





Figure F-6. Insigniafor BER.

Figure F-8. WOC insignia, rank
insignia, WT, and name plate for Class
B Uniform, female (4155/415L ).

Figure F-7. WOC insignia, rank
insignia, WT, and name plate for
Class B Uniform, male (4155415L )

Figure F-9. Rank insignia
for epaulets of 4155/415L .

N

Figure F-10. WOC indignia
for collar of AGC, male.

FigureF-11. WOC insignia
for collar of AGC, female.
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APPENDIX G
REQUIRED 3x5 CARDS

G-1. General. Use 3x5 cards to relay information as
explained in the rest of this appendix.

G-2. Typesand Uses of Cards.

a. Discrepancy (DIS) Card. Prepare DIS cards for
individual rooms and common areas. Record missing
hardware and damaged or unserviceable items to real
property on the DIS (e.g., room furniture, building structure,
latrine fixtures, etc.). For each entry on the DIS, describe a
fault and a “reported to maintenance” date and work order
number. If the fault does not rate a work order number,
don’t report it. If there are no faults, the card will state, "No
discrepancies noted.”

c. Locator Card (LOC). Prepare an LOC to indicate your
location whenever you are away from their personal area
during study hour, personal preparation time, or any other
time when you are not involved in scheduled training.

d. Probation Card (PRC). Prepare a PRC whenever you
are placed on probation.

e. Medication (MED) Card. Prepare a MED card
whenever you’re taking or using any medication.

f. Room Occupancy Card (ROC). Prepare a ROC to
indicate your room’s occupants.

G-2. General. The following information applies to all 3x5
cards.

a. Print all information neatly on required 3x5 cards using a
pen with black ink except as noted in paragraph G-5.

b. When necessary, use codes from Appendix B.

c. To prevent confusion, flag and staff all ones (e.g., 1) and
backslash all zeros (e.g., @) except in dates and class
numbers.

d. Insert your signature block, starting on the appropriate
line as instructed in paragraph G-5, 2 %" from the left side
of the card. Begin by printing your first name, your middle
initial, a period, and your last name in upper-case letters. If
you don’t have a middle name, insert “(NMN)” in place of
the middle initial and period. Use JR, SR, IlI, IV, etc. if
applicable. On the next line, insert ““WOC,” a comma, and
“USA.” On the next line, insert “Class” and your class
number.(hyphenate the class number). After completing
your signature block, sign your payroll signature on the line
directly above the signature block 2” from the left side of the
card.
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e. If you need more lines than are available on a 3x5 card,
tape another card to the back of the original. Align the
bottom of the top card with the first line on the next card.
Do not trim the top of the second or subsequent cards in
any way.

f. Attach 3x5 cards in required locations (paragraph G-3)
by applying double stick tape to the back of the cards.
Apply the tape all the way across the top of the first card
and bottom of the last card. You may use tape may on
additional cards as required to maintain a neat appearance.

G-3. Displaying Cards.

a. Discrepancy (DIS). Display a DIS card in all rooms and
common areas even if there are no discrepancies to report. In
common areas, display the DIS 2 above and centered on
the wall light switch. If there is no light switch, or it’s not
possible to post the DIS in that location, display the DIS 2”
below and centered on the CAIR. In personal areas, display
the DIS on the outside of the room door 12” from the top of
the door and centered left to right.

b. Locator Card (LOC). Display the LOC whenever you
are away from your personal area during prescribed study
time, personal preparation time, or any other time when
you are not involved in scheduled training. Place the LOC
centered left to right and grounded to the rear of the desk
wall. If your WOC kit (WK) is in place, display the LOC
centered left to right on top and to the rear of the WK.
When you don’t need to display a LOC, store it IAW your
prescribed class standard.

c. Probation Card (PRC). Display your PRC face up and
aligned to the left bottom and front desk edge so it can be
read by someone who is standing in front of your desk.

d. Medication (MED) Card. Whenever you need to display
a MED card, display it on the outside top corner of your
PSA door, i.e., the top corner on your left as you face the
door.

e. Room Occupancy Card (ROC). Display a ROC on the
outside upper left corner of the door of each room. Align the
card edges flush with the door edges.

G-4. Disposition of Cards.

a. Prepare a new DIS when the status of discrepancies
changes. Enter the date the card is prepared IAW paragraph
G-5.

b. Prepare a PRC only once; it’s good for the entire length
of the probation.



c. Prepare new MED and ROC cards when there’s a change.
A new ROC does not need to be made when the CCS
changes.

G-5. Format.
a. Discrepancy (DIS).

(1) Center the appropriate heading (i.e.,
“DISCREPANCY CARD™) on the first line in upper-case
letters as shown in figure G-1.

(2) Center the date on the third line using the Arabic
numeral for the day, the month in upper-case letters (do not
abbreviate), and the four-digit Arabic numeral for the year.

