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1. On the REPORT DATE, Attendees will check in at Candlewood Suites, BLDG 2020, 4990 
Nebraska Ave, Fort Leonard Wood, MO 65473.  
 

2. On the START DATE, In-Processing: Phase I, II and III will start at 0600 in Classroom at US 
Reserve Training Center / TASS Training Center (BLDG 1350/7901 Nebraska Ave), for in-
processing. (See Encl 4: Walking Strip Map) The Uniform:  APFU (be prepared to take 
HT/WT), NO SPANDEX.   Height and weight screening will be conducted after roll call. 
 
FOR LATE ARRIVAL: If the student does NOT arrive by 1600 on the Report Date, the 
student MUST contact the 3D BDE (CM) Staff Duty from the information listed below.  

Staff Duty #: 804-564-5001    
Hours:  0700 – 1730 central time (M-F)   

Email: usarmy.usarc.102-div.list.3rd-bde-cm-s3@army.mil  

After hours/weekends students are advised to call staff duty. If no answer, please leave a 
voicemail with Rank, Last name, course attending, call back number, and brief message.   

a. Reporting instructions: The school house will NOT provide transportation to and from the 
schoolhouse. It is the responsibility of the students’ unit to coordinate travel to and from 
FLW. It is recommended students fly into the Fort Leonard Wood airport (TBN). Other 
airline options are St. Louis, MO (STL) and Springfield, MO (SGF) airports. (See Encl 8: 
Transportation Information) 

b. Students arriving via POV, or rental vehicle will park at the US Reserve Training Center / 
TASS Training Center (BLDG 1350) which is across the street. (see ENCL 4, post map) 

c. Shuttle services from St. Louis, MO (STL) and Springfield, MO (SGF) airports are 
available by reservation ONLY. (See Encl 8: Transportation Information) 

30 Day Requirements  

Prior to REPORT DATE send the following documents / information to 
usarmy.usarc.102-div.list.3rd-bde-cm-s3@army.mil  to receive STUDENT Account: 

 Current Cyber Awareness Certificate (CS Signal Training Site, Fort Gordon (army.mil) 
 IT User Agreement (CS Signal Training Site, Fort Gordon (army.mil) 
 DD FORM 2875 System Authorization Access Request (Complete Sections 1-25 see 

Encl 11) 
 Create Account on Army training & Certification tracking system (ATCTS) (Controlled 

Unclassified Information (CUI) Army Training and Certification Tracking System) 
 

 

 

mailto:usarmy.usarc.102-div.list.3rd-bde-cm-s3@army.mil
https://cs.signal.army.mil/
https://cs.signal.army.mil/
https://atcts.army.mil/iastar/index.php
https://atcts.army.mil/iastar/index.php
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On report date, students MUST provide the following items for in-processing (Mandatory):  

 DOD CAC ID Card (Must have a valid CAC PIN). 
 Identification Tags (ID Tags). 
 2 copies of orders. 
 2 copies of an approved travel authorization (DA 1610) for AGR and Active Duty. If a TPU 

student is on Active-Duty Operational Support (ADOS), they must provide both their ADOS 
order and DA Form 1610. 

 Copy of flight itinerary for all individuals who are traveling by air. 
o Please note flights are NOT to be scheduled prior to 1100 on the END DATE of the 

course. 
 Completed and signed pre-execution checklist TRADOC Form 350-18-2-R-E, April 2018 

(See Encl 2: TRADOC Form). 

 DA Form 3349 (Profile), if applicable.  
o Profiles with verbiage that restricts standing, walking, wearing of any gear, or other 

functional movements for less than 4 hours will NOT be able to complete CDTF 
training and will be denied enrollment to this course. (Non-Waiverable).  

 CBRN Specialist online (DL) Certificate of Completion.  
 Hazmat Awareness Certificate of Completion. (See Encl 6: HAZMAT Aware Cert Info)  
 Military Driver’s License.  
 DA 1059 from CBRN Transition PH I or II (PHASE II or III STUDENTS ONLY).  
 DA 1059 from Current MOS Advance Leader Course (ALC)  
 Army Record Brief (ARB)/Soldier Record Brief (eSRB), certified within 12 months prior to 

the report date.  
  

3. CDTF:  Is a Graduation Requirement. (See Encl 9: CDTF Info)  

4. Graduations. All 3D BDE (CM) courses will conduct a graduation ceremony. All students 
are required to bring their Army Service Uniform (ASU)/ Army Green Service Uniform 
(AGSU) to graduate. All alterations and dry cleaning should be completed prior to arrival.  

a. Students arriving without a serviceable uniform will be counseled, disqualified from 
consideration for commandant’s list or other student honors, and will not participate in 
graduation. (Non-Waiverable)  

b. FLW Central issuing facility (CIF) will not assist TDY students.  

c. Do not plan your travel / flight before 1100 on the END DATE of the course.  

