[image: image1.png]Headquarters

United States Army Recruiting Command

Fort Knox, Kentucky 40121-2726
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USAREC Pamphlet 601-31

Hometown Recruiter Assistance Program and Soldier of the Quarter Information Guide

This UPDATE printing publishes a new USAREC
pamphlet.

For the Commander:
RICAHRD L. TETERS, JR.
Colonel, GS

Chief of Staff

Official:

ROGER H. BALABAN
Director, Information Management

Summary. This pamphlet has been designed to
assist recruiters in promoting and revitalizing
their Hometown Recruiter Assistance Program.

Applicability. This pamphlet is applicable to all
elements of the United States Army Recruiting
Command.

impact on New Manning System. This pam-

phlet does not contain information that affects the
New Manning System.

Suggested improvements. The proponent
agency of this pamphlet is the Office of the
Director of Recruiting Operations. Users are in-
vited to send comments and suggested improve-
ments on DA Form 2028 (Recommended
Changes to Publications and Blank Forms) di-

rectly to HQ USAREC {(RCRO-PP), Fort Knox,
KY 40121-2726. A

Distribution. Distribution of this pamphlet has
been made in accordance with USAREC Pam
25-30, distribution Y. This pamphiet is published
in the Recruiter Management UPDATE.
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Glossary

1. Purpose

This pamphlet has been designed to assist re-
cruiters in promoting and revitalizing their Home-
town Recruiter Assistance Program (HRAP).

?. References
For required and related publications and blank
forms see appendix A.

3. Explanation of abbreviations
Abbreviations used in the pamphlet are ex-

plained in the glossary.

4. General

a. HRAP and Soldier of the Quarter (SOQ) are
two of the most beneficial programs available to
recruiters. Unfortunately, it also seems to be an
untapped resource. It is up to recruiters and
commanders to ensure the program is used to
the fullest extent possible. Each step of the
HRAP request and recognition process requires
your involvement and participation. Your efforts
will soon pay dividends.

b. This pamphiet will assist you in your efforts
to promote and revitalize your HRAP. Included
are step-by-step instructions on submitting
HRAP applications on individual soldiers. Also
provided are samples to required forms and vari-
ous memorandums to be utilized in their process-
ing.

¢. The SOQ soldiers are selected by their
major Army command (MACOM) headquarters.
Temporary duty (TDY) orders and all other ar-
rangements are made by the United States Army
Recruiting Command (USAREC) HRAP Man-
ager. The SOQ soldier is the responsibility of the
recruiting battalion (Rctg Bn) sergeant major
(SGM) to which he or she reports to for duty.

d. The secret of a good HRAP is to plan and
execute. Identify potential HRAP soldiers while
they are in the Delayed Entry Program (DEP),
but do not rule out any qualified individual. Re-
member, there is a metamorphosis that occurs
when these soldiers undergo and complete train-
ing. For this reason, each and every one of your
DEP members who meet the qualifications to
participate in HRAP, will have an HRAP applica-

tion forwarded with them to the United States -

Army Reception Battalion (RECBN). This will

ensure inclusion in the new soldier’s field file.

e. Asuccessful HRAP in your unit is a signifi-
cant combat multiplier. These new soldiers who
return home and tell the Army story are a valu-
able tool for the individual recruiter. Their ability
to relate to friends, family, community leaders,
and high school classmates can be vital to the
accomplishment of our mission.

f. Any inquiries concerning HRAP can be
addressed to the USAREC HRAP Manager at
1-800-223-3735, extension 6-0460 or DSN 536-
0460.

5. Eligibility and qualifications for HRAP par-
ticipants

a. Whoiis eligible for HRAP duty? Volunteers
who are in one of the following categories:

(1) One-station unit training (OSUT) or ad-
vanced individual training (A!T) graduating stu-
dents.

(2) Permanent party soldiers.

b. Which of those soldiers are qualified?
Those volunteers who meet the following re-
quirements:

(1) Be stationed in the continental United
States or on orders for an overseas assignment.

(2) Perform HRAP duty in a permissive TDY
status at no cost to the Government.

(3) Be a high school diploma graduate from
the area in which they are volunteering for HRAP
duty. Alternate high school credential holders
are not eligible (i.e., general equivalency
diploma)} for participation in the program.

(4) Cannot be more than 25 years of age.

(5) Nommally reside within 50 miles of the
nearest recruiting station (RS).

