[image: image2.wmf]Privacy Act of

1974

[image: image3.wmf] 

[image: image4.wmf] 


[image: image5.wmf] 


[image: image6.wmf] 


[image: image7.wmf] 

[image: image8.wmf] 


[image: image9.wmf] 



TABLE OF CONTENTS

Introduction……………………………………………………………………pg KV-1
History of the Key Volunteer Network (KVN) Program……………………...pg KV-1

Marine Corps Family Team Building (MCFTB) Order……………………….pg KV-2

The Key Volunteer Role……………………………………………………….pg KV-2

The Key Volunteer’s Responsibilities…………………………………………pg KV-3

Becoming a Key Volunteer…………………………………………………….pg KV-4

Leaving the Key Volunteer Network………………………….……………….pg KV-4

Working within the Chain of Communication…………………………………pg KV-5

Members of the Key Volunteer Network……………………….……………..pg KV-5

Confidentiality Issues………………………………………………………….pg KV-8

Required Reporting……………………………………………………………..pg KV-10

Keeping the Roster of Assigned Families……………………………………...pg KV-11

Sample Rosters……………………..………………………….……………….pg KV-12

Sending Letters of Welcome/Making First Contact with Families…………….pg KV-13

Unit Family Contact Sheet……………………………………………………..pg KV-14

Unit Family Contact Log……………………………………………………….pg KV-15

Funding…………………………………………………………………………pg KV-16

Reimbursement Procedures………………………………………….…………pg KV-17

Providing Information and Referral Services…………………………………..pg KV-19

Information Worksheet…………………………………………………………pg KV-21

[image: image10.wmf] 


National Resources……………………………………………………………..pg KV-23

Getting Information to Families………………………………………………..pg KV-25

Routine Calls…………………………………………………………………...pg KV-25

Crisis Intervention Calls………………………………………………………..pg KV-29

Acting as a Communication Link……………………………………………...pg KV-32

Emotional Stages During Deployment………………………………………...pg KV-33
Mobilization…………………………………………………………………...pg KV-34

Crisis Response………………………………………………………………..pg KV-34

Informing the CO About Family Concerns…………………………………..pg KV-35

Disseminating Unit Information to Families…………………………………pg KV-35

Dealing with Rumors…………………………………………………………pg KV-37

Dealing with the Media………………………………………………………pg KV-37

Appendix ……………………………………………………………………pg KV-39


Marine Corps Order 1754.6………………………………………… A


Volunteer Agreement - DD Form 2793……………….……………. B

Key Volunteer Network Contacts…………………………………... C


Unit Family Contact Sheet………………………………………….. D


Key Volunteer Contact Log………………………………………… E


Reimbursement Form  - SF 1164…………………………………… F


Sample Electronic Funds Transfer Form…………………………… G

INTRODUCTION

This document, the Key Volunteer Reference Guide, is the primary reference tool for Key Volunteers.  This section of the reference guide covers the history of the program and the Marine Corps Family Team Building (MCFTB) Order that governs the program.  The other sections describe:

· The role of the Key Volunteer

· The Key Volunteer’s responsibilities

· Working within the chain of communication

· Confidentiality issues

· Getting started as a Key Volunteer

· Providing information and referral services

· Acting as a communications link
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The last section of this reference guide contains forms and other tools for your use.

History of the Program

The forerunner of the Key Volunteer Network (KVN) began at the 

2d Marine Aircraft Wing (MAW) at Marine Corps Air Station (MCAS) Cherry Point.  Originally, the program was called the Key Wives Program.  The program was successful, and it was formally established for the Marine Corps as the Key Wives Network in September 1991.  The order that governed the original program was MCO 1754.2.

In 1993, the name was changed to the Key Volunteer Network.  In 1999, MCO 1754.6 updated the guidelines for the program, and the KVN was made one of the MCFTB programs.

In 2001, all training materials were updated to standardize the KVN within the Marine Corps. Four years later, revisions were made to reflect any changes in policy or practice to include OIF/OEF lessons learned.

April 2004 Online training became a flexible training option for the KVN programs assisting those on independent duty or in remote areas. The KVN online training can be accessed via a link on the Marine Corps Community Service website. 

MCFTB Order
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The KVN is one of the family readiness programs outlined in the MCFTB Order.  These programs focus on preventing potential problems and educating families.  The result is a self-sufficient Marine Corps family that enhances mission readiness.

The MCFTB Order defines the KVN as a “communication network, formed within a unit, to help keep families better informed about the mission and tasks of that unit, and to assist in establishing a sense of community in that unit.”

The order notes that the KVN provides information and referral services so that problems can be solved at the lowest possible level.

The MCFTB Order covers the following: 

· The structure of the program

· The Privacy Act and policy on confidentiality

· Administrative support

· Training

· The reimbursement of incidental volunteer expenses.

You can view a copy of MCO 1754.6 in the appendix of this guide. The most up-to-date version is also posted on the MCCS website @ www.usmc-mccs.org. 

THE KEY VOLUNTEER ROLE

A Key Volunteer is a spouse of a member of the unit, who is appointed in writing by the Commanding Officer (CO).  In a reserve unit, the Key Volunteer may also be a family member of a member of the unit, appointed at the discretion of the CO.

The Key Volunteer:

· Serves as a communication link between the CO and unit families

· Provides information and referral services to unit families

· Acts as a role model to demonstrate good coping and stress management skills.

THE KEY VOLUNTEER’S RESPONSIBILITIES

The Key Volunteer’s performance directly affects the quality of life and morale of unit families.  The CO relies on the Key Volunteer’s judgment, reliability, and positive attitude in accomplishing the goals of the program.
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The Key Volunteer’s responsibilities are to:

· Welcome incoming members and their families

· Participate in the chain of communication and phone tree as directed

· Manage family readiness roster information

· Provide information and referral services to families

· Provide the CO, via the Key Volunteer Coordinator (KVC), with information and feedback regarding family readiness issues

· Offer information and referral assistance to families during crisis or difficulty

· Assist the KVC as directed (for example, helping to produce the newsletter)

· Perform other duties as determined by the CO.

The MCFTB Order leaves it to the Key Volunteer’s discretion whether or not to take on other responsibilities occasionally. But, there are some things you are not to do: 

· The Key Volunteer does not act a counselor.  

· The Key Volunteer does not participate in Casualty Assistance Calls.

· The Key Volunteer is not a babysitter or taxi driver. 

· The Key Volunteer does not solve other people’s problems for them.

· The Key Volunteer does not misuse the position for control or power. 

· The Key Volunteer does not gossip.

Becoming a Key Volunteer

To become a Key Volunteer in your unit Key Volunteer Network, the following must occur:

1. Selection by the CO and appointed in writing 

2. Completion of Key Volunteer Basic Training course (on-installation, online or in a unit session). 

3. Volunteers who have completed KVN training online or completed KVN training elsewhere must also receive local resource information training. Installation KVN trainers or unit readiness members (FRO or KVC) coordinate this follow up training.
4. All KV’s must receive the current Commander’s intent/unit specific information as well.
5. Completion of the Volunteer Agreement (DD Form 2793). See sample in Appendix.
Leaving the KVN

A Key Volunteer may leave the KVN at any time without repercussion.  He or she should write a simple letter of resignation and submit it to the CO via the KVC.

There are situations that may require the CO to ask a volunteer to leave the program. For example, breaching confidentiality or failing to perform duties within an agreed-upon timeframe would be two such reasons. In the end, the CO of the unit is responsible for all aspects of the KVN program, which includes the appointment and dismissal of all Volunteers. 

WORKING WITHIN THE CHAIN OF COMMUNICATION

The KVN is an official program of the Marine Corps and operates within a military framework.  Although it doesn’t have a chain of command, its “chain of communication” works in much the same way.  It allows for effective communication and for issues to be resolved efficiently.

Working within the chain of communication saves time.  A Key Volunteer shouldn’t go to the Commanding Officer (CO) with things that could have been handled by the KVC.  The Key Volunteer should follow the chain of communication to the KVC first but if they are not available to the FRO next. If the situation warrants it, a Key Volunteer can speak with the CO only if the other options have failed.

Following are descriptions of all the critical members that make up a unit KVN.

Commanding Officer (CO)

The CO establishes and maintains the KVN within the unit.  He or she determines the direction of the program and provides funding and unit support.  The CO selects, appoints, and replaces the Key Volunteer Coordinator, Key Volunteers and Key Volunteer Advisor.

Any problems within the KVN should be taken to the CO or the CO’s designated representative.  Examples of problems include, but are not limited to:

· Conflict between Key Volunteers

· Key Volunteers who are not following guidelines

· Insufficient support from the Family Readiness Officer (FRO).

Family Readiness Officer (FRO)

The FRO is a military member of the unit, appointed in writing by the CO.  The Key Volunteer generally contacts the FRO through the KVC.

The FRO has the following responsibilities in the KVN:

· Provides oversight and coordination for the CO regarding all family readiness issues

· Acts as the military point of contact for the KVN

· Provides administrative and logistical support

· Assists with the recruitment of Key Volunteers

· Maintains a unit roster of names, addresses, and phone numbers and possibly email addresses

· Provides the updated unit roster to the KVC

· Develops and distributes the newsletter with the assistance of the KVC.

Key Volunteer Advisor

The KVA is an optional position within the KVN.  Appointed in writing, the KVA acts as an advocate for the KVN program and serves as a mentor to the KVC and Key Volunteers. It’s recommended that the Advisor have previous experience as a KVC or KV and attend KVN training. KVAs are encouraged to attend both KV Basic and KVC training if they have not been trained within the last three years.  If trained within the last three years, but at another installation, it is recommended that they attend the resource portion of KV training at their current installation.
Key Volunteer Coordinator (KVC)

The KVC is a Key Volunteer that is appointed in writing by the CO as the coordinator of the unit network.  This position is required in each unit. The KVC meets with the CO regularly on family matters and is the conduit for information to and from the Key Volunteers.  The KVC organizes and coordinates all aspects of the KVN and reports directly to the CO or designated representative.  The KVC may recommend other Key Volunteers for appointment by the CO.   If the unit is small, then the KVC may be the only Key Volunteer.

The KVC also assists the FRO with:

· Recruiting Key Volunteers and coordinating their training 

· Developing and distributing the newsletter

· Establishing a communications network, e.g., a phone tree.

Marine Corps Family Team Building (MCFTB) Director and Staff

The MCFTB director and staff provide Key Volunteer training and referral support aboard the installations. They are also available to provide the many MCFTB programs such as Chaplains Religious Enrichment Development Operations (CREDO), Prevention and Enrichment Relationship Program (PREP), Spouses’ Learning Series and Pre-deployment and Return and Reunion briefings and materials. 