5. Funding/Travel Guidance. Funding for all students will be through their unit of assignment. 
All students are responsible for their own DTS travel authorizations. For transportation 
services (See Encl 8: Transportation Info)  
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a. Rental cars are not required for the course but is highly recommended. 3D BDE (CM) will 
NOT provide any documentation recommending use of a rental car. Rental cars are at 
the expense of the students’ Command.  

b. All Rentals and POV’s are subject to safety inspections on Fort Leonard Wood, MO. 
Students have designated parking areas and will use these areas ONLY. POV’s must 
meet state and post insurance requirements. Students will bring proof of insurance, valid 
driver's license, and current registration.  

6. Lodging: Students will report to the billeting office located at BLDG 2020, Candlewood 
Suites, located at 4990 Nebraska Avenue Fort Leonard Wood, Missouri 65473 where you 
will check-in and be assigned your building and room. You MUST call (573) 586-4800 to 
CONFIRM your reservation no later than 11 days prior to your report date. If you do 
NOT call your reservation will be CANCELLED. You will ensure that you have your 
Government Travel Card with you since you will be charged a $25 incidental hold for the 
room upon check-in.  

  
7. Meals: Students will have meals provided at no cost. For DFAC locations and hours see 

Classroom bulletin board.  

NOTE: All FLW Dining Facilities (DFACs) are open seven days a week EXCEPT the NCO 
Academy DFAC (Tony’s DFAC) which is only open Monday-Friday.   

a. IAW the Institutional Training Directed Lodging and Meal Policy Handbook, only 
students with Valid Reservations (R) in ATRRS will be covered with ITDLM funds. The 
sending command will be required to fund students that report without a Valid 
Reservation status in ATRRS. Wait status (W) is NOT a valid reservation and will 
NOT be ITDLM funded.   

b. Soldiers’ individual unit AFMIS Meal Entitlement Maintenance (MEM) Operators will 
enter the CAC update utility function prior to the student’s report date and update the 
student’s Meal Entitlement Code (MEC). Soldiers’ individual unit AFMIS (MEM) 
Operators will ensure the expiration date is set to the day AFTER the course is 
complete and reset the (MEC) once the Soldier returns to home station.  

c. If a student (Active, Reserve, NG) does not have a valid Reservation in ATRRS (to 
include students in a Wait Status) for the course they will attend, meals and lodging 
will NOT be funded in accordance with the Institutional Training Directed Lodging and 
Meal Program (ITDLMP). The student’s individual unit will have to fund meals and 
lodging by authorizing full per diem in Official Orders and DTS Authorizations. The 
student will provide a walk-on memorandum stating their unit assumes all financial 
responsibility to include transportation, lodging, meals, and any other expenses that 
may occur throughout training. (See Encl 3: Walk-on Memo)  

8. Policy Letters are posted on the classroom bulletin board.  
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9. Religious Services hours are posted on the classroom bulletin board.

10. Mail: Due to the short stay on Fort Leonard Wood, we recommend personal mail not to be
forwarded. The mailing address is listed below if needed.

74D234 Course, 102D TTC-FLW  
ATTN: RANK, NAME, CLASS _________  
2300 Nebraska Ave, Bldg. 1391   
Fort Leonard Wood, MO. 65473   

11. Pay:

a. Orders over 30 days: (See Encl 7: Pay Document Info)

b. Orders less than 30 days: (29 days & below) Pay is initiated by Soldier’s individual
unit.

12. Emergency Leave: Leave is NOT granted to students. In the event of a verifiable Red
Cross Emergency, students will be released from the course. A student’s family
member(s) need to have the following information to expedite transmittal of information
through the Red Cross. Rank, Name, Social Security Number (SSN) or Date of Birth
(DOB), unit attached to while in training status, and unit phone number. Red Cross 24
Hour Number: 1-877-272-7337.

13. Packing List: (See Encl 5: Student Packing List)

14. Post Map: (See Encl 4: FLW Post Map)

15 Logistics: 

a. Hand Receipts: All hand receipted items and keys must be returned prior to out- 
processing. Statement of charges will be processed against holders of hand receipts
who fail to return items prior to departure.

b. Students are issued supplies and equipment required for specific training and will sign
for and be held accountable for all property issued. All items will be returned prior to
out processing/clearing.

c. Laundry: Washers and dryers are available.

16 This Welcome Letter is NOT all-inclusive nor is it intended to substitute for an official student 
counseling. Therefore, as course requirements change this welcome letter will be updated 
and students will be informed via official communication. This is a general guideline for use 
by students before their arrival to the course and their official interaction with instructors.  





DEPARTMENT OF THE ARMY 
3D BRIGADE (CM), 102D TRAINING DIVISION (MS) 


8312 BIG PINEY RD, BLDG 11405 
FORT LEONARD WOOD, MISSOURI, 65473 


AFRC-TVA-LWC  27 September 2023 


MEMORANDUM FOR RECORD 


SUBJECT: Chemical, Biological, Radiological, and Nuclear (CBRN) Specialist Course 
(031-74D10) and CBRN Transition Course (031-74D234) 


1. Welcome to the 3d Brigade Chemical (CM) 74D course at Fort Leonard Wood, MO. 
We look forward to providing you with training that is both challenging and rewarding in 
order to award you with the 74D MOS upon completion of all three phases.