(3) Left justify the body starting on the fifth line
following the format shown in figure G-1. Use
abbreviations from appendix B but do not abbreviate any
dates. Use 1” left and right margins.

(4) After the last entry, skip two lines and insert your
signature block AW paragraph G-2 above.

b. Locator Card (LOC).

(1) Center the heading (i.e., “LOCATOR CARD”) on
the first line in upper-case letters as shown in figure G-2.

(2) On the second line, insert “DATE PREPARED,”
colon, and the date using the Arabic numeral for the day,
upper-case letters for the month (do not abbreviate), and the
four-digit Arabic numeral for the year right justified to a ¥%4”
margin.

(3) On the third line insert “LOCATION,” and an
equal symbol (i.e., “=") left justified to a ¥4” margin.

(4) On the fourth line insert “TIME OF
DEPARTURE” and an equal symbol left justified to a ¥4”
margin.

(5) On the fifth line insert “EST TIME OF RETURN”
and an equal symbol line left justified to a ¥4” margin.

(6) After the last entry, skip two lines and insert your
signature block AW paragraph G-2d above.

(7) When using the LOC, fill in the LOCATION,
TIME OF DEPARTURE, and EST TIME OF RETURN in
pencil. Once you return, erase the information and store
the LOC in your personal security area (PSA).

c. Probation card (PRC).

(1) If you are on punitive probation, place a %" border
in black on a 3x5 card as shown in figure G-3.

G-2
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(2) Center the appropriate heading (i.e., “TAC
OFFICER PROBATION,” “SENIOR TAC OFFICER
PROBATION,” or “COMMANDER PROBATION”) on
the second line in upper-case letters.

(3) On the fourth line, enter the date centered that you
were placed on probation using the Arabic numerals for the
day, upper-case letters for the month (do not abbreviate),
and the four-digit Arabic numeral for the year.

(4) After the date, skip two lines and insert your
signature block IAW paragraph G-2.

d. Medication (MED) card.

(1) Center the heading (i.e., “MEDICATION CARD”)
on the first line in upper-case letters as shown in figure G-
4.

(2) On the third line insert, the drug name, a slash (i.e.,
“/"), the date you started the medication, a slash, and the
dosage left justified between %" left and right margins.

(3) Continue to list medication on subsequent lines as
required.

(4) After the last entry, skip two lines and insert your
signature block IAW paragraph G-2.

(5) Your MED card must be approved and initialed by
the Primary TAC Officer before you post it.

e. Room occupancy card (ROC).

(1) Insert the room number in Arabic numerals as
shown in figures G-5 and G-6.

(2) For unoccupied rooms, the CCS inserts his/her
signature block ending on the last whole line of the ROC
IAW paragraph G-2. and the word ‘UNOCCUPIED’ in 1”
upper-case lettering on the card as shown in figure G-7.

(3) For occupied rooms, starting on the third line,
alphabetically insert occupants’ last names, a comma, first
initials, and a period. Fill two lines with the letters of each
name, skip a line after each name, and left justify the names
to a 1” margin as shown in figure G-6.



—

Centered DISCREPANCY CARD

Centered 27 JULY 2007

—

---1”--- 1. Overhead L inoperable. Reported to maintenance on ~ ---1"-

22 July 2004. Work Order # 987654 assigned.

2. L switch broken. Reported to maintenance on 22

July 2004. Work Order # 987655 assigned.

Shersorons S Sorsith

2% SHANNON S. SMITH

WOC, USA

Class 17-07
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Centered

MEDICATION CARD

%" 'Motrin/ 23 JULY 2007 / 1 tablet twice a day

Shaririors S St

2% SHANNON S. SMITH

WOC, USA

Class 17-07

Figure G-1. Discrepancy Card (DIS)

—

Centered LOCATOR CARD

Right Justified against margin » DATE PREPARED 29 JULY 2007

"LOCATION =

¥ TIME OF DEPARTURE =

1,7 .
7

'EST TIME OF RETURN =

Shrsoronn S Sorsith

2" SHANNON S. SMITH

WOC, USA

Class 17-07

Figure G-2. Locator Card (LOC)

entered ———»TAC OFFICER PROBATION

entered 27 JULY 2007

—>

Shrrsrors S Stk
SHANNON S. SMITH
WOC, USA
Class 17-07

Figure G-3. Probation Card (PRC)

G-3

Figure G-4. Medication Card

1;
CENTERED
1”,. <4——CENTERED ——»
!
!
i 1
1
hearren S Soith
2%" SHANNON S. SMITH
CENTERED WOC, USA
318 Class 17-07

Figure G-5 Room Occupancy Card (ROC-
UNOCCUPIED).

