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PACIFIC REGIONAL MEDICAL COMMAND
Tripler AMC, Hawaii 96859-5000

REPLY TO 
ATTENTION OF

	


MCPA-OD-RA  							                 10 February 2012


MEMORANDUM FOR RECORD

SUBJECT:  Integration of Mobilized Reserve Soldiers to Tripler Army Medical Center (TAMC) 

PURPOSE:  To provide TAMC staff and Mobilized Reserve Soldiers with information on in-processing, management, and out-processing procedures for Mobilized Reserve Soldiers.

BACKGROUND:  The process by which Reserve Soldiers are integrated into TAMC begins when Reserve Affairs is notified of the impending mobilization and continues through the day they out-process TAMC and REFRAD (Release from Active Duty).  

1.  Pre-Arrival:  Reserve Affairs receives notification of a projected Mobilized Soldier. 
    
a. Billeting:
	1.  Reserve Affairs arranges billeting for Soldiers mobilized on an involuntary mobilization order via USC 12302 (orders will read “you are mobilized as a member of your reserve unit.”) The location of billeting is dependant on the grade of the Soldier, length of mobilization, and special work/shift circumstances when warranted.  In general, 90 day rotators are housed at the TAMC Guest House.  Soldiers with 180 day tours or greater are housed as follows.  Enlisted Soldiers E-1 through E-5 are housed in the barracks at TAMC, Ft. Shafter, or Schofield Barracks.  Enlisted soldiers in the grade of E-6 and above are housed at the Schofield Barracks Bachelor Enlisted Quarters (BEQ), and all officers are housed at the Schofield Barracks Bachelor Officers Quarters (BOQ).  (See Housing, paragraph 3c for more details).  
	2.  Soldiers mobilizing on voluntary Contingency Operations Active Duty Operational Support (COADOS) orders via USC 12301D are responsible for arranging for their own billeting as these orders are Permanent Change of Station (PCS). Reserve Affairs will ensure that you are assigned an active duty sponsor to assist you.  
*Note: ALARACT XXX effective 21 April 2011 changed the entitlements for mobilized reserve Soldiers.  DA G1 has yet to release implementation guidance.  COADOS orders up to this point for Hawaii are movement of HHG at single rate, no movement of household goods and no shipment of POV.  The latest guidance can be found on the DA G1 web site at http://www.armyg1.army.mil/MilitaryPersonnel/ppg.asp






b. Upon notification Chief, Reserve Affairs notifies the appropriate TAMC Departments of incoming reserve personnel, and coordinates for housing, finance, and medical in-processing appointments.

c. Once the department is notified of an incoming Mobilized Soldier, they must assign a sponsor and provide the sponsor information to Reserve Affairs.  The sponsor’s role is critical.  Coordination between the sponsor and Reserve Affairs must occur for each individual.  Sponsors are responsible for sending a welcome packet to the incoming Reserve Soldier and guiding them through TAMC in-processing.  In addition, when applicable, the Reserve Affairs office will ensure the Reserve Soldier is properly entered into the Defense Travel System (DTS).   The assigned department must coordinate with TAMC Resource Management Division (RMD) for a Line of Accounting (LOA) for the Reserve Soldier for reimbursement of travel from home station to TAMC and each month thereafter for per diem until REFRAD.  Reserve Affairs is the approver of all Reserve Soldiers in DTS.

d. Coordination between Reserve Affairs and the mobilized soldier is conducted to ensure a smooth transition with respect to lodging, meals, credentials, etc. There are times when soldiers may contact the departments they will be assigned to regarding these issues.  When this occurs it is important that the department representative contact Reserve Affairs to answer questions.  At this point in the process it is better that they take all direction from Reserve Affairs.  

    e. The soldier is responsible for completing the following tasks prior to arrival. 

          (1)  The Army Accident Avoidance Course can be completed with the following 	instructions: 
	Log into AKO, follow links to “Self Service”, “My Education” and “ALMS”, once on 	ALMS type “avoid” in the catalog search and click on “Army Traffic Safety Program….”  	Print the certificate of completion and provide to Reserve Affairs upon arrival.

