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19 JUNE 2000

MEMORANDUM FOR RECORD

SUBJECT:  Brigade Staff Duty Officer SOP

1. The brigade S-1 section will maintain the staff duty officer roster.  Duty exemptions will be submitted to the S-1 section one week prior to the first of each month.  A roster of exempted officers and reasons will be accepted from one battalion representative and from each brigade section.

2. All commissioned officers, 2LT to CPT, and non-commissioned officers, SFC to MSG, who are not in command positions or First Sergeant positions are eligible for duty.  The only exception is the battalion head cook will also be exempt.

3. All eligible officers and NCOs will be added to the duty roster 30 days after they are assigned to the unit and removed from the roster 30 days prior to their DEROS.  

4. The only valid exemptions are approved leaves, passes, TDY, and FTXs.  

5. If valid exemptions are not submitted to the brigade S-1 and subsequently an officer or NCO is scheduled for duty but is not able to fulfill his or her obligation, then the unit is responsible for identifying and providing a replacement officer.

6. Changes to the roster after it has been posted will be made only after a memorandum has  been submitted to the brigade S-1 section stating the proposed changes.  Both parties involved in the change will sign the memorandum before submitting it.

7. Point of contact is the undersigned at 469-8683/8649.

SCOTT S. PRESTON
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Brigade Adjutant
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