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l. The attached after action report condenses the activities of the
"Tropic Lightning" Division in preparing for and executing its rede~
ployment from the Republic of Vietnam., The period covered by the report
is from 1 October 1970, the date the Division was notified it would
redeploy, until 15 December 1970, when redeployment was complete.

2. This redeployment ends a nearly five year period of continuous combat
for the 25th Infantry Division in Vietnam. The Division moved from
Hawaii to Vietnam in early January 19t6 and occupied Cu Chi on the 30th
of that month, Since that time the Division has operated with distinc-
tion throughout MR III and in Cambodian areas contiguous thereto. The
Division leaves its 2d Brigade here in Vietnam, while all other units
return to Hawail at zero strength. In Hawaii, the 4th Brigade of the
Division, redesignated the lst Brigade, will retain custody of the Divi-
sion Colors until it is reconstituted at a later time - "Ready to Strike
Anywhere, Anytime."

3. This report covers the Division's planning, organization and execu~
tion of redeployment. The report is purposely detailed to provide as
much perspective as possible of the experiences of the Division. The
overriding consideration given to all actions of the Division during
redeployment was to depart Vietnam with dignity and professionalism -

the same standards which marked the "Tropic Lightning" through five years

of successful combat,
J. R. THIRMAN IIT

BG, USA
Commanding General
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HEADQUARTERS® 23TH INFANTRY DIVISION
APO SAN FRANCISCO 08223
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1. FURPQSE. This report provides a detailed synopsis of the redeploy-
ment activities of the 25th Infantry Division to include the structuring
of the residual Second Brigade as a separate trigade. The report is in-
tended to provide information which will be of assistance to other
organizations required to redeploy.

2. MISSIGN. Gn 1 October 1970, the 25th Infantry Division was potified
that it had been selected as sn elament of the Fifth Increment RVN Rede~
ployment Plan - KEYSTONE ROBIN BRAVO. The Division was directed to
redeploy all organic and attached slemencs, less one brigade, at szero
strength to Schofield Barracks, Hawaii, commencing stsnd-down on 1 Nov-
ember 1970 and completing redeployment by 15 Decembsr 1970. Concurrent
with redeploying the Division (-), the Division was required to struc-
ture the 2d Brigade into a separate brigade to remain in RVN. Personnel
and equipment of redeploying units reverted to USARV control for dispo-
sition. Subsequent instructions directed that a 26~-man Honor Guard be
organized to escort the colors of the redeploying units to Hawaii for
appropriate ceremony and custody.

3. TASK ORGANIZATION.
a, 25th Inf Div (-):
Unit duth Strength
4=9 Inf 920
2-14 Inf 920
2227 Inf 920
2-22 Inf (M) 908
4=23 Inf (M) 908
2-3/ Armor 537
34 Cav (=) 784
2=TT Arty 411
7-11 Arty 526
3-13 Arty 612
25 Awm 423

65 Eng () 807




125 sig (=) 539

725 Maint (=) 681
25 Med (-) 291
25 S&T (=) 315
HHC, 25th Inf Div (-) 144
HHC, ‘ist Bde 128
HHC, 3rd Bde 128
HHB, Div Arty 213
HHC, DISCOM 103
25 Admin (-) 353
25 MIC (=) 48
F-75 Rgr 62
25 MP (-) 149
44 TPSD 28
46 IPSD 28
66 IPSD (-) 13

Total 11,920

b. 2d Bde, 25th Inf Div

Unit Auth Strength
%HHC, 2d Bde 282
#2-12 Inf 882
*3.22 Inf 882
#1-27 Inf 882
%15 Inf (M) 878
*1-8 Arty 639
B/65 Engr 165
D/3~4 Cav 266
125 8ig Co 102
%25 Cubt Spt Bn 643
38 Sct Dog 28
66 Cmbt Tracker 10
F=75 Rgr (~) 61
18 Mil Hist Det 2
Det 25 MI Co 32
Plt 25 MP Co 40
20 PIO Det 5
9 Chem Det 5

Total 5,796

*Units whose authorized strength was changed to effect interna: “ailoring
desirmed to accomodate requirements not normal to bLrigades.
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4o REDEPIOYMENT CONCEPT.

a. The 25th Infentry Division(-) was programmed for redeploy=snt
during the 45-day period 1 November - 15 December 1970. The 30-day
period 1-31 Octcber 1970 was characterized by continued operations in the
Division's assigned AO while concurrently the Division Staff plenned,
coordinated and organized for redeployment. The Division's CPCRD 183-70
for the redeployment of the Division (-) and corstitution of the 2d
Brigade as a separate brigade was published on 15 Cctober 1970.

b. Units to redeploy were moved to stand-down loca:ions from the
field concurcent with the shrinking of the Division's AO's from north
to south, commencing on 1 November 1970. By 18 November 1970, all man=-
euver units had moved into stand-down and the Division occupied only Cu
Chi Base Camp and a small AQ around it for local security. 1-27 Infantry
(=), assigned to the 2d Brigade and OPCON to the Division (-), constituted
the security element for Cu Chi Base Camp during stand-down and roll-up
actions.

c. Stand-down of units was echeduled at two locatiops; Cu Chl Base
Camp and Camp Frenzell-Jones., Units which had rear elements in Cu Chi
stood-down at that location while all others went to Cemp Frenzell-Jones.
The excaption to this was the 2-34 Armor which stood-down at Cu Chi
Base Carp to take advantage of the maintenance facilities available there.
Units were scheduled into the two stand-down sites g0 as to minimize
troop density. Supporting artillery batteries moved to stand-down with
their supported mansuver battalions.

d. Structuring of the 2d Brigade was accomplished concurrently
with the redeployment of the Division (). The units of the Brigade were
designated in the original Keystone message and a personnel ceiling of
5796 spaces was imposed. The 2d Brigade, although not fully constituted,
was activated on 3 November 1570 and placed OPCON to II FFORCEV on that

i 5. DISCUSSIQN.
4 J a. Tactical Operations:

{1) Upon redeployment notification, 1 October 1970, the 25th Infantry
Division was located in three Brigade Areas of Operatioms. The 1st and
3d Brigade Areas of Operations extended north from the Division Base Camp,
located at Cu Chi, to the Cambodian borler. These areas included eastern
War Zoi.c "CM, the Trapezoid, the HoBo and Bol Loi Wocds, the Iron Triangle
and ware pcsitioned astride the Saigon River. The 2d Brigade Area of Oper-
ation was esst of Saigon.

{2) The Division continued combat operations throughout the month
of October with the missions: Grind down SR~1, Control the Saigon River
Corridor, Break MR-7, and Upgrade Territorial Forces.




(3) Enemy activity within the 25th Infantry Division's Area of
Operations remained at a low level during the month of October as enemy
rain and local force units avoided contact.

(4) The 1st Brigade conducted operations in Tay Ninh Province
(eastern War Zone "C"), Binh Long Province and Binh Duong Province. The
Brigade's four maneuver battalions were targeted against the 101st NVA,
165 L'VA and 209 NVA Regiments. Aggressive small unit operations along
the Saigon River Corridor and the Michelin Rubber Plantation denied the
enemy his favorite infiltration routes into Saigon from the "Fish Hook"
on the Cambodian/Vietnamese border.

(5) The Second Brigade, with three maneuver battalions, conducted
combined US, ARVH, RF/PF operations east of Saigon in Phuoc Tuy, Long
Khanh and Bien Hoa Provinces. 1In close coordination with the Royal Thai
Army Volunteer Forces the 2d Brigade effectively reduced the enemy's capa-
bility to initiate combat operations in Military Region ~ 7.

(6) The 3d Brigade concentrated the operations of its four maneuver
battalions in Tay Ninh and Binb Duong Provinces to interdict enemy move-
ment of men and supplies down the Saigon River Corridor and to deny the
enemy. access to population and food resources throughout Sub Region - 1.

(7) The Division program of upgrading territorisl forces included
combinad operations, deploying training teams to live and fight along-
side RF/PF soldiers, and formal training of selected individuals at the
Division's Tropic Lightning Academy.

(2) The Division eliminated 110 enemy during the month of October,
accounted for 77 individual weapons, seven crew served weapons and .92 tons
of rice captured or destroyad.

(9) In preparation for redeployment, coordination was effected for
ARV forces to assume control of the 1st and 3d Brigade Areas of Operations.
Elements of the 2d Brigade, ARVN Airborre Division, assumed responsibility
for the northern portion of the 1st Brigade's AO and three Fire Support
Bages on 28«29 October 1970. On 1 November 1970 the 25th ARVN Division
assumed the weatern portion of the 1at and 3d Brigade AO's. The 5th ARVN
Division sssumed three Fire Support Bases and the easte:n portion of the AO
on the same date. The assumption of thege AO's by ARVN forces allowed the
US 25th Infantry Division to begin a phased stand-down on 1 November. The
Division conducted local security operatione in small negotiated AQ's for
the remainder of the disengagement period.

b. Redeployment:
(1) Planning:
(a) Based on USARV OPLAN 183~70 dated 30 April 1970, a

Redeployment Planning Group (RPG) was established. The Group was tasked
with drafting a Division OPLAN for the possible redeployment of the 25th

4
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Infantry Division from Vietnsa., On 1 October 1970 Phase V (Xeystone

Robin Bravo) was directed and fourteen days later the Divigion OPCRD 183-70
was published. This OPORD prov ded detailed guidance and schedules to
wnits redeploying and to unite --d staff agencies supporting the IMvision's
redsployment .

(b) Through close coordination with the Vietnamese III Corpe,
25th ARVN Division, 5th ARVN Diviaion, ané the 2d ARVY Airlorne Brigade a
plan was formuleted for the twrn-ovar of AO's, Fire S.pport Bases, and key
ingtailations. In all areas, ARVN units met dates of turn-over on or ahead
of schedule which typifies the splendid cooperat:on received from ARVN
throughout the Division stand--iown.

(2) Stand-down: The 45 day Division stand-down period began
1 November 1970. Cu Chi, the Division Bace Camp, was the primary stand-
down facility with Camp Frenzell-Jones utilized as the Division alternate
area. The stand-down schedule allowed 15 days for each Infantry battalionm,
20 days for Mechanized Infantry and Armor battalioms, and 23 days for
Artillery battalions to precess completely. Artillery battalions were
allotted additiornal time because of the phasing of batteriss which continued
to support mansuver units throughout disengagensnt.

(3) Personnel Reassignment: The initial analyasis of personnsl
disnosition, based on the redeployment criteria authorizing 6C day curtail-
rents, and a relaxation in the criteria for personnel scheduled to ETS upon
DERCS, indicated that approximately 22% of the Division personnel won?
DEhOS on a normal or accelerated basis during the Division stand-down
period. Approximately 8,000 perscnnel were required to te reassigned
within USaRV  Approximately 5,700 of the remsiring personnel were assigned,
or jdentified for assignment to the 2d Brigade designated to remain in RVAN.

(4) Bquipment Twrn-in: Most of the equipment from redeploying
units was turned in to the XKeystone Processing Point (KPP) at Leng Binh.
The KPP was operated by the 79th Maintenance Battalior of Sajgon Support
Command and accepted equipasnt from the 25th Infentry Division from 15
October thiu 14 December 197C. (n 23 November 1970 a sub-depot was esta-
blished by the 79ib Maintenance Baittalion at Cu Chi for the puwronse of
sccepting Post Camp and Station (PC&S) property to be turmed over to in-
coming ARVN forces in conjunction with the turn-over of Cu Chi Base Camp
(CCBC). Additionally some selected items of squipment wmre laterally
transferred, with USARV approval, vo other US units. The 71st Cavalry
vision {Airmobile) wus the major recipient of this equipmant. Some
equipment was also laterally transferied to residual 25th Infantry DMvi-
sion unite in the 2d 3rigade to satisfy equipment shortages and provide
equipment for rnewly formed units of the Combinad Service Support Battalion,
A total of over 268,000 items of equipment were  urned in or transferred
tr redeploying units of the 25tk Infantry Ddvision.




(5) Base C wp Turn-over: The 4000 “acilitiee, which included
3500 buildings lucated on Cu Chi Base Ciump ware scheduled for turn—gver
to ARVN Forces during an eleven da, period. The base camp was subdivided
‘~to ssclors and as each sector was vecated by US personnel a joint inventory
o1 all facilities within that sector was conducted by representatives of
the Installation Coordinator's Office, PALE, Military Property Construction
077ice and the receiving ARVN unit., Upon acceptance of each sesctor by ARVN,
the area was opened Ifor Vietnsmese occupancy. Dafense of the base camp
remained the responsibllity of US 1orces until 15 December 1970 when the
last area was transferred to ARVN and US personnel departed Cu Chi.

6. LESSONS LEARNED: The following are general lessons lsarmed which apply
to the Divigion': overview of redeployment. Specific lezsons learned
veculiar to General and Special Staff activities will bs contained in
aprropriate annexes,

a. Redeployment Plannirg Group (RPG): The smoothness in which the
execution phase of the Division's rsdeployment was accamplismhed can be
largely attributed to ths FFG, This group was coamposed of selected repre-
santatives from eech cf tie Division's General and Special Maff sections
for the purpose of canducting a datailed study of past unit redeployments
and to draft a mutually supporting scheme of disengageesmt and a stand-down
achedule, The group was further tasked with briefing subordinate units on
redeployment activities as each unit antered into stand-dowm.

b. Keystone Information Center (XIC): As a result of utilieing iwo
saparate stand-down locations and simultaneocusly constructing a separate
brigade the EIC was established to minitor these activities and to insure
that all ascessary coordination wes effected. The KIC was operated full
time by Gl, G3 and G4 representatives and maintained up-to-date charts
which portrayed the redeploymsnt ~+-tus of each unit, The KIC served as an
information and briefing area for commanders, staff and visitors having
interest in Keystone activities,

¢. GCoordination with RVEAF: Early ccordination with RVN MR I1I provided
Vietnamese planners with sufficient information to develop a scheme of re-
rositioning elements of three ARVN Divisions to sssmume respansibility of T3
Areas 0 Operations., Direct coordinsticn was effected with sach of the ARVN
units to detercins thcse Fire Support Bases and installations that would be
occupled by IVNAF upon withdrawal of US forces., The smocth transiticn in
Wnich tiesw AC's and bases were itransferred ‘rom US to ASVN comtrol allowed
73 forces to disengage {rom combat opsrations on 1 Nov 70 and cancentirsie
their efforts on redeployment.

2, [0ll-Up Force (RUF): The timely establishment of the AlF was a
zost sfective zeanz for insuring that efficient outrrocessing ~f persomnel
and turt-in of squimment vas accomplisbed, Xey perscnnel ard equirment
were transferred tc the RUT as required to continmus redeplcjment activities,
The T assumed the responsibilities ¢f supply, support and administratioc
:f stand-down units whick permiited rapld reassigmment of personnsl ard twm
in o unit eguimment, Perscannel and equirment sssigned to the AT ore
rolessel when their service was nc longar reguired.

5
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ALEL & (Keyclore Informuticn Center) to 25th Infantry Division's After &
intion Remori reysteone Powin Brave ?
1. BACKGROUND - The 25ta Infantry Division envisicned the redeployment ;
crocess as tzking place in three phases; Phase I beirg the initial planning 2
onese, Phase II the deteiled planning thase; and Fhase III, the executiom 3
thsse. During Phase I, which embodied an in-depth backgrouna study of past 3

reaericyments, the corcept of a centralized control poirt wes developed.

2. DRVEICPIEET - Upon the receipt of redeployment notification, a Redeploy-
ment lannirg Grovp as outlined in Appendix 1 was esteblished. This group's
crimary tesk was to develop a mutually suprorting schere of disengagement
and a sianc-down schedule. The group further wrote and published the Divi-

JF*ion‘s cner=tions ocder, During this period of time two alternatives for
vhie Tuture of tue Redeployment Planning Group were examined:

a. That tre Redeployment Planning Group be established as a "Super
Steff" ir a separate area, and working directly under DISCOM control to
coordins=te the Livision's Redeployment activities.

b. That the Redeployment Plunning Group be dissolved; allow its members
to return to their respective staff sections and assume the duties of redeploy=-
ment actica officers.

The latticr alternative wes adorted by the 25th Infentry Divisicn in a modified
form. This modification resultec from the realization that the magnitude

and corplexity of the redeployment task was such that a centralized comtrol
and information center wes required. This reguirement was fulfilled by the
estetlislment of the Keystcne Information Center (KIC) co-located with the
Division Tactical Cperstiions Center; manned and supervised hy members of

the origiral Redeplcyment Planning Group.

3. IMPLEMERTATICH - The physical juplementation of the KIC wes a phased
operation. Initially the Division FSE was displaced along with the dis-
placement of the G3 Air and ALC Sections. These moves rrovided the space
required by the KIC adjacent to the Division TOC. New comrurication nets
(Appendix 2) to stand-down lccations were established and concurrent with
*his activity the physicsl configuration of the KIC was established. This

1b,onsisted of arranging maps to depict the concept of disengzgement along with
the stund-down schedule. Charts displaying redeployment status were displayed
on the walls arranged by functional area. These charts were briefed to the
Command Grour on a daily basis and were also available for unit commanders'
ingpection on a 24 hour basis. A sketch of the KIC layout and a manning
roster is in Appendixz 3., The visual displays and views of the KIC are at
TABS 4 - E, to Appendix 3.

L. TFUNCTIONS - The iivision's Keystone Information Center performed the
following functions:

A-1




a. The center was manned by peraonne) from the G1, G3, and G4 section:z
on a 2, hour basis and provided a focal point to which units could turnein
daily reports and from which they could gain i{nformation and answers to
their questicns.

b, Since the center was manned by the original Redsployment Planning
Croup personnel, the center carried out individual redeployxent briefings
for each unit prior to stand-down. This procedure had the advantage that
the center persomnel, being intimately acquainted with current unit oroblems
could bring these to the attention of units tc stand-down later.

¢. Personnel Tram the KIC formed the nucleus of the briefing team
which presented all the brisfings concerned with redeployment of the 25th
Infantry Divisiom,

d. The KIC further was tasked with collating and publishing all changes
to ths Division's operaticns crder. These changess, for time-sensitive items,

were published by means of "Frag® orders. Those items vhich were not time-
sensitive were disseminated by means of weekly conference notss.

Appendices
1 - Redeployment Plamning Group
2 « KIC Communicaticns Nets

3 - KIC Layout
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AFPENDIX 1 (Redaployment Planning Group, to A.EX A (Keystone Information
Center) to 25th Infantry Division After Action Report Keyatone Robim Bravo,
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APPENDIX 2 (KIC Commumnisations Nets) to ANNEX A (Keystone Information Cemter)
to 25th Infantry Livision After Action Report Keystone Robin Bravo,
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APPENDIX 3 (KIC Layout) to ANNEX A (Keystone information Center) to 25th
Infantry Division After Action Report Keystcne Robin Bravo,

1 Stand-down Schedule (TAB 4)

2 Map Board Showing Scoheme of Disengagsment

3 Charts on Div Strength During Redeployment (TABs R,C)
and Daily Total of Keystone Turn~in

4 AAE Representative

5 Chairs for Visiting Dignitaries

6 G1 Representative

7 G3 Representative

8 G{ Representative

9 KIC - 0IC

10 G1 Managenent Charts (TAB D)

11 G4 Managemant Charts (TABK)

A-3-1
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TABS
A - KIC Layout
B - KIC Layout
C = KIC Layout
D - KIC Layout
E - KIC Layout

he3=2
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UNIT REDEPLOYMENT STATUS

TAB C (Unit Redeployment Status) to aszeniix 14 (Keystone Information
Center) t» Annex B (Fersommel and Administration) to 25th Infantry Divi-

sion After Action Heport Keystone Robin Bravo.
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ANNE{ B (Personnel and Administration) to 25th Infantry Uivision After
Action Report Keystons Robin Bravo

S SN S SUCE. S RTer L

-

1. Jenera]l. This anmex addresses the overall personinel aspects of the
redeployment of the 25th Infantry Division (-) and the activation of the
2d Brigade (Separate)(Provisional) as it affected the Division's redeplov-
ment. Soecific and definitive discussion of specialized areas and
activities are contnined in Appeandices 1 through 16 of this annex.

2. Personnel Flanning.

a. The personnel aspects for the redeployment of the Division (-)
and the activation of ths serarate residu=l Brigade were conducted on a
similtaneous and parallel basis. While these two a:tions were considered
poperaie and distinct programs, the Interaction letwsen the two
necessitated careful considerstion of the pogsible effects of each
program agéirnst the other., Additionally, coordination between the
operational/logistical aspects and the personnel aspects of the redeploy-
ment process was continual to insure campatibility and unity of effort.

LR

b. The objective of the planning proceas -ms to address all possible
contirgencies, and to provide operationmal activities full and complete
guidance for the executiorn of the redeployment. This objective wes not
fully realised within the desired timefreme in some instances becauss
of a lack of information or receipt of conflicting information. 1n a
number of instances action was required to be initiatéd by this Headquarters
tu obtain critical information or to resolve conflicting directives,

c. Specific areas which required definitive planning to facilitate
ar efficlent snd timely execution of the redeployment phase were:

(1) Review of the personnel posture, both qualitatively and
quantitatively, uf the units designated for retention with the residual 24
brigade, and of the rsquirement for the provisional units activated in
support of the separate residusl Brigads. This was an aree requiring
imnediate analysis to provide for the early identification of requirements
and to facilitate the reassignmont of required personnel from redeploying
Division assets tc the separate Brigade. This was in furtherance of the
Divisicn objective to provide the residual Brigade a maximum fill of the
best qualified personnel from organic Division assetc prior to the Brigade
assuming its separate identitw,

(2) The identification and ultimate disposition of persomnel
aasipned to the redeploying units wes an area requiring careful and
definitive planning to provide for sffective Division redeployment.
Iaitial analysie of the persornel disposition, based on the redeployment
criterion authorizing a 60 dey curtailment, indicated that some 4,200
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AL B (Personnel and Administration) to 25th Infantry Division After
Action Repo:rt Keystons Robin Bravo

personnel wiuld DEROS on a normal or accelerated basis during the Division
stand-down jeriod, with the balance of 8,000 personnel being reassigned
within RVN. The total of 12,000 to be redeployed was exclusive of the
5,700 personnel within existing 2d Brigade units or identified for assizn-
ment to the 2d Brigade. Identification of personnel and their ultimste
disposition was dependent of the accuracy of the Division Personnel

Master File (PMF) data bank. In the previous three months a concentrated
effort had been made tec improve the accuracy of the PMF through careful and
extenaive processing of the monthly DPA Roster of Exceptions, Division
generated zero balance rosters, and through an accelerated processing of
personnel status changes. These efforts had optomized the accuracy of

the PMF by commencement of the redeployment. The identification of personnel
and categorizing them into groups based upon their ultimate disposition
was planned through the applicalion of en automated machine program. This
progran catagorized personnel by compeny size units into four groups:

(a) Group I, personnel to DEROS prior to commencement of

(b) Group II, personnel who would depart on mormel DERJS
during stand-dowm.