2. The information in the Welcome Packet and all 12 Enclosures contains valuable 
information that is key to your success. Read carefully and complete all prerequites, 
bring all equipment listed to include eyeglass inserts for your protective mask, and all 
required documentation to assist with in-processing.


3. The Leaders of this course will enforce Army Standards and Discipline. You will be 
expected to have a positive attitude, a professional appearance, and personal 
commitment to excellence aligned with the Profession of Arms. 3d BDE is committed to 
ensuring all students meet the established standards of the Individual Student 
Assessment Plan (ISAP). We ensure fair and respectful treatment of all students, 
therefore, fostering a positive environment throughout the course outlined in Army 
SHARP and MEO Programs.


4. The point of contact for this memorandum is the Brigade SOTS, Mrs. Sabrina M. 
Griffin at sabrina.m.griffin9.civ@army.mil or 573.596.6239.


Encl: JOE M. JUNGUZZA 
Welcome Packet COL, AR 


Commanding   





				2023-09-27T13:49:08-0400

		JUNGUZZA.JOE.DAN MICHAEL.1030744906





















DEPARTMENT OF THE ARMY  
3D BRIGADE (CM), 102D TRAINING DIVISION (MS)  


8312 BIG PINEY RD, BLDG 11405  
FORT LEONARD WOOD, MISSOURI, 65473  


AFRC-TVA-LWC                14 November 2023  


MEMORANDUM OF INSTRUCTION  


SUBJECT: Letter of Instruction, Chemical, Biological, Radiological, and Nuclear (CBRN)  
Specialist, Soldiers required training to become Military Occupational Specialty  
Qualified (MOSQ) as a 74D CBRN Specialist Course, Phases I-III. Course Number: 031-
74D2/3/4 (T) CBRN Transition. 


1. Overview. The CBRN Specialist Course, consists of two Distributed Learning (DL) 
prerequisites and three resident phases.  Prerequisites is 75 hours of branch specific 
training consisting of: 63 hours of Distributed Learning (DL) via Blackboard and 12 hours 
of HAZMAT Awareness via Total Force Virtual Learning Center. Phase I is a two-week 
resident training phase focused on Hazmat training and certification in Hazmat 
Awareness, Operations, and Technician I & II.  Phase II is a two-week resident training 
phase branch-specific instruction, conducted at the CBRN School. Phase III is a two-
week resident training phase branch-specific instruction, conducted at the CBRN School. 
This course is designed to assist in preparing students for Company/BN CBRN NCOs 
and CBRN Specialist positions. 


2. General. Students must receive a valid ATRRS reservation through their unit prior to 
beginning each phase. IAW AR 350-1, the CBRN Specialist Course follows a 36-month 
model which includes two 15-day resident periods, and the remainder of time dedicated 
to completing one branch-specific DL phase. Enlisted Soldiers have the flexibility to 
complete the DL at home station. The CBRN Specialist Course resident phases as 
outlined in TRADOC Regulation 350-70 can be completed in a maximum of two active-
duty training periods across two fiscal years to allow for multiyear funding. Exceptions to 
this policy may be granted on an individual basis with up to a 12-month extension, upon 
USACBRNS approval. Students requesting an extension must submit a memorandum 
signed by the first Colonel (O-6) or above in their chain of command to the CBRN 
School. 


3. PREREQUISITE CONSIDERATIONS (Blackboard Distributed Learning). 
a. COURSE ACCESS. 


(1) Go to https://usacbrns.llc.army.mil/ to self-enroll, and click on the 
“Courses” tab at the top of the page.  (NO ATRRS Reservation 
Required) 



https://usacbrns.llc.army.mil/

https://cbrn.wood.army.mil/
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(2) Under the “Course Catalog” section select “Browse Course Catalog” 
button. 


(3) In the “Search Catalog” section, type “CBRN TRANSITION2/3/4” in the 
search box and click “GO”. 


(4) Identify the Course ID "L031_74D234-T-DL_2024_000_01_N". Hover 
mouse over the course ID and a drop-down arrow will appear. Select 
the drop-down arrow, then select "Enroll". 


(5) Type in Access Code “Chemical234” which is Capital “C” and no 
spacing. 


(6) When selected, a confirmation page will open. Scroll down to the 
bottom right corner of page and select "Submit" to Self-enroll in the 
class. Within ten (10) business days instructors will validate the 
student’s ATRRS reservation and accept them into the course. 


(7) Students have until the end of the enrollment fiscal year to complete. 
CBRN Transition DL must be completed before the student begins 
CBRN Transition Phase I. As a reminder, students must complete 
Phases I-III within 36 months. 


(8) After completion of CBRN Transition Distance Learning students must 
complete HAZMAT Awareness Training online at 
https://totalforcevlc.golearnportal.org prior to Phase I. 


