 FRG SOP
Informal Fund

February 8, 2010
MEMORANDUM FOR Leaders, Soldiers, and Spouses of 6th Air Defense Brigade
SUBJECT:  Family Readiness Group (FRG) Organizing and Informal Fund Standard Operating Procedures 

1.  Reference


a.  Army Regulation (AR) 608-1, Army Community Center, Apppendix J (21 JULY 2006)

      b.  AR 210-22, Private Organizations on Department of the Army Installations (22 October 2001)

      c.  AR 600-29, Fundraising within the Department of the Army (01 June 2001)

      d.  AR 600-20, Army Command Policy (06 June 2006)

      e.  AR 608-1, Army Community Service Center (06 December 2006)

      f.  USAFACFS Reg. 608-2, Fundraising (29 April 2005)

2.  Purpose.  To provide guidance for sustaining FRG activities and maintaining an informal fund within 6th Air Defense Artillery Brigade The primary goal of our FRG is to support our military mission through provision of support, outreach, and information to family members and Soldiers.  The FRG is a recognized organization of family members and Soldiers belonging to this unit, who together provide an avenue of mutual support and assistance, and a network of communication among the family members, the chain of command, and community resources.

3.  Responsibilities.

     a. Commander.


(1)  Anticipates and addresses the needs of the Soldiers and their families when a temporary separation occurs through orientation programs, FRG newsletters, predeployment briefings, family assistance handbooks, and social functions.


(2)  Facilitates systems of mutual assistance and a network of communication prior to and during deployment that includes the FRG and the chain of command.


(3)  Actively sanctions the FRG and officially appoints, in writing, the key representatives (FRG leader, treasurer, key caller, and welcome committee chair).  


(4)  Provides unit information systems, facilities, and resources to the FRG to include space, volunteer support, paper and printing supplies for FRG Newsletter, government vehicles and transportation, appropriated funds, reimbursement of incidental expenses, unit rosters, government mailing, and administrative supplies.


(5)  Ensures that family members receive an installation telephone directory, and prior to a deployment a family assistance handbook.


(6)  Oversees the management of the FRG Informal Fund.

b. FRG Leader.


(1)  Serves as the commander’s primary family member representative and point of contact.


(2)  Represents the FRG along with the commander at battalion level family readiness meetings or functions.


(3)  Serves as the primary liaison between the commander and family members. 

     c. FRG Informal Fund Custodian (Treasurer).




(1)  Maintains, accounts for, and documents spending of the FRG informal fund.


(2)  Provides the commander with financial reports.



(3)  Ensures that use of the FRG fund is limited to expenses that support the purpose and mission of the FRG, and that the money will not be spent in a way that appears to be improper or contrary to Army interests. 

     d. Soldiers.




(1)  Keep the chain of command informed of any change in family status (marriage, births, divorce, deaths, etc.)


(2)  Keep appropriate deployment documents such as Family Care Plans and required emergency data updated in their personnel files.



(3)  Ensure that information regarding the FRG is provided to family members. 



(4)  Support and encourage family members to support the programs, services, and activities designed to maintain and enhance the quality of life and well being of all members of the FRG. 

4.  FRG Meetings. FRG meetings will be held once per month at (location and time to be determined by the FRG Leader and commander).  Purposes of the meetings include but are not limited to:

     a. Plan and coordinate future FRG activities or functions.

     b. Disseminate important command information about upcoming training events, distribute updated calendars, etc.

     c. Welcome new family members.

     d. Review FRG informal fund status.

5.  FRG Volunteers.  Includes FRG Leader, Treasurer, Key Caller, and Welcome Committee Chair.

     a.  Will be appointed by the Unit Commander. Copies of appointment letters will be forwarded to ACS.

     b.  Will in-process with ACS Center and register as statutory volunteers.

     c.  Will posses a job description.

     d.  Unit Commander will ensure that volunteer hours are submitted monthly to ACS.

6.  FRG Informal Fund.   The FRG fund is considered an informal fund.  Use of the fund is limited to expenses that support the purpose and mission of the FRG, and will be used for activities that support the entire group rather than for specific individuals.  The fund will not be spent in a way that appears to be improper or contrary to Army interests.  Any disbursement of funds will first be approved by the FRG members.  (FRG may outline here how approval will be obtained; for example, by majority vote). The following guidance will be followed:

      a.  The fund’s purpose and function are to provide support and recognition to the FRG members during the following life events: organizational functions and to purchase sympathy card/flowers upon hospitalization or in the event of death of any unit members and its immediate relatives

      b.  Only one informal fund may be maintained.    To avoid Federal income tax liability, the fund will be capped at an annual gross income of $10,000.  If the fund was ever to reach an amount above $10,000, immediate action will be taken to reduce the fund to $10,000.  The informal fund will be earmarked for specific planned purposes.

     c.  The commander will appoint an FRG member in writing as the fund custodian/treasurer, and another as the alternate.  The fund custodian and alternate will be responsible for informal fund custody, accounting, and documentation.  The informal fund custodian and alternate will be liable for any loss or misuse of funds.  The custodian may open a bank account, under the FRG’s name that does not bear interest or dividends, with a letter from the commander designating who may draw checks on the account.  The unit commander may require the fund to be bonded in accordance with AR 210-22.  FRG informal funds may not be deposited or mixed with personal or unit funds.  The custodian will provide the unit commander a monthly report.  An annual report on the fund will be provided to the first colonel (O6) commander or designee in the unit’s chain of command no later than 30 days after the end of the calendar year.  A report will also be provided upon a change of command, change of custodians, and when irregularities are suspected.

      d.  Examples of authorized uses of the fund are:  FRG newsletter that contains predominately unofficial information, purely social activities, holiday parties, FRG parties or outings, volunteer recognition, supplemental unit send-off and welcome home activities, etc.  

      e.   Examples of unauthorized uses of the fund are:  augment other unit informal funds; purchase items or services which may be paid for by using APFs; and purchase traditional military gifts, such as farewell gifts

     f.  This FRG informal fund is for the benefit of its members only and is established exclusively for charitable purposes and to provide support to Soldiers and family members as the Soldier and families adapt to Army life.  It is not a business and is not being run to generate any profits.  It is not an instrumentality of the United States Government. 