HQ MARFORRES provides MCFTB support and guidance unique to Reserve units.  Marine families from Selected Marine Corps Reserve (SMCR), Individual Ready Reserve (IRR), and Active Component may go to HQ MARFORRES for basic support, information, and referral assistance. 

Key Volunteer training aboard installations is provided by the MCFTB but for those programs in remote locations, KV training is available online via Marine Net. To find out more about online training opportunities and to access the online Key Volunteer training go the Marine Corps Community Services website – Family Section and click on Key Volunteer Network @ www.usmc-mccs.org.

Working Relationships With the Key Volunteer

The exact nature of the relationships between the Key Volunteer and the other players in the KVN and how they work may vary from unit to unit.  Key Volunteers should ask the KVC to clarify any differences from the chart below.  

	ROLE
	Relationship with/TO

Key Volunteer

	CO
	Establishes, maintains, and determines the direction of the KVN.  Provides resource support.  Appoints and replaces KVCs, KVA and Key Volunteers.

	FRO 
	CO’s link to the families.  Interacts officially with the KVC. Supports families and helps to coordinate readiness efforts with KVC and KV’s.

	Remain Behind Personnel

(during deployment)
	CO’s link to the families once unit is deployed. Supports families and helps to coordinate readiness efforts in conjunction with FRO.

	Key Volunteer Advisor (optional)
	Interacts with Key Volunteers via the KVC.

	KVC
	Is responsible for the overall coordination of KVN activities.  Is the primary point of contact for Key Volunteers.

	MCFTB Director and Staff
	Provides KVN training and referral support.

	Unit Families
	Interact regularly with Key Volunteers as needed.
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	For a sample form to keep track of each player’s contact information within the chain of communication, see AppendixC at the end of this reference guide.


CONFIDENTIALITY ISSUES

The Key Volunteer has an obligation to keep confidential personal information shared by unit families.  Safeguarding confidential information shows respect for a family’s privacy and protects the credibility and integrity of the KVN.
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Privacy Act of 1974

The Privacy Act of 1974 limits the access to personal information that Marines provide to their command.  The information the command collects must be relevant and necessary to accomplish the mission.  Key Volunteers may receive some of this personal information protected by the Privacy Act because they are appointed volunteer liaisons between family members and the command, who need this information to perform their duties.

Disclosing Information

The Key Volunteer can disclose personal information about Marines and their families only to the CO or the CO’s designated representative.

A Key Volunteer cannot disclose information about Marines and their families outside of the command. Others who may contact the Key Volunteer for personal information may include:

· State and local officials in abuse cases

· Medical personnel

· Authorities charged with the Personnel Reliability Program

· Substance abuse and law enforcement offices

· Judicial or investigative services at the installation.

Although these people may contact the Key Volunteer for personal information, the Key Volunteer should refer them to the CO or the command representative designated by the CO.

In addition, the Key Volunteer cannot give out phone numbers and addresses of families to other families in the unit without their consent, or use the roster for personal gain.  (For example, the roster cannot be used as a source of potential clients for a business.)

Below are some guidelines for handling confidential information:

· Do not disclose a caller’s name or any personal information without the caller’s permission unless required by law or regulation to disclose the information to the CO or the CO’s designated representative.

· Do not repeat general information without permission.  General information may include number of children, housing area, work section, type of vehicle, etc.

· Protect any written notes regarding the call. 

· Protect a caller’s privacy.  Do not use the caller’s name when checking on the availability of a resource.

· Remember that families don’t have to follow these rules.  Be careful about sharing personal information in order to show empathy.
· If a caller starts discussing issues that may require disclosure, inform them that you could be obligated to inform the command or one of the command’s representatives.
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Remember that failing to maintain confidentiality is grounds for immediate dismissal.

Required Reporting

Although maintaining confidentiality is one of the most critical parts of a Key Volunteer’s job, there are times when confidential information must be shared with the CO.  The CO must be told about anything that affects unit readiness. Key Volunteers should review and clarify reporting guidelines as dictated by the CO. Samples of reportable incidences include, but are not limited to:

· Circumstances that are potentially embarrassing to the unit (the CO will clarify what he or she considers embarrassing to the unit)

· Expectation of media coverage regarding a family issue

· A serious crime (examples: drug activity, weapons reselling ring)

· Child abuse or neglect

· Spouse abuse

· Drug abuse

· Potentially dangerous situations (example: suicide)

· Any situation about which the KVC believes the CO needs to know.

*  In their official roles as Key Volunteers, KV's are not mandatory reporters of abuse.  However, some states require ALL citizens report suspected abuse to the appropriate authorities.  Be sure to discuss with your Family Readiness Officer (FRO) and Key Volunteer Coordinator (KVC) the proper reporting procedures and guidelines for your unit as designated by the Commanding Officer.  As a Key Volunteer, you will be required to report to the CO's designated representative (usually the FRO or KVC) any situations that may potentially affect the safety and readiness of the command:  threat of harm to self or others; spouse or child abuse; drug abuse; criminal behavior; potential media coverage; etc.  

When the Key Volunteer is in doubt about whether to report confidential information, the following people can offer advice on what to do:

· KVC

· FRO

· CO

· CO’s designated representative

· Unit chaplain

GETTING STARTED

After a Key Volunteer has been trained, one of the first steps is to meet with the KVC to find out more about how the KVN runs at that particular unit.  Another first step is to start tackling the administrative nuts and bolts, and part of that is to set up a home workspace.

If possible, you should set aside a special area of your home for Key Volunteer work.  Have the following items available:

· A phone

· Space to work/take notes

· Pens/pencils

· Important phone numbers and resource files 

· [image: image17.wmf] 

KVN forms and records

· Roster of Assigned Families

· Unit Family Contact Sheet (Appendix D)

· Key Volunteer Contact Log (Appendix E)

· KVN Contacts sheet (Appendix C)

· Expense reimbursement forms (Appendix F)

· A log for recording Key Volunteer hours.

Remember that the Key Volunteer must keep confidential any information about Marine families covered by the Privacy Act.  Ideally, the workspace should allow enough privacy to speak to families without being overheard.  In addition, the Key Volunteer should have a way to secure confidential information.

Keeping the Roster of Assigned Families

The FRO maintains a roster of assigned unit families that generally includes names, addresses, and phone numbers.  The Key Volunteer will receive updated copies of the roster from the KVC.  Updated rosters are especially critical for reserve units or units that are deployed.

Rosters of assigned families can be used only for official KVN business.  Some examples include supplementing roster information as requested by command, reaching unit families with message from command, etc.  The service member spouse should not have access to the roster.

Roster information may be kept as part of a database on the computer.  If so, it should not be left on the hard drive of the family computer.  Save it to disk or CD and secure the file. 

The Key Volunteer should find out what to do with the old rosters once the updated versions come in.  Some units may want the old rosters to be returned or shredded. 

Each unit has its own format for a roster.  The following are two sample roster formats.  Keep in mind that the roster should be designed to meet the needs of the command.
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HMX-1 KVN Family Readiness Roster

Name/Rank/Goes By



Spouse


Children

Adam, John C SSgt  / JC



Marah


3

Address   31 Henry Lane, Fredericksburg, VA 22408   
Phone    540-555-1100

Name/Rank/Goes By



Spouse


Children

Bucella, Brian E Major / Brian


Janet


2

Address   27 Rhode Blvd. Stafford, VA 22554

Phone    540-555-4879

Name/Rank/Goes By



Spouse


Children

Darnell, Arthur M. Sgt./ Art


Sue


N/A

Address   210A Qtrs. MCB Quantico, VA 22134

Phone    703-555-0427

Would continue on like this alphabetically . . .
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HMX-1 KVN Family Readiness Roster

	Name/

Rank
	Last

Name
	Spouse
	Children
	Address
	Phone

Number

	Ssgt John
	Adam
	Marah
	3
	31 Henry Lane, Fredericksburg, VA 22408
	540-555-1100

	Major Brian
	Bucella
	Janet
	2
	27 Rhode Blvd., Stafford VA 22554
	540-555-4879

	Sgt Arthur
	Darnell
	Sue
	0
	210A Qtrs. MCB Quantico, VA 22134
	703-555-0427

	…
	…
	…
	…
	…
	…
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Sending Letters of Welcome

Units often introduce the KVN to newly assigned families by sending them letters of welcome.  Each unit may already have a template for the letter in place.  The following is an example of the text to include in the letter; it should be personalized to fit the needs of the Key Volunteer and command.

Hello,

I just wanted to write a few lines to welcome you to our unit.  We all hope your stay here will be one of the best experiences of your military career.  We have a very active Key Volunteer Network.  I’m happy to say that I have been appointed as your Key Volunteer.  If you haven’t been involved in the Key Volunteer Network before, it’s a great way to stay informed about what’s going on in the unit and what’s happening on the base.

I would like to give you a call sometime after you’re settled to say hello and see if I can help in any way.  I realize that the first few days are hectic.  If you need anything or would just like to call someone who’s been here a while to ask some questions, my phone number is _________________.

If you don’t hear from me within 2 weeks, please give me a call.  I probably have an incorrect telephone number for you and can’t reach you.  I really look forward to meeting you and welcoming you in person.

Sincerely,

Making First Contact With Families

Generally, the Key Volunteer follows up on the initial letter of welcome by making a phone call to the new family.  Here are some tips for making this call:

· Make the first-contact call when you are feeling enthusiastic and upbeat.

· Do not take it personally if someone isn’t interested in the KVN or has had a bad experience with it.  Assure the person that he or she is welcome as part of the unit any time.

· You may have to contact people without phones by letter.

· E-mail is also an option for following up after the initial contact, if the person has released his or her e-mail address.
The following is a checklist you can use for your first telephone contact with a family.

· Hello, this is __________.  May I speak to _________________?

· State that you’re a Key Volunteer.

· Explain what the Key Volunteer Network is and the tasks you do.

· Ask if the address you have is correct.

· Fill out the Unit Family Contact Sheet for this family if possible.

· Relate any unit news/invite them to any upcoming unit events.

· Give them your phone number (and/or e-mail address).

· Let them know you can assist them by offering resource information and referrals.  

· Ask them if they mind if you call again and when it would be convenient (or if they’d prefer to be contacted via e-mail).

· Provide personal information about how long you’ve been in the area, etc.  This will relax the person on the other end and give you a discussion lead-in for the next call or contact.

