTIVITIES

10. CERTIRCATION

| enpressly agree that my services are being provided as a wolunteer and that | will not be an employee of the United States
Govemment or any instrumentality therepf, sxcept for certain purposes rl.-l-ut'mg o compersation for mjunies ccouming during the
performance of approved wolunteer services, tort claims, the Privacy Act, criminal conflicts of interest, and defense of certan swits arising
out of l=gal malpractice. | expressly agree that | am neither entitled to nor expect any present or future salary, wages, or other benefits
for these woluntary services. | agree to be bound by the laws and regulsticns applicable to voluntary service providers and agree to
participate in amy training required by the nstallation or wnit n nrd:rﬁur me to perform the voluntary services that | am offering. | agree to
fallow all rules and procedures of the installation or unit that apply to the woluntary services | will be prowiding.

= SHENATURE OF WOLUNTEER b. DATE SKENED (¥ ¥y RAD0)

11.a. TYPED MAME OF ACCEFTING OFFICIAL b. EENATURE c. DATE SINED ¥ FD0]
{Lixt, Firxd, Micdle inviial)

PART Il - VOLUNTEER IN NONAPPROPRIATED FUND INSTRUMENTALITIES

12. CERTIRCATION

| enpressly agree that my services are being provided as a wolunteer and that | will not be an employee of the United States
Govemment or any instrumentality therepf, sxcept for certain purposes rl.-l-ut'mg to compensation for injuries ccouning during the
performance of approved wolunteer services and Rabiity for tort cleams as specified in 10 U.S.C. Section 1388id{2}. | expresshy sgree
that | am neither entitled to nor expect any present or future salary, wages, or other benefits for these voluntary services. | agree to be
bound by the laws and regulations applicable to wohmntary sersice providers, and agree to participats in any training required by the
nstallation or wnit in order for me to perform the voluntary services that | am offering. | sgree o follow all nules and procedures of the
installation cr wunit that apply 1o the volurtary services that | am offering.

= EKENATURE OF WOLUNTEER b. DATE SIBNED V¥ Y¥RMDO)

13.a. TYPED MAME OF ACCEFTING OFFICIAL b. EENATURE c. DATE BIGNIED ¥ YRAMDD)
flaxt, Firxt, Midole inii

PART IV - TO BE COMPLETED AT END OF WVOLUNTEER"S SERVICE BY WOLUNTEER SUPERVISOR

14. AMOUNT OF YWOLUNTEER TIME DONATED 15. SIGNATURE 16. TERMINATION DATE
a. YEARS (2.057 | b. WEEES | c. DAYE |d. HOURS MY YYD
Fauvz e I wabr]
17.a. TYPED MAME OF SUFERWISDR b. SENATURE . DATE SH3NED (V¥ FAMOO]

Lixt, Firxd, Micdle inviial)

DD FORM 2753, FEB 2002 FREVIOWS EDITION 1S OBSOLETE. Excwpriion to Stendard Form 30 granted by
Ofice. of Farzanns keragemaat (OF R sl




3.0 Responsibilities and Expectations

The three key positions within an FRG are the Commander, Family Readiness Military Liaison,
and the FRG Leader. Without the commitment and working relationship between these three
the FRG will struggle to exist. In the following sections the responsibilities and expectations
that each of these key people hold are described to help you understand where you fit into this
program. The following diagram demonstrates how the 3 positions works together to ensure
that the Service Members and the Family members will be able to become self-reliant and able
to be ready for a deployment at any time.

3.1 Commanders Responsibility to their FRG

Establish and actively support a unit FRG.

Provide orientation for statutory volunteers in the FRG.

Complete appointment memorandum for FRGL, Assistant FRGL, Secretary, and
Treasurer.

Identify and facilitate Family Care Plans for single Service Member or dual military Service
Members as required.

Coordinate regularly with FRGL team to gauge effectiveness, provide resources, and re-
solve issues.

Prepare authorization letter for official FRG volunteers to open FRG informal fund bank
account. If you need a template or assistance with this letter, contact your BDE FRSA.

Schedule and ensure that all Service Members and Families attend annual Family Readiness
Brief.

Provide annual Family Readiness briefings (template provided by FRSA)

Ensure that all Service Members complete or update Family Data Sheet (FDS) annually.

Ensure FRG has accurate manual and automated phone tree and that it is updated quarterly.

Ensure that Commander, Family Readiness Military Liaison, and FRG Team attend RFC
(within 90 days of appointment) and Annual State Family Readiness Professional
Development Workshop.

Submit annual report and awards nominations to the Brigade Family Readiness Support As-
sistant (BDE FRSA). Time line will be provided by each BDE.

Appoint a rear detachment officer when command is deployed—email information to
BDE FRSA.

Ensure that vital FRG information is relayed to FRG and Service Members.

Encourage all Service Members, Families, and Friends to participate in FRG activities.

Promote diversity within the FRG.

Approve and submit Commanders Comments to the official newsletter (minimum quarterly
non-deployed/monthly when deployed). Contact BDE FRSA for samples.

View FRG as a work in progress that demands continuous attention and improvement.

Include FRG Leadership Team in Yearly Training Calendar (YTC) planning.

Ensure maintenance of two identical FRG Binders —one at unit, one with FRGL. This infor-
mation is for official use only (FOUO).

Establish a working relationship with FRSA and TFAC.

Empower the FRG—You pick the right team and they will do the heavy lifting!

12



What the FRG can Expect of the Commander

Open communication policy to discuss concerns and issues, following Chain of Command/
Concern.

Provide specific vision and attainable goals for the FRG Program in congruence with the ONG
Family Readiness and Warrior Support Program.

Foster a working and trusting relationship — more than just FDS participation.

Support and attend FRG meetings when not deployed; ensure the Family Readiness Military
Liaison is in attendance when the Commander is unable to attend or deployed.

Provide Commander’s comments for the FRG newsletter.

Plan unit level volunteer recognition events.

Make Family Readiness a unit asset—not a liability.

Ensure sponsorship of new Families and provide information about the FRG and Leader’s contact
information.

Access to one third of the HERO Board with a focus on Families.

Maintain confidentiality and professionalism.

Ensure the facilities and office/admin supplies are available to the FRG.

Take the lead in developing community groups to meet FRG needs.

3.2 Family Readiness Military Liaison Responsibility to FRG

Conduit of information between the Commander and the Families.

Assist FRG in improving awareness and understanding of the military unit, its mission, training,
and operations.

Serve as the Family Readiness point of contact for the unit Commander.

Identify and assist Commander with Service Members that need to complete Family Care Plans.
Coordinate all military support required by the FRG for special activities and programs.

Report to the Commander on FRG activities, concerns and issues.

Inform the FRG of the Commander’s guidance and decision concerning support initiatives.
Assist in sponsorship of new Service Members (ensure awareness of FRG to new member and
Family).

Attend RFC (within 90 days of appointment) and State Family Readiness Conference annually.
Assist Commander with FR Binders, FDS, and Phone Tree.

Attend all FRG meetings.

Coordinate necessary briefs (i.e., annual FR MOB and TRICARE briefs, etc.).

Exhibit a caring attitude towards Family members of unit Service Members.

Support and attend all FRG Meetings and activities (opening armory, coordinate necessary
supplies, and technical support—to include Commander’s Call and VTC’s during deployed
FRG meetings).

13



What the FRG can expect from the FRML

Support and attend all FRG Meetings and activities (opening armory, coordinate necessary
supplies and technical support—to include Commander’s Call and VTC’s during deployed
FRG meetings).

Assist with rumor control (from both Service Member and Family).

During deployment the FRML’s top priority is the deployed unit and FRG.

Assist in problem solving with Family and Service Member issues (i.e., pay problems, legal
issues and crisis referral during deployment).

Advocacy on behalf of the FRG with the Commander.

Cooperation setting up a working phone tree and auto call program.

During deployment, inform FRG of requests for care package items or equipment needs
from deployed unit.

Maintain confidentially and professionalism.

3.3 Family Readiness Group Leader Responsibility to FRG

Is the Commander’s primary Family member representative and Point of Contact.

Is knowledgeable of Family Readiness regulations, providing leadership, but focuses efforts
as the group facilitator.

Follow Commander intent and vision for FRG.

Identify and recruit other volunteers to participate in FRG (sharing responsibilities).

Act as FRG spokesperson for communicating Family concerns and ideas to the unit Com-
mander in a timely fashion.

Plan, coordinate, and execute all FRG meetings.

Promote Family/Friends participation in FRG.

Schedule briefings as necessary throughout the deployment/mobilization/redeployment
processes.

Ensure accurate manual phone tree and send updates for your automated phone tree to Bri-
gade Family Readiness Support Assistant (Quarterly during Steady State/Monthly during
Deployment).

Submit for Commander review, annual FR report, and nominations for awards that are due
to the Brigade FRSA as determined by the BDE. Due to the State Family Programs and
Warrior Support office NLT 31 OCT.

Provide information and refer Families in need to appropriate agencies.

Assist with the Family sponsorship program.

Assistance with rumor control from both Service Member and Family. FRG to work
through FRML on all military related issues.

14



What the Commander can expect of the FRG Leadership Team

e Support the intent of the program under current Commander’s guidance.

o Develop a relationship that enables effective communication between Commander, FRG
Leadership Team, and Family members.

o Establish a communication network to ensure that all Family members receive information
in a timely and accurate manner.

e Provide access to resources, information, and community organizations promoting
self-reliance.

e Educate Family members on the missions, goals of the unit, to include Chain of Command/
Concern.

e Coordination between the commander and FRG for social events (holiday parties, open
houses) to be placed on the YTC, including all Family members and significant others,
allowing unit and Families to plan ahead for these events.

e Organize and maintain effective internal fundraising events to support FRG activities that
are approved by the Commander.

Final thoughts

Occasionally there are times when struggles present themselves within the FRG and the
commander may have to address the issue/concern. If this were to happen, here is a suggested
course of action.

If an FRGL or FRML is not executing the program in accordance to Command guidance
and/or FR Guidance, or is ineffective in facilitating the unit FRG, the Commander should coun-
sel and if necessary, revoke the duty appointment memo and personally contact or call the
FRGL or FRML to explain why she/he revoked the duty appointment memo.

The Command should strongly encourage former FRG team members to continue
participation in the FRG, especially during deployment.

Upon changing leadership or FRG roles, communication with members of the FRG
would be a case by case basis. Is it necessary or will it help resolve the "issue", should be the
question.

These types of issues should always be raised to the next higher COMMAND and
discussed with the BDE FRSA. The FRSA should then communicate with the SFPD.

A Unit FRG is a Commander’s Program!!!
In summary, a unit FRG is a team sport. The Commander

establishes vision; the FRG leadership team takes the lead and
executes the program, while the FRML is an enabler. Strive for
an active, engaged FRG during steady state (non-deployed) and
you will all be better prepared for separation during deploy-
ments/annual training which will increase Family and Service
Member resiliency.

15



Snapshot of Key Roles and Responsibilities in a Unit FRG Program

Commander

Family Readiness
Group Leader

Family Readiness
Military Liaison

* Rear Detachment
Officer/NCO

Family Care Plans are
updated annually

Has a working knowledge
of FR regulations

Conduit of information
between the CDR and the
Families

between the CDR and the

Conduit of information

Families

Appoint FRG leadership
team or host election—
provide vision for FRG

Provide overall leadership
for unit
FRG—as the facilitator

Serve as the Family
Readiness point of contact
for the unit commander

commander / leader during

Serve as rear unit

deployment

Ensure that vital Family
Readiness information is
conveyed to the FRG
and Service Members

Ensure that key
information is
conveyed to FRG members

Assist FRG in improving
awareness of unit mission
and training requirements

Attend State Rear
Detachment training

Encourage all
Service Members
and Families to
participate in FRG
activities

Ensure that FRG phone
tree is functional and
up-to-date

Report to the commander
on FRG activities, con-
cerns, and issues

Maintain regular contact
with deployed unit

* Appoint Rear
Detachment Officer when
deployment is planned

Planning and supervising
FRG events

Assist in sponsorship of
new Service Members
(ensure awareness of FRG
to new member
and Family)

Assume the duties of the
FRML. Ensure that a copy
of the FDS go forward
with the unit to the
MOB Site

Ensure that Family Data
Sheets (FDS) and FRG
phone trees are
updated annually

Coordinate Family
sponsorship program and
annual Family Readiness

brief

Coordinate necessary
briefs (i.e., annual FR and
TRICARE briefs, etc.)

Help resolve Family
readiness problems or
refer them to
appropriate resource

Approve the official
newsletter and schedule
annual Family Brief

Schedule briefings as
necessary throughout the
deployment/mobilization/

redeployment processes

Attend RFC and the
Annual State Family
Readiness Professional De-
velopment Workshop

Attend all deployed FRG
meetings held monthly

Ensure that
CDR, FRML, and FRG
Leadership Team attend
RFC & the Annual State
FR Professional Develop-
ment Workshop

Assistance with rumor
control (from both Service
Member and Family).
FRG to work through
FRML on all military
related issues

Assist CDR with Unit FR
Binders, FDS, and Phone
Tree. Ensure that a copy of
the FDS go forward with
the unit to the MOB Site

Understand that the
forward and forward
Families always come first

* During deployments the FRML and RDO are often the same Service Member. The intent is for the “deploying status” FRML to
be a full-time member of the units rear detachment staff.
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4.0 Higher Headquarters Best Practices

Battalion (BN) Steering Committee

The BN Steering Committee can be a wonderful asset for the unit FRG’s and Battalion
Family Readiness Liaison (BN FR LNO) or Family Readiness Military Liaison to share
resources and ideas. The Steering Committee may consist of the BN Commander and/or BN
FR LNO and the FRGL from each company/battery within the BN. Company /battery
commanders may also participate. The Steering Committee will assist in building
communication and camaraderie amongst the FRGLs. This will lead to stronger FRG
programs at the unit level. The Steering Committee will help share best practices on how to
communicate effectively, how to stop the rumor mills, how to handle those tough Family
members that drain you after a phone call or meeting. The BN Steering Committee is also a
venue to share successful guest speakers, unit FRG activities for youth, spouse and parents,
and finally provides an opportunity to trade newsletter ideas. The BN Steering Committee
will facilitate assistance to geographically dispersed Families. The BN Steering Committee
can be a great asset to the BN commander and the unit commander. Finally, this special
group will collaborate on ideas and initiatives that build camaraderie and trust between the
Families and FRG as well as the Families and rear detachment personnel. The suggested
meeting schedule for this Steering Committee during a deployment is below. BN Steering
Committees, during steady state, should meet at least annually on site and/or by conference
call to maintain continuity of the committee.

If the Steering Committee believes that meeting on-site is a better choice they may look to
adjust the schedule. The guidance is that they meet once each month in the best forum for the
group. The Battalion Administrative Officer — Rear Detached Commander (BN AO-RDC)
will also be attending these meetings. The BN AO will assist with publishing the monthly
meeting dates to the Brigade Family Readiness Liaison (BDE FR LNO) to be tracked and
published so that the geographically dispersed Families will be able to locate a meeting that is
closest to their home.

Sample Deployed Meeting M(fgth = Location
. n-Site Meeting
Schedule: 2nd Conference Call
31 Conference Call
40 On-Site Meeting
5t Conference Call
6 Conference Call
7" On-Site Meeting
gt Conference Call
ot Conference Call
10" On-Site Meeting
1" Conference Call
121 Conference Call
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BN Steering Committee Structure & Deployment Best Practices

Attendance at Deployed FRG Meetings: Battalion/Brigade level attendance at the monthly

deployed meetings has a great impact on the Families and the Service Members. It is
recommended that a senior non-commissioned officer/officer (NCO/OFF) be in attendance to
assist with military related issues/concerns that the FRG or Rear Detached Officer (RDO)
may not be able to answer. The military person in attendance will also be available to assist
the forward part of the unit if they are in need of resources or supplies. This also provides the
senior commander feedback on the success of their subordinate unit FRG. This type of mili-
tary representation provides the Families a sense of comfort knowing that the higher head-
quarters is concerned about their deployed loved ones as well as the Family.
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5.0 FRG Trainings

All registration for the training opportunities listed below are located on the Joint Ser-
vices Support Portal at www.jointservicessupport.org

Regional Foundation Course:

The RFC is the first class that the FRG leadership team will attend. The main focus of
this training is the “grassroots” level FRG. Within this one day event are guidelines for
establishing, maintaining, enhancing, and operating the FRG. The target audience for this
training event is the Commander (CDR), Family Readiness Military Liaison (FRML), FRG
leadership teams which include the Family Readiness Group Leader, (FRGL), Assistant Fam-
ily Readiness Group Leader, (AFRGL), FRG Secretary, (FRGS) and FRG Treasurer (FRGT).
The outcome for this training is to make sure that the Families and the Service Members are
prepared and ready for a deployment at anytime and anywhere. This is a required class for
CDR, ML and FRG Statutory Volunteers. Attendance every four years is required.

FRG Enhancement and Professional Development:

State Family Readiness and Warrior Support Professional Development Workshop:
The workshop will offer additional networking opportunities with other FRG’s within the
state, a variety of topics that will benefit the military Families within your unit, and make
ready Families at the unit level. The workshop goal is to make a good FRG a great FRG. The
annual FRG awards are also presented at this time. Vendors that benefit or provide services to
the military Families are also present to share their products and services.

Other trainings that can improve your ability to be an FRG Statutory Volunteer are,
Applied Suicide Intervention Skill Training (ASIST) a training dedicated to empowering the
attendee to intervene when they think that someone they know or someone who is reaching
out to them might be suicidal and gives them the tools to ask the right questions to help
someone. This training is offered several times throughout the year.

Resiliency Training Assistant (RTA) training gives you the tools to improve yourself
and recognize that everyone needs to take a moment to break down those topics so they can
better deal with all of life’s challenges. This class is offered monthly.