7.  Fundraising.  

    a. External fundraising outside the installation is not permitted.  

    b.  Internal Fundraising may be conducted, incompliance with AR 608-1, App. J; AR 600-29, paragraph 1-5; DoD 5500.7-R Joints Ethics Regulation; and USAFCOEFS Regulation 608-2.  The FRG may officially fundraise internally from its own community members or dependents, and from all persons benefiting from the FRG.  Therefore, if the installation benefits from the FRG, the FRG may fundraise across the entire installation.  All fundraising activities, regardless of its location, will require prior approval from the Garrison Commander.  Unless other guidance is provided, the request for fundraiser approval will be submitted to the installation’s Private Organization Coordinator,Ms. Cheryl Foster; and will need a legal review from the Office of the Staff Judge Advocate’s Ethics Counselor.  

          (1)  A risk assessment plan may be required by the Garrison Commander or his designated safety representative, for their concurrence, prior to the scheduled event.  The risk assessment will be written, and will include countermeasures for each risk identified.  The risk assessment will include all potential hazards to all personnel, property, equipment, moving parts, fuels, compressed gases, flammable liquids, chemicals, poisons and pesticides, water sanitations, slips, falls, entanglements and fires.    The unit commander will review and approve the risk assessment, before it is provided to the Garrison.

          (2)  If a risk assessment plan is required, an after action report will be submitted to the Private Organization Coordinator, Cheryl Foster, within 30 days of completion of the fundraiser.

8.  Solicitation and Donations.   Solicitation of donations and gifts are prohibited.   The FRG may not unilaterally accept unsolicited donations.  The unit commander may accept an unsolicited gift or donation of money or tangible personal property of a value of $1,000 or less for its FGR informal fund, after consultation with the installation Ethics Counselor.  Any other unsolicited donations will have to be donated to ACS, by the donor; and accepted by the Garrison Commander for the benefit of all FRGs functioning on our installation.   

9.  FRG Newsletter.  The FRG will publish a newsletter once per month (or as decided by the commander).  The unit will prepare a standard operating procedure (SOP) that will provide guidance on preparation, printing, and distribution of FRG newsletters.  The goal of the newsletter is to disseminate important family readiness and command information to soldiers and family members within the unit.  Newsletters may be distributed by e-mail or official mail.  In order for newsletters to be mailed using official government prepaid envelopes, they must contain official information.  The newsletter must clearly state that it only contains official information.   

     a.  Prior to mailing, the commander will apply the following guidelines to determine whether the content of the newsletter is official:

          (1) Information related to unit mission and readiness, including family readiness.

          (2) Information which is educational in nature, designed to promote informed, self-reliant service members and families.

          (3) Information regarding service members and families which promote unit cohesion and helps strengthen the ongoing esprit among family members within the unit.  

      b.  When the unit commander determines that a newsletter contains unofficial information (may not exceed 20 percent of the printed space used for official information), but also includes official information, then the following statement must be included, “The inclusion of some official information in this FRG newsletter has not increased the cost to the Government, in accordance with DoD 4525.8-M, Official Mail Management Manual”.  If the unofficial information increases the mailing cost to the government or includes personal wanted/for sale advertisements, then official mail may not be used, and the FRG will be responsible for paying the mail cost; by using, for example informal funds.  

10.  Government Vehicles.  The unit commander may authorize the use of Government vehicles to support official FRG activities when:

     a.  It has been determined that the use of the vehicle is for official purposes and that failure to provide such support would have an adverse affect effect on the FRG mission.

     b.  The driver has a valid and current license to operate the vehicle, and all other regulatory requirements regarding the use of Government vehicle have been followed.

     c.  The use of the vehicle can be provided without detriment to the accomplishment of the unit’s mission.

     d.  The authorization to drive a Government vehicle will be included in the volunteer’s position description.

      e.  Only statutorily registered volunteers will be authorized to drive a Government vehicle.  

11.  Telephone Network/Chain of Concern.  The company telephone network or chain of concern is a vital tool in disseminating information to members of the FRG.  To facilitate phone contacts, a FRG roster consisting of names, addresses, and telephone numbers of Soldiers and families within the unit will be distributed to FRG volunteers.  Participation must be on a voluntary basis and a Privacy Act statement will be included on the roster.  To maintain maximum participation, the purpose of collecting this information will be explained to all Soldiers during their in-processing into the company and to all family members at a FRG meeting or welcome briefing.

12.  Recommendations.  An active FRG is vital to unit effectiveness during deployment or extended training exercises. All Soldiers and family members are encouraged to provide feedback and recommendations to improve FRG operations.  Recommendations can be given verbally or in writing to the FRG coordinator or company commander.

13.  This SOP has been approved by the majority of its members.  Effective date 27 APR 2010.


DONALD G FRYC


COL, AD



Commanding