Using the Unit Family Contact Sheet

The Key Volunteer uses the Unit Family Contact Sheet to check and supplement the information on the roster.  He or she should report changes or updates to the KVC.

Often when the Key Volunteer contacts the family for the first time, he or she will use the opportunity to elicit the information for this form.

If families resist giving this kind of personal information, the Key Volunteer should respect their decision and report it to the KVC.  The command can help gather information from that point.
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	For a sample Unit Family Contact Sheet, see Appendix D at the end of this reference guide.


Using the Unit Family Contact Log

The Unit Family Contact Log is used to keep a record of family contacts.  The Key Volunteer should log all attempts to reach a family, even if she or he is unsuccessful or leaves a message.

The Contact Log helps the command to track the statistics of how often Key Volunteers make contact, what kinds of family issues arise, and what kinds of questions families ask.  
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	For a sample Key Volunteer Contact Log, see Appendix E at the end of this reference guide.


Funding

[image: image24.wmf] 


[image: image25.wmf] 

The KVN is an official program of the Marine Corps funded predominately by appropriated funds (APF) and supplemented with non-appropriated funds (NAF).

Fundraising

Individual Key Volunteer Networks on DoD installations may hold fundraising events to augment their own unit funds subject to local regulations.  They should first receive permission from the local MCCS and all money raised should be turned into, and controlled by, the MCCS NAFI for the benefit of the unit.  

Fundraising events are authorized for MCCS MWR activities per the Joint Ethics Regulation (DoD Directive 5500.7-R).  These events shall be limited to authorized users of these activities and funds raised must be for the benefit of the activities and their authorized users.  Fundraising activities shall be conducted entirely on Marine Corps installations.  Any gambling activity, including a lottery, pool, or game of chance for money or property, is strictly prohibited.

Raffles may be conducted on installations within CONUS and shall comply with applicable Federal law (installations located on ceded land must comply with applicable state law).  OCONUS activities may conduct raffles when allowed by host country laws and agreements.  Area counsels shall review all proposed raffles for legal sufficiency.  Raffle promotions, ticket sales, and awarding prizes shall take place entirely on the sponsoring installation.  Participation of local national personnel is prohibited.  Raffles must cover all costs of conducting the raffle.  Raffle tickets shall clearly state the maximum number of tickets offered for sale in the raffle.  MCCS MWR activity employees and their immediate families are not eligible to participate in MCCS sponsored raffles.  This prohibition does not apply to vendor-sponsored raffles that may 

be offered through MCCS activities over which MCCS has no control.  Under no circumstances shall individuals directly involved in the sale of tickets or physical conduct of the raffle be given eligibility to participate.  Every effort shall be made to prevent the perception of impropriety.
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Donations 

Key Volunteers may not solicit gifts or contributions for Marine Corps organizations or personnel.  However, unsolicited gifts for the program may be accepted by MCCS in accordance with MCO P5800.16A (LEGADMINMAN). One example of an organization offering this kind of assistance might be a spouses’ club.

Unit Support  - Administration and Logistical 
Perhaps the most important administrative support the unit can give the KVN is a frequently updated unit roster with the names, home addresses, and phone numbers of all the married Marines and their spouses.  This information is crucial to have in an emergency, and the Key Volunteers also need it for the routine contact of families.

Other support that may be provided, as feasible, by the unit includes:

· Office space, meeting space, and storage space 

· Office supplies and access to equipment (e.g., necessary computer hardware and software to support database management and word processing/desktop publishing software)

· Telephone services (including answering machine or voice mail)

· Transportation as authorized for official KVN functions

· Use of official mail, for official purposes, provided that the mailings carry the return address of the command.

Reimbursement of Expenses

Key Volunteers may be reimbursed the following KVN-related expenses contingent upon available funds:

· Mileage for privately owned vehicles used on official business

· Parking and tolls related to official business

· Telephone toll calls related to official business

· Childcare

· Invitational travel orders.

The following forms must be in place and completed prior to reimbursement:

· DD Form 2793 (According to 10 U.S. Code 1588, Key Volunteers must have duly executed volunteer agreements (DD 2793) in place to be eligible for reimbursement)

· Electronic Funds Transfer Form 

· Standard Form (SF) 1164

All forms can be found in the Appendix section. If you have any questions, please contact your KVC or FRO.

The process works like this:

The Key Volunteer has a current, completed DD 2793 on file with unit.

The Key Volunteer fills out an EFT form and SF 1164 and gives it to the unit FRO.

(
The unit FRO submits the forms to Disbursing.

(
The reimbursement is deposited directly into the designated bank account to cover the Key Volunteer’ s expenses.
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	For a sample EFT Form and  SF 1164, see the Appendix F & G at the end of this reference guide.

For more information about reimbursement policies, see the MCFTB Order. 


PROVIDING INFORMATION AND REFERRAL SERVICES

The Key Volunteer will spend most of his or her time providing information and referral services to families.  There are two steps in this process:

1. [image: image28.wmf] 

Gathering information about the resources that exist

2. Getting that information out to the families who need it.

Gathering Information About Resources

The first task is to develop a file of local resource agencies and organizations.  It is very likely that the Key Volunteer will receive a folder of local resource information at KVN training.  If that is the case, then the Key Volunteer needs only to supplement and maintain that folder.

Local Resources

At large installations, an information and referral staff is usually available to provide agency information.  It is helpful to work with the information and referral specialist on the Marine Corps Community Services (MCCS) staff.  Another option is to check with other Key Volunteers and the FRO about local agencies that meet specific needs. 

The services of Military/MCCS One Source supplement the existing support system for Marines and their families by providing assistance 24 hours a day, 7 days a week via toll free telephone and Internet access.   In addition, Military/MCCS One Source supports geographically dispersed Marines and their families (recruiters, Inspector and Instructor staffs, and mobilized reservists) who do not have traditional services available.   Resources are available on topics to include parenting and childcare issues, education services, financial information and counseling, legal, elder care, health and wellness, crisis support and relocation.  Marines or family members seeking assistance can call 800-869-0278 in CONUS, or 800-8690-2788 OCONUS.  Military/MCCS One Source Online can be visited at www.mccsonesource.com, userid: marines, password: semperfi.

Use the following tips for gathering information about local resources:

· Identify all the military organizations in the area, both active and reserve

· Identify the chaplain that supports the unit

· Find the TRICARE region that supports the area

· Use the local phone book, including the white pages, yellow pages, and government listings

· Check with the local Chamber of Commerce

· Try the local school counselors; they are often great sources for referrals

· The web is a great way to research resources

· 211 National phone I&R line

· Establish personal contacts by phoning or visiting these organizations.

Other Resources 

For families of Reserve Marines or for those families who do not reside at a Marine Corps installation, there are numerous other resources available.

· Marine families from Selected Marine Corps Reserve (SMCR), Individual Ready Reserve (IRR), and Active Component can go to Marine Forces Reserve (MARFORRES) sites for basic support, information, and referral assistance.

· It’s very likely that families from the sister services will also go to these sites for support, if they are the closest military facilities.

· The Reserve Training Center will provide generic support to all the services and assist with referrals to the parent service if unique services are required. 

· Support and services may also be provided through the closest Marine Corps Recruiting Station or District.

· Additional assistance may be gained from other Military support agencies such as American Red Cross, NMCRS, the local VFW or Marine Corps League.

When gathering information about local resources, it is often helpful to imagine what a unit spouse would find useful to know about an agency or service.

Agencies and organizations often have printed materials available that describe their services, but nothing beats visiting in person.  During a personal visit, the Key Volunteer can observe the quality of service and the way clients are treated. 

A worksheet that the Key Volunteer can use to gather information about local resources is provided on the next two pages.

INFORMATION WORKSHEET – LOCAL ORGANIZATIONS
WHO?

Agency Name ________________________________________

Contact Person ________________________Phone Number ______________________

Who makes the initial contact?  (Can a spouse call directly?  Must a referral be made?)

WHAT/WHY?

What specific services/programs are offered?  (Attach brochures or other information if available.) 

Why would someone need to use this service?

WHEN?

What are the operating hours? _______________________________________________

WHERE?

Where is it located?  (Get address and directions.)

HOW?

How does one get there?  (Is it on a bus line?  Is transportation offered?  Is parking available?)

How (and when) is the contact made?  (Do you need an appointment?  Can you walk in?  Is contact made via phone or mail first?)

Is any kind of documentation or information needed in order to receive service (e.g., birth certificate, military I.D., driver’s license, financial records, etc.)?

National Resources

There are national resource organizations as well.  For reserve and recruit commands, a list of national resources is very important, since their members may be scattered geographically.

Many of these organizations have branches in your local area.  Use the phone book or 

your installation’s Information and Referral Office to find the local phone numbers.  In

addition, Army Times has just started publishing a Resources for Families guide that 

may be very helpful.
· American Association of Retired Persons (AARP), 601 E St. NW, Washington, DC 20049.  (202) 434-2277.  Source of information about legislation, programs and services for the elderly.

· American Legion, 1608 K St. NW, Washington, DC 20006.  (202) 861-2700.  Local posts may have facilities available for use.

· Fleet Reserve Association, 125 N. West St., Alexandria, VA  22314-2754.  (703) 683-1400.  Composed of active duty, retired, and reserve Navy, Marine Corps, and Coast Guard personnel.  Lobbies for and protects compensation and benefits.  Actively involved in legislative agenda to include active duty quality-of-life programs. 

· Marine Corps League, P.O. Box 3070, Merrifield, VA  22116-3070.  (703) 207-9588.  Veterans’ organization.  Supports all services – can help with legal issues.  Representatives in Washington lobbying.  Local chapters do civic projects.

· Marine Corps Scholarship Foundation, Inc., P.O. Box 3008, Princeton, NJ  08543, (800) 292-7777.  Provides financial scholarships to children of Marine families. 

· Military Officers Association (formerly ROA), Minuteman Memorial Building, 1 Constitution Ave. NE, Washington, DC 20002.  (202) 479-2200.

· National Military Family Association (NMFA), 2500 N. Van Dorn St., Suite 102, Alexandria, VA  22302.  (703) 931-6632.  Calls itself “a voice for the military family.”  Serves as an advocate for uniformed service families and educates and informs them about issues affecting their lives.

· Naval Enlisted Reserve Association (NERA), 6703 Farragut Ave., Falls Church, VA  22042-2189.  (703) 534-1329.  Exclusively serves enlisted members of the Coast Guard Reserves, Marine Forces Reserve, and Naval Reserves.  Works with Congress and DOD to protect rights and entitlements.  Provides a variety of benefits at low group rates.

