ADMINISTRATIVE DUTIES OF THE CHAPLAIN ASSISTANT IN SUPPORT OF THE BUILDING STRONG AND READY FAMILIES (BSRF) PROGRAM
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Command Master Religious Plan (CMRP) 

The chaplain assistant must plan and organize support for the BSRF Program at the

Brigade and Battalion levels of operation.  This requires researching the support needs of the program, developing a plan that will fulfill the support requirements, and managing the implementation of that plan to ensure all the goals of the event are accomplished in keeping with the chaplain’s directives.  What follows has been generated from the 25th Infantry (Light) Division Artillery UMT’s model of implementation.

1. RESEARCHING THE SUPPORT NEEDS.  The support needs for BSRF is directly

related to the program’s three levels of implementation.  While each level has its own distinct training materials, there are certain supplies and logistics, which are used throughout all three levels.  Such supplies include, but are not limited to, the following:  Proxima; Computer (notebook or laptop); Overhead Projector (with back-up bulb); VCR; Projection Screen; Extension Cords; Pencils; Markers; Easel (dry erase board preferable); Name Labels.   (A portable P.A. System, with CD/Cassette capability is recommended in order to provide amplification that is commensurate with the professional standards of the program and program setting.)

2. TRAINING MATERIALS AND SUPPLIES.   Both husband and wife are required to

utilize all training materials and supplies (include two copies each).

a. Level 1.   DUO-TANG Pocket Portfolios (minimum 30), containing the following

Items:  Portfolio Cover; Commander’s Welcome Letter; Program Agenda; Extracts from John Gray’s title, Men Are from Mars, Women Are from Venus; Prevention and Relationship Enhancement Program (PREP) Speaker/Listener materials; Myers Briggs or Kiersy Personality Inventory materials and Program Evaluations.

b. Level 2.   DUO-TANG Pocket Portfolios (minimum 30), containing the following

items:  Program Agenda; PREP materials and Program Evaluations.

c. Level 3.   DUO-TANG Pocket Portfolios (minimum 30), containing the following

items:  Program Agenda; Seven Principles for Making Marriages Work materials and Program Evaluations. 

5. DEVELOPING A PLAN.  BSRF implementation shall be determined upon

coordination with the chaplain and the Brigade/Battalion S3s.  Once dates for each level have been determined, determine logistical support as follows. 

a. Level 1.  Contact Hilton Turtle Bay for reserving the off-post training site. 

Conference Room Rental Fee is waived subject to purchase of meals (Continental Breakfast and Lunch Buffet – minimum of 50 meals each).  Draft IMPAC Credit Card and Chaplains’ Nonappropriated Purchase Order Requests.  If program costs exceed maximum amount authorized for IMPAC expenditure, prepare and submit DA Form 3953.   Reserve TMP support.  Draft MOI and transmit to units (monitor replies to suspense).

      b.  Level 2.  Contact Helemano Chapel for reserving the facility.  Determine vendor to provide lunch. Draft IMPAC Credit Card and Chaplains’ Nonappropriated Purchase Order Requests.  Schedule Community Health Nurse Office for afternoon Couples’ Health Assessment.  Reserve TMP support.  Draft MOI and submit to units (monitor replies to suspense).

c.  Level 3.  Contact Sheraton Waikiki for reserving the off-post training site. 

Conference Room Rental Fee is waived subject to reserving lodging for couples – standard minimum of 25 rooms.  Draft IMPAC Credit Card and Chaplains’ Non-appropriated (NAF) Purchase Order Requests.  If program costs exceed maximum amount authorized for IMPAC expenditure, prepare and submit DA Form 3953.  Reserve TMP support.  Draft MOI and submit to units (monitor replies to suspense).

6.    MANAGING THE IMPLEMENTATION.  The Brigade UMT NCO shall provide

technical assistance to the subordinate-level UMTs in the implementation of BSRF in accordance with the following support requirements.  According to the Brigade Chaplain’s directive, clarify the roles and relationships of each chaplain assistant involved with the accomplishment of each level of training.  This clarification is done when supporting tasks are assigned for each level and on a regular basis through in-process reviews and briefings with each chaplain assistant involved with each level.

a. Office administration.  Ensure chaplain assistants gather the pertinent publications

to use as reference materials as directed by the chaplain.  Review MOIs and ensure correspondence is prepared in accordance with (IAW) AR 25-50 and is acceptable for signature and dispatch.  Ensure a list of attendees is developed based upon unit S3s compliance with MOI suspense and notify the Sheraton Waikiki of names for room list (Level 3) – ensure staff conducting training are included in list.  Ensure attendees are entered on Excel Spreadsheet, BSRF Master Attendance Roster.  Once soldiers have completed all levels of training, ensure Certificate is drafted for Commander’s signature.  Ensure evaluations are identified regarding level and date of training and filed.

b. Financial operations.  Ensure chaplain assistants receive IMPAC Credit Card

training in order to be cardholders.  Review CMRP for program’s allocation and correct management.  Review IMPAC and NAF Requests for accuracy and preparation IAW local SOPs.  Ensure all invoices are received for payment and managed IAW local SOPs.   

c. Logistical operations.  Ensure all training supplies are procured for a 90 day

available projection.  

d. Unit relationships.  Ensure chaplain assistants monitor BN S3s’ submittal of

names and provide up-dated Master Attendance Roster for assisting in identifying soldier eligibility.  Request updated AD HOC from Brigade PAC to further assist in identifying eligible soldiers.  Publicize the training through the chain of command to encourage maximum participation. 

e. Staff relationships.  Ensure chaplain assistants brief the status of program support

activities at Brigade UMT Staff Meetings.  Evaluations from each level are to be submitted to the Brigade Chaplain for data extract and follow up.

f.  Program execution.  Ensure attention to detail is accomplished throughout the

planning and execution phases.  All logistical support is to be tested prior to program’s date for performance reliability.  TMP vehicle shall be dispatched to include the day prior to the program date and will be available for loading and transporting logistics to the program site.  Chaplain assistants are required to assemble and break down all support items required for presentation and set up for the training as directed by the chaplain.  The chaplain assistant will diligently accomplish program monitoring, including all meals (safeguard all invoice material).  Sensitive items will be secured when not in use for an extended period of time and overnight.  At the close of the training, the chaplain assistant will ensure the site is restored to its original condition, and transport all supplies and equipment back to the chaplain’s office.       

Feedback

Inherent in BSRF training is a fusion of fundamental staff functions performed by chaplain assistants at all skill levels.  The continued successful performance of these essential tasks supports the Division Artillery Commander’s esteemed significance of this program.

“My command intent is to establish a positive organizational climate

that supports battle focused training to sustain soldier, family,

leader, and collective unit readiness to meet mission requirements.

  Soldiers and Families are our most valuable resources.

Soldier and Family Spiritual Readiness is a combat multiplier.”

-Colonel Rodney O. Anderson

