DEPARTMENT OF THE ARMY                                             *CASCOM&FL Reg 210-14
Headquarters, U. S. Army Combined Arms

Support Command and Fort Lee

Fort Lee, Virginia  23801-6000                                                   Effective 31 August 2007
Installation Post Support

Purpose.  This regulation provides guidance and procedures governing requests for personnel and equipment support.

Applicability.  This regulation applies to all Fort Lee units and activities.
Scope.  To prescribe policies and procedures for requesting, providing, and coordinating personnel and/or equipment requirements in support of short duration mission.  For purposes of clarification, this regulation encompasses Soldier, civilian and contract personnel taskings, unless otherwise specified.
Supplementation.  Supplementation of this regulation is prohibited.  Recommendations for changes will be submitted in writing to Operations Center, DPTMS (Directorate of Plans, Training, Mobilization and Security).

References:
AR 5-9  Area Support Responsibilities.
AR 600-8-105  Military Orders.
AR 360-1  Army Public Affairs Program.
AR 623-3  Evaluation Reporting System.
TRADOC Regulation 500-2  Taskings and Individual Augmentation Management.
FORSCOM Regulation 350-12  Procedures for Tasking and Support from Active Component Installations and Units.
IMA Policy 350-12  Tasking Support Procedures for IMA Installations and Activities.
* This regulation supersedes CASCOM&FL Regulation 210-14, 25 June 1997.
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1. Policy.
a. All requests for temporary personnel/equipment support will be accomplished IAW (in accordance with) the provisions of this regulation.  A matrix of organizations and forms to use for support requests is in Appendix A.
b. Locally generated support requirements will be submitted on Fort Lee Form 300-1 (Figure 1) by e-mail to LEETASK@lee.army.mil  for personnel/equipment support, tactical vehicle support, driver support, and medical personnel support.  Fort Lee Form 300-1 may be obtained in the DPTMS public folders.  Hard copy requests are discouraged.  Tasking activities are conducted by the Operations Center, DPTMS between 0800 and 1600 Monday through Friday, excluding holidays.
c. All requests will include a statement that the requesting unit does not have personnel or equipment to perform the mission and include an impact statement for non-support.  POC provided will be an individual knowledgeable in the mission, and will include telephone and email contact information.  

d. U. S. Army Reserve, Army National Guard, and ROTC (Reserve Officers’ 
Training Corps) units will submit requests for support in memorandum format to the Training Division, DPTMS.  Training Division will prepare the Fort Lee Form 300-1 (Request for Support) and send it to Operations Center, DPTMS for tasking.  Once tasked, the requesting unit will coordinate directly with the supporting unit.

e. Submit Fort Lee Form 300-1 directly to the Fort Lee Army Band for musical support as directed by CASCOM&FL Memo 220-90.

f. Fort Lee Form 300-1, when used to request weapons support, will include a minimum of three copies of DA Form 1687 (Notice of Delegation of Authority-Receipt for Supplies).  Equipment support requirements will not normally exceed a 2-week period.
g. Local community organizations requiring personnel and /or equipment will forward the request (Fort Lee Form 727-1, figure 2) to the installation PAO (Public Affairs Office).  The PAO will authenticate such requests and forward the Fort Lee Form 300-1 to Operations Center, DPTMS for tasking.
h. Three copies of Fort Lee form 580 (Request for Motor Transportation), figure 3, will be submitted NLT 3 working days prior to required support date, to the 

Transportation Division, DPWL, for government non-tactical vehicles. Requesting activities must either provide or request drivers on Fort Lee Form 300-1 and submit it to Operations Center, DPTMS.
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2. General.

a. All units assigned to the U. S. Army Quartermaster Center and School, to include 23d QM Brigade will submit requests thru the Office of the Quartermaster General, QMC&S.

b. All units assigned to the 49th Quartermaster Group will submit requests thru the S-3, 49th QM Group.