· Navy Mutual Aid Association, Henderson Hall, 29 Carpenter Road, Arlington, VA 22212.  (703) 614-1638.  Offers low-cost insurance to active duty Navy, Marine Corps, and Coast Guard personnel.  Offers support to survivors of members in securing all Federal benefits and allowances to which they are entitled, will help process and settle any claims, and can provide secure storage for vital documents.

· Non-Commissioned Officers Association (NCOA), 610 Madison Street, Alexandria, VA 22314.  (703) 549-0311.  NCOA’s membership includes active duty, reserve, National Guard, veteran, and retired military personnel who have served honorably in the enlisted grades of the Army, Marine Corps, Navy, Air Force, and Coast Guard.  NCOA provides its members with a broad range of highly personalized services, programs, endorsed products, and merchant discounts through a network of more than 225 chapters at or near major military installations throughout the United States and abroad.

· Salvation Army, 615 Slaters Lane, P.O. Box 269, Alexandria, VA 22313.  (703) 684-5528.  Assists the poor with health services, HIV/AIDS education, institutional development, income generation, relief and reconstruction assistance, with “a heart to God and a hand to man.”

· The Retired Officers Association (TROA), 201 N. Washington St., Alexandria, VA  22314.  (703) 549-2311.  The largest association in the United States for active duty, reserve, National Guard, former and retired officers, warrant officers, and their surviving spouses.  Promotes a strong national defense by lobbying for personnel programs and benefits that will attract and retain the highest quality people in the services, as well as provide equity for retired personnel.  Also awards no-interest loans and grants for college attendance to the children of officers, warrant officers, and enlisted personnel.

· United Service Organization (USO), World Headquarters, 2111 Wilson Blvd., Arlington, VA, 22201  (703) 908-6400.  Provides programs for the military community that include foreign language classes, libraries, educational workshops, childcare, celebrity entertainment, scholarship funds, volunteer recruitment, and children and family programs.

Getting Information to Families

The first step covered in providing information and referral services was gathering information about resources.  The second step is to get that information out to the families who need it.
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The Key Volunteer will find that he or she will use the resource information gathered to respond to most routine calls from unit families.

There are four types of routine calls:

· Information

· Complaint/grievance

· Recurring

· Service demands.

Information Calls

Information calls are the most common type of routine call.  Callers will usually have questions about the types of services available, the hours of operation, etc.  For example, a spouse may call with a question about the services the Navy-Marine Corps Relief Society (NMCRS) offers.

Complaint/Grievance Calls

In this type of call, someone generally complains about a service.  People may call the Key Volunteer because they’ve already tried normal channels to solve a problem, with no success.

If the Key Volunteer believes the person’s complaint is valid, he or she can work through the chain of command with that person to resolve the problem.

Recurring Calls

Sometimes people will call repeatedly because they are lonely or have something they want to complain about.  One example of a recurring call could be a caller with a family problem that he or she cannot or will not resolve.  Another example is a caller who misses a deployed service member.

The Key Volunteer may have to be firm when handling these calls.  The Key Volunteer can explain in a friendly way that he or she has other responsibilities to attend to, such as a family, other unit spouses on her call list, a job, etc., and ask for the caller’s cooperation and understanding.

 If the problem seems to be loneliness, another option is to arrange for another spouse in the unit to act as a “phone buddy” to call this person.

Service Demand Calls

Sometimes a person will call to say, “I need a babysitter today” or “I need a ride to the doctor’s office.”  Although emergencies do happen, these are generally not the kind of services the Key Volunteer should provide personally.  

One way to solve a childcare problem is to refer the caller to the Child Development Center (CDC) or American Red Cross for a list of certified babysitters.   To address the driver request, brainstorm possible solutions with the caller.

Whatever the type of call, it’s important for the Key Volunteer to understand why the person is calling and what kind of referral is needed.  The next section will focus on the steps involved in handling routine phone calls.
Steps in Handling Routine Calls

There are definite steps in handling routine calls:

1. Greeting

2. Record keeping

3. Business of the call

4. Listening and clarifying

5. Making the referral

6. Developing an action plan

7. Closing a call

8. Follow up as needed.

Each step is described separately below.

Greeting

The Key Volunteer should remove as many distractions from the work area as possible, so that when a call comes in, he or she can really listen to what the person is saying. Greet the person in an upbeat, positive way.

Record Keeping

In the second step, the Key Volunteer must get some identification from the caller, both for the Key Volunteer Contact Log and to establish the caller’s eligibility for services.

· Ask for the spouse’s name and service member’s name and check it against the family roster.  Then enter that information in the Key Volunteer Contact Log.  
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For a sample Key Volunteer Contact Log, see Appendix E at the end of this reference guide. 


Business of the Call

In the next step, the Key Volunteer needs to:

· Evaluate the caller’s need and determine the urgency of the call

· Take action (generally by making a referral)

· Make sure the caller knows what to do next.

Listening and Clarifying

To begin to identify the caller’s need, use a phrase like  “How can I assist you?” or “What can I do for you today?” to lead the caller into discussing the reason for the call.

Good listening skills really come into play when trying to figure out why someone is calling.  Tips for good listening include:

· Focus on what the person is saying

· Be nonjudgmental

· Show empathy (example: “I understand that you’re frustrated because ______ is happening”)

· Ask questions to clarify what the caller is saying

· Paraphrase what the caller said to check your understanding of what he or she needs 

· Don’t suggest a course of action until you’re sure you understand the situation..

Making the referral

Once you understand the situation, take action by making the referral.  

· Determine what actions have been taken to resolve the issue and what resources, if any, have been used.

· Don’t confuse someone by referring him or her to several places during one call.

· Ask the caller if he or she has a pencil and paper to write down the information.

· Explain the agency or service, any documents the agency or service needs, and what will happen once the person makes contact.

· Don’t be afraid to take time to think about a referral.  It’s all right to tell the caller that you’ll do some research and call back, unless the safety of an individual or property is at stake.

Develop an Action Plan

The last part of handling the business of the call is to develop an action plan with the caller.  An action plan lets the caller know what to do next and what to expect.  Here are some questions you will need to answer for the caller:

· Who will make the contact with the agency or service?

· When will the contact be made?

· What will be asked for?

· Who will go to the agency or service?

· Who is the point of contact at the agency?

· How will the individual travel to the agency or service?

Ask the caller if he or she has any questions.  Then confirm that the caller has the correct information and understands the next steps to be taken.  Never make specific promises regarding an agency’s services.  
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Closing

After the business of the call, you will have to close the call.

If the call was fairly simple, you may close by saying, “Call me if you need anything else.”  If the call was complex, be sure to summarize what was discussed.  Make sure the caller knows what to do next.

If you need to follow up, let the caller know when to expect your call.

Follow Up as Needed

The Key Volunteer may want to follow up in a few days to see if the caller was able to get the service or if another referral is needed.

Crisis Intervention

Not all calls will be routine.  There are three other types of calls that the Key Volunteer may have to handle:

· Crisis

· Emergency

· Suicide.
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Crisis Calls

A person could be in crisis and call for any of several reasons, including:

· Unit accident with fatalities

· Chronic illness

· Divorce

· Bankruptcy.

Crisis calls can involve one person, a family, or the whole unit.  In a crisis, the caller feels unable to cope with the situation.  The caller needs information, emotional support, and the reassurance that he or she can handle the situation.

Keep in mind that the caller may be overwhelmed by emotion.  The person may be feeling a combination of the following emotions:

· Anger – may be hidden behind other feelings.  The anger could be directed at another, or turned inward, resulting in depression.  An example would be if a caller refers to his or her spouse in a cutting, sarcastic way.

· Helplessness – the person feels unable to cope, with nowhere to turn.  One example might be a caller who says she is just not “strong enough” to be a Marine Corps spouse.

· Anxiety – a combination of worry and uncertainty.  Anxiety is a normal response to challenging situations, but when it gets out of hand, anxiety can lead to confusion, poor judgment, questionable decisions, and self-defeating behavior.  It can immobilize a person.  One example of extreme anxiety might be a caller whose spouse is deploying soon.  The caller could be so anxious about the enormity of what he or she needs to accomplish before his or her spouse deploys that he or she may just do nothing.

· Lowered self-esteem – the person doesn’t see himself or herself as competent.  An example might be a caller remarking that he or she “has never been successful at anything.”

If your caller is overwhelmed by emotions, let him or her know that these feelings are a normal part of a challenging event and that it’s okay to have these feelings.  You may have to calm down the caller before addressing the problem.  

Remember also that the concept of crisis is relative.  One person’s crisis is an ordinary event to someone else.  In addition, the Key Volunteer is not responsible for another person’s crisis.

Emergency Calls

An emergency call is often a life-and-death situation and may involve a serious injury or death. Typically time sensitive, these situations require immediate action. 

The goal is to make a referral.  The Key Volunteer should make sure that she or he understands the feelings involved and the facts of the situation.  The referral should be very specific. 

It’s very important to have an updated resource file with emergency numbers for police, fire, ambulance, poison control center, etc. readily available.

Stay calm.  Speak in a reassuring and positive voice as this may help calm the caller.

Make the call brief and provide appropriate follow up

Suicide Calls

The tips for handling crisis and emergency calls also apply to suicide calls.  In all of these calls, remember that the Key Volunteer has an obligation to report certain situations.  This is especially true with suicide calls.  You must take immediate action to inform the appropriate authority when a person threatens suicide.  You should call the established emergency response number. 
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Here are some other tips for handling these calls:

· Always take the threat of suicide seriously 

· Quickly thank them for calling. Express an interest in the person’s welfare

· State your willingness to help

· Immediately get the caller’s phone number (in case you are disconnected) and their specific location.

· Take immediate action to alert the Police, PMO, abnd/or medical personnel. Someone else may have to call while you stay on the line with the caller. If someone is in the house with you, give him or her a note to phone for help

· Gather as much information as possible form the caller. Get information about their plans, access to means of self-harm, and intent. 

· Listen and do not give advice or make promises

· Keep them talking but avoid topics that agitate or upset them (i.e., extended deployment, money issues, relationships)

· Once you have closed the call, report the call to your KVC, FRO or the CO’s designated appointee.
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ACTING AS A COMMUNICATION LINK

In addition to providing information and referral services, the Key Volunteer’s other major responsibility is to act as a communication link between unit families and the command.

The flow of information goes both ways.  Family concerns and questions are relayed through the Key Volunteer up the chain of communication, while the CO disseminates unit news and other information back to the families through the KVN.

