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Summary. This regulation establishes policies 
and procedures for the procurement of recruiter 
business cards for the United States Army  
Recruiting Command. 

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

 
Impact of New Manning System. This  

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

 
Supplementation.  Supplementation of this 
regulation is prohibited. 

 
Suggested improvements. The proponent 
agency of this regulation is the Office of the 
Director of Information Management. Users are 
invited to send comments and suggested  

Improvements on DA Form 2028 
(Recommended Changes to Publications and 
Blank Forms) directly to USAREC G6 (RCIM), 
Fort Knox, KY  40121-2725. 

 
Distribution. Distribution of this regulation has 
been made in accordance with USAREC Pam 
25-30, distribution C. This regulation is 
published in the Recruiting Brigade and 
Battalion Operations UPDATE. 
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1. Purpose 
This regulation establishes policies and  
procedures for the procurement of recruiter 
business cards for the United States Army 
Recruiting Command (USAREC). 

 
2.  References 

a. Related publication. AR 25-30 (The 
Army Integrated Publishing and 
Printing Program). 

b. Required form. USAREC Form 386 
(Request for Recruiter Business Cards). 
This form is located online at: 
http://span2010.usaac.army.mil/pub/G6-
ESB/cards/default.aspx  

 
3. Explanation of abbreviations 

a. AMEDD – Army Medical Department 
b. CSM – Command Sergeant Major 
c. HQ USAREC – Headquarters, United 

States Army Recruiting Command  
d .  NCO – Noncommissioned Officer 
e. Rctg BDE – Recruiting Brigade  
f. Rctg BN – Recruiting Battalion 
g. SGM – Sergeant Major 
h. USAREC – United States Army 

Recruiting Command 

 
4. Policy 

a. A national program for recruiter business 
cards will be administered at the Headquarters, 
United States Army Recruiting Command (HQ 
USAREC) level. The following restrictions apply 
in obtaining these cards: 

(1) The cards must be obtained through the 
vendor on a term contract (administered by the 
Human Resources Command (HRC) Service 
Provider). 

(2) The cards must contain information that 
will clearly identify the persons as recruiters. 

(3) The cards will be printed in one color ink 
(black). They will not be embossed or engraved.  

b. Recruiters are not authorized to procure 
recruiter business cards at their own expense, 
unless they conform to the requirements in (2) 
and (3) above. 

c. Recruiter business cards will be procured 
at Government expense only for the following: 

(1) Commanding General, USAREC. 
(2) Deputy Commanding General, USAREC. 
(3) Rctg BDE Commanders. 
(4) AMEDD Detachment Commanders. 
(5) BDE Executive Officers. 
(6) Rctg BN Commanders. 
(7) Recruiting Company Commanders and 

Recruiting Team Leaders (AMEDD). 
(8) AMEDD Detachment First Sergeants, 

Recruiting First Sergeants (recruiting company 
levels only), and Recruiting Team 
Noncommissioned Officers in charge (AMEDD). 

(9) Center Commanders.  
(10) Assistant Center Commanders. 
(11) Engagement Team Members. 
(12) Future Soldier Leaders. 

 
(13) Recruiting Support Team Members. 
(14) Army Reserve Recruiters attached to or 

under operational control of USAREC due to the 
USAREC Army Reserve Recruiting Program. 

(15) Reserve Components Transition NCOs. 
(16) College Programs Officers. 
(17) Warrant Officer Recruiters. 
(18) Recruit the Recruiter Recruiters. 
(19) Training Base Liaison NCOs. 
(20) Army Exhibit Specialists.  
(21) USAREC Band Liaisons. 
(22) Education Services Specialists (Rctg BDE 

and Rctg BN level only). 
(23) Advertising and Public Affairs Chiefs. 