(¢) Group III, persounel who, based on the 60 day curtailment
criterion, would DERUS during the stand-down period.

(d) Group IV, personnel who would not be eligible for DEROS,

The program produced e machine roster from the PMF with two basic controls:
identification by unit of assignment and categorizaticn by DERCS, which
provided ¢ basis for all personnel dispositions.

(3) Prior planning was mads to identify all special category
personnel and determine other personnel administrative actions requiring
exceptional processing. Personnel in thesa cutegories included those
serving on an extension, pcssesing approved extensions not yet cormenced,
hospitalized, AWOL, and those not expscted to be present for dutly upon
commencement of unit of assiznment stand-down (e.g., emergency, compassion-
ate, or special lsave persomnel)., Disposition of these persomnel was made
IAW USARV guidelines on a case by case basis,

(4) Organization and staffing of the various redeployment personnel
activities wers planned to conform to existing structures insofar as
possible. Specific consideration was given ta the reassignment of' elements
of the Division Staff to the parallel staff organisation in the 2d
Brigade. Reassignments were planned to provide the earliest establishment
of an optimum operational posture.

B-2
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(5) Outprocessin; schedules were planned ic echieve minimun
tarsulence in the opersiional activities of the redeploying units, for
cor-eticility with equipment turn-in activities, and to avoid an excessive
coruletion density in the outprocessing facilities,

. he initial phese in the execution of the personnel redeployment
activities wcs to effect imedietely all intra-Divicion reassignments.
& number »I' tnese reassignments were required to recllocete per-onnel
resources to LICCAi elements for Keystone activities, to staff the newly
activeted 2d 8rizade provisionel units, and to replace projected losses
r.ud current vecencies in the 2d Brigade units, Upon identification of
requirements in these units and activities, orders were published
providin; immediate ZDCSA's with delayed reporting dates based on the
individuel?s aveilebility for release from the losing unit ard date
actually required in the gairning unit. The establishmert of &n imediate
2UCSA fecilitated a responsive updete of the Personnel Master Tile which
wes criticsl to che publication of the Personnel Redeployment Rosters.

c, The second phase of the personnel redeployment process wes
publication end vprocessing of the unit Fersomnel Hederloymernt Zester.
This roster as discussed in para 2¢{(2) above was an autometed mechine-
rroduced roster which categorizea redeploying personnel into four
groups and further divided the groups by separste alphabeticel listings
of officers, senior enlisted and junior enlisted personnel., TIhese
rosters were delivered to each unit to verify accuracy and assign avail-
ability dates for shipment of those personnel reflected in section IV of
the roster (in-country transfers). Shipment availability dezes were not
established for JERCOS personnel re “ected in sections I, II and III of
the roster because outprccessing nstructions were included in individual
FCS orders, Unils were afforded forty-eight hours to accomrlish their
rroceseing and return the rosters to Division Headquarters. Jpon returr
of the rosters to the Division AG, each was reviewed to insure thst
assigned availability dates conformed to the establicshed shirment dates
assizned the unit. Each roster was also reviewed to resolve anr
inaccurscies noted by the unit. These rosters provided the basis for
21l personnel redeployment dispositions. Section IV of the rosters wes
forwarded to H., USARV to obtain assigmment instructions for those
personnel to te reassigned within RVN while sections I, II and III
provided the basis for publication of DERCS PCS ordors. A diagram o the
srocessing of Personnel Redeployment Resters is at Appendix 1.

c. Priority for obtaining assignment instructiones end publishing
orders vas based on the order of stand-down.Accelerated publicsticn of

B-3
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4 NEZ B (Personnel and Administration) to 25th Infentry Divicion After Action
Ze ort Keystone Robin Bravo

acsignment orders for the initial units to steand-down was necessiteted

1r the compressed timefreme between initial notificetion of redeployment
end ectual commencement of stand-down. A small number of DEROS personnel
in the initial units to stand-down were returnsd to CONUS without CONUS
stztion of assignment orders, This situation resulted from unexpected
tour curtailments of up to 60 days and DA's inability to react to requests
for immedilate assignment inatructions. As the timefreme lengthened
between .he requests for assignment instructions and the actual DER.S
dates virtually all personnel had CONUS stetion of assignment orders upon
DEROE, In-country reassignments presented no particulsr nroblems aside
from the exceptionally large number of personnel requiring resssicnment.
The actual number of special orders published to effect the in-country
reassignments was considerably reduced by grouping persomnnel being
reassigned from individual Divisional units to other major USARV units,

d. Zeroing the morning revorts of each Divisional unit wzs zccom-
plished cn schedule. This was because the unit morninz recorts were being
centrally prepared within the Division AG Section.. In vractice, as the
Morning Report Section received reassignment orders, indivicuzl Fersonnel
Data Cards were anmnotated and filed separately. On the seventh day orior
to Jhe last day of each unit's stand-down, the MR section identified all
sereonnel not having reassigmment orders and through coordinetion with
the Cfficer or Enlisted Manezement Branches obtained orders.

4. Awgrds gnd Decorations.

a. [he Normal Division Awards tolicy was maintained durin: the redeploy-
nent -rocess. Recomrendations for Meritorious Achievement were accepted for
ersonnel who would complete four months service prior to or during tre
Nivision stand-down, and recom endations for meriterious service were ac-
cepted for JER0S personnel.

b. Units were required to submi: all recommendations for awerds WLT
15 days prior to the first day of the urit's stand-down. This suspense
faciliteted the publication of swards orders in time for rresentation
ceremonies, and posting of the awards in individuasl o-ersonnel records crior
to the individuals' departure.

c. Arproximetely 9,100 individual awards and 15 unit awerds were tro-
cessed during the period.

5. Generegl r t A

a. Fifteen days before a unit com-.enced stand-down OER ackets for
each officer in the unit were forwarded to the unit. Units were given
until the first day of unit stand-down to comnlete all rating, indorsing
and review actions. Stringent controls were maintained to insure no officer
departed the com and without completing all OER's {or which he was responsi-

hla, B4
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abil B (. ersonnel and administration) to 25th Infantry Division After sction
zevort Kerstone itobin Bravo.

n. Close and continuous coordination between the *ersonnel Actions
sranch and Officer znd Enlisted llanagement Branches was effected tc insure
tre correct and timely disposition of all special category personnel. These
actions were accam;lished IAW directives contained in USARV OPLAN 183-70
f~e tie disposition of emergency, compassionate and special leave -ersonnel,
hoscitalized cersonnel, personnel pending investigation or court-martial,
and olners whose rersonel circumstances orecluded normal reassignment pro-
cedures. 1.0 problems or difficulties were encountered in this area.

5., Ugveloim i i c i 5

e. Leaves and R & R: Leaves were granted (7 days) bt/ Cormanders pro-
vided the scrsonnel could complete leave before they were scheduled to
outprocecs, The R & X program was continued throughout stand-down.

b, Exchange Service: Appendix 2

c. .eligious Activities: Appendix 3

d. American Red Cross: Appendix 4

e. Education: Appendix §

f. Funds, Clubs, and Cpen Messes: Appendix 6

g. Finance: Appendix 7

h. Civilian Persomnel: Acpendix &

i, Special Services: fupendix 9

j. Postal: Appendix 10
. :aintenance of Discipiine Law and Opder

a. rrovost Marshal: Appendix 11

b. Staff Judge Advocate: Appendix 12

c. Inspector General Activities: Appemaix 13
€. illscellangoup

a. feyrstone Information Center: Appendix 14

b, administrative Services: Appendix 15

c. Out-processing: Appendix 16
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Appendices
1 - Personnel Redeployment Assignment Processing
2 - Exchange Services
3 - Religious Activities
4 - Amsrican Red Cross
5 =« Bducation
6 - Funds, Clubs and Open Messes
7 = Finance
8 ~ Civilian Personnel
9 « Special Services
10 = Postal
11 - Provost Marshal

12 = Staff Judge Advocate

13 - Inspector General Activities
14 - Keystons Informatiou Center
15 - Administrative Services

16 - Outprocessing
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A - Letter of Instrustion for Personnel Processing Rosters
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S .. (Les.er of lniirncilion for Personnel *roceccing .octers) to Anpendix
lederloyment Ascignment irocessing) to Annex B ('ersornel end Abpindstretisn: to
~Ain ;1-cntrj Div1t-on Alter Action .eport Keystoiie -obin 3revo.

DEPARTIENT OF Tis ARMY
fieadcuarters, 25tk Infantry Division
APO Sen Francisco 96225 -

LOJECT:  Letter of Instruetion

1. Aittached is a roster of all personnel currently identified e&s assisned to the
unit on the Divirion Personnel Master File (PIMF). This roster hzs three rurvoses:
(1) to verify, for strenith accountability purposes, all parsonnel £ szizned to the
anit () to mrovide informatiou a8 to the disposition of all per=onnel ukon rede=~
loyma:t/inactivetion of the unit ard (3) to crovide the unit with =z neans to es~
tavlish the aveilebility dates of perconnel wio are to be rezssigned ,iucin Vi .
The sccursie verification o these rosters csn not be overemphzsized z: :hey ere
tiao beelz Tor obtaining assigmment instructions and for the resolution of Jnit
ctrensth accountability differences.

2. he roster is rencrated into four sectinaus based on the disvosition o cersonnel
as follows:

-, ESpetion I - nersonnel in this category will DEROS on comnletion of noml tour
prior to unit stand-down.

b, Section II - nersonnel in this cavegory will DEROS on comdletion of normel tour
during unit stend-do'm,

c. 3Saction III =~ pereonhel in this category will DEROS since ther meet the rede-
-loymont eriteris of having sixty or less deys until completion of normel FST es of the
(_)t dey of unit stand-down,

2, Cection IV - persomnel in this category are those w'o do not neet normel DEXCS
or redeployment curtcilment criteria durins or prior to the unit stend-down neriod and
who will be reassigned to units remaining in RVi by G, USARV,

e. Unite will insure that a1l personnel assigned but not cresent for duty are
included on the roster. Ihe roster will be arnoteted to enter the exnscted date cI
retirn, in the availnhility date column, of personnel who are on or will be on & & R
and emergency or ordinary (compassionate) leave suring the stand-down zeriod.
sereonnel AWOL or on emergency or ordinery (compassionate leave btut attached cending
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AVDCAG-P
SUBJECT- Letter of Instruction

further personrel actions will have "unknown" entered in the availability date
colum. In all cases a remark explaining the absence will be included on the
roster in column H and L.

3. The following instructions will be followed in verifying thess rosters:

a. lrme, SSAr, DEROS, and PMOS appearing on the roster will be verified using
unit Personnel Da*a Cards (DA Form 2475) and if possible a personnel muster of the
unit.

b, Data concerning individuals assigned to the unit but who are not listed on .
the roster will be added into the appropriate Section of the rcster, based on
DFPOS, (ie L, I1, 1il or IV)., Reason for addition will be entered in columm H and
I of the roater. (Example: Asg on MR 15 Oct 70, returned from DFR 10 Oct, etc)

€. individuals appearing on the roster who are no longer assigned to the unit
will be deleted by drawing a line through the entry and entering the reason for de-
letion in column H and 1 of the roster., (Example: DERCS ref MR 15 Oct 70, rsg
USARV Patient Casual Det 17 Oct, DFR 3 Oct, etc)

4. The column titled "Avail Date” will bs complated for all personnel listed in
Section IV only, to provice the date they are available for shimmert from the unit.
Th. number of personnel indicated as available for shipment on a specific date will
conform with the shipping schedule indicated in TAB A, Appendix A, irnex G to 25th
Inf ™v OFURD 183-7u, Fersonnel will be programmed so as to meet a zero strength on
the last day of stand-down. Movement of personnel from the unit stand-down site

to the out-processing facility and their subsequent shipnent to the new unit of
agssignemert will be in consonarce with the assigned availability date. Accordingly,
the availability date for snipment, should be carefully evaluated to preclude the
early loss of key personnel or the retention of perscnnel excess to the neads of

*he unit stand-down process,

5, Personnsl scheduled to DERCS, as identified in Section I, II, and III, of the
attached roster will receive individual out-processing/shipping instructions based
on their individual DEROCS.

6. All ertries on the roster will be ‘ypeuwritten or neatly printed to insure
legibility of all copies.

-

'« This roster must te posted and returned in 2 copies to the AT representative
withir 48 hours of resceipt.

FCR TS T0McALDER:
FETZR H. WALKER
L7C, AC
Adjutant General
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AFFEIDIX 2 (zxchange services) to annex B (Fersornnel and adrinistr-tion) to
25th Infantry Jivision After Action Report Keystone Robin Bravo.

1, Upon notification of rederloymert, tr: 25th Infantry Divisicn eichunge
system consisted of two main stores (Cu Chi and Dau Tieng), three izprest
funds, one snack tir and thirty-two concessions. After determining tart no
other US units would take operational control of either Cu Chi or Jzu Iieng,
the foliowing actions were taken:

zo The aCofs, Gl made a detailed plan for inactivatlon utilizing a sequence
of events cn:rt, .11 dates for closing facilities were bzsed on the goal of
the Jivision to rrovide the best vossible exchenge service to tre troops com-
mensurzte with the scheduled reductlion In troop density while xinizizing
inventory variances -nd cxchange losses. 1he closizg date deterzined for
Cu Chi w s 1C days prior to base cacp turnover; the Jau Tieng excrenge closed
5 doys prior to turnover.

b, Using tne inactivation chart as a basic guide, Gl elements com’:.:ted
the exchunge officers and instellation coordinators to confirm dates fu.:
closing inventories, closing of concassions and closirg of the snack bers and
main stores. The respective exchange officers prepared a list of transporta-
tion requiremenis (tvpe, number ané arrival date of required trucks) tn retro-
grzde gererzl rerchandise, beer/soda, {ixed assets and conex cornt:irers,
Transportation requirements were cocrdincted with the Jivision Transportation
Cfficer.

c, after linalizing the inactivation tlam a3 meeting w=s held with the
Comiander end rrincipsl staff o7 Southern Area Exchange (SAZ;. The 3outhern
Area oxchange Comr:wnder designated —embers of his staff to crovide tecanicel
assistznce on a deily basis. estiors as to when firzl payment would be
rade to employees, dztas when “ixed asset o°ficers would conduct their
inventories, etc., were resolved.

d. After neces:a-y coordinatizn had been established with sSouthern area
txchange the incctivation stirted -cco.ding to schedule., T:re only deviation
“ran the schedule wns some acceleration in closing dates wrich posed no sig-
nificunt problaas,

2. The orderly inactivatior of the Uivision Zixchange System w s facilitated
by:
Co Trepuring a thorough irnactivation plan

- IS ani P OLEEIREY S I~ > ~d
5. wternining and reguvcting necessary transportziion

ance, advice =nd support given by the Cozmandar, soutrzern area
d. ually liaison anl coordination among exchange officers, Jivision

S

Irznsportation (fficer, southern Area Exchinge and the AColS, Tl

;mtion roperts, inciuding e chromological sequence of svents
Tiery ixchanges aypear at TAD A & 3,

‘U

2-3




AR
A - Cu Chi PX Inactivation After Action Baport

B - Dau Tie.g FX Closure
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TaB & (Cu Chi r/ Iraciivation after Action .. -ort) to Aspendix 2 (izchange
Services) to inex 3 (tersonnel and .dainistration) to 25tk Infenir Jivi-
sion After action Zeport Keystone ‘icbin Brevo,

1. Actions.

. Cu C.1 was the last of the 25th Infantry Division Exchanges to cliose
out, The lessons learned “rom Tay inh and Dau “ierng were put to use during
the iractivation of Cu Chi. .t Cu Chi special empnasis was placed cn proper
count of rerchandise and accuracy of transfer vouchers. Transfer --ouchers
for fized assets were prepared by the Cu Chi txchange rather thcn 5.3 Zngineer
which resulted in better control enc e-sier accountability of the fixed assets,

b, n 11 Cectober 1970 it wes tertztively detercined that the Cu Chi
Snack ber would close on 30 November and the main exchange store 2nd conces-
sions on 4 Jecember,

¢. Un 12 Oct 70 a meeting was held with LTC Cox, Commander of the
Southern irea Exchange and all his section managers. It was determined
that the snack bar would discontinue night cperations i-mediately and thzt
a large shipm nt of merchandise for Cu Chi exchainge would be cancelled,

d. On 13 Oct 70 the retail orer:tion end the food operati-n Zaentified
their axcess merchandise and started reducing and revising tze retail end
feod requirements for Cu Chi.

g. On 24 Get 70 the 25th Infantry Uivision =nd -outhern - rs:z Zixchange
representatives held a meeting to coordinate and establish 7:ir— dates for
closing facilities at Cu Chi exc Dau lieng., The followirg d2tes were estab-

lished:

Porte Kamp
8th Aerial - Can Tho 7 Nov 70
12th Evac Sospital - Can Tho 7 Nov 70
2424 Muleskinner 7 Nov 70
PX Housing 7 Nov 70
Inventory whse, etc 10 Nov 70
Dau Tieng personnel arrival 10 Nov U

Turn=in PX annex et 12th Evac 11 Nov 70
and return mdse to main store

Turn-in S-4 items 13-15 Nov 70
Pixed Assets Inventory 16 Nov 70
BuldewA-1




TaB A (Cu Chi 7X Inzctivation After Action Report) to Appendix 2 (Zxchange
Services) to Annex B (Persommel end Administration) to 25th Infantry Divi-
sion After iction Heport Keystone Robin Bravo.

Clean expendable whse 25 Nov 70
Clear all annex whse 26 Nov 70
Clean Snack Bar items 30 Nov 20

Housing Porta Kamp to Long Binh 1 Dec 70

Close Main Store & Concessions 4 Dec '10
Vacate quarters 5 Dec TO
Final Fayment of SB emp 5 Dee 0

Close ccncessions and move all 5 Dac M
ndse to Saigon

Finel Check of FX area of respon- & Dec 70
sibility

Final Payment of PX employees 8 Dec 70

The retrograde of merchandise to Cholon and Tan Son Nhut was conducted
throughout the inactivation with spscial attention on merchandise account-
abilit}'o

f. 2 Nov 70, SAE coordinated with Cu Chi for the re~assijmment of local
nationals, OSAE coordinated interviews and formalized all perscnnel actions.

g. 10 Nov 7C, The Dau Tienz Exchange Officer and =ix FX military
employees arrived at Cu Chi to essist in the inactivation,

h, 12 Nov 70. After a noticeable increase in employee pilferage, addi-
tional security help wes requested from SAE. SAE security conducted a loss
prevention study which resulted in improved procedures and practices.

i. 16 Nov 70. Since sales were declining at twice the rate anticipated,
palletizing all remaining merchandise for retrograde to Cholon and Tan Son
Ihut was begun.

J. 18 Nov 70. SAE Engineers conducted an AAFES fixed asset inventory
and scheduled the retrograde operation.

BeadeeArs2
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TAB 4 (Cu Chi PX Inactivation After Action Report) to Appendix 2 (Exchange
Services) to Annex B (Fersonnel and .dministration) to 25th Infant~y Divi-

sion After Action Rerort Keystone Robin Bravo.
k., 6 Dec 70, Final turn-over of real property.

1. 5 Dec and 8 Dec 70, Final psyments made to lacal nationals by the
SAE accounting and personnel sections.

2. Obgervationg.

a. Beer and soda sales were expected to double dus to stand-down unit
parties, However, sales remained about the same., Zeasons for this are:

(1) Units traveling between long Binh and Cu Chi daily mede it easy
to purchase from other exchanges.

(2) Clubs were clearing accounts and free issuing beer and sods.

b. The PACEX five ton van proved to be the sasiest =rd most efficient
way to transport all types of merchandise. No banding wes required; no
tarps were required for weather protection and the merchandise wes secured.

¢, SAE and VRE staff personnel conducted frequent visits to Cu Chi
and provided much assistance to the Cu Chl maragement.

3. Escommendgtiong.

&. That Exchange Branches be provided sufficient PACEX five ton vans
to facilitate retrograde of merchandice,

b. Continue close liaison with SAE and VRE staff personnel.

c. Establish a firm and realistic schedule of events which czn be
graphically presented to all personnel involved providing them with an easily
identifiable status of progress towards inactivatiam.

BuZwdm3




T&B B (Dau Tieng }X Closure) to ~ppendix 2 (Exchange Services) to innex B
(Fersonnel end Administration) to 25th Infentry Division After Action Report
Keystone Robin Bravo.

1. A4ctions.

a., On 11 October 1970, the Division Exchange Officer, the retall man-
ager Cu Chi Exchange, the Assistant Retail Operations Manager and the Dau
Tieng E:change Officer conducted the first inactivation meeting at Deu
Tieng Exchange. At this time the closing date for the Dau Tieng Exchange
and its concessions was established. Assuming s date of 20 Nov 70 for the
inactivation of the Base Camp, 9 Nov 70 was chosen as the closing date for
Dau Tieng Fost Exchange. It was determined that 45 S&P trailers were re-
quired to move all conex containers and excess beer & soda from Dau Tieng
to Cu Chi EXChangeo

b. 12 Nov 70 was tentatively agreed upon =3 the starting date to back
haul conex containers from Dau Tieng wiin the mmber of S&Ps required and
the unit to be committed determined after conference with the Division
Transportation Officer,

c. An inspectlon of all merchandise, condition and quantity was conducted
by the retail manzger. Based on previocus sules, rrojected troop strength
and quantity on hand, determination was made of the items and quantities
needed for the remaining period. A4ll excess merchandise would be shipped
to the Cholon Exchange. Cu Chi Zxchange would serve as the sup-lier for any
merchandise needed to sustain operations for 30 days.

d. An inspection was conducted to determine the amount of inactivation
funds necessary to clear the exchange system of all damaged and unsaleable
merchandise.