This communication link function becomes particularly important during different operational events.

Operational Events

The Marine Corps lifestyle is punctuated by separations due to deployment, mobilization, or crisis situations.  Whether family separations are planned or unexpected, the Key Volunteer assists families by keeping the lines of communication open and providing assistance in finding resource information.

Deployment

The KVN plays an important role in helping families to get ready for deployment.  Key Volunteers may be asked to support family days, pre-deployment briefings, or other activities before a deployment.  During deployment, Key Volunteers assist by keeping families informed about what’s happening with the deployed unit.

When a unit deploys, attachments are added to the units.  The attachments become part of the deploying unit, and their families are incorporated into the host unit’s KVN.  The host unit’s KVC keeps in contact with the attachments’ KVCs.

Most units that deploy on a regular rotation arrange for Key Volunteers to work with a designated representative (often the FRO) to address family problems that require command attention.

Families that face separation often go through distinct stages of adjustment, which are described on the following page.

Emotional Stages During Deployment
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Most spouses generally experience different emotional stages during deployment. Some of the stages can happen rapidly where others may draw out over longer periods of time. Each person’s reaction will vary. 

Stage one – Anticipation of Departure (1–6 weeks before departure).

Before the deployment it is not uncommon for spouses to protest, feel tense, be frustrated and to avoid the reality of the Marine’s departure.  Spouses are prone to crying, feeling tense and rushed to do things before their Marine leaves.

Stage Two - Detachment and Withdrawal (Last week before departure).

There may be anger and emotional break-offs as people prepare for separation. It can be a time of mixed feelings as one attempts to protect oneself from hurt by distancing, yet wants to make the most of the available time.  

Stage Three - Emotional Disorganization (1-6 weeks into deployment).

Emotional disorganization can occur initially when the spouse attempts to make new routines and carry out their duties and may feel overwhelmed as they face total responsibility for family affairs. Many spouses may feel depressed and withdraw. 

Stage Four – Recovery and stabilization (variable, between weeks 3 & 5).

Recovery and stabilization occurs as the spouse gets set into a routine and realizes they are doing fine.  A subconscious move from “we” to “me” has taken place at least to some degree. Most spouses have a new sense of independence and freedom and take pride in their ability to cope.

Stage Five – Anticipation of return (6 weeks before return).

Spouses will feel excitement and anxiety.  Some become frenzied, as they rush around trying to make everything perfect for their Marine’s return.  

Stage Six – Return adjustment and renegotiation (6 weeks after return).

The set of assumptions and expectations need to be reset, and reevaluated (fine tuned), to account for the changes that have occurred.  It may be a time of tension and fighting.  This is normal and to be expected.  Communication is the key and can solve many problems or conflicts.

Stage Seven – Reintegration and stabilization (6-12 weeks after return).

The last stage is when reintegration of the family is complete and things have stabilized.  

The Key Volunteer can use these stages to assure spouses that their responses and feelings are normal, given the situation.  These general stages can also be useful in spotting a problem.  They are a norm against which behavior can be measured.  Someone whose reactions appear extreme when measured against these stages may need a counseling referral.

Mobilization

During mobilization, reserve units are incorporated into active duty units.  While reserve units are supported by their own Key Volunteers, members of the IRR may be attached to any unit.  Key Volunteers should add these families to their roster when that happens.

Often IRR families live away from the installation and have their own sources of support.  However, like the rest of the families in the unit, they will still look to the Key Volunteer for information.

Crisis Response

Unfortunately, accidents and crisis events can occur whether a unit is deployed or not.  Word will spread quickly through a unit, and media coverage may bring more confusion and misleading information.  Having a plan for communicating before a crisis is crucial. That plan needs to be in place before the crisis occurs.

After a unit crisis, an official message will be released as soon as possible.  However, the message may be delayed until there is:

· Verification of the correct unit or individuals involved

· Official notification of immediate family members.

The KVN should have a crisis response plan in place.  Key Volunteers should ask the KVC for details about the plan, including:

· What is the CO’s plan for communication in a unit crisis?

· How will the Key Volunteers be informed of the crisis?

· How often will Key Volunteers receive updated information?

· To whom should questions be referred?

· How do Key Volunteers help individuals or families in crisis?

· How should the Key Volunteers handle rumors?

Informing the CO About Family Concerns

In addition to assisting families during various operational events, the Key Volunteer also has a duty to provide feedback to the unit about family concerns via the chain of communication.

Commands often want to know about family concerns and trends that might affect readiness.  Information from Key Volunteers about the kinds and number of calls they’re getting helps the CO get that “big picture” of how the unit is doing in the area of family readiness.

Units may ask their Key Volunteers for some kind of statistical record of calls and contacts.  The KVC will have more information about what kind of information the unit needs and how often they will request it.

Disseminating Unit Information to Families

Key volunteers also help disseminate command information to families, particularly during deployments.

There are a number of ways in which the KVN can disseminate unit information.  One way is by recorded messages.  Many units have an official phone line that plays recorded messages.  Sometimes the recorded message will be from the CO, updated every week or so with news about the deployment or port destinations.  The recorded message may also have information about unit-sponsored events.

Another way to get information to families is through a phone tree.  A phone tree can be used for unit information only.  The CO decides when to use the phone tree and notifies the KVC, who informs the Key Volunteers.
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Other methods of disseminating information include the unit newsletter, official email or via a unit website. Not all commands have a website up all the time but may only employ in connection with deployment.

Passing Along Official Information
The Key Volunteer must always write down the message verbatim and repeat it exactly the same way to every person on the calling list.  It’s important to repeat the message verbatim because the original message becomes more distorted and less clear with each additional comment.  Remember that the Key Volunteer is a liaison between family members and the commander.  Added comments from the Key Volunteer may be misconstrued as “official” information.

Here are some other tips:

· Don’t speculate about the content of the message

· Do not add perspective, opinions, or information from another source.

· Ask people to defer any questions until you have made all the calls.  Offer to call back later.

Dealing With Rumors

When rumors arise, follow these strategies to combat them:

· Correct the information if you can.

· Urge people to question the reliability of “unofficial information.”

· Tell people not to pass rumors.  Pass official information only.

· Contact the KVC or the FRO for help in dispelling rumors.

Dealing With the Media

The Marines Corps or a particular unit may be in the news because of a crisis situation or during a deployment.  The media may approach Key Volunteers under the misconception that they are authorized to speak on behalf of the command.  
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Follow these tips for handling media inquiries:

· You have no obligation to speak with or provide information to the media 

· Refer the media representative to the Public Affairs Office

· If someone persists, get his or her name, organization, and any questions he or she has and forward the information to the Public Affairs Office.

· Notify the CO of the attempted media contact via the KVN chain of communication.
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MARINE CORPS ORDER 1754.6
From:  Commandant of the Marine Corps

To:    Distribution List

Subj:  MARINE CORPS FAMILY TEAM BUILDING (SHORT TITLE:  MCFTB)

Ref:   (a) MCO P1700.27A

       (b) MCO P5211.2A

       (c) MCO P5110.4

Encl:  (1) Key Volunteer Network

  (2) Lifestyle Insights, Networking, Knowledge, and                                                                                                                          
 Skills (L.I.N.K.S.)  

       (3) Spouses’ Leadership Seminar

       (4) Prevention and Relationship Enhancement Program 

           (PREP)

       (5) Chaplain’s Religious Enrichment Development

           Operations (CREDO)

       (6) Family Readiness Support Officer

       (7) Base/Station Command Chaplain’s Role 

       (8) Funding MCFTB and Reimbursement of Volunteers

       (9) Gratuitous Service Agreement

1.  Purpose.  To establish guidelines and provide instructions to ensure standardization and equity of Marine Corps Family Team Building (MCFTB) throughout the Marine Corps.

2.  Cancellation.  MCO 1754.2A.

3.  Background  

    a.  While the transformation process of making Marines begins with the Marine Corps recruiter, sustaining the transformation is

the responsibility of those who lead our Marines.  MCFTB is 

designed to assist our leadership, to sustain the transformation, and to be a force multiplier that helps maintain Marines as the Nation’s premier warfighters.  MCFTB Programs are directly related to combat readiness.  The primary focus of effort will be on prevention and education.  This focused effort enables our Marine Corps families to 
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DISTRIBUTION STATEMENT A:  Approved for public release;           distribution is unlimited.

MCO 1754.6

be armed with the vital knowledge and essential leadership skills necessary to attack and prevent situations before they develop into serious problems which negatively impact the mission readiness of our individual Marines, our commands, and the readiness of our families to succeed as partners in this challenging way of life.

    b.  MCFTB is the point of main effort in enhancing family readiness.  MCFTB synchronizes five distinct, yet complementary, family readiness programs (Key Volunteer Network (KVN); Lifestyle Insights, Networking, Knowledge, Skills (L.I.N.K.S.); Spouses’ Leadership Seminar; Prevention and Relationship Enhancement Program (PREP); and the Chaplains’ Religious Enrichment Development Operations (CREDO)) to ensure commanders and program volunteers receive necessary resources and support to facilitate family readiness.  Previously, funding for these programs was embedded with the programs found within the Family Service Centers.  MCFTB was created to institutionalize them into one overarching program.  

    c.  At Headquarters, U.S. Marine Corps (HQMC), the Deputy Director for Programs, Personal and Family Readiness Division (MR), serves as the Family Readiness Support Officer (FRSO).  The Chaplain of the Marine Corps advises the Commandant on MCFTB, and coordinates with the FRSO in all policy decisions, budget preparations, etc., regarding MCFTB.

    d.  These five programs, individually, offer viable education which enhance family readiness.  However, due to their limited size in terms of resources, individual programs lose visibility when competing in the Program Objective Memorandum (POM) process.  Consolidating these family readiness related programs under MCFTB provides more visibility to the commander as he/she competes for resources and helps him/her make resource allocation decisions as the Operation and Maintenance (O&M) program is executed.         

    e.  The desired outcome of MCFTB is family readiness.  Family readiness is defined as self-sufficient Marine Corps families.   

    f.  The level of successful participation in these programs is the principal measure.  Commanders may measure family

readiness as it relates to overall unit readiness.  This may be
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measured through time away from duty to attend to family issues, the number of Marines returned early from deployment, low retention due to lack of family satisfaction, incidents of financial hardship cases (e.g. letters of indebtedness), divorce rates, and incidents of spouse and child abuse, etc.