c. Requests for personnel, and/or equipment, must be received by DPTMS NLT 45 days prior to the support date.  All requests submitted which do not allow for the 45 day notification will include the reason for the late submission in the justification, the impact of non-support, and will be signed by the first Colonel or GS-15 in the chain of command.  Late requests will be approved only by the Garrison Commander or the Deputy Garrison Commander.
d. Requests for medical support must be submitted NLT 60 days prior to the support date due to accommodation of clinic scheduling.

e. Support units/agencies unable to meet a specific tasking will submit a Memorandum of Justification for Relief (signed by the first Colonel or GS-15 in the chain of command) to Operations Center, DPTMS within 5 working days of receipt of the tasking.  The request for relief will fully justify the inability of the unit/agency to comply and will outline the impact.  A request for relief does not necessarily mean that relief will be granted.

f. Taskings are mandatory unless a written request for relief is approved by Operations Center, DPTMS.

3. Administrative Instructions.
a. The Operations Center, DPTMS is the CTO (Central Tasking Office) for Fort Lee.   

b. The Office of the Quartermaster General, QMCS, is the CRO (Central Requesting Office) for all QMCS taskings.

c. The S-3, 49th Group is the CRO for all 49th Group taskings.

d. SGS, CASCOM is the CRO for all taskings within CASCOM.

e. The Directorate of Administration and Services, ALMC, is the CRO for ALMC taskings.
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f. The 217th/HHD, USAG is the POC for all Garrison personnel taskings.

g. DPWL is the CTO for all non-tactical motor vehicle support.

h. PAO is the POC for all civilian and non-government agencies requesting temporary use of Fort Lee assets.

i. Training Division, DPTMS is the POC for all temporary support requirements for U. S. Army Reserve, Army National Guard, and ROTC units.

j. Operations Center, DPTMS is the CTO for aircraft support.  Fort Lee Form 381

(Request for Army Aviation Support and Flight Order), figure 4, will be used for this purpose and can be obtained from DPTMS Operations Division, building 1107.

k. Submit all requests for installation facilities to the Operation Center, DPTMS.

l. Tenant activities are required to fill enlisted personnel on-post taskings when mission requirements dictate.

4. Responsibilities.
a. Operations Center, DPTMS.
(1) Reviews temporary personnel/equipment support requests for validity, determines the organization/activity that can best provide the support, and forwards approved requests to requesting and supporting units/agencies.

(2) Returns disapproved support requests to requesting unit/agency.

(3) Reviews impact statements when submitted by tasked units/agencies and determines priorities and/or further requirements as necessary.

(4) Establishes a numbering file to monitor individual requests for personnel/equipment.

(5) Forwards all late requests to the Garrison Commander or Deputy with a recommendation for support/non-support.

b. Director, DPWL.  Reviews temporary non-tactical government vehicle requests, determines validity, approves requests, and fills requirements or returns disapproved requests to requesting agency.
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c. Chief, Public Affairs Office.  The PAO reviews requests for civilian and nonmilitary temporary personnel/equipment.  If requests are valid IAW AR 360-1, PAO prepares and forwards Fort Lee Form 300-1 to Operations Center, DPTMS.  

d. Training Division, DPTMS.  Reviews U. S. Army Reserve, Army National Guard, and ROTC unit temporary personnel or equipment requests.  Units which fall within Fort Lee’s geographical support area (AR 5-9) will submit requests by memorandum to Training Division, DPTMS.  Training Division will then initiate a Fort Lee Form 300-1 to Operations Center, DPTMS.
e. Chief, Medical Education, Training, and Security (METS), KAHC.  Reviews medical support requests, determines validity, approves requests, and fills requirements or returns disapproved requests to the Operations Center.
f. Requesting Unit/Agency.
(1) Verifies personnel/equipment being requested is not available within requesting organization.

(2) Submits requirements on Fort Lee Form 300-1 so as to be received by DPTMS NLT 45 days in advance of required date.  Requests submitted within 45 days will meet the requirements of paragraph 2-C of this regulation.  
(3) Ensures DPTMS receipt of all late taskings is confirmed by telephone.