4. PHASE I CONSIDERATIONS (15-day Resident Instruction, CBRN School). 
a. DAY 0. Students must provide two certificates of completion: CBRN Transition 


2/3/4 DL Course Certificate and HAZMAT Awareness DL Training Certificate. 
Students unable to provide these documents will be dis-enrolled from the 
course and sent back to unit. 


b. DAY 2 Students will take a proctored HAZMAT Awareness test & skills test.  
Students must score at least 75% on the test & 100% on the skills test. 


c. Students will take proctored Hazmat Operations and must score at least 76% 
in the 15-day resident phase. 


d. Students will take a proctored Hazmat Technician I and Technician II and must 
score at least 80% to attend Phase II.  


 
5. PHASE II CONSIDERATIONS (15-day Resident Instruction, CBRN School). 


a. DAY 1. Students will receive branch-specific instruction & training to prepare 
students for CBRN Specialist positions at unit level. 
 


6. PHASE III CONSIDERATIONS (15-day Resident Instruction, CBRN School). 
a. COURSE REQUIREMENTS 


i. Completion of training in the Chemical Defense Training Facility (CDTF) 
is a requirement for graduation. 



https://totalforcevlc.golearnportal.org/

https://totalforcevlc.golearnportal.org/
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7. The points of contact for the above information is Mrs. Sabrina M. Griffin at (573) 596-
6239 or usarmy.usarc.102-div.mbx.3bde-cm-schoolhouse@army.mil 
 


SABRINA M. GRIFFIN 
SOTS, USA  
Staff Operations and Training Specialist  



mailto:usarmy.usarc.102-div.mbx.3bde-cm-schoolhouse@army.mil



				2023-11-14T10:48:15-0600

		GRIFFIN.SABRINA.MARIE.1396631489
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DD FORM 2875, MAY 2022


                               SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)
OMB No. 0704-0630 
OMB approval expires: 
20250531


The public reporting burden for this collection of information, 0704-0630, is estimated to average 5 minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and 
maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding the burden estimate or burden reduction suggestions to the Department of Defense, Washington 
Headquarters Services, at whs.mc-alex.esd.mbx.dd-dod-information-collections@mail.mil. Respondents should be aware that notwithstanding any other provision of law, no person shall be subject to any penalty for 
failing to comply with a collection of information if it does not display a currently valid OMB control number.


PRIVACY ACT STATEMENT 
AUTHORITY: Executive Order 10450; and Public Law 99-474, the Computer Fraud and Abuse Act 
PRINCIPAL PURPOSE(S): To record names, signatures, and other identifiers for the purpose of validating the trustworthiness of individuals requesting access to Department of 
Defense (DoD) systems and information. NOTE: Records may be maintained in both electronic and/or paper form 
ROUTINE USE(S): None. 
DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further processing of this request.


TYPE OF REQUEST


INITIAL MODIFICATION DEACTIVATE USER ID


DATE (YYYYMMDD)


SYSTEM NAME (Platform or Applications) LOCATION (Physical Location of System)


PART I (To be completed by Requester)


1. NAME (Last, First, Middle Initial) 2. ORGANIZATION


3. OFFICE SYMBOL/DEPARTMENT 4. PHONE (DSN or Commercial)


5. OFFICIAL E-MAIL ADDRESS 6. JOB TITLE AND GRADE/RANK


7. OFFICIAL MAILING ADDRESS 8. CITIZENSHIP


US FN


OTHER


9. DESIGNATION OF PERSON


MILITARY CIVILIAN


CONTRACTOR


10. IA TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access.)


I have completed the Annual Cyber Awareness Training. DATE (YYYYMMDD)


11. USER SIGNATURE 12. DATE (YYYYMMDD)


PART II ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR  
(If individual is a contractor - provide company name, contract number, and date of contract expiration in Block 16.)


13. JUSTIFICATION FOR ACCESS


14. TYPE OF ACCESS REQUESTED


AUTHORIZED PRIVILEGED


15. USER REQUIRES ACCESS TO: UNCLASSIFIED CLASSIFIED (Specify category)


OTHER


16. VERIFICATION OF NEED TO KNOW
I certify that this user requires 
access as requested.


16a. ACCESS EXPIRATION DATE (Contractors must specify Company Name, Contract Number, 
Expiration Date. Use Block 21 if needed.)


17. SUPERVISOR'S NAME (Print Name) 17a. SUPERVISOR'S EMAIL ADDRESS 17b. PHONE NUMBER


17c. SUPERVISOR'S ORGANIZATION/DEPARTMENT 17d. SUPERVISOR SIGNATURE 17e. DATE (YYYYMMDD)


18. INFORMATION OWNER/OPR PHONE NUMBER 18a. INFORMATION OWNER/OPR SIGNATURE 18b. DATE (YYYYMMDD)


19. ISSO ORGANIZATION/DEPARTMENT


19a. PHONE NUMBER


19b. ISSO OR APPOINTEE SIGNATURE 19c. DATE (YYYYMMDD)
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20. NAME (Last, First, Middle Initial)