          (2)  Information Assurance Awareness training at the following link:
	 			https://ia.signal.army.mil/
	Make sure you take the 25 question test and print the certificate.


          (3)  Contact Credentialing office, if applicable, at one of the following numbers:
		(808) 433-6799: surgery, OB/GYN, radiology, pathology, pharmacy
		(808) 433-4720: medicine, family/emergency/preventive medicine, pediatrics,
				   PMRS, nutrition
		(808) 433-2459: social work, psychology, psychiatry, USAHC-Schofield 
                                                   Barracks
          
          (4)  Pre Deployment Health Assessment DD2795 via AKO within 30 days of report.  	Follow links to My Medical, My Medical Readiness, Pre Deployment Health 	Assessment. 

2.  Arrival:  In-Processing (Finance, Medical, Credentials, TAMC)

   a. The soldier arrives at the airport and is met by their sponsor and/or a representative of the Reserve Affairs office.  They are welcomed, taken to their lodging, and briefed on what to expect during their mobilization.  The Soldier is given their schedule for the next several days.  The first week will encompass appointments with Finance, Schofield Barracks Health Clinic for the medical SRP, verifying credentials at Tripler, and in-processing into TAMC.    

   b. Finance.  Reserve Affairs or the sponsor will transport the Soldier to the Reserve Component’s Finance Office (9th MSC, Bldg 1557, room 201) on Ft. Shafter Flats for Active Duty pay processing.  POC is Suzanna Ocol at 438-1600, ext. 3170.  Hours:  0700 – 1530.  An appointment is necessary, and will be scheduled by Reserve Affairs.  At this time, the Soldier will complete a number of documents to ensure proper pay and allowances and receive instructions on completing their travel voucher for reimbursement from home of record to TAMC and continuation of travel benefits.  
          
          (1)  Pay and Entitlements:  Soldiers should bring copies of their travel itinerary reflecting travel from home station to Honolulu.  In addition, the Soldier may be asked for documents (marriage certificates, birth certificates for children, divorce decrees, custody documents and child support documents)   to justify appropriate BAH rate.  

          (2)  Travel Vouchers:  All Reserve Soldiers receive reimbursement for initial travel and a monthly per diem entitlement via DTS.  The Reserve Soldier’s assigned department is responsible for DTS input within 5 days of arrival.  

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]   c. Medical.  Medical SRP is scheduled by Reserve Affairs and is either conducted at the Schofield Barracks Health Clinic (SBHC) or TAMC depending upon where the Reserve Soldier is assigned.  

           (1)  The Soldier is first loaded into CHCS by managed care, and then reports to Immunizations, Lab, Audiology, Behavioral Health, Optometry and Pharmacy.  The Medical SRP is considered complete when the soldier meets with the provider and electronically completes the DD Form 2795, Pre-Deployment Health Assessment.  Note:  No Reserve Soldier can begin in processing TAMC until they have been determined “fit for duty” through the SRP process.  Medical appointments generally take one business day to complete

          (2)  Soldiers will bring copies of all military and civilian medical and immunization records.  In the case of PPDs and titers, records must indicate when they were administered, when the results were read, and what the results were.  Results of all chest x-rays must be documented.

          (3)  Reserve Soldiers must process through the SRP in a timely manner to meet the 25 day rule for medical processing.  The 25 day rule states that if in the first 25 days a soldier is medically unqualified they will be demobilized and returned to their reserve unit.  Reserve Affairs Office will monitor the SRP process to ensure Reserve Soldiers complete all sections in a timely manner.  
  
   d. Credentialing.  90 day BOG Soldiers who require privileges will not sign into TAMC and begin their 90 day BOG time until privileges are granted.  Reserve Affairs will take soldiers to the credentialing office to verify compliance and to resolve any issues if necessary.  

   e. Upon completion of the medical, finance and credential processing, the soldier signs into TAMC at the HRD (Human Resources Division).  The soldier must be accompanied by the sponsor for this process.  At this time all responsibility for the soldier passes to the department where the soldier is assigned.  Reserve Affairs will provide assistance and information when needed.  Reserve Soldiers and department sponsors should always consult with Reserve Affairs if they are unsure of how to proceed with any issue related to the Reservist. 

   f. Once 90 day Boots on the Ground (BOG) tour soldiers sign-in at HRD and have been released from Reserve Affairs to their departments, the 90 day countdown begins.   

