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Summary of Changes 

This revision includes updates to – 

• Time & Attendance chapter – Delegation authority for approval of 
Overtime and Compensatory Time has been updated.  

• Mandatory Training chapter – Added another option for online SHARP 
training.

• Awards & Recognition chapter – GCAOE Virtual Panel can include 
participants from the same Directorate as long as they are from different 
sections/divisions than those nominated.
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IMSH-ZA 

DEPARTMENT OF THE ARMY 

U.S. ARMY INSTALLATION MANAGEMENT COMMAND 

HEADQUARTERS, UNITED STATES ARMY GARRISON, FORT STEWART/HUNTER ARMY AIRFIELD 
954 WILLIAM H. WILSON AVENUE 

FORT STEWART, GEORGIA 31314 

1 October 2019 

MEMORANDUM FOR All U.S. Army Garrison Fort Stewart and Hunter Army Airfield Army Civilians 

SUBJECT: Welcome to the Fort Stewart and Hunter Army Airfield Workforce 

1. It is our honor and pleasure to welcome you to United States Army Garrison (USAG), Fort Stewart
(FS) and Hunter Army Airfield (HAAF), an unprecedented seven-time recipient of the Army Communities
of Excellence Gold award. Your skills, expertise, and professionalism are instrumental in assisting us to
achieve our vision: "Be the world's best installation for Armed Forces to train, deploy, live and raise a
Family." You will help influence this vision as you will be responsible for training, equipping, deploying and
redeploying our military when providing services to our customers.

2. The USAG FS/HAAF team is dedicated to ensuring readiness by supporting the intense training
requirements of our service members to prepare for their missions, taking care of the needs of their
Families, and setting the standard for delivering installation services and support to guarantee that
readiness. Your dedication as an Army Civilian ensures the success of our mission and the quality of life
for our Soldiers and their Families. As a member of U.S. Army Installation Management Command
(IMCOM) and this installation's workforce, your role in providing customer service to Soldiers, Army
Civilians, Wounded Warriors, Retirees, survivors, and their Families, helps to build a ready and resilient
Army. You are now part of this great Army community and we are the Army's home in Coastal Georgia.

3. Ultimately, you are the face of the Army's commitment to its Soldiers and Families as well as our
community partners outside the gates. As a member of USAG FS/HAAF, you have joined a team of
professionals. You are critical to providing dedicated and caring customer service commensurate with the
sacrifice of our military and their Families. Your opportunities for advancement are limited only by your
commitment, desires, and professional performance. You will be expected to meet career development
requirements, and commit to a progressive program of formal training and self-development to certify that
you are prepared to reach your full potential.

4. The contents of this Employee and Supervisor Handbook detail processes and guidelines ranging
from Onboarding to Outprocessing, and our expectation is that you will adhere to the policies and
procedures that are clarified herein. If you have any questions or concerns, please use your chain of
command for assistance.

5. As a member of our workforce, you are critical to the success of USAG FS/HAAF remaining an
enduring, effective, and sustainable installation that is continuously capable of supporting the Warfighter
mission. We welcome you as a member of the greatest organization and workforce in the Army.

Army Strong! We Are The Army's Home - Serving the Rugged Professional
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Employee%20Suggestion%20Program&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Employee%20Suggestion%20Program&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%
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https://jkodirect.jten.mil/Atlas2/page/desktop/DesktopHome.jsf
https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Mandatory%20Training&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
http://constitutionday.cpms.osd.mil/
https://www.jagcnet.army.mil/
https://jkodirect.jten.mil/Atlas2/page/login/Login.jsf
https://cs.signal.army.mil/
https://www.atrrs.army.mil/
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https://www.lms.army.mil/
https://www.lms.army.mil/
https://jkodirect.jten.mil/Atlas2/page/login/Login.jsf
https://jkodirect.jten.mil
https://www.lms.army.mil/
https://www.lms.army.mil/
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https://www.lms.army.mil/
https://www.lms.army.mil/
https://www.lms.army.mil/
https://www.atrrs.army.mil/CHANNELS/CHRTAS/
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Awards%20and%20Recognition&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Awards%20and%20Recognition&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D468
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Awards%20and%20Recognition&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D468
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Civilian%20Fitness%20Program&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
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https://www.opm.gov/policy-data-oversight/hiring-information/hiring-authorities/
https://www.opm.gov/policy-data-oversight/hiring-information/hiring-authorities/
https://www.opm.gov/policy-data-oversight/hiring-information/veterans-authorities/
https://www.opm.gov/policy-data-oversight/hiring-information/hiring-authorities/
https://www.opm.gov/policy-data-oversight/policy-faqs/
https://www.usajobs.gov/Help/faq/application/eligibility/#:~:text=
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Hiring%20Guidance&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Hiring%20Guidance&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B812FE204%2D4686%2D4CE9%
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https://www.eeoc.gov/policy/docs/accommodation.html#other
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?View=%7B812FE204%2D4686%2D4CE9%2DB2C4%2D33915A5C792A%7D
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Acknowledgment of Receipt of US Army Garrison Fort Stewart/ 
Hunter Army Airfield Employee and Supervisor Handbook 

  
 
The US Army Garrison (USAG) Fort Stewart (FS)/Hunter Army Airfield (HAAF) Employee 
and Supervisor Handbook contains important information, and I understand that I should 
consult my supervisor and/or the Civilian Personnel Advisory Center regarding any questions 
not answered in the handbook. I understand that it is my responsibility to comply with the 
guidance contained in this Handbook. 
  
I received a copy of the USAG FS/HAAF Employee and Supervisor Handbook on the date 
listed below. I understand that I am expected to read the entire Handbook. Additionally, I will 
sign two copies of this Acknowledgment of Receipt, retain one copy for myself, and return 
one copy to my supervisor for retention in my local personnel folder.  
  
  
__________________________________ 
Employee Name – Printed 
 
__________________________________  
Signature of Employee                                  
  
  
__________________ 
Date 
  
  

Current fillable form available at the WT&D Sharepoint page. 
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https://sps13.stewart.army.mil/imcom/gcdr/wfd/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fimcom%2Fgcdr%2Fwfd%2FShared%20Documents%2F%28Handbook%29%20Acknowledgement%20of%20Receipt%20Letter&FolderCTID=0x012000801CEACE964649479B52B8AB6BCE2F0E&View=%7B8


 

FORT STEWART & HUNTER 

ARMY AIRFIELD

WE ARE THE ARMY'S HOME

SERVING THE 

RUGGED 

PROFESSIONAL
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