318

Figure G-6. Room Occupancy Card (ROC-
OCCUPIED)
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APPENDIX H
DAILY GREETING
4-  16-
Wk Wk
neng DAILY GREETING DEFINITION
DAY|DAY
1 |[LEADERSHIP Influencing people by providing Purpose, Direction and Motivation.
2 |BE, KNOW, DO Clearly and concisely states the characteristics of an Army leader.
3 |IARMY VALUES Guide you, the leader, and the rest of the Army.
4 LOYALTY Bear true faith and allegiance to the U.S. Constitution, the Army, your unit, and
other soldiers.
5 DUTY Fulfill your obligations.
6 |RESPECT [Treat people as they should be treated.
7 |SELFLESS SERVICE Put the welfare of the nation, the Army, and subordinates before your own.
8 HONOR Live up to the Army’s values.
9 |INTEGRITY Do what is right, legally and morally.
10 PERSONAL COURAGE Face fear, danger, or adversity (physical or moral).
11 [IDIRECT LEADERSHIP Face-to-face, first line leadership.
12 | 12 ORGANIZATIONAL Influenceg many. Done indirectly, generally through more levels of subordinates
LEADERSHIP than do direct leaders.
STRATEGIC Responsible for large organizations and influence many. They establish force
13 | 13 LEADERSHIP structure, allocate resources, communicate strategic vision, and prepare their
commands and America’s Army as a whole for their future roles.
14 | 14 LEADER ATTRIBUTES A person’s fundamental qualities and characteristics.
15 | 15 IMENTAL ATTRIBUTES Include will, self-discipline, initiative, judgment, self-confidence, intelligence, and
cultural awareness.
16 | 16 PHYSICAL ATTRIBUTES |Includes health fitness, physical fitness, and military and professional bearing.
17 | 17 EMOTIONAL ATTRIBUTES Help leaders to .make the right ethical choice.. Includes the ability.to use self-
control, to remain balanced and to be stable in the face of adversity.
18 | 18 LEADER SKILLS Includes interpersonal, conceptual, technical, and tactical.
19 | 19 INTERPERSONAL SKILLS Affe_ct h_ow you deal with people. Includes: coaching, teaching, counseling,
motivating, and empowering.
20 | 20 [CONCEPTUAL SKILLS Enablt_es you to _handle ideas._ Requires sound judgment and reasoning
analytically, critically, and ethically.
21 | 21 TECHNICAL SKILLS Job related abilities including basic soldier skills.
22 | 22 TACTICAL SKILLS IAbility to solv_e problems dealing with the arrangement of forces and capabilities
on the battlefield.
23 | 23 |LEADER ACTIONS Bring together ever_ything you belie\{e a_nd everything you know how to do to
provide purpose, direction, and motivation.
24 | 24 INFLUENCING Guiding others toward a goal.
25 | 25 OPERATING What you dp to accomplish a goal. Including planning and preparing, executing
and assessing.
26 | 26 IMPROVING Leaving an organization better than you found it.
27 | 27 [COUNSELING _Conducted to make subordinates better members of the team, maintain and
improve performance, and prepare for the future.
28 | 28 DISCIPLINE [To train or develop by instruction and exercise especially in self-control
29 | 29 PROFESSIONALISM [The conduct, aims, or qualities that characterize or mark a professional person
30 | 30 |SET THE EXAMPLE Leader, Demonstrator, and Mentor (Role Model)
Is the practice of being a warrant/commissioned Army leader, accountable to the
President of the United States for the army and its mission. Officers swear an
31| 31 |OFFICERSHIP oath of loyalty and service to the Constitution. Grounded in Army Values
(Role Model)
32 | 32 WARRIOR ETHOS Soldier's Creed; Mission first; A soldier will never do.
33 | 33 [THE CONSTITUTION [The basic principles and laws of our nation.
There is nothing on this green earth that is stronger than the US Army. Because
34 | 34 ARMY STRONG there is nothing on this green earth that is stronger thana  US Army Soldier.
(Army’s Ad Campaign)
35| 35 |CLASS MOTTO Self explanatory
36 | 36 |[CLASS NAME Self exp|anat0ry

Example: “Sir/Ma am, Candidate (last name), Good mor ning/after noon/evening,

Direct Leadership, Sir/Ma’ am.”
H-1




October 2007

THIS PAGE INTENTIONALLY LEFT BLANK

H-2



October 2007
APPENDIX |

PERFORMANCE INDICATORS

The Army fiddd manual containing a discussion of performance indicatorswasreplaced by FM 6-22; theterm “ performance

indicators’ isnolonger current. Review FM 6-22, Appendix A, for helpful information relevant to completing Peer
Evaluations.

(Note: This appendix is included because references to the SOP, Appendix I, still exist in other WOCS publications.)
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APPENDIX J
CHANDIDATE CHAIN OF COMMAND AND
CANDIDATE ADDITIONAL DUTIES

J-1. Candidate Staff (C-Staff).
a. Positions and Rank Insignia.

