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RELIGIOUS SUPPORT OFFICE

UNITED STATES ARMY GARRISON 

4475 GREGG STREET

FORT JACKSON, SC  29207

IMSE-JAC-RS                                                                                                      1 September 2013
MEMORANDUM FOR Fort Jackson Unit Ministry Teams (UMTS)

SUBJECT:  Standard Operating Procedures (SOP) for the Garrison Chaplain’s Office 
1.  PURPOSE.  This memorandum prescribes the organizational responsibilities of the Garrison Chaplain’s Office.

2.  APPLICABILITY.  This applies to all chaplain and religious affairs specialistss assigned or attached to the U.S. Army Training Center and Fort Jackson.

3.  MISSION.  Provide for the religious and moral needs of the military community, active and retired military personnel and their families, and other authorized personnel, with particular emphasis on the welfare of the Soldier.

4.  REFERENCES.

    a.  AR 165-1, Army Chaplain Corps Activities

    b.  FM 1-05, Religious Support

5.  FUNCTIONS.

    a.  GARRISON CHAPLAIN.

        (1)  Advises Commander and Staff on religions, morals, and morale as affected by religion.

        (2) Plans, administers, coordinates, and supervises the Commander’s Master Religious Program and Functions on the installation.

        (3) Provides religious services, religious education, pastoral care, and counseling for military personnel, their family members, and other authorized persons.

        (4) Supervises UMT management functions to include assignments of all UMT members.  Provides technical supervision and coordination of all UMT members assigned, attached, or tenants on the installation.
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        (5)  Supervises resource management functions of the UMT.

        (6) Supervises, monitors, and approves use, maintenance, and replacement of all religious facilities, equipment, and supplies.

        (7) Plans, programs, and coordinates workshops, seminars, and professional training programs in such areas as homiletics, clinical pastoral education, theological and organizational development for the Unit Ministry Team (UMT).

        (8) Assists and provides guidance in moral leadership training and other related programs at the request of the command.

        (9) Maintains liaison with staff chaplains of higher parallel and subordinate commands, with Reserve Component chaplains and with religious leaders in the civilian community.

        (10) Coordinates with other social agencies such as Army Community Services, Community Mental Health, and civilian service agencies to assist military families; provides chaplain membership on a variety of boards and committees concerned with the welfare and moral health of the community.

        (11) Provides input regarding religious activities and utilization of chaplains, religious affairs specialistss, and chapel facilities in mobilization and other contingency plans.

        (12) Provides direct coordination and pastoral support for Soldiers of United States Army Center and Fort Jackson, all assigned and tenant units without assigned unit chaplains, and all unit/activities receiving religious support under Inter-service Support Agreements (ISSA- or together with their families).

        (13) Provides chaplain support to the Casualty Affairs Office (CAO) by providing chaplains to officiate at military funerals in communities covered by the Fort Jackson CAO.

        (14) Serve as Associate UMT Manager for internal controls and ensure strict adherence to all internal controls.

    b.  OPERATIONS / TRAINING / MOB CHAPLAIN.

        (1)  Serves as the Deputy to The Garrison Chaplain.

        (2)  Provides general supervision and management of a comprehensive chaplain/religious affairs specialists/laity professional development program.  

        (3)  Supervises the effective functioning of the chaplain office.
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        (4)  Coordinates personnel actions and chaplain career management.

        (5)  Coordinates and supervises chaplain support of the military funerals and the on-call chaplain duty roster.

        (6)  Coordinates Mobilization plans, Chaplain Candidate training and all UMT professional development.

        (7)  Serves as the Garrison Chaplain in his absence.

    c.  CHAPLAIN FAMILY LIFE CENTER.  

        (1)  Provides training for the UMT and comprehensive pastoral programs supporting family wellness and family counseling.

        (2)  Serves as Main Post Chapel Pastor to the Protestant Congregation.

        (3)  Serves as Main Post Chapel Manager (if senior in rank to Catholic Chaplain).

        (4)  Plans, facilitates, conducts monthly low density Chaplain / Religious Affairs Specialist MOS training.

        (5)  Prepares Annual training calendar supporting Chief of Chaplains Training initiatives.

    d.  CHAPLAINCY RESOURCES MANAGER.

        (1)  Provides coordination, control, and management of appropriated funds, non-appropriated funds, supply and services, facilities management, and other procurement activities.

        (2)  Plans, programs, and executes the UMT portion of the Command Operating Program and Budget.  Administers the Garrison Chapel Tithes and Offerings Fund and fiscal support received from the Chief of Chaplains’ Specialized Services Funds and the Department of the Army Chaplain’s Fund.

        (3)  Provides guidance, consolidates, and publishes the annual Fort Jackson Command Master Religious Program.

        (4)  Serves as Management Control Administrator for internal controls.

        (5)  Further information found at Appendix A.

    e.  GARRISON UNIT MINISTRY TEAM (UMT) NCOIC.
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        (1)  Informs the Garrison Chaplain of all programs and activities.            

        (2)  Supervises all subordinate UMT enlisted personnel.

        (3)  Responsible for the overall operation of all Chapel facilities.

        (4)  Approves and monitors all Religious Affairs Specialist requests for leave and passes.

        (5)  Manages all 56M assignments on Fort Jackson.

        (6)  Ensures the counsel of all subordinate personnel.

        (7)  Attends Command and Staff meetings as directed by the Garrison Chaplain.

        (8)  Responsible for the training of subordinate religious affairs specialists on MOS related skills.

    f.  SUPPLY TECHNICIAN (GS).

        (1)  Serves as a Supply Technician responsible for providing the chaplain office staff direction and technical guidance to one or more elements of the Chaplaincy in supply management involving equipment authorization, acquisition, and accountability.

        (2)  Responsible for inventory management; equipment replacement programs; equipment identification replacement programs; and equipment identification for a wide variety of ecclesiastical equipment and systems.  

        (3)   Provides all facets of logistical support for all chapels and post wide ceremonies as needed or required.

    g. ADMINISTRATIVE ASSISTANT.

        (1)  Serves as assistant to the Garrison Chaplain in support of total mission regarding all administrative areas; total management of the Office of the Chaplain and with assistance to the functional areas including Operations and Training, Resource Management and Family Life.

        (2)  Provides overall support to the Fort Jackson Chaplain Program regarding personnel, logistical and administrative actions; liaison with higher headquarters, Fort Jackson Directorates, Southeast Region, Installation Management Agency and other military installations, as well as federal and civilian agencies external to Fort Jackson.

        (3)  Monitors suspense actions.
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        (4)  Serves as protocol officer with regard to distinguished visitors; serves as the Secretary General Staff (SGS) with regard to quality control of administrative/suspense actions such as Officer Efficiency Reports, Non-commissioned Officer Evaluation Reports, and Award Recommendations.  

        (5)  Ensures that all correspondence meets Installation standards.

        (6)  Oversees the implementation of the Command Master Religious Program (CMRP) throughout its process from collection of data through execution. 

    h. MAJOR SUBORDINATE COMMAND (MSC) CHAPLAIN’S COUNCIL. 

        (1)  Chaplain in the following positions will be members of the Garrison Chaplain’s MSC/Senior Leadership Chaplains’ Council.  Normally the MSC meeting is held on the first and third Monday afternoons at 1300 in the Garrison Chaplain’s Office.  MSC/Senior Leadership members are:

        Deputy Garrison Chaplain 


Chaplaincy Resource Manager

        Garrison Chaplain NCOIC


Pastor, Main Chapel (Protestant)

        MSC Chaplains




Family Life Chaplain


        Senior Catholic Chaplain


Pastor, Daniel Circle Chapel

        Family Life Chaplain



Hospital Chaplain

        (2)  Purpose of the meeting will include the following:

     (a)  Review current Installation Ministries.

(b)  Develop policies for support of ministry.

(c)  Develop long-range plans.

               (d)  Receive information from the Garrison Chaplain and his staff.

        (3)  Supervisory chaplains will ensure that the information discussed at each meeting is disseminated to the chaplains under their supervision.

        (4)  Meeting designed not to exceed one hour.

    i.  165TH, 171ST, and 193RD BRIGADE CHAPLAINS AND SSI CHAPLAIN. 

  (1)  Responsible for the technical supervision, administration and coordination of the

Brigade Commander’s Master Religious Program. 
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        (2)  Members of the Commander’s Special Staff. 

        (3)  Advises Brigade Commanders on all matters pertaining to religion, morals and morale affected by religion in respective brigade.

        (4)  Supervises the performance of the battalion chaplains serving in his subordinate position.

7.    MSC CHAPLAINS RESPONSIBILITY TO GARRISON CHAPLAIN OFFICE:

        (1)  Supervise all subordinate UMT members.  Supervisors will use the 67-9-1 with chaplain, the NCOER Counseling Checklist with NCO’s 

        (2)  Coordinate religious services and classes within the MSC and ensure adherence to the requirements for Distinctive Faith Groups.

        (3)  Coordinate the use of religious affairs specialistss within the MSC, ensuring that proper common/MOS specific training is made available to the religious affairs specialistss.

        (4)  Develop plans and programs for the MSC to include preparation of the annual CMRP.

        (5)  Sign off on all fund requests for religious activities.

        (6)  Sign off on all pay vouchers or Statement of Services for activities in their unit/chapel.

        (7)  Ensure proper accounting and safeguarding procedures are followed when offerings or donations are received.

        (8)  Ensure that consolidated reports are forwarded to the chaplain office as required.

        (9)  Ensure accountability of all appropriated and nonappropriated fund property.  Maintain buildings, property, and equipment signed for by MSC member.

        (10)  Monitor the supply requests for the unit/chapels.

        (11)  Coordinate coverage for UMT members authorized absences.

        (12)  Support post wide chapel activities.
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    j.  Non-Supervisory Chaplains Responsibility to the chaplain office:  All chaplains will provide pastoral care for all Soldiers, family members, and DA Civilians assigned to their units and/or area of responsibility.  As stewards of God’s resources, each chaplain will conscientiously use/utilize all personnel, supplies, and property.  Full accountability will be maintained at all times.    

       (1)  Supervise Religious affairs specialists assigned by their unit.

       (2)  Develop CMRP.