(6) Meet height and weight standards of AR
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6. Processing procedures for new enlistees
2d DEP members
~a. Step 1. Determine if potential enlistee is
Tqualified to participate in HRAP.

b. Step 2. Forward a completed USAREC OP

1 (HRAP - DA Form 4187) (see fig 1) along with

- USAREG Lahel 17 (Hometown Recruiter Assis-
tance Program Cover Sheet) (see fig 2) to the
Miiitary Entrance Processing Station (MEPS)
with potential enlistee’s enlistment application.
Annotate in top right comer of USAREC Fm 794
(Enlistment Processing Worksheet) “Recom-
mended for HRAP duty” (see fig 3).

c. Step 3. Contact the guidance counselor at
DEP-out to ensure above documentation is for-
warded with new soldier to the RECBN.

d. Step 4. Atthe RECBN, the liaison noncom-
missioned officer (LNCO) will brief all qualified
soldiers on HRAP. LNCO will ensure documen-
tation is included in the new soldier's field file.

e. Step 5. If the new soldier's chain of com-
mand recommends individual for participation in
HRAP, forward documentation to first lieutenant
colonel in the chain of command for approval.
Once signed, application is approved.

f. Step 6. Forward approved documentation
to the student military personnel office (MILPO)
for processing of orders. The student MILPO will
forward information on approved soldiers to the
USAREC HRAP Manager.

g. Step 7. USAREC HRAP Manager will en-
sure information is loaded into the data base.
Weekly arrival notifications will be forwarded by
the USAREC HRAP Manager to the recruiting
brigade (Rctg Bde) HRAP point of contact. This
information will be distributed through appropri-
ate channels to recruiting level to ensure proper
planning is made for HRAP participant utilization.

h. Step 8. Upon arrival of the HRAP partici-
pant at the RS, the RS commander must endorse
the USAREC OP 1. Brief the HRAP participant
on the duties and requirements (see para 9 for
guidance).

i. Step 9. Once the HRAP soldier's tour of
duty is complete, the RS commander will en-
dorse the USAREC OP 1 to ensure period of

permissive TDY is correct. Complete USAREC -

Fm 979 (Recruiter Aide or Active Duty for Special
Work Performance Report) (see fig 4 and table
1} and forward to recruiting company (Rctg Co)
commander at completion of tour.

j. Step 10¢ The Rctg Co commander will
consolidate, verify, and forward USAREC Fms
979 to the Rctg Bn HRAP point of contact nolater
than 7 days after tour completion.

k. Step 11. The Rctg Bn HRAP point of con-
tact will forward USAREC Fms 979 through the
Rctg Bde to the USAREC HRAP Manager. They
should be received by the USAREC HRAP Man-
ager no later than 15 days after tour completion.

7. Processing procedures for OSUT and AIT
soldiers

a. Step 1. Soldiers who have already shipped
to training without the proper documentation

2

must be advised to volunteer for HRAP duty
through their chain of command beginning with
their drill sergeant.

b. Step 2. If the new soldier's chain of com-
mand recommends the individual for participa-
tion in HRAP, forward documentation to the first
lieutenant colonel in the chain of command for
approval. Once signed, application is approved.

¢. Step 3. Forward approved documentation
to the student MILPO for processing of orders.
The student MILPO will forward information on
approved soldiers to the USAREC HRAP Man-
ager.

d. Step 4. The USAREC HRAP Manager will
ensure information is loaded into the data base.
Weekly arrival notifications are sent by the
USAREC HRAP Manager to the Rctg Bde HRAP
points of contact. This information will be distrib-
uted through appropriate channels to RS level to
ensure proper planning is made for HRAP par-
ticipants’ utilization.

e. Step 5. Upon arrival of the HRAP partici-
pant atthe RS, the RS commander must endorse
USAREC OP 1. Brief the HRAP participant on
his or her duties and requirements (see para 9
for guidance).

f. Step 6. Once the HRAP soldier's tour of
duty is completed, the RS commander will en-
dorse USAREC OP 1 to ensure period of permis-
sive TDY is correct. Complete USAREC Fm 979
(see fig 4) and forward to the Rctg Co comman-
der at completion of the HRAP soldier’s tour.

g. Step 7. The Retg Co commander will con-
solidate, verify, and forward USAREC Fms 979
to the Rctg Bn HRAP point of contact no later
than 7 days after tour completion.