>Candidate Commanding Officer (CCO)/two diamonds
>Candidate Executive Officer (CXO)/one diamond
>Candidate First Sergeant (C1SG)/ROTC 1SG

b. General Guidance Regarding C-Staff.

(1) The C-Staff members may impose punishment for
minor infractions that require on-the-spot correction; they
record such infractions on SRs and submit them to the Senior
TAC. They report other infractions requiring more severe
punishment to the Cadre Officers for action.

(2) When in the dining hall, C-Staff members monitor
Candidates’ conduct, to include ensuring Candidates are
entitled to any dining privileges they may be enjoying, and
control serving lines to avoid overcrowding.

(3) C-Staff members may sit as a group at meals for the
express purpose of conducting official business, are
authorized an additional 1/2 hour extended lights both in the
morning and at night, and are permitted to move to and from
academic instruction as a staff group.

(4) C-Staff members of the same gender must share a
room.

(5) C-Staff members are required to get the daily
weather forecast, determine the appropriate clothing for PT
and the day’s activities, and prepare the Company risk
assessment.

(6) C-Staff members will awaken junior and
intermediate classes each morning and inform classes’
leadership of the day's uniform requirements.

(7) C-Staff members will perform a walk-through
inspection at lights out to ensure compliance with WOCS
policies and guidance. They will also ensure that the fire
lights are switched on and off by the CDOs at the appropriate
times.

c. CCO Responsibilities.

(1) Reports directly to the Senior TAC and Company
Commander as required for instructions and guidance.

(2) Ascertains and disseminates information concerning
Company policies and procedures.

J-1
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(3) Conducts Company formations.

(4) Employs subordinate chain of command to the fullest
extent in carrying out duties.

(5) Coordinates weekend projects and organized sport
activities with the Commander or Senior TAC.

(6) Ensures that CCLs maintain an accurate list of
Candidates in their classes and can account for Candidates
who are not in the Company area.

(7) Ensures that class leadership inspects common areas
during and following common area clean-up for compliance
with appropriate appearance and maintenance standards.

(8) Enforces Company phone and Internet use policies.

(9) Accompanies the Commander (or designated
representative) on inspections.

(10) Ensures compliance with mandatory study sessions.

(11) Coordinates, develops, and supervises the Company
plan for morning, evening, and weekend activities.

(12) Influences and motivates the Company.
(13) Maintains and updates the CCO continuity book.

(14) Performs other duties as directed by the
Commander or Commander’s representative.

d. CXO Responsibilities.

(1) Reports to the Senior TAC for instructions and
guidance.

(2) Assists the CCO as required.

(3) Performs the CCQ’s duties in the CCO’s absence.
(4) Updates and distributes weekend training schedules.
(5) Prepares personnel status reports.

(6) Serves as the C-Staff Administrative Officer.

(7) Implements the CCO’s Company plan for morning,
evening, and weekend activities.

(8) Ensures Company vehicles are used only for
authorized purposes, ensures that Candidates selected to
driver Company vehicles complete the Army Driver
Improvement Program (ADIP) prior to driving them, and
performs operator maintenance on the vehicles.

(9) Maintains and updates the CXO continuity book.



e. C1SG Responsibilities.

(1) Reports directly to the Company First Sergeant and
Senior TAC for instructions and guidance.

(2) Maintains a facilities maintenance log in conjunction
with Company operations and updates the log when work
orders are complete.

(3) Briefs CDOs prior to their tours of duty.

(4) Checks the distribution box frequently throughout the
day and distributes material.

(5) Ensures that details are scheduled and performed.

(6) Monitors and supervises CCSs during common area
clean-up and ensures standards are met.

(7) Schedules and monitors weekend details.

(8) Ensures new classes are trained on dining facility
procedures.

(9) Forms and marches the Company as required.

(10) Implements the CCO’s Company plan for morning,
evening, and weekend activities.

(12) Maintains and updates the C1SG continuity book.
(12) Influences and motivates the Company.
J-2. Class L eader ship.

a. Positions and Rank Insignia. Note: Smaller classes may
not have all listed positions.

>Candidate Class Leader (CCL)/three pips

>Candidate Assistant Class Leader (ACL)/two pips
>Candidate Platoon Leader (CPL)/one pip

>Candidate Class Sergeant (CCS)/ROTC MSG
>Candidate Platoon Sergeant (CPS)/ROTC SFC
>Candidate Squad Leader (CSL)/ROTC SSG
>Candidate Assistant Squad Leader (ASL)/ROTC SGT

b. CCL Responsibilities.

(1) Ensures class areas are properly cleaned and ready
for inspection at all times.

(2) Leads class formations IAW Company policy.

(4) Supervises the inspection of class members at the
beginning of each day.

(5) Inspects subordinates’ uniforms.

J-2

October 2007

(6) Enforces class discipline, military bearing, and
appearance.