       (3)  Maintain accountability for all property, buildings, and equipment for which the UMT is signed.

       (4)  Support post wide chapel activities.

   k.  UMT MEMBER.   

        (1)  All MSC Chaplains and their Religious Affairs NCOICs will be available to the Garrison Chaplain within a reasonable period (60 minutes) during normal duty hours.  

        (2)  MSC Chaplains will establish ground rules for assigned personnel to ensure availability during normal duty hours.

        (3)  When a chaplain or religious affairs specialists is going to be away from Fort Jackson on any kind of orders (E.g. Leave, TDY, P-TDY) the chaplain office must have a copy of the orders with an address and telephone where that chaplain or religious affairs specialists can be located.

8.    STANDARDS OF DRESS/UNIFORM REQUIREMENTS FOR SUNDAY / SABBATH SERVICE:

    a.  AR 165-1, Chaplain Activities in the United States Army, Paragraph 4-5, dated 31 August 

1989, provides clear guidance to chaplains.  The following is quoted:

           “Religious services are a duty function for the Chaplain.  When conducting religious service, a chaplain will wear the military uniform, vestments, or other appropriate clerical attire established by Church law or denominational practice.  In addition, the chaplain’s scarf, stole, or tallit may be worn with the uniform, vestments, or other appropriate attire when conducting services.”  (AR 670-1, Pam 11-6) 
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    b. A Chaplain’s denomination or distinctive faith group guidelines for standards of dress 

should be followed.  Hence, while clerical vestments are appropriate for some chaplain, others 

use either a plain robe with or without stole, or a civilian business suit.  The Class A uniform, blues and whites are options for chaplains in the installation setting.  Field services require the ACU uniform with or without the stole, and/or appropriate ecclesiastical attire.

    c.  165th, 171st and 193rd Brigades have policies in keeping with FJ Regulation 350 that 

uniforms will be worn by all Soldiers when they are in the brigade areas.  This applies to Sunday Worship services and is designed to prevent improper association with Combat Training      Soldiers.  Chaplains will follow this policy.

    d.  Religious Affairs Specialists will wear the appropriate military uniform when on duty for all services.

9.   DEFINITION OF TERMS.

    a.  MSC Chaplain - The supervisor of chaplains in a MSC (165th, 171st, 193rd).

    b.  Pastor Chaplain - The responsible chaplain for any non-initial-entry worship service.  

    c.  Supervisory Chaplain- A chaplain appointed by the Garrison Chaplain to fulfill the duties listed in this memo.  He/she may happen to be a “MSC Chaplain” and/or a “Pastor/Chaplain” at the same time.

10. PROCEDURES:

    a.  Religious Support Ministry.  The UMTs minister to single Soldiers, married Soldiers, and their families in the unit by: 

        (1)  Conducting programs for moral, spiritual, and social development.

        (2)  Providing worship opportunities for all Soldiers.

        (3)  Visiting Soldiers during duty and off-duty hours.

        (4)  Calling on families in their homes, as appropriate.

        (5)  Being available to all individuals, families, and the command for pastoral activities and spiritual assistance.

        (6)  Contributing to the enrichment of marriage and family living by assisting in resolving family difficulties.
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        (7)  Providing pastoral counseling.

        (8) Participating in family advocacy, health promotion, and exceptional family member programs, as appropriate.

        (9) Supporting sick and injured Soldiers and their families through hospital and home visitations, pastoral counseling, religious ministrations, and other spiritual assistance.  

11.  TRAINING.  The Installation Ministry Team trains the UMTs by:

    a.  Ensuring attendance at Installation and Denominational conferences.                 

    b.  Performing and/or providing training on mission essential and battle tasks.

    c.  Providing Low Density MOS training.

 12. WORSHIP SERVICES.

    a.  The Chaplain will provide religious services for members of the command, when practical.  

    b. The UMT will actively support the installation religious program (i.e., worship, Sunday School, youth activities) while in garrison operations.      

    c.  Distinctive Faith Group Leaders (DFGLs) may provide ministry on an exception-to-policy basis when military chaplains are not available to meet the faith group coverage requirements of Soldiers and their families.  DFGL application procedures are outlined in AR 165-1.

    d.  Participation of military personnel in religious services is strictly voluntary.  However,

personnel may be required to provide logistical support before, during, or after worship services or religious programs.

    e.  Commanders will excuse Soldiers to attend services, when attendance does not interfere

with mission accomplishment.

13.  COUNSELING.

    a.  The chaplain will be available to provide counseling to all members of the unit, their 

families, and authorized civilians.
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    b. Although Individuals are encouraged to use their chain of command when requesting to see the chaplain, this is not a prerequisite.  The UMT is outside of the chain of command and will 

keep matters confidential unless there is concern for someone’s physical safety or life endangerment. 

    c.  Individuals do not have to use their chain of command if the chaplain is in a high-visibility environment (i.e., motor pool, PT, visiting Soldiers in the billets) and is easily accessible to Soldiers seeking counseling.  

    d.  Privileged communication will not be disclosed without the written consent of the person (s) authorized to claim the privilege.  AR 165-1 provides detailed information concerning privileged communication.

14. WEDDINGS (SEE ANNEX C).

    a.  A marriage will not be performed without the prerequisite marriage counseling.  If a marriage is conducted in a chapel by a chaplain, then it becomes a religious function.  Premarital and religious counseling is mandatory.  Minimum preparatory sessions are determined by the officiating chaplain.

    b.  The chaplain will comply with requirements of his denomination with respect to performing marriage ceremonies.  If unable to perform a marriage ceremony due to denominational constraints, the chaplain will make every effort to provide an appropriate chaplain to perform the function.

15. DEATH IN THE UNIT AND MEMORIAL CEREMONY/SERVICE.

    a.  The chaplain will conduct or assist in arranging for burial services at the interring of members of the military service, retired military personnel, and other personnel authorized by Army regulation, DOD policy, and applicable law.

    b.  Commanders or their representative will ensure timely notification of the chaplain in the event of death of military personnel or their family members.  

    c.  The chaplain will coordinate memorial services/ceremonies with unit Commander, CSM, or First Sergeant.  (See memorial ceremony/service SOP- Annex I.).  

16. CHAPELS. 

    a.  Fort Jackson Chapels are religious facilities and are classified as dedicated facilities.

Such facilities are used primarily for religious services and other activities related to the spiritual and moral welfare of the command.
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    b.  Each chapel will have a Chapel Manager and Chapel NCOIC which will generally be the UMT in whose unit area the chapel is located.

    c.  Religious affairs specialistss will coordinate both unit and chapel responsibilities with the Garrison Chaplain NCOIC.  

    d.  Each chapel will have a Chapel SOP, Wedding SOP, and a Memorial Service SOP.  

    e.  Other appropriate command activities may be conducted in the chapels when the chapel is not being used for religious purposes.  Memorial honors will always take precedence over other scheduled functions.  If non-religious activities take place in a chapel, participants must remember this building is used as a place of worship.  Vulgarity and tobacco products will never be tolerated within the surroundings of these chapels.  

    f.  All distinctive faith groups represented in the command may use these chapels on a space

available basis.

    g.  Chapels must be available to people of all faith groups for meditation and prayer during 

the day when formal religious services are not scheduled.

    h.  All requests for use of chapels must be coordinated through the unit chaplain, to the Chapel OIC or his/her NCOIC.  A Chapel Use Request Form will be submitted for chapel use at least one week prior to an event.  

    i.  When telephonic requests are made for chapel use, the requesting individual must complete

the Chapel Use Request Form within two (2) days of the telephonic request. 

17.  HOSPITAL VISITATION.

    a.  The unit UMT will support sick and injured Soldiers and their families through hospital visitation.

    b.  Commanders will ensure timely notification of the chaplain in the event of serious illness

or injury of military personnel or their family members.  

 18.  Reports.  

    a.  Serious Incident Reports (SIRs) will be submitted to the Unit Chaplain’s office as soon as possible following the critical incident.  Courtesy copies will be provided to the Garrison Chaplain.  The Garrison Chaplain’s Office will forward on to higher headquarters. 
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    b.  60 Day Leave/Pass Reports will be submitted monthly to the Garrison Chaplain for coordination of religious coverage for On Call Duty Chaplain, Funeral Rosters, and religious affairs specialists worship service coverage.  Chaplains leaving their units for reasons of leave/pass/TDY/ or deployments must provide a coverage plan memo to the Brigade and Deputy Garrison Chaplain along with DA 31.

19.  SPONSORSHIP.  Sponsors to all incoming chaplains will be assigned by Brigade Chaplain for TRADOC and the Deputy Garrison Chaplain for IMCOM personnel.  The Garrison Chaplain NCOIC will assign a sponsor to all incoming religious affairs specialists.
20.  ADMINISTRATIVE DUTIES.  

    a.  Files will be maintained IAW AR 25-400-2 and DA PAM 25-400-2.

    b.  Funds (See Annex A)

    c.  Compensatory time will be given to religious affairs specialists who performed weekend coverage by their chaplain if the mission allows.  It is the assistant’s responsibility to inform the NCOIC and their unit chain of command before taking time off.

21.  The following appendixes are used to outline the procedures for the following:

       Annex A         
Funds SOP

       Annex B

Chapel Usage

       Annex C

Wedding SOP

       Annex D

On-Call Duty Chaplain Coverage Roster

       Annex E

Memorial Ceremonies and Services SOP

       Annex F

Funeral/Death Notification SOP

       Annex G

Vehicle Registration of Authorized Non-DOD and Non-ID Card Chapel

                                    Congregation Members

22.  This SOP will remain in effect until superseded or rescinded.  Questions or comments should be directed to the Deputy Garrison Staff Chaplain at 751-3121.

23.  POC for this action is the undersigned, (803) 751-3121.

                                                                                BART PHYSIOC

                                                                                CH (COL) USA

                                                                                Garrison Chaplain

ANNEX A

Funds SOP

1.   PURPOSE.  The purpose of this SOP is to provide guidance and standards to various units and staffs who use the services of the FJCTOF.  It contains post-wide technical operating procedures for submitting, processing, and recording financial accounting transactions.  It supplements other Department of the Army and Office of the Chief of Chaplains directives to ensure a smooth financial management program.