h. Step 8. The Rctg Bn HRAP point of con-

tact will forward alt USAREC Fms 979 through
the Rctg Bde to the USAREC HRAP Manager.
They should be received by the USAREC HRAP
Manager no later than 15 days after tour comple-
tion.
NOTE: For those individuals who are home on
leave and were not previously processed for
HRAP participation, the RS commander must
contact the gaining unit (normally the replace-
mentcenter) and get approval from the comman-
der or first sergeant for the soldier toreportin late
(10 days) for the purpose of participating in
HRAP. Once approvatl is granted the RS com-
mander must prepare a memorandum for record
(MFR) stating name of individual who granted
approval from gaining unit and new reporting
date authorized. Once MFR is completed, the
Rctg Bn commander may sign USAREC OP 1.
Proceed with steps 8 through 11. The RS com-
mander must ensure the HRAP participant has
a copy of the MFR on hand for inprocessing at
next duty assignment.

8. Processing procedures for permanent
party personnel

a. Step 1. Soldiers who are already assigned
to a permanent party unit must request participa-
tion through their chain of command. They will

receive a briefing from the installation HRAP ~

point of contact.
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b. Step 2. The soldier must submit a com-
pleted USAREC OP 1 and DA Form 31 (Request
and Authority for Leave) (see fig 5 and table 2)
(signed by the first lieutenant colonel in the chain
of command) and forward it through appropriate
channels.

c. Step 3. Once soldier has been approved
at local level, forward a copy of documentation
to the USAREC HRAP liaiager for final ap-
proval and for information to be loaded into the
data base.

d. Step 4. The USAREC HRAP Manager will
notity Rctg Bde HRAP points of contact of sol-
diers’ arrivals during weekly notifications. This
information will be distributed through appropri-
ate channels to RS level to ensure proper plan-
ning is made for HRAP participants’ utilization.

e. Step 5. Upon arrival of the HRAP partici-
pantatthe RS, the RS commander must endorse
USAREC OP 1. Brief the HRAP participant on
his or her duties and requirements (see para 9
for guidance). ~

f. Step 6. Once the HRAP soidier’s tour of
duty is complete, the RS commander will en-
dorse USAREC OP 1 to ensure period of permis-
sive TDY is correct. Complete USAREC Fm 979
(see fig 4) and forward to the Rctg Co comman-
der at compietion of HRAP soldier's tour.

g. Step 7. Rctg Co commander will consoli-
date, verify, and forward USAREC Fms 979 to
the Retg Bn HRAP point of contact no later than
7 days after tour completion.

h. Step 8. The Rctg Bn HRAP point of contact
will forward all USAREC Fms 979 through the
Rctg Bde to the USAREC HRAP Manager no
later than 15 days after completion. .

i. Step 9. The USAREC HRAP Manager will
enter all information from USAREC Fms 979 into
the data base.

NOTE: For those individuals who are on ordi-
nary or permanent change of station leave and
wish to participate in HRAP, the RS commander
must contact the soldier's unit (present or gain-
ing) and get approval from the commander or first
sergeant for the soldier to participate in HRAP on
permissive TDY (up to 16 days). Once granted
the RS commander must prepare an MFR stating
approval authority from the soldier’s unit and new
reporting or retum date. The Rctg Bn comman-
der then may sign USAREC OP 1 for the soldier.
Proceed with steps 5 through 9. The RS com-
mander must ensure HRAP participant has a
copy of the MFR on hand upon tour completion.

9. HRAP guidelines and briefing

a. All HRAP soldiers will be inbriefed by the
RS commander upon arrival to the RS.

b. HRAP participants briefing will include (but
is not limited to) the following areas:

(1) RS orientation (i.e., recruiters and area).

(2) Overview and purpose of HRAP.

(3) Recruiter responsibilities, improprieties,
and chain of command.

{4) HRAP mission goals during their tour of
duty.

(5) Work schedule, to include special events.

(6) HRAP recruiting limitations (do's and
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(7) How to generate leads.

(8) Required permissive TDY paperwork for
*aur.

(9) Uniform requirements.

" (10) Resources available to perform duty.

(11) USAREC Fm 979.

(12) Recognition and awards for recruiting
achievements (see figs 6, 7, and 8). :

(13) Additional briefing requirements in ac-
cordance with USAREC Reg 601-103 are cited
below.

(a) Basic MEPS overview.

(b) Causes for HRAP termination.

{c) Uniform Code of Military Justice jurisdic-
tion.

