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TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

FIRST SERGEANT DEPLOYMENT CHECKLIST   
OPR     

               CCF
DATE

NO.
ITEM
(Assign a paragraph number to each item.  Draw a horizontal line between each major paragraph)
 YES
    NO
 N/A

NOTE 1: Checklist steps are listed in general sequential order. Users should review the entire checklist initially, to determine appropriate sequence of actions.  Some items may not be applicable in every situation; use good judgment and flexibility to determine requirements for your situation.




I.  PREDEPLOYMENT
    1.  Coordinate with the Unit Deployment Manager (UDM) to determine tasking:

· Location 

· Total population to be supported

· Timing

· UTCs required (by AFSCs or unit)
· Personnel considerations (unique situations, etc.)





    2.  Obtain information about the beddown site from all available sources

         (MAJCOM, regional command, individuals at site (CC/CCF), and individuals

          who have been to site):

·   History of mission and region of deployment

·   Current Operations (i.e. DESERT FOX)

·   Emergency Action Plans (security, THREATCON, potential threat –

                aircraft, missile, ground (snipers), terrorists; MOPP Levels, etc.) 

·   Facilities available for housing, dining, feeding, work centers

                latrine/showers, etc.

· Utilities – power (110 or 220), water, and sewer 

· Proximity, access, availability, redundancy (aids in decisions regarding scheduling transportation, dining, work schedules, etc.)

· Communications systems available (mail address, phone and FAX

    numbers, E-mail, etc.)

·   Other personnel at site:  US military, host nation military, NATO,  

                contractor, and civilian

·   Current weather conditions/history (prevailing wind direction, floods,

                droughts, etc.)

· Special equipment (rain gear, chemical suits, weapons (Bosnia), C-Bags)

·   Cultural sensitivities (females, alcohol, etc.)

·   Medical/environmental situation (shots, Medivac procedures, etc.)

· Prospective contractor/vendor sources for support




    3.  Contact key personnel of the deployment team





    4.  Initiate preliminary planning based on available information

· Predeployment briefing 

· Reception plan (see section III A1 of this checklist)

· Beddown plan (see section III B1 of this checklist)





    5.  Is advanced echelon (ADVON) being sent?  (Recommend First Sergeant be part

of this team.  Get names, phone #s of team members if first sergeant is not on

         the ADVON team.  Also select a seasoned SNCO to accomplish the first 

         sergeant’s taskings.)  Remember priorities for base construction should be:

 (1)  Mission-readiness/security

 (2)  Reception and beddown of forces (work sites and lodging areas)

             (3)  Quality of life





    6.  Identify chain of command




    7.  Conduct troop briefing (CC/CCF conduct briefing prior to processing line) 

·  Operational Issues

· Joint Environment - Army, Navy, Marines, Air Force, other nations 
· Mission Brief (know why they are going there)

· Communication Issues --  Let everyone know the following information before they leave:
· Mail address, phone numbers, E-mail, FAX numbers

· Home Station Support Agencies (FCS (Hearts Apart Manager), Legal, Chapel, MPF, spouse groups, Red Cross).  Try to have them attend the briefing if possible.  

· Make sure everyone knows to leave a copy of his or her orders with the family in case of emergency  (easier to track the person down with the orders)

· Personnel issues 

· Married couples deployed together (quarters availability)

· Government credit cards are not always accepted at every TDY location.  This should be worked out prior to the member goes TDY and remind them to set up an agreement with  finance if they are TDY for more than 30 days

· Remind personnel going TDY to pay their bills while they are TDY (AAFES will suspend payments on DPP accounts for those TDY but they must contact the local exchange or the 800 number)

· Power of Attorneys (Special or General)

· Family Care Plans (Single parents vs married. Their turn, they go!)




    8.  Activate home station plans for support assistance network for families of 

         deploying personnel




II.  ADVON TEAM ACTIONS 

       1. Establish preliminary administrative/PERSCO operation

· Accountability system/buddy system (as warranted by threat)
· Ensure a system is in place for SITREPS and Duty Status reporting (i.e. strength reporting, daily assignments, personnel requisitions, casualty reporting, hospitalization, and incoming/outgoing personnel)
· Organizational chart
· Lines of communications (up, down, lateral)
· Procedures for dissemination of information
· Work centers
· Key personnel list   




       2. Coordinate with Prime RIBS CC on:
· Lodging operations
· High, dry, relatively flat ground with good drainage
· Low noise area; away from vehicle traffic/flight line/recreation area

· Area for future expansion
· Access to latrine and shower/shave tents (female schedule—                         remember females on shift)

· Establish Procedures for registration/locator system.