2.  GOAL.  The goal of the FJCTOF is to serve God by serving Soldiers through the responsible stewardship of tithes and offerings.  The intent is to improve the timeliness in distribution of funds and accuracy of accounting to accomplish the mission.

3.  REFERENCES.

    a.  Army Regulation 165-1, Army Chaplain Corps Activities

    b.  Army Regulation 215-1, Non-appropriated Fund Instrumentalities

    c.  Army Regulation 215-4, Non-appropriated Fund Contracting

    d.  Army Regulation 25-50, Preparing and Managing Correspondence

    e.  Army Regulation 11-7, Internal Review and Audit Compliance Program

    d.  DA Pamphlet 165-18, Chaplaincy Resources Management

    f.  Federal Acquisition Regulation Part 37

4.  SCOPE.  The FJCTOF will be operated under the provisions of AR 165-1, and this document, the Standard Operating Procedures (SOP).  These procedures apply to all persons, both military and civilian, who are assigned to the Chaplain section, and other individuals approved to conduct business through the FJCTOF.  The chairperson of the Chaplaincy Program Budget Advisory Committee (CPBAC), the Garrison Chaplain, will approve these procedures annually.

 

 5.  DEFINITION.  The FJCTOF is an NAFI (Non Appropriated Fund Instrumentality) designed to facilitate the handling of chapel tithes and offerings. The Fund has no independent organizational existence apart from its relationship to the Commander’s mission conducted by the Unit Ministry Teams (UMT).

    a.  The FJCTOF is intended to support and promote the moral, spiritual, and ethical climate in the Army by enhancing the Fort Jackson Religious Program. The Fund is distinct in character and unique in structure from other Army funds. The Fund represents voluntary giving on the part of the military community as an integral part of their worship.
    b.  The FJCTOF is established to give chaplains a source of funds to meet spiritual, moral, and social needs of the religious community, which cannot be met from appropriated funds. The FJCTOF is authorized by DODI 1015.0 and are managed as non-appropriated fund instrumentalities (NAFIs). Although Chaplains' funds are NAFIs, they are not a part of the Army's Morale, Welfare, and Recreation (MWR) system. DODI 1015.1 exempts them.

 

6.  GENERAL INFORMATION

    a.  Name and Location.

           FORT JACKSON CHAPEL TITHES AND OFFERINGS FUND

          An Instrumentality of the United States Government

          Office of the Garrison Chaplain 

          Attn: Fund Manager

          4475 Gregg Street

          Fort Jackson, South Carolina 29207

 

    b.  ORGANIZATION.  The Commander of the United States Army Training Center and Fort

Jackson has complete jurisdiction over the establishment, operation, and dissolution of the Fund.  The responsibilities are delegated to the Garrison Chaplain, Pastoral Coordinator, Fund Manager, CPBAC, and Fund Clerk.

 

        (1)  The Commander or designated representative will appoint the Fund Manager and the Fund Clerk and ensure that both persons are trained prior to assuming duty.

 

        (2)  The Garrison Chaplain will serve as the assessable unit manager of the management control process of the Fund. The Garrison Chaplain will oversee the operations of the Fund, chair the CPBAC, and appoint the members of the CPBAC.

    c.  FUND MANAGER

        (1)  Will have received training in financial accountability, fund management, small purchase procedures, property accountability, management controls and contracting procedures prior to assuming duties.  The Fund Manager will be a graduate of the Chaplain Resources Management functional course by the United States Army Chaplain Center and School (USACHCS).

 

        (2)  Prepares, submits, and maintains the annual CTOF operating budget as part of the CMRP process and implements the Management Control Program (MCP).

        (3)  Serves as the sole purchasing agent and Contracting Officer, property accountability officer and information management officer for the CTOF.

        (4)  Verifies the accuracy of financial statements at the close of the accounting periods, maintains adequate bonding and property insurance through the Risk Insurance Management Program (RIMP) under the Army Central Insurance Fund (ACIF), and prepares and submits the 1.5 percent quarterly transfer report (currently not required by OCCH), the 30 percent drawdown report, and the annual report through the IMCOM to OCCH.

 

        (5)  Supervises the Chaplain Fund Clerk.

 

    d.  FUND CLERK

        (1)  Will have received training in purchasing and contracting procedures, property management, bookkeeping, the QuickBooks Pro (QBP) management system, and the CMRP budget system prior to assuming duties. The Fund Clerk will be a graduate of the Chaplain's Fund Clerk functional course by the USACHCS.

 

        (2)  Processes receipts, prepares income, procurement, and disbursement documents, and maintains the records of the fund and prepares financial statements at the close of accounting periods maintaining files.

 

        (3)  Serves as the primary operator of the QBP accounting program designated for the CTOF.

 

        (4)  Serves as the recorder for the CPBAC.

 

        (5)  For internal control purposes, the Fund Clerk should not perform duties of  counting, recording, verifying, and/or depositing offerings.

 

    e.  CPBAC

        (1)  Will be the representative of the religious support Program Elements (PE) and will include members from the major subordinate elements of the installation supported by the CMRP.  It will assist the Garrison Chaplain in determining the priority for the use of resources.

 

        (2)  Responsible for forming recommendations to the Garrison Chaplain for maintaining balance and coordination between proposed missions, chaplain support activities (CSA), and resources assigned to subordinate commands, elements, and agencies.

 

        (3)  Prepares and submits a proposed CMRP budget to the Garrison Chaplain for both appropriated funds (APF) and NAF and using review and analysis, ensuring the CMRP execution is accomplished IAW the Garrison Chaplain’s guidance.

 

        (4)  Reprograms funding allocations to meet changing mission, resources, or needs, when consistent with the approved CMRP.

        (5)  Establishes sub-accounts within the CTOF.

        (6)  Recommends to the Garrison Chaplain and the Fund Manager the transfer percentage for income to the Community sub-account.

        (7)  Requires periodic inspections and audits of the CTOF operations and receives financial statements and ledgers reporting the cash position of the CTOF at established intervals.

7.  ADMINISTRATIVE PROCEDURES.

    a.  The CTOF is intended to support and promote the moral, spiritual, and ethical climate in the Army by enhancing the Army religious program.  It is established to give chaplains a source of funds to meet spiritual, moral, and related social needs of the religious community which cannot be met from appropriated funds.

    b.  Mail addressed to the FJCTOF will be opened by the Fund Manager or Alternate

Fund Manager.

    c.  Transactions pertaining to the CTOF will be in accordance with this SOP.

 

    d.  Applicable Army Regulations required to operate the CTOF will be maintained by

the Fund Manager.

 

    e.  Transactions are completed through QBP.

    f.  Authorized access to CTOF QBP program is limited to the Fund Manager and the Fund Clerk.

      

    g.  Files are maintained in accordance with Army Regulation 25-400-2 when applicable on the fiscal year basis.  Documents filed are as follows:

 

        (1)  Appointment orders of  Fund Manager/Alternate Fund Manager and Fund Clerk.

 

        (2)  CPBAC minutes signed by the Commander or designated representative.

 

        (3)  Sub-Account balance

 

        (4)  Outstanding purchase order log

 

        (5)  Ledgers

 

        (6)  Statement of Operations and Net Worth

 

        (7)  Contracts

 

        (8)  Reports of audits and inspections

 

        (9)  Bank statements

 

        (10)  Correspondence relating to the FJCTOF

 

        (11)  Mandatory Reports/RIMP insurance

 

    h.  The Fund Manager or Fund Clerk will secure all cabinets containing the CTOF files/records.  

 

    i.  Only the Fund Manager and Fund Clerk have authorized access to the safe.  In the absence of the Fund Manager, the Alternate Fund Manager is authorized access. Cancelled checks, checks and QBP software will be secured in the safe.  The Fund Manager or Fund Clerk will secure the safe whenever there is no one present in the room or leaving for the duty day.

    j.  If cabinets or safe mentioned in the above paragraphs are violated with unauthorized access, the Fund Manager or Fund Clerk will report, upon discovery, the incident to all the following:  Pastoral Coordinator, Garrison Chaplain, Military police, and then take necessary action to reestablish authorized access and security of cabinets/safe.

 

    k.  Disciplinary Actions.  Individuals who repeatedly fail to follow and comply with required procedures may receive the following from their supervisors:  counseling statements, letters of reprimands, suspension of sub-account privileges and other actions governed by the Uniform Code of Military Justice.

    l.  The FJCTOF is insured under RIMP at all times on property and monies.

    m.  Mementos of appreciation will not exceed $50.00 in value.

8.  INCOME AND ACCOUNTS.

 

    a.  Sources of Income.

        (1)  Voluntary gifts, donations, and grants to include worship offerings received during religious services.

        (2)  Interest on bank deposits.

        (3)  Proceeds from the authorized sale of fund-owned property.

 

        (4)  Transfers of monies from other Chaplains' Funds.

 

    b.  Accounts.

        (1)  Sub-accounts are maintained for various congregations and UMTs.  As mission, facilities and types of services change these accounts may be redefined, added to or deleted as necessary by approval of the chairperson.

 

        (2)  Major groups in consultation with the chairperson of the CPBAC will determine the percentage breakdown for expenditures involving mutual benefits to the major groups.

 

        (3)  Each regular offering of each subsidiary account will be taxed in accordance with the CPBAC’s determination for the Community sub-account.  The Community sub-account is a special sub account within the CTOF required by AR 165-1, Chapter 14.  The Community sub-account provides a source of funds for programs which feature a community-wide focus, or from program elements that do not have their own source of income.

 

            (a)  The transfer of a percentage of all regular offering (COA 100) income funds the Community sub-account.  This percentage is established by the CPBAC.  Activities intended for support through this account include unit, single soldier, family support readiness, and ecumenical or combined community religious programs.

 

             (b)  The purpose of the Community sub-account is to provide a neutral and coordinated funding source for community programs.  It can also provide a funding source for unit and organizational religious programs.  Programs submitted through the CMRP to the CPBAC for funding from the Community sub-account stand on their merit, are subject to approval and availability of funds, and are not required to be resourced.

 

    c.  The Operation Helping Hand is a Special Project sub-account designed to help soldiers in need.  Special Project accounts are established to receive and disburse funds to support religious activities that require an accumulation of dollars over time.  The requirement to disburse designated offerings within five working days after receipt does not apply to Special Project accounts.  The CPBAC establishes special Project sub-accounts.  Special Projects must be approved by OCCH to be exempted from the 30% drawdown at the end of the fiscal year.