3.  Meals, Housing and Transportation.

     a. Tripler Army Medical Center has limited lodging and transportation.  Per the Personnel Policy Guidance (PPG) para. 3-3 b (2) (a), “Meals and lodging will be provided at no cost to the Soldier.”  The TAMC Command has a strong commitment to provide for the welfare of all assigned personnel and has made arrangements with the Garrison Commander at Schofield Barracks to provide required housing and transportation. 

     b. Meals 

          (1)  Mobilized reserve soldiers will pay for meals at the TAMC dining facility.  The TAMC dining facility is not considered a “government dining facility” therefore mobilized soldiers on a 12302 order receive a DA 1351-5, Statement of non-availability (SNA) that allows for the receipt of per diem for meals during their tour.  The Reserve Affairs office will ensure a SNA, if applicable, is requested. The SNA is required for upload into the DTS for per diem.

    c. Housing

          (1)  Reserve Affairs will make housing arrangements in the Soldier’s name and provide the housing information to the Soldier.  Lodging arrangements are made based on the following guidelines.

          (2)  Housing for 90 Day Rotators.  Every effort will be made to billet our 90 day rotators at the TAMC Guest House (POC: Guest House Manager at 808-839-2336).  The soldier, after receiving the confirmation number from Reserve Affairs, must call the lodging facility and provide their credit card number. Room costs are reimbursed monthly via DTS.   The rooms have a bedroom with one or two queen beds, two TVs with cable service, dressers, a living room, pull out couch, small refrigerator, microwave, dinette table w/ two chairs, a recliner, a bathroom with shower, tub, sink and toilet and maid service.   In the instance of little to no notice of mobilizations, lodging at the TAMC Guest House may not be available.  If there is no lodging available, the TAMC Guest House Reserve Affairs will coordinate for off post housing  No soldier is authorized to get off post housing unless authorized by Reserve Affairs.   Additional information is available here.

            (3)  Housing for 180 days or more.  Soldiers who are mobilized for 180 days or more are required to billet in the BOQ/SEQ at Schofield Barracks or Troop Barracks at TAMC at no cost.  In the case where no rooms are available at the BOQ/SEQ/Troop Barracks, the Reserve Affairs office coordinates for an SNA for housing.    

     (a)  Officers and enlisted E-5 and above are housed in the Schofield Barracks BOQ/BEQ which has one and two bedroom apartments and are assigned according to rank.  Each apartment has a bedroom, living room, bathroom and a kitchen with refrigerator, electric stove and adequate cabinet space.  They are furnished with items such as a small sofa, chair, kitchen stools, coffee and end tables, night stand, dresser, desk with chair, lamps and a full size bed.  Rooms have air conditioning.  There are no cooking utensils/dishes, shower curtains, bed linens, or television.  Internet and cable service may be purchased through the local providers.   Photographs are available here for officers and here for enlisted.
      
      (b)  Occupants of the BOQ/BEQ must provide at a minimum their own pillow(s), linens, blankets, and shower curtain.  Soldiers should bring any items they will immediately need with them on the plane using the excess baggage authorization as printed in their orders.  