¢. RS commanders will compiete a news re-
lease (see fig 9) and forward to the Rctg Bn
advertising and public affairs section.

d. This inbriefing will be conducted without fail
by the RS commander.

10. Eligibility and qualifications for SOQ par-
ticipants
Selected soldiers who were winners at their
MACOM or installation SOQ Boards and meet
the following criteria:

a. Must be a high school diploma graduate.

b. Be 25 years of age or less.

¢. Must possess a valid civilian drivers fi-
cense.

d. Must be stationed in the continenta! United
States.

Table 1
Instructions for completing USAREC Fm 979

11. Processing procedures for SOQ Re-
cruiter Assistance Program

a. Step 1. United States Army Training and
Doctrine Command (TRADOC) and United
States Army Forces Command (FORSCOM) in-
stallation HRAP points of contact are responsible
for selecting and forwarding names to the
MACOM headquarters.

b. Step 2. TRADOC and FORSCOM points
of contact will select soldiers who will participate
in the SOQ Program. Those soldiers who are
selected will be required to submit a resume to
HQ USAREC (RCRO-PP).

¢. Step 3. Once nominations for TRADOC
and FORSCOM are received, make coordination
with soldier's parent unit and the Rctg Bn SGM
for actual dates of TDY.

d. Step 4. TDY orders for soldiers should be
published by the HRAP manager with support
from the Resource Management Office.

e. Step 5. The SOQ soldier should receive
TDY orders no later than 30 days prior to the date
scheduled to begin SOQ duty.

f. Step 6. SOQ information on the soldier will
be placed on the end of month SOQ reports and
a personnel file created on each soldier.

g. Step 7. USAREC Fm 979 will be forwarded
to Headquarters, United States Army Recruiting
Command (HQ USAREC) no later than 15 days
after compietion of SOQ duty.

h. Step 8. The SGM is responsible for man-
aging and utilization of SOQ soldiers.

i. Step 9. Greet and introduce the SOQ

HRAP participant to Retg Bn personnel.

j. Step 10. Ensure the SOQ participant is
billeted and provided required transportation
(SOQ is authorized to drive a Govemnment-
owned vehicie or rental vehicle car).

k. Step 11. Coordinate with the Rctg Bn
advertising and public affairs section to establish
a specific itinerary for soldier utilization. Forward

a copy of the itinerary to the USAREC HRAP -

Manager no later than 7 days prior to the SOQ
report date.

l. Step 12. The SOQ will be scheduled to visit
colleges, high schoals, civic club organizations,
centers of influence events, and DEP functions.
The funding for this program comes from Total
Army Involvement in Recruiting funds, and as
such the SOQ should be considered a Total
Army involvement in Recruiting event.

12. SOQ guidelines and briefing
The Rctg Bn SGM will inbrief all new SOQ HRAP
participants. The briefing will consistof.

a. Overview and purpose.

b. Duties, responsibilities, and work hours.

c. Cause for HRAP termination.

d. Prohibited and regulated activities
(USAREC Reg 600-25).

e. Recruiting improprieties policies and pro-
cedures (USAREC Reg 601-45).

f. Uniform Code of Military Justice jurisdiction
remains with the parent unit ccmmander.

SUBMISSION: USAREC Fm 979 provides a means by which a recruiter aide (HRAP) or active duty for special work (ADSW) performance may be
evaluated. USAREC Fm 979 will be filled out at the end of the tour by the RS commander and forwarded through the Rctg Co to the Retg Bn. For HRAP,
the Retg Bn wiil forward reports to the Rctg Bde headquarters. The Rctg Bde will mail or fax a copy to HQ USAREC, ATTN: RCRO-PP (HRAP), 1307
3rd Ave., Fort Knox, KY 40121, on each participant. The Rctg Bde will maintain a copy of all reports on file for 1 year. For ADSW, the Rctg Bn will mail
or fax a copy to HQ USAREC, ATTN: RCRO-PP (ADSW). The Rctg Bn will maintain a copy of all reports for 1 year.

BLOCK INSTRUCTIONS

a. RSID - Self-explanatory.

b. Rctg Bn - Spell out.

c. RS - Spell out.

d. Name - Last name, first nar;1e, middle initial of HRAP or ADSW participant.

e. SSN - HRAP or ADSW participant’s social security number (SSN).