(7) Reports to the class TAC before the class departs the
Company area and as soon as the class returns to the
Company area.

(8) Reports to academic instructors at the start of each
academic period.

(9) Accounts for the class’s Candidates and reports
Candidates who are absent or late to the class TAC Officer.

(10) Ensures that windows and doors are closed when air
conditioning and heating systems are in operation.

(11) Develops, coordinates, and supervises the class plan
for morning, noon, evening, and weekend activities.

(12) Ensures class members adhere to Company policies
such as phone usage.

(13) Performs other duties as directed by the class TAC.
b ACL Responsibilities.

(1) Assists the CCL and performs the CCL’s duties when
the CCL is absent.

(2) Monitors and assists the class additional duty
officers.

(3) Accounts for the class’s Candidates and reports
Candidates who are absent or late to the CCL.

(4) Implements the CCL’s class plan for morning,
evening, and weekend activities.

(5) Inspects subordinates’ uniforms.
c. CCSResponsibilities.
(1) Forms the class for formations.
(2) Reports class status to the CCL and C1SG.

(3) Reports to the CCL on class area maintenance and
beautification.

(4) Assigns and supervises class details IAW CCL
guidance.

(5) Performs other duties commensurate with the
position as directed.

(6) Ensures daily uniform inspections are conducted to
standard.



(7) Implements the CCL’s class plan for morning, noon,
evening, and weekend activities.

(8) Inspects subordinates’ uniforms.
d. CPL Responsibilities.

(1) Accounts for the platoon’s Candidates and reports
Candidates who are absent or late to the class CCL.

(2) Supervises the preparation of the platoon areas and
ensures they are always properly maintained and ready for
inspection.

(3) Supervises the conduct of platoon formations.

(4) Supervises the inspection of platoon members at the
beginning of the day.

(5) Inspects subordinates’ uniforms and rooms.
(6) Monitors platoon discipline, military bearing, and
appearance, and takes corrective action when there are

deficiencies.

(7) Implements the CCLs class plan for morning,
evening, and weekend activities.

e. CPS Responsihilities.
(1) Forms the platoon for formations.

(2) Accounts for the platoon’s Candidates and reports
Candidates who are absent or late to the class CPL.

(3) Assigns and supervises platoon details according to
CPL/CCS guidance.

(4) Inspects subordinates’ uniforms and rooms as
appropriate.

(5) Implements the CCLs class plan for morning,
evening, and weekend activities.

f. CSL Responsibilities.

(1) Assigns squad details as necessary and ensures
Candidates perform them satisfactorily.

(2) Accounts for and maintains a roster of squad
members.

(3) Reports on the squad’s status as required.

(4) Monitors the squad’s appearance and conduct and the

appearance of squad areas; takes corrective actions if there
are deficiencies.
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(5) Inspects the squad’s areas of responsibility.
(6) Reports status of formations to the CPS/CCS.
(7) Inspects subordinates’ uniforms daily.

(8) Appoints an assistant squad leader (ASL) if one is
required.

(9) Implements the CCLs class plan for morning,
evening, and weekend activities.

g. ASL Responsibilities. The ASL performs the CSL’s
duties in the CSL’s absence and assists the CSL as required.

J-3. Additional Duty Positions, General I nformation.

a. Assistants are appointed for each additional duty position
and have the same responsibilities as the primary; the
assistant performs the additional duties in the absence of the
primary or whenever the primary needs assistance.

b. Additional duty positions are organized as follows:

>Administrative Officer, S-1
-Candidate Duty Officer
-Social Coordinator/Protocol Officer
-Morale Officer
-Song Officer
-Sign Presentation Officer
-Guidon Bearer

>Security Officer, S-2

>QOperations Officer, S-3
-Physical Training Officer
-Historian

>Supply Officer, S-4
-Publications Officer
-Maintenance Officer
-Energy Conservation Officer
-Dining Facility Officer (DFQ)
-T-Shirt Officer
-Laundry Officer

>Projects Officer, S-5
-Car Wash Officer

>Standardization Officer
>Funds Officer
>Safety Officer

-Fire Marshall
-Hazmat Officer



J-4. Responsibilities of and General I nformation about
Additional Duty Positions

a. Administrative Officer (S-1).

(1) Checks class distribution boxes in HHC and 1* WOC
frequently and expeditiously disseminates the contents to the
class.

(2) Coordinates with the class TAC concerning specific
duties and responsibilities and for close-out of Candidate
evaluations.

(3) Maintains the TAC Team's class administration book
and file folders and ensures they are kept current.

(4) Coordinates with the Primary TAC Officer to
determine specific duties and responsibilities concerning the
flow of correspondence between the class and the class
TACs.

(5) Distributes and collects military correspondence and
ensures Candidates’ memorandums are submitted to the
Primary TAC Officer daily.

b. Candidate Duty Officer (CDO).
(1) General information:

(@) CDO is a rotating duty that a Candidate holds for
approximately 10 training days.