     (c)  Enlisted E-4 and below are housed at the barracks at TAMC, Ft. Shafter, or Schofield Barracks.  Soldiers are provided with a twin size bed, bedding, and simple furnishings.  Soldiers may be assigned a roommate and are required to share bathrooms.  Internet and cable service may be purchased through the local providers.  Photographs are available here for Schofield Barracks and here for Ft. Shafter.
    
 d.   Transportation  

          (1)  Transportation for soldiers housed at Tripler is provided only from the airport to housing upon arrival; for necessary appointment during in-processing and out-processing; and from Tripler to the airport upon REFRAD.  TAMC is within walking distance from the TAMC Guest House and the TAMC Troop Barracks, therefore government transportation is not required for duty.

          (2)  Transportation for soldiers housed at Schofield Barracks and Ft. Shafter is provided through Garrison Hawaii, Schofield Barracks.  Garrison has provided GSA and contract vehicles for transportation to and from duty.  Transportation is a coordinated group effort among the mobilized Reserve Soldiers via a carpool.   These vehicles are government vehicles and MUST NOT be used for trips to the commissaries, post exchanges or other unauthorized activities.  Gas keys to the DOL gas pumps at Schofield Barracks have been provided to fuel these vehicles at no cost to the soldier.  The gas keys are only for government authorized vehicles. Reserve Affairs manages these vehicles.  

         (3)  Soldiers who use the vehicles within the carpool are responsible to ensure that the vehicle receives required care and maintenance.  Carpool information, policies and procedures are found in a memorandum entitled “Government Contracted Rental Vehicles” dated 29 Nov 07.  Soldiers are required to sign that they have read, understood and will comply with this memorandum to participate in the carpool.  Carpool privileges may be removed at any time during the mobilization if soldier fails to comply with the written guidelines.

          (4)  Off duty.  Per the PPG, rental vehicles and shipping POVs at government expense is not authorized.  Department sponsors and Reserve Affairs should advise incoming Reserve Soldiers of transportation issues and alternative transportation options prior to arrival on island.  
    
4.   Leave Policy  

   a. Mobilized soldiers take leave via completing the DA 31.  They must submit copies of all leave forms through department channels and through the Reserve Affairs office to the 9th MSC Finance Office.  Routine leave paperwork is handled as outlined in the memorandum entitled “Leave Form Process for Mobilized Reserve Soldiers” dated 12 Oct 2006.  All department OIC/NCOIC’s are responsible for ensuring soldier has enough leave prior to approval. Soldiers do not receive per diem while on leave. 
   
   b. 90 Day BOG Soldiers are not authorized to take leave.  Leave can be taken as “transitional leave” after the 90th day and once REFRAD out processing is completed, or it can be paid out.

   c. For tours greater than 90 days:

          (1)  A soldier is not usually mobilized for a tour between 91 and 364 days.  Soldiers in this category are here because they have asked to be extended beyond their 90 day rotation.  The policy for a 90 day BOG who has voluntarily extended is the same as if it was the first tour as outlined above.  However, soldiers who have extended for another complete 90 day rotation, which equals 180 days, are allowed to take the leave they accumulated during their first rotation or wait until the end of the 180 days and take all accumulated leave as “transitional leave”, or receive payment for the leave.  If they voluntarily extend for a third or fourth 90 day rotation, which equals 270 days, they are allowed to take the leave accumulated during their second rotation or wait until the end of the 270 days and take all accumulated leave as “transitional leave”, or receive payment for the leave.   A soldier who voluntarily extends for a fourth rotation, which equals 365 days falls into the category below with respect to REFRAD procedures.  It is important that soldiers who plan to voluntarily extend for a full year are identified early and managed closely so that they are not trying to take all 30 days of leave during their last 90 day rotation.  

     (2)  For soldiers mobilized for 365 days or more, taking leave is encouraged so that the soldier will not lose leave or sell back their leave.  Soldiers who sell their leave receive only base pay.  Reservists on mobilization orders are not authorized an extension for the purpose of taking leave.  If the soldier plans to take transitional leave and depart prior to the end date of the order, the soldier must receive authorization from their TAMC supervisor,  and coordinate through Reserve Affairs to ensure proper and complete out-processing.   