6. On 11 Oct 70 the lst Brigade was informed of the closing date. No
problems were encountered and it was agreed thet the Exchange System would
require no assistance form the 1lst Brigade,

fo On 12 Oct 70, the Division zZxchange Cfficer informed SAZ of the
final inactivation date. SAE accepted responsibility for moving and inventor-
ying all fixed assets. FPlans were finalized for a staff visit to assist in
the closing of the Dau Tieng facility. 4 date for an Accounting Assistance
team visit and inactivation audit was not available at that time.

g, On 13 Oct 70 the Uivision ixchange Cfficer and the Division Trans-
portation Officer established final transportation requirements for Dsu
Tieng. 25th S&T Battalion was given the committment of 2 SiPs to Dau Tieng
dailly to remove conex containers to Cu Chi Exchange. The finzl week of
movement would be supported with 4 S&Fs.

B~2~B-1
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TAB B (Dau Tieng PX Closure) to Appendix 2 (Exchange Serviced to innex B
(Personnel and Administration) to 25th Infantry Division After Action Report
Keystone Robin Bravo.

h. On 20 Oct 70 the SAE Chief of Perscnnel took compiete control of the
inactivation of Dau Tieng personnel and one Local National from his staff
remained at Dau Tieng to finalize all necessary forms. An inspection of all
nerchandise was conducted. All case lots were to be shipped to Cholon
Zxchange and the remsinder to Cu Chi. All beer and soda would be snivved to
Cu Chi betwsen 5-12 Nov. Dau Tieng Exchange possessed one (1) five ton
PACEX ven whick would psrform the bulk of the merchandise transfers. Inacti-
vation funds of $20,000 were given to Dau Tieng to dispose of all old beer
and sods and all damaged and unsaleable merchandise. The disposition of all
questionable merchandise was resolved at tihis time. The final inventory
date was changed at this time from ¢ Nov tc 26 Oct.

i, The Division Exchange Officer devised the inactivation schedule for
Dau Tieng. All peopls concerned at SAE were notified well in sdvance of the
date their assistance was desired and all dates confirmed.

jo On 26 Oct the closing inwventory was conducted at Deu Tieng.

k. On 30 Oct 70 the fixed assets inventory officers arrived to inventory
Dau Tieng's fixed assets, An inventory was corducted, plans were formalized
for 5-ton vehicles to arrive at Dau Tieng on 12 Nov and remove all fixed
assets to the fixed asset warehause.

1. As of 3 Nov 70 all comex contaimers had been removed from Dcu Tieng,
the warehouse dismantled and the majority of excess merchandise shipped to
designated locations. Working with these and related facts the military
command decided to change the final closing date of Dau Tieng 32se Comp from
20 to 15 Nov. New closing dates were established of 6 Nov for tre PX, 8 Nov
for all concessions and final clearance of 10 Nov for all exchange proverty.
Schedules were adjusted accordingly and minimum difficulties were encountered.

m. Cn 5 Nov 70 a closing audit of Dau Tieng Exchangs was conducted. No
major problem areas were uncovered by this audit.

n., DBetween 6=10 Nov all merchandise was repscked, removed and trans-
ferred to Cu Chi Exchange., All merchandise was removed from Dau Tieng by 8
Nov 70,

o. On 10 Nov 70 personnel at Dau Tieng packed for shipmant -1l remain-
ing fixed assets, Ths final operation of the Dau Tieng Eitchange proceeded
efficiently und the personnel and remaining fixed assets nad “wven returmed
to the fixed asset warehouse and all accounts were zerved.
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TAB B (Dau Tieng FX Closure) to Appendix 2 (Exchange Services) to Ainmex B
(Personnel and .dm nistration) to 25th Infantry Division After Action Report
Keystone Robin Bravo.

p. The change fund of $5,000.00 and the remaining petty cash fund of

$375.00 was devosited in the American Expresa Bank at Cu Chi on 12 Nov 70,
A1l remaining merchandise reports and files were returned to SAE on 13 Nov 70,

2. Cbgarvations.

a. Transportation problems continmued to arise with limited assets
avallable for use by the Fxchange.

b, Visits by SAE and VRE staff personnel wers too infrequent,

3. Becommendations.

&. A1 Exchanges of this type doing over $300,000,00 per month be given
a retail manager.

b, All transfer vouchers for fixed assets be compiled by the shipping
unit and not the receiving unit to provide greater control over fixed assets.

¢. Each outlying exchange be provided a PACEX 5-ton van to prevent
constant out~of-stock positions,

d. SAE and VRE staff personnel visit their outlying facilities fre-~
quently to ensure close liaison and necessary assistance.
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APPENDIX 3 (Religious Activities) to Annex B (Persomnel and Administration)
to 25th Infantry Division After Action Report Keystone Robin Bravo,

1. Actions.

e« Upon notification that the 25th Infantry Division would stand-down,
the Division Chaplain's Office began planning for the continuation of
religious coverage during the transition period. The first thrust of such
planning was to insure that Chaplains would contimue to be available to all
personnel of the Divisiun, both £0r the camduct of religious services and
individual counseling as needed. The second major area of concern wes au
orderly disposition of property being used by individual Chaplains on hand
receipt from their units and also property owned by the Division Consoli-
dated Chaplains' Fund,

b. By continuing the concept of area coverage with mutual cooceration
among Chaplains, religious services were available to meet the needs of the
Division and of those individuals seeking counsel. Disposition of property
wee made with the assumption that the remaining Brigade and its Chaplains
would be given, where possible, whatever equiment and propert¥ would aid
them in the eccomplishment of {heir mission. In some specific situations,
FSN rroperty held on hand receipts frum individual units wzs laterally
transferred to the propert, books uf the 2d Brigade for use by Brigade
Chaplains. The Division Consolidated Chaplains' Fund turned over its
assets to the newly-estasblished 24 Brigade, 25th Infantry Davision, Chap-
lains!' Fund.

2. Obaervations.

a. The anticipated need for Chaplain's services did not zatericlize,
It was found tnat the level of counseling, which had been exrected to in-
crease due to personal preblems, was actually lower than during the normal
pre-stand-down operations. Hence, Chaplains found themselves at times with
little to do,

b, FPhasing out the Chaplains' Muni in such a fashion as to rrovice for
an orderly transfer of assets was accomplished in clese ccoperation with
the Chaplain of the 2d Brigade and the USARV 5taf{ Chaplein's office. It
vas decided that the 2d Brigade would establish its own func and that the
assets of the Division Consolidated Chspieins' ™und would be transferred
to it. Some items of fund property were retained by the individual Chap-
lains as needed and taken by them to the custodian of the new fund when
the nesd no longer existed. Certain fund preperty, e.g., pews, nlters,
pulpits, etc., wes, after the receirt of guidance from the USALV Staff
Chaplain's office and necessary coordination through the Division G-5, do-
nated by the new 24 Brigade Fund to the 25th ARVN Divisior which w:s to
occupy Cu Chi Base Camp.
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APPENDIX 3 (Religious Activities) to Annex B (Personnel and Administration)
to 25th Infantry Division Aftsr Action Report Keystone Robin Bravo,

3. Recomaendatdons.

8. Availability of Chaplains for reaassigrment should be closely
coordinated with the units they service and within realistic appraisals
oS the necd for their services,

b. Guidance in the tranafer of Fund property should be sought from
the USARV Staff Chaplain’s office as soon as word is received that a unit
will be standing-down. As to the mechanics of the transfer, it is reconm-
mended that the clerk of the sstablisbhed fund be tranaferred to the unit
eatablishing the new fund; this procedure was followed as the 25th Infan-
try Division stood-down and proved to be of invaluable assistance to the
custodian of the new fund. If no new fund is establisbed or if thes irans-
fer is outside the channels described above, it i3 recommended that both
the cuatodian and clerk of the established fund coordinate closely with those
who will receive the assets of the fund. Recommend that fund property be
inventoried early with a view to droppege vhare possible.

c. Close coordination be maintained between Chaplains so that, wvhere
possible and in accordance with existing procedures and guidelines, desired
property may bes transferred laterally. It is further recammemded that
supervisory Chaplains maintain a close coordination with the USARV Staff
Chaplain's Office.
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APPENDIX 4 (American Red Cross) to Annex B (Personnel and Administration)
to 25th Infantry Division After Action Report Keystones Robin Hravo,

1. Actiqns.

a. The American Red Cross office followsd a stand~down plan that
would insure Red Cross services throughout all phases of stand-down whils
simultaneously phasing out the office staff and the Field Director as
activities diminished.

b, There were only a limited mumber of plans and actions required
with relaticn to the redeployment of the Division., Those were concermed
with continuing service to the 2d Brigade, and establishing a schedule to
tranafer the staf? to other locations cammensurate with the decrease in
activit;. As of 1 December 1970 Camp Frenzell-Jones was staffed with
three assistant field directors, and operated under the jurisdiction of
ths Red Cross Field Offica at II Fleld Force.

2. bgervations.

a. The sudden announcement of the redeployment of the Division
curtailed the Project 70 "Ditty Bag" program, except for the 2d Brigede.
However, tie "Ditiy Bags" had already been mailed from CNUS and were
received through the APO. Approcimately 15,000 "Ditty Bogs"were reair-
ected to other field stations, where many of these "Ditty Bags" will
be received by former 25th Infantry Division personnel at their new units,

b. The number of inquiries fram relatives would have been reduced
significartly had criteria for early DERCS and ETS been firmly established
et tre time of redevioyment notification and given adequate dissemination

© through the Cammands,

3. Zecommendation: That public announcement of redeploymert be made
early; and criteria for DERCS/ZTS be firmly established and disseminsted
a3 30on ss possible,
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APPINDIX 5 (Educatiom) to Annex B (Personnel and administrat.om) to 25th
Infantry 3ivisicn ifter Action Report Keystcne Robin Bravo

1.  Actiop.

a., During the initisl phase of redsployment, plans were formulated to
move 2 porta-kamps (mobile clasarooms) and one comex coctairing reference
mamuals end general office asquipment to Czzr frenzell-Junas to suprort the
2d Brigeda (separate) with an education center.

t, n 1 November 1970, the Dau Tieng Ziucation Center ves diszsoclved
and all equimment was turred over to USARV for further dispcuasition,

c. On 27 November 1970, the 25th Infantry Divisiom (Cu Chi) Education
Center closed and all assets, other than the aforementioned equipment
being relocated to Camp frenzell-~Jones, were also turned in to USAV,

2. Obgervatiops. The iractivation of the Gu Chi and Dmu Tieug Education
Centers o2nd the establislment of en educstion center at Camp “renzell-
Jones waa accomplishad without any major problems,

3. Recompendgtiops, Approximately 2 mar days and equimment conzisting of
a crane and an S&P trailer are required in preparing one ports-kamp for
shipment. Therefore, the critical shortages of cranes throughout the
Command must be considered when relocoting porta-kamps.




AF°ENDIX 6 (Funds, Clubs and Open riesses) to Annex B (Personnel and
Administration) tc 25th Infantry Division After Action leport Keystone
Robin Bravo.

l. Gepersl. upon notification of redeployment, plans were prepared for
dissolution and/or transfer of Funds, Clubs and Open Messes in such a
manner &8s to provide these services until the final phases of stand-down,
It became readily apparent that these activities were essential to main-
taining troop morale as the level of combat subsided.

2. t Concepts.

8, AIK Funds. The Division AIK Funds were utilized for mission
sssential activites, e.g. bunker construction, drainage improvements, etc.
Upon notification of stand-down, long term projects were terminated and
the entire 4th quarter allocation (3,500,0008VN) was utilized to assist
unit stand-down activities until the 10th of December 1970, when the custodien
and the remaining funde, (2,200,0003VN) were releaszd to the 2nd Brigeds
(Separate).

b. Domestic Hire Fund. These funds were dissolved at the discretion
of the respective urit, but not later than 5 days prior to tre conpletior
of unit stand-down, Each unit was ckbarged with the responsioility for
inspecting and dissolving its fund. The results of the inspectioc were
submitted to the ACofS, Gl. As uni’s terminated their employess, tte
Frovost Marshal and Civilian “erscanel Officer were rotified t. insure
that the employees' gate passes had been rescinded.

c. Clubs and Open meszses, The 25th Infantry Division Cper dess
System cornsisted of a central accountirg office, whick handled the finan-
cial transacticns of the system end was responsible for the mairtenance
of records, and forty-eight annexes., The annexes vere made cr of ten
officers clubs, twelve NCO clubs, fifteen EM clubs, eight WCC/Em clubs,
two snack bars, and cne civilian club, Al]l the annexes excert ane werc
located at the Cu Chi 5ase Camwp., One annex was located at Iuan Loc to
rrovids facilities to units of tne 2nd Brigade. A deatailed discussion of
the dissolution of the Upen Mess system is at TAB T,

d. Jventral Poat Fund, TAB A
e, Cther Sundry Punds., TAB B

f. A detalled fact sheet concerning specific ;rcbiems related to the
dissolution of the Divisiorn Upen ess Systez {s attached at TAE 2.
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TAB A (Central Post Fund and Unit Funds) to Appendix 6 (Funds, Clubs and
Open lesses) to Annex B (Personmel and Adminisgtraticn) to 25th Infantry
Division After Action Report Keystone Robin Bravo.

1. Actions. Pursuant to USARV OPORD 183-70, Appendix & (Disposition of
Central Post Funds and Unit Funds), the following actions vere initiated:

e, At Inclosure 1 is a 1ist of Unit Funds serviced by the Cu Chi
Central Post Fund and the disposition of each. A Letier of Instruction
for dissolving uUnit* Funds was prepered and distributed to all urits which
were inactivating, (Inclosure 2)

be A Unit Fund audit schedule was incorperated into the Divigion
Operat’on Order. This 1ist was incomplete since it listed only Divisional
units which would require terminal audits. Effort was made tc contact each
unit telephoniceily for clarification of the LOI and to require each custod-
ian to comrlete all actions and to sutemit the Unit Fund books for audit no
later than the scheduled audit dste,

c, 1AW USARV OPORD 133-70, the Cantrel Post Fund was to receive
further instructions for dissolution from the USARV Central Welfare Fund,
A letter wvas submitted to and approved by USARV to contimue a CPF at Camp
Frenzell~Jonez in support of the 2rd Brigede.

de Prior tc the audit date, all wnite were to make dispesition of
vnit fund properiies by either lateral transfer to other funds or by
turning in unserviceabls equipment to property disposal, Howewer, many
units could not Tind uiits which would receive their property nor could
the property disposal office bs used tu receive properties due to the fact
that it too waa in the process of closiug. This required the individual
units to utilize the propervy dieposal cffice at Long Binh which was accom-
plished with zoms difficully because of the diminishing awailability of
transportation., To facilitate the disposal of Unit Furd properties, the
Cu Chi Central Post Fund receipted for any properties of which the units
could not dispose. The property was then transported to Camp Frenzell-
Jones and made available to 2nd Brigade units first and then to any :nits
interested in oblaining unit fund properties. The property wvhich w3 not
distributed was then taken to the Long Binh Proparty Disposal Office,

2. QObgervations. The diasolution and transfer of CFF assets wvas accom-
plished according to schedule, a:d in an orderly and efficient manner.

3. Becommendationg. That USARV establish a central poninl to receipt for
sarvicesbls CFF property that iz not in domerd by otl-v CFF account holiers.
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Ioclosurs 1 (Unit Fund Audits) to TAB A (Central Post Pund and Unit Punds)
to Appemdix 6 (Funds, Clubs and Open Messes) to Ammex 3 (Personnel and
Administration) to 25th Infantry Division Keysiome Rodin After Action Report.

AUDIT AUDIT
REQUIRED UNIT DISPCSITION* REQUIRED UNIT DISPOSTTICN*

X HHC 25th Div INA 548 Meint Co N/C
X 25th Admin Co RES ) Comsol 25 S&T RES
X 25th MP Co RES X 20th Trme Co INA
X 25th MI Co RES 22845 S&S Co K/C
X HHC 18%t Bde INA I Conzol 25th Med RES
X Conmsol 2/14 TNA 40th Med Det N/C
X Consol 4/9 . INA X Congol 12th Fwac INA
X Consol 4/23 IKA X Comsocl 125th $ig RES

HHC 24 Bde B/C B Co 36tk Sig X/C

Conscl 1/27 ¥/C p 4 EHD 86th Sig INA
X Consol 2/27 INA 535th Sig Co N/C
X HHC 3d 5de INA X 587ta Sig Co INA

Consol 2/12 N/C ) § Consol 65th Eng RES
> Consol 2/22 INA ) 4 HHC 588th Eng INA

Consol 3/22 B/C X A Co 588th Ing INA

Consol 1/5 E/C z B Co 538th Eng INA
) ¢ YKB DIVARTY INA X ¢ Co 588th Fng INA

Conssl 1/8 FA E/C X D Co 588th Eng INA
X Consol 7/11 FA INA  § 362d Eng Co INA
X Conzol 3/13 FA INA X HHD 25%th Awn INA
X Consol 2/77 FA RES 4 A Co 25tk Awn INA
X HEB 1/27 FA INA X B Co 25th Awn INA
X Sve Btry 1/27 FA  INA 187th ASH Co N/C
X A Bitry 1/27 FA IHA 116th ASH Co N/C
X B Btry 1/27 FA I¥a 269th CMB Awn N/C
) C Btry 1/27 Fa INA 2424 ASH Co N/C

Consol 2/32 FA K/C X 3724 Radio Research INA
X Consol 3/4 Cav RES 4bth EOD N/C
X F Co 75th R Inf RES 153th Med Dst N/C
X 4L4th Inf Pt INA B Btry 5/2 Arty N/C
X 46th Inf P1t INA 38th Inf Plt N/C
X Conecl 2/34 Arm INA X USASTRAICOY Det RES
X HRC DISCOM INA X 579th Sig Co RES
X Consol 725 Maint RES Co D 93d Eng N/C

9, Lt Maint Co N/C 227th S&S Ba N/C

t *Disposition: RES-Rectructured; K/C-No Change; INA-Inastivated.
B-6-A-1-1
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Inclosure 2 (Unit Fund Checklist) to TAB A (Central Post Fund and Unit Funds )
.totAppend.tx 6 (Funds, Clubs and Open wmesses) to Amnex B (Personnel and Admir.-
jstration) tc 25th Infartry Division After Action Report Keystone Robin Bravo,

DEPARTMENT OF THE ARMY
Headquarters, 25th Infantry Division
APQ San Francisco 96225

AVICER 16 October 1970

SUBJECT: Urit Fund Checklist

SEE DISTRIBUTIOW

1, When & unit ia inactivated or restructured into ome or more umits
utilizing personnel from the parent erganizetion (for sxampls, & battalion
consisting of four companies is to be inactivated and restrustured into
ane company), the following procedure vill be useds

(DATE CCMPLETED)

a. Request canceliation of all outstanding orders anmd stop
purehasing, except for beer, scda and other cansumables,

b. Request confirmaticn of cancslletion, (QOrder will be con-
sldered outstanding until acknowledgsmsnt of cancellation
is received from the vendor.)

c. Publish orders establishing the new unit fund(s) IAW C2,
USARV Reg 230-21 and para 11 and 12, USARV Reg 230-21.

d. The old unit fund willi determine an equitable pro-rata distri-
bution of its zssets to the gaining unit fund(s). 1he distri-
bution should be besed on the percentags of personnel assignad
to each of the gaining units., For instance, if a Battallion
consisting of four companies is to be inactiveted and restruc-
tured into one coupany, the remairing compeny would be given a . .
check in proportion to its porosntage of original Battalion
strength, and the remaining assets would be tarned in to the
Cu Chi Central Poet Fund fcor later use by the fund.

e, Units will insure that excessive funds are nct turned over to
the new unit(s). ZXExcessive will be defined as mare than 93,00

per man,

f. Where nonexpendabls yroperty is not considered by the units
involved to be excess, it will bs receipted to the new unit
in its entirety, (The distritution of property will be vaiued
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SUBJECT:

Unit Fund Checklist
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h.

W,

G

at its estimated current worth, i.e., original cost minvs
deprecietion)(inel 1),

New Unit Fund Council will approve the receipt of property
from old Unit Fund end issus certificate of responsibility
for the property (Incl 2).

0ld Unit Funds will drop from the records property which
has been lost or destroy:d through fair wear and tear in
the course of normal operations that does not involve
individual culpability or pecuniary liability (Incl 1).

0ld Unit Funds will turnm in salvege items to the property
disposal offiser (925-6232) on a DA Farm 2765/2765-1. The
unit credit copy of the' turn-in will bs filed with the L4
Form 3259-3 (Incl 1).

The Cu Chi CPF will receipt for any property which camnot be
disposed of by the above methods, Units to be imactivated
must dispose of all property ea soon as pnssible after receipt
of this order,

Property which ecanrot be eccounted for or which hcs been
damaged or lost through other then fair wear and tecr must

bo investigeted IAW cpplicable peragrephs of &R 15-6, AR 230-8
end USARV Reg 230-22, Investigeting officer can he eppointed

on unit orders (TC 453). Final report must be submitted to the

Centrel Post Fund NLT five days prior to stend-down.
Notify fund's bank of the impending closure of the account,
citing outstanding checks, dirccting that el1 future bank
stetements be forwarded to the Cu Chi Centrel rPost Fund and
requesting a specicl bank stetemont (Incl 3).

Rescind orders which establish the unit fund end which appoint
the council, presidont, recorder, and custodicn.

Custodian will bc prepared to cssist the inspectors in the
cudit of the funds on date indicatsd.

On day of eudit, custodien will subait to the auditor:

(1) A check payeble to the "Cu Chi Central Poat Fund®
in the amount of the net worth of tha fund,

{2) & spocial bank statemsnt or a true copy of the most
resont benk statemont with c signed reccocilintion of the
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AVDCFE ,
SUBJECT: - Unit Pund Checklist

account to a zero balanoe.

ps All ocutstanding checks will be listed by mumber, date, amount,
name and address of payae.