(b) All Candidates except the C-Staff, class
Administrative Officer, CCL, ACL, and CCS are eligible for
CDO duties.

(2) Responsibilities:

(@) Reviews the Company CDO book for the most
current and complete information on duties and
responsibilities.

(b) Prepares the CDO roster and gets it approved by
the Primary TAC Officer; in assigning duty tours, assigns
Candidates in non-exempt leadership positions for duty only
between 2300 and 0500.

(c) Ensures copies of the CDO roster are current and
posted on the class bulletin board and in the CDO books in
buildings 5801 and 5909.

(d) Makes appropriate changes to the CDO roster as
leadership changes.

c. Social Coordinator/Protocol Officer.

(1) General information:
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(a) One Candidate holds both positions.

(b) Candidates who have family members or friends
in the local area who’re willing to help with some functions,
such as ordering refreshments and coordinating activities, are
usually selected for this position (either the primary or
assistant or both).

(2) Responsibilities:

(a) Plans, gains approval for, and organizes class
social events.

(b) Submits military memorandums requesting
approval for class social events.

(c) Starts planning for the graduation reception
immediately upon being assigned this additional duty;
coordinates details for the reception throughout the course;
and executes the reception.

(d) Determines if any Candidates expect VIP guests
who will attend the reception or graduation (colonel and
above or civilian equivalent).

(e) Determines if any Candidates have children
they wish to place in the Child Development Center during
the reception and then coordinates with the Center for the
services.

(f) Contacts Aviator's Landing to reserve a room
for the reception and set up catering for the event; works
with the Company Operations NCO to set up the room for
the reception.

(9) Develops a thorough knowledge of the
reception timeline and protocol for military receptions,
particularly the protocol for receiving lines; serves as the
class’s advisor on these matters.

(h) Provides the Class Funds Officer information
on reception costs.

d. Morale Officer.

(1) Plans, organizes, and requests approval of activities
and events that demonstrate class’s esprit de corps such as
the class song.

(2) Submits a military memorandum requesting rights
and privileges for the class.

(3) Monitors class for evidence of low morale and lack
of esprit de corps; in instances where evidence exists that
these conditions exist, works with Cadre and class leadership
to improve conditions.



e. Song Officer. The Song Officer ensures the class has the
required songs, leads class song practices, requests approval
for class songs, and leads performances of the song. (See
Company policy letter.)

f. Sign Presentation Officer. The Sign Presentation Officer
plans, organizes, and submits a military memorandum
requesting approval for the class sign presentation. (See
Company policy letter.)

g. Guidon Bearer.

(1) Develops a thorough understanding of proper
guidon procedures as explained in FM 3-21.5 appendix H.

(2) Carries the guidon dissembled during lightening or
inclement weather.

(3) Ensures the guidon is placed in the class shadowbox
prior to the first formation and placed indoors by the CDO
after the last formation.

(4) Ensures the guidon is carried with class leadership
at all times.

(5) Designates someone to carry his/her course
materials while he/she is performing Guidon Bearer duties.

(6) Ensures that either he/she or the Assistant Guidon
Bearer remains with the guidon when it’s posted outside the
dining facility; to facilitate compliance with this guidance,
the Assistant Guidon Bearer will go through the serving
line first, and, after eating, replace the Guidon Bearer who
will then eat.

h. Security Officer (S-2).

(1) Ensures the class’s billets are secured when they’re
unoccupied and maintains the class security room.

(2) Ensures that Candidates read the Security SOP and
sign a roster verifying that they understand the SOP NLT the
end of the class’s third training day and submits the
completed roster to the Company Security Officer; monitors
Candidates’ compliance with the SOP and initiates corrective
action when necessary.

(3) Prepares and presents a 10-minute security briefing
to the class during the first week of training.

(4) Collects two copies of a written inventory from each
Candidate who stores personal items in the security room,
verifies the accuracy of the inventory, initials both copies,
returns one copy to the Candidate, and gives the Primary
TAC Officer the second copy.

(5) Briefs the class on bomb threat evacuation
procedures.
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(6) Ensures class CDOs properly maintain the key
control roster when they’re assigned to CDO duties.

(7) Reports defective doors, windows, and latches to
the Class Maintenance Officer.

i. Operations/Class Training Officer (S-3).

(1) Apprises class leadership of significant events
which may impact class training schedules such as lack of
training aids and inclement weather.

(2) Briefs training schedule changes to the class.

(3) Prepares a training plan to incorporate Warrior
Tasks and Battle Drills (WT&BD) into daily training, to
include the FLX.

(4) Delegates execution of WT&BD training to other
Candidates, but retains supervisory responsibility.

(5) Provides the Primary TAC Officer periodic status
reports on WT&BD training, validates completion of the
training, and reports training completion to the Primary
TAC Officer.

