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US ARMY GARRISON ROUTING AND TRANSMITTAL SHEET INSTRUCTIONS
1.  CONTROL #:  If the action is in response to a tasker, directorate/command will enter the tasker number.  If not a tasker, Garrison admin will enter the control
number.
2.  ORIGINATOR, POC, PHONE #:  Information will be entered by the agency submitting the action.
3.  DATE:  Date the director, commander, or deputy signs the form.
4.  SUBJECT:  Self-explanatory.
5.  SUSPENSE DATE:  If the action is in response to a Garrison tasker, enter the Garrison suspense date.  If sending the action out to other
directorates/commands for coordination, enter suspense date of the required response to proponent.
6.  ACTION REQUESTED:  Check the box of what action is required by the appropriate Garrison staff member.
7.  COMMAND GROUP COORD:  Garrison admin office will fill out this portion for routing through Garrison headquarters.  Personnel who have a box checked
will review material and electronically sign, date, and submit comments, as desired/required.  After reviewing, the individual signing will forward packet to the
next individual checked.
8.  PURPOSE, SUMMARY, RECOMMENDATION, AND NEW RESOURCE REQUIREMENTS:
10.  COORDINATION:
9.  DIRECTOR/COMMANDER CONCURRENCE:  The director/commander or designated representative will sign this area (i.e., XO can sign for the commander,
deputy can sign for the director, etc.).
11.  After proponent receives responses from all coordinating agencies, he/she must forward the packet with all coordinating agencies' responses to Garrison
A
dmin who, in turn, will forward to the appropriate personnel within Garrison headquarters.
a.  Proponent of the action must check boxes for directorates involved in coordination of the action and forward action to appropriate personnel.
      b.  After the directorate/command's representative has completed the review, he/she must forward IMKN-HR Form 1375 back to proponent of the action.
      c.  If a directorate/command nonconcurs, every effort should be made to resolve the issue(s) with proponent of the action.  If the proponent and agency
cannot come to an agreement, a statement of nonconcurrence must be prepared by the directorate/command representative who nonconcurs and included in
the action packet.
          (1)  If action includes a policy memorandum or regulation, SJA and DHR Editing "must" be involved in the review process.  DHR Editing will edit the
final correspondence after all coordination has been completed and packet is ready to forward for signature.  After editing is completed, there should be no
changes to the document without informing DHR Editing.
          (2)  COORD.  The directorate/command requested to review the documentation and provide a response should select "Concur w/Cmt, Concur,
Nonconcur, Noted w/Cmt, Noted w/o Cmt, or Info Only."  One of the selections must be made.  If a directorate or command does not respond by the
designated supsense date, proponent has the option and selection "No Response" on the orginal packet.
          (3)  SIGNATURE/DATE.  After reviewing office has completed the review and made the appropriate selection under the COORD, he/she will
electronically sign IMKN-HR Form 1375.  When he/she signs, the date block automatically populates with the current date.
     PURPOSE:  Open with a clear and concise purpose statement (i.e, To obtain the Garrison Commander's approval of ....., To obtain the Garrison
Commander's signature on the memorandum identifying designated representatives to ....., etc.).
    SUMMARY:  Elaborate.  Why do we need this program?  What are the parameters of this program?  Provide the five Ws (who, what, when, where, and why) 
with one or two paragraphs on the purpose of the action.  If there are any attachments with this action, inform the reader.
    RECOMMENDATION:  Briefly state what action the decision maker must take.
    NEW RESOURCE REQUIREMENTS:  If any funding is involved in the action, explain, in detail, the costs/resources needed.  An example would be any new
funding or manpower resource requirements needed to accomplish the action.  If funding is involved, the Garrison Resource Management office must be
involved in the coordination.
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