2. The moat desirable time to expsnd ths financial assets of unit funds
is obviously during the stand-down period, by which time all unit funds
will be closed., In order to provide units with the oprortumity to employ
their funds at the most desirable time, eliminnting the need to close unit
funds during & eritical period, the following provisions will be made:

a. Cash assets turned in to the Cu Chi Central Fost Fund will be
maintained by the CPF and will be reserved for the use of each unit which
has closed its fund.

b, Each unit yill contimye to spbmit DA Porms 1758 4n duplicate to
the CPF by the fifth of each month, The CPF will credit dividends to the
resiricted assets of each unit, Rosatricted assets will be limited to a
reagsanable figure.

ce When a unit commander wighes reimbursement from assets held in
reserve for his unit, he will forward a2 DF to the Ou Chi Centxral Post
Fund, certifying that mon.ss spsnt kave been spent on legal unit fumd
purchases for his unit and will enclose receipts and supporting documents
with the DF (Incl 4). 4 check will be oxpediticusly retwrmed to the
commender.

de Megal Unit Fund purchases" will be defined by USARV Reg 230-21.
Additionally, restricted assets may pot be spsnt for nomexpendable property
of any sort or for perscnal momsntos for having servad with the unii, Wuhere
ceses of doubt exist, the CPF Custodian should be consulted prior to meking
the purchass.

e, Close coordination will be made with the Crf an all sxpsnditures
from assets, Arrangements can be mede throush the Quastodian, CFF, to ubtain
restricted money pricr to making an exps-aiture,

f, 411 fund records will b# ooxed and delivered to %“ae Cu Chi CPF
Custcdian.,

FOR THE COMMANDER:
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UNIT FUND
Company _, _ Battvalion, __ Infantry
&PO San Francisco 96___
"in Instrumentelity of the United States®

AVD (DATE)

MEMORLNDUM FOR RECORD
SUBJECTs Cessation of Property hcccuntability

In the meeting of the unit fur' couneil on 1970, the property
listed below was dropped from accountability due to the dissolution of the
fund, [rs appropr? ~te/ In cases where property was dropped with no turn-in,
the property was lost or Zoatroyed without individual culpebility, In cases
where property was twmned in fcr disposal, the estimated cocst cf repair
exceoded the current velue of the property. Substentisting docwaaptation
is incleosed for all turn-ins, trensfers or ssles,

NUMBER ~ DESCRIPTIQH UNIT VAIU® DISPOSITION
Kenwood Stereo Roceiver, KRE16U SN 34897  »195.00  PDO (Incl 1)
4 Sansui S2=30 Spoakers 223.00  Unit Fund, Co B,
2-12 Inf (Incl 2)
3 Chaise Lounges $12.50  PDO (Incl 3)
1 Sony TV, KV 1210V, SN 3879 $728.00  Dropped (Incl 4)
4 Incl s/ President
as l[ }ember
s/ Mamber
8/ _ Member
s/ _ Cus todisn/Recorder
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UNIT FUND
Company _, __ Battalicn, _ Infuntry
4PO Sen Frencisco 96
.n Instrumentality of the Unitod States®

CERTIFICATE

I certify that the following items of nonexpendable property have been
received fram the Unit Fund cf Compeny _, __ Battalicn, __ Infantry,

&PC 96___. 1 further certify that 21l property hes been entersd on the
proporty records of the Unit Fund of this organisaticn and that ecccunte-
bility is meintained for such property.

NUMBER REICRIPTION : VAL
- La sl L2 2
— LA 22 o] [ o2
- Lo s i 2 L 2.4 ]

[I11I1117177777177777711/// /&0 OF ST.IRMENT/////////11777711711/1117111/
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UNIT FUND-
Compeny _, __ Betteliom, _ Infaniry
APO Sen Pranocisco, 9%

"in Instrumentelity of the United Stites"

4VD (DATE)

L

SUBJECTs Closing of .ccount #

O —————

Bank of imecrisa

Ten Son lhut Military Benking Facility !
ATTNs Unit Pund icccunts Dept

4P0 San Francisco 96307

1o Effective _____ 1970, this unit fund will be dissolved., .icccrd-
ingly, plecse accept this leiter as notificetion that account number
should be terminated upen recching o gero balance,

| 2, The follcwing checks are ontstanding at this times
(crs There ore nc checks cutstending ot this time.)
3. &4 final chock will be issuod for the balence of the account.
4. Roquest that you send this fund a specinl bank stateoent for
5. any subssquent benk stotements shculd be cddressed tot

Cu hi Central Post Pund
HQ, 25th Infentry Division
4LTTis  LVDCFE-CPF

LPQ San Frenoimco 6225

{ Inclcsure 3 Becbim A2
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AVD § Raquest fcr Rolrbursement cf Unit Mund

A i Expenditures —

F THRU:  S-1 BOM ¢ o ond g Officer bATt (D.TR) cum
—— BEde Cclpany
— Inf Div Bn.,  Inf
PO Fo__ “FC 9%

TC: Cu Chi Central Pcst Fund
nQ, <>th Inf Div
LITiis AaVDCPE-CPF
«PO 36225

1. On 1970, #167.53 wos experded for fcodstuffs fcr a unit porty
for this unit.

2. Recolpts ere atteched for the follrwing expenditures:

«QUT VI DCR 118
+53.80 25th Inf Div wCO/Ki. Open dess 20 ceses boer

»10G. 45 Ccazissery Supply Stere, Seigon 70 ib. steak
933.27 VRE 15 cases asscrtsd soda

3. Request e check peynbls to ___ _ in the ascunt of #167.53 be

snet Lo tils unit ond e corresponding ancunt deducted freo the aoney restricted
for tiie uss cof this unit.
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INCLOSURE 3 (Problem Areas) to TAS A (Central Fust Fund and unit Punds)
to Appendix 6 (Funds, Clubs and Upen Mc.ses) to Annex B (Fersonnel and
Administration) to 25th Infsntry Division After Action Report Keyatore
Robin Bravo.

1. VProperty Disposal.

a., OCBSERVATION: many Unit Fur’s had difficulties disposing of uuit
Fupd Froperties.

b, ZvALUATIUN: The Central Post Fund found it necessary tc receipt
for any and all propsrties wvhich tne urits could not dispose of by lateral
tranafer to other Unit Fuds or by turn-in to the Property Diasposal ‘ftice.

¢. RECG#=DATION: Letter of Instruction to units should requare
disposition of property immeiliately after receipt of order.

<o Utilization of Agsets During Stand-down.

a, OJSERVATION: In order to be audited, a unit fund must have made
dispcsition of all assets prior to the audit 4ate, This derrives the
troors of the use of this equipment during :ine stand-dcwm,

b. EVALUATION: Froperties which tne :nits desired to usz until
strength annrcaciad zero were transferred to the lentrel tost Fund books
and were then hand receipted back to the unit for the stand-down reriod.

¢. RECG.ELDATICN: Reguire a firal clearance check from Cr¥ custc ¥an
-

rrior to final stand-down date ir order to rreclude loss of rand-racer:ted
rroperty.,
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TAB B (Other Sundry Funds) to Appendix 6 (Funds, Clubs and Qpen Messes)
to Annex B (Persorrel and Administration) to 25th Infantry Division
After Action Report Keystone Hobin Bravo.

1. Actjoms.

8. Cther Sundry Funds of the 25th Infantry Division consisted of 27
clnb funds and 5 aupplemental field ration mess funds. All of the sup-
plemantal field ration messes were located in Cu Chi Bese Camp, whereas
only one half of the club funds were in Cu Chi, the othsrs being located
in the respective units' field locationms.

b, Upon notification of the redeployment of the lat and 3rd Brigades
of the 25th infantry Division during Keystone Increment V, the letter of
Insiruction at Inclosure¢ 1 wae published and distributed, On 16 October
(immediately prior to diatribution) the LOI was hand carrie? to Hq USARV
where it was approved for implemgntation by the Vietnam Open Msss Agency.
inclosure 2 is *he schedule of dissolution £ presented 3n the 25th
Infantry Divisicrn OPORD 183-70,

2., (bgervations.

a., The Letter of Instruction for the dissolutior { Other Sundry Funds
that wes implemented was found uvd> be adequzte as a comprehensive axplanation
of dissolution and terminal audit procedure.

b. There were no significant problems encountered in the dissolution
of funds and disposition of fund property.

3. Recommendation. That USARV retain authority for the establishment of
Other Sundry Funds., This method of control assisted considerably since a

current listing of Other Sundry Funds and their status wes always availasble
for reference.

Inclosures
1 - OSF Audits

= Other Sundry Funds Dissolution Instructions

P

3 - Problem arsas
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Inclosure 1 (OSF Audits) to TAB B (Other Sundry Funds) to Appendix 6 (Funds,
Clubs and Open lesse~) %o Annex B (Personnel and Administration) to 25th
Infantry Division Kevstone Rotim After Action Report

OTEER SUNDRY FUND AUDIT 5C

2/34 Armor 1 Nov
2/14 Inf 2 Nov
7/11 Arty NCO/mi 3 Nov
4/9 Inf 4 Nov
7/11 Arty off 4 Nov
2/22 Inf 6 Nov
3/13 Arty 8 Nov
2/77 Arty 10 Nov
2/27 Inf 14 Novw
125 35ig 17 Nov
] HHC, lst Bde 18 Nov
B Co, 725 Maint 19 Nov
25 VIC <20 Nov
25 S&T Off and NCO 21 Nov
DI VARTY 22 Nov
D Co, 25 Med 23 Nov
25 S&T EM 24 Nov
3d Bde 25 Novw
25 Avn 30 Nov
25 Admin 7 Dec
DISCOM Off and SFRM 9 Dec
Command Mess 10 Dec
| N
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INCLOSURE 2 (Cther Sundry “unds Dissolution Imstructicne) to Tab B (Other
Sundry *unds) te Appendix 6 (Funda, Clubs and Open Mees) to Annex B (Per-
sonnel end Administration) to 25th Infantry Division After Action Report
Keystone Fobin Brave.

DEP:RIVENT OF THE ARMY

Headquarters, 25th Infantry Division
AP Sun Francisco 96225

AVOCPE-OSF 15 October 1970

SUBJECT: Insirucivions for Dissolving of Othsr Sundry FMunds

SEx DISTRIBUTICK

1, The procedures followed in cdosing Other Sundry Punds as deaignated in
thie letter ars Jdasigoed to completely finalize 21l actiona with respect to
funde at vhatever time dizsclution is directed. Though in some instances
the required action may seem sxcessivs, experience gained from units having
terminated and dissolved their Cthsr Sundry Furds emphasizes the nsed for
stringent conuiols.

2. The objectives of the dissclution procedure for Other Sundry Funds are to:
a. Accoust for all financiz) end property sasets,
b Tdmatify any llabiiities and resolve them immediately.

¢. Ifeniify all potential probtlems vhich may ariss after the fund is
closad,

d. Ensure records are in order sc that all latently ariming prchlems
can-bes resclved, The fuzd custodian is to ensure that all fund recoerds are
in order and compiete for audit persomunel.

8. Transfsr all financial (and property) residus. assets to specifiad
nonappropriated fugds.

f. Retire records of closed funds.

g, Close the fund(s) s quickly as possible to ewoid having to do so
during the stand-down.

h. HMaintain troop welfare mcnies for a maximm smount of time,

3. The following sequential steps should be followed to minimize the
aduinistrative workload in closing Other Sundry Funds:

a, A { a camnmissioned officsr ns andit officer. The name, rank,
nunber, PMCS, branch, and unit  f assigmment cf the audit

of ficer will be reported telsphonically to this Hesdquarters, {CC 5232/6497),
NLT 25 October 1970, Appointment orders will be cut at this Headquarters.

Berbe B2 1




AVDCPE-CSF 15 October 1970
SUBJECT: Instructions for Dissolving of other Sundry Funds

b, The audit officer will report to this Headquarters prior to initia-
tion of the audit for a briefing.

¢. The guditiug officer = ould not waii umtil temination of all fund
activity to imitiate his preiim.-ary sudit, The preliminery audit shouldibe
cunducted upon notice of diseolution to determime the cordition of the fund
so a3 to lmmediately determinc compliance with besic regulaticns, complete-
ness of records, unv misutilization, misappropriation, loss of firancial or
proparty assetis, au. possible fraudulent activity. Investigations of non-
appropriated fund losses will le conducted in gccordarze with USARV Regula-
tion 230-22, C.pies of the report of investigation will be included with
audit report.

d. All post notification purchases will be prudently eveluated in tewms
of a determined need., Commanders and rusponsible parsonmnel will ensure that
all purchases are in accordanoce with Div Rag 230-2.

es Other Sundry Fund Suppismsntal Field Ration Messes will:

(1) Noiify ty letter the Civilian Labor Qffice of the fund termina-
tion cate and the names and ID numbers . ° all fund smployees being terminated,

(2) Fupds employing foreign astiorals may, at the discretion of the
board of governors, pay emplcyees severence pasy (two weeks pay suggested)
and that portion of the Tet boous accumulated to date of termination. Fund
records gust reflect these additional paymants (Div Reg 230-5).

(3) Notify the Central Purchaaing Agency of termination of Workmans
Compansation Insurance. CFA ias to be so informed tbat the iasurance rebete,
(if any), is to be paid to the Custodisn USARV Central HMess Pund.

¢ Hold a Bogrd of Governors meetirg to detet.'n~ £i—-1 diammeition of
~roperty; the council mimites must reflect counsil actin, Dispose of all
property. In all cases vhere accountability for property is dropped,
duplicate staterients will bs signed by &ll membors of the Board of Governors
describing the articles to be dropped and the reason for such action. A
((Jessat.i&;n of Property Accountability will be ixcluded in the report of audit,
Inecl 1

{1) Property unich cannot bs acoounted for or which has been damaged
or lost throngh other than fiir wesr and tear must be investigaded. (USARV
Reg 230-22)

(2) Property which has been lest or destroyed through fair wear and
tear in course of nomal operxtion that does not involve individval ~ulpae-
bility or pecuniary 1iability may be dropped from accountability by council
approval (USARV Reg 230-60).
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AVDCFE~OSF 15 October 197C
SUBJ.CT: Instructions for Dissclving of Otiier Sundry Punas

(3) Fropesty which is definitely unservicesblc should be turned in
to the Property Uisposal Office (PUC), Duplicate signsd copies of DA Form
2765-1 (Request for Issue and Turn In) should be included ir the coundil
record with the st-tement asse~ting that the prepsrty wes disposed of as a
result of council action, (Uia.” Reg 230-60)

{(4) GCerviceaole property will be tranaferred to other nomapprojri-
rted welfare or mes: fu~ds, For property traunsferred, a USARV Foim 529R,
Reve'ving Pevort, '~ comparsble certificate signed by tbs recipient fund
custodian will be ¢s.ained in uuplicate, Tha recsiving report must contsain
2 statement -ertifying that property accountability is maintsined by tba
recipient fund (incl 2). Absolutely go galeg or fixed acsets will be made
to individuals.

(5) In accordance with nara 53, USARV Reg 230-60, this Headquarters
has forwarded to the Central Purchasing Agency a list of ail Other Sundry
Fund fixed assets to be dimsaminated tr “ther vomaorropriated funds. If,
however, disposition of serviceable property bas not been effected one week
prior to disaclvtion; all remaining propexrty will be turmed in to the PDO
and received in duplicate coyy of DA Form 2765-1,

(6) Other Sundry Fund property has a history of "disappearing" es
the hour of dissolution aprroaches. Adequgte phyaicgl security must be pro-
vided b;- the respcnsible commander to preclude a loss of property and a
subsequent last minute investigation.

g, Notify the fund's bank of the impending closure of the account,
citing outstanding checks, directing that all future btank statements be for
warded to the Commanding Gereral, USARV, ATIN: Custodien Central Mess Fund,
APO 96375, & czshiers check for all residual assets of the fund, gllowing
for all chacks, is tn be drafted to the Custodian, USARV lzntral
ress Furd, (USARV Reg 230-60). A1l unused checks are to ba turned in to the
bank with which account is held,

h. Conduct o termingl avdit of the fund(s). Tha audit must be con-
ducted by a commissioned officer in accordance wit. AR 36-75 and USARV Reg
230-5 (Incl 4), A1l Other Sundry Punds auditsd by the same officer may be
included dn one report of audit.

i, Rescind order which esteblished the Other Sundry Pund(s) and which
appoint the custodian(s) and Eoard(s) of Covernors.

j. Turn in reports of audit to this Headquarters by the due date as
designated for the particular unit's fund{(s). The following iters will be
turned in at thiz time,

(1) Two copies of report of audit.
{2) A "trus copy'of ihe most recent bank statemsnt with a signed

reconciliation of the account tc a zero balance. 4ll outstanding checks
will be listed by number, daie, amcunt, name and sddress of payes.

B SmBaiin3




AV L e-UUF 15 tctober 197C
S12CT: lnstructions for Diamnlvips of Other Sundry Funds
(2) & statemert of assets, lismbilities and net worth, (net worth of
the “und et dis olution is to be zero), and a rrofit and loss statement for
tre last accounting period lmmedi-tely procesding dissolution. The fund
suuld operate et u locs from the time of notification of dissolution. This
will e azconplisted by firee igsue o benefit troor merele pricr to dissolu-
vion ard to diminish the funds :.-t worth. (See paragrap: 4)

(4) (re copy rf turn in documents, one copy of transfer certificate

or U3ARV Form 529R, on- ~opy of droppase certificate and two coples of revort
of In estigntion decurenting disposition of ggeb jten of fund owned non-
expendable property.

(3° 4 detailed discussion of all findings of the audit with appro-
pri~te coroli sions as determined by the euditing olficer.

(6} . copy of the letter sent to the bank vitk notificatiorn of the
closing of the account and the final rezonciliation,

(7} Other Sundry Fund supplememtal file’d ration messes are to
include the letters of notification {to the Division Civilian Labor Cffice
Jul the Central iurchasing Agency as described in paragraph 3e.

(2) A copy of the fund custocian's reassignment orders.

k. Upon dissolution, the Subsidiary Account Files end Statement and
feportirg iles will be prerared zs prescribed at Inclosure £, neatly
btoxed with the fund and unit designation marked on the bax, and delivered
with the repcrt of audit to this Ne-dquarters,

1. .t Inclosure 6 is an Other Sundry Mund Checklist with aids =nd
explanations pertinent to dissoluticns,

4. The rost advantageous mezns of diminishing the net worth of the “und
prior to dissclution Iis by free issue of beer gnd soda. A1l free issues
nre to be cegrtificd by the presidemt of the Board of Govermors and the
custodian as to the bulk amount snd wholesals value of tre issue. The
free isste is to be receipted by an officer or the firsl sergeant of the
unit receiving the iree issue, A copy of the certificate of lree issue
:ard recivients recelpt are %0 be attached as suvvouchers to t-e UAF
statement of receipts and disbursements, (DA Forw 2107}, -ree issues ar
not to te considered expenses, but are accounted for in the total
of resale:c.e itens purchased. The Commander res-consitle Tor the %
endry und is to insure complisnce with above to preclude zisutilicz
of "re: issucs to include illegel resaie of force issued cerchandise,

sirgble time tc sxvend the [{inancial :ssete of Jther i
siy during the stand-down pericd, by which tize t.:: {ther
Sandry funa ave, or will very soon, be operatimmaily lterminated and

ticselved,  In ericr to provide units with the op ortunity to exmploy their
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AVDCFE-OSF 1% October 1970
SUBJECT: Instructions for Dissolving of Other Sundry Aunds

funds, the Compander may authorize the Board of (overnors to hulk purchase
beer and aoda gply in a determined quantity to suffice for the conajdered
paed of the unit during stand-down. This purchase would be fros issued in
accordance with paragraph 4 above. Physical ssourity of the items pur-
chased for utilization during stani-down st be iusured by the responsible
Camander.

o

. The Other Sundry Mund(s) are to be dissolved and ter-
zinal audits turned in to this Hesdquarters, (AVDCPE-OSF), NLT __

FOR THE CQMMANDER:

6 Incl R. M, PUCHALSKI
as m’ A0C

DISTRIYUTION:

LU, 45tn 341 m
CO, 18t Bde

GO, 2d Bde

CO, 3d Bds

00, 25th MIC

£0, DISCOM

CC, 725th Maint Bn
C0, 125th Sig Bn
CQ, 1st 8th Arty
G, 2d 77th Arty
CC, 23 12th Inf
<O, 3d 13th ity
C0, 24 Lits Inf
CC, 7tn 11th Arty
3, 25th Med Bn
CC, 4tb
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OTHER SUNDRY FUND
Company__, _ Battalion, _ Infantry
APO San Francisco 96__
"An lnstrumentality of the United States"

AVD__ 1970

1 72/ORANDUM FOR RECORD

SUBJECT: Ceasation of Froperty Accountability

In the meeting of the Board of Governors on 1970, the property listed
bglow was drop from accountability dus to the diassoluiion of the fund,

as appropria In cases vhere property was dropped vith no turn-in the
property was loat or destroyed without individusl culpability., In cases where
property was turned in for dispozai the sstimated cosl of repeir exceedsd the
current value of the property. Substantiating documentation is inclosed for
all turn-ins, transfers or sales,

NUMBER LSSCRIPTI UNIT JALUE DLSPOSITION
1 Kenwood Stereo Pesceiver, KRO160 SN 34897 $195.00 PDO (Inecl )

4 Sansui SP-30 Speskers $ 23.00 Unit Fund, Co B
2-12 Inf (Incl 2)
3 Chaise Lounges $ 12.50 PDO (Incl 3)
1 Sony TV, KV 1210V, SN 3879 i D Dropped {(Incl 4)
s/ Presidsnt
s/ Member
s/ ¥amber
4 Incl s/ _ Vamber
as s/ Custodian/Racorder

i e e e . .




OTHER SUNDRY YUND
Company__, _ Battalion, _ Infantry
APO San Fransisco

AVD_ (Dute}

SERIIFICAILR

I ceriify that the foilowing items of nonexpsndable propsxrty havs been
rece.ved from the Other Sundry Pund of Compeny; , _ Battalion, __ Infantiry,
APO 96___. I further certify that all rwoperty bas “esn entersd on the
property recurds cf the Fund of this organisstionm anu that accountabdlity
is maintainad for such property.