5.  Guest Policy

   a. E1-E4 residing in TAMC Barracks.  Guests are not allowed in the barracks.  

   b. Soldiers residing in BOQ/BEQ at Schofield Barracks are allowed guests for short periods after pre-approval from housing staff, TWO WEEKS MAXIMUM (808-655-0453).  

   c. Officers residing at the TAMC Guest House may have guests at no additional cost per night.  If family members anticipate joining the Reserve Soldier during the tour, those family members should not arrive at the same time as the Mobilized Soldier.


6.  REFRAD (Release from Active Duty)  

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]     a. 90 Day BOG
          (1)  Soldiers who are here for 90 day “Boots on the Ground” (BOG) rotations will have orders for greater than 90 days.  The order states that the 90 days are “exclusive of any required pre- and post-deployment periods.  Maximum effort will be made to minimize pre- and post-deployment periods in concert with operational requirements”.  A 90 day rotator’s BOG time starts when they are released from Reserve Affairs, signs into HRD at TAMC, and ends 90 days later.  

          (2)  All REFRAD activities are considered post-deployment periods.  This includes all reverse SRP activities, to include the physical exam and taking leave.  TAMC however, includes the TAMC out-processing procedures as part of the 90 day period.  Typically TAMC out-processing takes place the 89th and 90th day, unless it falls on a weekend. 

          (3)  To prepare for out processing and REFRAD soldiers must make an appointment with TAMC Human Resources Division between day 70 and 80 to make arrangements to out process TAMC.  Additionally, they must go back to the finance office on Fort Shafter Flats to obtain a Master Leave Report that shows how much leave they are entitled to.  This form is a must for final REFRAD.

          (4)  The series of events for REFRAD, after the two days of out processing TAMC, is as follows: REFRAD Physical Exam, go to Soldier Support Center at Schofield Barracks to receive REFRAD order, receive DD214 dated after last day of leave, and arrange for plane ticket.  This whole process takes two days or less.  

          (5)  REFRAD PE assessments and PHA appointments are arranged by Reserve Affairs and are conducted at Schofield Barracks Health Clinic (SBHC) Deployment Health Clinic.  The REFRAD PE can typically be scheduled for day 91, if it falls on a business day. 
  
      b. Reserve Soldiers who fall within the 91 – 364 day window must contact Reserve Affairs. 

     c. 365 days or more:

          (1)  Soldiers who are mobilized to TAMC for greater than 365 days start their time on the first day of the order.  These orders are self terminating and all TAMC out processing; REFRAD procedures and the taking of leave must be completed prior to the end date of the order.  It is important to backward plan sufficiently so the number of days included in the order is not exceeded.

          (2)  TAMC out processing is handled in the same fashion as permanent party soldiers.  Contact TAMC HRD 30 days prior to departure date to arrange for out processing TAMC.  Reserve Soldiers are entitled to 10 business days for out processing and take place concurrently with REFRAD procedures.  Additionally, they must go back to the finance office on Fort Shafter Flats to obtain a Master Leave Report that shows how much leave they have taken and how many days of leave they are still entitled to.  This form is a must for final REFRAD.  

          (3)  REFRAD PE assessments and PHA are scheduled 10 days prior to departure date by Reserve Affairs and is either conducted at the Schofield Barracks Health Clinic (SBHC) or TAMC depending upon where the Reserve Soldier is assigned.  

          (4)  The series of events for REFRAD is as follows: go to SBHC for REFRAD PE assessment and PHA, go to Soldier Support Center to receive REFRAD order and DD214 dated the last day of the Mob order, make appointment with transportation office to move TDY HHG (Household Goods), out-process TAMC, and arrange for plane ticket.  The REFRAD process takes two weeks for long tour Soldiers, 3-4 days for 90 day Soldiers.  

7.  POC is the undersigned at 808-433-3876.

FOR THE COMMANDER




						
						BONNIE S. LOWE
						LTC, MS
						Chief, Reserve Affairs


5

image1.png




