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1. Purpose
This regulation establishes policies and procedures for U.S. Army Recruiting Command (USAREC) liaisons at Army
reception battalions, to include duties, responsibilities, and support requirements.

2. References
For required and related publications and prescribed and referenced forms see appendix A.

3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

4. General
USAREC liaisons are located at Army installations that have an Army reception battalion as mutually agreed upon by the

Commanding General, U.S. Army Training and Doctrine Command (TRADOC) and the Commanding General, USAREC.
USAREC liaisons are assigned to Headquarters, U.S. Army Recruiting Command (HQ USAREC), G3, with duty at their
respective installations. Due to the nature of their duties, USAREC liaisons will not be assigned additional duties or
placed on duty rosters (for example, staff duty noncommissioned officer, charge of quarters, etcetera,) by the reception
battalion commander.

5. Procedures
a. The primary mission of the USAREC liaison is to reduce Soldier attrition.  This is accomplished by serving as the

USAREC quality control representative in detecting and resolving unfulfilled, erroneous, or fraudulent enlistments at
the reception battalion, and by the renegotiation of enlistment options if the Soldier is qualified.

b. The secondary mission of the liaison is to assist and advise the installation commander and his or her staff, training
brigade and battalion commanders and their staffs, and the reception battalion commander on matters pertaining to the

enlistment process.  These duties include, but are not limited to, the following:
(1) When requested, ascertaining if recruiting regulations were followed and, if not, if recruiting improprieties (RIs)

are involved.
(2) Maintaining liaison with training centers as well as maintaining liaison with Department of the Army; TRADOC;

Office of the Chief, Army Reserve; U.S. Army Accessions Command; and major U.S. Army Reserve Commands. Assisting
in resolving recruiting-related problems under the provisions of AR 601-210.

c. Additional missions include, but are not limited to, the following:
(1) Providing analysis and reports pertaining to erroneous and/or fraudulent enlistment processing procedures,

trends, and feedback to the command.
(2) Providing each responsible recruiting brigade and recruiting battalion a copy of USAREC FL 153 (Erroneous

Enlistment Report) as an erroneous enlistment error is discovered.
(3) Advising the Assistant Chief of Staff (ACS), G3, of activities, policies, and procedures of the reception battalion

and training installation which may have an impact on the command.
(4) Serving as a link between USAREC and TRADOC on recruiting-related matters identified at the training base.

6. Responsibilities
a. ACS G3 will:
(1) Have the overall responsibility for the USAREC Liaison Program.

(2) Coordinate with the ACS G1, to fill vacancies.
(3) Select noncommissioned officers (NCOs) and general schedule employees for assignment as USAREC liaisons

and coordinate with the G1, Enlisted Management Branch, for processing associated with reassignment actions.
b. G3, Chief of  Enlistment Eligibility and Processing Division, will:
(1) Have the operational and administrative control of the USAREC Liaison Program.
(2) Conduct staff visits to each liaison office.

(3) Consolidate quarterly erroneous enlistment data for reporting to Command Group and recruiting brigade and
recruiting battalion commanders.

c. Recruiting Standards Directorate will review USAREC Forms 315 (Report of Alleged or Suspected Recruiting
Impropriety) submitted by liaisons and monitor inquiries and investigations of alleged RIs as outlined in USAREC Reg
601- 45.
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 d. Recruiting brigade operations officers (S3s) will:
(1) Ensure each RI has been reported to the recruiting battalion executive officer or the brigade judge advocate for

appropriate action as outlined in USAREC Reg 601- 45.
(2) Review the monthly Recruiting Operations Liaison Error Report to be aware of current enlistment processing

errors within the command and provide the recruiting battalion guidance counselor (GC) training to correct the contin-
ued errors.

(3) Maintain Erroneous Enlistment Reports (EERs) in accordance with AR 25-400-2, record number 601-210h (Errone-
ous Enlistment Reports).

e. Recruiting battalion S3s will:
(1) Review the monthly Recruiting Operations Liaison Error Report to be aware of current enlistment processing

errors within the command and provide training to correct and prevent the continued errors.
(2) Maintain EERs in accordance with AR 25-400-2, record number 601-210h (Erroneous Enlistment Reports).

(3) Maintain an error (EER) folder for each GC.
(a) Senior guidance counselors or senior operations NCOs (when the error is committed by the senior guidance

counselor) will provide immediate corrective training on each error report received and reply in writing to the recruiting
battalion S3 that training has been accomplished. Errors should be considered during NCO and civilian employee
evaluations.

(b) S3s will maintain a copy of the training report in the error folder.

(4) Comply with requirements of appendix G when processing applicants for flight physicals.
(5) Recruiting battalions that have reception battalions located inside their area of operations will provide logistical

support to the USAREC liaison offices at those reception battalions.  This paragraph applies to the following recruiting
battalions:

(a) Nashville Recruiting Battalion—Fort Knox, KY.
(b) Atlanta Recruiting Battalion—Fort Benning, GA.

(c) Oklahoma City Recruiting Battalion—Fort Leonard Wood, MO; Fort Sill, OK.
(d) Columbia Recruiting Battalion—Fort Jackson, SC.
(e) Montgomery Recruiting Battalion—Fort Rucker, AL.
(f)  San Antonio Recruiting Battalion—Lackland Air Force Base, TX.

7. Duties of USAREC liaisons

a. Appendixes B through I outline general duties of the liaison.
b. Each liaison office will follow the procedures outlined in the appendixes.  However, since the operation of each

liaison office will vary with the mission of  the training installation, each liaison will be required to modify operational
procedures to support the local mission.
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Appendix A
References

Section I
Required Publications

AR 25-2
Information Assurance. (Cited in para E-6d.)

AR 25-400-2
The Army Records Information Management System (ARIMS). (Cited in paras 6d(3), 6e(2), and B-2c.)