 

9.  SAFEGUARDING OFFERINGS.

    a.  AR 165-1 requires a complete chain of custody for the collection, safeguarding, depositing, and recording of fund receipts. The entire process must be carefully documented and controlled.  Normally, the people involved in this process are two counters from the congregation, a verifier that is normally the on-duty religious affairs specialists or other staff member, and officiating chaplain or other supervisory staff personnel.

    b.  All monies received or collected for religious purposes or connected to any Chaplain/chapel related activity must be accounted for.  Any monies received on chapel grounds must be accounted for and deposited into the CTOF.

 

    c.  Select at least two members of the congregation, one of whom will not be a member of the chapel staff, to collect and count the offering.  The counters must be at least 18 years old, and not related to each other or to chapel staff.

 

    d.  Brief counters on their critical duties and responsibilities in the collection, counting, and safeguarding process ensuring that the collection of offering is conducted by having the counters pass collection plates/baskets.

 

    e.  The counters must carry the total offering to chancel area in public view.  The counters carry the offering, in plain view, from the altar area to counting room.  The verifier remains in the room and observes the counters.

 

    f.  The verifier must complete the top portion of Offering Control Sheet (OCS).

    g.  Counters then:

        (1)  Separate offering coins and currency by denomination, foreign currency, and checks, if any.

        (2)  Count and record in the number column of the OCS the quantity of coins and currency by denomination.

 

        (3)  Multiply each of the recorded quantities by the value of the corresponding currency (Ex: 14 nickels x $.05 = $.70).  Record each result in the amount column on an authorized, control numbered, offering control sheet.

 

        (4)  Write in the last name on the OCS and the check number on the deposit slip.

        (5)  Using the Fund Office issued stamp, stamp on the  PAY TO THE ORDER line of all checks. 

        (6)  Add all figures in the AMOUNT columns.  Record resulting TOTAL CURRENCY,

TOTAL COINS, and TOTAL CHECKS amounts.

 

        (7)  Add the three TOTALS and record as TOTAL OFFERING.

 

        (8)  Counters then sign and print their names legibly on the COUNTED BY lines.

 

        (9)  Counters wait while the verifier verifies the offering. The verification count of the offering will be done in the presence of the counters.

 

    h.  The verifier repeats the steps above but records the amounts on a separate piece of paper (this procedure keeps the verifier from being influenced by the counters' figures while double checking their computations).

 

    i.  The verifier will compare each of his/her numbers with the counters' numbers.

 

        (1)  If the numbers are all the same, the verifier will print and sign his/her name on the VERIFIED AND SECURED BY line of the original sheet. The Religious affairs specialists will accept the offering for safeguarding.

 

        (2)  If the numbers do not agree, the verifier will go back and re-check his/her steps.  If he/she made the error and the figures now agree with the counters', the verifier will sign the original sheet and accept the offering for safeguarding.

 

        (3)  If the verifier’s re-check shows an error made by the counters, he/she will have them recount the offering.  Ensure the counters draw a single line through the incorrect figure, enter the correct figure next to it, and ensure that both counters initial next to each correction.

 

        (4)  Sign the original sheet and accept the offering for safeguarding (Remember, only the two counters can make additions or corrections to the OCS. Once the chain of receipts and responsibility for the offering passes from the counters, no further alterations can be made to the sheet. If necessary, attach a memorandum for record and inform supervisory personnel).

 

    j.  The verifier must ensure that the OCS is filled out in its entirety.  Every block of information shall be filled out.  It is imperative that the sub-account is listed on the offering control sheet. 

 

    k.  The Religious affairs specialists/verifier must ensure that donors contributing at least $250.00 (in the form of a check) are presented with a DA1992 Nonappropriated Fund Receipt Voucher for tax filing purposes.  The receipt voucher should be included in the bank bag along with the mailing address of the donor.

    l.  Disposition of the OCS and Offering

 

        (1)  All OCS will be issued by the chaplain office in triplicate and bear an official control number.  File the first copy of the verified offering control sheet in your office file, the second copy is for the officiating chaplain to safeguard in a personal file, and the original goes in the bank bag.

        (2)  Roll coins and wrap bills in required quantities.

 

        (3)  Fill out a preprinted deposit slip-

   

            (a)   Enter date.

 

 (b)   Enter TOTALS from offering control sheet.

            (c)  List all checks with check number and amounts.

 

            (e)  Write program element (ex: 04-01), service, and verifier’s name along the side beneath the account number.

 

        (4)  Place total offering, and deposit slip in large portion of the bank bag and seal the bag in front of the counters. Once the approving authority has signed, place it (as well as the detachable portion of the bank bag) in the clear pouch and seal it shut.

        (5)  Transport offering in a sealed bank bag to the depository at Wachovia Bank which is located on Lee Street at Imboden Street.

 

    m.  On Monday mornings the Funds Clerk, accompanied by all Religious affairs specialistss who signed the “VERIFIED BY”, will be at the bank between the times of 1000 and 1030 to make the deposit and verified by the Funds Clerk.  The fund clerk will do the following:

        (1)  Match validated deposit slip with the offering control sheet. The totals will be verified.

        (2)  Once all the chapel bags have been processed, the new bags/OCS will be ready for pickup NLT COB Tuesday.

    n.  If a donation is received outside of regular worship services, the chaplain or the religious affairs specialists must record it on a DA Form 1992 and make a memorandum for record. After obtaining a validated deposit slip from the bank, the religious affairs specialists must submit the deposit slip, the memorandum, and the DA Form 1992 immediately to Fund Clerk or Fund Manager.

 

    o.  In accordance with AR 600-20 para 4, if a staff member witnesses or hears of chapel monies being pilfered, the staff member will notify the Military Police, Supervisory Chaplain, Fund Manager, and/or the Garrison Chaplain.

 

    p.  If theft of monies has occurred, the Fund Manager will immediately notify the Military Police.

 

10.  DESIGNATED OFFERINGS.

 

    a.  Designated Offerings (DO) represent the will and intent of participating congregations to support specific religious and humanitarian activities or nonprofit organizations.  

    b.  DOs must be requested through the CPBAC meetings and approved by the CPBAC Chairperson prior to the offering being taken.

 

    c.  DOs are received to support religious and humanitarian activities or organizations, missionary, benevolent, special project, and philanthropic purposes in a chapel service or other religious activity that has been announced to the congregation, parish, or community before collection.

 

    d.  DOs are the directed intent of participating congregations, therefore, the total amount will be paid for the designated purpose.  Payments will be made within five (5) working days after the total offering is received.  DOs will not be split to obtain a specified dollar amount.  DOs must be accompanied by a bulletin that publicized notification of the designated offering or a signed statement by the Chaplain responsible for the service certifying the announcement has been made.

 

11.  GRANTS.

 

    a.  The Department of the Army Chief of Chaplains (DACCH) Program grant funds are Department of the Army Chaplains' Fund dollars.  Program grant funds resource military religious support programs (supplies, rentals, or contracts).  Program grant funds will not be used for the procurement of ecclesiastical equipment or furnishings unless appropriate measures are followed.  The primary target groups include single Soldiers, the young married Soldier and family members, and military religious support programs conducted at remote site locations.

 

    b.  The sponsoring chaplain completes and submits a grant request memorandum for each program on which he/she will have the following information:

        (1)  The dollar amount requested, the quarter of the fiscal year (FY) in which the program will occur.

 

        (2)  How the grant will be used, the goals and objectives that the program supports, why local funds cannot be used to support the program.

 

    c.  The Fund Manager will consolidate and present the grant request forms to the CPBAC for their endorsement to officially request the grant.  If approved, the Fund Clerk will enter the date of the CPBAC meeting endorsing this request on the appropriate blank line of the grant request forms.  The CPBAC minutes will be a major supporting document to accompany the grant request.

    d.  The Fund Manager will forward the CPBAC meeting minutes to the Commander for endorsement.  Upon returned receipt of the minutes, the Fund Manager will again determine which grant requests (if any) have been endorsed by the Commander.

    e.  The normal guidance and restrictions for the CTOF apply to Grant funds.  For example, funds will not be used for official TDY travel or per diem, civilian hire (employee), as a substitute for local training funds, nor for facilities renovation/construction. Funds will be used only for the stated intent of the Grant request.

 

    f.  Grant Requests are due to the Fund Manager by 15 July of the current fiscal year for funding in the next fiscal year.  The format for a Grant request is a memorandum containing the minimum required information:  clear description of the religious support/ministry taking place, a complete cost breakout, and a statement of the impact if not resourced.

 

    g.  The Fund Manager will keep records of all Grant actions maintaining a separate file for each Grant and include in that file copies of all actions to include a copy of the Grant request, and all contracts, purchase orders, receipts, and payments made against the Grant. 

 

    h.  An After Action Review (AAR) is due to the Fund Manager no later than five working days after the conclusion of the project for which funds were received.

 

12.  PURCHASING. 

 

    a.  Standards of Conduct.

        (1)  DO NOT CONDUCT BUSINESS WITHOUT A SIGNED PURCHASE ORDER.  Chaplains, Religious affairs specialistss and PE representatives who arrange for goods or services without a valid Purchase Order (PO) will be responsible for paying the vendor.  All POs must contain a vendor for it to be valid.  MSC UMTs will be responsible for requesting purchase orders for all subordinate UMTs. 

        (2)  Personnel involved in activities that include purchasing or contracting must be aware that they are functioning as representatives of the Fund and not as individuals.  (Note:  Personnel are not acting in any way as the contracting officer).  Personnel will not accept gratuities.  All persons must continually be aware of their involvement in activities that may be viewed as a conflict of interest.

        (3)  Personnel assigned to, detailed to, or contracted by the Chaplain section may not make any personal profit in the purchases, sales, or services of the Fund.  Acceptance of personal gifts or favors is prohibited.  Personnel may not accept contributions, donations of monies, merchandise, or services from commercial organizations for contractors, special groups, or personnel functions (i.e. parties).  This restriction does not prohibit accepting merchandise for distribution to general congregations (i.e. Our Daily Bread).