19



6.0 FRG Sponsorship

The FRG Sponsorship Program is to allow for the proper introduction and integration of new
Family members into a Unit Family Readiness Group. Family sponsorship is not just an ad-
ministrative function, it is a systematic program designed to welcome new Family members,
orient them to FRG goals, and encourage them to actively participate in FRG activities. An
effective FRG sponsorship program fosters feelings of belonging and usefulness, as well as
individual and team productivity. A well developed and deployed sponsorship program pro-
vides positive first impressions of the unit, its leaders, and individual Service Members.

The Brigade FRSA along with the FRG leadership team and current members share the re-
sponsibility for an effective orientation and integration program. The sponsoring of a new
Family is a shared responsibility of the FRSA, FRG, and FRML.

The key component to a successful sponsorship program is a signed /completed FDS by the
new Service Member. The FDS will be signed in the Red Phase of the Recruit Sustainment
Program (RSP) for new Service Members entering the National Guard. From that point for-
ward the FDS will be forwarded from the FRSA to the unit FRGL to make contact with the
Family. For those that are a transfer from another unit / state it is the responsibility of the
FRML to provide the Service Member with the FDS. A welcome packet will be mailed to the
first Key Adult Family Member on the FDS from the FRSA. A FRG Time and Talent sheet is
included as a resource to assist with new Family Sponsorship at the unit level. (See sample
on Page 22).

6.1 Why is Sponsorship Important?

If the Family is involved early in the Service Member’s career...they will stay involved and
supportive of the Service Member and the Ohio National Guard.

Ready Military Families will understand drill/annual training, school requirements, no notice
missions, and deployment.

e Sponsorship builds Strong, Resilient Military Families.
e Sponsorship is a force multiplier for the Ohio National Guard.

e We owe the parents and Families who have entrusted us with their “Service Members” to
provide support.
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6.2 Process Upon Accession

Service Member begins

4 RSP

sRecruiter explains the Guard
to new Service Member *RSP Company facilitates
completion of FDS
*RSP forwards completed
FDS to FRSA
*FDS goes to Unit FRG Leader
& Military Liasion
\

— Service Member Enlists

(«RNCO includes Family

Readiness Introduction
letter in the unit Welcome
Packet provided to Service
Member.

Service Member

Continues RSP or Ships

6.3 Key Players

o Readiness NCO/Family Readiness Military Liaison (FRML)
e RSP

« BDE FRSA

e Service Member

e Family

6.4 Responsibilities

&

Families Recieved &

Integrated

Families recieved and
integrated into the Guard
Family to help them feel a
part of the Unit Family
Readiness Group (FRG)

RNCO and/or FRML Responsibilities - Include the Family Readiness introduction letter,
which is provided by the BDE FRSA, in welcome packet to the new Service Member.

FRSA Responsibilities -

e Mail Family Data Sheet (FDS) to FRGL and RNCO/ML
e Provide Family Readiness introduction letter to RNCO/ML

e Mail welcome packet to Family member
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FRG Time & Talent Sheet Example

Family Readiness Group Time and Talent Sheet

New member name:
Street Address:
City, State, Zip:
E-Mail Address:
Home Phone: Work Phone:

Mobile Phone: other contact #:

Service Member’s name:

Relationship:

Children (Names) Ages: Gender:

Availability:

Specific skills: (Examples might include: Leading, managing, administration, organizing, computers,
information technology, foreign languages, facilitating, working with children, baby sitting, cooking, event
planning, writing, charting, calligraphy, graphing, proof-reading, telephone, oral presentations/public
speaking, budgeting, handling money, project management, contracting, transportation, organizing — dinners
or banquets, fundraising, crafts, carpentry, home improvement, and many others not mentioned.)

My specific skills or things I like to do:

Other hobbies/interests:

What can the Family Readiness Group do to help you?
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7.0 Steady State Model

The Ohio Army National Guard Steady State Family Readiness Model describes a sampling
of ideas to ensure that a unit FRG program is strong, effective, and viable year after year
regardless of deployment status. Recent history has demonstrated that many of our units had
to surge (rapidly develop) a FR program upon alert for mobilization. Although these units
may have had assigned leaders, there was no Command vision for the program, buy in on
Family Readiness from the Service Members or their Families, and there was a lack of infor-
mation flow from unit to FRGL to Families. The model below could also be used as a check-
list for units that do not have a functioning FR program.

Steady State Model:

Quarterly meetings at a minimum, but more often if the group deems necessary.

e 3 Social/Family events per year—AT Send Off/Welcome Home, summer picnic, winter/
holiday party, fall harvest party, Easter Egg Hunt, etc.

e Quarterly newsletter—for examples, please contact your Brigade FRSA.

e Email distribution for Family members to pass along current information, discount offers
from the State Family Programs Office to include the State Youth Program.

e Current and updated phone trees of all Service Members with an “Accepted” Family Data
Sheet (FDS). Phone trees should be updated at minimum of once a quarter with unit ros-
ters provided by the Military Liaison.

e Annual elections / re-elections for officers of the FRG if Commander deems appropriate.
e Annual report and volunteer award nominations due to Brigade Family Readiness Support
Assistant. Each Brigade will set their own due date. Check with FRSA for appropriate

date.

e FRG volunteer recognition annually at unit level.

e Sponsorship Program/Welcoming of new families in place and functioning.

e Unit Binder (FOUO) For Official Use Only updated annually.

e Yearly Training Calendar (YTC) created in conjunction with unit training calendar. Work
with Military Liaison on creating YTC.

e Fundraising internally only.

e Hero Board

Market
Get the word out
about your FRG

Educate
Learn about
Army life &
Resources

accurate
information
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7.1 Steady State Checklist

The following checklists are the supporting tasks to accomplish the goals listed in section 7.0
Steady State Model

Commander Checklist:

Prepare and disseminate a Family Readiness Vision for the unit.

Establish and support the unit FRG.

Appoint, in writing, FRG leader, Assistant Leader, Secretary, Treasurer and Family Readiness
Military Liaison (FRML).

Appoint a Rear Detachment Officer when Command is deployed (where authorized).
Provide support to FRG Leadership Team and supervises their effort toward Family Readi-
ness goals.

Delegate authority to FRG Leadership Team to organize and operate the unit FRG.
Coordinate regularly with FRG Leadership Team to gauge progress, provide help, and resolve
issues.

Coordinate with Brigade FRSA, FRWS Staff, to include Regional Volunteers and Family
Assistance Center (if applicable).

Completes the Annual FRG Report / Annual Awards submissions and submits to Brigade ac-
cording to BDE deadline.

Ensure FRG Leadership Team has attended RFC & Professional Development Workshop.

Is accessible and approachable when help or information is needed.

FRG has at least three social events each year (i.e. AT send off/ Welcome home, holiday
party, picnic, etc.).

Conduct risk assessments prior to FRG events with assistance of FRML.

Through the Family Readiness Military Liaison (FRML), provides to FRG Leadership Team
a current unit roster to ensure the updated phone numbers are on the FRG phone roster and
address mailing labels are correct.

Ensure that all Service Members, Families, and FRG Leadership Team receive Family Readi-
ness training.

Ensure that vital Family Readiness information is relayed to FRG Leader and Service
Members in a timely fashion.

Encourage all Service Members, Families, Friends to participate in FRG activities.

Ensure that pre-deployment briefings are conducted for all Service Members and Families
prior to deployments.

Ensure that the FRG maintains contact with Families.

Promote diversity within the FRG.

Review and approve official quarterly newsletter and submit Commander comments in a
timely fashion.

Report any serious Family Readiness issues or events to next higher commander.

Ensure Family Data Sheet (FDS) are reviewed annually.

Ensure Phone Trees are reviewed quarterly.

Ensure Auto Call is used so Families become aware of service.
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Family Readiness Military Liaison (FRML) ChecKklist:

Serve as a link between Commander, FRG Leadership Team, Families and Service
Members.

Refer Families and Service Members to appropriate resources.

Provide FRG logistical and administrative support as needed.

Update the unit roster monthly, allowing FRGL to seek new Service Member and dis-
cuss Family Data Sheets.

Provide support for the FRG Newsletter production.

Maintain Family Data Sheet (FDS) and FRG phone tree in the Unit FRG binder
(FOUOQ) at unit and provide a copy to FRG leader.

Maintain a record of addresses and phone numbers of Families who leave the geographi-
cal area during deployments.

Coordinate with Brigade FRSA, FRWS Staff, to include TFAC (if applicable).
Ensures the completion of the Annual FRG Report / Annual Awards submissions and
submits to BDE FRSA by BDE deadline.

Provide information on important unit news to FRG Leader.

Field questions and concerns from FRG Leadership Team and FRG members.

Is accessible and approachable when help or information is needed.
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FRGL Checklist:

Know and support the commander’s goals and vision for the Family Readiness Group.
Provides overall leadership for the unit FRG; oversees all FRG volunteers, to include
communicating job descriptions for all FRG volunteer positions.

Communicate regularly with Commander and Military Liaison regarding FRG activities
and events, unit training schedules, and missions.

Plan and run quarterly FRG meetings and supervise events.

Meetings are short, focused, and follow the agenda (90 Minutes).

Snacks, drinks, and children’s activities are provided.

Committee chairpersons presents reports of their activities.

Treasurer presents current status of the FRG financial accounts.

Secretary records meeting minutes & maintains in FR binder.

Schedule guest speakers to attend meetings.

Organize the FRG so that all key tasks are adequately covered.

Assists with the completion of the Annual FRG Report / Annual Awards submissions and
submits to Brigade FRSA by the Brigade deadline.

Maintain Family Data Sheet (FDS) in FRG Binder (FOUO).

Ensure that phone roster is current, FRG phone tree is established and tested quarterly,
and regular contact is made with all Family members.

Phone tree “key callers” have received instruction on proper phone etiquette
(confidentiality).

Phone tree “key callers” are easily accessible when information is needed.

Review quarterly FRG newsletters before submitting to commander for approval and pub-
lication.

Newsletter will be mailed via the US mail and/or by email.

FRG uses e-mail to distribute information as necessary.

Ensure that new Service Members and Families are welcomed in accordance with spon-
sorship program.

Assist in pre-deployment briefings for unit Service Members and Families.

Ensure that Family Program Regulations and materials are on-hand for Service Members
and Families.

Maintain adequate copies of “Mission Readiness” and deployment checklists.

Ensure that critical FRG information is shared and rumor and gossip are strongly discour-
aged/dispelled.

Provide information and referral to include crisis intervention and conflict resolution.
Inform FRML of any serious Family Readiness issues.

Ensure that volunteers are recognized for their contributions.

Attend RFC (within 3 months of assignments), and Family Readiness & Warrior Support
Professional Development Workshop.

Have access to useful FRG training materials and information.

FRG has at least three social events each year (i.e., holiday party, picnic, etc.).
Encourage all Service Members, Families, and Friends to participate in FRG activities.
FRGL works with Commander on risk assessment for FRG events.

FRGL supports the unit readiness goals of the commander.
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7.2 FRGs and No Notice Missions

No Notice Missions are those local, state, or regional missions (Hurricane Gustav) that the
National Guard plays a role in times of emergency. It is important that our unit FRGs have a
strong Steady State to ensure that our Families are ready for these type missions. Although it
is not possible to predict when, where, and what the next emergency is—we need to educate
our FRGs on likely missions and emerging danger (HIN1 for example). Listed below are
some helpful keys for FR success in State Active Duty (SAD) or larger scale No Notice Mis-
sions.

e Must have Family Data Sheet (FDS) and Phone Tree up-to-date at all times — consider an
email roster as well.

e Service Members on Rear Detachment must understand the FRG importance.

e Families must understand these type of call ups and missions and be prepared for their
Service Member to answer the call on short or No Notice—

For example: Family Care Plans must be kept current.

e Ensure Families are aware of TFAC resources.

e Lean forward and provide the Families information on emerging threats — Pandemic Flu
Family Planning Guide is an example.

e Count on the OHFR (Ohio Family Readiness) Web site for information in times of No
Notice Missions. www.ong.ohio.gov
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8.0 Deployment Cycle Support

The Yellow Ribbon Reintegration Program (YRRP), a national combat veteran reintegration program
conducted at the state level, consists of informational activities and events for activated members of
the Ohio Army National Guard (OHARNG), their families, and community members. The program
focuses on activities that facilitate access to services supporting their health and well being through
all phases of the deployment cycle. The National Defense Authorization Act (NDAA) of 2008 and
public law 110-181 mandates the creation of a national Yellow Ribbon Program, as well as outlining
its general features. DoD Directive-Type Memorandum (DTM) 08-029, “Implementation of the
Yellow Ribbon Reintegration Program” provides program authorization and guidance for
implementation. — DoD Instruction 1342.28

8.1 Deplovment Cycle Checklist

UNIT FRG & Deployments
Steady State FRG Checklist should be incorporated along with deployment checklist.

Deployment Alert Received
Make sure Family Data Sheets are signed and updated.
Set up Phone Tree/Auto Call, Email and Newsletters from Family Data Sheet—BDE FRSA will
assist with Auto Call set-up (Password & Log-in needed).

Service Member Readiness Process (SRP)
Service Member attends a three phase SRP to process for deployment.
The BDE FRSA will have a station at the SRP for Service Members to complete and update
Family Data Sheets, as necessary.

Mobilization Order Received

Initial Planning Conference
e Execute meeting to plan out suspense's & requirements necessary during deployment cycle —
create overall “game plan”.
Meeting Participants include BDE AO, BN AO, Unit NCOIC/OIC, Commander, RNCO,
Yellow Ribbon OIC, MSC Plans Officer (MPO), and BDE FRSA.
e Review venue suggestions to be submitted to Purchasing & Contracting office.
e Marketing plan and suspense's presented by MPO.
e Discuss Commander’s intent and Unit/Family needs to be considered during agenda
development.

Service Member & Family Mobilization Brief

e Occurs 90 days prior to Unit Mobilization Date.

e Deploying Service Members & Families typically attend a one day workshop.

e  Workshop offers information & resources that address common challenges faced during
a deployment.

e This event offers briefings, resource tables, counseling & Youth Program.

¢ Yellow Ribbon funding available for venue, catering, lodging, childcare, travel expenses
(for Family Members with HOR 50+ miles one-way).
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FRG may be asked to arrange the following:

Arrange morning coffee and snacks for event & childcare.
Include event registration information in monthly newsletter, email, and auto-call.
FRG can utilize event registration & breaks for fundraising opportunities.

FRG team must attend required briefings with their Service Members.
Establish meeting dates for the first 2 FRG meetings within first 6 weeks after unit
mobilizes.

Work with TFAC to coordinate dates.

Work with TFAC to complete the Deployed FRG Contact Sheet for Family Members
to distribute at Service Member & Family Mobilization Brief.

Call to Duty Ceremony

The Call to Duty ceremony typically takes place on the day the Unit reports for duty to
home station.

The G3 makes all direction and policies regarding the coordination of the Call to Duty
ceremony.

Unit responsible for coordinating venue location (must be held at a no-charge venue).
Inform Service Members & Families of ceremony date, time, and location with
directions.

FRG may be asked to arrange the following:

Arrange snacks & refreshments at ceremony, if allowed by venue.
Assist Unit with venue decorations as needed.

Deploved Commander’s Checklist

Encourage participation of all Service Members & their Families in FRG events.
Plan Commander call-ins from the Theatre of Operations during FRG monthly
meetings.

Compose a short message to the FRGL for the monthly newsletter.

Ensure leadership is accessible and approachable when help or information is needed.

Rear Detachment Officer (RDO)

Maintain regular contact with Unit Commander at mission location.

Attend the monthly FRG meetings to open and close the armory and maintain security.
Ensure that FRG members have opportunities to maintain contact with deployed
Service Members.

Provide assistance to the Families in conjunction with FRG leader, higher command,
and Family Assistance Center (if applicable).

Provide information on important Unit news to FRG leader.

Field questions and concerns from FRG Leadership Team and FRG members.

Assist with military issues that arise with Service Members & their Families.

Assist with Rumor Control.

Be available for the Families and have a caring attitude.

Attend Professional Development Workshop with FRG Leader team.

Report issues or concerns to the Commander.

Keep a record of all communication with the Families.
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Monthly FRG Meetings during Deployment

FRG Meetings are held monthly during deployment status.
— First meeting will be an administrative check-up to see how Families are cop-
ing.
— Second meeting should include ways to cope and handle stress/separation.
— Key Caller Training should be held after second FRG meeting.
Suggestions for monthly meeting content include scheduling providers for TRICARE,
Military Pay, Veteran Affairs, Behavioral Health, and Finance.
— BDE FRSA or TFAC can assist with scheduling providers.
Meetings may not be cancelled without authorization from the chain of command.
Notify Families about first few FRG meetings through Automated Phone Tree &
Newsletters.
Arrange for childcare & activities at meetings, as needed.
Provide snacks & refreshments.
Work with Rear Detachment to set up audio system for Commander call-in.
Suggested topics for Commander call-in:
*  What’s the weather like?
* How’s the Chow?
*  What is the Morale of the Service Members?
* What do they have at the location- Food Vendors, recreation activities,
AAFES, MWR?
*  What type of resources do you have to communicate with the Families: Inter-
net Café, Phone, and Internet Service for living quarters?
*  What are the items that you cannot get at the location or the most needed
items?
*  What has the unit been doing and what do they have scheduled to do: company
PT, extracurricular events (volleyball, basketball games/tournaments)?
*  Who has a birthday or anniversary coming up?
Talk about what you can as to what the unit is doing mission related

Remember OPSEC!!
Newsletters:
e A FRG Newsletter needs to be published monthly & mailed to Family Members.
e The mailing roster will be taken from the Family Data Sheets (FDS).
e Utilizing appropriated unit funds is permitted for postage.
e The newsletter is very important, as this will keep those Family Members that cannot

attend the FRG Meetings informed.