AR 27-10
Military Justice. (Cited in para F-2a.)

AR 601-210
Active and Reserve Components Enlistment Program. (Cited in paras 5b(2), C-1, and C-3b.)

AR 635-200
Active Duty Enlisted Administrative Separations. (Cited in paras C-1, C-2, D-3a, and D-3b.)

UCMJ
Uniform Code of  Military Justice. (Cited in paras D-2d, D-4a(2), and F-2a.)

USAREC Reg 25-2
Information Resources Management Program. (Cited in para E-6d.)

USAREC Reg 25-10
Telecommunications Management. (Cited in para E-4a.)

USAREC Reg 601-45
Recruiting Improprieties Policies and Procedures. (Cited in paras 6c, 6d(1), D-2c(3), and D-2g.)

USAREC Reg 601-96
Enlistment, Accessions, and Processing Procedures. (Cited in paras C-4a, E-5a, and G-3d(4).)

Section II
Related Publications

AR 58-1
Management, Acquisition, and Use of  Motor Vehicles.

AR 135-91
Service Obligations, Methods of Fulfillment, Participation Requirements, and Enforcement Procedures.

AR 135-178
Enlisted Administrative Separations.

AR 135-180
Qualifying Service for Retired Pay Nonregular Service.

AR 135-200
Active Duty for Missions, Projects, and Training for Reserve Component Soldiers.
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AR 135-205
Enlisted Personnel Management.

AR 135-210
Order to Active Duty as Individuals for Other Than a Presidential Selected Reserve Call-Up, Partial or Full Mobilization.

AR 140-1
Mission, Organization, and Training.

AR 140-10
Assignments, Attachments, Details, and Transfers.

AR 140-111
U.S. Army Reserve Reenlistment Program.

AR 385-10
The Army Safety Program.

AR 600-8-19
Enlisted Promotions and Reductions.

AR 601-1
Assignment of Enlisted Personnel to the U.S. Army Recruiting Command.

AR 601-270
Military Entrance Processing Station (MEPS).

AR 614-200
Enlisted Assignments and Utilization Management.

AR 635-5
Separation Documents.

AR 635-5-1
Separation Program Designator (SPD) Codes.

DA Pam 25-30
Consolidated Index of Army Publications and Blank Forms.

DA Pam 611-21
Military Occupational Classification and Structure.

USAREC Reg 600-22
Assignment of Enlistment Processing Responsibility.

USAREC Reg 600-25
Prohibited and Regulated Activities.

USAREC Reg 601-73
Missioning Procedures.
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USAREC Reg 601-91
Officer Candidate School and Warrant Officer Flight Training Programs.

USAREC Reg 601-107
Operational Management Systems.

USAREC Reg 700-5
Integrated Logistics Support.

USMEPCOM Reg 601-23
Enlistment Processing.

USMEPCOM Reg 611-1
Enlistment Qualification Tests.

Section III
Prescribed Forms

USAREC Form 315
Report of Alleged or Suspected Recruiting Impropriety. (Prescribed in paras 6c, B-3a, B-3c(1), D-2f, D-3c, D-4a, and D-
4c.)

USAREC Form 1146
RA and USAR Inquiries to the USAREC Liaison. (Prescribed in para B-2b.)

USAREC Form 1148
USAREC Liaison Monthly Report. (Prescribed in para B-3c.)

USAREC FL 153
Erroneous Enlistment Report. (Prescribed in paras 5c(2), B-2a, B-3b, B-3c(2), C-5, C-5e, C-5f, C-5g, and E-7c(2).)

USAREC Label 16
Flight Physical Cover Sheet. (Prescribed in paras G-2c and G-3a.)

Section IV
Referenced Forms

DA Form 2823
Sworn Statement.

DA Form 3286

Statements for Enlistment.

DA Form 3881
Rights Warning Procedure/Waiver Certificate.

DD Form 4 series

Enlistment/Reenlistment Document - Armed Forces of the United States.

DD Form 1966 series
Record of Military Processing - Armed Forces of the United States.

DD Form 2807-1

Report of Medical History.
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DD Form 2808
Report of Medical Examination.

USAREC Form 1137
Future Soldier Pre-Execution Checklist.

Appendix B
Duties of the Liaison

B-1. Advisor

USAREC liaisons will:
a. Act as advisors to the reception battalion commander on recruiting policies and procedures.
b. Perform liaison and coordinate problems between the reception battalion and military entrance processing stations

and battalion commanders and subordinate elements as required.
c. Maintain close contact with the post adjutant general, inspector general, and staff judge advocate; and HQ

USAREC, Recruiting Standards Directorate, concerning recruiting matters.

B-2. Problem-solver
USAREC liaisons will:

a. Resolve defective, unfulfilled, or erroneous enlistments pertaining to new Soldiers caused by recruiting person-
nel, civilians, and/or enlistment processing errors. Report all administrative errors (defined in the glossary) and
waivers required to complete enlistment, discharge, or separation using USAREC FL 153 to HQ USAREC, G3, Enlistment

Eligibility and Processing Division at rcro-eep@usarec.army.mil; Recruiting Standards Directorate at improprieties@usarec.army.mil;
and the appropriate recruiting brigade and recruiting battalion S3, via e-mail within 3 working days.

b. Maintain USAREC Form 1146 (RA and USAR Inquiries to the USAREC Liaison) (see fig B-1) for all Soldiers who
visit the USAREC liaison.

c. Maintain records, references, and historical files on reportable errors in accordance with AR 25-400-2, record
number 601-210h (Erroneous Enlistment Reports). Include at a minimum, before and after copies of affected documents,

waiver statements, and Recruit Quota System (REQUEST) printout.
d. Record, log, and process all alleged RIs identified at training installations in accordance with appendix D.
e. Conduct interviews with Soldiers concerning alleged RIs, enlistment option or military occupational specialty

(MOS) eligibility, recruiter or GC errors, improprieties, and fraudulent enlistments when requested to determine the
validity of each case. Appendixes C and D outline procedures for forwarding these cases to HQ USAREC for further
evaluation, corrective action, or investigation.

f. Not become involved in procedures or actions which are clearly within the purview of the commander or military
personnel office of the Soldier concerned; however, the liaison may act as an advisor in such cases upon request.

g. For U.S. Army Reserve (USAR) Soldiers, the USAREC liaison is responsible for only those problems discovered
during reception battalion processing. All others will be referred to the TRADOC liaison.