(6) Briefs the class on road march procedures and
routes.

(7) Briefs the class on FLX preparation and conducts
an area reconnaissance of the FLX site prior to the class’s
deployment.

(7) During the FLX,

(a) serves as the primary Candidate Liaison Officer
with the TAC Officers Training Team,

(b) receives and disseminates class Warning Orders
(WARNORDS), Operations Orders (OPORDs), and
Fragmentary Orders (FRAGOSs),

(c) briefs Candidates on weapons status (Green,
Amber, and Red),

(d) reports sensitive items status as directed
(normally twice daily), and

(e) briefs the CCL, ACL, CCS, S-1, S-2, S-4, and
DFO nightly on the status of the exercise.

j. Physical Training Officer (PTO).

(1) Ensures Candidates participate in physical training
IAW this guide, the Company PT schedule, FM 21-20, and
TAC Officer guidance. (Note: the PTO may use a self-
developed PT program rather than the program in Appendix



C of this SOP; the program must be published and approved
by the Primary TAC Officer.)

(2) Stresses the importance of physical fitness.

(3) Challenges class members to put forth 100% effort
and to improve their PT scores.

(4) Submits the Primary TAC Officer suggestions on
3X5 cards for improving the PT program.

(5) Develops and posts (after approval) a PT instructor
roster on the class bulletin board.

(6) Ensures PT instructors are prepared for PT sessions
and that the class correctly executes exercises.

k. Historian.

(1) Documents, to include photographing, all class
accomplishments, special projects, and significant events.
(Note: The class Historian is authorized to carry a camera [no
video cameras].)

(2) Submits a typed historical report on training days 15
and 27.

(3) Prepares historical data for all class historical awards,
gifts, and plaques, to include names of participants, dates,
and a general description of the event.

(4) Briefs the Primary TAC Officer on historical
presentations being planned for the graduation reception, to
include providing a preview of the presentation, during the
last week of training for approval or disapproval.

I. Supply Officer (S-4).

(1) Maintains supplies in the billets and serves as the
sole coordinator between Company supply and the class.

(2) Coordinates with the Company First Sergeant or
Supply Sergeant to get required self-help supplies and
materials.

(3) Coordinates and supervises the class’s weekly linen
exchange.

(4) Presents a 10-minute briefing on supply discipline
(conservation) to the class NLT the end of the first week of
training.

(5) Coordinates with the Primary TAC Officer to ensure
required training aids, supplies, and equipment are available
for field training.
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(6) Works with the DFO to ensure necessary supplies
and rations are available for field training exercises such as
the Leader's Reaction Course.

(7) Requests and receives initial and subsequent issues of
class supply items.

(8) Signs for the class’s barracks furniture and
equipment and conducts routine inspections to ensure
accountability.

(9) Reports broken equipment to the class Maintenance
Officer.

m. Publications Officer.

(1) Ensures Candidates are issued a complete, current set
of WOCS publications, that they sign for the publications,
and that they understand they must account for and maintain
their publications.

(2) Coordinates with the Primary TAC Officer during the
final week of training to inventory and transfer publications
back into the security room.

(3) Reports publication shortages and outdated
publications to the Primary TAC Officer.

n. Maintenance Officer.

(1) NLT the end of the first week of training, submits a
military memorandum to the Primary TAC Officer listing
broken furniture and maintenance problems in the class area.

(2) Submits a status report each week indicating work
orders completed, work orders over 15 days old, and any new
discrepancies.

(3) Presents a 10-minute briefing to the class NLT the
end of the first training week on maintenance, work orders,
and discrepancy reporting procedures.

(4) Submits the Primary TAC Officer suggestions on
3x5 cards for improving maintenance.

0. Energy Conservation Officer.

(1) By the end of the first week of training, submits a
military memorandum to the Primary TAC Officer listing
class area energy conservation problems and presents the
class a 10-minute energy conservation briefing.

(2) Monitors the following and initiates corrective action
for noncompliance: Company Energy Conservation SOP, use
of lights and electrical appliances, building temperatures, and
operation of fire lights.



(3) Submits the Primary TAC Officer suggestions on
3x5 cards for improving energy conservation.

(4) Conducts weekly energy monitoring inspections
using the Company checklist.

p. Dining Facility Officer (DFO).

(1) Using a military memorandum, requests rations for
field training.

(2) Assists in getting Candidates into the dining facility
quickly during meals IAW Company Dining Facility SOP.

(3) Coordinates with the dining facility manager to
ensure meals and drinks are ready for field training exercises.

(4) Issues field rations during field training exercises.

(5) Coordinates with the class Supply Officer to ensure
items the dining facility is unable to provide, such as plastic
flatware and trash bags, are available for field training.

(6) Obtains and delivers meals to class members who are
on quarters and thus unable to eat at the dining facility.

g. T-shirt Officer. The T-shirt Officer requests approval for
the class T-shirt design and motto, then orders and
coordinates delivery of and payment for the shirts.

r. Laundry Officer.