Commanders and FRML must review newsletters prior to distribution to ensure
that operational security is maintained.

Sample newsletters are available from your BDE FRSA.
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The following items should be included in the newsletter every month:
e Monthly Commander Comments located on front page of newsletter
e Upcoming month’s agenda
e Treasurer’s Report
e Upcoming Guest Speakers
e Previous month’s follow-ups
e Contact information for: Red Cross, Local TFAC, FRG Leadership Team, and
Rear Detachment Military Liaison
e Dates and locations for upcoming meetings
e Upcoming Social Events & Fundraisers

Be aware of how much information you include in the newsletter, as well as staying within
the Operational Security (OPSEC) guidelines. Be wary of too much!

Deployment Family Check-Up
e Occurs 60-90 days after Unit Mobilization Date.
e Family Members & Children typically attend a one day workshop.
e Workshop information & resources are tailored to the needs of the FRG.
¢ Yellow Ribbon funding available for venue, catering, lodging (on an as-needed basis
over 150 miles from HOR), travel expenses to include mileage (for Family Members
with HOR 50+ miles one-way).

FRG may be asked to arrange the following:

e Arrange morning coffee and snacks for event & childcare.
e Include event registration information in monthly newsletter, email, and auto-call.
e FRG can utilize event registration & breaks for fundraising opportunities.
FRG team must attend required briefings.
e Arrange for childcare & activities at Deployment Family Check-up, if needed.

Family Reunion Brief
e Occurs 60-90 days prior to Unit Return Date.
e Family Members & Children typically attend a half or full day workshop.
e Workshop information & resources are tailored to the needs of the FRG. Event includes
a Family Readiness Group Meeting.
e Yellow Ribbon funding available for venue, catering, lodging (on as needed basis),
travel expenses (for Family Members with HOR 50+ miles one-way).

FRG may be asked to arrange the following:

e Arrange morning coffee and snacks for event & childcare.
e Include event registration information in monthly newsletter, email, and auto-call.
e FRG can utilize event registration & breaks for fundraising opportunities.
FRG team must attend required briefings.
e Arrange for childcare & activities at Family Reunion Brief, if needed.

31



Welcome Home Ceremony

The Welcome Home Ceremony reunites Service Members and Families following a success-
ful deployment, and is intended to show appreciation for the commitment, resolve, and sacri-
fice both the Service Member and his/her Family has shown to the organization.

Unit responsible for coordinating venue location (must be held at a no-charge venue).

Prepare & submit execution brief for ATAG to the Yellow Ribbon office for approval.

Yellow Ribbon OIC will schedule ATAG presentation.
Inform Service Members & Families of ceremony date, time, and location with direc-
tions.

FRG may be asked to arrange the following:

Arrange snacks & refreshments at ceremony, if allowed by venue.

Assist Unit with venue decorations as needed.30-Day Reintegration Retreat

Occurs 30 days after Unit Return Date.

Two-day Retreat for Service Members & Families (Mandatory for SMs).

Retreats connect Service Members & Families with service providers to ensure they
understand benefits, entitlements, & resources available to help overcome challenges
with reintegration; provides “forum” to address negative behaviors related to reinte-
gration.

This event offers briefings, resource tables, counseling, & Youth Program.

Yellow Ribbon funding available for venue, catering, lodging, childcare, travel ex-
penses (for Family Members with HOR 50+ miles one-way).

FRG may be asked to arrange the following:

Arrange morning coffee and snacks for event.
Include event registration information in monthly newsletter, email, and auto-call.
FRG can utilize event registration & breaks for fundraising opportunities..
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60-Day Reintegration Retreat

Occurs 60 days after Unit Return Date

Two-day Retreat for Service Members & Families (Mandatory for SMs)

Retreat connects Services Members & Families with service providers

Includes Freedom Salute Campaign Ceremony

This event offers briefings, resource tables, counseling, & Youth Program

Yellow Ribbon funding available for venue, catering, lodging, childcare, travel ex-
penses (for Family Members with HOR 50+ miles one-way)

FRG may be asked to arrange the following:

Arrange morning coffee and snacks for event & childcare.

Include event registration information in monthly newsletter, email, and auto-call.
FRG can utilize event registration & breaks for fundraising opportunities.

FRG Team must attend required briefings with their Service Members.

90 Reintegration Drill

e Occurs 90 days after Unit Return Date
e Service Members Only — Regular Drill Weekend
e Dirill includes PDHRA, wellness check & service providers
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9.0 Chain of Command:

Problem Resolution for the Service Member

First Line Leader

Platoon Sergeant

Family Readiness Military Liaison

First Sergeant

Chain of Concern:
Problem Resolution for the Family Member. Family Members can go to the
TFAC, as well as the Military Liaison if they need to.

Family Member

State Family
Military Liaison TFAC Readiness & Warrior
Support Office
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10.0 Fundraising

Fundraising

e FRGs are considered “Official Programs” and with accordance to DA policy, may not fund-
raise outside of its own Organization.

e The FRG Informal Fund may not exceed $5,000 annually-this is the current ONG annual
limit. This means at no time can you take in more than a total of $5,000 a year based on
what you had in your account on 30SEP.

e Requires the Treasurer submit a monthly report to the group and in the newsletter.

e Commanders should maintain monthly awareness of the FRG activities and fund raising.

e Commanders are required to conduct an audit of the FRG Informal Funds- which is in-
cluded in the Annual FRG Report.

e All funds are to be spent on Family readiness issues and initiatives. Refreshments for meet-
ings, and Family events/unit parties, etc.

e May accept unsolicited donations (see attached Ohio policy AGOH-J1-FR Policy memo #
07-001 dated 5 OCT 06).

e Unit CDR may allow Private Organizations (PO) to provide limited unsolicited support for
Family Readiness activities or events. (see attached Ohio policyAGOH-J1-FR Policy memo
# 07-001 dated 5 OCT 06).

Setting up the FRG Bank Account

Unit FRGs may open an informal fund providing the following conditions are met:
e Commander’s approval

e Appoint a Treasurer and have a second Statutory Volunteer on the account

e If you do not have an account, you do not need a Treasurer

The unit FRG account must be non interest bearing and have 2 volunteer signatures on it. Mili-
tary members ARE NOT authorized to be on the FRG account. The FRG Treasurer must file
Internal Revenue Service Form SS4 to obtain tax ID(EIN) number to avoid use of personal So-
cial Security Number and potential IRS tax liabilities. (See pages 38-45) The FRG account’s
use is limited to expenses consistent with the purpose & function of the fund as determined by
the FRG & Commander. Remember that the FRG’s purpose is not to raise money and all ex-
penditures must benefit the entire FRG membership and not one specific person.
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Community Support

It is important for Commanders and FRGLs to understand that positive relationships with
Community Organizations are an advantage to them. Establishing these relationships with
organizations that have a sincere desire to support our military members and families can
make a tremendous impact on your unit and FRG.

The State Family Readiness and Warrior Support Office continues to speak to local and state
associations and organizations to educate them not only on our mission in the Ohio National
Guard but how they can assist if they so choose. The number one avenue for their support is
at the local level at a Unit or Wing FRG. By allowing them to participate, and welcoming
them, you gain resources and support you would otherwise not have. These organizations can
attend your FRG meetings and simply raise their hand to volunteer support to initiatives or
events that the unit FRG would like to conduct. It is that simple. When we establish these
relationships at the local level, it results in organizations providing the right initiative or sup-
port, at the right time and place. It is a win-win for all involved.

A new concept that has been initiated to assist with building the relationship with the commu-
nity is the regionally based quarterly RISFAC (Regional Inter-Service Family Assistance
Committee). The overall intent of the RISFAC is to provide a forum for units and FRGs to
interact and discuss their family and FRG initiatives or concerns with supportive participants
within the community they live. This allows that community to support the “hometown hero”
and their supporters. The Troop & Family Assistance Center in each region will be able to
assist with the dates and locations for these meetings.

When looking for support from the community we need to ask ourselves is this a reasonable
request. What we mean by this is some of our FRGs has gotten so effective that some of their
events are not only first class, but perhaps exuberant. The point is we work throughout the
state to enable organizations to support our unit FRGs. We talk about how their support en-
ables great camaraderie amongst our geographically dispersed families and provides other
great programs. We ask that as you work with your unit FRGs and Family Readiness Military
Liaison, you keep an eye open for programs or events sponsored or supported by outside or-
ganizations to ensure they are reasonable. This “reasonable test” simply means that the event
is structured in a way that makes sense, is supportable and will not reflect negatively on the
ONG, and the cost is appropriate and would reflect a best value for the generous individuals
and groups that donate to our programs.

Finally, unit commanders run all our FRGs, thus it is his or her responsibility to manage the
organizations who participate in the unit FRG.
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What types of fundraising can be conducted?

o Internal Fundraising

e T-Shirt Sales

e Snacks during drill weekends

e Morale Boosting events during IWQ

o Flower sales for Mothers Day and Valentine’s Day
e Unit car wash after AT

e Silent Auctions

o Holiday Tree Ornaments with the unit crest

e Lunch for Service Members

What types of fundraising can NOT be conducted?

o External Fundraisers

o Games of chance. Advertising/conducting raffles or other games of chance is prohib-
ited on National Guard property under the Charitable Fundraising policy.

e 50/50 Raffles

o Chinese Auctions

*** Fundraising, whether by the FRG or by the Friends of group, must be consistent with the
ethical principles, be conducted according to law and regulation and the State of Ohio prohib-
its games of chance not conducted by licensees. Charitable groups like churches get licensed
by the Attorney General to conduct bingo or other games of chance. To get one of those li-
censes is a long ordeal.
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Instructions for Form SS-4

(Rev. February 2006)

Department of the Treasury
Internal Revenue Service

Application for Employer ldentification Number
Section references are to the Intemal Revenue Code unless othenwise noted.

General Instructions
Uze these instructions to complete Form 554,

Application for Employer dentification Mumber. Also ses
Do | Need an EIN? on page 2 of Form 554,

Purpose of Form

Use Formn 554 to apply for an employer identification
riummiber (EIN)L An EIM is & nine-digit numbser (for
example, 12-34567859) assigned to sole proprietors,
corporations, partnerships, estates, trusts, and other
entities for tax filing and repaorting purposes. The
informiation you provide on this form will establish your
business tax account.

An EIN iz for uze in connection with your buziness
activiies only. Do not wse your EIN in place of
your social securify number [(SEN).

Reminders

Apply online. Generally, you can apply for and receive
an EIN online using the Intemet. See How To Apply
below.

File only one Form 55-4. Generally, a sole proprietor
should file only one Form 554 and needs only one EIM,
regardless of the number of businesses operated as a
sole propristorship or trade names under which a
business operates. However, if the proprietorship
incorporates or enters into a partnership, a new EIM is
reqguired. Also, each corporation in an affiliated group
must have its cwn EIM.

EIM applied for, but not received. If you do not have an
ElIM by the time a retumn is due, write "Applied For'" and
thie date you applied in the space shown for the number.
DO izt showr your S5SM as an EIM on retums.

If you do not hawe an EIM by the time a tax deposit is
due, send your payment io the Intemal Revenue Sarvice
Center for your filing area as shown in the instructions for
thie form that you are filing. Make your check or money
arder payable to the “United States Treasury” and show
your name (as shown on Form 55-4), address, type of
tax, period covered, and date you applied for an EIN.

Federal tax deposits. Mew employers that have a
federal tax cbligation will b= pre-enmzlled in the Electronic
Federal Tax Payment System (EFTPS). EFTPS allows
you to make all of your federal tax payments online at
www.efips. gov or by telephone. Shortty after we have
assigned you your EIN, you will receive instructions by
rmiail for activating your EFTPS enrcliment. iou will also
receive an EFTPS Personal ldentification Mumber (PIN}
that you will use to make your payments, as well as
instructions for cbtaining an Internet password you will
nead o make payments online.

If you are not required to make deposits by EFTPS,
you can use Form B108, Federal Tax Deposit (FTD)
Cioupon, o make deposits at an authonzed depositany. IF

would like to receive Form 8108, call
1-200-828-4833_ Allow 5 to B weseks for delivery. For
mare information on federal tax deposits, see Pub. 15
(Circular E).

How To Apply

“You can apply for an EIM anlime, by telephone, by fax, or
by mail depending on how soon you nesd to use the EIM.
U=e only one method for each entity so you do not
receive more than one EIMN for an entity.

Omnline. Generally, you can receive your EIM by Internet
and use it immediately to file a retum or make a paymsnt.
Go to the |RS website at wwwire. gowbusinessss and
click on Employer ID Mumbers.

Applicants that may not apply onfine. The online
application process is not yet availlable oo
» Applicants with foreign addresses (including Puerto
Ricol.,

& Limnited Liability Companies (LLCs) that have not yet
determined their entity o assification for federal tax
purposes (see Limifed iiabidy company (LLC) on

page 4.

# Real Estate Investment Conduits (REMICSs),

# Siste and local governments,

* Federal Govemment®ilitary, and

# [ndian Tribal Govemments/Enterprises.

Telephone. You can receive your EIN by telephone and
use itimmediately to file a retum or make 3 payment.
Call the IRS at 1-200-828-4033. (Intermational applicants
miust call 215-518-8099.) The hours of operation are 7:00
a.m. o 10:00 pomn. local time (Pacific time for Alaska and
Hanwraii). The person making the call must be authorized
to sign the form or be an authorized designes. See
Signafure and Third Pary Designes on page B, Also see
the TIP below.

If you are apphying by telephone, it will be healpful to
complete Form 554 before contacting the IRS. An IRS
representative will use the information from the Form
554 to establish your account and assign you an EIM.
Write the number you are given on the upper right comer
af the form and sign and date it. Heep this copy for your
records.

If reguesied by an IRS representative, mail or fax
[facsimile) the signed Fomn 554 (including any Third
Party Designee authorization) within 24 hours to the IRS
address provided by the IRS representative.

Taxpayer representatives can aoply for an EIN on
@ behalf of their client and request thaf the EIN be

faxed fo ftheir client on fhe zame day. Note. By
uzing thiz procedure, you are authonizing the IRE fo fax
the EIN withowt 3 cover shest.
Fax. Under the Fax-TIM program. you can receive your
ElM by fax within 4 business days. Complete and fao
Farm 554 to the IRS using the Faee-TIM number listed on
page 2 for your state. A long-distance charge to callers
outside of the local calling area will apply. Fax-TIM

Cat. Mo. E2736F
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numbers can only be used to apply for an EIM. The
numbers may change without notice. Fax-TIM is available
24 howrs a day, 7 days a weeh

Be sure to provide your fax number so the IRS can fax
the EIM back to you.
Mote. By using this procedure, you are authorizing the
IRS to fax the EIM without a cover sheet.
Mail. Complete Form 554 at least 4 io 5 weeks before
you will need an EIN. Sign and date the application and
mail it to the service center address for your state. You
will receive your EIN im the mail in approximatehy 4
weeks. See also Third Parly Dezignee on page 6.

Call 1-800-229-4933 io verfy a number or to ask
about the status of an application by mail.

Where to Fax or File

|Fax or file with the
“Internal Revenue Service
Center” at:

I your principal business,
office or agency, or lepgal
residence in the case of an
individual, is located in:
Conmecticut, Delaware, District]
of Cohembia, Florida, Georgia,
Maine, Maryland,
Massachusetis, MNew
Hampshire, Mew Jersey, Mew
York, Morth Canoling, Chio,
Penns ia, Rhode Island,
South ina, Vermmont,
inginia, West Virginia

Atn: EIM Operation
Huoltswille, WY 11742

Fax-TIMN: 831-247-8050

Atn: EIM Operation
Cincinnati, OH 45000

Fax-TIM: 858-088-5780

lllimots, Indiana, Kentucky,
Michigan

Alabama, Alaska, Arizona,
Arkkansas, Califomia,
Colorado, Hawai, Idaho, lowa,
Kansas, Louisiana, Minnesota,
Mississippi, Missour,
Montana, Mebraska, Mevada,
Mew Mexico, North Dakota,
Oklahoma, Oregon, Souwth
Dakota, Tennessee, Texas,
Litah, Washington, Wisconsin,
Whyoming

Attn: EIM Operation
Phiadelphia, PA 18255

Fax-TIMN: 858-680-5760

If you have no legal
residence, principal place of
business, or principal office
or agency in any state:

Atn: EIM Operation
Phiadelphia, PA 18255

Fas-TIMN: 215-516-1040

How To Get Forms and Publications

Phone. Call 1-200-TAX-FORM (1-800-828-3878) fo
order forms, instructions, and publications. You should
receive your order or notification of its status within 10
workdays.

Internet. “ou can access the IRS website 24 hours a
day, 7 days a week at wwwlirs.gov to download foms,
instructions, and publications.

CD-ROM. For small businesses, retun preparers, or
athers who may frequently need tax forms or
publications, a CO-ROM containing over 2,000 tax
products (including many pricr year forms ) can be

purchased from the Mational Technical Information
Senvice (NTIS).

To order Pub. 1786, IRS Tax Products CD, call
1-877-COFORMS (1-877-233-6767) toll free or connect
to wwwirs. gowcdarders.

Tax Help for Your Business

|IRS-sponsored Small Business Workshops provide
information about your federal and state tax cbligations.
Faor information about workshops in your area, call
1-200-820-4533.

Related Forms and Publications

The following forms and instructions may be useful to
filers of Form 554,

& Form B80-T, Exempt Organization Business Income
Tax Retumn.

* [nstructions for Form 980-T.

* Schedule C (Form 1040), Profit or Less From
Business.

¢ Schedule F (Fom 1040), Profit or Loss From Farming.
* [nstructions for Form 1041 and Schedules A, B, O, G,
I, 4, and E-1, 5. Income Tax Return for Estates and
Trusts.

¢ Form 1042, Annual Withiholding Tax Return for LS.
Source Income of Foreign Persons.