B-3. Reporting

a. Provide reports of alleged RIs (using USAREC Form 315) to the Director of Recruiting Standards.
b. Forward copy of USAREC FL 153 to HQ USAREC, G3, Enlistment Eligibility and Processing Division at rcro-

eep@usarec.army.mil; Recruiting Standards Directorate at improprieties@usarec.army.mil; and the recruiting brigade
and recruiting battalion S3 via e-mail within 3 days.

c. Provide USAREC Form 1148 (USAREC Liaison Monthly Report) (see fig B-2) to HQ USAREC, G3, Enlistment
Eligibility and Processing Division via e-mail to rcro-eep@usarec.army.mil, by the 15th of each month. These reports

will include the following:
(1) The number of USAREC Forms 315 issued during the previous calendar month.
(2) The number of  USAREC FLs 153 issued during the previous calendar month.
(3) The number of  Hometown Recruiter Assistance Program (HRAP) briefings completed during the previous calen-

dar month.



USAREC Reg 600-8 • 9 December 2010 7

(4) The TRADOC Discharge Report for the previous calendar month.
(5) Any recurring problems (with suggested solutions).
(6) Any changes occurring at the reception battalion or with the MOS training at the TRADOC installation.
(7) Other items as required.
d.  Run the  REQUEST message program daily.
e.  Send an absent without leave report weekly to the Director of  Recruiting Standards as well as turn the report over

to the reception battalion S1.

B-4. Assistance
USAREC liaisons will:

a. Assist in surveys of basic training, advanced individual training, and one station unit training Soldiers as required
by HQ USAREC.

b. Brief visitors on USAREC liaison operations and reception battalion procedures.
c. Be prepared to make formal presentations or provide briefings on reception battalion problems during USAREC,

recruiting brigade, and recruiting battalion seminars or conferences and various recruiting courses taught at Fort
Jackson, SC, or Fort Knox, KY.

d. On request, provide formal instruction to installation personnel on the mission and functions of USAREC and
liaison operations.  Such instruction may include demonstrations of REQUEST and the Guidance Counselor Resource

Center (GCRc).
e. On request, provide training to reception battalion personnel on enlistment processing and related subjects.
f. Assist the reception battalion commander and training installation personnel in the administration of the Soldier

Disclosure Program and Moment of Truth.  The liaison will review allegation packets for completeness and accuracy
before sending the packets to HQ USAREC,  ATTN: RCRS, 1307 3rd Avenue, Fort Knox, KY  40121-2725.

B-5. Performance
All liaisons will perform other duties as required by HQ USAREC, ACS, G3, and the G3, Chief  of Enlistment Eligibility and
Processing Division.
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Figure B-1. Sample of a completed USAREC Form 1146

Obtained documents/promoted
RK/MM

Obtained/mailed forms
MM - Loan Repayment
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Figure B-2. Sample of a completed USAREC Form 1148

FS needs dependency waiv-
ers

PS Soldiers requiring WTC

Missing required flight
physical

Source documents not
scanned in GCRc

LRP - Missing promissory
notes

Missing dependents source
documents

Missing SF 1199A or form
incomplete

DD Form 4 does not  match
reservation

USAR missing DA Form
4187 from unit
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Appendix C
Defective, Unfulfilled, and Erroneous Enlistments

C-1. General
USAREC liaisons will detect and resolve erroneous enlistments, defective enlistment agreements, unfulfilled enlistment
commitments, and other reported enlistment discrepancies of new accessions assigned to the reception battalion. Retain
qualified Soldiers on active duty through the use of renegotiation, simple problem resolution by obtaining documents or
forms required, or by use of exception to policy through HQ USAREC, G3, Enlistment Eligibility and Processing Division,
to Headquarters, Department of the Army, Office of the Deputy Chief of Staff for Personnel. Those who are not qualified

and those who, though qualified, elect separation must be processed in accordance with AR 601-210 or AR 635-200.

C-2. Definitions
The terms erroneous enlistment, defective enlistment agreement, unfulfilled enlistment, fraudulent entry, and other
enlistment discrepancies are defined in AR 635-200 and in the glossary of this regulation.

C-3. Guidance
This paragraph contains general guidance for resolving claims of unfulfilled enlistment commitments.

a. The USAREC liaison will provide assistance in resolving claims of unfulfilled enlistment commitments by review-
ing enlistment documents and interviewing claimants, when requested.

b. All claims which cannot be resolved locally should be forwarded to Commander, U.S. Army Human Resources
Command as outlined in AR 601-210, paragraphs 8-4 and 8-5.  The claimant’s unit commander is fully responsible for

completing and forwarding the claim.
c. An apparent or possible misrepresentation or false promise made by recruiting personnel to induce an applicant to

enlist will be treated as an RI. Cases of this nature will be processed in accordance with appendix D.

C-4. Resolution of erroneous enlistments
When it is confirmed that a Soldier has been erroneously enlisted, the following actions will be taken:

a. Confirm disqualification. Check REQUEST printout for MOS, option, term, etcetera, and match with Soldier’s
qualifications. GCs will consult QUALS in accordance with guidance in USAREC Reg 601-96 and current USAREC
messages. In some cases, enlistment qualifications are upgraded after an applicant enters the Delayed Entry Program or
the Delayed Training Program. In these cases, the applicant remains qualified for the original enlistment option unless
the change notification message from U.S. Army Human Resources Command that provides implementing instructions
specifies otherwise.

b. Review Soldier’s actual qualifications.  Verify qualifications (for example, Armed Services Vocational Aptitude
Battery scores, physical profile, and other items required by REQUEST).

c. Explain disqualification(s) to the Soldier and advise him or her of available alternatives.
d. Enter Soldier’s actual qualifications in REQUEST and determine those MOSs which will accept the qualifications.