(4) Ensures requests are submitted through higher headquarters or directorates as appropriate.

(5) Establishes coordination with supporting units/agencies after receiving notification of approval from the Operations Center, DPTMS.  Direct coordination with the supporting unit is authorized for changes to original support requirements with notification of changes to the Operations Center, DPTMS.

(6) Notifies DPWL, Transportation Motor Pool, of any problems or conflicts in conjunction with vehicle support requests.

(7) Ensures maximum use of support personnel/equipment and prompt release/return on completion of mission.

(8) Provides supervision, necessary tools, and transportation to and from the work site.
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g. Support Unit/Agency.
(1) Provides personnel and/or equipment, as directed, within capabilities.

(2) Immediately notifies intermediate headquarters and the Operations Center, DPTMS, as appropriate, if requested support is beyond the unit/agency capability.

(3) Provides Operation Center, DPTMS with a POC and telephone number within 5 working days.  

(4) Ensures that the POC initiates direct coordination (telephonic) with the requesting unit/agency POC as soon as notified of requirement.

(5) Coordinates changes to original support with the requesting unit and notifies the Operations Center, DPTMS of changes.  
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Appendix A

Matrix of Installation Support

	Type of  Requirement
	DPTMS
	DOL
	Band
	PAO
	DOIM
	KAHC

	Personnel
	300-1
	 
	 
	 
	 
	 

	Equipment
	300-1
	 
	 
	 
	 
	 

	Aviation Support
	381
	 
	 
	 
	 
	 

	Community Support
	 
	 
	 
	727-1
	 
	 

	Audio Visual
	 
	 
	 
	 
	DA 3903
	 

	Transportation
	 
	580
	 
	 
	 
	 

	Musical Support
	 
	 
	300-1
	 
	 
	 

	Video/TV
	 
	 
	 
	 
	DA 3903
	 

	Medical Support
	 
	 
	 
	 
	 
	300-1


Telephone Numbers:

DPTMS Pers/Equipment 

765-2668 or 734-6422
DPTMS Aviation Support

734-6422 or 734-1567

DOIM Audio Visual


734-7329
DOL Motor Pool


765-2276

Band




734-4362

Public Affairs Office


734-7451

DOIM Video/TV


734-3899
KAHC




734-9256
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FIGURE 1      
	REQUEST FOR SUPPORT

	                                                                          Date:                    

	FROM:
	THRU:
	TO:  

ATTN: 


 

                          PART 1 - TO BE COMPLETED BY REQUESTING ACTIVITY
 

	Personnel/Equipment
	FROM (Date/Time)
	TO (Date/Time)


	Justification:  (Brief synopsis of why support is required and cannot be filled internally).


	POC & Place to Report: (Include street address, building number, and telephone number) 
	Name, Grade & Signature of Requesting Authority (O6 or GS 15 if under 45 days)


 

                                   PART II - TO BE COMPLETED BY DPTMS/Band
 

	DATE REC'D
	      Approved (See 1)

      Disapproved (See 2)
	LOG No.
	TO:                          Suspense 
	Name & Phone of Supporting POC


	1. Request is forwarded for action: 

a. Direct coordination is required between requesting and supporting POCs. 

b. Tasked organization may telephonically verify intent to fill requirements; however, written verification or justification for relief must be received with 5 working days of receipt of this tasking.  This will be considered final unless written request for relief is submitted. 

2. Request is disapproved

Justification: 


	Name and Title of Approving/Disapproving Authority

 

     
     
	Signature of Approving/Disapproving Authority


FORT LEE FORM 300-1
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FIGURE 2

[image: image1.png]REQUEST FOR FORT LEE SUPPORT
Public Affairs Office
1321 Battle Drive
Fort Lee, VA 23801-1521
PH: (804) 734-6965 FAX: (804) 734-7488

WHO: Please complete the following information regarding your organization

Sponsoring Organization

Type of Organization: Civic[_] Veteran[_] Non-Profit[ ] Religious[_] Other[_JExplain
Point of Contact _____Telephone (W) Telephone (Alt)

Email:

Mailing Address: City __State Zip

WHAT/WHY: Please supply the following information regarding your event.

