SOFB-PTM

SUBJECT:  Standing Operating Procedures (SOP) for Mobilization Operations Center (MOC)


[image: image1.wmf]
DEPARTMENT OF THE ARMY

HEADQUARTERS, U.S. ARMY GARRISON

FORT BUCHANAN, PUERTO RICO  00934-5000
REPLY TO

ATTENTION OF
SOFB-PTM 

                       






              







21 Jan 03                                                                                                            

MEMORANDUM FOR SEE DISTRIBUTION                                  

SUBJECT:  Standing Operating Procedures (SOP) for Mobilization Operations Center (MOC)

1.  Purpose.  This SOP standardizes actions, orders, and reports necessary to successfully expedite the operation of the MOC and the accomplishment of its mission at Camp Santiago, Salinas.  This SOP organizes essential information and procedures within specific functional areas. 

2.  Applicability.  This SOP applies to any organization responsible for operating or supporting the Camp Santiago MOC.

3.  References.  

a. Department of the Army Pamphlet 25-7.  Joint User Handbook for Message Text Formats (JUH-MTF)

b. Field Manual 100-17.  
Mobilization, Deployment, Redeployment, Demobilization.

c. FORSCOM Regulation 500-3-3.  
Reserve Component Unit Commander's Handbook (RCUCH).

d. FORSCOM Regulation 500-3-4.  
Installation Commander's Handbook.

e. FORSCOM Regulation 500-3-9.  Crisis Action System.

4.  Responsibilities:  Preparation of this document is the overall responsibility of the Directorates of Plans, Training, Mobilization, and Security (DPTMS), Fort Buchanan.  

5.  Mission.  The mission of the MOC is to coordinate all actions necessary to support the deployment of mobilized Reserve Component (RC) units.  These actions will include the following:

a. Notifying the command group or staff of units projected to mobilize and their arrival time.

b. Scheduling gate arrival times for the advance party and main body of mobilized units and scheduling times to begin in-processing at the Mobilization Unit Reception/In-processing Center (MURIC).

c. Notifying staff agencies when the MURIC will activate.

d. Tracking the status of units toward validation for deployment.  This includes Soldier Readiness Check (SRC) status, Available Load Date (ALD) status, validation status, etc.

e. Ensuring shortages are coordinated with command or staff before forwarding to higher headquarters.

f. Ensuring that deployment information is available to RC units.

g. Coordinating with Mobilization Assistance Team (MAT) for RC unit validation.

h. Ensuring validation meets suspense dates.

i. Maintaining operational and status charts which include personnel and logistical unit readiness.

j. Conducting situation, informational, and operational briefings.

k. Maintaining a staff journal, incoming and outgoing message log, and an activity log that will chart the status of the deploying units.  The officer-in-charge (OIC) will maintain a separate message log.  The message log will contain all incoming and outgoing messages.

l. Maintaining a separate file for each mobilizing unit.  This file will document any action pertaining to the unit in its validation process.

m. Conducting 24 hour operations, as required.

n. Responsible for the operation of the MURIC.

o. Responsible for scheduling SRC for each mobilized unit.

p. Scheduling unit, classroom, and instructors for required briefings as follows:


(1)  Host country briefing.


(2)  Public Affairs Office briefing.


(3)  Soldiers and Sailors Relief Act briefing.


(4)  Reemployment rights briefing.


(5)  Other briefings as required.


q.  Coordinating billeting for mobilized RC units.

5.  Personnel/Responsibilities.  

a. Each directorate/staff section will provide one action officers/NCOs or Civilian Equivalent to work in the MOC.  Each officer/NCO will be responsible for his/her functional area and have full authority to make decisions.  NCOs will be in the rank of Sergeant First Class (SFC) or Civilian Equivalent unless specifically authorized by the OIC.

b. The MOC will operate using three eight hour shifts.  Each shift will have a one hour overlap with the previous shift and a one hour overlap with the following shift.  Each shift will be staffed as follows:


(1)  MOC Operations Officer responsibilities include:


(a)  The OIC has overall responsibility for the smooth operation of the MOC and the MURIC.

(b) He/she will be knowledgeable of the mission of the MOC.

(c) Notifies mobilized RC units of gate arrival times for the advance party and main body and scheduling times to begin in-processing at the MURIC.  Notification may be oral or written.  An example of a written notification is at Appendix 1 of this SOP.

(d) Prepares and conducts MOC operations briefings as required.

(e) Clear and release all incoming/outgoing messages.

(f) Establishes time and date for the SRC for the mobilized unit.

(g) Maintain incoming and outgoing message log.

(h) Directs the activation of the MURIC.


(2)  Battle Captain (Operations Specialist) responsibilities include:

(a) Ensures MOC manning is adequate.

(b) Maintains MOC journal.

(c) Assists OIC.

(d) Prepares Situation Reports (SITREPS) with input from other staff sections.

(e) Maintains readiness status of mobilized RC units.

(f) Ensure map requirements are identified to Security.

(g) Ensure MOC meets security requirements.

(h) Coordinate with other staff agencies as needed to support and sustain operations.

(i) Briefing the OIC and other staff agencies, as required, on current operational and/or security/intelligence situation.

(j) If for any reason the OIC is not present in the MOC, then the Operations action officer will assume that duty.

(k) Maintains manning schedules and emergency phone numbers.


(3)  Training Specialist responsibilities include:

(a) Monitor training plans of mobilized RC units.

(b) Prepare and forward training status reports.

(c) Coordinate with other staff agencies as needed to support and sustain operations.

(d) Brief the OIC and other staff agencies, as required, on current training situation.


(4)  Personnel Action Officer/NCO/ Civilian Equivalent responsibilities include:

(a) Receive, prepare, and forward personnel reports as required.

(b) Receive, prepare, and maintain current personnel strength data of mobilized RC units.

(c) Act as the point of contact for medical, dental, and chaplain activities.

(d) Coordinate with Public Affairs Office (PAO) for press releases and PAO briefing to mobilized units.

(e) Coordinate with PAO for visiting officials.

(f) Coordinate with Chaplain's Office for Host Nation briefing to mobilized units.

(g) Coordinate with Staff Judge Advocate (SJA) Office for Uniformed Service Employment and Reemployment Rights Act briefing and the Soldiers' and Sailors' Civil Relief Act briefing to mobilized units.

(h) Coordinate with other staff agencies as needed to support and sustain operations.

(i) Establish personnel staff journal.

(j) Brief the OIC and other staff agencies, as required, on current personnel situation.


(5)  Logistics Action Officer/NCO responsibilities include:

(a) Monitor, coordinate, and accomplish supply, maintenance, and transportation activities.

(b) Plan and coordinate logistical support to mobilized RC units.

(c) Receive, prepare, and maintain current equipment availability data of mobilized RC units.

(d) Determine availability and location of installation supplies, equipment, services, and other logistical resources.

(e) Coordinate with installation Directorate of Logistics (DOL) for installation support.

(f) Coordinate with installation Directorate of Public Works (DPW) and National Guard for billeting support.

(g) Coordinate with installation Directorate of Information Management (DOIM) for communications service.

(h) Receive requests for transportation and process.

(i) Brief the OIC and other staff agencies, as required, on current logistical situation.

6.  Appendices.

a. APPENDIX 1 (Notification) to Personnel/Responsibilities.

7.  Annexes.

a. ANNEX A (Reports/Briefings/Administration) to Camp Santiago, MOC SOP.

b. ANNEX B (Operations) to Camp Santiago MOC SOP.

c. ANNEX C (MURIC Operations) to Camp Santiago, MOC SOP.
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JAIME E. FUENTES
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