If the Soldier elects to waive his or her original enlistment commitment, and to select an alternate enlistment option
obtained through REQUEST, proceed to make the appropriate reservation. If the term of enlistment requires a longer

period than the original enlistment term (for example, Soldier originally enlisted for 3 years and alternate option selected
requires 4 years), the oath of extension of enlistment must be taken before a commissioned officer. Once a new reserva-
tion is obtained, all documents will be scanned into GCRc.

e. The liaison will renegotiate the contract and scan the waiver into GCRc.
f. Reservations which cannot be accomplished through REQUEST should be referred to the Recruiting Operations

Center at 1-800-668-9203.

C-5. USAREC FL 153
USAREC FL 153 (see fig C-1) assists the chain of command in identifying enlistment errors made by personnel (recruiter
or GC). Complete the report the same day the error is discovered and use a separate form for each report.  Complete the
report as follows:

a. Enter the Soldier’s name, component, MOS, Delayed Entry Program-in date, ship date, and recruiting station

identification.
b. Enter the action taken to correct the error.
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c. Note who made the error. List the recruiter of credit or the processing GC (name, and rank).
d. Include a brief description of the error in the Discrepancy field. The entry should be clear enough to permit all

readers to understand the nature of the error and who committed the error.
e. Send the completed USAREC FL 153 via e-mail to each of the following addressees.  The liaison will also maintain

a copy.
(1) HQ USAREC, G3, Enlistment Eligibility and Processing Division at rcro-eep@usarec.army.mil.

(2) HQ USAREC, Recruiting Standards Directorate at improprieties@usarec.army.mil.
(3) Appropriate recruiting brigade S3.
(4) Appropriate recruiting battalion S3.
f.  Prepare a USAREC FL 153.  Refer to the glossary, section II, for the definition of an administrative error.  Following

are examples:
(1) Missing required annexes.

(2) Missing USAREC Form 1137 (Future Soldier Pre-Execution Checklist) signed by the company commander.
(3) Future Soldier (FS) not promoted when required.
(4) Incorrect order (USAR).
(5) Source documents not scanned into GCRc.
(6) DD Form 4 series (Enlistment/Reenlistment Document - Armed Forces of the United States) not scanned into

GCRc.

      g.  The liaison will use the following three-digit disposition codes on USAREC FL 153.
(1)  Position 1:
(a)  A  - Administrative error.
(b)  B - Waiver.
(c)  C - Discharge.
(d)  D - Other.

(2)  Position 2:
(a)   A - Not qualified for enlistment.
(b)  B - Incorrect option form used.
(c)  C -  Not qualified for option.
(d)  D - Incorrect information on option form.
(e)  E -  Missing documentation.

(f)   F -  Discrepancy on DD Form 4 series.
(g)  Z -  Other.
(3)  Position 3:
(a)  A  - Physical.
(b)  B -  Moral.
(c)  C -  Mental.

(d)  D - Dependents.
(e)  E -  Age.
(f)   F -  MOS prerequisites.
(g)  G - Incorrect MOS.
(h)  H - Incorrect assignment.
(i)   I -  Cash bonus.

(j)   J -  Option form.
(k)  K - DD Form 1966 series (Record of Military Processing - Armed Forces of the United States).
(l)   L -  DD Form 4 series.
(m)  M  -  Pay grade.
(n)  N -  Enlistment term.
(o)  O -  DA Form 3286 (Statements for Enlistment).

(p)  P -  Tattoo.
(q) Q - Security forms and/or background checks.
(r)  Z -  Other.
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Figure C-1. Sample of a completed USAREC FL 153

Commander
US Army Rctg Bn Los Angeles
6337 Balboa Blvd
Encino,  CA  91316

USAREC Liaison
US Army Reception Battalion
Bldg 6590, Rm 105
Ft. Knox, KY  40121

Knox

(502) 624-1453464-1453

Bell, Richard                   R               190                 11 Jan 10                14 Feb 10                   6d7v

X

X West, Barry SSG

Incorrect term of enlistment on DD Form 4/3.  Corrected from 5 years, 17 weeks, to 3 years, 28 weeks.

AFN

Rogers, Valecia 23 Feb 10

X

X

X

X

X
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Appendix D
Recruiting Impropriety and Misconduct Processing

D-1. Guidance
This appendix provides guidance for processing allegations of RIs and misconduct.

D-2. Allegations
When an allegation of RI is made against a member of USAREC, the USAREC liaison will take the following actions:

a. Interview the Soldier making the allegation.  The liaison should question the Soldier about each phase of the
allegation to ensure that the necessary information is provided.  A complete statement will facilitate the final disposition
of the allegation.

b. Review the Soldier’s personnel file to determine enlistment commitment and processing procedures.

c. Counsel the Soldier on the type of information which is required to support his or her allegation and obtain a
statement detailing the allegation. If at the start or at any time thereafter the liaison suspects that the Soldier may have
committed criminal misconduct, the liaison will advise the Soldier of his or her rights to silence and counsel by reading
to the Soldier and completing DA Form 3881 (Rights Warning Procedure/Waiver Certificate) appropriately. The following
information should be included in a sworn statement:

(1) Name of recruiting official involved. If name is unknown, a detailed physical description should be listed to

include: Sex, build, race, color of hair and eyes, distinguishing characteristics or traits, and any other information which
would assist in identifying the person concerned.