. Rank - PVT, SGT, etc.

g. Age - Age of participant.

h. Gender - “X” appropriate box.

i. Arrival and Departure Date - Enter year, month, and date (e.g., 97/03/01).

j UnitInstallation - HRAP or ADSW participant's parent unit.

k. Number of appointments conducted credited to:
1. HRAP - Enter the total number of referrals that the HRAP participant was directly responsible for.
2. ADSW - Enter the total number of referrals that the ADSW participant washdirectly responsible for.

UPDATE ¢ USAREC Pam 601-31
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Instructions for completing USAREC Fm 979—continued

~- BLOCK INSTRUCTIONS

l. List appointments conducted by name and SSN - List last name, first name, and middle initial. Also list the applicant's SSN.
(For HRAP, if SSN is unknown the appointments conducted cannot be counted.)

m. Number of contracts - “X” the appropriate block for type of report (original or supplement) credited to (HRAP or ADSW). Enter
the number of Regular Army and/or United States Amny Reserve contracts the HRAP or ADSW was directly responsible for.
The contract number must equal the number of names and SSN listed in item n.

n. List contracts by name and SSN - Self-explanatory.

0. Comments - Explain any problems encountered and any additional information on performance of HRAP or ADSW.

p. Recommended for further HRAP or ADSW - “X” appropriate block for HRAP or ADSW. Answer yes or no, if no explain why not
in the comments section.

q. RS commander signature and date - Print signature block, sign and date.

Table 2

Instructions for completing DA Form 31

Soldier completes items 2 through 11

ITEM 1 Completed by PAC personnel, not soldier.

ITEM 2 Self-expianatory. Include suffix when appropriate (i.e., Jr., Hil, etc.).

ITEM 3 Self-explanatory.

ITEM 4 Enter pay grade only (i.e., E-1, E-3, etc.).

ITEM 5 For PAC personnel, day leave request processed.

ITEM 6 Self-explanatory. Solders on permissive TDY must be able to be contacted, if necessary.

ITEM7 Enter “X” in the appropriate block. (X" the Permissive TDY biock.)

ITEM 8 Enter complete unit address to include ZIP Code or APO number. List unit teiephone number.

ITEM S Enter number of days leave (if requesting leave in conjunction with permissive TDY). If no leave requested
enter “N/A.”

ITEM 10 Enter the desired beginning and ending date of permissive TDY. If leave requested in conjunction with
permissive TDY, include leave days also.

ITEM 11 Self-explanatory. Your signature attests that the information you have provided is correct to the best of your
knowledge.

ITEM 12 For supervisor. If recommending disapproval, a reason should be provided on a continuation sheet in lieu of
block 17.

ITEM 13 Signature of supervisor who has authority to approve DA Form 31.

ITEM 14 Self-explanatory.

ITEM 15 No extension of permissive TDY for HRAP.

ITEM 16 Self-explanatory.

ITEM 17

Use Remarks block to provide a statement of understanding (provided on sample DA Form 31 at fig 5).

UPDATE ¢ USAREC Pam 601-31
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For use of this form, see AR 600-8-6 and DA PAM 680-8-21; the proponent agency is ODCSPER

DATA REQUIRED BY THE PRIVACY ACT of 1974

AUTHORITY:

PRINCIPAL PURPOSE: Used by soldier in acc
(Section ili).

ROUTINE USES:

DISCLOSURE:

VoluntarY. F
acti

personne on.

Title 5, Section 3012; Title 10, USC, E.O. 9397.

ordance with DA PAM 600-8-21 when re

questing a personnal actinn on his/her own behalf

To initiate the processing of a personnel action being requested by the soldier.
ailure to provide social security number may result in a delay or error in processing of the request for

1. THRU (Include ZIP Code)

2. TO (include ZIP Code)
HQ USAREC

RCRO-PP (HRAP Manager)
Fort Knox, KY 40121

3. FROM (Inciude ZIP Code)
Commander

A Co 2d Bn 16th Cav

Fort Knox, KY 40121

SECTION | - PERSONAL IDENTIFICATION

4. NAME (Last, First, M)

Jensen, Amanda J.