NUMBER DESCRIDTICN YALR
- . e
- HRBER Eu
- YTl nan
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OTHL® <NDRY FUND
Company__, _‘attel'on, __ Infantry
AP0 3an Francisco 96____
"in Instrumantaiity of the United States”

AV 1970

JUBJECT: Closing of Account #

7 om— v o ot

Anerican iprecs Coruwration
Cu Cd

Non-Appropriated Fund

APU San Francisco 96225

1. Effective __ _ 1970, this otber sundry fuud will be digsolved, Accord-
ingly, please accept this laitsr ac notification thst zccount masber
should be isimainated upd reaching a zoro balsnce.,

T ——- "

2. Tre following checke are ~utstanding at ‘kie time:
CEh # s 00T
{er: There are no _becks outatanding at this tims.,

3. & finai chack will be fgsued for the Liiance of the mcoont rayable to toa
{aatodisn, USaBY, central Mess Tand,

6K statesents should e addressed to:

Vietraz
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FobpelmT SeB-E~E~-T
Toarv‘nal Aucite
A terminal audit of an other sundry fund should kxve & thrse fold objeciive:
a. Ascertain that all fiuanci.' transacticns heve been ocompleted.
b. Ascertein that all proper:i: ' as bsen correctly disposed of.

c. hscertsip that cll records are sufiiciently (maplets to allow a diasintar-
ested party to recar-truct all procesedings at a later date,

Torminal sudits should cite the disposiiion of all property and {inancial assotz
on an ilamized bas’s. Any picblem aress shovld bs thoroughly discusssd so that
the successor fund custodisz may aasist in rosclving the problsn,

Terminal audits of other sundry funds should be conducted in acgordance with
AR 36=75, of which pertinent extructs are reprinted below,

CHAPTER 1
INTRODICTION

1-4, FREQUENCY OF ADITS. HNonsppropriatsd snd other similar offisial and
private funde will be audited s3 frequently as required by requlstions
pertaining to tae partioular fimds. M audit will also be psrformed whan

a fund 1s dissolved; wvher a loss of funds or cther asssts cccure other

then wormal operatiomel losses; iz instances whwre the susiedian is baing
Taliewad for nogligence or canse; snd; at the discretiom of the instsllation
comaanier, apon change of sustodian.

1-5, AUDIT OBJECTIVES. To remder effective sexrvice t0© nsnagwment, and to
aszure that the interests of the Gorornment and ths Deparimeat of the Amy
are protested, it is the responaibil. ty of the auditor to perfora & gystematic
zelactive sxawinaticn of the acccunting re oxis 2nd relilsd doxkmesnts, and
to revisy cps¥atiors sid preomicses to dedermine -

. The propristy o' legaitty of transectioms;

v, The adequacy of the system of intermel conirol and tbo effsctivensss
thereuly

c. The degres of compliance with regulations and octher appliceble dir-
actives relative to financisl transactions -ud business monagemsnt;

d. shether transsctions bave been recorded znd are reflscted accuratsly;
e. +hether all existing assets and liabilities are properly recorded;

f. Whether proper utilizution is made of the property and other fund
aasais; .

BrebmB2-9
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g€, Tho firancisl condition of the fund st & given date and the resulte
of operaticns for a specific pariod;

h. ‘Whethsr all ectivitles of tr.- Dind are being carried ot in an offiol~
ent eand economicel manuer.

1-6. AUDITING AND REPORTING STANDAEDS.

b, Auiitor pereonnel will no. apand time {c mplace fund records in
condition for audit. If fund r»v<c~3g ave not in -omdition for audit, this
fact will be made known 0 the covmander concerred. The improper recoxis
will be identified 0 prevent their destiuciion to cover up misappromriation
of funds. Tund person<l, with cutside assistunce, i necessary, will take
action to correct ihe recorda and piace them in condition for andit. Audit
personnel will not (i) instruct nosappropriated fund employess, (ii) perform
corrective actions tv overcoms inadequate bookkeeping, or (iiis engage in
tookkeeping functions for fMnds which they will subsequently audit.

CH.PTER 2
GENMERAL AUDIT INSTROUCYIONS
b, To facllitato tho endit, certsin inforsaiion shaidd be obtained
preliminary to commencing the review ari verificutisn of operatious and
accounts, Fer sxample, the auditor showdd -

(1) Study the regulations sni directives affecting the operatiocn
of the fund,

{(2) Reviev ths lazt audit report...
CHAPTER 3
REVIEW aND VERIFICATION OF RECORDS AND ACCONTS

3-2. MINUTES OF MEETINGS. a. The suditor ahmuld ensmice af~te. of,..
council mestings and make notes of imporiant iteme affectirg the audis.

b. Minates should be reviewsd to dstermine ths propristy of uctions
tokan relating to items reported 1L previous reporvs of swdit.

¢, 1t should be ascertained that the mimites sre sufticiently explicit,
properly authenticated,; sud sdequatsly mainveined.

4. Minutes suould be examined for conformity with directives anu commuat
made in the report of wdit vhexre there are diviationa,

3-3, ENTRIES AND POSTINGS. «. The auditor should assusrd that <he avdit
nrocedures ars adequate 1o datermice whether trsnssctions s ascnzatel-
recorded, records are oorrectly itotalss, distributioms of cherges... and
postings and balsnces are accurate.

Bl B 10




b. All entrias in the books of criginal entry should be aurutinised,
end certain entries selected for determinsatiom of propristy end accuracy.

3~f4e CASH (N HAND,
be Count all cash and casgh items oo hard oo a mrprise basis...

3-5, CASH IN BINK, &, Obtein 1irectly fium depositoriss, a written confir-
mation of all bank balanoces (..., .z of the closing date of ths paricd under
review. slso obtain from the depositiories the benk statements and canceled
chacks as of {he date of the cash count.

b. Raconcile ba::: statements with book balanocss as of the end of the audit
psriod... %o the audit period.

c. Compare csnceled checks returned by the bank with the eash distursement
record for the period wder reviow. Ascertein vhsthar the name of the payee
gshown on the cash disbuwsement records sgrees with the corresponding name o the
chock, ani that tis indorsoment agrees vith the nsxe of the payes. Dstermine
vhethar checks were gigned by proparly authorised parscms. Account for 11
checks isgued or on hand., Veidsd ebogks should be mutilated and retained with
ths bank statenent eash monthk, '

39, PROPERTY AND EQUIFPMERT. a. Inspect a represantative mumber of items
of property or equirment listed ca the yroperty recerd to warify that the
items exist, are clearly identified with the name of the owning fund, and
are accurately déscribed in ths reoords.

b, Ixsmine documsntation for acquisiticms of wroperty during the pericd
to verify suthorization, propriety, and cost. 4” .o, detora'ne the propriety «f
dispoasals of property, including surplus, unserviceable or other, deteraine th.*
they were sppropriately suthoriszed and that proecedz were properly recorded,
If fund has been dissolved, determine vwhether dispcaitiom of asssts vas made in
accordancs with regulstins.

d. During subsequent sudits, reviev items inclwded durirz prior #xaminstions
to deternins possible subs$itutions of false records or altarsti~as of records.

h, Evaluate the adequacy of controls over propsrty. Ailso determine
whether reasongble controls are maintained for expeadehle property,... Dater-
mination should slso be mads concorning propriety of classification of ittems

.a8 bafng expendsble, nonexpendable, msrchandise inventory, ete.

3-16. PURCHASES AND EIPRMSES.

b, Determine whether expsnditures were azde in asesrdance with policies
eud procedurss prescribed by directivee snd within the limitations of the
purposes for wbich ths fund was established, Yor axsmple, supporting documents
and other date for purchat 3 and sxpenses should be sxzmined to detarming that
the purchases or expsnsoz were natessary and wers proserly made or incurred;
were appropriataly sutborised; goods or services were astmslly mmoeived: ..ioces
oxtensions, and footings werv sscurste; edvantege of cash disceunt terms was
taken, elc.
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CHAPIER 4
REPORT OF AUDIT

4~4. PREPARATION. a., Introducticn. The following information should
usually be included:

(1) The name of the func and the installation, names, ranks,,and temures
of custodians during the period cove-ed by the audit, type of amdit (initial,
ragular, special, or final), perix covered by the sudit, authority for the
audit, and specific prirision of the regulation under which the fund was
established., The reascn for a special emdit should be explained in the report.

(3) Approprisve camsents under scope of audit, including a statement as
to whether the exanination was conducted inaccordance with applicable directives,

(4) A 1ist of exhibits and schedules included as an integral part of the
report.

b. Cuments pertaining to recommendations contained in previous audit
report. The audit repert shoudd include a general statement sz to the extent of
the implementation or other asticms taken as a result of previous examinations.

¢. PRusulis of audit. The report will include the auditor's opinion as to
vhether the financial condition of the fund and the results of operations are
presented fairly in the financlal statements accompanying the report. Where
appropriate, the opinion may be qualified by listing the specific findings
and recommendstions. In addition, comments with respect to important matters
such as the foliowing should be included:

(1) The degr-» of compliance with regulations and othar applicsble
directives.

(2) The adequacy and effectiveness of the system of i:iternal contyol.
(3) The effectiveness of methods used to safeguard fund nroperty.

(4) The accuracy and propristy of fund transactions, deficlencies noted,
and recommendstions for the improvezsnt of methods and procsdures.

h. A separste report of eudit need not be prepared for each fund, but the
audite of such funds may bs sumerised into a aingle report....

4~7, CORRZCTIVE ACTIONS, 1The installation commander having jurisdiction over
the fund ic responsible for instituting necessary correctiwve actions. Correctivs
actions taken will be made a matter of record, and appropriate commeant in con-
nection therswith will be included in the next report of audit,

4-8, DISSCILUTION OF FUND., A firal audit will be performed upcn dissolutlion
of the fund. The revort of audit will indicate disposition of reaidual cash
snd ot.er assets. An informs*ion ccpy of the report of audit will be furnished
the succesaor fund.
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AVG

CERTIFICATE:

DEPARTMENT OF THE ARMY
Headquarters, __ Battalicm, __ Infantry
APO San Franecisco 96____

INSTALLATION:
REPORT OF AUDIT - OTHER SURIRY PFUHD

Comranding Officer
- Brigads, __ Infantry Division
APO San Francisco 9

Comanding General

25th Infantry Divici~
ATTN: AVDCPE-OSF

APO San Francisco 96225

General
United States Army, Vistnea
ATTH: AVHGA-SF
APO Sen Francisco 96375

The fingricixl tranmeotions of ths fundg iisted beluw ware

(DATR)

exininasd for the psriods indissted, The exsmirnations were
Bxde in acoordance with generally sccepted anditing standards
and applicebls Department of the irwmy acoounting records and
intamal controls and such othar suditing procedures as oon-
sidered necessary in the ciremmstances. In my opinicn, Wbject
to ths coments sud exvepiicns asited in this report, the funds
soained reflect the resalts of opsration in soccordanoce with

applicable directives.

AUDITOR s
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AVD ~ (DATE)

Sther. undry. Svnds huddted Eexiod Covered . Remarks*
5 T

etcg ® & & ¢ & ¢ 8 v 8 B O

*uficiencies, caoments, recommendations, etc., will be ligted on a
sepsrate sheet attached hereio snd identified with the fumds listed above
to which the remarks pertein., Where no comments are made, such fact will be
indicated in this space. A copy of the reported deficiencies will be {iled
with the applicable fund records.

Bbom Bee2es 144




UNIT

16 CHECKLIST CTHIR SUNDRY FUNDS
DATE

This oheck 1list is current as of the date indicated. Posting of changes
reoceived after date shown is the responsibility of tbe using unit,

Yos

Yo
1.

2.

REFERINCES
Does unit have regulation on file or requisition?
Yes No
AR 230-1 — — ke USARV Reg 230-11
AR 230-60 — —_ 5. USARY Reg 230~60

Yos

—

USARV Reg 230=5 6, Div Reg 230-2

CHECKLIST

Does the fund have a letter frum 25th Division suthorizing
establislment of the fund? (para 6a(l), USARV Reg 230-5)

Does the fund bave a Constitution and By-laws? (para 6a(2),
USARY Reg 230- 60)

Is the business of the fund conducted by a Board of Goweraors
consisting of not less than three members elscted semi--anmually
fram and by the sctive membership of the fimd? (para 6a(3),
USARV Reg 230-5; para 15a, USARV Reg 230-60)

Dogs the fund account nuaber appear om all financizl statements
and correspondence? (para 2, App 1, USARV Reg 230-5)

Does the Beard of Governors meet at least coce a month? (para
6a(3), USARV ..; 230-5; para 15f, USARV Rag 230-60)

Arve the proceedings of the Board of CGnmelwil recoruea in writ-
ten ainutes and signed by the Custodian, Prea of ths Board of
Governors, and the Commander? (para 6a(3), USARV Reg 230-60)

Has the Custodian acguainted himself with the duties and res-
sponaibilities of the Custodisn as defined by para 16 USARV
Reg 230-60? (para 6al4), USARV Reg 230-5)

oss the phrase, "An Instrumertality of the United States”
appear on all fund records, forms, documents, correspondence,
stc,? (App III, para 1, USARV Rag 230-5)
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Yes

Mo

13.

15.

16.

kas the fund esteblished an im~couniry checking account at a
military banking facility? (para 8, app I, USARV Reg 230-5)

Was a cortificate of Transfer rrepared upon permament change
of Custodians? (para 13, App 7, USARV Reg 230-5)

hre civilian employees bired? (para 6b{1l), USARV Reg 230-5)
Are commercial entertainers pired? !(para 6b(3), USARV Reg 230-5)

Does tre fund own and/or operate slot machines? (para 6h(4),
USARV Reg 230-5

Doss the fund have contrict agreemente of any kind? (para 6b
(4), USARV Reg 230-5)

Are credit purchases made? (para 6b(6), USARV Reg 230-5)

boes the fund exceed a net worth of $2500 including fixed
assets? (para 6b(5), USARV Reg 230-%)

Does the fund have cash on band in excess of 1500% (para 9,
App I, USARV Reg 230-5)

Are all fund expenditures approved by the Boar: of Governors?
(para 6a{3), USARV Reg 230-5§

Are all r-urchases, exceot small local econory purchases paid
by check? ipara 8, App I, USARV Reg 230-5)

Ave yurchases ¢f resale items and food made from the FX or
loumissary er.y? {para 2b, App II, USARV Reg 230-5)

Al7 purchsscs. except small local economy purcheases, are of
. 4 e~
Amorican go-is? (para 6b(7), USARY Seg 230-5)

Statemeant of .eceints, Jlsbarsements and Cosh Falance, USANV
Form 154R, is used as & basic recoerd for daily casnt receipts
and expenditures. (pzra 5a, dpo I, U3ARV Reg 23C=5)

A1) daily coach receirte and expenditures have been recorded
on USARV Form 154#. {para Sa, Aop II, U3ARV Heg 230-5)

Have all fund transactions been recorded on a NAX Hecel-t s
iﬂhmrseunert Vouchar, CA Form 2107's? (pares 5¢, Arp II, V
U3ARV Reg 230~5)

Are suprorting documer ToEE :

attached to DA Fora 210 LoaTe 5oy dpp I, ULARY sz
Have NAF DA Forma 2107 teen serial 'y rnumdered frow o .o ol
the following year? {(pera 5¢, App iI, USARV Reg 2 U=5)
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Yes lo

27. Has the Daily Bar Sales nReport, USARV Form 243R been used to
maintein bar inventory accountability and reflect daily eales?
{para 5b, App II, App VI, USARV Beg 230-5)

e ewm 2B+ Were Daily Bar Sales Reports preparad correctly? (para 5h, App
IZ and VI, USARV Reg 23C-5)

29, Are all overages and shortages betwoen total receipta and total
seles explained on the back of the Daily Bar Sales, USARV Form
2,3R? (para 5b, App:II, USARV Reg 230-5

30, Was the ending inventory reflected on USARV Form 243R, deter-
mined by a physical count at the close of business each day?
(para 5b, App II and VI, USARV Reg 230-5)

31, Has accountabillity for bulk inventory been estzblished on NAF
DA Form 1991? (para 5e, App II, USARV Reg 230-5)

—— = 32.. Has the balance retlscted in the "on bapnd® column of DA Form
1991 beer verified at least monthly IAW para 40, U3SARV Reg
230-50? (para 5e(3), App 1I, USARV Reg 230-5)

——— ~— 33, Are montbly bank siatemants reccnciled to agres with the
check stub balance? (para 10, App I, USABY Reg 230-5)

—— e 34. Has the fund ascounting period been properly established fram
the 26th of one momnth through ths 25th of the following morth?
(para 2c, App II, USARV Reg 230-5)

—- . = 35. Have financial statuments been prepared monthly? {(pera 6f, App
11, USARV Reg 230-5)

36. Has the original copy of financial statements been retainsd
in the fund filas? (para 5£, Apr I1I, USARV Reg 230-5)

37, das a 1list o!f fixed assets bean attached to all financisgl
statenants? (para 5, App II, USARV Reg 230-5)

38, Fave all axpenses been reported on the profit and lcss state-
mant? (25th Div Reg 230—2§D

39, Have all financial astetements beon csrtified by the commandsr:
{pars 5f, Arp II, U3AV Reg 230-5)

40, Are quarterly Intermaticnal 3alance of Payments NAF Transac-
ticns precared and submitted quarterly by the 5in of the monih®
'k

\Apr 5, Jul 5, Oct 5, and Jun 5) ipara 7%, USARV Reg <30-5)

41, Are quarterly insmectiions by a disintsrested cfficer maide’
ipara &, App I, USARY Heg <30-5.

- &yt

i2. Is a current iist of member Jevcsits meintained? (pars 7.2,
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Yes No

43, were bulk sales made petween sundry funds under cther than
emergency conditions? (para 6, App II, USARV Reg 230-5)

4h. lias the custodian served longer than a year? {para 5{4) U3ARV
Reg 230-5)

45. Are only liquor, beer, soft drinks, and snack items sold’
(pera 6(5) USARV Reg 230-%)

4b. -Te the funds assets secured properly? (pera lh, App 11,
USARV Reg 230-5)

47. Are physical inventorles of resale marchandise tsiken monthly
by = disinterssted member apnointed by the commander under
the direct supervision of the custodian? (para 40, U3ARV Rag
230-5)

48, Hzve cormanders appointed a disinterested orficer to make un-
scraduled cash counts at least monthly? (para 3d v Reg 210-5)

L9, Renarks:

- g
PR x » -~
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Calill ACCOUNTIKG ERRORS

1. Cash on hand plus cash in bank does not equal the Cesh Belance figure on
the Statement of Receipts, Disbursenents and Cash Rdance (USARV Form 154R).

2, Di Form 199 not used to maintsin inventory accountability, The inventory
on the stock reco:d card (DA 1991) must agree vith the actual physical inven-
tory in the storercam,

3, Hecords not aaintainci daily.

4. Failure to maintain property recozds on &ll ronexpendable property.

5. Failure to reconcile bank statements every maath.

6. Cost of free 1ssus deducted fror cash balance figurs on 154R. i fowo
issue is not a cash transactior - only cash transactions are recorded on
form 154R.

7. Zrrors in posting transactions froa DA Form 2107 (NAP Receipts and
Disbursements Voucher) to form 154R.

8. S3ubvouchers (Daily Bar Seles Reports, Time Sheets, Purchase Recsipts, etc)
do not agreo with 2107.

9. Pull vetail price on roceipt recorded on 2107 insteed ¢f discount
price (Class VI purchases).

10. Arithmstic errors om forms 1541, Daily Bar Sales Reports, financial
statemonts, etc,

11. Incorrect accounting period used., The accounting period 1is from the
26th day of one month to the 25th day of th»> next month.

12, Conputixig inventory for finsncial statements at resale prioce instead
of cost., Inventory is alwxys oomputod at cost.

13. Incorrect camputation of fixed assets. Pixed assets are defined as
non-expervinble assets with a value of 50,00 dollars or more. Other suxiry
funds cennot depreciate ['ixed assets.

14, Failure to shov all axpenses on the profit and loss statement.

15, Pailure to shov all outstanding debts ou the Net Worth Statement.
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FJICK CHEQXS 1O VRRIFY OTHER SUNDRY FUND RECORDS AND “INANCIAL STATEMENTS

1. The Cash Flow Worksheet (Appendix A) and the Becapitulation of Net Worth
Statemant, (Append*s B) provido a speeiy and simple mesns of checking the ac-
curacy of Cther Sundry Fend records and financial statemets;

e. The Cash Flow Wetksheut provides a check on the cash records and- the
validity of the momthly finauncicl statements.

b, The Recapituaiticn of the Net Worth Workshest provides & cheuk on
the validity of the moathly finsncizl statements.

2. 1f any varisnces are revealed by either the Caah Flow or Recapitulstion
of Net Jorth Worksheets a Preliminary Audit should be Initiated at unit lsvel.

3. Preliminary Audit procedures are as followa:

a, Conduvct a sash count, reconciliation of bank acoount, and physical
iuventory.

(1) Compare cash count snd reconcilad bank book with Cash Belance
shoun on the Statement of Receipts, Disbursements snd Cesk Palamow (USARV
Form 157R). Caah on hand plus ~ash’ in bekk should alweys egual the cash
bslance on form 154R.

(2) Compare bk (storeroom) inventory with stosk reccrd cards
{Ci Form 1991), Coapare ber inventory with Deily Ber Sales Report.

b, Using the 1list of Common Accounting Errcrs roview fund records,
The rscords for the pericd sinoes the last quarterly inspection should be
chackad, ™und reconis should be corrected.

c. Using cvrrected fund records prepars new Cash Flow and Recapitula-
iion of Net Worth Workabeat.

d. If variancss persist ansistance xgy be obtained from the Office of
the inasistant Chief of Staff, Gi.
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T

1, Cash Assets at Beginning of Pariod: )

2, Add: Total Cash Receipts during the Period: $
TOTAL: $

3. Subtrect: Total Cesh Disbursements
during the period: $
L. Cash Assets at End of Period: $

5. Cazh Aesets as per actual cash acoount and resoncilip-
tion of bank account on the last day of the peried: $

6, Difference between #4 and #5

n. Overage (#5 greater than #4): $
b. Shortage (#4 greater thangs): : $
EXPLANATION

1. Cash asssts at tbe beginning of the period is obtained frum the cash
balance figure on USARV Form 15/R. This figure reflscts the cash on hsnd
nlua cash in bank prior to opening for business on the first dsy of the
peri(ﬁo ~.