4.  Action
    a.  Marine Expeditionary Force (MEF), Division, Wing, Force Service Support Group (FSSG), Regimental/Group, Battalion/

Squadron, Recruiting Station (RS), Inspector and Instructor (I&I), and Detached Commanders are the supported commanders in receiving the services from these vital family readiness programs.

    b.  Installation Commanders are the supporting commanders in providing the services of MCFTB Programs.  These services will be provided in accordance with the guidelines contained in this Order and in references (a) through (c).

    c.  All programs within MCFTB are Official Marine Corps programs, are classified as Category A Programs per reference (a), and shall be funded predominately with appropriated funds (APF).  

    d.  HQMC
        (1) DC/S M&RA.  The Deputy Chief of Staff (DC/S), Manpower and Reserve Affairs (M&RA) provides oversight for all 


issues pertaining to personal and family readiness and Marine Corps Family Team Building.

        (2) CMC (REL).  The Chaplain, USMC reports directly to and advises the Commandant on family readiness issues in general and MCFTB in particular.  Additionally, the Chaplain, USMC heads the MCFTB Project Team at HQMC, chartered by CMC, to develop, coordinate, recommend, and direct policy and resources of the five programs within MCFTB through the DC/S, M&RA.  

        (3) CMC (MR).  CMC (MR) maintains program sponsorship of individual programs.  

        (4) CMC (PA)
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(a) Coordinate with CMC (MR) and CMC (REL) to ensure key MCFTB themes, programs, events and updates are incorporated into the annual PA plans.
            (b) Disseminate information on key MCFTB themes, programs, events and updates through MCNEWS, Marines magazine, MarineLink, and civilian media outlets as appropriate.

            (c) Coordinate with CMC (MR) and CMC (REL) to obtain information and/or provide a subject matter expert as 

spokesperson when responding to civilian media inquiries pertaining to MCFTB programs.

            (d) Coordinate with command PAOs to ensure information on Corps-wide MCFTB themes, programs, events and updates is provided for incorporation into the local command information effort.    

    e.  Commanders, MARFORLANT, MARFORPAC and MARFORRES, CGs MCCDC, MARCORMATCOM/LOGBASES, and MCRC
        (1) Establish Marine Corps Family Team Building at all Marine Corps installations to include support of Marines and their families on independent duty.    


   (2) Establish the family readiness programs depicted in enclosures (1) through (5), and ensure these programs are fully supported by all commanders down to the battalion/squadron, RS, I&I, and detached command level.        

    f.  Installation Commanders 

        (1) Establish Marine Corps Family Team Building within your Installation in accordance with this Order.

        (2) Assign an active duty Marine officer as the installation Family Readiness Support Officer (FRSO) who shall be responsive to the senior supported Commander and reporting directly to the Assistant Chief of Staff, Marine Corps Community Services (AC/S, MCCS).  Specific roles and responsibilities of the FRSO are depicted in enclosure (6).

        (3) Ensure the installation Command Chaplain is involved with MCFTB.  Role of the installation Command Chaplain is depicted in enclosure (7).

    MCO 1754.6        

g.  Commanders at all levels down to Battalions/Squadrons, Recruiting Stations, Inspector & Instructor Staffs, and Detached Commands  

  (1) Establish a KVN per enclosure (1) and fully support the programs described in enclosures (1) through (5).

       (2) Ensure reimbursement of expenses incurred by volunteers are paid as depicted in enclosure (8).

       (3) Ensure MCFTB themes, programs, events and updates are incorporated into public affairs planning and products.

5.  Reserve Applicability.  This Order is applicable to the Marine Corps Reserves.

                                J. L. JONES

DISTRIBUTION:  PCN 

     Copy to:  7000110(55)

               8145004, 8145005 (2)

               7000044 (11)
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Key Volunteer Network
1.  Purpose.  To ensure standardization and equity of Key Volunteer Networks (KVN) throughout the Marine Corps.

2.  Background  

    a.  MCO P1700.27A provides policy and procedures for the establishment of comprehensive family support systems for all Marines, Regular and Reserve, married or single, regardless of geographic location, and serving in deploying or non-deploying units.  One vital component of Marine Corps Family Team Building (MCFTB) is the Key Volunteer Network.

    b.  The KVN is a communication network, formed within a unit, to help keep families better informed about the mission and tasks of that unit, and to assist in establishing a sense of community within the unit.  It is also a support network, providing information and referral to a variety of individuals and organizations to assist problem solving at the lowest level possible.  This enables the unit to readily achieve and maintain a higher state of “family readiness.”  With families in a higher state of readiness, individual Marines are better able to perform their assigned missions efficiently, effectively, and safely, thereby promoting a higher state of unit readiness.

    c.  10 U.S. Code 1588 provides a legal basis for the use of volunteers in military family support programs, covers such volunteers with Workman’s Compensation, and places the actions of these volunteers under the purview of the Federal Tort Claims Act.  DASN (FS&F) Memorandum of 4 Nov 92 authorizes approved volunteers to be reimbursed from appropriated or nonappropriated funds for certain expenses.  Details of these reimbursements are depicted in enclosure (8).

3. Policy.  The KVN is an official Marine Corps family readiness program and is a major component of MCFTB.  The role of the KVN is to support and assist the Commander by providing improved communication between the command and the families of Marines and other service personnel, by developing a support network among families within the unit, and by establishing a 
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focal point for information and referral to appropriate helping agencies.  Commanders at all levels, down to the battalion/squadron, Recruiting Station (RS), Inspector & Instructor (I&I) Staff, and detached command shall establish and maintain a KVN.  Key Volunteer Coordinators/Key Volunteers may be appointed at lower echelons or within staff elements as necessary.

4.  Structure.  The structure of the KVN is as follows:

    a.  Commanding Officer (CO).  The Commanding Officer determines the direction of the Key Volunteer Network based on the needs of the unit’s families.  The CO selects and appoints the unit’s Key Volunteer Coordinator and Key Volunteers.  In addition, the CO maintains regular contact with the Coordinator and Family Readiness Officer.  Ultimately, the CO is the unit Family Readiness Officer.

    b.  Family Readiness Officer (FRO).  The FRO is a military member of the unit and is appointed in writing by the CO.  The FRO could be a Marine Officer or consideration could be given to assign those duties to the Chaplain.  The FRO provides oversight and coordination regarding all family readiness issues for the CO.  The primary function of the FRO is to serve as the military point of contact, for routine matters, between the unit and members of the KVN.  Normal duties are outlined in NAVMC 2917.

    c.  Key Volunteer Advisor (KVA) (Optional).  The KVA position is a valuable asset to the Network, but it is an optional one.  Commanders may fill this position with their own spouse, the spouse of the senior SNCO, or the spouse of another senior member in the unit.  The KVA acts as an advocate for the KVN program and a mentor for the Key Volunteer Coordinator (KVC) and the Key Volunteers by providing advice and support.

    d.  Key Volunteer Coordinator (KVC).  The KVC functions as the liaison between the Commander and the Key Volunteers and, as such, reports directly to the Commander or his/her designee (e.g., FRO) regularly on family readiness matters.  The KVC is the conduit for information from and to the Key Volunteers, organizes and coordinates all aspects of the KVN, and may recommend Key Volunteer candidates to the Commander.  The KVC must be the spouse of a member of the unit and be appointed in 
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writing by the Commander of the unit.  Normally, the KVC will have completed initial training and have prior successful experience as a Key Volunteer.  Duties of the KVC are outlined in NAVMC 2919.

    e.  Key Volunteer.  The Key Volunteer provides the command with a “personal link” to its families.  A Key Volunteer must be 

the spouse of a member of the unit and be appointed in writing by the CO.  Key Volunteers provide unit families with information and referrals concerning services available on the installation and within the local area.  They communicate with families and promote unit readiness.  They should meet regularly with the KVC regarding their activities and family concerns.  Duties of Key Volunteers are outlined in NAVMC 2918.

    f.  Marine Corps Community Services (MCCS).  MCCS provides training and consultation to KVNs.  The Family Readiness Support Officer, working directly for the AC/S, MCCS at the installation level, has the overall responsibility for all Key Volunteer and FRO training and support to all operational and tenant commands.  

The KV Trainer shall be located within MCFTB, working directly for the installation FRSO.  With this established working relationship, the FRSO can be more responsive to the senior supported Commander’s needs.

5.  Program Guidance.  Detailed guidelines for the KVN are contained in NAVMCs 2917, 2918, 2919, and 2920.  These guides are the standard and provide the framework for the KVN.  

    a.  Privacy Act.  Because of their relationship with the Marine Corps, KVCs and Key Volunteers are subject to the Privacy Act of 1974 as implemented by reference (b).  The Privacy Act limits access to personal information in records and mandates certain safeguards for such information.  Any written records 

relating to a Marine or a family member must comply with the 

Privacy Act.  Routine disclosure of information maintained in Key Volunteer Network files can be made only to the Marine’s CO, the MCCS professional staff, or others who have a definite “need to know.”  The latter includes state and local officials in abuse cases, medical personnel, authorities charged with the Personnel Reliability Program, substance abuse and law enforcement offices, judicial, or investigative services aboard the installation.  If the Key Volunteer has any question 
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regarding the “need to know,” the issue should be referred to the command.  Information requests from outside the Department of Defense must be written, stating fully the “need to know,” and be processed through the chain of command to the CMC (MR).  

    b.  Confidentiality.  Confidentiality is critical to the integrity of the KVN.  Specifics on confidentiality issues are  contained in NAVMC 2918.

    c.  Training.  Training for individuals in the KVN is essential for the effective operation of the Network.  

Standardized training for all Key Volunteers shall be conducted per NAVMC 2920, Key Volunteer Training Guide.  COs will ensure their KVCs and, if at all possible, all Key Volunteers are trained prior to assuming their duties.  If prior training is not possible, every effort should be made to coordinate volunteer training with the installation FRSO within 30 days of the volunteer’s appointment.  A Certificate of Training will be issued to all Key Volunteers who satisfactorily complete Key 

Volunteer Training.  NAVMC 2917 provides information on training objectives.

    d.  Administrative Support.  Authorized administrative support is depicted in enclosure (8). 

    e.  Newsletters.  Use of official mail is authorized in accordance with the guidelines in reference (c).  The Command 

newsletter serves the Commander in the performance of his/her command responsibilities.  Commanders should apply the following guidelines in determining whether the content of newsletters 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 promotes unit spirit through awareness of family and unit activities, which helps strengthen cohesion among family members, and which contributes to service member and family stability and readiness; and 
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 (4) Information that promotes the activities of private, unofficial organizations separate from the Marine Corps, private fund raisers, and commercial ventures is expressly prohibited.

    f.  Reimbursement of Incidental Volunteer Expenses.  Details of reimbursement procedures are outlined in enclosure (8).