21. OPTIONAL INFORMATION


PART III - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION
22. TYPE OF INVESTIGATION 22a. INVESTIGATION 


DATE (YYYYMMDD)
22b. CONTINUOUS EVALUATION (CE) DEFERRED 


INVESTIGATION


22c. CONTINUOUS EVALUATION (CE) ENROLLMENT DATE (YYYYMMDD) 22d. ACCESS LEVEL


23. VERIFIED BY (Printed Name) 24. PHONE NUMBER 25. SECURITY MANAGER SIGNATURE 26. VERIFICATION DATE 
(YYYYMMDD)


PART IV - COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION
TITLE: SYSTEM ACCOUNT CODE


DOMAIN


SERVER


APPLICATION


FILES


DATASETS


DATE PROCESSED (YYYYMMDD) PROCESSED BY (Print name and sign)


DATE (YYYYMMDD)


DATE REVALIDATED (YYYYMMDD) REVALIDATED BY (Print name and sign)


DATE (YYYYMMDD)
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INSTRUCTIONS 
The prescribing document is as issued by using DoD Component.


PREVIOUS EDITION IS OBSOLETE.
DD FORM 2875, MAY 2022


A. PART I: The following information is provided by the user when 
establishing or modifying their USER ID. 


(1) Name. The last name, first name, and middle initial of the user.   
(2) Organization. The user's current organization (i.e. DISA, SDI, DoD and 


government agency or commercial firm).   
(3) Office Symbol/Department. The office symbol within the current 


organization (i.e. SDI).   
(4) Telephone Number/DSN. The Defense Switching Network (DSN) phone 


number of the user. If DSN is unavailable, indicate commercial number.   
(5) Official E-mail Address. The user's official e-mail address.   
(6) Job Title/Grade/Rank. The civilian job title (Example: Systems Analyst, 


GS-14, Pay Clerk, GS-5)/military rank (COL, United States Army, CMSgt, 
USAF) or "CONT" if user is a contractor.   


(7) Official Mailing Address. The user's official mailing address.   
(8) Citizenship (US, Foreign National, or Other).   
(9) Designation of Person (Military, Civilian, Contractor).   
(10) IA Training and Awareness Certification Requirements. User must 


indicate if he/she has completed the Annual Cyber Awareness Training 
and the date. 


(11) User's Signature. User must sign the DD Form 2875 with the 
understanding that they are responsible and accountable for their 
password and access to the system(s).   


(12) Date. The date that the user signs the form. 


B. PART II: The information below requires the endorsement from the user's 
Supervisor or the Government Sponsor. 


(13) Justification for Access. A brief statement is required to justify 
establishment of an initial USER ID. Provide appropriate information if 
the USER ID or access to the current USER ID is modified.   


(14) Type of Access Required: Place an "X" in the appropriate box. 
(Authorized - Individual with normal access. Privileged - Those with 
privilege to amend or change system configuration, parameters, or 
settings.)   


(15) User Requires Access To: Place an "X" in the appropriate box. Specify 
category.   


(16) Verification of Need to Know. To verify that the user requires access as 
requested.   


(16a) Expiration Date for Access. The user must specify expiration date if 
less than 1 year.   


(17) Supervisor's Name (Print Name). The supervisor or representative 
prints his/her name to indicate that the above information has been 
verified and that access is required.  


(17a) E-mail Address. Supervisor's e-mail address.    
(17b) Phone Number. Supervisor's telephone number. 
(17c) Supervisor's Organization/Department. Supervisor's organization and 


department.    
(17d) Supervisor's Signature. Supervisor's signature is required by the 


endorser or his/her representative.  
(17e) Date. Date the supervisor signs the form. 


(18) Phone Number. Functional appointee telephone number.    
(18a) Signature of Information Owner/Office of Primary Responsibility 


(OPR). Signature of the Information Owner or functional appointee of 
the office responsible for approving access to the system being 
requested.   


(18b) Date. The date the functional appointee signs the DD Form 2875.     
(19) Organization/Department. ISSO’s organization and department.    
(19a) Phone Number. ISSO’s telephone number.   
(19b) Signature of Information Systems Security Officer (ISSO) or 


Appointee. Signature of the ISSO or Appointee of the office 
responsible for approving access to the system being requested. 


(19c) Date. The date the ISSO or Appointee signs the DD Form 2875.   
(21) Optional Information. This item is intended to add additional 


information, as required. 


C. PART III: Verification of Background or Clearance. 


(22) Type of Investigation. The user's last type of background investigation 
(i.e., Tier 3, Tier 5, etc.). 


(22a) Investigation Date. Date of last investigation.  
(22b) Continuous Evaluation (CE) Deferred Investigation. Select yes/no 


to validate whether or not the user is currently enrolled for “Deferred 
Investigation” in the Continuous Evaluation (CE) program.  


(22c) Continuous Evaluation Enrollment Date. Date of CE enrollment. 
Leave blank if user is not enrolled in CE. 


(22d) Access Level. The access level granted to the user by the sponsoring 
agency/service (i.e. Secret, Top Secret, etc.). Access level refers to the 
access determination made on the basis of the user’s individual need 
for access to classified information to perform official duties; a 
determination separate from the user’s eligibility determination. 


(23) Verified By. The Security Manager or representative prints his/her 
name to indicate that the above clearance and investigation 
information has been verified.    