2. Totsl Cash Receipts during tbs Period: Thie figure is obtained by
adding up the receipt= coluwm on Form 154R for the pariod,

3. Total Cash Disbursemsnte during the Period: This figure is obtained
by adding vp the diswursements column of Form 154R.
4. Cash Assets at End of Period: This figure reflscts the cash on hand
plus cash in bank at the cdoss of businsss on the last day of the period
and should sgree with cash assets as per cath count and recomciliation of
the bank account.
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1» Net Worth at beginning of Period: $

2, Add: total cash receipts during the period: +

POTAL: $

3. Subtract:

a. Total disbursements during the period

{free issue is not a cash disbursement): $
b. Value of rived Assets droopped due to

wnserviceasility during the period: 8
4. Net Worth at Sad of Peried: &
5. HNet Worth rsported on financlal statamentz at end
of period: $
6, Difference between #4 end #5: $
EXPLANATION

1. Net Worth at beginning of Peric.: This figure 1s obtained fram the
last Statement of Assets, Liabilities ard Net Worth,

2, Total Cash Keceipts during the Period: This figure (Ber Salss plus
other incoms) is obtaineC from the present months Profit and Loss Statement.

3. a. Total disbursements during tbe pericd: This figure is obtained from
the present months Profit and Loss Statement (total purchases of resale mer-
chandise plus expsnses). '

b, Value of Fixed Assets dropped during the pericd: This is the Differ- , |
ence between the fixed assets reported on last month's and the present month':
financinl statements in cases where fixed assets go down. If fixed assets
increase from cne ronth to the next [Q NOT include in the rnecapitvlation of
Net Worth,

4Le Not Worth at end of p.ciod: This figure obtained by the above campu-
tation should agree with the net worth reported on the present month's
financial statements, If it doez not sithar this mooth's or last month's
statements are incorrect.
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INCLOSURE 3 (Problem Areas) to TAB B (Other Sundry Funds) to Appendix 6
(Funds, Clubs and Open Messes) to Ammex B (Perscmmsl and Administrition)
to 25th Infantry Divigion After Action Report Keystons Robin Bravo

1. Aadd% Officexa,

a, Observation: The officer selected to conduct the terminal auvdit
was often not the best qualified to undertaks the respomsibility,

b, Ewvaluation: Althougk the lLetter of Instruction for the dissolu~
tion/andit of the terminatimg Other Sundry Punds was deemed most ociplete,
i1t was necessary to brief each auditing offlosr on the amdit procedure

th particular reference to procedures for financial and inventory
accountability,

o Reocompendstion: That the auditing officer for any fund ba the
most qualified person aveilakhls.

2. Mnddt Diffiqultles.

e, Obssrvation: There wers instances of a lack of timely aundits
and difficulty Zn suditing funds that had suffsred lossss of recards.

be Evaluation: It ig felt that there is sufficient wrremt for semi-
anmial audits of all Other Sundry Fumxds, Due to the frequerti movement of
1line units, losses of records and changss of custodians, s semi-errmual
audit of all Other Sundry Funda should be implemented.

¢, Recommendation:

(1) Institute a system of semi-anmial andits of all Other Supdry
Funds in the Republic of Vietnanm,

(2) ' Scheduls dissolution/andit ocspletion dates for all funds

having lost records so as to provide & maximm smount of time to reconstruct
the necessary operation and acoountancy.
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TAB C (Clubs and Open Messes) to Avpandiz 6 (Funds, Clubs & Open Massss)
to Annex B (Personnel and Administration) to 25th Infantry Division After
Action Report Keystone Robin Bravo

1. Actions.

a, Upon receipt of the Koystons Robin mezsage, the Division planned
for the gystematic closure of the Open Mess Amnaxws 20 asz to ooincide wvith
the unit stand-down schedule, maximisirg recreatioral facilitiss for the
soldiersto use in their free time.

b. In mid October a special project officer from DCS¥FAA, HQ, USARV
oestablished liaison bstween the Division and USARV to assist in the dis-
solution of Open Messes. Although the Division pian differed from details
in s USARV letter sent to all units discussing dissclutions of Open Messes,
USARY approved the Division plan, USARV sasutioned against the conduct of
an extensive "Give Away" program. FEventusily eash vnit standing dowr was
provided with a free floor show prior to the first shipping date., There
were a limited number of “free nighta"™ in esch annsx,

Ce A complete fixed assets inventory wes conduoted and the complicated
process of reconciling the accounts immediatsly beywn. The Central
Purchasing Agency (CPA) was contacted rsference the c.ncellation of coniracts
and the redistribution cof fixed assots. Contract cancellation was handled
by CPA. Upon receipt of the firxed aaset inventery, redistribution instruc-
tions for fixed assets were sent to all unite concerned,

d, USARV Open Mess System was contacted cencerning oparation of Open
Mesa facilities to support ihe 2d Brigade (Separate} units at Camp Frenzell-
Jonas and at Xuan loc, Fixed asmsts from the Open Msss System were "ear-
marked" for USARV to be eventuali- placed in the 2d Bde Clubs, Due to the
distance between Cu Chl and Camp Frenzell-Jones, whers four uvits were
standing down, USARV supported the program cf free shcws, soda, and beer
for these units on a reimbursable basis, The cooperaticn of USARY QM ir
this natter proved to be most satisfactory and greatly reduced the problem
which would have otherwlise been encountersd in coordinating such an opera-
tion., During this periad and throughout the dissoiution process the
Custodians continuously mads visits to the Vietnam Rsgionaz)l Exchange (VRE)
and the Comptrollers office to insure campletsa reccnciliation of the VD
and Class I accounts,

1 3 Novamber, bassd on the experience tc dels and the difficulties
of reconciling all accounts and the informaticn contained in USARV letter
‘n Diesolution of Open Messes, it was decided that a revision of

550 rlan wag necessary, BRaviaesd ciosure dalss were eatabliahad
vired, CFA ani the Vietnam Open Mass igency {ViMA) were notified of

- "




v e ey Y S TN e e P e o AT

TAB ¢ (Clubs and Upsn Messes) to Appsndix 6 (Funds, Clubs & Open Messes)
to Annex B (Personnel and Administration) to 25th Infantry Division After
Actior: Report Keystons Robin Bravo

the changes and the other open messes scheduled to pick up fixel assets
were notified of the revised pick-up dates.

f. Upon closure of all (M annexws, 30 Noveiaber ihe Central accounting
Office began the task of preparing the financial stetement and completing
; the redistribution or fixed assets. The terminal sudit ms oonducted by
] USARV Camptroller on 8-12 Deocsmber 1970,

2. Qboervationa. The dissolutiom of the Division's Open Messes, which
was sxpected tc be a difficult and campliocsated task, wos oomducted in an
orderly and efficient marmer. VUMA proved to be of great assistance in
thig endevor,

/ 3. Reocopendations. That Open Mess Systems insure at all times that their
fixed asssts are physically accountad for and a record of these assets are
furnished CPA., This action not only assists in providing other systems with
equipment available for transfer but also makes & preliminary inventory
during the Initial planning stages unreocossary.




TAB D (Open Mess Fact Sheet) to Appendix 6 (Funds, Clubs and Open Messes)
to Ammex B (Personnel and Administration) to 25th Infantry Division After
Action Report Keystone Robin Bravo

1., a, Observation: The guidance for dissolution of the Open Mess
System given in USARV Reg 230-60 and in USARV CPORD 183-70 did not eontain
sufficient detail,

b, Evaluation: The proposed change to USARV Reg 230-60, although
received after the dissolution process began, was of great assistanoe.
Visits to units should be made by representatives from wvarious agencies
(VaA, CPA, Comptroller, etc.) who are qualified tc snswer questions
within the first 3 to 5 days after receipt of redeployment instruotions,

c. Recoomerdation: That USARY finalise the changes of Reg 230-6C
concerning dissolution as expeditiously as possible and add more detail
to USARV OPLAN 183-70, The practioe of sending representatives to
assist the units in this task ia halpful and should be comtinued.

2, a, Observution: The process of reconciling accounts of the Open Mess
System wes hindered by two problems:

(1) The unorganised and in some cases nonexistent menner :n
which records were maintained in the Cemtral icocunting Office.

(2) The sluw response of Class I facilities; e.g., is late as
October the system was still reveiving vouchers for purchases mede in March,

b, Evsluation: Prior to the receipt of the Keystons messags command
interest was shown in the operatict of the Open Mess Sysiem. Several
audits and investigations were conducted and revealed that ths lack of
edequate records and ths long arduouas prooess of reconstruciing records
had begun. Repeated visits were mads conosrning the Class I account and
records were campared in an attempt to szpeed up the recomncilistion process,

¢ Recamerdatian:

(1) Tha! commanders periodically conduct audits and inspect_.ns
of their Open M- ss Systems to insure that:

\&! Records are being maintained properly.
{t} Involoes are being received on a timeiy basis,
t¢!  Cash dishursemsuts ars being mede on a timely basis.
{(2) That & study be condusted of the billing system utilised for
Ciass I accounts in an attempt to decrease the time lag betwesn merchandige

being murchasad and resoeipt of tie involces.
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AFPENDIX 7 (Finance) to Annex B (Personnel end Administration) to 25th
Infantry Division After Action Report Keystons Robin Bravo

1. Genersl. Upon notification of redeployment there were several general
considerations affecting finance operations:

a, The 24 Brigade would remain as a sepaiate Brigade requiring an
organic Finance section., The personnel for this office would have o come
from the Division assets.

b, Two outprocessing stations had to be maintained--one for in-country
transfers and one for DEROS personnel.

¢. The redeployment schedule would start 3 Nov 70, continue through
the November paydey, and terminate no later than 15 Dec 70.

2, Goncepts.

a. The TO&Z for a separate brigade finance office was followed to
establish grade structure, However, beceuss the number of records to
be maintained and because the office would operate by & manual system it
was determined that additional personnel would be needed, In view of the
pay and accounting cycle for the October payrolls, the 24 Brigade Finance
Office was established in two phases. On 8 Nov, after the payrolls were
all turned-in and the Summary and Certification Sheets (S&CS) had been
prepared, the Financial Data Record Folders (FDRF's) of the 2d Brigade
and the records clerk and NCO's who were ultimately to be assigned to the
2d Brigade were moved to Camp Frenzell-Jones, The Pay Division was
immediately put into operation to service the 2d Brigade while et the sane
time preparing the office and billets, The second phase was the movement
of the Disbursing Division, Due to the preparation of the October pay-
rolls by the accounting section for transmittal to the US Army Finance Center
and because ‘the bulk of the work was with the Division Finnnce Office, the
Disbursing Divirion was not moved to the Brigade Finance Office until
22 November, However, in order to support the 2d Brigade until displace-
ment, one officer and one cashier were detached from the main office
(Division Finance Office) on 8 November and established a branch opera-
tion at Gamp Frenzell-Jones. I¢ was decided that the branch office would
operate un a business day besis which was one~half day abead of the main
office business day. The Branch office business was then tranamitted to
the main office by courier each afternoon and was incorperated into that
day's work at the main office. Disbursing Officer's Voucher (DOV)
numbers were assigned by accounting at noon each day for the branch office,
the main office used the same numbere for their business day starting
the following morning. In practical opsration the branch office was
treated as just another cashier in the main office., On 22 November, when
the Disbursing Division was moved, the 2d Brigade Office became the main
office and the Division Finance Office the branch office. On the day
prior to the move, funds were advanced to a Deputy in the Division Office
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APPENDIX 7 (Finance) to Annex B {Personnel and Administration) to 25th
Infantry Division After Action Report Keystome Robin Bravo

with which to start operativns as a branch office on ths following day.

Three cashiers were lIsft tc continue operations at this office., The
business day of the Division Of fice was moved forward ons full day, thus
meking its business day one=bhalf day ahsed of the Brigeds Office. The

funds being transferred were moved by helicopter for sscurity reasoma,

In actuality, on this day {here wers two agents working for a Cash Control
Officer who had no office., On the day following the move, the Cash

Control Officer took over the opsration of the Brigads Office from the

former Agent. Opsrations since then have been very siimilar to éperstims Mg
prior to tha mowve, The daily businesa from the Branch Cffice was transferred
to the Brizade Office eack morning by courier, mad the combined tsiness

of both offices wes closed out at noon at the Brigade Office. 7Tha Brigade
Office took over all check typing functims for both offices,

b, Outprocessing. It was nsocessary to separate the records of thomse
personnel remaining with the 24 Brigmde, those departing dus to DERQS, and
those personnel being reassigned in-country. The eystem established by
OPORD 183-70 worked very wsll so loug as communication and coordinatiom
worked well. Complications developed for the Fimmnce Office btmceuse AG
shipping rosters were not completoly accurate. Confusion acmstimess arose
when individuals being reassigned wers not listed ov the shipping rosters,
wvers changed from one roster to smother, or last mimite amendments to
orders were made, especially ir the cass of 2d Brigade personnel assimments,
However, this problem is an 51d one mnd can never be completely resoiwd,
Therefore, it is necessary for AU and Finence to coordinats very clossly.
It behooves the Finance Office to screen the orders very closely.

c. November Payday. Several urdts commsnced thair stand-dawn periad
just prior to payday which continund seversl daye past peyday. Due to the
amount of time invalved in preparing manual payrolls, advencing sod returning
payrolls, and posting FORF's, mesting payday ami shipping schedules was
2 problem., It was determined that units involved, which had personnel
identified by the shipping roster to be ocutyrocassed on 30 November chrough .-
4 December, wouid be peid by the Finance Cashlar as they outprocessed.
Payrolls were made on those personnei who would process out on 5 December
or after and they would be paid by Class "A" Agants. This was only partly
successful as changes to shipring rosmters, stc. sgain confusd the _
procsdure,

d. American Express Bank Accounis. An objasctive to try to close
nank &ccomts in & minimel amount of time and in consopance with shipping
scholles was ostablished. Seversl alternstives were developed (ses
TA3 A)., Tro Finanoe Offdos provided a clerk in ths outprocessing staiion
to close bank accounts o those personnel upable to go to the baok prior
t> the day they had tc pIoceas. E

PSP TAT
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APPRNDIX 7 (Finance) to Annex B (Persommel and Administration) to 25th
Infantry Divi-ian After Action Report Xeystane Robin Bravo

3. Recormendatdona.

a, The above plans and their implementation worked well and no
serioua probleis were encountered. The same method should be easily
adagtable o othor Finance Offices in similar situatioms.

b, Bvery effort aust be made to prepare orders sufficiently in

advance t¢ allow for maxi:nm procesaing time} changes to orders once
issued should be kept to an absolute minimum,

IAR

A - Instructions for Closing Acoasunts vith the American Express
Militery Banking Faeility Cu ClL:, Vietnsm
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TAB A to Appendix 7 (Finance) to Annex B (Personnel and Administration) to
25th Infantry Division After Action Report Keystone Robin Bravo

INSTRUCTIONS FOR CLOSING ACCOUNTS
WITH THE AMERICAN EXPRESS MILITARY BANKING FACILITY
CU CHI, VIETNAM

1., American Express has & Military Banking Facility in Cu Chi to sexve the
troops of the 25th Infantry Division and other personnel in the Cu Cki
Aree,

2. If you have had a bank account at this facility, it should be closed
prior tc departing Cu Chi end/or RVN. Your bank account mey be closed
several wevs:

a. Come to the bank with your checkbook. You may complete the
recessary form and receive the balance of your account in: MPC, Travelers
Chocks (with a copy of your orders which indicates you are leeving Vietnam
in 24 hours), ot have a check mailed for you to the U.S. address you
indicate on the closed account form. (See 3 below)

b, You may sign the closed account form and turn in your checkbook to
one of the clerks at the outprocessing center. Americen Express will then
reconcile the balance and send a check for the balance to the address you
indicate on the closed account form.

c. You may mail your checkbook with a list of ocutstandinz checkse to:

American Express IBC
Military Becnking Facility
APQ0 SF 96268

Your balance will be forwarded to the address you indicate.

d. You.may alsn transfer your account to another bank by mail. All vou
have to do 13 get a new account opened in another bank, end write to the
addre:.s in 2c above, The American Exprecs will ensure thet the residual
monies in your account ere forwarded to your new bank, In your letter you
should enclose all umused checks, a list of checks outstanding, your new
berk's address, and your new account number,

3., UWwen you get your money, you should teke proper security meacures., lere
are two things you can do:

a. Go immnediately to the finence officer end buy a treasury .caeck which
will be sent out of country for you. These treasury checks are a zood deal.
“he one hitch is that the checks cannot be retained by you in-country. You
must have e commanders certificate to send more than $200.

©. Go immedistely (Don't wait until the day you process) to the finance
officer and ask for a military payment order (MPQ). What happens is that you

B="7e A1



TAB & to Appendix 7 {Finance) to Annex B (Personnel and Adwinistration) to
25th Infantry Division After Action Report Keystone Robin Bravo

give the Firance Off’Cer your money and he issuss you a ¥on-negotiable MPO
{copy in your records, of course). Yhen you get to your next station the
Fipance Officer thery wiil redeee the M0, Iun order to get an MPO for over
$200 ycu muat bave a Coomander's Certifioate.

4. 411 personnel shculd make every effort to close their bank account prior
to their departure, Barnk hours are 0900 - 1500 Mon ~ Fri and 0900 - 1200 Sat.




APPERDIX 8 (Civilian Fersormel) to Annex B (Persgonnel and Adnministration)
to 25th Infeutry Division After Acticn Report Keystone Robin Bravo,

1. Geueral.

a. The Division Labor Officer was the action agemcy for coordinating
all c¢ivilian personnel reductions resulting from redeployment,

b. The 2nd Brigade was provided & full civilian lalur force prior to
the DMivision's notification for redeployment.

ca Civilian personnal employed by the post exchunge were transferred
to other exchange facilities at the discretion of Southern Area Exchange
(Appendix 2), Employment was tarmi.zted for other civilian personnel com-
mensurate with the stard-down schedule of units/activities,

d. The KP smployses for the first unit to stand-down were tranzferred
to the Civision stand-down mess to support the Roll-Up Force.

e. OMA records wers transferred to the md Brigade on 13 Decembter 1979,
and *erminal wagee were paid by the 2rd Brigade labor office.

2., Concerts.

a. The USARV ~ wide reduction in foree (RIF) did not affect the opera-
tions of tne 25th Division since the USARV RIF scheduls closely paralleled
tha Division stand-down schaduie. A4ccordingly, all units and activities
received civilian isbor support throughout the Division's redeployment.,

b. Personnsi whcse employment was terminated during ihe early rhases
of stand-down were paid two weeks severence pay, since security require-
pents prohibited issuance of termination notices until afier their units
had entsred stand-down.

3. Pecommendationg. Even though the hiring of KP's as AIK employees was
the most expedient method available, it is recoumended thot KP's be em-
ployed “th OMA funds, The AIX employees £t the gtarl-down mess did not
receive t = fringe benafita or wage guarantees which were being received
by other UrA employces who were working in weas hal.s neer by. Recommend
that ever during periods of budzet austeri’y, USARV authorize the hiring
of personnel with OvA funds who ars needed for short term employment to
support anit stand-downs.
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APPIMDIX 9 (Special torvices) to ainnex B (kersonnel snd Administration) to
25th Infantry Division Af'ter /iction Report Kerstore Fobin Erevo.

1. General.

as In crder to maintain high morale within the Division the Srecizal
Services Section remained operational through the last phases of stand-
dewi:. In eddition to the normal number of USO and Commard Tourinz Suows,
additional shows were provided with the help of the USARV Zntertainment
~ranch, tait level sports programs were emphasized., Division Softball
trd Volleyball tournaments were held slong with weekly Boxing program.
The Ilikail fast Service Club continued rormal operatirg bours and augmented
its urogram with a variety of "special events" such as chess tournaments,
bingo, game nights, and buffets. The photo lab, library, and VWaikiki East
swimming pool also remained open through the last days of stand-down to
provide entertainment and relaxation.

h. Redeployment of the Special Services Section coasisted of the
lnateral transfor of the service club furnishings to the 10lst sirborne
Division (AM; in Pnu bedl, the photo lab and furnishings to the lst Cavarly
Division {A) in 2ien i e, and the library and furnishings to the Army sir-
field &t Can Tno, There vas also the norm=1 turn-in of TOLE equipment thst
wis serviceable and all ron-~serviceable equipment was turned-in to the
rroperty disposal office for credit. All expendable athletic equipment
and games were shipped to Tump Frenzell-Jomes to be utilized by the 2nd
brigade Srecial Services Seetion; which became operationsl on & Hoverber
1970, R&R and Leave rersonnel continued to be processed et Cu Chi; hLow=-
ever, all orders were cut st Cempr Frenzell-Jones after 15 lNovemiber.

2. Observations.

£o USARV Opecial Services sent the losing and gairing units instructions
for racking and shipping special services equipment. In view of the short
tine available urits were not able to effect full coordination of the ship-
ments, In the future it is suggested that USARV make disposition of the !
facilities farther in advance to sllow for better coordimation. 5

be Both tre photo lab and library were contained in portable trailers
(Porta-Kempa) but required extansive coordiration to relocate because of
the cransportatior and enygineer effort involved. It was not until the final
week of stand-down that en engineer urit wves avellable to perform the necessary
vork on the trailers.

3. Becommendation. That the plenniny snd coordination be completed at an

sarlier date, or a team be provided from USARV trained and equippsd to assist
in relocating Portes-Kamps.
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APPINDIX 10 (Postal) to Annex B (Personnel and Administration) to 25tk
Infantry Division After Action Report Keystone Robin Bravo

1, Gegeral.

a. The Postal Divisicn was responsible for establishing & complete
postal facility at Camp Frensell-Jones for ithe 23 Brigade (Separats) wihile
continuing postal service at Cu Chi Base Camp throughout all phases of
stand-down. In order to extablish a new APFO at Camp Fremsell--Jones, a
minimm mmber of personnel and & NCOIC were sent with enomgh equipment,
including a mail van, to conduct all postal service:r with the exception
of locator service. The new APO, thru coordination with SAMT and USARV
Postal, was eventually able to receive and dispatch meil thru 38th BPO,
eliminating the daily run to and from C: Chi, As the new APO for the
2d Brigade went into operation, a Daily Bulletin Notice informed all
personnal of tneir new mailing address.