 

        (4)  Under no circumstances will the FJCTOF be obligated by anyone other than the Fund Manager.  Individuals who enter the fund into any obligation are liable for whatever costs result.  Individuals will not use their personal credit card to purchase goods or services for the Funds without prior coordination and approval by the Fund Manager.   

        (5)  When making a purchase with the CTOF Government Purchase Card (GPC), at no time will split purchases be authorized.  No purchase will be made without an approved PO.  Any transaction exceeding the $3,000 micro-purchase will be paid with a check or electronic funds transfer to the vendor.  All invoice and purchase order packets (invoice, purchase order, purchase order request) must be submitted by the GPC holder to the Fund’s office within 5 working days after the billing cycle end date.

            (a)  GPC holders will attach the invoice/receipt to each PO used.

            (b)  Each GPC holder will reconcile each purchase made with their billing statement provided by the Billing Official.  

    b.  Purchase Order Request (POR)

        (1)  The requestor will complete the POR to include the vendor name, complete address, phone number, the vendor POC, date of request, sub-account, credit card or check, program POC, program name and date, sponsoring chaplain’s name and signature, and the subsidiary account approval authority if other sub-account is used to support a program.  

        (2)  PORs must be submitted to the Funds Office NLT two weeks prior to the event.  For example, a PE plans to conduct a luncheon on Wednesday, 21 JAN, the POR must have been submitted to the Funds Office by Friday, 9 JAN.

        (3)  The item descriptions should be filled out most explicitly.  Battalion UMTs must submit their requests through their respective Brigade UMT.  Although Brigade UMTs are free to designate an appropriate time frame for the receipt of the request into their office, the Fund Manager requires at most 14 days to process correctly completed PORs.  

        (4)  The requestor is responsible for checking on prices, to include shipping costs with vendor before the request for purchase order is placed.  Adding an additional amount to the estimated shipping costs or catalog shipping estimates may be necessary.  This stipulation is made to preclude circumstances where the vendor might ship the items in more than one box or the catalog/vendor estimate might be incorrect.

 

        (5)  Once the Fund Clerk and the Fund Manager receive the POR through the sign in log, they will review it for accuracy and money availability, and the 14 day process period begins. 

        (6)  If monies are available, the amount required to cover the costs will be subtracted from the proper sub-account.  A member of the UMT from the requesting chapel will sign for the purchase order from the Funds Office.  If monies are not available, the Funds Office staff will return the POR to the requestor.

        (7)  POs are good for 90 days.  Orders for supplies that have already been processed may take up to ninety days for the total transaction to be completed.  MSCs must turn in all unused POs older than 90 days.  The clerk will then close all unused POs and issue new ones if necessary. 

        (8)  Return any PO with incorrect information to the Fund Manager for modification. Only the fund manager is authorized to modify a PO.  Turn around for any modification will be 10 workdays.  POs will be treated as cash, since they are negotiable instruments.

    c.  Purchase Order Disposition.

        (1)  All invoices must be submitted before payment can be made.  Payments can be made only after receipt of goods.  Vendors will be paid on the basis of the invoice that must state explicitly the services provided.  For subscription orders, vendors must submit an invoice that must indicate the starting and ending dates that orders have been placed in effect for the addresses required, or that the orders will be placed in effect upon receipt of payment.  When making purchases with GPC by phone, the vendor must fax a copy of the invoice for verification of goods ordered and paid for.

        (2)  Vendor receipts, invoices, credit/debit card receipts, and receiving records are required as supporting documents for disbursement vouchers.  Receipts for the previous weeks purchase are due to the Funds Office by COB on the following Monday.  Each receipt will be annotated with the corresponding PO number and the name of the purchaser on the back of the receipt.  In addition, a roster of persons is required when purchases are made for registrations, tickets, hotel accommodations, retreat accommodations, meals, etc.  All receiving records are to be submitted within 5 working days of receipt of goods.

    d.  All goods will be shipped to the chaplain office address for proper accountability.  The address will include an attention line that designates the unit making the order.

    e.  All goods must be signed for on the proper form provided by chaplain office prior to removal from CTOF office.

13.  DONATIONS.

    a.  The CPBAC encourages but cannot require donations from individuals attending chaplain sponsored programs.  Anyone who wants to attend a chaplain function but not make a donation cannot be refused.

    b.  Donations taken during the duty day, or on the occasion where an offering bag was not available will be turned into the Funds Office to be deposited.  

    c.  Donations for chaplain sponsored events are:

        (1)  Requested but not mandatory (no specific requested amount).

        (2)  Not refundable.

        (3)  Not a deposit.

        (4)  Monies that go to the total fund, not dedicated to that particular event.

14.  OPERATION HELPING HAND. 

 

    a.  Operation Helping Hand (OHH) provides emergency assistance for food to active duty service members and their families.  Family members are defined as valid military ID card holders living in the Service Members (SM) household, except family members over 18 years old, who are not physically or mentally handicapped, and who are not enrolled in college.  Retirees and civilians may be considered on a case-by-case basis.

 

    b.  Emergency support will be considered and authorized upon receipt of documentation from the responsible chaplain only after all other helping agencies have been exhausted (i.e. Red Cross, ACS, AER).  A one-time only assistance for food is authorized with a maximum amount of $200.00 per family in a given year.

 

    c.  The Fund Manager will issue a check to the SM or family member for use at the Commissary.  Approved food assistance will not be used to purchase tobacco or alcohol products.  Recipients will be made aware of this stipulation.  No change is authorized.
 

    d.  Approval for all Soldier food assistance requests will rest with the Fund Manager or Pastoral Coordinator.

 

    e.  The referring chaplain will give follow-up counseling and recommendations to both the commander and recipient for future help and financial planning available in the military and/or civilian community.

 

    f.  Procedure.

        (1)  First, the SM must see his/her Company Commander or First Sergeant.  The SM’s CO or 1SG writes the justification on the OHH memorandum provided by the UMT of why the SM needs the emergency assistance.

        (2)  Second, the SM must see his/her unit Chaplain.  The Unit Chaplain counsels with the SM to verify the validity of the financial need and annotate recommendation on OHH memorandum.

        (3)  Third, SM then goes to the Army Community Service (ACS) for further assistance.  An ACS representative will initial the ACS portion of the OHH memorandum and annotate on the OHH memorandum any assistance provided if any.

        (4)  Fourth, the SM sees the Fund Manager for approval.  If approve, the Fund Manager will issue a $100 check or voucher to the SM for use at the Commissary.  The SM must turn in the receipt from the Commissary to the Fund Manager NLT 24 hrs from the date the check or voucher is issued.

15.  PROPERTY.

 

    a.  The Fund Manager will identify all non-expendable property the FJCTOF purchases or receives.  The chaplain office Supply Technician will place all durable property on the chaplain office property hand receipt. 

 

    b.  Property, as classified below, will be physically marked with a durable form of identification.  In form, it will be labels, paint, and engravings as applicable to the type of property needing to be marked.  The classifications are as follows:

 

        (1)  Fixed assets.  “Assets with productive or service lives longer than 2 years and unit costs of $1000 or more that is used for the production or sale of other assets or services.”

 

        (2)  All expendable items with a unit cost less than $1000, which are considered sensitive or susceptible to pilferage.

 

    3.  All property will be disposed of as outlined in AR 165-1 or through the appropriate sections.

16.  CTOF CONTRACTS (NON-PERSONAL SERVICES).

 

    a.  The FJCTOF does not employ people through CPO NAFI.  Services can be obtained on an independent contractor basis for Non-Personal Service.  Appropriated fund is the primary source of funding for services such as civilian clergy to assist chaplains, musicians, etc.  When appropriated funding is not available, CTOF may be used. The Fund Manager is the Contracting Officer, and only the Fund Manager or Pastoral Coordinator can commence a contract. 

 

    b.  The Garrison Chaplain and the Fund Manager must certify in writing that no military personnel, DOD Civilians, or volunteers are available to perform the functions that are under consideration for a contract.  No contracts will be authorized for work described and established under government job descriptions for government employees to include chaplains, religious affairs specialistss, GS secretaries, GS budget analysts, and other GS employee job descriptions.  No contracts will be authorized to persons for staff services, general administrative tasks, general ministry, indefinable “as assigned” duties or units of ministry, undefined office, and hourly execution of activities.

 

    c.  All contracts for the FJCTOF require:

        (1)  A certification in writing that there are no government employees (Chaplains, Chaplain  Assistants, DoD civilians) or volunteers available to do the services;

 

        (2)  A statement in writing that the staff chaplain has reviewed the contract according to the descriptive elements of AR 215-4, paragraph 5-7, AR 215-1, paragraph 3-8, and AR 165-1;

 

        (3)  A Statement of Work (SOW) clearly written for definable end products or

services that satisfies the concerns of the rules and definitions of NPS contracts;

 

    d.  Every contract religious support requirement must be revalidated as a bona fide need each FY and undergo appropriate competition to provide the best benefit to the government.  The contract process requires that NPS contractors must render definable, quantifiable services or end products for the government in accordance with AR 165-1.  The regulation prohibits contracts that either in their scope (written statement of work) or in their execution appears to develop an employee/employer relationship between the contractor and the government.

 

    e.  The staff chaplain approves all requests for CTOF contracts for clergy, religious education coordinators, parish coordinators, and youth workers regardless of dollar amount to certify that the contract is a non-personal services contract, that an employee/employer relationship is not developed in the scope of the contract, to assess the risk of potential tax liability, and to certify that the contract statements of work do not duplicate the job descriptions of government employees.

 

    f.  The contract cost for the end-services must reflect actual cost.  Contracts, by their nature, do not provide the equivalent of salary and benefits required supporting an employee.  Contract costs for CTOF NPS contractors are determined by the following criteria.

 

        (1)  Appropriate competition.  Each contract offer will be advertised at least two weeks in The Fort Jackson Leader and posted in every chapel.

 

        (2)  DACH/IMCOM/Command guidance.

 

        (3)  Funds availability.

 

        (4)  Mission requirements (the needs of the government).