6.  Action

    a.  CMC (MR) shall:

        (1) Develop and maintain a standardized training syllabus for all Key Volunteer training.

        (2) Provide oversight and technical assistance regarding the network.

    b.  The Comdr, MARFORRES and CG, MCRC shall establish a KVN to meet the needs of the Reserve Forces and Recruiting Regions 

respectively, using this Order as a guide.  Training for Reserve KVNs should be coordinated with active duty resources when and where available.

    c.  Commanders at all levels, down to the battalion/squadron,   

Recruiting Station (RS), Inspector & Instructor (I&I) Staff, and detached command shall:

        (1) Establish and support a KVN as provided in this Order, tailored to meet the needs of their individual commands.

        (2) Select and appoint a FRO in writing.

        (3) Select and appoint a Key Volunteer Coordinator in writing.

        (4) Select and appoint Key Volunteers in writing.

7.  Eligibility.  All spouses of active duty military members within each command are eligible to participate in the KVN.
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Funding MCFTB and Reimbursement of Volunteers
1.  Purpose.  To ensure standardization and equity on funding and reimbursement of volunteers of MCFTB Programs.  

2.  Background.  In the past, volunteers have experienced undue delays in receiving payment of incidental expenses incurred while performing their official volunteer duties and inconsistent direction regarding usage of appropriated funds (APF) and nonappropriated funds (NAF).

3.  Policy
    a.  Commanders’ Responsibilities.  All Installation Commanders, in support of the tenant operating force commands and permanent commands, have the responsibility and obligation to support family readiness programs with APF or NAF as available.  Commanders are expected to plan, program, and budget for all expenditures.  Unless a situation arises which violates federal law, regulation, or the contents of this Order, commanders are authorized and expected to provide APF and/or NAF dollars which best support their volunteer-based programs.

    b.  Official Programs.  MCFTB Programs are official programs and shall be funded predominately using APF.  The programs under MCFTB are components of the overall family readiness support program.  APF support authorized to be received include:

        (1) Office spaces, meeting spaces/facilities, and storage space.

        (2) Office supplies and equipment to include computers with appropriate hardware, software, printers, Internet access, military electronic mail accounts, telephones with DSN access, where available, and answering machines.  Computer hardware necessary for office use will be capable of running current versions of the standard Marine Corps office automation software and other software required to support mission requirements.  Both hardware and software will be purchased in compliance with applicable Marine Corps Directives.
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(3) Transportation as authorized by the Commanding Officer when performing volunteer services.  Commanders assigned to independent duty (e.g. recruiting and Inspector-Instructor 

duty) are authorized to provide government vehicles with drivers 

for Key Volunteers, but volunteers are not authorized to operate government commercial vehicles.

    c.  Category A Programs.  MCFTB Programs are classified as Category A Programs per reference (a).  NAF support includes:

        (1) Refreshments for functions such as KVN workshops, L.I.N.K.S. training sessions, Spouses’ Leadership Seminars, and volunteer recognition events.

        (2) When APF is not available, awards and baby sitting may be funded with NAF when they are incident to a receipt of voluntary services by the Government in accordance with 10 U.S.  Code 1588.

        (3) The Utilization, Support and Accountability (USA) Practice is authorized for use per reference (a).        

    d.  Reimbursement of Expenses.  Reimbursement payments to volunteers who support these programs shall be handled as expeditiously as those for Marine Corps members.  The most expeditious means of facilitating these payments shall be used.  APF reimbursements shall be submitted by the Integrated Automated Travel System (IATS) to DFAS Kansas City.  NAF reimbursements shall be submitted through the local NAF Comptroller.  The FRSO shall facilitate both methods of payment.

    e.  Per 10 U.S. Code 1588, KVN and L.I.N.K.S. volunteers must have duly executed gratuitous service agreements in place to be eligible to receive any reimbursement support.  A sample gratuitous service agreement is contained in enclosure (9).  With that duly executed gratuitous service agreement, KVN and L.I.N.K.S. volunteers are authorized reimbursement of the following expenses: 

        (1) Mileage, at the prevailing government rate for authorized use of a privately owned conveyance;
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(2) Parking and tolls, when supported by proper receipts;

        (3) Telephone toll calls not otherwise covered (e.g. by command telephone credit cards) upon presentation of the bill;

        (4) Child care expenses (not to exceed the installation’s hourly care rate) incurred as a result of performing volunteer duties.


        (5) Expenses incurred while on Invitational Travel Orders.

    f.  Reimbursement of these incidental expenses may be made from APF or NAF, subject to the availability of the funds.  

ACs/S, MCCS shall establish the most expeditious method of reimbursing expenses incurred by volunteers.

    g.  Procedures for Payments Using APF  

        (1) Volunteer completes Standard Form (SF) 1164, Claim for Reimbursement for Expenditures on Official Business.

        (2) Commanding Officer, or person designated in writing,  authorizes the reimbursement by signing Block 8, SF 1164.

        (3) Volunteer delivers approved claim to FRSO who files that claim directly to the installation disbursing office.

        (4) The installation disbursing officer submits the claim through IATS where the volunteer is paid through direct deposit or hard check.

    h.  Procedures for Payments Using NAF  

        (1) Volunteer completes SF 1164, Claim for Reimbursement for Expenditures on Official Business.

        (2) Commanding Officer or person designated in writing authorizes the reimbursement by signing Block 8, SF 1164.

        (3) Volunteer delivers claim to FRSO who, in turn, coordinates payment from the comptroller.  
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i.  Per Joint Federal Travel Regulation (JFTR), para, C6000, invitational travel orders (ITOs) may be issued to individuals who are performing services in support of the KVN and L.I.N.K.S. Programs.  Volunteers on ITOs are authorized GSA city pair rates on air transportation.

    j.  KVN and L.I.N.K.S. volunteer team members benefit from Workman’s Compensation and Tort Claims protection pursuant to 

10 U.S. Code 1588.

    k.  Baby Sitting Services for Key Volunteer Training and L.I.N.K.S. Session and PREP Participants.  Key Volunteer trainees and L.I.N.K.S. session and PREP participants are not considered volunteers under 10 U.S. Code 1588.  However, it has been determined that it is critical to the mission of the KVN,  L.I.N.K.S., and PREP that no-cost baby sitting services be 

provided to participants of training sessions to ensure the intended spouse audience attends.  KVN, L.I.N.K.S., and PREP meet the requirements of the “necessary expense test” as articulated by the Government Accounting Office, and therefore, APFs or NAFs may be used to pay for the baby sitting expenses incurred by those who participate in KVN, L.I.N.K.S., and PREP training sessions.  APF or NAF reimbursement may be made to the participant directly or by acquiring the baby sitting services under a contract.  Providing and paying for baby sitting services in advance shall be the preferred method to eliminate families from having to pay for these services up front and subsequently waiting on the reimbursement.  When child care expenses are incurred while participating in activities unrelated to KVN, L.I.N.K.S. or PREP sessions, those are considered to be personal expenses and shall be borne by the individual.

    l.  Official Mail.  Official mail is authorized for official Marine Corps Programs pursuant to reference (c) and DODI 4525.8M.  Official mailings shall have the appropriate amount of postage applied to meet the mailer’s needs such as delivery date and the requirement for return of undeliverable mail.

    m.  Government Printing and Government Supply System.  Access to the government printing and supply systems is available for official Marine Corps programs.
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    n.  Fundraising.  Federal law and regulations prohibit fundraising in order to augment funds provided by APF.  Authorized APF expenditures are depicted in paragraphs 3b, 3e, and 3i above.  Fundraising may not be used to enhance or increase this support.  

    o.  Unsolicited Donations.  Acceptance of unsolicited donations for MCFTB Programs is authorized.  ACs/S, MCCS shall establish the most expeditious method of holding these funds 

allowing ease of access for the intended program.

    p.  Awards.  Awards of nominal value for volunteers which cannot be construed as personal gifts, such as plaques, may be purchased using APF and NAF when “distinctive service” is being recognized.  Individuals may be presented letters, certificates,

identifying insignia, or other items for their volunteer service. APF and NAF may be used to purchase awards for volunteers, if budgeted and approved by the Commander.  Cost of awards shall not exceed $24 per individual per recognition.  Cash awards are prohibited.  

4.  Action.  All Commanders shall provide funding support to the volunteer-based programs as depicted in this enclosure. 
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The Gratitious Service Agreement has been replaced by the DD 2793 – 

Volunteer Agreement

See Appendix B

 ENCLOSURE (9)
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KEY VOLUNTEER NETWORK CONTACTS

	Contacts
	Telephone Numbers
	Days/Hours Available
	Comments/Notes
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UNIT FAMILY CONTACT SHEET
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	Male Head of Household
	Female Head of Household

	Name:
	
	

	Military Status
	
	

	Rank
	
	

	Home Phone
	
	

	Work Phone
	
	

	E-mail Address
	
	


	Children in Household
	Gender
	Age
	Name/Phone for School and/or Daycare Facility
	Special Needs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Household Members
	Gender
	Age
	Relationship to Household
	Special Needs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Family Households Authorized to Care for Children
	General Notes/Comments

	Name
	

	Address
	

	Home Phone
	

	Work Phone
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KEY VOLUNTEER CONTACT LOG

	Date
	Caller Name/ Phone #
	Sponsor Name
	Issue or Problem
	Action Taken
	Followup Action Required?
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In comliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this form is authorized by 5 U.S.C. Chapter 57 as imolemented by the
Federal Travel Reguations (FPMR 101-7), £.0. 11609 of July 22, 1871, £.0. 11012 of March 27, 1962, £.0. 9397 of November 22, 1943, and 26 U.S.C. 5011(b) and 8109. The primary
purposa of the requested infor is 1o de payment or rembur 10 eligible individuals for sllowabls travel and/ar other expenses incurrad under 3ppropriate administrative
authorization and o record and maintain GOSts Of SUCh reimbursements 1o the Government. The information will be used by Federal agency officers and amployaes who have 3 need for the.
information in the performance of thair official duties. The information may be disclosed to appropriate Federal, State, lacal, or foreign agencies. when relevant (o civil criminal, or regulatory
investigations or prosecutions, o when PUFSUN 10 & requirement by this agency in connection with the hiring o firing of an amployae, the issuance of a security clearance. or investigations of
tha performance of official dury whils in Government service. Your Social Security Account Number (SSN is soliited under the authority of the interal Revenus Code (26 U.S.C. 5011(b) and
5109) and £.0. 9337, November 22, 1943, for use 35 2 axpaver ana/or amployee dantfication number; disclosure is MANDATORY on vouchers claiming aymant or faimburssmant which s,
or may be, taxable income. Disclosure of your SSN and other requested information is voluntary in all other instances; howsver, failure to provide the information (other than SSN) racuired 1
support the claim may result in delay or 10sS of reimbursament.