5. GRADE OR RANK/PMOS/AOC
SPC/46R10

6. SOCIAL SECURITY NUMBER
111-22-3333

SECTION Il - DUTY STATUS CHANGE (AR 600-8-6)

7. The above soldier's duty status is changed from

Permissive TDY

Present for Duty

effective 0001 hours,

19

SECTION [}l - REQUEST FOR PERSONNEL ACTION

8. | request the following action:

(Check as appropriate)

Service School (Enl only)
ROTC or Reserve Component Duty

Special Forces Training/Assignmem
On-the-Job Training (Enl only)

Identification Card
Identification Tags

Volunteering For Oversea Service

Retesting in Army Personnel Tests

Separate Rations

Ranger Training

Reassignment Married Army Couples

Leave - Excess/Advance/Outside CONUS

Reassignment Extreme Family Problems Reclassification Change of Name/SSN/DOB
Exchange Reassignment (En/ only) Officer Candidate School Other (Specify)
Airborne Training Asgmt of Pers with Exceptional Family Members X | Permissive TDY (HRAP)
9. SIGNATURE OFSOLDIER (When required) 10. DATE
/signed/ 1 Jun 97

SECTION IV - REMARKS (Applies to Sections Ii, il, and V) (Continue on separate sheet)

| understand that this absence is not directed by any official of the U.S. Government and | am participating
in the Hometown Recruiter Assistance Program on a volunteer basis. Accordingly, | will not be entitled to

reimbursement for travel, per diem, or any other expenses. | understand that | have the right to cancel at

any time and return to my regular place of duty.

Requestor Signature: _ssigned/

Leave address and telephone number with area code: _7882B Estrada. Ft. Knox. KY 40121 (111) 111-1111
High school graduated from: __Fort Knox High School Knox, KY (May 97)
Current age: _18

Recruiting station commander certification of HRAP participation:

Soldier arrived for HRAP duty on (Date) Soldier departed HRAP duty on (Date)

Recruiting Station Commander Signature:

SECTION V - CERTIFICATION/APPROVAL/DISAPPROVAL
11. | certify that the duty status change (Section /i) or that the request for personnel action (Section Il) contained herein -
(] naseeenveriFieo [X] rRecommenn approvaL ] REcOMMEND DisapPROVAL [ 1 1S APPROVED ] 1S DISAPPROVED

12. COMMANDER/AUTHORIZED REPRESENTATIVE 13. SIGNATURE 14. DATE
Charles H. Henderson
LTC, AG, Commanding Isigned/ 6Jun 97
DA FORM 4187, APR 95 PREVIOUS EDITIONS ARE OBSOLETE  USAREC OP 1, Rev 1 May 96 (Previous editions are obsolets)

Copy 1
Figure 1. Sample of a completed USAREC OP 1
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[image: image8.png]Recruiter Aide or Active Duty for Special Work Performance Report
(For use of this form see USAREC Reg 601-103 or USAREC/USARC Reg 601-72)

Privacy Act Statement

—r Title 10 of the U.S. Code, Section 3013 and/or 503, authorizes collection of this information. The primary use of this information is to
monitor and evaluate the performance of the Hometown Recruiter and the Active Duty for Special Work and routine use in evaluating
the Hometown Recruiter Assistance Program and the Active Duty for Special Work Program. Fumishing this information is voluntary.
Failure to provide the required information will be cause for elimination from the program.

a. RSID: _3NGE

b. Rctg Bn: _TAMPA c. RS: _SEMINOLE

d. Name (Last, First MI): _LEADS. LOTTS A e. SSN: _045-90-4211 f. Rank: _PVT
g. Age: _19 h. Gender: Male D Female

i. Arrival and Departure Date: _1 JAN 97 / _10JAN97

j- UniVinstallation: HHC COMMAND AG BATTALION FT. EVERYWHERE, USA

k. Number of appointments conducted credit to HRAP or ADSW D
I List appointments conducted by name and SSN (if additional space is needed continue on reverse).

1) _BRAVO. CHARLIEE, 111-00-0101 5)

402-32-1122
2) _FOXTROT.ECHOB. 210-02-9453 6)
3) _DELTA.QSCARW. 345211234 7)
4) XRAY.MIKEV, 542-36-2120 8)
m. Number of contracts (original D or supplement)credited to HRAP D or ADSW D:
RA 1 USAR

n. List contracts by name and SSN:

1) BRAVO.CHARLIE 111-00-0101 3)

2) 4)

o. Comments:

HRAP. _HIS MILITARY APPEARANCE WAS EXCELLENT

P. RecommendforfurtherHRAP or ADSWD ? Yes D No

g. RS commander signature and DATE:

NEVYERMISS MISSION 10 JAN 97

1

USAREC Fm 979, Rev 1 Oct 97 (Previous editions will be used)

Figure 4. Sample of a completed USAREC Fm.979
8 UPDATE ¢ USAREC Pam 601-31




[image: image9.png]REQUEST AND AUTHORITY FOR LEAVE 1. CONTROL NUMBER
This form is subject to the Privacy Act of 1974. For use of this form see AR 600-8-10.
The proponent agency is ODCSPER. (Sse instructions on reverse.)