 

    g.  The FJCTOF uses a combination of the sealed bidding and negotiations contract methods.  The historical preference for sealed bidding utilizes competition bidding by qualified persons.  A set time is established for the opening of bids, and the contract is awarded to the responsible bidder whose bid is most advantageous to the Government considering price, price-related factors, and other evaluation criteria (such as the evaluation criteria for Best-Qualified) specified in the solicitation.  The concept of selecting the Best-Qualified source combines the controlled cost of firm-fixed price with the evaluation criteria to determine the best qualified recommended source. 

    h.  The Fund will not contract for indefinable staff services, general ministry, as assigned duties, undefined office hours, hourly execution of activities, etc.  

 

    i.  A contractor is not a member of the chapel staff.  The contractor will not sign official documents in the place of the chaplain, religious affairs specialists, or independently as it pertains to offering control, purchasing, and receiving donations.  The contractor may not behave or function as a member of the staff—may not be required to attend staff meetings and may not serve on the CPBAC.  The contractor does not have a permanent office, is not supervised, does not work regular hours, and is not employed by the agency (FAR PART 37).  The SOW may specify that a contractor may use an office area and utilize supplies and equipment only during the performance of the service if determined to be advantageous for the Government.

 

    j.  Contractors perform the end-service as defined in the SOW and then are paid only upon submission and certification of an invoice.  Only payments against contract line items are authorized to a contractor.  (Note: Although payment for travel involved in fulfilling contractual services is authorized when identified as a contract requirement, payment for travel to and from home is prohibited).

 

    k.  The senior Chaplain of the chapel or faith group for which an independent contract has commenced will be responsible for signing the contractor's Statement of Services.  The sponsoring chaplain's signature verifies that the Statement of Services is accurate (ex: The goods were received in satisfactory condition, and all services were rendered in accordance with the provisions for the contract).

 

    l.  All FJCTOF independent contractors are available to serve any Fort Jackson Chapel Activity on an as needed basis as long as the contractor does not exceed their authorized amount for that month.  The FJCTOF is not responsible for payment over the amount authorizing the independent contractor to work during the month.  All contractors must have either a valid phone, email, mailing address in order to communicate changes or provide vital information concerning services.

 
17.  AUDIT.

 

    a.  The Garrison Chaplain will request an audit from the Internal Review Office at least every two years or on change of the Fund Manager.  An outside, disinterested party, qualified in accounting and bookkeeping skills, will perform this audit.  The Garrison Chaplain will forward the audit to the Commander.

    b.  IMCOM will inspect the FJCTOF at least annually.  Informal audits will be conducted using the principles in AR 11-7 Internal Review and Audit Compliance Program, at times determined by the commander and at least every 2 years.

 

    c.   The Fund Manager will request at least two-disinterested SMs to perform a Management Control Inspection of the Fund each month.

Glossary

 

QuickBooks Pro (QBP)

Serves as the accounting software for the Chaplaincy. It is user-oriented, multifunctional and fully integrated processing system, which integrates the Information Mission Area Sub-disciplines into a comprehensive system providing office information and decision support functions. It replaced the CHAPLAIN AUTOMATED RELIGIOUS SUPPORT SYSTEM (CARSS)

 

COMMAND MASTER RELIGIOUS PLAN (CMRP)

A comprehensive religious program designed to meet the religious needs of an installation for a fiscal year. The Command Master Religious Plan supports Army goals. Total Chaplaincy goals, and local command goals to meet the religious needs of all personnel of the installation.

 

CHART OF ACCOUNT (COA)

Is a three digit numeric code of the Chaplains’ Fund accounting system, established at OCCH, that shows the general ledger account for income, expenses, and internal transfers; standardizes the accounting procedures; and acts as a General Ledger Account Code (GLAC). The 100 series codes record income transactions. The 200 series codes record expense transactions. The 300 series codes record internal transfers and other actions.

CHAPLAINCY PROGRAM BUDGET ADVISORY COMMITTEE (CPBAC)

Is the centralized management body which oversees the decentralized execution of the religious support program in the community by Program Elements (PE).  The CPBAC parallels the installation PBAC in concept and function.  The CPBAC monitors the execution of all religious support programs with NAF spending.

 

PASTORAL COORDINATOR

Is responsible for the routine staff administrative procedures related to contracting, procurement, management controls, manpower and force development, property management, information management, military construction, logistics, budgeting and programming, and financial accountability for religious support activities.

 

ESSENTIAL ELEMENTS OF RELIGIOUS SERVICE (EERS)

The concepts, functions, practices, and objects that are held or used by distinctive faiths for worship, religious education, and pastoral care.

 

RELIGIOUS SUPPORT AREA (RSA)

The cost and business areas, functional areas, and program or activity areas for the Chaplaincy. Individual

Chaplaincy Support Activities (CSA) that represent Chaplaincy religious support programs and activities in the CMRP are categorized into major RSAs.

ANNEX B

Chapel Usage

1.  In accordance with AR 165-1, paragraph 3-3, the use of chapels on Fort Jackson are primarily for authorized ID card holders.  Individuals who are authorized access to the commissary, hospital, etc. are also authorized to use the chapels on post (for appropriate events, i.e. weddings, funerals, memorial services).

2.  Worship services are monitored and approved for the command by the Garrison Chaplain’s Office .  Soldiers and/or retirees may invite clergy from off the installation to conduct a wedding or funeral, etc., if the clergy person provides credentials to the chaplain office for verification.  However, any chapel event/service must have a sponsor.  The chaplain does not have to perform the event, but must be present to prevent the perception of “establishment of religion: by civilian clergy/religious organizations.  The religious affairs specialistss may also be required to provide key control and security of the chapel facility.

3.  Memorial Services/Ceremonies conducted on post are normally for Soldiers or DA Civilians that are assigned to Fort Jackson or other individuals dying while on active duty.  Commanders coordinate chapel use through their unit Chaplain.  Retirees may indicate their desire to utilize a chapel for funerals through the Casualty Assistance Office.  Those wishing to conduct funerals or memorial services for retirees).  Musicians are the responsibility of the units or individuals conducting the service/ceremony.

4.  As with other services on the installation, chapels are not for family members or others who are not ID card holders. Specifically, an ID card holder cannot “Sponsor” a wedding/funeral for a friend or family member not holding a valid ID card.  Those regularly attending worship services on the installation can request an exception through their Chapel Pastor.

5.  The Garrison Chaplain Office coordinates the use of Memorial Chapel and Main Post Chapel only.  All other chapels are coordinated through the Unit Chaplain.

ANNEX C

Wedding SOP
1.  PURPOSE:  To establish procedures and guidelines for weddings in chapels at Ft. Jackson.

2.  SCOPE:  All persons using Ft. Jackson chapel facilities for weddings are required to follow these guidelines.

3.  ELIGIBILITY:  The use of a chapel may be available to Active Duty Military and eligible family members.  Retired Military, Reserve/National Guard, and DA civilians may use a chapel as time, funds and regulations permit.  Eligible family members are those persons who still have an I.D. card and are entitled to military benefits.

4.  SPONSORSHIP, RESERVATIONS, and RESPONSIBILITIES:  

     a.  A military chaplain is required to sponsor all weddings held in Ft. Jackson chapels.  However, chaplains are not required to perform any wedding, which contradicts the practices of his/her denomination and conscience.  Premarital counseling, or any other conditions set for performing a wedding, must be agreed to before the wedding can be scheduled.

      b.  Duly licensed or ordained civilian clergy may be authorized to officiate at weddings on Fort Jackson with the approval of the Garrison Chaplain.  The sponsoring chaplain will provide support to include Religious affairs specialists coverage for the ceremony (setup, key control, etc.).

      c.   The Unit Chaplain or Chapel Pastor is ordinarily the initial contact for arranging weddings.  For those not assigned to Ft. Jackson the Deputy Garrison Chaplain will coordinate sponsorship and use of Memorial Chapel (and only Memorial Chapel).  Soldiers assigned to Ft. Jackson will first coordinate with their Unit Chaplain to secure the Chapel at the requested date.  The Unit Chaplain and Religious affairs specialists will be the assigned sponsor and will be present at the wedding rehearsal and at the wedding regardless of who conducts the wedding for their Soldier.  Chapels will not be reserved until the Unit Chaplain has signed off on the Wedding Information Form (reservation forms) acknowledging his/her responsibility as the sponsor.

       d. CATHOLIC WEDDINGS: The Catholic Chaplain requires that wedding preparations begin six months prior to the desired date of the wedding.  Reservations for Catholic weddings will be coordinated through the Catholic Chaplain’s Office.

       e. PROTESTANT AND OTHER WEDDINGS: Reservations for Protestant weddings at Memorial Chapel must be made at least eight weeks in advance by the officiating or sponsoring chaplain using a completed Wedding Information Form.

       f.  RESERVATIONS:  The Deputy Garrison Chaplain will maintain the calendar for weddings at Memorial Chapel, the UMT Weddings Sponsorship Roster, Wedding Musician Contractors’ List, and Janitorial Services Contractors.  Reservations for eligible personnel not assigned to Ft. Jackson will be made when the wedding information form is received by the chapel staff.

     g. Memorial Chapel will be open for rehearsals from Monday to Thursday 0900-1600, Friday 0900-1800.  Rehearsals will not exceed one hour.  Weddings will be held on Saturdays during the following time slots: 1000 to 1200, 1300 to 1500, or 1600 to 1800 to include set up and clean up.  Delays in starting may require the service be re-scheduled.  Only one wedding will be scheduled at Memorial Chapel each Saturday.  No weddings will be scheduled on Sundays or Holiday weekends.  The Chapel facilities do not support and will not be used for wedding receptions, parties, etc.

     h. The sponsoring chaplain will provide the Religious affairs specialists to support the wedding.  Keys, if necessary, must be obtained prior to close of business before rehearsals/weddings.

     i.  Chapel furnishings and musical instruments will not be moved.  Candle wax will not be allowed to drip on furniture or carpet.  Rice, flowers, confetti and birdseed will not be thrown inside or outside the chapel. 

     j. All personal belongings (clothes, boxes, papers, flowers/decorations, etc.) must be removed from the chapel immediately after the wedding ceremony concludes.  The Garrison Chaplain Office is not responsible for items left behind.

5. ADDITIONAL INFORMATION:  Direct any questions or for further information to the Garrison Chaplain’s office (803) 751-3121. 