(2) Dates, times, and locations where significant events took place. Obtain appropriate times, dates, and locations if
the exact information cannot be recalled.

(3) A detailed description of exactly what the recruiting official is alleged to have said or done (the alleged facts to
specific actions of USAREC Reg 601-45, chap 2).

(4) A list of witnesses who can verify the allegation or who have or might have any knowledge concerning the
allegation. Include all witnesses; if the names are unknown, a physical description should be provided.

(5) Address and telephone number where the Soldier can be reached if separated from active duty; and the name,
address, and telephone number of a person who will be able to contact the Soldier.

d. The completed statement will be typed or handwritten (printed) in ink on DA Form 2823 (Sworn Statement), signed,
and sworn before an officer authorized to administer oaths (Article 36, UCMJ).

e. If the statement appears to be incomplete in any respect, the liaison may insert questions after the body of the
statement, typing or handwriting (printing) in ink the Soldier’s answers after each question.

f. When a Soldier making an allegation of RI refuses to provide a sworn statement, an attempt will be made to
determine whether there is validity in the allegation. If no information is available which corroborates the oral statement,
the liaison should execute DA Form 2823 indicating exactly what he or she was told by the Soldier and reason  the Soldier
gave for his or her refusal to execute a sworn statement. However, every reasonable effort will be made to obtain a sworn

statement from the Soldier. This will be forwarded to HQ USAREC, Recruiting Standards Directorate, via e-mail to
improprieties@usarec.army.mil, along with USAREC Form 315 and all pertinent documents.

g. The liaison will not attempt to make a final determination concerning the validity of an allegation of RI as outlined
in USAREC Reg 601-45. If a Soldier makes an allegation, the case will be forwarded as outlined in f above. However, if
the Soldier merely hints or implies RIs have occurred, but refuses to make specific allegations, orally or by written
statement, and there is no evidence of RI, then the liaison need not treat such hints or his or her personal suspicions and

hunches as allegations. However, this information must be provided to the Director of  Recruiting Standards for final
determination.

h. Questionable situations will be referred to the Director of  Recruiting Standards for determination at DSN 536-0106
or toll free at 1-800-223-3735, extension 6-0106.

D-3. Processing fraudulent and erroneous enlistment involving RIs by recruiting personnel

a. The servicing personnel section of the installation is responsible for processing actions initiated under the provi-
sions of AR 635-200. The liaison will provide support to the installation in areas such as:

(1) Advice and counsel pertaining to an individual’s eligibility for his or her original enlistment.
(2) Informal, and, if appropriate, formal instruction pertaining to completion of  DD Form 4 series, electronic National
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Security Questionnaire, and DA Form 3286.
(3) If the Soldier agrees to make a sworn statement against a member of USAREC, the liaison will ensure that the

statement provides sufficient detail of the allegation to facilitate investigation.
b. The liaison office is not the proper action office for resolving fraudulent enlistment cases processed under the

provisions of AR 635-200. This is the responsibility of the Soldier’s commander. This does not preclude the liaison from
providing advice and assistance to commanders who are considering an alleged fraudulent enlistment case, if requested.

c. Liaisons will use USAREC Form 315 to identify cases of alleged RIs. An information copy will be forwarded to HQ
USAREC, Director of Recruiting Standards via e-mail to improprieties@usarec.army.mil

D-4. Instructions for completion of USAREC Form 315
a. USAREC Form 315 (see fig D-1) will be used by USAREC liaisons to identify cases of alleged RI. The liaisons will

complete applicable items on the form and forward immediately to the Director of Recruiting Standards via e-mail to

improprieties@usarec.army.mil.
(1) Section I. Self-explanatory. The USAREC liaison will complete required information.
(2) Section II. To be completed by the USAREC liaison. Describe as accurately as possible all existing facts and

circumstances (that is, who, what, when, where, why, and how), under which an allegation against a named member of
USAREC was made (for example, Soldier was confronted with results of the fingerprints reporting a record not revealed
on his or her application for enlistment; Soldier is facing UCMJ action for an inservice offense; Soldier’s previous

request for administrative relief (discharge or reclassification) had failed). Section II should also reflect the current
status of the Soldier, whether discharge has been approved and, if so, scheduled date of separation.

b. If the Soldier agrees to make a sworn statement against a member of USAREC, the liaison will ensure that the
statement provides sufficient details of the allegation to facilitate investigation.

c. USAREC Form 315 and supporting documents will be sent to the Director of Recruiting Standards via e-mail to
improprieties@usarec.army.mil.  The liaison will also maintain a copy.
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Figure D-1. Sample of a completed USAREC Form 315

Soldier states he was enlisted into the Army without ever taking the ASVAB and without a GED or HS diploma. PVT Monroig
made an appointment with a recruiter sometime in the middle of August 2010. SSG Harvey (recruiter) conducted the appointment
at PVT Monroig’s house. The recruiter asked him if he had a diploma or GED, Monroig said “no.” SSG Harvey said “that’s
alright.” He began to ask him about his criminal record, drug use, and medical background. They made another appointment so
that PVT Monroig could finish his paperwork in the office. A few days later at the recruiting station, they filled out some
paperwork and SSG Harvey had PVT Monroig take a urinalysis. It came back negative and they set up a date to take the

physical. PVT Monroig asked him what day he was supposed to take the ASVAB and his recruiter said “don’t worry about it, I
got you covered.”  He told him if he wanted in the Army to say “No” to everything during the physical. He put all his paperwork
along with a high school transcript in a folder. SSG Harvey told him he would have to talk to his supervisior but for him to make
sure he said no to him just like he would have to do at MEPS. He went to MEPS a few days later to take his physical and talk to
a counselor to pick his MOS. He did not mention any of this to anyone else because he wanted to get in the Army. He
understands he is not qualified to be in the Army and he shares some of the responsibility. He failed to mention this during the
“moment of truth” because he wanted to stay in the Army. They had another briefing at the company about illegal activities and

how if the Army found out later they could still send them to jail or make them pay back everything they’ve earned. POC is
SFC Smith, JC., USAREC, 502-624-1453.