STANDARD FORM 1164 (BACK) (REV. 11-77)
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Sample ELECTRONIC FUNDS TRANSFER (EFT) ENROLLMENT Form                         This form is used by the Finance Branch, Marine Corps Base, Quantico, Virginia for the exclusive purpose of providing travel related EFT payments only.  Information provided on this form will not be released to any other agency, or used for any other purpose.
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NOTE:  The routing number identifies your banking institution. It is located at the bottom of your check or deposit ticket.  Some banks use different routing numbers for EFT payments.  Contact your bank prior to completing this form if you are unsure of the correct numbers.  You are required to complete a new EFT Enrollment Form with this office due to any change in your banking institution or your banking account number. I authorize the Travel Section, Finance Branch to send travel related payments using EFT to the above banking institution.

____________________________________       ______________

(Authorized Signature)                     (Date)

MCB FORM 7200/18 (       )  (EF)
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Appendix A





Appendix B





Appendix C





Appendix F





Appendix G





SPEED REFERENCE


Family Name: ______________________


Primary Phone: ____________________


Recurring Issues:___________________ ___________________________________


______________________________________________________________________





Appendix D





Appendix E





IMPORTANT:  If you don’t know the correct answer to a question, say so.  Don’t guess!








IMPORTANT:  Key Volunteers are not trained counselors.  The goal in these calls is to make the appropriate referral as quickly as possible.  Participants should notify the Commanding Officer (CO) or the CO’s designated representative about the referral and follow up with the CO as desired.





IMPORTANT:  Be sure to get the CO’s guidance on this issue.  Many commanders have prescribed responses based upon local resource availability.





FINANCIAL INSTITUTION INFORMATION





Type of Account:        � Checking              � Savings





Account Number:    ������������������





Routing Number:    ���������


                                       (Must complete all nine- digits of the Routing Number)








PERSONAL INFORMATION





Social Security Number:     ���     ��     ����





Name: __________________________________________________________________


                                      (First)                               (Middle Initial)                             (Last)





Unit/Organization: ________________________________________________________





Work Telephone:     ���   ���   ����
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PRIVACY ACT STATEMENT

AUTHORITY:

  Section 1588 of Title 10, U.S. Code, and E.O. 9397.

PRINCIPAL PURPOSE(S): 

 To document voluntary services provided by an individual, including the hours of service performed, and to obtain

agreement from the volunteer on the conditions for accepting the performance of voluntary service.

ROUTINE USE(S):

  None.

DISCLOSURE:

  Voluntary; however failure to complete the form may result in an inability to accept voluntary services or an inability to

document the type of voluntary services and hours performed.

PART I - GENERAL INFORMATION

5.  ORGANIZATION/UNIT WHERE SERVICE OCCURS

4.  INSTALLATION

7.  ANTICIPATED DAYS OF WEEK

6.  PROGRAM WHERE SERVICE OCCURS

9.  DESCRIPTION OF VOLUNTEER SERVICES

     I expressly agree that my services are being provided as a volunteer and that I will not be an employee of the United States Government or

any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the performance of approved

volunteer services, tort claims, the Privacy Act, criminal conflicts of interest, and defense of certain suits arising out of legal malpractice.  I

expressly agree that I am neither entitled to nor expect any present or future salary, wages, or other benefits for these voluntary services.  I

agree to be bound by the laws and regulations applicable to voluntary service providers and agree to participate in any training required by the

installation or unit in order for me to perform the voluntary services that I am offering.  I agree to follow all rules and procedures of the installation

or unit that apply to the voluntary services I will be providing.

1.  TYPED NAME OF VOLUNTEER

 

(Last, First, Middle Initial)

 a.  SIGNATURE OF VOLUNTEER

b.  DATE SIGNED 

(YYYYMMDD)

2.  SSN

3.  DATE OF BIRTH

 

(YYYYMMDD)

11.

a.  TYPED NAME OF ACCEPTING OFFICIAL

         

(Last, First, Middle Initial)

b.  SIGNATURE

c. DATE SIGNED 

(YYYYMMDD)

PART IV - TO BE COMPLETED AT END OF VOLUNTEER'S SERVICE BY VOLUNTEER SUPERVISOR

14. AMOUNT OF VOLUNTEER TIME DONATED

  a.  YEARS 

(2,087

       hours=1 year)

b.  WEEKS

c.  DAYS

d.  HOURS

15. SIGNATURE

16. TERMINATION DATE

       (YYYYMMDD)

17.

a.  TYPED NAME OF SUPERVISOR

         

(Last, First, Middle Initial)

b.  SIGNATURE

c. DATE SIGNED 

(YYYYMMDD)

DD FORM 2793, FEB 2002

Exception to Standard Form 50 granted by

Office of Personnel Management (OPM) waiver.

APPROPRIATED FUND ACTIVITIES

NONAPPROPRIATED FUND INSTRUMENTALITIES

8.  ANTICIPATED HOURS

10. CERTIFICATION

PART III - VOLUNTEER IN NONAPPROPRIATED FUND INSTRUMENTALITIES

     I expressly agree that my services are being provided as a volunteer and that I will not be an employee of the United States Government or

any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the performance of approved

volunteer services and liability for tort claims as specified in 10 U.S.C. Section 1588(d)(2).  I expressly agree that I am neither entitled to nor

expect any present or future salary, wages, or other benefits for these voluntary services.  I agree to be bound by the laws and regulations

applicable to voluntary service providers, and agree to participate in any training required by the installation or unit in order for me to perform the

voluntary services that I am offering.  I agree to follow all rules and procedures of the installation or unit that apply to the voluntary services  that I

am offering.

13.

a.  TYPED NAME OF ACCEPTING OFFICIAL

          (Last, First, Middle Initial)

 a.  SIGNATURE OF VOLUNTEER

b.  DATE SIGNED  

(YYYYMMDD)

12. CERTIFICATION

b.  SIGNATURE

c.  DATE SIGNED  

(YYYYMMDD)

PART II - VOLUNTEER IN APPROPRIATED FUND ACTIVITIES

PREVIOUS EDITION IS OBSOLETE.
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PRIVACY ACT STATEMENT

AUTHORITY:

  Section 1588 of Title 10, U.S. Code, and E.O. 9397.

PRINCIPAL PURPOSE(S): 

 To document voluntary services provided by an individual, including the hours of service performed, and to obtain

agreement from the volunteer on the conditions for accepting the performance of voluntary service.

ROUTINE USE(S):

  None.

DISCLOSURE:

  Voluntary; however failure to complete the form may result in an inability to accept voluntary services or an inability to

document the type of voluntary services and hours performed.

PART I - GENERAL INFORMATION

5.  ORGANIZATION/UNIT WHERE SERVICE OCCURS

4.  INSTALLATION

7.  ANTICIPATED DAYS OF WEEK

6.  PROGRAM WHERE SERVICE OCCURS

9.  DESCRIPTION OF VOLUNTEER SERVICES

     I expressly agree that my services are being provided as a volunteer and that I will not be an employee of the United States Government or

any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the performance of approved

volunteer services, tort claims, the Privacy Act, criminal conflicts of interest, and defense of certain suits arising out of legal malpractice.  I

expressly agree that I am neither entitled to nor expect any present or future salary, wages, or other benefits for these voluntary services.  I

agree to be bound by the laws and regulations applicable to voluntary service providers and agree to participate in any training required by the

installation or unit in order for me to perform the voluntary services that I am offering.  I agree to follow all rules and procedures of the installation

or unit that apply to the voluntary services I will be providing.

1.  TYPED NAME OF VOLUNTEER

 

(Last, First, Middle Initial)

 a.  SIGNATURE OF VOLUNTEER

b.  DATE SIGNED 

(YYYYMMDD)

2.  SSN

3.  DATE OF BIRTH

 

(YYYYMMDD)

11.

a.  TYPED NAME OF ACCEPTING OFFICIAL

         

(Last, First, Middle Initial)

b.  SIGNATURE

c. DATE SIGNED 

(YYYYMMDD)

PART IV - TO BE COMPLETED AT END OF VOLUNTEER'S SERVICE BY VOLUNTEER SUPERVISOR

14. AMOUNT OF VOLUNTEER TIME DONATED

  a.  YEARS 

(2,087

       hours=1 year)

b.  WEEKS

c.  DAYS

d.  HOURS

15. SIGNATURE

16. TERMINATION DATE

       (YYYYMMDD)

17.

a.  TYPED NAME OF SUPERVISOR

         

(Last, First, Middle Initial)

b.  SIGNATURE

c. DATE SIGNED 

(YYYYMMDD)

DD FORM 2793, FEB 2002

Exception to Standard Form 50 granted by

Office of Personnel Management (OPM) waiver.

APPROPRIATED FUND ACTIVITIES

NONAPPROPRIATED FUND INSTRUMENTALITIES

8.  ANTICIPATED HOURS

10. CERTIFICATION

PART III - VOLUNTEER IN NONAPPROPRIATED FUND INSTRUMENTALITIES

     I expressly agree that my services are being provided as a volunteer and that I will not be an employee of the United States Government or

any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the performance of approved

volunteer services and liability for tort claims as specified in 10 U.S.C. Section 1588(d)(2).  I expressly agree that I am neither entitled to nor

expect any present or future salary, wages, or other benefits for these voluntary services.  I agree to be bound by the laws and regulations

applicable to voluntary service providers, and agree to participate in any training required by the installation or unit in order for me to perform the

voluntary services that I am offering.  I agree to follow all rules and procedures of the installation or unit that apply to the voluntary services  that I

am offering.

13.

a.  TYPED NAME OF ACCEPTING OFFICIAL

          (Last, First, Middle Initial)

 a.  SIGNATURE OF VOLUNTEER

b.  DATE SIGNED  

(YYYYMMDD)

12. CERTIFICATION

b.  SIGNATURE

c.  DATE SIGNED  

(YYYYMMDD)

PART II - VOLUNTEER IN APPROPRIATED FUND ACTIVITIES

PREVIOUS EDITION IS OBSOLETE.
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