¢ [nstructions for Form 1065, U5, Returm of Parmership
Imcome.

¢ [nstructions for Form 1068, U.5. Real Estate Mongage
Imvestment Conduit (REMIC) Income Tax Retum.

# [nstructions for Forms 1120 and 1120-A

* Form 26853, Election by a Small Business Comporation.
* Form 2848, Power of Attomey and Declaration of
Fepresentative.

* Form 8821, Tax Information Authorization.

& Formn 8832, Entity Classification Election.

Fior more information abouwt filimg Form 554 and
related issues, see:
¢ Pub. 51 (Circular A), Agriculiural Employer's Tax
Guide;
o Pub. 15 (Circular E), Employer’s Tax Guide;
o Pub. 538, Accounting Pericds and Methods;
o Pub. 542, Corporations;
& Pub. 557, Tax-Exemnpt Status for Your Organization;
* Pub. 583, Startimg a Business and Keeping Records;
* Pub. 888, The Secure Way to Pay Your Federal Taxes
fior Business and Individual Taopayers;
¢ Pub. 1835, Understanding “our EIM;
* Package 1023, Application for Recognition of
Exemption Under Section S01[c)(32) of the Intemal
Revenue Code; and
s Package 1024, Application for Recognition of
Exemption Under Section 501(a).

Specific Instructions

Print or type all entries on Form 554, Follow the
instructions for each line to expedite processing and to
awoid unnecessary IRS requests for additional
information. Enter “"MIA" (monapgplicable) on the lines that
do mot apply.

Line 1—Legal name of entity (or individual) for whom
the EIM is being requested. Enter the legal name of the
entity (or individual) applying for the EIN exsctly as it
appears on the social securty card, charier, or other
applicable legal document. An entry is required.



Individuals. Enter your first name, middle initial, and
last name. If you are a sole proprietor, enter your
individual mame, not your business name. Enter your
business name on line 2. Do not use abbreviations or
nicknames on line 1.

Trusts. Enter the name of the trust.

Estafe of a decedent. Enfer the name of the estate,
For an estate that has no legal name, enter the name of
thie decedent followed by "Estate.”

FPartnerships. Enter the legal name of the parnership
as it appears in the parinership agresment.

Corporations. Enter the corporate name as it
appears in the corporate charter or other legal document
creating it

Flan administrators. Enter the name of the plan
administrator. A plan administrator who already has an
EIMN should use that number.
Line 2—Trade name of business. Enter the trade
name of the business if diferent from the legal name.
The trade name is the “doing business as " (DBA) name.

Uze the full legal name shown on iine 1 on all fax
A refurmns filed for the entify. (However, if you enfer a

frade name on fins 2 and choose fo use the frade
name insfead of the legal name, enter the frade name an
all retumsz you file] To prevent procesaing delgys and
emors, always uze the legal name only (or the frade
name only] on all iax refums.
Line 3—Executor, administrator, trustee, “care of”
name. Trusts enter the name of the trustee. Estates
enter the name of the executor, administrator, or other
fiduciany. If the entity applying has a designated person
to receive tax information, enter that person’s name as
the “care of " person. Enter the individual's first name,
middle initial, and |ast name.
Lines 4a-b—Mailing address. Enter the mailing
address for the entity's comespondence. If line 3 is
completed, enter the address for the executor, trustes or
“care of person. Generally, this address will be used on
all tax retums.

File Form 8822, Change of Addrezs, fo report any
@ suhsequent changes fo the enbiy's mailing
address.

Lines 5a-b— Street address. Provide the entity's
phiysical address only if different from its mailing address
shown in lines 4a-b. Do not enter a P.O. box number
here.

Line 6—County and state where principal business
is located. Enter the entity’s primary physical location.
Lines 7a-b—Mame of principal officer, general
partner, grantor, owner, or trustor. Enter the first
name, middle initial, last name, and S35M of (a) the
principal officer if the business is a corporation, (b) a
general pariner if a partmership, (c} the owner of an entity
that is disregarded as separate from its cwmner
[disregarded enfities cwned by a corporation enter the
corporation’s name and EIM), or (d) a grantor, cwner, or
trustor if a trust.

If the: person in question is an alien individual with a
previously assigned individual taxpayer identification
number (ITIN), enter the [TIM in the space provided and
submit a copy of an official identifying document. If
necessary, complete Fomn W-7, Application for IRS
Individual Taxpayer ldentification Mumber, to cbtain an
ITIM.

You must enter an 350, ITIM, or EIN unless the only
reason you are applying for an EIM is to make an entity
classification election (see Regulations sections
301.7701-1 through 301.7701-3) and you are a
nonresident alien or other foreign entity with no
effectively comnected income from sources within the
United States.

Line Ba—Type of entity. Cheack the box that best
describes the type of entity applying for the EIM. If you
are an alien individual with an [TIN previcushy assigned to
you, enter the ITIM in place of a requested 558,

Thiz iz nof an election for a fax clazsification aof an
A enfify. See Limited liability compamy (LLC) on
page 4.

Other. If mot specifically listed, check the "Ciher” bax,
enter the type of entity and the type of retum, if any, that
will b= filed {for example, “Common Trust Fund, Fomm
1065" or "Created a Pension Plan”). Do not enter "MA." I
you are an alien individual applying for an EIN, see the
Lines Ya-b instructions above.

* Household employer. If you are an individual, check
the "Cither” box and enter “Howsshold Employer™ and
your S5M. If you are a state or local agency serving as a
tax reporting agent for public assistance recipients who
become household employers, check the “Other” box
and enter “Howsehold Employer Agent.” If you are a trust
that qualifies as a household employer, you do not nesed
a separate EIM for reporting tax information relating to
household employees; use the EIN of the trust.

s QS5ub. For a qualified subchapter 5 subsidiary (Q5ub)
check the "Other” box and specify "QSub.”

= Withholding agent. If you are a withholding agent
reguired to file Form 1042, check the " Cther” box and
enter "Withholding Agent.”

Sole propriefor. Check this box if you file Schedule
C, CEZ, or F {Form 1040} and have a qualified plan, or
are reguired to file excise, employment, alcohol, tobaczo,
or firearmms returms, or are a payer of gambling winnings.
Emter your S5M (or ITIM) in the space provided. If you are
a nonresident alien with no efectively connected income
from sources within the United States, you do not need o
enter an SSH or ITIM.

Corporation. This box is for any corporation ather
than a personal senvice corporation. If you check this
booe, enter the imcome tae form number o be filed by the
entity in the space provided.

If you enfered "11205" after the "Cowporation”

checkbox, the corporation must file Form 2553 no

Isfer than the 15th day of the 3rd monih of the fax
year the election is fo take effect. Until Form 2553 haz
been received and approved, you will be considersd 3
Form 1120 filer. See the Insfructions for Form 2553.

Personal service corporation. CTheck this box if the

entity is a personal service corporation. An entity is a
personal service corporation for a tax year only if:
& The principal activity of the entity during the testing
pencd (prior tax year) for the tax year is the performance
of personal services substantially by employee-camers,
and
& The employes-owners own at least 10% of the fair
market value of the outstanding stock in the entity an the
last day of the testing pericd.

Perzonal services incude perfiormance of services in
such fields as health, law, accounting. or consulting. For
mare information about personal service corporations,
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see the Instructions for Forms 1120 and 1120-A and Pub.
542,

Other nonprofif organization. Check this box if the
nonprofit onganization is other than a church or
church-controlled organization and specify the type of
nonprofit onganization (for example, an educational
organization).

If the organizaftion alzo seeks fav-exempt sfafus,
A you must file either Package 1023 or Package
1024, See Pub. 557 for mare information.

If the organization is covered by & group exempbon
letter, enter the four-digit group exemption number
[GEMNL (Do mot confuse the GEM with the nine-digit EIM.)
If wou dio niot kmow the GEM, contact the parent
arganization. Get Pub. 557 for more information abouwt
group exemption numbers.

If the organization is a section 527 political
organization, check the box for Ciher monprod
onganizafion and specify “section 527 crganization” in the
space to the right. To be recognized as exempt from tas,
a section 527 political organization must electronically file
Form 8871, Political Orrganization Motice of Section 527
Siatus, within 24 hours of the date on which the
arganization was established. The crganization may also
hawe to file Formn 8872, Political Organization Report of
Contributions and Expenditures. See www.irs.gow’
palongs for more information.

Plan administrator. If the plam administrator is an
individual, enter the plan administrator's S5M in the
space provided.

REMIC. Check this box if the entity has elected io be
treated as a real estate morgage investment conduit
[REMIC). See the Instructions for Form 1086 for more
informiation.

Siatedocal government. |f you are a governmsnt
employer and you are not sure of your social security and
Medicare coverage options, go o www.nossea ong’
szaframes. himi to obtain the contact information for your
state's Social Security Administrator.

Limnited liability company (LLC). An LLC is an entity
arganized under the laws of a state or foreign country as
a limited liability comparny. For federal tax purposes, an
LLC may be treated as a parnership or corporation or be
disregarded as an entity separate from its cwner,

By default, a domestic LLC with only one member is
disregarded as an entity separate from its cwner and
miust include sl of its income and expenses on the
owmer's tax retumn (for example, Scheduls C (Form
10:40%). Also by default, a domestic LLC with two or maore
memixers is treated as 3 partnership. A domestic LLE
miay file Form B332 to avoid either default classification
and elect o be classified as an assocation tazable as a
corporation. For more information on entity classifications
(including the rules for foreign enfities), sees the
instructions for Formn 8832

Do not filte Form 8832 if fhe LLG accepds the
A defaulf dassifications above. If the LLG iz eligible

to be freated 3z a corporation that meefz cerfain
teats and & will be efecting 5 corporation sfatus, i must
timedy file Form 2553, The LLC will be trealed a3z a
corporabon az of the effective dafe of the 5 corporafion
election and does not need o file Form 832 See the
inafructhions for Form 2553

Complete Form 552 for LLCs as follows.

* A single-member domestic LLC that accepis the
default classification (above) does not need an EIN and
generally should not file Form 554, Generally, the LLC
should use the name and EIM of s owmner for all federal
tax purposes. However, the reporting and payment of
employment taxes for employees of the LLC may be
miade using the nams and EIN of either the owner or the
LLC a= explained in Motice 88-8. You can find Mofice
B8-5 on page 12 of Intemal Revenuwe Bulletin 1898-3 at
wwwirz gowpubirs-irbefrb39-03. pdf’. (Mote. If the LLC
applicant indicates in box 13 that it has employess or
expacts to have employees, the owner (whether an
individual or other entity) of a single-member domestic
LLC will also be assigned its own EIM (if it does not
already have one) even if the LLE will be filing the
employment tax retumns. )

* A single-member, domestic LLC that accepts the
default classification (above) and wants an EIM for filing
employment tax returns [see above) or non-federal
purposes, such as a state requiremsent, must check the
“her” box and write "Disregarded Entity” or, when
applicable, “Disregarded Enfity— Sole Proprietorship” in
thie space provided.

& A multi-member, domestic LLC that acoepts the default
classification (abowe) must check the "Partnership” boo.
» A domestic LLC that will be filing Form 8832 {o elect
corporate status must check the “Corporation” box and
write im “Single-Member” or "Muli-Member” inmmnadiately
below the “form number” entry line.

Line 9—Reason for applying. Check only one box. Da
not emter “MA"

Starfed new business. Check this box if you are
starting a new business that requires am EIN. If you
check this box, enter the type of business being started.
Do not apply if you already have an EIN and are only
adding amnother place of business.

Hired employees. Check this box if the existing
business is requesting an EIN because it has hired or is
hiring employess and is therefore required to file
employment tax returns. Do not apply if you already have
an EIN and are only hiring employees. For information on
employment taxes [for example, for family members),
see Pub. 15 (Circular E).

You may have to make elecfronic depositz of alf
depository faves (such as employment fax, excise
fax, and corporafe income fax) uzing the
Electronic Federal Tax Fayment System (EFTPS). See
Federal tax deposits on page 1, secfion 11, Depositing
Taxes, of Pub. 15 (Gircular E); and Pub. 366,
Created a pension plan. Check this box if you have
created a pension plan and nesd am EIM for reporting
purposas. Also, enter the type of plan in the space
provided.
Check thiz box i you are applying for & trust EIN
@ wiien a new pension plan is establizhed. in
addifion, check the "Other” box in ine Sa and
write "Cresfed 3 Pension Pian” in the space prowvided.
Banking purpose. Check this box if you are
requesting am EIM for banking purposes only, and enter
the banking purpose (for example, a bowling league for
depositing dues or an investment club for dividend and
interest reparting -
Changed fype of organization. Check this box if the
business is changing its type of organization. For
example, the busimess was a sole proprictorship and has
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been incorporated or has become a partnership. If you
check this box, specify in the space provided (including
available space immediately below) the type of changs
made. For example, “From Sole Proprietorship o
Partnership.”

Purchased going business. CTheck this box if youw
purchased an existing business. Do not use the former
owner's EIM unless you became the “owner” of a
corporation by acquiring its stock.

Created a frust. Check this box if you created a trust,
and enter the type of trust created. For example, indicate
if the frust is 3 nonexempt chartable trust ora
split-interest tnust

Exception. Do not file this formn for certain
granior-type trusts. The trustee does not need an EIM for
the trust if the frustes fumishes the name and TIN of the
graniorowner and the address of the trust to all payors.
Howewver, grantor trusts that do not file using Optional
Method 1 and IRA frusts that are required to file Form
B80-T, Exempt Organization Business Income Tax
Return, must have an EIN. For more information on
granior trusts, see the Instructions for Form 1041,

Do mot check thiz box if you are applying for 2
@ trust EIN wihen a new penszion plan iz establizhed.

Check "Created 5 pension plan.”

Oiber. Check this box if you are requesting an EIM for
amy other reason; and enter the reason. For example, a
newhy-formed state government entity should enter
“Mewhy-Formed State Govemment Entity” in the space
prowvided.

Line 10—Date business started or acquired. If you
are starting a new business, enter the starting date of the
business. [f the busimess you acguired is already
operating, enter the date you acquired the business. If
yau are changing the form of ownership of your business,
enter the date the new ocwnership entity began. Trustis
should enter the date the trust was funded. Estates
should enter the date of death of the decedent whoss
name appears on line 1 or the date when the estate was
legally fumded.

Line 11—~Closing month of accounting year. Enter
the last month of your accounting year or tax year. An
accounting or tax year is usually 12 consecutive months,
either a calendar year or a fiscal year (including a period
of 52 or 53 weeks). A calendar year is 12 consecutive
monthis ending on December 31, A fiscal year is either 12
consecutive months ending on the last day of amy month
other tham December or a 52-53 week year. For more
information on accounting penods, see Pub. 538

Individuals. “Your tax year generally will be a calendar
year,

Partnerships. Partnerships must adopt one of the
following tae years.
* The tax year of the majonty of its partners.
# The tax year common to all of its principal pariners.
* The tax year that resulis in the least aggregate deferral
of income.
* |n ceriain cases, some other tax year.

See the Instructions for Form 1065 for more
information.

REMICs. REMICs must have a calendar year as their
tax year.

Personal service corporations. A personal servics
corporation generally must adopt a calendar year unless
it meets one of the following requirements.

# [t can establish a business purpose for having a
different tax year.

# [t elects under section 444 to have a tax year other
than & calendar year.

Trusts. Generally, a trust must adopt & calendar year
except for the following trusts.
* Tax-gxempt irusts.
# Charitable trusts.
* Grantor-owned trusts.
Lime 12—First date wages or annuities were paid. I
the business has employess, enter the date on which the
business began to pay wages. If the business does not
plan to have employeses, enter "HIA"

Withholding agent. Enter the date you began or will
begin o pay income (including annuities) to a
nonresident alien. This also applies to individuals who
are reguired to file Form 1042 io repart alimony paid to a
nonresident alisn.

Line 13—Highest number of employees expected in
the next 12 months. Complete each box by entenng the
numiber (including zero ("-0-7)) of “Agricultural,”
“Household,” or "Dther” employess expected by the
applicant in the mext 12 months. Check the approgriate
bou fo indicate if you expect your annual employment tax
liability to be $1.000 or less. Generally, if you pay 34,000
or less in wages subject o social secunty and Medicare
taxes and federal income tax withholding, you are likehy
to pay 51,000 or less in employment taxes.

For more information on employment taxes, see Pub.
15 (Circular E); or Pub. 51 (Circular A) if you have
agricultural employees (farmmamorkers).

Lines 14 and 15. Check the one box in line 14 that best
describes the principal activity of the applicant’s
business. Check the "Cther” box (and specify the
applicant’s principal activity) if none of the listed boxes
applies. You must check a box

Use line 15 to describe the applicant's principal line of
busziness in more detail. For example, if you checked the
“Construction” baox in line 14, enter additional detail such
as “(3eneral contractor for residential buildings® in line 15.
An eniry is reguired.

Construction. Check this box if the applicant is
engaged in erecting buildings or enginesrng projects,
[for example, sirests, highways, bridges, tunnels). The
term “Construction” also includes special trade
contractors, (for example, plumbing, HVAC, electrical,
carpentry, concrete, excavation, etc. confractors).

Real estate. Check this box if the applicant is
engaged in renting or leasing real estate to others;
managing, selling, buying or renting real estate for
others; or providing related real estate services (for
example, appraisal services).

Renial and leasing. Check this box if the applicant is
engaged in providing tangible gocds such as autos,
computers, consumer goods, or indusinial machineny and
equipment to customers in retum for a perodic rental or
lease payment.

Manufacturing. Check this box if the applicant is
engaged in the mechanical, phiysical, or chemical
transfomation of matenals, substances, or components
into new products. The assembling of component parts of
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manufaciured products is also considered to be
manufaciuring.

Transportation & warehousing. Check this box if the
applicant provides transportation of passengers of cargo,
warehousing or storage of goods; scenic or sight-sesing
fransportation; or support activities related to
transportation.