74D10, 3 years, 25 weeks, option 3, associated option 290

Baltimore,1B9A

MSG Green, Elizabeth  RA

20101004 Smith, John C., SFC

20100921

HQ USAREC

RCRO-EEP (Liaison)
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Appendix E
Liaison Office Administration

E-1. General
This appendix provides general guidance for the organization, operation, and maintenance of the USAREC liaison office.

E-2. Space
The reception battalion commander is responsible for providing adequate office space to the USAREC liaison. The
USAREC liaison is responsible for the organization and operation of the office.

E-3. Liaison office
The senior USAREC liaison at each installation is responsible for organizing the liaison office. The office should be
physically organized to provide a degree of privacy to each occupant to permit conduct of personal interviews.

E-4. Logistical and communications support
a. Logistical and communications support is provided by the supporting battalion designated in paragraph 6e(5).

Direct coordination between the liaison and the battalion is authorized.  In accordance with USAREC Reg 25-10, para-
graph 8f, USAREC liaisons will submit requests for communications support to the local director of information manage-
ment servicing the post.

b. The liaison will comply with the policies and procedures of the supporting battalion as to logistics and communi-
cations.  Problems which cannot be resolved will be referred to HQ USAREC, G3, Policy Branch noncommissioned
officer in charge (NCOIC) at DSN 536-0142 or commercial (502) 626-0142.

E-5. REQUEST
a. The liaison will become proficient in the operation of the REQUEST terminal as soon as practical after assignment.

Compliance with the provisions of USAREC Reg 601-96 is required.
b. REQUEST may be used by liaisons to:
(1) Cancel reservations for Soldiers not qualified for option.
(2) Make reservations for enlistment options based on valid qualifications.
(3) Provide qualification data via QUALS programs.
(4) Provide general information contained in programs.
(5) Obtain new messages from REQUEST announcements program.
(6) Provide EXPECT reports to reception battalion personnel as required. Other installation users must coordinate

with the reception battalion to obtain copies.

E-6. Physical security
a. The USAREC liaison is responsible for the physical security of his or her office. Instances of damage or theft of

property under USAREC control will be reported immediately to HQ USAREC, ATTN:  RCRO-SEC.
b. Material with a CONFIDENTIAL or higher security classification will not be receipted for or retained at the

USAREC liaison office.
c. Each liaison office will have on file an authorization memorandum specifically designating access to REQUEST

terminal.
d. REQUEST computer terminals, software, and computer access codes will be maintained in accordance with AR 25-

2 and USAREC Reg 25-2.

E-7. Mission
a. The primary mission of the USAREC liaison is to reduce the attrition rate of new Soldiers arriving at the reception

battalion.  Liaisons are the command’s quality control representatives in detecting unfulfilled, erroneous, and fraudulent
enlistments of new Soldiers arriving at reception battalions.  Liaisons are expected to resolve these problems by reselling
enlistment options, renegotiating options (if not qualified for current options), resolving improper or incomplete docu-
mentation problems by contacting the appropriate recruiting battalion, and by requesting exceptions to policy to retain
a Soldier who may not be qualified from the Office of the Deputy Chief of Staff for Personnel Sergeant Major or HQ
USAREC, G3, Enlistment Eligibility and Processing Division, where warranted.

b. The secondary mission is to assist and advise the installation commander, training brigade and/or battalion
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commanders and their staff subordinate units, and the reception battalion commander on matters pertaining to the
enlistment process.

c. Additional missions include, but are not limited to:
(1) Providing a monthly analysis and report to HQ USAREC, ATTN: RCRO-EEP (NCOIC), no later than the fifth

working day of each new calendar month. This report will cover erroneous and fraudulent enlistments, identifying trends
and GC common errors, entry level separations, Regular Army and USAR arrivals at the reception battalion, HRAP, and
the number of Soldiers briefed on HRAP.

(2) Providing each recruiting brigade and recruiting battalion involved in processing with a copy of USAREC FL 153
immediately upon identification of any erroneous enlistment.

(3) Forwarding completed Entrance National Agency Checks to gaining units and assisting with reducing Entrance
Nnational Agency Check holdovers.

(4) Providing the HRAP briefing to new Soldiers as they arrive at the reception battalion.
(5) Advising the HQ USAREC, G3, Enlistment Eligibility and Processing Division, Policy Branch NCOIC, of any

procedures, activities, or policies that the reception battalion and training installations may have that could have an
adverse impact on the command.

(6) Serving as a link between USAREC and TRADOC on recruiting-related matters.

E-8. USAREC liaison office administration
a. The liaison office will be located in the installation reception battalion.
b. The liaison office will be in operation during normal duty hours for the reception battalion.  Planned absences (that

is, leave, temporary duty (TDY), etcetera,) will be coordinated with the G3, Enlistment Eligibility and Processing Division,
Policy Branch NCOIC, in order for temporary liaison support to be adequately requested.  The reception battalion S3 will
be notified when any liaison office is closed.

c. Logistical communication support will be provided by each reception battalion.
d. REQUEST will be used to verify data on any personnel referred to the reception battalion liaison office.

Appendix F
Personnel and Administrative Functions

F-1. Purpose
This appendix provides guidance and procedures for expeditious handling of personnel and administrative matters.

F-2. Responsibilities
Each liaison is responsible for resolution of his or her problems relating to pay, travel, and TDY. Listed below are typical
situations and normal channels for proper actions.

a. USAREC retains administrative and UCMJ jurisdiction for liaisons unless transferred in accordance with AR 27-10,
paragraph 5-2b.

b. Each liaison will develop a standing operating procedure (SOP) and update as the mission demands, but at least
yearly.  The SOP must address normal processing procedures, ways to solve typical MOS-related problems, and contact
information for people who can help solve problems.  The liaison will send a copy of their SOP to HQ USAREC, G3,
Enlistment Eligibility and Processing Division, Policy Branch chief.