(24) Phone Number. Security Manager’s telephone number.  
(25) Security Manager Signature. The Security Manager or his/her 


representative indicates that the above clearance and investigation 
information has been verified.    


(26) Verification Date. Date the Security Manager performed the 
background investigation and clearance information verification. 


D. PART IV: This information is site specific and can be customized by either 
the DoD, functional activity, or the customer with approval of 
the DoD. This information will specifically identify the access 
required by the user. 


E. DISPOSITION OF FORM: 


TRANSMISSION: Form may be electronically transmitted, faxed, or mailed. 
Adding a password to this form makes it a minimum of e 
CONTROLLED UNCLASSIFIED INFORMATION” and 
must be protected as such. 


FILING: Original SAAR, with original signatures in Parts I, II, and III, must be 
maintained on file for one year after termination of user's account. 
File may be maintained by the DoD or by the Customer’s ISSO. 
Recommend file be maintained by ISSO adding the user to the 
system.








UNIT PRE-EXECUTION CHECKLIST
(For use of this form, see TRADOC Regulation 350-18; Proponent is TRADOC G-3/5/7, TOMA)


Fillable form; may be printed and signed manually.


1. NAME:


2. UNIT:


3. COURSE TITLE: 4. REPORT DATE:


Unit POC List:


CDR Office: Other:


1SG Office: Other:


FTM Office: Other:


Unit Fax:


1SG Email:


CSM Email:


Phone Number with Area Code


TRADOC Form 350-18-2-R-E, APR 2018 Page 1 of 2Previous editions are obsolete


Supervisor's 
Initials


Soldier's 
Initials


Coordination between unit and school to identify the Soldier by name and reservation status?  


 PART I- UNIT PRE-EXECUTION (Day-90 to Day-1)


Soldier in receipt of read ahead packet, school/course information, and graduation requirements? 


Soldier completed prerequisite course/testing? (DA Form 1059 or other completion document)


All required clothing/equipment in accordance with school/course information packet?


Soldier meets physical readiness standards of AR 350-1? (APFT within 60 days)


Soldier meets height/weight and body composition standards of AR 600-9? 


Soldier has Government Travel Card or adequate cash/traveler checks? 


Individual orders received (10 copies)? 


Soldier has current periodic health assessment (PHA) and dental exam? 


Soldier meets physical qualifications for special skills as specified in AR 40-501?


Soldier meets remaining Time in Service (TIS) requirement? 


Transportation verified/DTS approved? 


Soldier has current/valid identification card? 


Soldier has ID tags (1 pair)? 







PART II - ROUTINE PREREQUISITES


TASK REGULATION DATA SOLDIER DATA


Minimum Aptitude Score
(if applicable)


CL CO EL FA GM CL CO EL FA GM


GT MM OF SC ST GT MM OF SC ST


Key: CL-Clerical/ADMIN; CO-Combat/CMBT; EL-Electronic/ELEC; FA-Field Artillery/FA; GM-General Maintenance/MAINT; GT-General 
Technical/GT; MM-Mechanical Maintenance/MECH; OF-Operators & Food/FOOD; SC-Surveillance & Communication/COMM; ST-Skilled 
Technical/TECH


Physical demand rating/profile
(PULHES)
*See Part Ill for PT profiles


P U L H E S P U L H E S


Key: P- Physical capacity/stamina; U- Upper extremities; L- Lower extremities; H- Hearing/ear; E- Eyes; S- Psychiatric


Militaryand civilianvehicleoperator license(s) (ifapplicable):


Expiration date:Military license number:


Expiration date:Civilian license number: State:


PART Ill - REQUIRED DOCUMENTS


Security clearance (if applicable, attach as required)


*Permanent profile attendees must have a signed copy of completed DA Form 3349; must include Army doctor-
approved alternate aerobic event for APFT. Provide results of medical retention board (if applicable).  


All required waivers (if applicable)


Other requirements (if applicable)


Other requirements of DA PAM 611-21 not previously listed:


Other requirements (if applicable)


Other requirements (if applicable)
Other requirements (if applicable)


Other requirements (if applicable)
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Commanding Officer's Signature:


TRADOC Form 350-18-2-R-E, APR 2018


I have been counseled and have read all requirements applicable to the course I'm selected to attend. Attendance at this course 
and class will not pose any known hardship on me and/or my family that would detract from or prevent my successful 
completion of course requirements. 


Student's Signature:


I have reviewed the above Soldier's qualifications and potential to successfully complete this course, counseled them on these 
requirements, and hereby verify their readiness to attend.


Commanding Officer (typed name):








DEPARTMENT OF THE ARMY 
(UNIT INFORMATION)


(Office Symbol)     15 October 2019 


MEMORANDUM FOR 3D BDE (CM), Chemical Biological Radiological and Nuclear 
(CBRN) Senior Course Manager, 3D BDE (CM)/ 102D TNG DIV (MS), Fort Leonard 
Wood, MO 65473 


SUBJECT:  Acknowledgement of Financial Obligation for Walk-On’s into a PME Course 


1. (UNIT NAME) acknowledges that (SOLDIER’S NAME) is attempting to “WALK-ON” 
without a “RESERVED” ATTRS slot into Phases (2 & 3), Class (00X-20), CBRN 
Specialist Course. Only “RESERVED” ATTRS slots will receive Military Training 
Specific Allotment (MTSA) funding which includes lodging and meals IAW Institutional 
Training Directed Lodging and Meal Policy while attending the course.