Finance & insurance. Check this box if the applicant
is engaged in fransactions imvolving the creation,
liguidation, or change of ownership of financial assets
andlor facilitating such financial fransactions;
underwriting annuitiesfinsurance policies; facilitating such
underwriting by selling imsurance policies; or by providing
other insurance or employee-benefit related services.,

Health care and social assisfance. Check this box if
the applizant is engaged in providing physical, medical,
or peychiatric care or providing social assistance
activities such as youth centers, adoplion agencies,
individualfamily services, temporary shelters, daycare,
[=3is3

Accommodation & food services. Check this box if
the applicant is engaged in providing customers with
lodging, meal preparation, snacks, or beverages for
immediate consumpticn.

Wholesale—agentbroker. Check this box if the
applicant is engaged in aranging for the purchase or
sale of goods cwned by others or purchasing goods on a
commission basis for goods traded in the wholesale
market, usually betwesn businesses.

Wholesale—other. Check this box if the applicant is
engaged in selling goods in the wholesale markst
generally to cther businesses for resale on their can
account, goods used in production, or capital or durable
NonNConsUmer goods.

Retail. Check this box if the applicant is engaged in
selling merchandise to the general public from a fixed
store; by direct, mail-order, or electronic sales; or by
using wending machines.

Other. Check this box if the applicant is engaged in
an activity not descrbed above. Describe the applicant's
principal business activity in the space provided.

Lines 16a-c. Check the applicable bax in line 16a to
indicate whether or not the entity (or individuwal) applying
for am EIN was issued one previously. Complete lines
16k amd 16c only if the ™Yes™ box in line 18a is checked.
If the applicant previously applied for more than one EIN,
write "See Attached” in the empty space in line 18a and
attach a separate shest providing the line 186 and 16c
informiation for each EIN previously requested.

Third Party Designee. Complete this section onlby if you
want to authorize the named individual to receive the
entity's EIN and answer questions about the completion
of Form 554, The designes’s authornity terminates at the
time the EIM is assigned and releasad io the designes.
fou must complete the signature area for the
autharization to be valid.

Signature. \When required, the application must be
signed by (a) the individual, if the applicant is an
individual, (b) the president, vice president, or other
principal officer, if the applicant is a corporation, (c) a
responsible and duly authorized member or officer having

knowledge of its affairs, if the applicant is a parinership,
govemment entity, or other unincorporated organization,
or (d) the fiduciary, if the applicant is a trust or an estate.
Foreign applicants may have any duly-authorized person,
[fior example, division manager], sign Form 55-4.

Privacy Act and Paperwork Reduction Act Motice.
We ask for the information on this form to camy out the
Internal Revenue laws of the United States. We need it to
comply with section 6108 and the regulations thersunder,
which generally require the inclusion of an employer
identification number (EIMN) on certain retuns,
statemnents, or other documents filed with the Internal
Revenue Service. If your entity is required to cbtain an
EIM, you are required to provide all of the information
requested on this form. Information on this form may be
used to determine which federal tax returns you are
required to file and to provide you with related forms and
publications.

We disclose this form to the Social Security
Adminisiration (S5A) for their use in determining
compliance with applicable laws. We may give this
information to the Department of Justice for use in cil
and criminal litigation, and to the cilies, states, and the
District of Columbia for use in administering their tax
laws. We may also disclose this information to other
countries under a tax treaty, to federal and state
agencies to enforce federal montax criminal laws, and o
federal law enforcement and intelligence agencies to
combat termonism.

We will be unable to issue an EIM to you unless you
provide all of the requested information that applies o
your entity. Providing false information could subject you
o penalties.

fow are not reguired io provide the information
requested on a form that is subject to the Paperwvork
Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its
instructions must be retained as kong as their contents
may become material in the administration of any Intemal
Revenue law. Generally, tax retumns and retum
information are confidential, as required by section 8103.

The time needed to complete and file this fom will
vary depending on individual circumstances. The
estimated average time is:

Recordkesping . . .. ... .. . ... .. ... 8 hrs., 22 min.
Learning about the law or the form . . .. . 42 rrin.
Preparing theform . ... ... ... .. ... 52 min.

Copying, assembling, and sending the

formtothe IRS ... .. .. ... .. ... ... -

If you have comments conceming the accuracy of
these time estimates or suggestions for making this form
simpler, we would be happy to hear from you. You can
write to Imtermal Revenue Service, Tax Products
Coordinating Committee, SE:W:CARMP:T.T:SP,
IR-6408, 1111 Constitution Avenue, NW, Washington,
D 20224, Do not send the form to this address. Instead,
see Where fo Fax or File on page 2.
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S . | Application for Ernplnyer Identification Number DME oL 15450004
o rtmany e | B B, oo P i e [°
il P B | h&nmmm:uufwnﬂim. » Fesp a copy for your records.

1 Legal nama of entity [or individual) for whom the EM is baing requestad

.E." 2 Trade name of businass [ different from neme on line 1) 3 Emeculor, adminisimabor, trustes, “care of” nama

% d4a Maiing addross [room, apt., suils no. and streat, or PLO. box) | Ba Sireat addess |[F dfferent) (Do not entar a PO. bar )

E

2 4b City, stata, and ZIP ooda Bb City, staig, and 7P code

5

E € County and stata where prinopal busiress i localed

r_
Tai Marma of principal oficer, general parnar, grantor, ownar, or rustor | 7 S5, ITIN, or BIN

Ba T]pnn:-‘l'm‘htjl::hndi.anh'ﬂ'ﬁhn:l [ Estais (35M of deosdan ik
[[] Sola propriator [S5H) : [ Flan administrator [S5M) : :
[ Partnerskip [0 Trust [5SN of graniod P
[ Comoration jenter form rumber to ba fled) & [0 Hatonal Guard [ State/local govammant
[[] Personal sersios corporation [0 Farmers’ cooperative [] Federal gowermmant/military
[ Church or church-controlled organization [ remac [ indion tribal govemmentsiortomrsas
] ithar nanproft amganization (spacify] B Group Exermpiion Mumbar {GEN) &
[ Cthwar jzpacify =

Bb F a corporation, nama e st or foreign country | State Forcign country

{if applicablg) whera inoorporatad

Raason for applying (chack only ona bao) Banking purposs [specify purposa) =

O
[] Startad now business (specify fypa) = [0 Changed type of organization (spacify now typa) &=
O Purckasod going businass
DHin-quﬂa,m[ﬁmdtﬂmbmandmlimw.] [ Cromiod a trust spocify typa) *

[] Complianca with IRS witkolding reguiations [ Creaied a pension plan (spacfy typs) *

] Othr [spacfy) =

il Date busnass strted or acqured |monih, dey, year). See FEincbons. 11 Cio=ng month of accouning year

12

First data wages or annuites ware paid [month, day, year). Mote. H applicant |=aw#+dtiﬂamnhmd.tnmmwlfrsl b paid 1o
rorrasidant alien. (month, day, yaar .

13

Hjuslrunbwniarﬁugw:mpn:hdnﬂnrmﬂ?mmfﬁ[m-u-fmﬂ. . Agrioutoral | Housahold | Chhar

Do you copect fo hewa $4,000 or kss n employmant tm lebity for the calondar
] 1 54,000 or loss in can mark

Check ona box that basi dasoribes the principal activiey of your business. [] Healfh cara 8 socil assistanca  [] Wholasale—agantibroloar
[0 Construction [] Rental 8kasing [ Trensportafion & warchowsing [[] Accommodatin & food savica [ Whoksaleofar [ Fetail
] Fealestate [ Marfachring [] Financa & insuranca [ Otear fspaciy]

1E

Indicata principal line of merctandise sold, spscific corstruction work done, products produced, or services provided.

i16a Has tha applicant ewar appiiad for an employer identification numbsar for this or any other business™ © . . | [] Yes [ Mo
Hote. f *Yas,” pleass complete lines 180 and 180.
16b K you chacked “Yes™ on line 18a, gve applicant’s lagal rame and rada nama shoan on prior application i differant from ne 1 or 2 abowe,
Legal nama # Trada nama *
6o Approwimraie data when, and oty and state whare, tha application was filad. Enter pravious amployer identification rambar if knoan
Approodmate dain whan Miad (mo., day, year ity and siate whars Tiled Peawious EM
Compila this soriion anly F you want 1o asiborin the remed individial io recaiva o ontiv's EIN and anowsor quashions: sboat |he complelion of ik lom.
Third Deskned's nama Desiras’s Teaphona number ks e code|
Party I ]
Designes | Addresx and 2P ooda Diasigres’s i mUMEer noilo s Do)
I ]

Uk prafies of goriery, | Backra bual | e Ginoe s aplcadon, arm e st of Y wowka e b, 1 18, DoTecl 270 Conmpiet. | ACDIGENT S WaDntnG Mt oo 2 oo
Nams and Stia {typs of print clearty) = | )

Bpolicants fax numbar Broluds s oo

Eignakrs Dale = [ I

For Privacy Act and Paparerork Reduction Act Motice, ses separats instrusctions. Cat Mo 1B05EN Fomu 554 Paw. 200
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Form S5+ [Flav. 22008

Do | Meed an EIN?

Al Form S5-4 If e applicant entity does not akeady have an EIM but Is required to show an EIN on any
Fefum, mmm.wmmt'mmmMIMMSMMIn&mFm i

IF the applicant... AND... THEN...
Started 2 new business Dioes not curmendy have (nor expect to have) | Compiete lines 1, 2, 43-83, 60 (f appicabis),
empioyees and 8-16c.

Hired for will hirg)

empoyesas, Including
howrsahokl employess

Does not aready have an EIN

Compiate Ines 1, 2, 43-6, 7a-b (If appilcable,
8a, 80 (if appilcabie), and 9-16C.

Openad 2 bank account

Maeds an EIN for banking purposes only

Com lin=s 1-5b, 7a-b It lcabig], Ba,
G 163< e

Changed typa of
organzation

Bther the legal character of the organtzation
or s ownership changed (for exampla, you
incorporate @ sole proprietorship or form a
partmarshigy

Compiate Inas 1-16c {35 applcabis).

Purchased a going Dioes not already have an EIN Compiste Ines 1-16c {35 applcabis).
bousiness?
Created 2 tust The trust s other than a grantor trust or an Compiste Ines 1-16c {35 applcabis).
IR, trust
Created 2 persion plan 25 | Needs an EIN 1o raporing purposes Compiste inss 1, 2, 43-b, 8z, 9, and 182
a plan administrator
s a forsign person nesding | Meeds an EIM io complete 2 Form W-8 jotner | Complete ines 1-5b, Ta-b (5N of ITIN
an EIM to comply with IRS | than Form W-8ECH, awold wimholding on ootional), 82-9, and 183
withhokding portiollo 2ssets, of cdaim tax treaty benefits

I= adminiztering an estate

Maeds an EIM to report @state Income on
Fomn 1041

Compiete lInes 1, 2, 3, 43-6, Ba, 9-11, 12-15
It appilcaiie), and 18a—C.

5 2 withhoiding agent for
taxes on Non-age INcome
paid to an alien fi.e.,

incividual, corporation, or

Iz an agent, brokes, fduciary, m , tenant,
OF SPOUSE WO |5 required to e Form 1042,
Annual Withholding Tax Retum for LS.
EnJcelmu'nauTFﬁ'alg'lPafm

Compiete Ines 1, 2, 3 (i applicable), 43-5b,
7a-b (f applicabis), 8a, 9, and 18a—C.

partnarship, atc)
Is a state or local agency | Serves as a tax reporting agent for pubilc Compiete Ines 1, 2, 43-5b, 8a, 9, and 163,
assistance reciplents under Rev. Proc. 80-4,
18801 C.B. 581"
5 2 singie-mambar LLC Meeds an EIN to flle Form S232, Enity Compiate Inas 1-16c {35 applcabis).
Classification Elaction, Tor Tling empiayment tax
returns, or for siate reporting purposest
5 an S corporation Maeds an EIN io e Form 2553, Election by 3 | Compiate ines 1-16C {as applcabis).

Small Business Corporation®

! For axampis, 3 sole proprisiorsh
firsarms e, must have an E

o sef-amployed

famar who esmabiiches 3 qualifiod relromant

ﬂ:wmmﬂmmﬂﬂg mmm wmﬁnmﬂ;Mnmhm

:m: mmmqﬁwﬁnrmmmwwmummm

within & 124

partrar=nip befwen  lmast 50% of B iosal Insrests in capfal and
pariod. Tha EIN of fa faminaiad partnership should ponfinue o ba wmed. Sea

aloohaol, iobaoco, or

o Tle awcks, e
m%tuph:ﬁ” th, club, G}, or

slactod on Form &852 tn changa theway I s tmed (o7 I

Wars Sokd of

saction 30 £100-1jEH}

* Do nol s e BN of the prior usiness unkess you becams the “owmar™ of 2 oorparabion by acquiring B sioc.

! Howsewar,

brusts Fal doonot M u
Fialum, muss hava an EIN. For mars: inlonm

on granhor s, ses e nstrucbions for

Waihod 1 and IRA Tusls that ane m?.lrﬂdlnl'lﬂFﬂTnDE—T. Exampt Organtmation Bubness intoma Tax
orm 1041

* i pian adminisTaior ks the parson o group of parsons speciied 25 e adminksiraio: by tha PsTumant Undarwiich tha plan i oparzied.

® Enttias ppiying 1o ba 3 Cusiled infarmediany () nesd a O-EIN ovan i oy aieady hava an EIK. Sos Ry, Froo. 200012

r Sea also Housahold amploper on page 3. Mo, St or incal agencios may nesd an EIH for othar resons, for mampla, hired empiryeas
* Most LLCS do not need 1o e Foes 8653, Sos Limited EshiTy company (L) on page 4 for dotalls on oompiasng Fom 55-4 for an LLG.

* fn axisting oorporation Bt s slecing o sevoiing 5 corporation stalus should wso s proviousiy-assignad EML

(5} Praac cn cmcyrsndt pper
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Family Readiness Fundraising Frequently Asked Questions (FAQ)

The following questions are discussed to provide answers to frequently asked questions sur-
rounding fundraising and Family Readiness Groups (FRG), or to provide some “best practices.”
Questions are in bold print.

1. Can charitable organizations like the VFW act as a Private Organization (PO) for a
unit FRG? These organizations are POs under Army regulations. Units are encouraged to de-
velop relationships with local community organizations such as the VFW. VFW, American Le-
gion, AMVETS, or other similar organizations can participate in and attend FRG meetings with
unit commander approval. This enables these organizations to be aware of FRG goals and
events and provides them an opportunity to volunteer to participate or help support events with-
out requiring the FRG to solicit from them.

2. Can members of an FRG start a PO? Yes, if they are not “statutory volunteers” or volun-
teers who have signed an official Volunteer Agreement. These statutory volunteers typically
include the FRG Leadership team: FRG Leader, Assistant Leader, Treasurer and Secretary. 3
step process: potential PO sends request letter to unit Cdr (see sample), Cdr completes Army or
Air PO CDR Checklist, finally, if approved Cdr will send a PO permission letter to new PO.

3. Why can’t statutory volunteers start a PO? It may be a conflict of interest to be in a deci-
sion making position in both the FRG and PO. This might be true for the VFW example as
well. While you could be a member of the local VFW and a statutory volunteer in a unit FRG,
you may not be in a leadership position in the local VFW and a statutory volunteer in a unit
FRG working with the VFW as a PO.

4. Can PO leaders attend FRG functions and training hosted by the State Family Pro-
gram Office? Yes, however, if attending the state annual conference for example, the PO rep-
resentatives will have to pay their own way including lodging, travel, etc. Often they will just
pay for this out of their own privately raised funds. Recall, however, that most events, such as
the state conference or Regional Foundation Course training are for statutory volunteers.

5. Can FRGs receive money from a PO or just stuff (food, phone cards etc.)? As long as
the FRG has not solicited the PO, the PO may donate money, food, phone cards etc. The unit
FRG account still may not exceed the annual limit of $5,000 set by Army regulation and $1,000
monthly limit set by Air Force Instruction. All gift card or phone card type items donated, must
be itemized upon receipt and tracked, i.e. to whom they were given or for what were they used.
Although these items are donated, the FRG has a duty to be able to demonstrate that the do-
nated items were dispensed consistently with the purposes for which they were donated. Other-
wise, donors will lose confidence that donations are properly handled.

6. Can POs donate items to be auctioned off by the FRG at a FRG event? Yes, but raffles
or other games of chance are not allowed to be advertised OR conducted on state property.
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7. Can FRGs host a golf scramble to raise money? No because these take place off National
Guard property. FRGs may, however, collaborate with a PO to sponsor such an event.

8. If a unit hosts an open house at its armory or base, can the FRG sell coffee or other items
to any who attend? If not, can a local PO sell coffee, magnets, etc. at the armory to raise
funds? Even if outsiders attend the open house, fundraising by the FRG at the armory or base, if
approved by the commander, is internal fundraising. The FRG members aren’t required to ask
those purchasing items whether they’re members of the FRG or not. The key question here is who

the intended audience for the event is. If the audience is SM, Families and friends, it is allowable.
If the event intended audience is the general public, FRGs may not fundraise.

9. How many FRG funds can one unit have? One and only one.

10 Can SchoolMessenger (automatic phone tree) be funded by the National Guard? FRGs
are authorized support consistent with any command program. The approximate cost for a unit
with 100 Family members on the FRG phone tree, is $100.00 for 10 calls to all 100 Families in a
one year period. The State Family Readiness Office will secure Army funding and pay for this
service for all Army unit FRGs for FY 2007. Air NG Wing Family Program Coordinators should
work with their WINGs to secure O & M funds if available. Also, FRGs may use government
equipment, statutory volunteers (10 U.S.C. § 1588: AR 608-1), print and mail official newsletters
(AR 25-30), and receive logistical support for FRG meetings, for example. It should be noted
that Army FRGs are a command sponsored organization (AR 600-20, and OTJAG Legal Review
29 AUG 2005).