ANNEX D

On-Call Duty Chaplain Coverage
1.  REFERENCES.  AR 600-8-1 Army Casualty Program, dated 7 April 2006.

2.  PURPOSE.  The purpose of this SOP is to establish policies and procedures for Funeral/Death Notification Standing Operating Procedures (SOP) for the On-Call Chaplain.

3.  GENERAL.  As required by AR 600-8-1, the Garrison Chaplain will designate a chaplain to provide for funerals of active duty Soldiers, retired Soldiers, veterans entitled to military honors and Department of Defense Civilians as authorized.  This will also include providing a chaplain to accompany the Casualty Notification Officer on Death Notifications when requested by the Casualty Assistance Office.  The Garrison Chaplain’s Office will maintain a consolidated duty roster for Duty Chaplains.  All Captains and Majors assigned to the installation will serve on this roster with exceptions made only by the Garrison Chaplain.

     a.  Because funerals and death notifications are unpredictable; a chaplain will remain at the top of the list until he performs one of these functions.  Once he has performed either a funeral or a death notification, the chaplain will then drop to the bottom of the list.  If the first chaplain on the list is not available at the appointed time due to authorized leave or TDY, then the next chaplain on the list will be contacted and so forth until the tasking is met.  The chaplain that was not available will continue to remain at the top of the list until he/she has performed a funeral or death notification.

     b.  Islamic Chaplains or Jewish Chaplains will be part of the rotation but will only be used for death notifications unless there is a specific request for a Muslim or Jewish funeral.

     c.  The Garrison Chaplain’s Office will be the point of contact for all funerals and death notifications during normal duty hours.  The On-Call Duty Chaplain will be the point of contact for all funeral requests and death notifications during normal duty hours.  The On-Call Duty Chaplain will be the point of contact for all funeral requests and death notifications after duty hours, weekends, and holidays.

4.   Catholic funeral coverage will be provided by Catholic Chaplains as needed and in keeping with the guidelines of the Roman Catholic Church.

5.  The On-Call Duty Chaplain will take the following actions in the event of a funeral or death notification:

      a.  After duty hours, weekends or holidays, the CAO representative will contact the On-Call Duty Chaplain at (803) 319-9613, who will then contact the next chaplain on the funeral/death notification list.

      b.  The next duty day, the On-Call Chaplain will inform the Garrison Chaplain’s Office that a funeral/death notification request came in and which chaplain is or has provided the coverage.

6.  The Garrison Chaplain Office will ensure that the funeral/death notification roster is kept up to date and ensure that the On-Call Chaplain has an up to date roster at all times.

7.  Chaplains will not be added to the funeral/death notification roster for a period of 30 days from the date, they sign into Fort Jackson.  They will be deleted from the duty roster 30 days prior to the date they sign out on PCS leave.

8.  The point of contact for this action is the Deputy Garrison Chaplain, (803) 751-3948.

ANNEX E

Memorial Ceremonies and Services SOP

 

SECTION I.  ADMINISTRATION
1.  REFERENCES.
    a. TC 16-2, Religious Support to Casualties, Memorial, and Funeral Services, dated 15 December 1991.

    b.  FM 3-21.5, Drill and Ceremonies, dated 7 July 2003.

    c.  DA PAM 1-1, State, Official, and Special Military Funerals, dated 11 December 1965.

2.  PURPOSE.  The purpose of this SOP is to establish policies and procedures for honors to deceased Soldiers through the conduct of memorial ceremonies and services.  This SOP establishes uniform procedures and responsibilities so that fallen Soldiers are honored in a fitting manner with appropriate rites and functions.

3.  GENERAL.  Memorial honors, ceremonies, and services are a command responsibility.  Units will render memorial honors to each Soldier who dies while assigned or attached to a unit.  Commanders may request exceptions from the first brigade-level commander in their chain of command.  Exceptions may be considered for Soldiers who die in a less than honorable manner (such as dying in the commission of a crime); or for Soldiers attached for less than 30 days who are permanently assigned to another duty station/unit that intends to perform honors or where the remains are immediately returned.  Memorial ceremonies that emphasize patriotic themes will be conducted on Fort Jackson.  Memorial services emphasize religious themes and will only be conducted as an exception to policy, or as directed by the CG.

    a.  Memorial Ceremony:  The memorial ceremony stresses military honors and may be conducted in a chapel, outdoor formation or auditorium.  If a chapel is used, it will be "faith group neutral" and all religious symbols will be removed or covered.  The fallen Soldier's chain of command provides ceremony leadership.  The chaplain may assist in the planning or leadership, but vestments will not be worn and religious terminology will be kept to a minimum.  The Army Chaplain Black stole may be worn.  The unit takes the lead and is assisted by the chaplain.  The elements of the ceremony emphasize a patriotic theme.  Memorial Service:  The memorial service stresses spiritual comfort and is generally conducted in a chapel.  The specific denomination or faith group of the fallen Soldier will determine the chaplain leadership and elements in the order of service.  The chaplain takes the lead in planning the service and is assisted by the unit.  The elements are similar to those of a military funeral except no body or remains are present.  Services are voluntary events.  The intent of the honors is to focus on the unit and its Soldiers.  The event should bring to closure the denial surrounding the death and allow the unit to move forward with its collective missions.  Commander’s remarks may address what is to be learned from the death.  Chaplains may address the needs of the Soldiers.

    b.  These events will normally not occur less than 2 days or more than 7 days after the death.

    c.  Memorial honors are planned at battalion and are normally conducted by a company.  Memorial ceremonies conducted in unit formations may be company or battalion events.

    d.  The boots/helmet display will be standardized.  The display should consist of the helmet, placed on top of an inverted M16 with bayonet, and brown combat boots.  

    e. Uniform for program participants, to include chaplain, firing party, and bugler, will be 
designated by the Battalion Commander.  During memorial ceremonies, chaplains may wear black military stoles.  Attendees may wear appropriate duty uniforms.

    f. The firing of volleys and Taps may be included in memorial ceremonies.  The firing party and bugler are positioned outside the facility.  Everyone attending the memorial should be standing for the volley and taps.

    g. The "Last Roll Call" may be included in memorial ceremonies or services as an option.  Commanders should be aware that this element, while potentially powerful for Soldiers, may be extremely painful for family members.

    h. The Brigade Chaplain has a budget to provide musicians (already under contract) to support honors.  Vocalists may volunteer.

     i. Scheduling of the service or ceremony will not be finalized until the unit contacts the SGS to ensure the CG or his representative can be present.

     j.  For honors conducted in a chapel or auditorium, the front rows on the left (entering from the rear) will be reserved for the Command Group, senior commanders, their spouses and distinguished guests.  Front pews to the right side of the aisle will be reserved for the family members and escorts as appropriate.  Under some circumstances, additional VIP reserved seating will require more left side rows.

    k. Units may videotape the honors for historical purposes or to provide the family a record of honors rendered.  The taping will be as inconspicuous as possible.

    l.  Family members will be informed of the memorial honors and that their presence is welcome.  When family members are present, the following indoor sequence of events will be followed: The unit's family escort will assemble the family in a waiting area where the chaplain or another unit member will brief them on the elements of the event.  Addressed will be the boots/helmet display, the "Last Roll Call" (as appropriate), firing of volleys, and Taps.  The role of the participants in the program will be explained.  The briefing will include entry and exit from the event and the offering of condolences by members of the command group and distinguished guests.  Five minutes before the event begins, the escort will lead the family into the sanctuary or auditorium. 
    m.  The National colors will be posted prior to the honors.  Generally, unit colors and guidons will be displayed inside for ceremonies and outside for services.  General Officer (GO) flags will be displayed outside of the chapel for both ceremonies and services.

    n.  When the fallen Soldier is assigned or attached to a brigade or division HHC, separate company, or detachment, the major unit commander will determine the appropriate distribution of commander, senior commander, senior NCO and staff responsibilities and functions described in this SOP.

SECTION II.  MEMORIAL HONORS

1.  PURPOSE.  This section establishes responsibilities and procedures for memorial honors.

2.  RESPONSIBILITIES.

    a.  Unit Commander.

  
        (1)  Determines the nature of and time that memorial honors will be conducted.  

        (2)  Assumes overall responsibility for planning and execution.  

        (3)  Coordinates day and time with SGS.

        (4)  Talks personally with family of deceased Soldier.  
        (5)  Plans and times the call and or visit to closely follow the notification, but not sooner than 3 hours from the notification.  

        (6)  Determines rehearsal location, date, and time.  

        (7)  If possible, conducts a full dress rehearsal the day of the event.  Coordinates with chaplain on scheduling the event, rehearsal times, and site preparation.

        (8)  Provides personal data regarding the deceased Soldier (including personnel data card 

information and Soldier's service data) to the Unit Chaplain for use in program.  Designates speakers and prepare comments.  Reviews program prior to release to printer.  Approves speakers’ comments.

        (9) Coordinates with band for bugler.  Contacts PAO regarding media access and control.  Coordinates with Executive Services for GO flag(s) and LEA for traffic control.

        (10)  Provides a detail for building and grounds preparation and facility recovery.

        (11)  Conducts inspection of uniforms for all participants and conducts final site inspection.

        (12)  Designates and briefs ushers, firing party, and unit's family escort.

        (13)  Assesses unit morale.

        (14)  Coordinates delivery and return of unit guidons, battalion colors, and memorial display.

        (15)  Appoints Honors NCO to coordinate timing of honors by firing party and bugler.  Ensures proper positioning of firing party and bugler.

        (16)  Arranges for videotaping with DPTM.

   b.  Unit Chaplain.

        (1)  Assesses unit morale and provide pastoral care to include Crisis Intervention Debriefing.

        (2) Advises the unit commander on type of honors and content, site selection, chapel availability and time.  If a memorial service is conducted, the chaplain will assume certain duties normally assumed by the unit commander.

        (3)  Prepares bulletin or program for printing after consulting with the unit commander. 

References cited in this SOP and information in Section III will be considered in recommending the order of events. 

        (4)   Coordinates for musician as appropriate.  Supervises musical aspects of the ceremony, except Taps.

        (5) Coaches and encourages participants on presentation of remarks before and during rehearsal and prepare remarks as appropriate.

        (6) Reviews SOP and advises unit.