2. This memorandum does not guarantee enrollment and a “WALK-ON” will be 
determined based on availability of open seats and Priority Level 1-5 IAW with the 
Army’s SELECT-TRAIN-EDUCATE-PROMOTE (STEP) policy. Confirmation of 
enrollment will be determined after in-processing of the course START DATE.


3. (UNIT NAME) assumes all financial responsibility to include transportation, lodging, 
meals, and any other expenses that may occur throughout the Soldier’s training.


4. New or amended orders if needed will be provided to 3D BDE (CM) via email 
usarmy.usarc.102-div.list.3bde-cm-schoolhouse@mail.mil


5. Point of contact for this memorandum is the undersigned at (CONTACT #), or
(OFFICIAL EMAIL). 


SIGNATURE BLOCK 
of Approving Authority 
(CO, BN, BDE CDR, ect.) 
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Enclosure 6: Student Packing List 
STUDENT PACKING LIST 


Item Name Quantity 
Bag, Duffel 1 ea 
Laundry Bag (Military Issue) --- 
Backpack (black with no logos) --- 
Patrol Cap, OCP 1 ea 
Top, OCP 2 ea 
Bottom, OCP 2 ea 
Socks, wool 7 pr 
T-shirt, tan 7 ea 
Boots, Combat Tan 1 ea 
Belt, Trousers (coyote tan) 1 ea 


Top, Wet weather (ACU/OCP) 1 ea 
Bottom, Wet weather (ACU/OCP) 1 ea 
Eye protection (if required) --- 
Hearing protection --- 
M50 Mask (with optical inserts, if needed) 1 ea 
ACH, with cover  1 ea 
MOLLE with Canteen 1 ea 


Cap, Black Fleece 1 ea 
Gloves (black with no logos) 1 ea 
APFU shirt (short sleeve) 2 ea 
APFU shirt (long sleeve) 2 ea 
APFU shorts 2 ea 
APFU pants 1 ea 
APFU jacket 1 ea 
Socks, black/white (must cover the ankles) 5 ea 
Water source --- 
Running shoes (no cleats) 1 ea 
Flashlight 1 ea 


Beret 1 ea 
Dress Uniform (complete with awards & decorations) 1 ea 
Dress shoes 1 ea 
Dress socks --- 


Towel 2 ea 
Washcloth 2 ea 
Prescription Glasses (if required) --- 
Medication (if required) --- 
Profile (if required) --- 
CAC Card --- 
Orders and Itinerary (3 copies) --- 







Identification tags (with DODID#) --- 
Shaving Kit --- 
Personal hygiene items --- 
Sports bras --- 
Underwear --- 
Shower shoes --- 
Padlock 2 ea 
Laundry Detergent --- 
Classroom items (pencil, pen, paper, ect.) --- 












HAZMAT Awareness Information 


HAZMAT Awareness certification is required for numerous courses. The training can be 
completed online by accessing the following link; 


1) Go to https://totalforcevlc.golearnportal.org
2) Register for the website and then login
3) Click on My courses
4) Scroll down to Hazardous Material and click on begin course for 10721W_01 
Hazardous Material Awareness
5) Complete the course
6) Email your completion certificate to usarmy.usarc.102-div.mbx.3bde-cm-
schoolhouse@army.mil


HAZMAT AWARENESS Certificates: IFSAC HAZMAT certification requires completion of 
training, a proctored exam, and a proctored skills test. The Hazardous Material 
Awareness course on the totalforcevlc website satisfies the training requirement. The 
proctored exam and skills test will be administered during the resident phase(s) of the 
reclassification course.












PAY INFORMATION: 
1. ORDERS OVER 30 Days: The following information only applies to Soldiers who are on orders of 30 consecutive 
days or more. Soldiers on orders of 31+ consecutive days or more are entitled BAH, and will accrue leave. They will 
need to bring the following documentation to Fort Leonard Wood and attend weekly briefings at the post finance 
office in BLDG 470. 


 
a. Base Pay required documentation: 


 
(1) Two (2) Copies of Orders 


 
(2) Two (2) Copies of all amendments to orders 


 
(3) Monthly Certificate of Performance 


 
a. Soldiers will have to submit a Certificate of Performance each Calendar month which will be signed off 


on by the Small Group Leader (SGL) and returned to the post Reserve Pay Office. 
 


b. Basic Allowance for Housing (BAH) required documentation: 
 


(1) Completed DA Form 5960 signed and certified by the individual Soldier and the unit Commander 
 


a. The address on the DA 5960 MUST match the address on the orders 
 


(2) Marriage Certificate (for with dependents rate) (If married and properly reflected, no documentation 
required) 


 
(3) Birth Certificates, custody, or child support documentation (for with dependents rate) 


 
(4) Full copy of current lease (for renters) 


 
(5) Last Mortgage statement (for homeowners) 







c. Leave Cash out required documentation: 
 


(1) Leave usage history memo for the time period covered (Brigade School House S-1 will prepare the 
memo) 


 
(2) For USAR Soldiers USARC form 24-R 


 
(3) For NG Soldiers a DA 4187 requesting cashing out of leave accrued all DA Form 31s for the period 


 
(4) Leave will be cashed out at the END of the cycle. 