11. Is all this new information on FRGs, Fundraising and PO in the current AGOR 600-12
(Army) and 211-1 (Air)? NO, but this regulation will be updated in the next few months to re-
flect this new guidance. On the Army side, the new February 2009 QDR has current guidance,
Family Data Sheet Form, Policy Letters and Annual Report. This info is also hanging on the
State FR Website. On the Air side, the PO policy letter, this FAQ serve as the current update to
guidance.
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STATE OF OHIO
ADJUTANT GENERAL'S DEPARTMENT
2825 West Dublin Granville Road
Columbus, Ohio 43235-2789
AGOH-J1-FR

MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: POLICY — Family Readiness Groups (FRGs) and Private Organizations (POs)

1. References. Army Regulation (AR) 210-22, Private Organizations on Department of Army Installations (22
OCT 2001); AFI 34-223, Services - Private Organization Program (11 AUG 2003) and ANG Supplement to AFI
34-223 (28 MAR 2005); NGR 600-12 (4 AUG 2011); AGOR 600-12

2. FRGs associated with the Ohio National Guard (ONG) are not authorized to solicit, use, or maintain funds ex-
cept upon approval of the unit commander who is responsible for the FRG. FRGs may only raise funds inside the
unit, organization, armory, or base with the intended audience consisting of ONG members, Families or friends. A
non-profit, non-interest bearing checking account should be opened and maintained. Any recognized bookkeeping
system may be used. Intended use of funds should be announced before conducting any internal fundraising activ-
ity and must be approved by the commander.

3. FRGs funds are informal funds. The FRG annual income cap is $5,000.00. (Army) and according to Air Force
Instruction (AFI34-223) may not exceed a monthly average of $1,000.00 (Air). FRGs do not exist to collect and
maintain funds, but to provide activities that facilitate the flow of information and create an atmosphere of mutual
support.

4. FRG funds should be utilized to support the entire group rather than specific individuals, and should not dupli-
cate services already available, such as American Red Cross (ARC), governmental and non governmental veteran
service organizations, etc. FRGs may not enter sponsorship agreements with local businesses.

5. Guidelines for Opening and Operating a Non-profit Bank Account.

a. Obtain a Tax Identification Number (TIN) for your organization. (Form SS-4, Application for Tax Identifica-
tion Number, is available on the ONG Family Readiness Website.)

b. Non-profit organization account signature card and declaration of unincorporated business form must be
completed and signed. These forms are obtained at any local bank.

6. Audit of FRG Funds. Major Subordinate Commands (Army) and Wing commanders will ensure that FRG in-
formal funds are audited on an annual basis by the next higher level command associated with the unit FRG. A
change-of-custodian audit must be done whenever the treasurer and or commander relinquish responsibility for the
funds. Annual Audit of FRG funds will be reported on the ONG Family Readiness Annual Report.

7. Fund Raising by POs.

a. Officers of a FRG who have signed a volunteer agreement (statutory volunteers) may not request to establish
a PO. Other members of a FRG who have not signed a volunteer agreement (gratuitous volunteers) may request
that the unit commander establish POs under Chapter 2, AR 210-22 and para 9, AFI 34-223 and its ANG Supple-
ment. Sample request memoranda are at Encl 1 (Army) and Encl 2 (Air). Sample memoranda granting permission
are found at Encl 3 (Army) and Encl 4 (Air). Commander’s checklists to approve a PO are found at Encl 5 (Army)
and in AFI 34-223 supplements] dated 29 MAR 2005.

b. POs may solicit donations. Those donated funds may then support a FRG activity with consent of the unit
commander.

c. All PO fund raising activities operating on ONG property must have the commander's prior approval. Other
organizations not established on ONG property, such as AMVETS, American Legion, VFW etc., may offer sup-
port to unit FRGs as POs. However, ONG units and FRGs may not solicit money or donations.
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SAMPLE ARMY NATIONAL GUARD PO REQUEST (on ONG property)

Mrs. Duncan Smith
353 East Weber Road
Columbus, Ohio 43202
614-268-6743

April 9, 2012

Commander, HHD, Joint Force Headquarters-Ohio
2825 West Dublin Granville Road
Columbus, Ohio 43235-2789

Dear Sir:

I request your permission to establish a private organization under Army Regulation 210-22 to be called
“Friends of Ohio’s Joint Force Headquarters.” I’m enclosing bylaws for this organization conforming to Fig. 2-1
of the regulation. The purposes of the organization will be to enhance the morale of Service Members of JFHQ-
Ohio and members of their Families. All organizational funds will be used for that purpose.

Membership will be limited to Families and friends of members of JFHQ-Ohio. All assets of the organization
will be held in the name of the organization; and all members of the association will be jointly and severally liable
for its debts. Upon dissolution, all assets will be sold and any proceeds of sale beyond payment of the organiza-
tion’s debts will be equally distributed among the membership.

The proposed organization will not propagate extremism, advocate violence against the government or its citi-
zens, or seek to deprive anyone of their civil rights. I look forward to working you in the operation of this private

organization.

Very Sincerely,

Diane Smith
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SAMPLE ARMY NATIONAL GUARD PO PERMISSION (on ONG property)
STATE OF OHIO
HHD, JOINT FORCE HEADQUARTERS-OHIO
2825 W. Dublin Granville Road
Columbus, Ohio 43235-2789

10 April 2012
Subject: Permission to Establish Private Organization

Mrs. Diane Smith
123 E. Weber Road
Columbus, OH 43202

Dear Mrs. Smith:

I’m pleased to grant you permission to establish the Friends of the Joint Force Headquarters. This permis-
sion is for not more than 2 years from this date; and the organization must apply to renew this permission no later
than 90 days before the expiration of this two year period. This permission is revocable by me or my successors at
any time, has been coordinated with my servicing Judge Advocate and is subject to the conditions below. I have
attached PO Cdr checklist for your records. We will need to review this information every other year to ensure
your organizations PO status.

The organization will be annually reviewed to ensure compliance with regulatory guidance utilizing the
Ohio Army National Guard PO Commanders Checklist dated OCT 2006. It is attached for your future reference.

Neither the State nor Federal governments will have any responsibility for the debts or torts of the organi-
zation. No member of the organization may profit from the organization except if employed by the organization,
given an award by the organization; or as a member of an investment club established by the organization.

All activities of the organization must conform to Federal, State and local laws, including tax and sanita-
tion/food service laws. Not less than annually and more often if I direct, the organization must provide me with a
report including minutes of its meetings; a financial statement, audited as required under Para 3-3 of the regulation;
any changes in the purpose, activities, membership requirements, officers, bylaws or use of funds; and finally, a list
of the officers including their names, addresses and telephone numbers.

I look forward to working with the Friends of the Joint Force Headquarters. You may contact me at (614)
123-4567 if you have any questions.

Yours Very Sincerely and Respectfully,
George C. Marshall,
COMMANDING
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OHARNG COMMANDERS CHECKLIST
Private Organizations (PO) on ONG property

Date

Commander Checklist. This checklist is used annually to ensure compliance with regulatory guidance according
to AR 210-22. Commanders will maintain a current file for the PO containing documents referred to in this check-

list. This checklist will be reviewed and signed by the commander and PO designee every two years.

ACTION

1. Is there a written request to the commander to establish a PO? If no, one must be
completed.

2. Has the PO provided proof of adequate insurance in accordance to AR 210-10,
chapter 3-2 to the commander?

3. Does the PO have a written charter, articles of agreement, constitution, bylaws or
other authorization documents acceptable to the unit commander? If no, the PO must
producethe mentioned documentation and submit them to the commander.

4. Does the PO have any other documentation that state the PO’s nature, functions,
objectives (including planned use of funds), and activities? If no, they must produce
this documentation.

5. Does the PO have an explanation of membership eligibility and responsibilities for
all management functions? If no, they must provide this documentation.

6. Are any officers of the PO a statutory volunteer within the unit FRG? If yes, either
must deny their request or the statutory volunteer must resign from a position.

7. Is the commander confident that the organization requesting PO status will utilize
their funds for the designated purpose? If no, they must do so.

8. Did the PO get approval from the commander before any fundraising activities on
ONG property? If no, they must get prior approval.

9. Does the PO conduct games of chance, lotteries, raftles, or other gambling type
activities? If yes, they must be discontinued.

10. Does the PO sell alcoholic beverages? If yes, it must be discontinued.

11. Are members of the PO complyingwith applicable federal and state regulations, and

federal, state and local laws and tax laws? If not., they must comply.

12. Are duties associated with PO assigned/detailed to military or civilian employees? If

yes, they must be discontinued and the duties/schedules conducted by volunteers.

(Paragraph 1 and 5, CFR 2635.702, and 5 CFR 2635.705 in the Joint Ethics Regulation)

YES

NO



ACTION YES | NO

13. Does unit co-sponsor events with PO for the purpose of obtaining commercial
gponsorship, contributions, donations, gifts, advertising or generating revenue for them? If
yes, this must be discontinued.

14. Does the PO furnish administrative support, equipment, supplies, and other materials at
their own expense? If no, they must do so.

15. Reportrequirements to the commander:
a. Minutes or summaries of PO meetings.
b. Annual Report and financial statements, at least annually and more often if asked
by the commander.
¢. Any major changes in PO activities, membership requirements, officers,
objectives, organization, constitution, by laws, use of funds and management functions.

16. Has the annual review/audit of PO been conducted and documented? (Annual
review/audit due by end of fiscal year) If no, this must be done.

17. When the PO disbands is there a written plan in place on file with the unit commander
on how the residual monies will be dispersed? If no, PO must write a plan for this.

Signature of PO Leader Signature of Commander

Phone Number Phone Number
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11.0 FRG Tools and Documents

Unit FRG Binder (FOUQO)-This binder is the FRGL & ML battle book. Spend the time up
front organizing, completing, and updating your binder and each will have an identical copy.
Items to include are listed on page 84.

Family Data Sheet (FDS) (FOUO) AGOH form 600-12-1-R)-The Family Data Sheet is a
legal and binding document that allows the FRG and RDO to have communication with Ser-
vice Members’ Families or key adults. It does not allow those named on the FDS to change
Service Member legal documents. It is the responsibility of the Commander to make sure that
every Service Member in the unit has an updated and signed privacy act statement. By signing
the FDS the named key adults have membership into the FRG. It is mandatory that the Ser-
vice Member either accept or decline the FDS. Only the first key adult on the FDS will be
added to the FRG phone tree. It is recommended that these are updated annually at the unit
Family day event. A copy of the FDS will be maintained with the FRGL and the unit during a
steady state. In times of deployment a copy will also be forwarded to TFAC and a copy taken
with the unit. (Sample FDS on page 54)

Phone Tree and email distribution- The phone tree and email information is pulled from the
updated Family Data Sheet. A hard copy of the unit phone tree is to be included with the an-
nual report that is submitted to the Brigade Family Readiness Support Assistant NLT 31

OCT. Phone trees are also part of the FRG Measures of Effectiveness (MOE). The FRG
Leader calls the phone tree key caller to relay FRG information. The phone tree key caller, in
turn, calls each Family member on the list and passes on the message. If the phone tree chair-
person is unable to reach any Family member, he or she calls the next person on the branch
and will try later to reach that Family member. When all calls are completed, each key caller
will report back to the FRG leader and reports the outcomes of the calls. When Family mem-
bers call their key caller /POC, the process is reversed. If the key caller can’t answer a ques-
tion or concern, they will call the FRG Leader. The key caller logs and reports any significant
event or information up the chain of concern. Phone trees can be built according to platoons,
arranged geographically by the location of the Families, or divided up alphabetically. Each
key caller should be responsible for contacting between 5 and 10 Families. POC’s need to be
reliable and must understand how to maintain confidentiality. FRG funds may be used to pur-
chase phone cards for key callers or you can contact your regional TFAC for assistance.
Again, phone trees are built from FDS, not unit Service Member rosters.
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Ohio National Guard
Information Release/Family Readiness Preference

FRIVACY ACT STATEMEXNT / INFORMATION RELEASE
ALUTHORITY: 2 U351

PREINCIPAL PURPORE: To ideniif and nedify Farmby Feadines Groop (FRG) Commines kizmber:s, Fegiona] Coordinator:, and Frecninee
Commintes Members of amy Privacy Act- cted materiak sz peeded

ROUTINE USE: Te fdlitate contimmry of chain of command reporing doring abeence of 2 designated member and extablch FRE member
ToTter.

DISEINL'EE:E}':i:ﬂﬂ'&: inte line, vom give the Olie National Goard fvien fo releae infermation o, and werk with, other
Goard dependenre. rhe Famih: wx Groop (FREL and to crzamiration moh 23 the American Fed Cras, who offer senvices to dependeniz
of military memhberz. Avnihorirng divclezore & volmiary; bowever, if von dom’t anthorize divcleanre thiz may delay paoving impertant
infermatizn tovour Joved oo, You may snby mnrhorirs releaze of infarmatom voa hmdred sumber of people. Orbears will Bate = rely oo thee
wom specify.

HMirgwr padcacr T darnoen By oo fosr O Snngorioc fonr gad oMy Sadow Domplnngy o Moy by e senanod o aw VAR D DK,

Service hMzmber's Siznamre Diare

Frimred Service Xizmber's Name

Addres Fhons= Fruail

SECTIONI-TUNIT INFORMATION BRECERETIFICATION

Ala mindrem form & neguired fo be seviewed and svisaled anrmihy

Orzamc UNIT: DATE (Feitia] fioem cosrepdstica
Crea Leve] Uimt: DATE Creax Leeveled:
EECERTIFICATION (Ioformuion aoxt be re-canifed wih itk acmally aod doe oo deplomend)

L z : 4

SECTIONII -FAMILY/'OTHER INFOFRMATION
Tdeayify dhe following individeal as WF ALY ADIT T OOANTACT. Firm ey chomld be vomr PRIMARY comct and wif] be smened oo
ihe it family seadiness phone e, Al Boed bedow will necedve FRG commespondence (Uoil FRG Newslsger, sic)c

Laxi Name Firmi Name AG5dde Foame Rebaicershvin (Tafher, modher, snomee, orfher)
Addreps (Stree, Ty, S, ZI IF10 Bar, be w10 lis Stneet Addness aloo Heene Phione
Eermp i addnecy { }
B Laxi Nams Forsi Famme AEdds hoams Rustaicercvin (Tafhvar, mmorfter, onoms, orfer )
Addnews (Girmet, City, Sate T PO Bor, e woee o B S A ddrecs 2l Hiemes Piyons
Eum il acidnecy { )
Secondhay Pioaoe

SECTIONIII - 5AFE HAVEN ADDEESS
In dhe aven of 2 sime s pency e foroe s yoor family to rdocite (2.g. flood), bt ceme (fagplicabls) and address of Tikedy site yoar Bemity =il
redocate i

Hemeowroes Last Kaae Fars Name Mliddie Mame Peda sy (Tather, mothes, soomse, o)

Fl "
[}

Addrews (Sineem, City, Stie, AP *H PO Bon, e sere o 3 Sieeet Addenos aleo Heeme Phone

* Adkiztana ] Koy adulin sy be addiod| o e back of e form
AOH Forey, S00-12-1-R 11 Xbo T2 frageorasdics 2l prorsses vorasama)
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Automated Phone System - This system will be used by the unit FRG to pass along important
and time sensitive information to the Families. This service will also be used to deliver holiday
greetings by the senior leadership in the state and in times of No Notice Missions. Automated
phone trees are_never used to pass along personal and sensitive news such as extensions of unit
in theatre or a wounded or injured Service Member. The BDE FRSA will load and make
changes to the Auto Call system for the FRG Leader and/or Family Readiness Military Liaison.

Joint Services Support Website-

This system is used by not only our FRG’s and their Command Teams but it is also a good way
to get families involved with events and meetings. Any and all families can register in JSS to
utilize it’s many functions. On JSS you can find resources, create events, create training, log
volunteer hours, have questions answered in forums, share best practices, register for Family
Readiness and Warrior Support training, register for Yellow Ribbon Reintegration Program
Events for your unit, and much more.

It is imperative that at a minimum, each Statutory Volunteer registers for the website and that
you have a log in and password created to log your volunteer hours— this is how National Guard
Bureau determines how much money all States can get at the beginning of the fiscal year for
that entire training year. For assistance contact your BDE FRSA.

To Register for Joint Services Support Website: Go to the home screen: www.jointservicessupport.org

Make sure you first select
what State you are in and
what role you serve in, to
make this process easier.

Espafiol | |amaStafMemberinOH | Change v NEEEIGEIRE Password

National Guard Buresy

Joint Services Support

Welcome to JSS! We understand you're in Identify your role to reveal benefits
Ohio and topics specific to your interests:

[Fthis is incorrect, please select your correct location, to L service Member ) Family Member © _ wolunteer |
recieve relevant, state-specificinformation of interest to you. @  Staff Member ' community Member

Ohio -

L naronaLth pr——y— ) %«
freo%, | == C T FMAP e “ gf__:».{\l’R i
N e nocmi e R FANILY PRAGRAN e e == E%ﬁ
Reintegration Career Family Finances Behavioral Health Sexual Assault Transition Support

Prevention

ResourceFinder [EIEET TSRS T e—T - PP O - v o

Privacy Preferences | Show Advanced Search ¥
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Unclassified | JS5 Help Center | Forgot Username/Password? | Join JS5 | Follow us on gl

4 )Ss

Joint Services Support The Gateway for Service members and their Families in Ohio
JSE ™  Our Programs | Announ = vents ity ! 2 Js mmunity Fe

Al About Staff Members About

Help support our nation
at a time.

e [E=eTd 4 e
° GUARD R
A== BT (SFRAP
Carnssr Family Finances Bahawioral Heatth Samual it Transition Support
Pravantion

ResourceFil'ldel' Search for local resources that matter to Lou Ohio

~ m - i m s L

Privacy Preferences | Show Advanced Search ¥

Your benefits. Your community. Your safety net. H e

Welcome to the NEW Joint Services Support home page! Our new lock makes it easier for you to get arocund ocur
site — but we've had much more tl

go=lift! Within the new JS5, you'll find more information for your daily

Select: JOIN JSS TO GET STARTED

Upcoming Events

Find the events most pertinent to you.