Appendix G
Flight Physicals

G-1. Purpose
The purpose of this appendix is to provide two management tools that should improve the quality and processing of
required flight physicals. The proper use of these tools will reduce processing times of the flight physicals and signifi-

cantly reduce the number of training seats lost due to incomplete physicals.
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G-2. Procedures
Once the flight physical is completed, the recruiting battalion S3 will:

a. Verify that all required flight physical test information and data is entered on DD Form 2807-1 (Report of Medical
History) and DD Form 2808 (Report of Medical Examination). If the physical is missing test information or data, it will be
returned to the recruiter or administering facility for completion with the applicant if required.

b. Establish a log that contains the applicant’s name, social security number, location the physical was administered,

recruiter’s name, recruiting station identification code, date the physical was received at the recruiting battalion and
mailed to Fort Rucker, a block for the return date, approval or disapproval date, and a remarks block.

c. Attach to the flight physical the completed USAREC Label 16 (Flight Physical Cover Sheet) (see fig G-1) with the
appropriate return address and point of contact inside the block at the bottom of the label. Mail the physical and
USAREC Label 16 to: U.S. Army Aeromedical Center, ATTN: MCXY-AER-AAMA, 5700 Novosel Street, Fort Rucker,
AL  36362-5333.

d. Upon approval of the flight physical, complete the log with an approval date and ensure the control number issued
by the USAREC liaison is placed in the Remarks section of the DD Form 1966 series of the applicant’s packet at the Army
GC’s office. The approved physical will remain with the liaison at Fort Rucker. The control number will be the verifica-
tion of an approved physical.

e. When a suitable facility for administering flight physicals is not located within a reasonable driving distance of the
applicant, recruiters will contact their recruiting battalion and have the flight physical appointment and transportation

scheduled.  Recruiting battalions may issue travel orders to the closest supporting facility that administers flight
physicals.

f. Contact the USAREC liaison at Fort Rucker for other necessary coordination at commercial (334) 598-8955. Do not,
under any circumstances call the hospital mailroom at Fort Rucker or the flight surgeon’s office at Fort Rucker.

 G-3. Liaison duties

a. Maintain log containing the arrival date of the flight physical, applicant’s name, social security number, and
recruiting battalion. Once logged, file the checklist along with Part 1of USAREC Label 16.

b. Ensure delivery of the physical to the Aeromedical Clinic for their review.
c. When the review has been completed with final determination, telephonically contact the proper recruiting battal-

ion with the results. For approved physicals, a control number will be issued. Disapproved physicals will be mailed to
the proper recruiting battalion. The approved flight physical will be filed and maintained until the arrival of the Soldier. The

log will reflect the date of approval and the date Soldier arrived for training at Fort Rucker.
d. When the Aeromedical Clinic reports the physical is missing documents or has incomplete documents, the USAREC

liaison will:
(1) Identify the action required.
(2) Notify the originating recruiting battalion of the deficiency.
(3) Suspense the physical for a reasonable time for followup.

(4) For Warrant Officer Flight Training see USAREC Reg 601-96.
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6th

Figure G-1. Sample of a completed USAREC Label 16

MSG Elizabeth Green, OPS NCOIC

MOS 93C

Barefield, Benjamin A.

Denver

5503

6096

6 Jun 10

22 Aug 10
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Appendix H
Suitability Procedures (Technical Check and National Agency Check and Local Check)

H-1. Policy
a. U.S. Military Entrance Processing Command (USMEPCOM) personnel, using the electronic live scan fingerprint

machine, will submit fingerprints to the Office of Personnel Management (OPM) with the intent of producing a technical

check (tech check) or RAP sheet, which will be used to determine every applicant’s suitability for enlistment into the
Army.

b. Every applicant that processes for enlistment will be required to have a tech check, regardless of MOS, option,
prior service, or prior security clearances granted. All recontracted FS losses will be resubmitted for a tech check.  If the
results of the last tech check are over 120 days old, regardless of prior favorable results, service taking the loss, time in
the Future Soldier Training Program (FSTP), or reason for FS loss. All applicants who enlist require a tech check and

must remain in the FSTP for a minimum of 7 days.
c. GCs are to ensure that all Regular Army and USAR delayed status enlistments have fingerprints captured by

USMEPCOM personnel for a tech check submission at the time of initial enlistment. USMEPCOM will submit all
fingerprints electronically, provided results have not returned within 120 days of the new submission date. An exception
to this rule is for Reserve Component to Active Component and Blue to Green applicants. As members of another
service these applicants are not suppose to fingerprint for the Army until ship date to either the warrior training course

or their first Army duty assignment. Fingerprints for these applicants will be mailed to the HQ USAREC, G3, NACLC
Office and further mailed to OPM.

d. There will be occasions where the HQ USAREC G3 issues a control number to ship a Soldier without a tech check
or RAP sheet results. Most of these are due to results being delayed by OPM processing, have shipped from overseas
locations, or are prior military service. All Soldiers must have favorable tech check results or a control number issued by
the HQ USAREC G3 in order to ship to any location. Shipping without favorable tech check results or a control number

is an RI.
e. In order to request a control number to ship without favorable tech check results the GC must e-mail the G3 NACLC

Office to have a status check requested from OPM. The G3 NACLC Office will return the e-mail to the GC with the results
of the OPM status check. This e-mail or the advance fingerprint results must be scanned into the ENTNAC RAP Sheets
folder prior to shipping all Soldiers.

f. As a result of the OPM status check, the G3 NACLC Office will instruct the GC to complete the following:

(1) Tech check results are favorable and good to ship.
(2) Pending a RAP sheet. If charges were listed at FSTP-in above the traffic level, the recruiting battalion S3 may

interview the FS and if no additional charges are revealed the recruiting battalion may request a control number to ship
without a RAP sheet.