(Rctg BDE and Rctg BN level only). 
(24) USAREC and Rctg BDE CSMs. 
(25) Rctg BN CSMs. 
d. Personnel identified in (c) above are 

authorized an annual allotment of one thousand 
recruiter business cards from date of last 
request. 

e. Personnel identified in (c) above may, if 
desired, use a rubber stamp to imprint the 
reverse side of their recruiter business cards 
for scheduling future appointments (see fig. 1) 
or other initiatives. 

 
APPOINTMENT 

 
For     

at                              o'clock. 
If unable to keep this appointment, kindly 
give a 24-hour notice. 

 
Figure 1. Sample of a rubber stamp imprint 
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f. Authorized personnel who want to 
imprint appointment scheduling on the 
reverse side of their recruiter business cards 
will submit a request for a rubber stamp 
through proper supply channels to their 
respective Rctg BN Supply Officer.    
Utilizing local funds, Recruiting BNs will  
take necessary action to procure rubber 
stamps as they are requested. 
 
5. Responsibilities 

a. The HRC Service Provider is 
responsible for the procurement of all 
recruiter business cards. 

b. Rctg BN Commanders are   
responsible for proper submission of 
requests for recruiter business cards from 
recruiters assigned to their respective  
Rctg BN. 

c. Personnel authorized recruiter 
business cards are responsible for: 

(1) Requesting their annual allotment 
of recruiter business cards. 

(2) Accuracy of information on the 
online form USAREC Form 386 
(Request for Recruiter Business Cards). 

(3) Programming use of recruiter 
business cards to ensure 12-month 
usage. 
 

6. Procedures 
a. To request recruiter business cards, 

personnel authorized in paragraph 4.c will 
go online, complete, and submit 
USAREC Form 386 in accordance with 
the sample illustrated in figure 2. 

b. The requestor is required to     
complete each box with an asterisk: 

(1) Recruiting Station Identification 
(2) Specialty (Select from drop down 

menu) 
(3) REASON FOR ORDER (Select  

from drop down menu) 
(4) FIRST NAME 
(5) LAST NAME 
(6) RANK 
(7) TITLE 
(8) EMAIL (Official Enterprise e-mail 

address, i.e. john.doe.mil@mail.mil) 
(9) ORGANIZATION 
(10) OFFICE PHONE 
(11) ADDRESS 
(12) GOVERNMENT CELL PHONE 

NUMBER 
(13) CITY 
(14) STATE 
(15) ZIP CODE 
(16) Recruiting center Facebook web 

address (Optional) 
c. If the recruiting center has a vanity 

uniform resource locator, or web address, the 
recruiter may choose to place this on        
their business card. Select “Facebook”     
from the drop down menu in the Optional 
section of USAREC Form 386 and then   
write the web address in the text box     
below.  

d. First name, middle initial, and last  
name only will be used; nick-names are 
not authorized. Rank will be spelled out. 
Titles will be indicated as authorized in 
paragraph 4.c. Once the USAREC Form 

386 is completed, the requestor will click 
on the Submit button located on the form, 
and the business request card will 
automatically be sent to the HRC Service 
Provider, for processing. 

e. Recruiter business cards will be 
ordered:  

(1) Upon initial assignment. 
(2) Upon annual renewal.  
(3) Upon change in rank. 
(4) Upon change of address. 
(5) Upon change of assignment. 
(6) Approving authority for all other cases 

is the Rctg BN CDR or their designee. 
f. The HRC Service Provider will: 
(1) Forward orders for recruiter business 

cards to the designated vendor for 
processing and printing. 

(2) Maintain a suspense file on all 
incoming orders. 

g. Printed recruiter business cards will be 
shipped directly to the requestor from the 
vendor. Recruiter business cards should be 
received from the vendor within 30 working 
days from date of submission of request. If, 
after 35 working days, cards are not 
received, inquiry should be made to the 
Help Desk, telephone number (502) 613-
7777 or (877) 272-1330 or email: 
usarmy.knox.hrc.mbx.it-help-desk.  
Duplicate requests will not be submitted 
unless directed by this headquarters.  
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Figure 2. Sample of USAREC Form 386 

 

 
 
 

    
 
 

  
 