Yellow Ribbon Events

Post-Deployment 30 :285 EN 20- T Hiring Our Heroes Caregivers
Sat June Z - Sun June 3 | COLUMBUS Ohio Jss Ewent - Silwer Spring, MD,
T May 18
This is a 30-Day Reintegration et | oOn !I‘.iay 18, Hiring Our Heross will
Retreat that will provide Service be hosting a Woundsd Warriors
Members & Families with Caregivers Hiring Fair and Caresr Watch Mow ¥
rescurces and i... Forum from 10am-3pm.

Our Programs nouncements 1 Community Co

. Like
Join JSS! e
FR——

Instructions: Beco a.JSS member is easy. Start by filling out the information below.

teio @ Instructions:
You may need to collect this Access your personal MyJSS home page by logging
information before you get started. n.

J55 is your all-inclu ?E.anff ~ Select - M
access to a world of Guard-  Select— - Usemname
specific services and

P Password
resources. —Select—- -

Forgot Username or Password?

v Constant 2-way connection to the 1

Mational Guard First Name Mot a member? Join JS§ »
v Useful tools and contacts Last Name

Advice and Counsel Login JSS P

Username

Benefits and coverage
Round-the-clock assistance Email

Senvice member and family support
Confirm Email

Join JSS »
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R el (2 Contact Information (3 Login Information

Help us get to know you.
ldentifying yourself a5 one or maore of the roles below helps the J55 system serve you the information you care shout

maost.
Expand the categories to select your role. Choose a5 many roles a5 may apphy to you.

“State Affiliation — Select — -

Uit Affiliation {Optiona —Mone— -

Dridn’t find your wnit?

Family Member | View Roles -4

Service member | View Raoles 3

Volunteer Corps | View Roles =

School Educators & Administrators | View Foles £
State Paid 5taff | ‘View Roles =

Maticnal Paid 5taff | View Roles =

Others | View Roles =

Mext
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Go to Joint Services Support Website: www.jointservicessupport.com

T o i P b P o £ et S e i Pt L R
3'—..;"' | e ——— = [or] | e e

tiy A W Feoum ke Fap

MO Pl o B Hal il B sl i s

B JSS security just got stronger.

Aflar Ssplember 1T whae pow Iog i
tam 55 wll mk you bo prTasds B mese poaRATIT

o1

Log in with your user name and password

*Be prepared: when registering for 155, please note you will need to create a user name as well as a 15 character
password*®

Once into IS5, high light tools or select the Tools icon in your management tool bar, looking for Volunteer Activity

Tracker selection:

;L;r @ | htbe/Foweejointsenacessupport. org/ Detault. 2spe ™ |4 | | e Sk

e Bdit View Faworkes Tods  Help Lir

:,|' {;J' £ 'Welcome to the Netional Guerd koinl Services Su.

RS

(H‘ WSS Anouncemenls | Ewnls | Chmmunily esicErinder | MyTraking  Tookds S TG0NE Admin ~ Rep

Edit Prafile Lyt

Unckassiied | J55Halp Canler | Follow ugs on gl

olunieer Adiviy Tracker  Email Campaigns FleLisrary  Sureeys Azsessments  UniFRGStsus Trecker  Siale Wabsibs Gresing

Psychological Health Program
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To start entering hours, select the Add New Button:

‘Wolunbaar Activity Tracker

AT Truch

ity wyirm e ek el b

e 754
L L -
s REER F i
Once you select Add New, it will take you to this platform:
e Activity
[T
E =t calprn of p spaur b wobdy by poeedeg ooles s s ¥ (BT
spporiy ik pac poiayitgg ey o pl Shme fepbgd clok Bobrred!
Sl up
il TN Lils i ! B Bl
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Secaid Ty il ok are
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blgrerrayr charpotr: W0
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Options for Category:

activity includes all Holiday Parties, Family Day Picnics, etc.
Administration would include meetings with your FRS4, your COR, your ML, or just the FRG Statutory volunteer Team
mMeeting would include all mestings for the entire FRG for the entire Unit
Training would include things like RFC, ARFC, 5tate Conference, RTA, ASIST, etc.

Treasurer would include all things that you complete as a Treasurer, such as balancing books, accepting checks/making
depasits, and running reports

Mew Activity

B e e 3
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Onice you have your selected, select Lewel of Activity:

state Lewvel is everything you will typically host/ attend, Mational Level is if you attend a National Workshop, Event,

Camp, etc.
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once you have selected your Level

of Activity, vou can then choose
your Activity:

Under Activities:

~Select-

Fvards and Flecogniion
Ceramary
Change of Command

Counci

Degloymeni Evenl

Falen Saldier beteaicing
Famiby Assietance Cenbar [FAC) Support
Famiby Clay Aciratiss

Famity Readmess

FRG Leadership

FRG Kaetings

Furdramar

Guard Youth Team Buldng
Huoliday Evenis

Mamage Ennchmeant Support
T ee] ey

Ciperation Mikary Kid

(th

o
Phana Trae Calls

Prosgram karksing

Retiremeni Actwties

Reunion

Separalion

Solidiar Rapdnese Procass ng (5RP)
Wpluniesar Saraca Paticipation
Wnluniesr S pport

‘Wekeis Developmant Wanienancs
‘Welcama Homa Acimiiae

Vauth Camg
Yaiuth Eardca Laaming =

Under Administration:

Czatagory
Administration

Acivity
—Selact--

Administration

Under Meeting:
ARy Lewdl iof
Heetng - Sale
L] Skl
~Sakl- ho
Comrramty Bazed
Confererc: Caliden Tedacorfennes (4TC)
Coumezi
FRE Board Meating
FAL Wisding
AP
Fterenice Fandy Sssstance Comtes
[Othex
Wtesila DvelsprventiMearhananca
Werkgroe
Under Training:
L=
Trainirsg -
~Salac.-
ETd 4N gt
Adminiziration
T pdin
\nba
[Treasuns ) )
'-':-. - | oh o
T iih fim
T uaral bh om
L H
A ard 2Rz pgnC N
Degletymiant Bricing:
Depalagang b Reintagraton Fan
FAL Support

Family Aszintanca Cenbar
Famiy Program Marketing
Famiy Reatiness

Family Readiness oup

FRIG Landarship

FRG Mawings

Fundraising-FRGE Woney Matiars

GFAP

GFAP: \What on Earth Iz &7

GFTE AT

ZFTE Adiiuda VWhat &1t uda

GFTE Chairpersons Birder

&0 Chalkenges of Reniegration

ZFTE Corfict Managamert & Remghution

GFTH Oesling with Oeployment 2nd Time Sraund
ZFTB Decipier The

ZFTB Degloymant & Rsunion

iZFTH Efectve Laademship

iZF T8 Famdy Franca

GFTE FRG Mksting Taam LP

GFTE FRG MKkiitings Biaak thw kg PTZ2

SFTE FROG: Wihede ars we gaing

iZFTE Having a Yolunbeer Recruing Flan

TR Higtory of N3

SFTE How to Handks tha Tough Ores
GFTE W1 talk Wil Yo haar e

GFTE Inmim NG

GFTH TG

iGFTH Kespng H Postee

3FTH Lia Aflar FRG

3FTH Madia & Vol

GFTE Prafessionaism Far Wiolumaerns
(FTH Pragram Marksting

(FTH Recrutng a Chamond in the Rough
(3FTH Replnizh Rewtalize Your Volurbesr Treasure
GFTE Rasouroes Mround You

GFTE Staying Connaciad

GFTE Sireas Management

(GFTH Wolnbsar 3 R

(GFTH Yhat an Sdventors

GFTE Yho Maved My Tragsins Chas
Cuard Family Management Syatem
Guard ¥ outh Team Buiking

GYTE Adapting to change

GYTE: Teen Fronces

GYTE routh Lesdership Lesson Plan
Irksrrmation & Rasoirtes

Imar-Sanacs Family Asskianca Commitiaa
Mamage Ennchmani (Stiong Bords)
ity Leademship

MYID Fon=es & referal

MOD B-Camminty |AR

MOD IFinancas

MOD V. Tncaa

(MOD V-DEERS & D

(MOD W-Lagad

INHHEHH

MGE Mational Yol ear Workshon
MGE Matioral Youth Symposum
MGE FProlazsiona Develogment S=mnars
Ogerabion Wilary Kid

Diperation Raaty

Othied

Phana Trea

Poost Traumabic Stress Dizorder (PTS0)

Prrofess:3iarel Densikyprnant Walirar

Rear Detach mirl

Rigranal Vobun sar Team

ERhgun: Warkshog

Reunian

Separalion

Slata Wokishap

Uril FRG Chaigéraon Apgainlmanl Later

Unit FRI5 Laadars Handbaok

\Unit FRG WiliHary Point of Contact Agpaintmeni Letbar

Unil FRG Mawelettar

Wit FRG Phara Trag

Urit FRG Pradeglayrant & On gaing Raadirass

Unit FRIG Raar Datachmant Cammander Handbook
iL FFIG 1 RiGis-mailwrbakaA0

FRGEmalebsiba/tkD
Walimlear
Hvalumesr Crigmtatian
Wakinlesr Senvca Participation
Wakimesar Youth Coordnaior
Wabsite Db priamWanienanc:
‘Fauch
Yauth Camg

[Youth Council
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After Selection of Activity, confirm your state of Ohio, in the State of Activity fisld:

MNew Activity

Instruotsons:
Embar detaita of @t kinksar aciiy 2y providing deiails babow, You may rcond ectiviies metroa oy il pou hawan' had s
apEoiun iy B a0k Pec ectiviti s e of vl When fnkned, il Suamil

Setup
Caleary Ll 1l ety
Traming - Shatw -
Akl St rf Arkiiy
- . * rihin -
e | I2E011 ¥
nh om
£ nh nm
liar nh nm

After selection of State of Activity, then select the Date:
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After selection of the Date, then start in putting vour howrs. ¥our &ctivity Hours is the official time the activity takes
place, your Travel hours are to and from your activity, your Preparation Hours are everything you did for the Activity to
include but not limited to, setup, tear down, etc.  For the Comments section, please feel free to put in there anything
you want to cormment on about the event.
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Key Caller- The key caller is a very important role within the FRG. These individuals will
assist the FRGL with making personal phone calls when using the manual phone tree is more
appropriate than using the automated phone system. The information that will be passed
along in these calls could be personal and sensitive and also include bad news such as casual-
ties, extensions/delays. The Key Caller will need to be sensitive in nature and understand the
confidentiality of these calls. The manual phone tree is also appropriate when trying to mar-
ket or explain an upcoming event. The point is, use the manual phone tree to your advantage
— it is not just for passing of sensitive or bad news. The FRGL or FRML will provide the Key
Callers with a scripted message to read verbatim. The key caller logs every call on a phone
tree log form, for record keeping purposes. The key caller is to report any significant event or
information to the FRG leader. Additional training should be arranged and offered to these
volunteers as necessary. Contact your BDE FRSA for training.

Sample Flow of Information for Manual Phone Tree

Commander/
Unit POC

FRGL/AFRGL [

1
Key Caller il Key Caller Key Caller
#1 #2 #3
. Mrs.
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12.0 Key Caller Notebook

Key Caller Welcome Letter

Thank you for volunteering to serve as a key caller. You are accepting a leadership role in the
Family Readiness Group (FRG) and demonstrating your commitment to improving the qual-
ity of life for Families in your unit.

The primary purpose is to provide timely and accurate information from Command to Fami-
lies. The phone tree provides the FRG an opportunity to introduce and welcome Families, no-
tify and encourage Families to attend unit-FRG sponsored activities and maintain communica-
tion to keep Families connected to the FRG.

When Families need help, you may be the first person to whom they will turn. Your job is not
to solve all the problems you encounter. You must set boundaries for yourself and your Fam-
ily in providing assistance to members of your contact group. Your responsibility is to refer
people to the TFAC in your region, when help is needed.

We hope this information provides you with the resources you need to function effectively.
Many times, just hearing your familiar voice on the other end of the phone and knowing you
understand and are willing to listen is enough to help someone who is in crisis feel better.

Thanks again!

12.1 Key Caller Responsibilities

e Be pleasant and smile when calling.

o Be sure to introduce yourself.

e Keep your communication log nearby when you call.

o Make sure you have the message written down or the email from the FRGL or Com-

mander on the information to be given out to ensure accuracy.

o Verify phone numbers and address occasionally to ensure the FRG roster is correct.
(Phone roster generated from the Family Data Sheet [FDS]).

e Make information calls in a TIMELY manner.

e Maintain Family privacy and confidentiality.

e Address Families questions, referring to others when appropriate.

o Some messages that you will be asked to deliver may not allow for questions—you need
to politely explain that you have no additional information and any questions must go to
the Family Readiness Military Liaison (FRML).

e Keep trying to call if unsuccessful on the first attempt.

e Specify what hours are reasonable and acceptable for making phone calls.

o Keep your FRGL informed of any disconnected or unanswered calls.

e Inform your FRGL when all calls are completed.

o Notify your FRGL of any concerns experienced in your calls.

DON’T
o Take it personally if a caller is rude, impatient, or otherwise uncooperative—you never
know what might be going on at that time.
e Feel guilty if you cannot help the caller or go beyond your own limitations in providing
assistance.
e Indulge in gossip or ANY type of information that is not valid and reliable.
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12.2 Confidentiality

Confidentiality plays an important part in your position as a Key Caller. You must be able
to guarantee any person who contacts you, the freedom to discuss matters in a private and
safe environment. It is your duty and obligation to keep each conversation and the per-
sonal matters discussed during such interactions in strictest confidence, with the exception
of dangerous or life-threatening situations.

In practice this means:

Do not disclose the names or details of any contact or call in any way that may identify
them to others.

Obtain the permission of the person involved before sharing information about them or
their situation when contacting a resource or making a referral.

Protect contact information sheets, and destroy them when they are no longer needed.
Keep this information in a safe location. Safe guard the personal identification information
(PII): for example, do not keep this in your car, or an unsecured location.

If a point of contact begins to discuss something with you that lies outside the area of con-
fidentiality (e.g., suicide, child abuse, neglect, sexual abuse, assault, any other criminal
activity), inform them that you will be obligated to report the call and its nature to the ap-
propriate authorities.

Remember, you are not responsible for finding a solution to people’s problems—it is your
job to know which military or community agency to refer them to for the assistance they
need.

Have a clear understanding of what situations the command expects to be reported .

12.3 Sensitive or Difficult Calls and How to Respond

SOCIAL CALLS: “I appreciate your call and it’s great chatting with you. Since I need
to [prepare dinner, put the kids to bed, etc.], I’ll let you go. Please feel free to call me
later!”

PROBLEM CALLS: “I’'m glad you called me about [problem]. Let me make some
phone calls to see what I can find out. I’ll get back with you [specific time and date].”
OR “Feel free to contact any of the referral numbers you received. I’'m confident
you’ll be able to work this out.” REMEMBER our TFAC staff is one of your top re-
ferral resources.

CRISIS CALLS: “It sounds like this is a really stressful situation for you. How have
you handled this before? Have you contacted [relevant agency]? What is your imme-
diate concern? What kind of help do you need? Let me find out the best resource for
you and [ will call youbackin  minutes.”

UNNECESSARY (GOSSIP) CALLS: “During stressful situations, I find that a lot of
rumors begin and can quickly get out of control. If there were a significant problem,
I’m sure I would be notified. Let me make a few phone calls to verify the situation
and I will call you back in minutes.”

CHRONIC CALLS: “I find I’ve been spending more and more time on the phone work-
ing with FRG issues. As a result, [ haven’t spent much quality time with my children.
[ appreciate your call; however, I need to limit my calls to 10 minutes each.”
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12.4 Follow up after Sensitive/Difficult Calls

Unit RDO/BN AO sets up an AAR (After Action Review) conference call the FRGL and Key
Caller, so they can discuss any issues/concerns that need to be addressed and how to resolve
them. Discuss what worked and what did not to establish “lessons learned”.

Top Ten Phone Reminders

LOG YOUR CALLS. (See page 70/71 for example)
Name, date, time, reason for call.

INTRODUCTION
Prepare yourself before the call with message, paper, etc.

Be cheerful and enthusiastic.
Ask, “Is this a good time to call?”

WELCOME
Set the “atmosphere” for the call with a positive and helpful tone of voice.

Make the family member feel like a part of the FRG.

MESSAGE
Ask if they have a pen and paper ready.

Give only the FACTS — who, what, when, where, why, etc.

LISTEN
Really listen to concerns and questions.

Be sensitive to background noises.
Be sensitive to tone of voice — panic, distress, sleepiness, etc.

QUESTIONS
If you don’t know the answer, find out and call back.

COMMITMENT/CONSISTENCY
Return your calls.

When you say you’ll call back, do it.
Contact your FRG leader after every phone tree message.

OBJECTIVITY
Stick to the FACTS.

You are helping the family member; focus on that.
STOP RUMORS IMMEDIATELY. NO GOSSIPING ALLOWED!

REFERRALS
Remember, you do not “know it all” and that’s okay!

Let the available agencies do their job.

SAYING GOODBYE
Be polite, tactful, and diplomatic. Summarize any decisions made or commitments to
call back. Write them down.