        (7) Maintains contact with the Brigade Chaplain and Garrison Chaplain’s Office.

        (8) Briefs family members.

3.    PROCEDURES.

    a.  As soon as practical after confirmation of death, the battalion commander convenes a planning cell consisting of the Battalion XO, CSM, company/battery/troop commander, 1SG, chaplain and other individuals determined to be necessary.  During the planning session the nature of the honors, location, timing, and responsibilities are determined.

    b.  Additional planning meetings may be scheduled, as the commander deems necessary.

    c.  Rehearsals should be conducted the day prior to the honors event and the day of the event.  The rehearsal on the day of the event should be full dress and include a uniform inspection.
SECTION III.  ORDER OF ELEMENTS.

1.  Purpose.  This section establishes the elements, which may be included in memorial ceremonies and services.

2.  The Memorial Ceremony may be simple with only a few basic parts or very involved and formal.  Elements in the order of events for a Memorial Ceremony may be:

     a.  Prelude

     b.  National Anthem

     c.  Invocation

     d.  Commanders Remarks/Tribute

     e.  Memorial Tribute (Biographical Sketch and Service Record)

     f.   Scripture Reading

     g.  Silent Tribute

     h.  Special Music

     i.   Benediction


     j.   Unit/Command Traditions

     k.  Last Roll Call

     l.   Firing of Volleys

     m. Taps

     n.  Postlude

      o. Additionally, the ceremony may include remarks or personal reflections by fellow Soldiers 
and leaders. 

      p. Music selected for the event should reflect the patriotic nature of the ceremony.  The Armed Forces Hymnal contains several traditional selections for memorial ceremonies.

3. The Memorial Service is a worship service and will be conducted as an exception to policy.  Worship services are voluntary.
    a.  The lighting and extinguishing of altar candles, special music by a soloist or instrumentalist, reading of the biography and service record, and/or comments by commander’s or fellow Soldiers may be included.

    b.  Music selections may reflect either the honored Soldier's particular religious denomination or a broader religious tradition.  A memorial service will honor the deceased’s religion.

    c.   Elements in the order of worship for a Memorial Service may be:

        (1)  Prelude

        (2)  Welcome

        (3)  Moment of Silence

        (4)  Hymn

        (5)  Prayer

        (6)  Scripture Reading(s)

        (7)  Commander's Remarks

        (8)  Special Music

        (9)  Meditation/Sermon

        (10)  Prayer

        (11)  Last Roll Call

        (12)  Firing of Volleys 

        (13)  Taps

        (14)  Postlude

4.   Point of contact for this action is the Garrison Chaplain.
Appendixes

1.  Appendix A:  Program Example                              

2.  Appendix B:  Format for Last Roll Call
          

3.  Appendix C:  Commander Check List

4.  Appendix D:  Chaplain Checklist

APPENDIX A

PROGRAM EXAMPLE

 

______________________________________________________________________________

TIME





     



            
DATE

PRELUDE









            NAME

 

*NATIONAL ANTHEM



                       


           CHOIR

 

*INVOCATION                                                                                                       
   CHAPLAIN

 

COMMANDER'S TRIBUTE







            NAME

 MEMORIAL TRIBUTE






           
       FRIENDS
 

SCRIPTURE READING                                                                                        
            NAME

 

SPECIAL MUSIC





                                   CHOIR/SOLO
 *BENEDICTION
*LAST ROLL CALL                                                                                          

NAME

 

*FIRING OF VOLLEY                                                                                        HONOR GUARD

 

*SOUNDING OF TAPS                                                                                     
        BUGLER

 

POSTLUDE                                                                                                              
            NAME

______________________________________________________________________________

*PLEASE STAND

 

 At the conclusion of the ceremony, please remain seated until the family and Command Group have exited.

******************************************************************************

IN MEMORIAM

NAME:                                                                                                               PRIVATE FIRST CLASS

 

BORN:  








           DIED: 

******************************************************************************

UNIT                                                                                                                                      A COMPANY

*********************************************************************************

 

Almighty God, Father of all mercies and Giver of all comforts, deal graciously with us who mourn, that casting all our cares on You, we may know the comfort of Your love and presence.  Make us all aware of the brevity of life and the need to live it with a noble purpose.  Keep us in this hour of need and enable us to find your strength sufficient.  AMEN.

 

 

 

 

 

APPENDIX B

 

LAST ROLL CALL

 

1.  The deceased Soldier's commander will designate a senior leader (normally the 1SG) to conduct the Last Roll Call.

2.  The commander will designate three Soldiers who will be present at the ceremony to participate in the Last Roll Call.  (For the sake of this document, they are named Smith, Jones, and Lee.  The deceased Soldier's name is Private First Class John A. Doe, Jr.)

3.  The three Soldiers will sit with their squads in the chapel.  They need not be seated together.  The platoon or company will be called to attention before the roll call begins. 

4.  The designated leader calls out the first three names allowing time for them to answer.

     
"Specialist Smith"………. (Smith replies, "Here First Sergeant.")


"Specialist Jones"………. (Jones replies, "Here First Sergeant.")


"Private First Class Lee"………. (Lee replies, "Here First Sergeant.")

5.  After calling out the first three names, the leader calls out the name of the deceased in the following manner.

"Private First Class Doe"………. (There is silence.)

 
After three seconds of silence, the name is called again:

 
"Private First Class Doe"………. (Again, there is silence.)

 
After five seconds, the full name is called as follows:

 
"Private First Class John A. Doe, Jr.”  ………. (Again, silence.)

 6.  Immediately after this, the honor guard fires the volley and the bugler then plays Taps.  The Soldiers in the unit will be standing for the last roll call.  The 1SG should call the platoon/company to attention before he begins the roll call.  This would leave the others in attendance sitting during the roll call.  An invitation to stand would then be given to all in attendance prior to the volley and taps.  An option is to have everyone stand for the benediction and remain standing for the roll call, volley, and taps.  

 

APPENDIX C

 

COMMANDER CHECKLIST

______________________________________________________________________________

1.   Coordinate with the command group (SGS) and inform PAO.



_____

2.   Coordinate the use of the facility for the honors.





_____

3.   Schedule rehearsals.








_____

4.   Approve bulletin and ceremony participants.





_____

5.   Speak personally with the family and designate an escort.



_____

6.   Coordinate the arrival of the proper equipment (Battalion colors, M16 w/bayonet/empty magazine, helmet, identification tags, boots, photo, black cloth, and taps tape (backup)   for the memorial.
   









_____

 7.   Appoint honors NCO to coordinate timing of volleys and taps.



_____

 8.   Designate two ushers and provide detail to prepare facility for memorial.














_____

 9.   Coordinate for bugler and chorus.






_____

 10. Coordinate the seating arrangement of troops, family members, and special guests.
_____

 11. Designate senior leader responsible for conducting the last roll call (if applicable).













_____

 12. Conduct final inspection.








_____

 13. Arrange videotaping.                                                                         
 

_____

 14. Plan for retrieving items used in memorial display.




_____

 15. Assess unit morale.                                                               
 


_____

 

APPENDIX D

CHAPLAIN CHECKLIST

 

1.  Coordinate with the commander concerning the time, date, and location of the ceremony and notify the senior chaplain.








_____

 2.  Coordinate the services of the organist and provide guidance on music.


_____

3.  Prepare the memorial program with supervisory chaplain approval.


_____

(stock, Soldiers info, names, music, unit directory)

 4.  Select appropriate scripture and prayers.






_____

 5.  Assist program participants with remarks.





_____

6. Determine if family or friends will be attending  and report to the commander 

and senior chaplain.









_____

 7.  Inform religious affairs specialists of responsibilities.





_____
8. Coordinate with OIC and honors NCO concerning the details and the 

rehearsal of the honors to include special attention to the timing of the 

firing of the volleys and Taps.







_____

9.  Supervise rehearsal of the ceremony under the guidance of the supervisory 

Chaplain.










_____

10. Provide pastoral care to unit and assess morale.





_____

11.  Review SOP.









____

ANNEX G

Vehicle Registration of Authorized Non-DOD and Non-ID Card Chapel Congregation Members

1. REFERENCES.  LEA-Vehicle/Weapons Registration Standard Operating Procedure, Police Services Branch, dated 17 February 2004.

2. PURPOSE.  The purpose of the SOP is to establish policies and procedures for registering vehicles of congregants who do not possess a Department of Defense Identification Card and Department of Defense Registered Vehicle Decal.

3. GENERAL.  As required by the Installation Vehicle/Weapons Registration Standard Operating Procedure, Police Services Branch, dated 17 February 2004, the Garrison Chaplain will have oversight of access to the Garrison for Chapel Services and Chapel related activities through the Brigade Unit Ministry Teams and/or Chapel NCOICs.

     a.  Each Brigade Unit Ministry Team or Chapel NCOIC will be required to compile and submit a list of all personnel who wish gain access to Fort Jackson for the purpose of attending chapel services or chapel related activities on Ft. Jackson, SC to the Garrison Chaplain’s Office NLT 1 December of each calendar year.

     b.  Once the submitted memorandum is approved by the Garrison Chaplain, it will be returned to the respective Brigade Unit Ministry Team or Chapel NCOIC.  A copy of the approved memorandum copy will be given to the personnel requesting access to Fort Jackson.

     c.  Upon receipt of the approved memorandum, the personnel will be able to obtain a one 

year registration with the Vehicle Registration Office, Room 104, Strom Thurmond Building, 5450 Strom Thurmond Blvd, Ft. Jackson, SC 29207.

     d.  The following will be needed for registration:

(1) Valid State Driver’s License

           (2)  Valid Vehicle Registration

           (3)  Proof of Current Insurance

           (4)  Approved Memorandum from the Garrison Chaplain

4.  Vehicle Registration will issue a DOD decal valid for 12 months.  Personnel who register 

their vehicles for this purpose must keep the approved memorandum in their possession at all times while on the Installation and will be required to show this memorandum to be granted

access to the Installation. Failure to present this memorandum will result in denied access to the Installation.  

5.  Point of Contact for this action is Deputy Garrison Chaplain, (803) 751-3948.

GARRISON CHAPLAIN’S OFFICE 

STANDING OPERATING PROCEDURES (SOP)
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