·     Designate quarters and room assignments for:

· Air Crews

· Females

· Senior officers/officers

· SNCOs

· Special teams (SEALS, PJs, EOD, Combat Controllers)

· Dining operations
· Laundry operations
· Field exchange operations
· Morgue operations




       3. Coordinate with Prime BEEF CC on:

·   Erection of tent city
·   Build the airfield 
·   Sanitation 
·   Water
·   Power
·   Latrines/showers
· Fire safety




III.  EMPLOYMENT ACTIONS




       A1.  RECEPTION – Receiving personnel at the aircraft
·  Who will meet the aircraft?  (This is driven by requirements at the TDY location.  Need to have the commander, first sergeant, PERSCO,  Transportation Rep, Security Forces, and Customs Rep. available)

·  What do they need to know? -- If needed, local threats, MOPP levels, etc.

·  Accountability - 

·  Accountability is needed from plane to reception center however, you may have personnel  that  needs to remain with the aircraft to perform maintenance, security of the aircraft, etc. 

·  Have a copy of the manifest available (Obtain a copy form PERSCO and/or Log Plans before arrival.  This will aid in the reception/beddown  planning)

·  Do you need food or water?


·  In-processing may be accomplished at this point.  This depends on the 

                   number of personnel being deployed.  

       A2.  Staging and reception area

· Staging areas.  Thing to consider--do you need a staging area for personnel before you transport them to the reception.  Sometimes you need to unload the aircraft so it can be quick turned.  Personnel may be required to go to a staging area and wait for buses, customs, etc.  We must ensure accountability, safety, and security throughout this process.

· Logistics - Have drivers identified.  Have buses, flatbeds (except during rainy weather), K-loaders, and other special equipment needed to handle the unloading of the aircraft, pre-positioned and ready to go.  Keep in mind these can be contracted services.   (Coordinate with Trans)

· Second thing to remember: you will need to download at the reception area.  Do you have the equipment (fork lifts, etc.) necessary to accomplish this task at both locations?   (Coordinate with Trans)

       A3.  Reception briefing  (Again, driven by requirements at TDY location)

·   Accountability is the number one reason for the process! 

· In-processing Procedures

· Quick/painless (limit the number of speakers)

· ASAP upon arrival 

· Intro Briefing

· CC, ROEs (General Orders, maintaining standards, customs and courtesy), Intel, Security, Safety, PERSCO (Key player for this process: works manning, emergency data)

· Cross Checks (PERSCO should bump the manifest against the ALPHA roster, ALPHA roster against TENT assignment roster, etc.)

· Have billeting assignments ready  (Coordinate with Services) 

· Turn-over plan (rooms, equipment, pass-ons, etc.) (How long before on-station personnel depart?)  (Coordinate with UDM and workcenters)


·  Emergency Action Plans (Coordinate with Security Forces, DP, and OSI)

· Disaster response actions (fire, attack, bombings, natural disaster, force protection, accountability)  

· Surge plans

· Troop movements (accountability)Logistics (bed, food, linen, water, clothing, sanitation, protective gear)  (Coordinate with SVS)
· Emergency evacuation may be required.  Should tell the troops upon arrival their role in ensuring this gets accomplished. 

       B1.  Beddown

· Billeting Requirements  (Coordinate with Services)

· Accountability

· Number of units deploying

· Delegate (services, superintendents)

· Attempt unit integrity

· Number of females (female tent area)

· Aircrews

· Shifts

· Special teams/equipment (SEALS, Combat Controllers, PJs, EOD)

· Avoid making unnecessary moves

· Plan should be in-place before troop arrival

· Issue cots last, turn-in cots first (Work gets done if no one’s on cots.) 

· ISSUES  (Coordinate with Services and CE)

· Latrine/shower locations

· Do you need a female schedule? (If so, when and what about shift workers?)
· Sanitation
· Dumpsters (location)
· Latrines (total number, location, and schedule)
· Tent City (policing, food in tents (attracts bugs, rats, snakes), who’s the mayor?)
· Fire safety for Tent City (smoking, fire prevention and reporting)
· Health (entomology requirements)
· Setting and maintaining standards (dorms/tent inspections)
· Linen exchange and sleeping bags
 
         
              






       C1.  Sustainment

· Information flow is always important, especially when you are deployed.  You can help decrease the rumors and increase the knowledge of your personnel by using: E-mail, phones, bulletin boards, CC Calls, TOP3, Giant Voice, Commander’s Channel, AFN Radio, Rumor Control Hotline, Newspaper, etc.   (Coordinate with Comm)

·  Work Area Requirements: Transportation (bus, rental cars, or GOVs), sanitation, security, food, water, latrines, heat or A/C.  (Coordinate with Trans, Services, and CE)

·  Tasking/details

· Do not lose creditability, detail should be relevant

· What is CC’s policy (rank, extent)

· First Sergeant should be in the approval chain and the tasking chain


· What needs to be done (latrine, KP, sanitation)


· Support Available   (Hand out can be provided to the newcomers)
· Mess Facilities

· Dining facilities (per diem or contract and hours of operation)

· Commercial (per diem or contract and hours of operation)

· Level of service (MRE’s, takeout, or box lunch)

· MWR

· Religious Services/Chaplain (types of service and hours of service)

· Hospital

· Emergency Departures

· Rec Tent (E-mail systems, DSN lines for morale calls, MARS (Mobile Amateur Radio System)  grams, CCTV, and Hearts Apart Information/Programs)

· Finance and Contracting Offices (Services provided and hours of operation)

· Postal Services

· Washer/Dryer/Cleaning Contract

· Individual Equipment (uniforms, insect repellent, storage of mobility bags)

· Educational Support

· AAFES

· Personal Emergencies - Emergency leave, mental health, family problems (not leaky faucets but FAO issues,), personal injuries or other medical problems, and death. 