(3) The results are “unclassifiable” meaning the fingerprints cannot be “read.” The FS must be refingerprinted when
unclassified results return or if the ship date is near term, suitability manager must send the fingerprint card by overnight

express delivery to HQ USAREC, G3 NACLC Office, 1307 3rd Avenue, Fort Knox, KY  40121-2725, for a hard copy
submission.  HQ USAREC, G3 NACLC Office, will contact OPM for the results.  If the second set of prints has not
returned the G3 NACLC Office will authorize the recruiting battalion to conduct an S3 interview and to submit a workflow
to ship without results.

(4) Prior service, days of service, or overseas shippers (Europe, Korea, Japan, Federated States of Micronesia, Guam,
or Samoa).  These FSs frequently need to have a control number to ship. All FSs receiving a control number must be

interviewed the same as in (3) above and have a control number prior to shipping.

H-2. USAREC liaison procedures
a. When a Soldier is shipped without tech check results, the recruiting battalion operations section is instructed to

scan the results into the ENTNAC RAP Sheets folder of Electronic Records Management and notify
 
the G3 and the

training base upon receipt of unfavorable results.

b. Once the results are received by the liaison, the results (if unfavorable or match) must be forwarded to the proper
agency for inclusion into the Soldier’s official military personnel file and to the reception battalion commander or to the
military personnel office if the Soldier has shipped to basic training.
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Appendix I
Liaison Briefings

I-1.  Purpose
This appendix provides guidance for USAREC liaisons pertaining to HRAP and other briefings to new Soldiers.

I-2.  Responsibilities
USAREC liaisons are responsible for management and promotion of HRAP Soldiers at their training installations.
Liaisons are the subject matter experts for this program at their installation.

I-3.  Procedures
Liaisons will brief all qualified inprocessing Soldiers at their reception battalion.  This briefing will cover the follwoing

topics:
a.  Eligibility
b.  Duties while participating in HRAP.
c.  Permissive TDY policy.
d.  Duties of a liaison as it applies to new Soldiers.
e.  Loan Repayment Program (LRP) procedures for LRP Soldiers (day 3).

I-4.  Followup
Liaisons will follow up with training brigade HRAP point of contact and training student records section to ensure
HRAP volunteers are being processed.

I-5.  Briefings

Liaisons will brief training commanders and their staff on HRAP to encourage new Soldier participation.
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Glossary

Section I
Abbreviations

ACS

Assistant Chief of Staff

EER
Erroneous Enlistment Report

FS

Future Soldier

FSTP
Future Soldier Training Program

GC

guidance counselor

GCRc
Guidance Counselor Resource Center

HQ USAREC

Headquarters, U.S. Army Recruiting Command

HRAP
Hometown Recruiter Assistance Program

LRP

Loan Repayment Program

MOS
military occupational specialty

NCO

noncommissioned officer

NCOIC
noncommissioned officer in charge

OPM

Office of Personnel Management

REQUEST
Recruit Quota System

RI

recruiting impropriety

S3
operations officer
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SOP
standing operating procedure

TDY
temporary duty

tech check
technical check

TRADOC
U.S. Army Training and Doctrine Command

USAR
U.S. Army Reserve

USAREC
U.S. Army Recruiting Command

USMEPCOM
U.S. Military Entrance Processing Command

Section II
Terms

administrative error
Any error in enlistment documentation which does not affect the validity of the contract and that does not contradict
any contractual commitment made to the Soldier.

defective enlistment agreement
A defective enlistment agreement exists when the member was eligible for enlistment in the Army, but did not meet the

prerequisites for the option for which enlisted. This situation exists in the following circumstances:

• A material misrepresentation by recruiting personnel upon which the member reasonably relied and thereby was
induced to enlist for the option, or;

• An administrative oversight or error on the part of recruiting personnel in failing to detect that the member did not
meet all the requirements for the enlistment commitment, and;

• The member did not knowingly take part in the creation of the defective enlistment.

erroneous enlistment
An enlistment is erroneous if:

• It would not have occurred had the relevant facts been known by recruiting personnel or had appropriate directives
been followed.

• It was not the result of fraudulent conduct on the part of the member.

• The defect is unchanged in material respect.

fraudulent entry
The procurement of an enlistment through any deliberate material misrepresentation, omission, or concealment of
information. If this information had been known and considered by the Army at the time of enlistment, rejection might
have resulted. This includes all disqualifying information requiring a waiver. (See AR 635-200, paras 7-17a(1) and (2),

for two tests which must be applied in each case of suspected fraudulent enlistment.)

• First test. Is the concealed information in fact disqualifying? Any waivable or nonwaivable disqualification con-
cealed, omitted, or misrepresented constitutes fraudulent entry.

• Second test. Has the potential disqualifying information been verified (for example, the Soldier admits concealing
burglary (meets first test) but verification reveals the charge was downgraded to trespassing, a nondisqualifying minor
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nontraffic offense).

other enlistment discrepancies
An administrative oversight or error on the part of recruiting personnel in failing to detect that the member was fully
eligible and qualified for a recruiting incentive program (for example, LRP, Army College Fund, etcetera,) which was not
offered to the member.

report of separation
Results from any contract discrepancy affecting enlistment guarantees which cannot be resolved and results in separa-
tion.

unfulfilled enlistment

An unfulfilled enlistment commitment exists when the member received a written enlistment commitment from recruiting
personnel for which the member was qualified, but which cannot be fulfilled by the Army, and the member did not
knowingly take part in the creation of the unfulfilled enlistment commitment.

waiver
Satisfactory resolution of any contract discrepancy which affects the enlistment guarantee and may have resulted in a

discharge.
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