Event Title:

Event Purpose:

Support Requested:

In case of inclement weather, where will the event will be held (include address)

Is event free of charge and open to the general public? Yes[_] No[ ] Ifno, please explain

Will there be an admission charge? [—_]If Yes, Amount § Will there be parking fees? If Yes, Amount §

WHEN: Please list primary and alternate dates of activity. Also complete in reference to inclement weather.

Primary Date: ___ Start Time _ End Time

Alternate Date: __ Start Time End Time

WHERE: Please give specific location of event; to include street locations, building number and exact address.

Wil the cvent be held (check one)? Inside[ ] Outside[ ]

HOW: Please indicate if our organization can supply the following.

If required, can your organization provide (yes or no) Transportation costs ______ Meals Lodging
Parking __ Electrical outlets Please list any additional items _____
Have any other military bands been requested for this event? If Yes, list name and telephone number of band

T understand that the information provided here is complete and correct to the best of my knowledge and belief. [ understand that a representative of the military
services will contact me to discuss amangements and any costs involved prior to final commitment. | understand that completion of this form does not constitute
approval of this request and that military commitments take priority in all cases and could preciude a previously scheduled appearance at an approved public activity

Name (print) Signature, Date

Title Organization

FT LEE Form 727-1
Rev Nov 03
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FIGURE 3

	REQUEST FOR MOTOR TRANSPORTATION
     (AR 58-1 & tm 38-600)
	DATE:

	TO:  Transportation Motor Pool (TMP)
       ATTN:  Chief Dispatcher
       BLDG T-1617
       Fort Lee, VA  23801-5174         
	 FROM: (Activity, name & phone no. of Transportation  

 Coordinator authorized to request vehicle)


	TRANSPORTATION SERVICE REQUIRED

	DATE(S) AND TIME REQUIRED *
	DATE AND TIME OF RETURN
	TYPE OF VEHICLE(S) 
	 

WITH DRIVER *
 

WITHOUT DRIVER


	REPORT TO:  (User's name, section, bldg # & phone #)
	DESTINATION: (Bldg, street, etc.)
	NO. PASSENGERS

	JUSTIFICATION:  
	SIGNATURE OF AUTHORIZED * TRANSPORTATION COORDINATOR:


	FOR TMP USE ONLY

	SIGNATURE & COMMENTS OF APPROVING OFFICIAL:
	PRIORITY


FT LEE Form 580-E
Rev Aug 98
Reverse of 580-E
 

* WITH DRIVER:    Transportation Motor Pool (TMP) provides driver for Buses, tractors and trailers
                            Only--all other vehicles are provided on a user driver basis.
 

* JUSTIFICATION: Include purpose of request, number of passengers, materials or supplies to be 
                            transported.  Statements such as "official business or special event" are 
                            insufficient justification, and request will not be acceptable.
 

* Request to be submitted 3 days in advance of date transportation is required.
 

* Multi-day Request:
      Inclusive dates, i.e., 1 thru 3 Nov--one request required.
      Non-inclusive dates, i.e., 1, 6, 20, 22 Dec--separate request for each date.
 

* TMP requires two copies of Transportation Request.  If file copy is required, submit an additional copy.
 

* DA Form 1687 (Notice of Delegation of Authority - Receipt for Supplies) for Transportation Coordinator.
 

* Must be on file at the TMP

 

ADDITIONAL JUSTIFICATION OR REMARKS:
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The proponent of this regulation is the Directorate of Plans, Training, Mobilization, and Security.  Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank forms) to the Commander, USACASCOM&FL, ATTN:  Operations Center, DPTMS, Fort Lee, Virginia 23801.

FOR THE COMMANDER:

OFFICIAL:




GWEN BINGHAM







Colonel, QM







Garrison Commander 

         \\signed\\
EDWARD H. EISNER

Acting Director, Human Resources
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