(    Need  to get to know:   

· Red Cross

· Transportation office or SATO travel

· Required forms

· MEDEVAC Procedures

· Home station contacts (FAOs, first sergeants, CCs, supervisors, 

      command post, etc.)

· Commander/mission requirements

· How are you going to transport the member?

· Casualty Procedures  (Coordinate with Services, PERSCO, and Trans)

· Mortuary Area (location)

· Notification/Up-channel process (PERSCO, Chaplain)

· Movement procedures(escort duty/transportation of body)

· Establish Rapport

· Commanders/Senior Enlisted (Command Chiefs or Senior Enlisted

                        Person)

· Food Services Superintendent 

· Chaplain

· Finance






· PERSCO

· Red Cross

· Off-base (Hotel, rental car managers, etc.)





· Legal issues with Guard and Reserve personnel (Are they Title 10?  Legal office can assist in all actions with them)

· Preventive health care for CC and CCF (be aware of the need for personal R&R; naps, exercise programs, and diet.  Rationale:  Beddown/stand up times are extremely intense and accessibility is increased, making need for personal time increase)

· Personnel actions for folks deployed (personnel stationed overseas: tour or enlistment extension and EQUAL choices.  For all: promotions, WMP, EPRs, decorations, etc.)

· Field Conditions

· Hygiene

· Water (Availability)

· Recreation

· Removed from living area (should have the recreational facilities away from the living area. The living area needs to be a “24 hours” quite area.  Largely due to shift workers.)  Personal space (Need to establish an area (Chapel, library, etc.) where folks can have some private time.)

· Continuity/Improvement Action Plan

· Make it better for the next rotation

· Awards, morale programs, facility improvements/self-help programs

· Establish Councils (Amn, Top 3, etc.)






· Build checklists (Red Cross Actions, details, awards, and recurring 

                        schedules/meetings)

(      Joint Operations - Different culture but respect their regulations




IV.  REDEPLOYMENT ACTIONS 

· Out-processing  procedures

· Establish checklist (quick, painless)

· Equipment turn-ins (vehicle, keys, account turn-over)

· Cleanup of areas

· Accountability

· Forward  mail

· Clear unit orderly room/PERSCO

· Clear dorm/tent assignment

· Written reports (LOE, DECs, After Action/Trip Reports)

· Transportation - Ensure rotation dates and flights are scheduled through UDM to Trans or OPS

· Troop Briefs (Brief rotation date and time, transportation and baggage pick-up, show times, chalk number, staging area, talk about redeploying back home and inform them of the pamphlet from Family Support called “ About Reunion.”   This can lessen the stress of the homecoming and getting reacquainted with the family and home life stresses.  

· Will you be there for the turn over?  If so, how long will you be there before departing?  If not, you can give the new shirt a turnover before they depart their base.  Here are some things to think about:

· Chain of command

· Site unique (living / work area issues, weather, threats, morale, etc.)
· Pending projects (self-help) and POCs

· Councils that are currently active in the unit or on base


· List of key personnel, POCs and shirt roster

· Continuity book location (Items to include in the continuity book: Red Cross procedures, meeting schedule, list of phone numbers (Shirts, Chiefs, Key Personnel), area map, workcenter locations, special recognition programs (birthday meals, unit awards and wing awards, etc.), MWR facilities and hours of operations, etc.…)    

· Tour the facilities (if in person)

· Trip reports are directed by HQ AF/CCC.  Trip reports must be submitted to HQ AF/CCC through the Wing and MAJCOM Command Chiefs.  Have your commander review the trip report before you send it forward.   Send a copy back of the report to the deployed location (deployed CCM to the unit) for filing in the continuity book. NOTE:  Write the trip report as though you are writing it for your replacement.  Use the following format
· Purpose:  Briefly state the trip’s purpose. Answer the questions who, what, where, why and how much, and then provide recommendations and conclusions.  If needed, attach background documents that provide more detailed information.  Use the official memorandum format.  This report is going to the Chief Master Sergeant of the Air Force.  

· Traveler: Include rank, first name or initial, and surname (ONLY).  

· Itinerary:  List the deployed location and inclusive dates.  Do not list this if it is classified. 

· Discussion:  Base the amount of detailed information you include here on the knowledge level of your intended readers.  Always include the trip objective, problems encountered, findings, future commitments made and your contributions to the event.

· Conclusions/recommendations: Summarize your findings and/or recommendations
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