PART!
2. NAME (Last, First, Middle Initial) 3. SSN 4. RANK 5. DATE
___LEADS, LOTTS A. 045-90-4211 PVT/E-1 .
6. LEAVE ADDRESS (Street, City, State, ZIP Code and 7._TYPE OF LEAVE 8. ORGN, STATION, AND PHONE NO.
Phone No.) __|oromnaRY [ ] EMERGENGY | HHC, COMMAND
1112 WEST END STREET. PERMISSIVE TDY [:] OTHER | AG BATTALION
ANYTOWN, USA 90909-3000 FT. EVERYWHERE, USA
(001) 345-6789
9. NUMBER DAYS LEAVE 10. DATES
a. ACCRUED b. REQUESTED c. ADVANCED d. EXCESS a. FROM b. TO
1JAN 97 10 JAN 97
11. SIGNATURE OF REQUESTOR 12. SUPERVISOR RECOMMENDATION/SIGNATURE 13. SIGNATURE AND TITLE OF
D APPROVAL D DISAPPROVAL APPROVING AUTHORITY
14. DEPARTURE
a. DATE b. TIME ¢. NAME/TITLE/SIGNATURE OF DEPARTURE AUTHORITY
15, . EXTENSION “
a. NUMBER DAYS b. DATE APPROVED |c. NAME/TITLE/SIGNATURE OF APPROVAL AUTHORITY
18. RETURN
a. DATE b. TIME ¢. NAME/TITLE/SIGNATURE OF RETURN AUTHORITY

17. REMARKS

to my regular place of duty.
Chargeabie leave is from to

Tunderstand that this absence is not directed by any official of the U.S. Government and 1 am participating in the Hometown Recruiter Assistance Program on a volunteer
basis. Accordingly, 1 will not be entitled to reimbursement for travel, per diem, or any other expenses. I understand that I have the right to cancel at any time and return

PART Il - EMERGENCY LEAVE TRANSPORTATION AND TRAVEL

18. You are authorized to proceed on official travel in connection with emergency leave and upon completion of your leave and travel will retumn to home
station (or location) designated by military orders. You are directed to report to the Aerial Port of Embarkation (APOE) for onward movement to the
authorized international airport designated in your travel documents. All additional travel is chargeable to leave. Do not depart the installation without
reservations or tickets for authorized space required transportation. File a no-pay travel voucher with a copy of your travel documents or boarding pass within
5 working days after your return. Submit request for leave extension to your commander. The American Red Cross can assist you in notifying your
commander of your request for extension of leave.

19. INSTRUCTIONS FOR SCHEDULING RETURN TRANSPORTATION:

For retum military travel reservations in CONUS call the MAC Passenger Reservation Center (PAC):
Should you require other assistance call PAP:

20. DEPARTED UNIT 21. ARRIVED APOD 22. ARRIVED APOE (return only) 23. ARRIVED HOME UNIT
24, PART Ill - DEPENDENT TRAVEL AUTHORIZATION
25. D (Space available cash reimbursable) D ONE WAY D ROUND TRIP

D (Space required) TRANSPORTATION AUTHORIZED FOR DEPENDENTS LISTED IN BLOCK NO. 25

DEPENDENT INFORMATION

a. DEPENDENTS (Last name, First, Ml) b. RELATIONSHIP ¢. DATES OF BIRTH (Children) |d. PASSPORT NUMBER

PART IV - AUTHENTICATION FOR TRAVEL AUTHORIZATION

26. DESIGNATION AND LOCATION OF HEADQUARTERS 27. ACCOUNTING CITATION

28. DATE ISSUED 29. TRAVEL ORDER NUMBER 30. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION
—_
DA FORM 31, SEP 93 EDITION OF 1 AUG 75 IS OBSOLETE

Figure 5. Sample of a completed DA Form 31
UPDATE ¢ USAREC Pam 601-31



[image: image10.png]MEMORANDUM FOR (Commander of unit from which the HRAP participant came)

SUBJECT: Memorandum of Appreciation

1. 1 would like to express my appreciation for your assistance in sending

Name of HRAP soldier
home to work with his/her local recruiter as part of the Hometown Recruiter Assistance

Program (HRAP). His/her efforts resulted in more potential Army soldiers
# of leads

to fill our critically vacant positions in units like yours.