L. Scheme changes wers submitted for all units six wesks prior to
their redeployment/inzetivaticn. San Prancisco Military Mail Terminal was
notified that five days prior to a unit's redeploymsnt/inactivation all
mail would cease being sent to the Cu Chi AP0, A3l official mail would
be re-routed to ths 2d Brigade APC and &£11 perasonsl mail would receive
directory service at AMDS,

c. As units began to redeploy and the flow of mail subsicded, the Cu
Chi APO sent more perscnnal to the new APOC to accommodats the need for
increased postal services. After three qusrters of the units had redeploysd,
the locator section was moved to the new APO and the Cu Chi AFD prepared to
close operations., A1l excess squipment wes turned in., 4 mirimal crew
continued postal operations and worked oprimarily out of conax ccntainers
at Cu Chi, Ths new APQ bevams indepsndent with the exception of suprlies
of money orders and stamp vequisitioms.

d, Coordination was established with SAMT, USARV Postel and 38th BPO
s» that after the Cu Chi AFQ closed, all mail addiressed ic Cu Chi not being
directorized by A#lS, i.e., DISCOM and the security unit, would be routad
to Camp Frenzell-Jonss. The security unit left at Cu Chi, uaing its mail
room, established a pick-up and dispatch facility to accommodats those units
left after the Cu Chi APO closad. A daily run to Csmp Frenseli-Jones was
initieted to dispatch cutgoing mail collested from drop bowes and to pick
up Cu Chi bound mail., A Dasily Bulletin Mctice was publisbed awnmouncing
the new procedurs in detail prior to the first day of operation.

e, Upon cloaing the Cu Chi APO, all remaizing equipmen’ was transferred

to the new APC at Camp Franzell-Jonee and all excess perzomiel rsportsd to
the procesaing center for reassigmment,
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APPENDIX 10 (Postal) to Annex B (Personnel and Administration) to 25th
Infantry Division After Action Report Keystone }dobdn Bravo

2, Obgerwations. Although this operation was eomducted during the heaviest
period of Christmas mefling season, mil service was not bhampered. Personnel
being reassigned were notified of their nov mailing sddresses far emough in
advance so' that Christmes redirect mail could be kept at s minimm,

Redirect mail did begin to incresse at the new AP0, however the additiomal
personnel sssigned to Camp Frensell-Jones arrived in tiwe to alleviate

any significant problems,

3. BRecommendationg. The following areas which, if not ocoordinated and
supervisoed closely, could develop into prohlem areas:

8. Al]l persommel in redeploying wmits must be required to suhwi’ locator
cards vhen out-proccessing. This inclwdes DA Form 3531 for nse by AMDS in
providing locator service. It also rrevents a mssive overload ir redirect
mail on the APO locator.

b. Close coordinstion betwsen the Division Postal Officer and USARV
Postal must be maintained to insure that scheme changes are submitted in
sufficiont time to prevent interrupted mail flow,

c. It is imperative that the persommel stremgth of the APO be kept
at least up to TOKE stremgth throughout tho entire operation. 4Also, just
as important is the fact that all persomnel sust be cross-trained in all
the oritical aress of Postal opemtions, i.¢., registry, parcel post, and
selling of money orders.

d. The Postal Officer must insure that a complete and accurate iist
of dates sigznificant to imactivation/redeploymant of uuits be sulmitted to
him at {he verliest posgible date. Also, unit rosters should be submitted
to deterzing 1¢-sdeh wemberitf the wnit/ <ecthru replacesent processing --
bes preparsd the nscsssary looator cards,

s, Units mst process all claims and postal investigations prior to
atand-down.

f. Unit meil clarks must be required to piek up maii up to the last
day of mi! stand-dowm to prevent lnrge swomis of mail requiring losator
service at the Divieien AP0, In addition, shonld any change in the units
status or location arise, the unit meil clerk must notify the Postal
0fficer at tho earliest date,

ge 4ll units mieuld be infermed prior to stamd-dowm, thru uss of the
Daily Bullstin, %o dispcsitiom of Unit Meil Reserds.

h. Postal Clerks and isgistant Postal Clerks mast Mo retaimahle, 2nd,
if pressatiry, an sdditional assistant be qualified to hendle all iypes
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of mail during redeployment/inactivation operetiens. Also, Unit Postal
Officers must stay informed on the status of Postal Clerks and their

operations.

1. Necessary transportation for movemert of mil must be afforded &
priority and be immediately awailable for use by the APO.
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APFENDIX 11 (Provost Marshal) to Annex B (Perasonnel & A ministratiom) to
25th Infantry Division ifter Action Report Keystome Robin Bravo

1. Geperal.

a. Upon notification of redeployment, plans were forrulated ‘o provide
increased lilitary Police support for the followin; &reas:

(1) Main gate check point operations
(2) Ceremanies and VIP security

(3) Internal sscurity

(4) Convoy and traffic control

b, Non-essential operations were aliminated as socn as possible., MID
personnel were utilized 1o reinforce rilitary police check points. Military
police patrols were augmented by the persomnel and scout dogs from a sccut
dog M‘m.

¢. The 2d Brigade was ass!gned & military police detachment which
conslstad of a captain and one MP platoan.

ds The Frovost Mearshsl's section was one of the last of the Division
to stand-down.

2. Concepty.

a, Jisposition of Government Froperty. Units began to disposs of excess
property by unauthorized means, e.g. abandoning, dumping in sanitary filis,
trading, etc. Aggressive action was immadiately taken through command ¢ -n-
nels on a'l property. vehicles were not permitted to leave base camp until
a complatecsesrch of the vehicle was made., All vehicles with UGS property
were required to have a valid Transpcrtation Control and Movemeant Document
(TQD) or comnander's certificate authorizirg the shipmeat ~f sudbject cargo.
Cf< post authorization for the vehicles was also required. A cory of these
restrictions is attached ac¢ TaB Al

e b. Larceny of private property. There was a sharr increase in larcen-
183 of private property experienced in all units scheduled for stand-down.
These larcenies consisted principally of photographic and sterec equimmwnt,
Though perscnnel were continuously re~inded to securs their peraonal prop-
artr, zost of the squipmant we3 astolen from billets left unsecurad or un-
attended. Normally, there were no leads or suspects. Attached TA2 B is
~ notice which served as a rvminder for perscnnel to securs their property.

¢, <ontrol of ASVN Personnel. As unit stacd-Zowns progresssd, many
ARV parsonnel atiampted to gain sntrance to Cu Chi Base Goap in ordsr to
illezally obtain items of squimment andi —materisls. A coptrol systax was
immadiately izrlemanted to insure that ARVN personnrel sntering bass camp

B-11-1




were sut-orized to obtain equiument. This sction wa: sccomplishea tarough
the use of ecscorts and assistance “ror. Us advisors cf the 25th ARV Idvi-
sion.

c. Jonfiscated property and evidence, Large amounts of property and
evidence vere confiscated during the stand-down period., It was extremely
Gif’icult to establish ownership of the pr~operty due to the increase in
tersonnel turbulence. Property was classified as eiiher US property or
rrivate property. U3 property was i zediately turned in trrough normal
su,* 1y chennels. Private croperty was checked against records for the pos-
sibility of it having been reported as missing., Tf owmership could not
be ascertea.rned, curvency was turned in to the Division “inance Office.
Cther rriwvate property, no longer required for evidence, was either de-
stroyed or turned over to the G5 for civic action projects. Zvidence
concerning 2d 3rigade wa: transferred to the 2d Brigade CIO.

e, ‘ar Trophy soglstration. There was & significant increase in the
number of personnel requesting to register war trophies., To meet this
incrense in registration, a registration team went to ezch unit sta-d-

down =ren to expedite registration. :rocedures for registraticn are listed
at Tad C.

£, .11 open CIJ cases were tronsferred to USARV witl . the CID inves-
tigators to fTacilitate continuity in each case.

3. Zggopmendations.

e, That Cormanders re-emphasize the importznce of safsgusrding ver-
soral pr-perty, especially during movement orperations. Jserial numbers
should be recorded by the indivicusl. 4iditional security measures such
as around-the-clock b-rracks guards =re recommended,

b. That increased r personnel be vosted at zate chack voints to check
ocal ‘ztionals entering and leaving. A continuous check to insure all
eaployees are terminated at the designated times arnd that gate passes are
controlled is recessary. Uo advisors cen te utilized most effectiviely
in cortrolling ARVI. and loc:i national personnel.

c, Th i steps be taken in tne planning phase to determine tre disposi-

~ .

tion of confiscited property to prevert accumulaticon of large a.cunts of

Prooeriy.

TABS
A - Control of Government Fropertiy
B - Stand-down Procedures
0 - War Trophy Registration
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TAB A {lontrol of Government Property) to appendix 11 (Frovost Marshal) to annex B
(Personnel and Administration) to 25th Infantr7y uivision After Action Re stone

Ror uoa of this ferm, 500 AR 240-15; the praponent agonsy Is Tho Adjutcnt Conersl’s Office.
e S

SYMIOL SUSNCT
DTO Control of Govermment Froperty
Y0 5¢¢ Jistribution PROM Commanding General DATE 2] Nov 70 cuT 1
25th Inf Div CPT Skender/6427
APO 96225

Venicles loaded with US Government Froperty leaving Cu Chi Bzse Camp will be inspected
by the Military Police at the main gate to prevent unauthorized removal and theft of
US Government property. The following procedures will constitute authorization for
loaded wenicles to exit the Base Caup.

a, Properly executed TQMC (DD Form 1384) annotating origin, destination, signa-
ture, and phone number of shipping unit,

b, Jstandard off-post dispatch procedures will be used. Add general nature of
cargo, dastination, unit identificaticn and phone pumber of releasing efficer.

¢. Units donating excess unserviceable and salvage property will provide the ad-
visor accompanying the ARVN vehicle with a statement listing unit origin, general
nature of carge, releasing officer and unit phone number,

FOR THe COMMANDER:

DISTRIBUTION: R. M. PUCHALSKI
D3 CPT, AGC
Asst AG
:
Be11A-

DA FORN 24 ' REALACKS DD FONN 88, IXISTING BUPRLIZI OF TNICK WILL BK i e
s o A2 iSUED AND WSED UNTIL 1| PES 63 UNLERI SOONER SXNAUSTED. ARV L s SR e v
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TiB B (Stand-down irocedures) to .ppendix 11 (Frovest liarshal) to Annex
3 (Fersonnel and administration) to 25th Infantry Division After Action
evort rneysione robin Eravo

CFFICE OF THE FROVOST MARSHAL
25TH INFANTRY DIVISION
APO 96225

AVDCE. 19 October 1970

SU3JECT: Stand-down rrocedures

TO: ALL CTAlD-DUWN UNIT COMY ANDERS

1. FURFO3z: To provide guldance to stand-down unit cormanders concemniny
nat ers of military pclice interest.,

2. Guisidl: Units standing-down have experienced high ratee of larcenies,
weapons violations, postal violations and cri.es of violence. The stand-
down enviroment contributes to acts c misconduct, which must be prevented
by vigorous command action. It is recommended that stand-down unit commend-
ers implement the [ollcwing procedures.

3. FZASCNLpL CUNTRCL. Continuous control of persomnel must be =maintained
during stand-down. Fersonnel should be restricted to the unit =reas unless
specifically authorized to go eisewhere, lion~assigned rersomnel snould be
prohibited from the unit arex: unless properly cleared for aimittance by a
responsible person. [uster formations ond an ef’active wiit guard sysiem
are very useful.

4o  PFYSICAL 5:CURITY. During stand-down iraceguate facilities exist,
cenerally, to sacure the large amournis of cash and personsl property in tha
vogsession of troors., Interior yuards, barracks guards, and O :
euployed liberally to prevent larceriss. Emphasie should he ninzed on
.riefing of personnel to saleguxprd toeir proprriy,

e
3
+
19

5. AME3TY BAi. A secure conitainer should be set up where

discreetdly disrose of contraband itass {wespons, drugs, mari
1t shoula be weil advertised thz! the box axleils and that it
questions asked” trpe operaticn., Ferscnnel should have the
utildze the box prior to a thorouzh unit shakedown inspectiom.

: Mol od TRA S TR S L I 3 i & y Y PO U & Ayt oy e
O, UWIT SHAREOGHL.  All personnel and their saulpeent shouid be thoroughly
. . - Ce T N 4
: 5 t nfiscated. il iccations in the unit ares
) N Ty chme - i
8 thorcughly che )

iimifed o, such ltoms ss exrmidsives,
CUTTENCY, L9 ourrency. narcelils,

sz iltjous uatiter, e pimnags materiszl
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TiB C (War Trophy Hegistration) to ippendix 11 (Provost liarshal) to ~nnex
B (rersonnel and .dministration) to 25th Infantry Division ifter Action
recort Keystone Robin Bravo

WAR TROPHY RECISTRATION

1. 70 ~egister a War Trophy

} a. irophy other than a firearm.
(1) fake trophy to -ilitary Intelligence representative.
(2) +nen cleared by NI, trophy is registered.

b. «ar trophy firearm.
(1) Teke Iirearm tec :ilitary Intelligerce representative.
(2) .nern cleared, go tc frovost larshal representative.

(3) .-nen cleared ty FM representative, weapon is regis*ered.

2. after Hegistration

a. Irophy other than firearm

(1) Xeep trophy in possession zlong with covy of 603-1,
b, w#ar troph, Iirearm,

{1) Secure “irearz in unit supply/erms room until _ZRC3,  Then
Zeer firearm in possession until you arrive at air

. s

w

I 3 < - —ye i g RIS =
then direct artrorvriate acticn =t that

incossessicn three (3) covies of 603, two (2! co-ies of
~

omrl t ) Cmrmmamcarl o Tani ISt agta AT Tvamprghia
ofiveated STmEmnncAr s veriiiicaie Tl JWneraniy
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APPELDIZ 12 (Staffi Judge advocate) vo hnnex © (Fersonnel and Administration)
to 25th Infantry Division After Action report Keystons Robin Bravo

1 . ggg@; O‘Ao

a. Throughout the cland-doun, reassignmen’s of accused persons within
the Jivision, discuarges UF Chuap 10, €35.200, orders of prisoners to (.. -
rectional holding vetacbmernt, etc., were coordinated on a close coopera-
tive basis bet.zen SJA and AG. C(laims work continued es usual at Cu Chi
until 5 December 1970 when the ciaims offce was clused at Division and
re-coened 2%t the 24 brigads. Until 5 December the Division office adjudi-
cated and paid 2d Brigads claims. Ilegal assistance cantinued as usual at
Cu Cni and Cam» “renzell-Jonss,

b. The Camp Frengzell-Jones branch oflice of the Jivision 5J4, in
support of the 24 trigade, changed its stetus on 8 November 1970 to the
nrganic 3JA office of the 24 rrigade. It had besen careXully stsfled
beforehand to be capable of indeapendent operstions. Or 8 hovember 197C,
the 24 Brigade was sttached to il Fleld ¥erce, Vietnar for GG. juris~
diction, Tuis ensbied the Livision SJa to devote full sttentior and re-
m ining resources to the disposition of pending cases in the uivision (-).
™is was eccomplished and the Division clearsd its ospecialecourt trial
dccket on 2 Jecember 197C with: no pencing disciplinary actions tc transfer
to other commands (except for two GG-M's which the Uivision tried hut
forwarded UF pora S4c, MCY, €9 (Rav) for review and action o a naw GCM
converning authority ond cne urder case in the investigation stage).

2. Cbgervations.

a, u.nexpected early curtailment of {0 tours snnounced ty U3ASV created
havoe with vitness availlability for vcending trials.

t., A.ert trial counsel gnd sdiutants ascertalned and rescted cromptly
Ry ""‘«.\{

.
when a witness wasz curtziled, Trial schedules con bo ghuffled.

Thei a.l courlemartial vitnesses he exenpt from curtailirent until

- 3 3
O lott D]
184 L8 Dvdid,

Tt Tirm conirel on every otockade prisomer and every peadisg
a2l t i for a rapid and orlerly prazeout,

N T -+ i o L I S b | E 3 Y FaR R S 4 A
o DAY & oloes N/ XA working relstiomshiy ve efflecteg Tor racid
> ES . A E N e T ; 1 s
2ia o7 mses during coriods of tour oriailment,
4
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ArFIWDIX 13 (Inspector General ictivities) to Annex B (Fersonnel and
Administration) to 25th Infantry Division After Action Report Kaystone
fobin Bravo

1. General.

a. Aannual General Inspeétions for Units of the 25th Infantry
Division., - -

(1) The schedule of Annual Gencral Inspectioms (AGI) for all units
in the 25th Infantry Division was published in the 25th Infantry Division
Circular 20-1, dated 13 May 1970. When notification of stand-down of the
Division was received, an analysis was made to determine the cut-off date
for conducting Annual Ceneral Inspections. It was decided that inspectious
would interfere, rather than assist, in closing out a unit. All Annual
General Inspections scheduled aft2r 15 October were cancelled. Notifica-
tions of cancellation were dispatched on 14 October 1970.

N

(2) The 3d Battalion, 12ih artillery, located at Cu Chi Base
Camp was the last unit in the Division to receive an AGI on 13 October
1970, 4 report was completed anc forwarded, but n¢ reply of corrective
action was required because the uait wzs scheduled to stand-down on 9
November 1970. :

(3) Of the units remaining with the 2d Brigade, four have received
an Annual General Inspection, Four units in the Brigede Lave not receivel
an innual General Inspection. These inspections will be conducted by
the Brigade Inspector General during the third and fourth quarters of
fiscal year 71. Since the 2d Brigzde Headquarters and Headquarters Com=-
peny had completed a Division Annual General Inspection, the USARV Inspec-
tor General accepted that inspection in lieu of USARV AGI.

b. Zstablishment of the Jffice of the Inspector General at 2d Brigade.

(1) On 8 November 1970 the Cffice of the Ingpectoer General,
2d Brigade (Sepcrate), was established at Camp Frenzell-Jones (CFJ).

(2) The office of the Inspector General was staffed and estab-
lished under the following TD: '

Litle Rank HOS authorizatio
Inspector General MAJ 09310 1

(-

NCOIC/Chief Clerk E8/E7 71L50 1

Clerk Typist E5/E4 71C20 1
Clerk Typist* E, 71820 1

¥Algo performs duties as 4 ton vehicle driver

B=13~1




(3) Wn 9 Hovember, the Lffice of the Inspector Generai, 2d
crigads was manned by two personnel from the Office of the Insveztor
General, Z5th Infaniry vivision. Only necessary desks, chairs, and
office supplies needed to open the office wers transported to CFJ on
this date. The IG office at 25th Infentry Division remained open. 4s
of CUB, 30 lovember 1970, the 2d Brigade Office had accepted and com-
tleted during November five Requests for Aseistan.u. No Inquiries or
Investigaiions were corducted during November 1970,

(4) A1 equimment and perscmne: for ihe 2d Brigade office were
provided fyom the 25th Infantry Division IG Office, with the exception
of the 2d 3rigade Inspactor General Aesignate, who was drawn from other
25th Infzatry Divisior assets,

(5) Oun 3 December, the chief clerk and the balance of ali equip~
zent (authorized and augmented) moved to CFJ. The 25th Infantry Divi-
sion IG Office remained open until COB, 6 December, staffed by the In-
spector General and a clerk typist,

2. Gbgerwutdons.
a. tomplaints/Requests for Assistance (RFA).

1) 7The Sotal number of Camplaints and Zequests for Assistance
(RF4) during the month of Uctober 197C wae 127, The totel numbe> during
liovember was 63, The 50% reductior can be attributed to the s*and-down
and redeployment of units of the Divisionm.

(2) For the month of November, ths twe categories of Ccmplaints/
P7A that continued to be high were: Asoiznment & Razssignment/Transfers/
PCS, with 21 (ompiaints/KFA's; and Unit idministration, with 22 Campl-~ints/
RFA,

b. Ingairies., One lnquiry was initiated. conducted and completed
during November which involved allegations pressnted by g soldier against
kis Company ana Battalien Commenders.

c. Invesiijations. One Investigation was iuitiated, comducted, and
completed during November, involving an artlllery firing incident,

d. There wure no significant compleints or remiests for assistance
as a remuli of the stand-down of the 25ic Infentry Iivision,

e. Pecort of Investigation of the Open Mess System; 25th Infentry
Divicion,

(1} ODuring the plauning for the diecngsgement and redeployment
of' the 25th infantrv Division. the Cnief of :taff expressed corcersn sbout
ihe clubs and directed thet actions be taken to insure an orderly phase
out of the Open liess System ornd to aveid, if poasible, any unsettled
issues or unpaid accovnts,

B=])~2
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(2) The Inspector General and the Gl organized a team corsisting
of one Captain znd five enlisted men to work under the supervision of the
inspector Gene~ 1. The team was to prepare an inventory of all fixed
asgsets, auvdit the records, axamine the oper:tions and provide en over-
watch of the closing out of the two systems.

(3) The inquiry was coaducted during the period 15 October to
25 Kovember by the Assistant IG, 25th Infantry Divisior, pursuart to
verbzl instructions from the Chief of Staff, 25th Infartry Division, 15
Detober.

{4) The inquiry was initiated to exumine all the records of the
Open Mess System and to provide an overwatch of the phase out of the Opan
System, is suspected, irregularities were surfaced and a detailed sxam~
ination of activities related to the irregularities was conducted.

(5) A team of five enlisted men was assigned to assist in the
inspection, The majority were newly assigned to the Division and had
no previous connection with the Cpen Mess Systeam., Ope individual om the
team wae & Cortified Public Accountant. A detailed study of management
practicee and purchasing babits wes made., Simuitanecusly, a completc
invantory of the fixed assetz as well as a thorough audit of the bocks
was conducted.