Sample Phone Calls and What to Say

Example of a POC’s First Call (deployment):

“Hello, , this is . Ijust wanted to call and say ‘hello’ and to
let you know that I am your contact person for the [unit name] Family Phone Tree. Your spouse, son/
daughter, is in the unit with my spouse, son/daughter and I’m the person you can call if you have any con-
cerns or questions while they are deployed. I’ll contact you from time to time when any information needs
to be passed on that would be of interest to you. If you need anything, have any questions, or want to be-
come involved in our unit’s Family Readiness Group, my phone number is . Please feel free
to call or email me at if that is easier for you.”

Example of an Information Call:

“Hi! This is from [unit name] Family Readiness Group. Is this ?
(Name on FDS). Is this a good time to pass on some information? (Yes? Continue. No? “When would be a
better time for me to call?”’) Do you have a paper and pen handy? If not, I can wait until you find one.”

“The FRG is having a bake sale [fundraiser, meeting, etc.] to raise money for on [day, date]
from [start time to end time] at [location]. Could you bake something to bring? Would you have time to
work at the bake sale from to ? Do you know where [location] is? I’ll be happy to give you
directions. I’'m really glad we can count on you to help out by [bake, work, etc.]. Your

'9,

help is really appreciated. Thanks. See you at the Bake Sale!

.
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Name:

CONTACT FORMS
Information and Call Log Sheet

Sponsor’s Name/Rank:

Address:

Phone Home:

Work:

E-Mail Home:

Work:

Place of Employment:

Usual work hours/days:

Call at Work:  Anytime

Family in the area?

Cell:

Critical information only

No

Best time and form of communication:

Who would most likely know your whereabouts if you go out of town?

Name: Relationship:
Phone Number(s):
Birthday: Anniversary:
Children:
Name Age Birthday Comments
Pets:
Contact Name: Home Phone #:
Work Phone #:
Cell Phone #:
OTHER:
Email:
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Day: Date:

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Day: Date:

Fundraiser/event reminder

Other

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Day: Date:

Fundraiser/event reminder

______ Other

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Day: Date:

Fundraiser/event reminder

_____ Other

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Day: Date:

Fundraiser/event reminder

______ Other

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Day: Date:

Fundraiser/event reminder

______ Other

Time:

FRG meeting reminder
Greeting/introduction
NOTES:

Fundraiser/event reminder

_____ Other
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Emergency Question Checklist

BIRTH
Condition of Mother:

Condition of Baby:

Location of Birth:

Date of Birth: Time of Birth:

Red Cross Notified? YES NO Sex:

Name:

GIRL

Weight:

BOY
Length:

CAR ACCIDENT

Location of accident:

Medical assistance needed? YES NO
Medical assistance obtained? YES NO
MPs notified? YES NO

Immediate needs:

FINANCIAL EMERGENCY
Nature of problem:

Do you have enough food? YES NO
Have you contacted AER? YES NO

Immediate needs:

SERIOUS ILLNESS OR INJURY
Who is ill or hurt (relationship)?

Where are they?

Nature of Illness:

Prognosis:

Immediate needs:

Red Cross notified? YES NO

DEATH
Who died (relationship?)

Where did death occur?

Cause of death:

Date of death:

Funeral arrangements (date, time, location):

Red Cross notified? YES NO

Immediate needs:
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13.0 Auto Call/ School Messenger

Primary purpose is to provide timely and accurate information to Families. The Family Readi-
ness Group member roster is compiled from completed Family Data Sheets (FDS). Please con-
tact your BDE FRSA for guidance on how to complete your phone tree as this process varies
slightly within each Brigade. The Auto Call system uses pre-loaded phone numbers. You are
able to deliver a pre-recorded message to families and track who receives the call. The State
Family Readiness and Warrior Support office covers the cost for up to 10 calls per year per
Army Guard Unit and is unlimited for deployed units. (Sample Phone tree below)

KEY CALLER |BDE BH wnat Family First Mams Family Last Nams
Ry Caler 1
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SUBJECT: FRG Automatic Phone Tree Ohio National Guard

1. Purpose. To explain general purposes of automatic phone trees and rules of use.

2. Facts. All unit Family Readiness groups (FRGs) are required to have a manual phone tree with par-
ticipants derived from Service Member Family Data Sheet (FDS). The FR office is additionally funding
automated phone trees. Currently this service is provided by the vendor SchoolMessenger. Phone trees
are a mechanism to disseminate information to Service Member families as part of the Family Readiness
Program (Air National Guard units may also be using this service). Examples include unit safe arrival at
annual training site, unit departure from out of state annual training site, 30 day reminder of upcoming
unit picnic, wishing families a safe and happy holiday, and passing information to families in case of
State Active Duty mobilization — especially a no notice mission such as our experience during Hurricane
Katrina recovery (see diagram at back of Information Paper). If a unit is currently deployed, the FRG
Automatic Phone Tree is expected to be used monthly to maintain communication and provide updates
from the Commander. Automated phone trees are never used to pass bad news such as a wounded or in-
jured Service Member.

3. Maximum number of Key Adults on unit FRG phone tree will be based on unit strength. Units are
limited to 10 calls per fiscal year. Deployed units have unlimited use of the system.

Step One: All Army National Guard units will submit an updated phone tree to their brigade FRSA
annually with their FRG Annual Report. Phone tree contacts and information will be based on FDS’s
which are to be updated annually. No contact may be listed on the phone tree if the information for
that contact is derived from an FDS that is over a year old. The brigade FRSA will load the phone
tree into the SchoolMessenger system. Updates or changes to phone tree will be done by sending
changes to the brigade FRSA. No one will be able to add or delete from these automated phone trees
with the exception of the brigade FRSA.

Step Two: How to begin use. FRGLs, MLs and Commanders should contact their brigade FRSA to
obtain the web username and password, telephone User ID and telephone PIN to access the
SchoolMessenger system.

Step Three: Sending a Message. Users can utilize SchoolMessenger by sending telephone messages
remotely (i.e. without logging online), or by logging in online. Please follow these steps to success-
fully complete a message over the phone:

1. Dial: 1-866-816-2036 from a touchtone phone

2. Enter your Telephone USER ID at the prompt and press pound (#). Your Telephone USER ID
will be assigned to you at the same time as your website login information. If you do not have a
Telephone USER ID or have lost yours contact your brigade FRSA.

3. Enter your PIN code and press pound (#). Your PIN code will be assigned to you at the same
time as your website login information. If you do not have a PIN code or have lost yours contact
your brigade FRSA.

4. Press 1 to begin recording your default message.

5. Press any button to stop recording.

6. After you listen to your recording press 1 to save it in the system, press 2 to replay the message or
press 3 if you need to re-record your message.

7. Press 2 to record your message in alternate languages.

8. Press 1 to begin selecting options to create a job for your message. IF YOU DO NOT follow this
step your message will not be delivered.
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9. You will be given an option for each contact list currently saved on your account. Press
the number of the list you want to use. If you are not given any options for contact lists
contact your brigade FRSA to load your contact list(s) for you.

10. Select the number that corresponds with the type of job you are sending. You will
likely be sending a General message.

11. Select the number of days that you allow for your message. You will likely choose 1
day. This tells the system how many days to continue to attempt to contact numbers on
your contact list it was unable to reach initially.

12. To send your message immediately, press 1. To select a new call time, press 2 and fol-
low the prompts.

13. Confirm that your job is correct and press 1 to submit your job or follow the prompts to
make any corrections.

14. You should receive an email with a report showing the details of the call. If you do not
receive a report contact your brigade FRSA.

Users may also utilize SchoolMessenger through the Website located at:

https://asp.schoolmessenger.com/ohioarmynatguard/start.php
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15.0 References

A e

NGR 600-12 Family Readiness Regulation

AGOR 600-8-22 Covers FRG Awards and Submissions

AR 600-20, Army Command Policy, Management of Family Readiness Groups, 2002
AR 608-1, Army Community Service Center, RAR Issue Date: 21 December 2010

Operation READY, curriculum of Family readiness training materials developed by Texas
Cooperative Extension, The Texas A&M University System, under contract to U.S. Army
Community and Family Service Center, Washington, D.C., 1994, 2002. This curriculum
includes the following training modules and reference materials:

Army FRG Leaders’ Handbook

The New Army Family Readiness Handbook

The Army Leaders’ Desk Reference for Service Member/Family Readiness
The Service Member/Family Deployment Survival Handbook
Memorandum: Official Communications in Support of Family Readiness

Memorandum: Army Directive 2008-01, Increase In Family Readiness Group Informal
Fund Cap
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STATE OF OHIO
ADJUTANT GENERAL’S DEPARTMENT
2825 West Dublin Granville Road
Columbus, Ohio 43235-2789

NGOH-PEW-FR 1 June 2012
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: TY13 Family Readiness Group Annual Reports and Awards

1. The Family Readiness Group (FRG) Annual Report and Awards submittal has suspense of 31 Oct
2012 for Training Year 2012. The report will cover from 1 October 2011 through 30 September 2012.
The Annual Report and Awards will be turned into each Brigade Family Readiness Support Assistant
(BDE FRSA), who will then forward it to the State Family Readiness and Warrior Support Office.
The Annual Report will be completed by the FRG Leader and the Unit Commander, with the
assistance of the Family Readiness Military Liaison or the FRSA. It is required that the Unit Com-
mander and Higher Headquarters sign the Annual Report prior to sending it to the BDE FRSA. 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 following instructions will assist in completion of the Annual Report in its new format.
Beginning in TY 12, the format for the Annual Report will be a Microsoft Excel document, with an
option to digitally sign your unit’s report. Each Section of the document is a tab (worksheet page). To
navigate, all tabs are located at the bottom left hand side of the worksheet.

a. Section 1: Unit Information/Volunteer Information-

The Commander, Military Liaison, and FRG Leadership Team’s name, mailing address, phone
number and email is required. Estimate the hours of all Statutory Volunteers, to include: preparations
for events, emails, phone calls and the actual hours for each event. A sample is listed in the first block
of section 1 on the Annual Report. Training hours for all volunteers to include but not limited to,
Regional Foundations Course, Advanced Regional Foundations Course, Advanced Family Readiness
Training, ASIST (FRG Volunteers), RTA training, etc.

b. Section 2: Events/Family Participation-

The event or date the commander gave the Family Readiness Briefing to the unit members and
their families. Enter number of assigned unit members and active Family Members in the FRG.
Include the number of newsletters that were sent to Family Members. Upcoming FRG events need to
include the required events/meetings in the format that your brigade requires.
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c. Section 3: FRG Activities and Awards-

List all FRG members that have been awarded or received recognition for their participation in the FRG.
Please make sure if they have had official State recognition you annotate that in this section. Indicate all events,
activities, and meetings that your FRG has hosted or participated in during the Training Year. Please also
include the special or unique activities that your FRG has sponsored.

d. Section 4: FRG Unit Binder/Private Organization Affiliations-

These are the items that are required to be in the unit FRG binder that can be inspected during the
Organization Readiness Assessment (ORA). Private Organizations (PO) affiliated with your company: The
Commander has to authorize PO’s for your unit and is also the Point of Contact for that unit. This process is
outlined in the Quick Desk Reference (QDR) and units must work with their BDE FRSA when or how to estab-
lish a Private Organization.

e. Section 5: Unit Phone Tree-
Unit phone trees are to be copied and pasted from your most current formatted document to be referenced
from your previous submission to your BDE FRSA.

f. Section 6: Fiscal/Final Approval-

Commanders are responsible for reviewing and reconciling all unit FRG expenditures. If there are
discrepancies, the Commander needs to document and take corrective action. All units must have their higher
headquarters signature, verifying that the report has been reviewed. For example, a battalion will sign off for a
company level. The digital signature option is also available for the higher headquarters’ signature.

3. Guidance and templates for submitting Annual Awards are listed in AGO REGULATION 600-8-22 (Army)
900-1 (Air) dated 1 February 2003. All award submissions are required to be typed, no hand written awards will
be accepted. All awards have the same suspense date as the Annual Report of NLT 31 October.

16" EN BDE- 614-356-7997

174" ADA BDE- 614-336-6000 x 2039
37" IBCT- 614-356-7912

371% SUS BDE- 614-336-8820

73" TC: 614-336-6589

STC: 614-356-7918

5. The State point of contact is the Senior FRSA at 614-356-7918, or the State Family Program Director
at 614-336-4161.

JULIE A. BLIKE
COL, MS, OHARNG
Director, Family Readiness & Warrior Support

Enclosures

1- Annual Report Template

2- Manual/Auto Phone Tree Template

3-AGO Regulation 600-8-22 (Army) 900-1 (Air)
4- Sample Annual Award Winning Submission
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Annual Family Readiness Group Report

Section |: Unit Information/Volunteer Information

Date:

BDE:

BN:

UNIT:

Location:

BDE FRSA:

Command and FRG Leadership Team/Time Accounting

Command Team Rank Name Address Phone Number Email Address
Commander
Military Liaison
FRG Leadership Team Salutation Name Address Phone Number Email Address

Leader

Assistant Leader

Secretary

Treasurer

Estimate Volunteer Hours During TY (Please include as "other" non-statutory volunteer hours; which supports FRG)

Position Salutation Name Total Hours Volunteer Hours Breakdown
Plan and Execute Meet-
Leader Mrs. EXAMPLE 144 40 ings
Outreach calls, news-
60 letter
Community Partner
15 meetings
10 Summer Picnic
10 Holiday Party
5 AT send off/ WHC
4 RISFAC
Leader 0
Assistant Leader 0
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Estimated Training Hours during TY

Position Salutation Name Total Hours Volunteer Hours Breakdown
Leader Mrs. EXAMPLE 56 8 Regional Foundation
8 IAdvanced Family
16 IASIST 2 Day Training
24 Resiliency Training
Leader 0
Assistant Leader 0
Secretary 0
Treasurer 0

Section 2: Events/Family Participation

Date of most recent Family Readiness Briefing

Number of members assigned to unit

Number of Family members active in FRG

Number of unit members that require a Family Care Plan
Number of newsletters sent throughout the year

POC for Newsletter Distribution

Upcoming FRG Events (Please provide your BDE FRSA with a calendar of events)
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Section 3: FRG Activities and Awards

List FRG Members that have been awarded or acknowledged for their participation within the FRG:

Please indicate if your Unit FRG hosts or participates in the following:

Manual/Auto Call Telephone Tree

IAnnual Family Readiness Briefing

FRG Camaraderie Event

Newsletter

Deployment Send off/ Welcome Home

Family Days

Benefit Briefing

IAdvertising and Awareness of FRG

Sponsorship of new Family members

AT Send Off/Welcome Home

Internal Fundraisers

Email Communication

Attend Family Readiness Annual Professional Development Workshop

Unit Open House

Recruit new Family Members

Please list other activities that you have sponsored in the past year that are not on the checklist:




Section 4: FRG Unit Binder/ Private Organization Affiliations

Military Liaisions: Do you have the following items up-to-date in your FRG Unit Binder?

Duty Appointments (Memo & Volunteer Agreement Form)

IAGO Regulation 600-12 (Army) Ohio National Guard Family Readiness Program

Ohio Army National Guard Quick Desk Reference (QDR)

U.S. Army FRG Leader's Handbook, Operation READY (2006)

NGR 600-12 National Guard Family Programs Regulation (Dated: August 4, 2011)

IAGOR 600-23 Family Care Counseling and Plans Regulation

Samples of Family Data Sheets (FDS)/Volunteer Agreement/Appointment Memos

Unit Telephone Tree— Manual and Automated

DEERS/RAPIDS Information

Family Care Plans Information (as necessary)

Mission Readiness Booklet

Signed Unit Family Data Sheets (FOUO- can be in a separate binder)

IAdditional Information such as: Annual Report, Newsletters, and Annual Workshop Information

Private Organizations:

Has the Commander authorized and or approved a Private Organization to operate or be affiliated with the Unit?

Yes No

If Yes please complete the following:

Name of PO:

POC/Phone Number:

Date of Approval:

**Copy of request/approval letters and CDR checklist must be completed and maintained**
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Section 5: Unit Phone Tree

Please insert your most current Manual Phone tree in this sheet (cut and paste)

Unit Designation:

To be Used for Manual Phone Tree and
Auto Call Roster

Depend-
Family First|Family Last|Phone Num-| Relation- |ents Yes or
Key Caller BDE BN Unit Name Name ber ship No
Key Caller 1
Key Caller 2
Key Caller 3
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Section 6: Fiscal/Final Approval

What is the current balance of your Family Readiness Program fund?

How much money did you take in during this Fiscal Year?

Unit Commander, did you review all expenditures to ensure they supported the Famil

Unit Commander, did you reconcile all income and expenditures to ensure all balances were accurate and funds were properly

accounted for?

If you found discrepancies, did you document and take corrective action if
necessary?

Do you have any current discrepancies, losses, or concerns to report?

Explanation:

Date of |MM/DD/
50.00 Actual:  [YY

Date of |MM/DD/
S0.00 Actual:  |YY

Readiness Program?

Yes

Yes

Yes

es

No

No

Digital Signature of Commander

Higher Headquarter's Signature

Reporting Approval:

| hear by certify that all information in this report is correct for my unit.

Commander Signature (Digital)

FRG Leader Signature
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Unit Family Readiness Binder Check List

Duty Appointment Memos (AGOR 600-12, para 61)
A. Family Readiness Military Liaison
B. Family Readiness Group Leader
C. Family Readiness Group Assistant Leader, Treasurer and
Secretary if positions are filled.

AGO Regulation 600-12 (Army) Ohio National Guard Family Readiness Pro-
gram, Dec 2003

Ohio Army National Guard Quick Desk Reference (QDR)
AGOR 600-23 Family Care Counseling and Plans
Family Readiness Group Phone Tree (Manual)

Signed Family Data Sheets, current within the last 18 months for at least 80%
of the unit personnel

Quarterly newsletters within the last 12 months (AGOR 600-12, para 7a)
Annual Reports (AGOR 600-12, para 6e)

J1 Family Readiness Measures of Effectiveness (MOE) which reflect that
Commander, FRG Leader, and Military Liaison are trained
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