2. This program is a tremendous benefit to Army recruiting because men and women
retum home early in their career to talk to your their friends and peers. The element of
having soldiers who recently experienced basic training and other early Army training is a

great asset for recruiters.

3. Your assistance in supporting HRAP obviously benefited both of us. | will continue
to work hard to ensure you are provided quality soldiers for your unit.

4. If there is anything | can do for you, don't hesitate to call, (502) 555-1234.

JAMES SMITH
LTC, AR
Commanding

Figure 6. Sample Memorandum of Appreciation

UPDATE ¢ USAREC Pam 601-31



[image: image11.png]MEMORANDUM FOR (Commander of HRAP soldier's current/future unit)
FOR (HRAP Soldier's next duty assignment)

SUBJECT: Letter of Commendation

1. I would like to commend you for a job well done while working as a Hometown

Recruiter Assistant in the . Your work resulted in the addition of
Recruiting Station name

prospective soldiers for the U.S. Army. More importantly, your efforts resulted

Number
in the enlistment of new Army soldiers.
Number

2. Those of us who wear a uniform know that serving in the U.S. Army is a difficult yet

rewarding experience. The result of this experience will benefit us for the rest of our lives.

The fact that you took time to come home to help explain this to your peers is greatly
appreciated.

3. Please continue to keep in contact with the recruiters at the . Each
Recruiting Station name
Army soldier who serves proudly and with integrity is the best advertisement for Army

recruiting. Please continue to help us in cur advertising efforts.

4. Best of luck in your Army career. Your service to Army recruiting is a great reflection
on you and the U.S. Army.

CF: JAMES SMITH
Rctg Co Commander LTC, AR
RS Commander Commanding

Figure 7. Sample Letter of Commendation

UPDATE ¢ USAREC Pam 601-31
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[image: image12.png]LOCAL SOLDIER RETURNS TO AREA

,a graduate of , is temporarily
Full Name Year High School/College
working with recruiters of the Army recruiting station in
City
will be stationed in from through
HRAP rank/name RS city Start date
. He/She enlisted in the Army in and is the son/
End date Mo.JYr.
daughter of of
Parent's name Parent’s city
Since completing basic training at , attended
Installation HRAP rank/name No.
weeks of advanced individual training. His/Her Army occupational specialty is
i . In addition to his/her training, received
Spell out MOS HRAP rank/name N
the in the amount of $
G.l. Bill/ ACF/Enlistment Bonus) Dollar amount
People interested in talking with may contact him/her through the
HRAP rank/name
Army Recruiting Station at , or call

Full address of RS

RS telephone #

Figure 9. Sample news release
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[image: image13.png]Appendix A
References

Section |
Related Publications

~ AR 600-9

The Army Weight Control Program.

USAREC Reg 600-25
Prohibited and Regulated Activities.

USAREC Reg 601-45
Recruiting Improprieties Polices and Proce-
dures.

USAREC Reg 601-103
Hometown Recruiter Assistance Program.

Section |l
Related Forms

DA Form 31
Request and Authority for Leave.

USAREC Fm 794
Enlistment Processing Worksheet.

USAREC Fm 979
Recruiter Aide or Active Duty for Special Work
Performance Report.

USAREC Fm 1042
Certificate of Appreciation.

USAREC Label 17
Hometown Recruiter Assistance Program Cover
Sheet.

USAREC OP 1
HRAP - DA Form 4187.
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[image: image14.png]Glossary

ADSW
active duty for special work

~

advanced individual training

DEP
Uelayed Entry Program

FORSCOM
United States Army Forces Command

HQ USAREC
Headquarters, United States Army Recruiting
Command

HRAP
Hometown Recruiter Assistance Program

LNCO
liaison noncommissioned officer

MACOM
major Army command

MFR
memorandum for record

MILPO
military personnel office

osuT
one-station unit training

Rctg Bde
recruiting brigade

Rctg Bn
recruiting battalion

Rctg Co
recruiting company

RECBN
United States Army Reception Battalion

RS
recruiting station

SGM
sergeant major

sSOQ
Soldier of the Quarter

SSN
social security number

TDY
‘amporary duty

TRADOC
United States Army Training and Doctrine Com-
mand

USAREC
United States Army Recruiting Command
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