3, Recommendstions. That the above procedures be considered as a guide
for redeployment of gimilar activities.,

Bel3-3
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ATPENDIY 14 (Keystone Information Certer) to Amnsx 2 (Fersonnsl s:d
/dministration) to 25th Infantry Division After Action Report Eeystone
dobin Bravo,

1. Astions.

&. The Gi section was required io help staff the Keystone Information
Center (K{IC), The Gl was represented in ths KIC by two {2) officers and
three (3) snlisted men. Offering round-the-clock cervice, these personnel
received reporte, nosted charis and provided a televhone answer service
for units with questicns about redeployment eotivities, One officer,
designated as Gi-0IC~KXC, briefed on Gl activities whenever required., The
YT conce;t enebled the primary steff menmbers to continue normal activities
while KIC personnel acted as liaison with the other staff =ections and
raintained & current status on Keystone activities,

b, Charts, used as menagement tools, were displaysd throughout the
#7172, These charts showed eacn stand-down unit's progress tnroughout its
redeployment, The same charts were used for the Command Group's dajlly
briefings and tor briefing visitors.

(1) The Stand-down Strength Fossing Chart (TAB i) portrsyed projscted
stard-down scheduies of each raneuver battelion, The squares indicated
shippin; dates for the units and were color coded to indicate maxirum num-
bers of perscnnel for shipment. The capecity of the processirg facility
was such that only one personnel processing center was required., units
with heavy equipment density nad snipping dates concenirated late in their
shipping schedule vhile units with & light eguipment density wers given
early shipping dates.

(2) The Strength During Redeployment chart (TAB B) was postad daily
to monitor the progress of the Division®s overall personnel reduction.
The =0lid horizontal lirs represents the authorized strength of the resid-
vai brigade. The daghed horizontsl line reflscts the 353 man Roll-Up Force
ugsed in the final closwre and turn over of base camp, The bottom sloping
line (upper left to lower right) deplcte what the Division's atrength re-
duction would he under a maximum shipping condition (Stand-down Strex.th
Fhasing Chart, TAB A) vhile the upper line depicts shipping under minimmm
conditions in order to reduce the Division streugth to zero by the prescribed
tiqe. Iinformation for this chari was obtained from the Conaslidated Strength
Keport (CSR).

(3) Unit Redeploymer* Stetus charts (TAR C) were constructed reflecting
each unit. Units rerortad their strength one day prior to stand-down and
daily thereafter. An Out Processing FPersonnel Report form (TAS G) was used
to record these reports., Each day's losses were computed from these reports
and from the shiprang schedules for sach unit. The informetion displayed
on these cherts was the rost current dats displaysd since it was rsported
from tie unit to the K1C each evenii., This managemsnt tool permitted the
rrogressive reduction of sach unit to be closel:; monitored at all times,

Be=14s1




g TN IO WP R

s EeE L T

L BT 12

RS - VO T AT B LN

Rt

PRaeey

APPENDIX 14 (Kcystone Informatior Center) > Annex B (lersonnel and

Administration) to 25th Infantry Division Arter Actiorn Report Keystone
RObin Bravo .

(4) The Personnel Out Processing chart (TAB D) displayed the number
of in-country transfers by each unit category. Information for this chart
was rrovided by the Adjutant Genersal on the Personnel Processing Report
(T4B G). This chart showed where personnel were reassigned in-country.

(5) The Summary ~f Personnel Processing chart (TAB E) was used for
the Command Group's briefing as an indicator of losses, both daily and
cumlstive, Information for the chart was obtained each evening from the

" Adjutant Genersl section on the Personnel Report and was an up-to-date

account of those individuals who had actually been procesced for either
DEROS or in-country transfer,

(6) The 2nd Brigade Personnel Status Chart (TAB F) displayed the status
of f11l1 of the residual brigade. By meens of tnis chart the Brigade'’s rer-
sonnel strength was closely monitored to insure that the 3rigade was manned
at the required personnel strength., Information for this chart was pessed

from the Brigade to ths Adjutant General for posting on the Consolidated
Strength Rapert.

(7) Other charts were constructed to monitor the progress of turn-in
for the post exchanges, sundry funds, unit funds and open mesaes, Post
exchange charts showed the sequence of events for closure {eg., smack bar
porta-camps, hospital annex, concessions) mand retrograde of fixed assets.
Sundry funds, unit funds and open mesa charts displayed each unit, the audit
dates, closure dates and disposition of fixed assets.

2. Qbgeryations.

a, Initislly, the ACofS, Gl and hie assistanis were overl; occupied
by the KIC activities (brie’ings, posting charts, ete.). An officer was
appointed as the Gl-0IC-KIC to be able tc brief on short notice and to
maintain an up~to-date status of Keystone activities.

b, After stand-down started, information was required from units and
astaff sections in order to provide a meaningful overview to the Commending
General of the progress of the Divicion's stand-down sctivities., The
Adjutant General provided the Consolidated Strength Roster, Consolidated
Shipping Rostera and the Personnel Processing Report. The units proviled
the information for the Out Processing Verscnnel Report (TAB G).

B-14w2




A ~ Stand-down Strength Phasing

w
'

Strength During Redsployment
Unit Redeployment Status

o
]

D -~ Personnsl Out Processing Statua

E = Summary of Fersomnsl Out Processing

F = 2nd Brigade Personnsl Status

G = Out Processing Personnel "eport

B~14~3




Za3 G (Ont Frocessing hersonnel Report) to Appendix 14 (Keystone Information Center) to Anrex B (Porsonnel and idmin-

istretion) to 25th Infantry Division After Action Report Keystone Robin :ravo.

utrroceasing Iersonnel Report
{as of 1800 lrs date of report-
subnitted to Keystone information
Certer NLT 2400 hours)

Iine 1:

2:

UMT

DATE OF REPORT

OFFICERS PRESENT

WO PRESENT

ENLISTED MEN PRESENT

OFFICER LOSSES (DEROS)

WO LOSSES (DERUS)

ENLISTED MEN (DEROS)

FROJECTED OFFICER LOSSES (DEROS)

i A ———

PROJECTED WO LOSSES (DEROS)

PROJECTED EM LOSSES (DEROS)

LAME OF PrRRSON SUBMITTING REPORT

POSITION/FHONE # OF PERSON AT LINE 12

Outprocessirg Fersonnel Report
(As of 1800 ¥rs date of report-
submitted to reystone Information
Center :}LT 2200 Hours)

Line 1: u:IT

2: DATE CF REFORT

3: OFFICERS FRESHELT

4: WO FRESENT

¢ hLISTED +EN FRESENT

5
6: OFFI1CER LOSSES (DERCS)
q

: WO LOSSES (DEROS)

f; ENLISTED 1.BEN (DEROS)

9: I'RCIECTED CFFICER LOS5ES (DEROS)
0

: PROJSCTED WO LOSSES (DERCS)

’
%

11: }YRUJECTED EM LOSSES (DERUS)

12: A6l OF BIRSON SiBnITTING REPORT,

13: 10SITIUN/FHONE # OF FERSOn AT LIrE 12




Ay ZNDIK 15 (4dministretive Services' 1o Annex B (Persomnel and Administra-
tion) to 25th Infantry Division After Action Report Keystone Robin Bravo

1. Generzal

e, During ~cdeployment of the 25th Infantry Divicion the Administrative
Services Jivision was responsible for records management, renroduction of
ordsrs, control of classificd material, and control of accountable formw..

b, After an initiel LOI on records mansgement and publications dis-
position had been distributed, a re~ords management team visi*ad each unit
and staff section to provide assistance in disposition of records, cancella-
tion of publication accounts, and guidence for records turn-in prior to
the last day of the -mit's stand-down.

c. Finel records turn-in was conducted on a prescheduled date for
each unit. All records were retired to the Okinawa Records Center with
the following exceptions:

(1) A1l supply files were turned over to USARV (-4 for auditing.
(2) Open Mess files were sent to USARV Open Mess System.

(3) Functional Files and Congressional Correspondence were sent
to 24 Arigade, 25th Infantry Division,

(4) 1IG Investigative Files were forwarded to IG USARV.

(5) .Pending Award Case Files were sent to 2d Brigade, Awards snd
Decorations Branch

The records turn-in echedule aliowed sufficient time for units to make
corrections on file labuls prior to the last few days of their stand-down.

d. Publications Accounts with publication centers in CONUS and
Japan were cancalled by USARV Publicati s Branchk after they were given
a list of sll account numbers in the Division.

€. Administrative Services Division was responsible for reprodi~ing,
filing, consolidating, and distribnting all general, special and letter
orders, Since ASD wes already oporating on two 12 hour shifts, rescheduling
of duty hours was not necessary to meet the increase in workload, However
prioritiss were establistied (normslly by AG-PSD) and adbered to.

2. Functional Role of the Administrative Services Division during
Redeployment. :

a, Ueneral Hesponsibilities:
(1) Recordc Management

(r) Records dispositicn




AP ENDIX 15 (Administrative Services) to Annex B (Perso-nel and Administre-
tion) to 25th Infantry Iivision Aftar Action Report Keystone Robin sSrave
(v; Blank forms end -~ublications accounts cencellations
(2) Reproductions (See TiB &)
(2) Orders
() Operations Flans
(¢c) Letters of Instruction
b, Flenning
(1) Records Management
(¢) Letters of lnstruction.
(b; Distribution to units and staff sections.
(¢) Scheduled visit by Records Management Teer.
(@) Visited units and staff sectionms.

(e) Provided instructions on disposition procedures.

(f) Provided assistence in records disposition.
(;) assisted in final turn-in of files.
(2) Reproduction end distribution.

(¢; A3) reproduction equipment was brought to & i.gh state
of readiness. .

(b) Sup.lies were requisitioned.
c. Actions Taken

(1) Records Management: (See TiD B)

() LuI distribution.

(b) ieam visited units and staff sactions.

{e) ‘hecords turned in on prescheduled dates.
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.. onDId 15 (administrative Services) to hinnex 2 (rersonnel and Administra-
~ionj vo 25th Infentry Division Lfter Action Report Keystone hooin 3ravo
(2, Heproduction end distribution:
(2] Zero-out system,
{v) Priorities set by AG=PSD on orders.
{3) OClessified Control and Accountable Forms.
(¢) Classified documents destroyed or retired es amropriate.

(v) after shipping sccountetle forms to 22 3rizede to meet
their recuirements the remainder were destroyed.

TABS
A = Statistics

B = Records Management

5-15-3
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2+.B A (5tetistics) to Appendix 15 (Administrative Services) to Annex E
(FPersonnel and Administretion) to 25th Infantry Division After Action Rerort
Yeystone Robin Bravo

STATISTICAL DATA FOR ADMIN SERVICES DIVISION

Soecizl (rders:

or a daily averege of 33,730.

Generzl C-ders:

1,423 Genersl Orders were produced,
number of 651,900 impressions or a daily eversge of 13,796.

During the period of 23 October 1970 thru 1 December 1970
The totsl number of impressions produced was 1,349,170

During the period of 23 Jctober 197" thru 1 December 1970,
This was for a totel

Oct Nov

18-31 1-30 TOTAL
CONPROLLED MESSAGES : 309 652 951
CUHTHROLLED PUBLICATICNS: 246 36 282
CONTROLLZJ COAJESPONDENCE: 283 760 1,043
RATION CARDS 150 950 1,100
CASH MEAL FAYMENT BOOKS 3 11 1
MESSAGE PROCESSZD 2,220 2,130 4350
FUBLICATIONS PROCESSED: 7,405 11,300 18,705
CORAES PONDENCZ : 40,952 72,800 113,752
COUZIER IUNS 140 299 439
©AGiS COLLATED 1,450,809 2,586,000 45036,809
W2WS PAPERS PITCHED 80,000 140,100 220,100
IMITESCIONS REPRODUCED: 1,966,013 2,062,600 4,028,013
AUTHZKTICATIONS : 1,400 1654, 3,054
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{25 B (Hecords Manegement) to Appendix 15 (idministretive Services; to i
innex B (Personnel end Administration) to 25th Infantry Dlvision After
action Report Keystone Robin Bravo

1, -TURPGS:, To provide guidance on the administration, transfer and dis-
rosition of records during iractivation or redeployment. -

2. CBJ=C?TIVE. To insure that 2ll records in the Division are proverly
discosed of, transferred or retained.

3. GarERsL,

&, The followinz procedures will be followed on inactivction, reduc-
tion to zero strength or almost zero strength, redesignation or ‘reorganize-
tion, deployment, return to State cont.ol of National Guard stetus, rever-
sion to laoserve status, or other redeoloyment of units.

b, When a unit becomes eware that all or a portion of the unit-is
scheduled for any of the aforementioned actions the Divicion Records
Manaegement Officer will be contected =% Cu Chi 5337 for specif ic instruc- -
tions on the disposition of records,

c. Dissolved Officer/EM/NCO Club records. The procedures outlined ;
in paragreph 8, below, will be followed when retiring records accumulated i
oy Officer/Nco/m Clubs thet ere dissolved in Vietnam.

d. Shortly after the Division Records Manegement Officer is notified
that e unit will be inactivated or redeployed a representative of his
office will have 2 meeting with the Adjutent, S1 or CO of the unit
involved, During this meeting the following will be discussed;

(1) Esteblish Cormend interest.
() 411 records eligible for destruction will be destroyed. 5

(e) TOP SECRET files will be forwarded to the Division Records
Menegement Officer for retirement.

(b) CONFIDENTIAL and SECRET files will be conaolidated into one
shipment et Bettalion level, when possible, end sent vie Unit Courier to
Division Records Manegement Officer.

{c) UNCLASSIFIED and FOR OFFICIAL USE ONLY Files will be
consolidated into one shipment (seperste from the shipment of classified
files) at Battalion level, when possible, and sent via Unit Courier to the
Division Records Managemant Officer.

(d) All files accumuleted prior to 1 January 1969 REGARDLESS
OF CONT&NT, will be retired, after labels are affixed to file folders,

B-15-B~1
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7.3 3 (Records Management) to Appendix 15 (Administrztion Services; io
criex B (Personnel and Administrstion) to 25th Infentry Division iAfter
action Report Keystone Robin Bravo

(e) Ensure t-at the command has records shipping boxes, tepe,
znd Fecorde 3hipping Lists (Standard Forms 135 and 135a for CONUS wund
USAPFAS Forms 245-R and 245a~R.for USARYIS) sre orn hand. Cardboerd toxes
should conform to the specifications listed in AR 340-1. As an sl ternztive,
foot lockers may be used. Formis end 2 limited number of ceardboerd boxes zre
on hand ‘n the iivision Records Management Officer's Office (AG, idmin Sve

Div). | ,g)

e. Bsttslions will consolidate records being retired by the comranies
under itc control. i

f. hAoprovil of the Division Records lManagement Office must be
obtzined prior to shipping records to this office for retirement. The
upvroval is necessary due to the limited 'spece svailable, .n individuel
who has prepared the records for shipmert should esccompany the records,
this person must be eble to answer questions regarding the recorcs,

4., Inactivation Within Vietnem: ‘hen a2 unit is inectivated within
Vietnam, the following disposition will ve mede of its filee,

&, Files eligible for destruction will be destroyed.

be When a transfer of functiors is involved, files of t-e discon-
tinued unit required by the unit ascuming the functions will be
trensferred to the successor unit. The successor unit will meintein
the files &s a separete entity to preserve their administretive origin
tnd wiil transfer them to the eprropriate records center 2s trescribed
by reguletions., The USARV Records Administration will issue specific
directives to cover the trensfer procedures, when reguired.

¢, SRemaining fiies will be trensferred to the apvropriate DJivision
Consolidated Records Collecting Point (established at Cu Chi} where they "E
will be processed into one consolidated shipment for the entire command <
end further transferred to the applicable records center (see persgraphs
3d (e), (b) and (c) above. Units will not retire records directly to any
records center,

5. Redeployment to CONUS or Cther Overseas 3ase

a., When a unit 1s reduced to zero or almost zero strength, and
escentially only the colors and honor guard are réturning to CONUS or
other overseas bese for inactivetion, the following disposition will te
mcde of ite Tiles,

(1) Tiles elizihle for destruction will be destroyed.
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2t 3 \Records entgement) to Appendix 15 (Laministretive tervices to
118X 5 (rersonnzl and Adminiatrztior) to 25th Infantry ..ivision Afzer
action report neystone fobin Brevo

(2) W.en = transfer of functions is involved, the Provisiors out~
lire: in perzgreph 4o above, will be followed.

(3) The [ollowing reccrds will accompany the unit.
(+, i.ornin; report "iles for the current calerdsr yeer.

(k) zeference set ~ublicutions files (i.e., w.ders’. Orders
runscguentls  uwolished in CONUS, :r other overseas bese, il any, should
be trinsferred to the ULARYJS Records Center upon i.activetion of the
urit in sréer b~ insure that & record copy »f all putlished orders is
retirud,

(¢) any pending rersonnel ections thet vertzin 4z e
individw 1 woo is & moaber of the olement returning tn TIITUE or ¢
overseas bi.se.

(4) ZRemeining files will be trznsferred to the Divisior lornsolidatzd
lecords Oonilecting Foint where trey will be rrocessed into a:e J:nsolideted
shipment {or the entire commanc end Turther trensferred to the arplicable
Records Center (sce perasrephs 33 (t), (¢! anc (d) abova., Units will
n:t retire directly to -+ Aeeorcs Centrrs.

%, when all or the mejoriiy -7 the puriornel assigued 1o tie unit
ere returned to 07'US ur other overs-is base re;erdless il tne unit
is scheduled for imictivation or nov, the follewiry disposition will be
mede 7 ats files,

(1) ~iles elizible fur destructicn will pe desiro.ed.

{2) <ren 2 transfer >f unctians is involved the provisions
outlinei in -era reph 4b, above, will be foliowed.

(3) ZHemeining files will sccompeny the :nit t¢ CIUS or other
oversers tese,

.. Trenmsfer of the Unit, In Neme Only. .han a urdt is reduced to zero
strengih or rlmost zaro strength and essentially only its neme &id evarda
zrd decorations are tranafarrea to another orgenization, regardless of
the eozraphicel location of the orgsnization that is essuming tks nene,
the Tollowin; procedures will be rillowsd.

‘.. Files eli -idle for destruction will be destroyed.

h, «ren & trensfer f functions i. *-voived, the provisicns outlined
in sersoroph 4u, bove, w1l be followed.
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ta2 3 (Reco~ds Menegement) to Appendix 15 (Adninistrative Services %o
aznax 3 (Persomnel end Administration) to 25th Infantry Division After
actinon Report Keystone Robin Bravo

¢, [he unit receiving the nome of the reduced orzenization will e
providea e duplicete set of the zenersl orders, unit orders, and of the
mornirns revorts for the last month only. Also, the receiving unit vill
te ‘nformed wvhere the other records - the reduced orgenizetion will e
nzintzined for reference purpose.

é, Remaininz {iles will be transferred to the Division Consolideted
lecords Collection Foint (established at Cu Chi 3:se Cem~; where they
will be proce:csed into one consolidated shipment for the eniire Dirision
end further trensferred to the eppliceble records center, (see peracrephs
“J2), (b), {¢) cad (d) above. Unitc will not retire directly o any
records center.

7. Redesignation or Reorgenization,

a. wnen a unit is redesigneted cr reorgenized and there isz =z change
in function or mission, the files will be meinteined es a sepere<e entity
by the successor organization. DJuring the next regsularly scheduled
records retirement veriid the files will be transferred to thes epcropriete
USARV Consolidated Records Ccllecting Point (established at each JUSARV
Hejor Subordinate Command) where they will be processed into ome consoli-
dated shipment for the entire ccemmend and further transferred %o the
appropriate records center, (see peragrephs 3d(2), ),'c) and (2 ebove,
Urite will nct retire direct] - to any Records Center,

t. When a unit is reor:cnized without a change in function or mission
the files will be continued end will te 2ut-off in the seme =zzamer =nd at
the same time as if po chan;e of sie*us hai occurred.

c. when a unit is redesiznated without a chenge in function or rmission
the files will be maintained as r separsie entity. During the next repgu-
lariy scheduled records retiirement period, the records will @e trensferred
to “he appropriate records cen‘2r in the menner prescrided in veracraph 7a

annra,
£, Officer/NCO/3M Clubs:

t. The O 2n Mess racoude indicated bzlow from dissolved clubs will te
trensterred to the Vietnam Open Mess Agency. These records will te used
{or specific research wher claims are submitted ty vendors aczinst spe~ilic
oper messes., Club Records other than thoss indicated below will be retired
with the records of tha »nit or Staff Section.

(1) Checkbouks.
(2) Check registers.
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2.3 3 (Hecords Menagement) Yo Appendix 15 (Administrative Services) to
amex 3 (Personnel and iiministration) to 25th Infentry Division ifter
sction evort Keystone Robin Bravo

Board of Governor's minutes.
Accounts payable ledger.

General correspondence with vendors,
Purchase orders.

Invoices.,

Delivery receipts,

Disbursement vouchers,

Time sheets,

—
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b. Remeining records will be transferred tc the appropriate
Consolidated Records Collecting Point. (establisked st sach USARV
Major Subordinate Command).

ipcloguxns
1 = Check List

2 = Example
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IECLOSURE 1 (Check List) to TAB B (Records Management) to Appendix 15

\hdministrative Services) to innex B (Personnel end Administration! to

25tn Infentry Division After Action Report Keystome Robin Bravo

i, are the following references available to personnel making
disposition of records:

a., aR 340-1?

Lo iil 340=27

¢, L. 347=12 Series (not spplicable for Brigsde znd lower
Units}”

d, "UARV Reg 340-1 (this rejulation is dzted 1 Sep 70 snd
has not feen distributed. It is anticipeted that it will be
received urior to 31 Oet 70.)

2. Are the appropriete personnel (Office Chiefs, Cormending

Officers and Sapervisory Personnel) mowledgeable of the conient

of the references in peragraph 1 ebove?

3. Doss the Unit/Staff Section heve copies of USARPAC Forn
245-% aveilable? {Note: This form musi be used f-r records
being retirzd to the USARYIS Zecords Center,)

4. Have the records auchorized for destruction when no lonzzr

required, obsolete, or upon iiscontinuance been destroyed? (zZx-

ample: Fublications issued by another Headquarters.)

5. Are the followinz files availeble for retirement:
. Unit fund council file a-d urit fund accountin: file?
0. Staff Section journels and journal [iles at all levels:

¢, Operational end administrative plans with all ba<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>