(1) Coordinates with alterations for fitting and
modification of Class A Uniforms.

(2) After the FLX, coordinates with the quartermaster
laundry for turn-in and pick up of the TA-50 (Table of
Allowances for field clothing and individual equipment);
reports any losses to the laundry.

(3) Coordinates with supply for linen exchange and
turn-in.

(4) Briefs the class on laundry turn-in procedures to
include the location of the laundry collection point.

(5) Selects Candidates from each squad to form a
laundry detail to take laundry to the pick-up point daily;
directs the detail members not to sling the laundry over
their shoulders.

(6) Maintains extra laundry slips in the administrative
room.

(7) Posts Candidates’ laundry bills on the class
administrative board; provides the Primary TAC Officer a
listing of Candidates whose bills total over $100.00.
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(8) Apprises the Primary TAC Officer of laundry
accounts that are not paid in full by the day prior to
graduation.

s. Projects Officer (S-5). The Projects Officer performs the
following functions with regard to class and community
projects:

(1) Plans the projects and submits a military
memorandum requesting approval for them during the first
week of class.

(2) Organizes the class to perform the projects.

(3) Coordinates with the class Candidate chain of
command for execution of the projects.

(4) Coordinates with the Supply Officer for supplies,
materials, and equipment for projects.

t. Car Wash Officer.

(1) Plans, organizes, and gains approval for class car
washes.

(2) Requests approval for class car washes by the fourth
day of the class’s training.

(3) Briefs Candidates on proper uniform and conduct
during the car wash.

(4) Briefs the class on safety and conducts a risk analysis
the morning of the car wash.

(5) Inventories car wash supplies prior to the car wash.

(6) Monitors and orchestrates the class car wash and
clean-up.

(7) Ensures car wash supplies are inventoried and
replaced NLT the Wednesday after the class car wash.

u. Standardization Officer.

(1) Ensures the class is standardized according to criteria
in this SOP and provides standardization tips for items and
areas not covered by this SOP or policy letters; areas for
standardization include, but are not limited to, display items,
storage areas, personal areas, and bulletin boards in the class
billets area.

(2) After approval by the Primary TAC Officer, posts
standardization tips on 3x5 cards on the class bulletin board.

(3) Submits a Standardization Tips Memo to the Primary
TAC Officer, as required, to maintain and track class
standardization.



(4) Submits recommendations on 3x5 cards for
improving this SOP through the Primary TAC Officer to the
Senior TAC Officer.

v. Funds Officer.

(1) Reviews and complies with provisions of the
Company Funds SOP.

(2) Collects, maintains, and disperses class funds IAW
applicable directives.

(3) Keeps accurate records and receipts of transactions to
establish a detailed audit trail.

(4) Prepares for cash count and audit which occurs at
least once each training week.

(5) Prepares a weekly finance report and forwards it to
the Commander through the Primary and Senior TACs on
close-out day each week.

(6) Obtains the Senior TAC’s approval through the
Primary TAC Officer prior to making any single item
expenditure over $20.00.

w. Safety Officer.

(1) Complies with instructions outlined in the Company
Safety SOP.

(2) Prepares and presents a 10-minute safety briefing to
the class during the first week of training to emphasize
individual responsibilities concerning safety.

(3) Initiates accident reports for Candidate injuries.

(4) Submits suggestions to improve the safety program
to the Primary TAC Officer on 3x5 cards.

(5) Posts a daily safety tip on the class bulletin board on
a 3x5 card.

X. FireMarshal.

(1) Complies with instructions outlined in the Company
Fire Prevention SOP and policy letters.

(2) Coordinates with the Company Fire Marshal to
receive a fire prevention briefing on the first day of training.

(3) Notifies the chain of command of potential fire or
safety hazards.

(4) Ensures fire prevention checklists are completed
IAW the Company Fire Prevention SOP.
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(5) Checks class billeting area daily for fire hazards,
ensuring that fire extinguishers and emergency lights are
operable.

(6) Ensures through the chain of command that
Candidates are setting up the proper fire uniforms every
night.

(7) NLT the third day of training, prepares and presents a
fire prevention briefing to the class that emphasizes
individual responsibilities concerning fire prevention,
evacuation, and fire drills.

(8) NLT the end of the third training day, ensures
Candidates read the Fire Prevention SOP and sign a roster as
verification of understanding; submits the completed roster to
the Company Fire Marshal.

(9) Submits suggestions for improving fire prevention on
3x5 cards to the Company Fire Marshal through the Primary
TAC Officer.

(10) Assigns primary and alternate fire extinguisher
operators IAW Company Fire Prevention SOP.

y. Hazmat Officer. Performs Hazmat duties IAW 1% WOC
or applicable Hazmat SOP.