TRANSPORTATION SERVICES: 
Fort Leonard Wood (FLW) Travel: 
Soldiers have the option of 3 different airports when arranging travel to their reserved course(s).  


NOTE: ***3rd BDE (CM) DOES NOT provide transportation to or from any airport*** 


Airports: 
Waynesville-St. Robert Regional Airport (TBN)- On Fort Leonard Wood 


 5017 Iowa Ave 


 Ft. Leonard Wood, MO 65473 


 Reservations: (888) 332-6686 


Lambert-St. Louis International (STL)- 2-hour drive (rental car agency available on site) 


 10701 Lambert International Blvd. 


 St. Louis, MO 63145 


 (314) 890-1333 


Springfield-Branson Regional (SGF)- 1 hour 15-minute drive (rental car agency available on site) 


 2300 N. Airport Blvd 


 Springfield, MO 65802 


 (417) 868-0500 


Driving Directions: 
From St. Louis (East)- Drive West on I-70 about 4 miles, go South on 270 approximately 15 miles, drive 
West on I-44. Drive Westbound on I-44 about 135 miles. Exit interstate on 161. At the stop light turn left 
onto Missouri Avenue. Drive approximately 3 miles, at the end of the public road will be the Fort 
Leonard Wood Main Gate. 


From Springfield (West)- Drive Northeast on West Kearney, turn left onto US-160 Northwest Bypass and 
merge eastbound onto I-44. Drive approximately 86 miles west toward St. Louis. Exit on 161 and make a 
right onto Missouri Avenue at the stop light. Drive approximately 3 miles, at the end of the public road 
will be the Fort Leonard Wood Main Gate. 


Shuttle Services for airports: 
Shuttle services available for direct transportation to and from the airport through USA Express or STL 
Shuttle Service. 


 


 


 


 







USA Express  


https://usaxonline.com 


104 East 11th St. 


Rolla, MO 65401 


(800) 872-9399 or (573) 368-4656


- 2 bags and 2 carry-on per person (50lb limit per bag)
- Without a confirmation, you do not have a confirmed seat!
- All rides are by RESERVATION ONLY!!!
- Reservations should be made 48 hours prior ONLY guarantee the lowest rate. If traveling to 
a course, please make your reservation 2 weeks in advance or more.
- Shuttles run daily (to include weekends) from 0515-1715, departing every 2 hours from Ft. 
Leonard Wood.
- One-way cost from Ft. Leonard Wood to St. Louis, MO Airport $196 and round trip is $320
- One-way cost from Ft. Leonard Wood to Springfield, MO Airport $325 (due to this not being 
a regular shuttle route).
- There is a $20 cancellation fee.
- Reservations cancelled with less than 48 business hours’ notice are NOT refundable.
- Reservations booked with less than a 48 business hours’ notice are NOT refundable.


STL Shuttle Service 


https://stlshuttleservice.com 


10701 Lambert International Blvd 


St. Louis, MO 


(314) 450-6453


• Shuttle service through this carrier is to and from St. Louis Lambert International Airport ONLY.
• Pick-up and drop off is located at Terminal 2 (all Southwest Airlines and international flights) or


Terminal 1 (all other airlines) at the STL airport.
• Must book at least 48 hours before travel, if you need to book in less time PLEASE CALL TO


SCHEDULE.
• When booking, you will need your flight number so that it can be monitored for arrival or


departure time.
• SPECIAL RATES for M-F leaving STL at 11am or leaving FLW at 1pm cost is $99 + taxes (one-way)


(add $109 to make this round trip)…The SPECIAL RATE is for those 2 time slots ONLY.
• All other trips are $169 + taxes (one-way) (add $109 to make this round trip).
• Anytime there is a grouping of 3 or more, the discounted cost is $80 + taxes.
• The schedule is listed below (so plan accordingly).



https://usaxonline.com/

https://stlshuttleservice.com/





On-Post Travel: 
Commercial taxis are available on a 24-hour basis in and around post. IHG also have shuttles that run 
from housing to specific places on-post but have limited hours and availability. 


Rental cars/POV’s are recommended but not required for the course. The schoolhouse does not provide 
on-post transportation. Rental cars are at the expense of the Soldiers’ Command. 


Graduation/End of Course Travel: 
As stated in the welcome letter, all students should not expect to leave FLW no later than 1100 on the 
day of graduation. If you are not flying out of the Ft. Leonard Wood airport, please ensure you 
backwards plan for your drive to either Springfield (approx. 1hr 15 min drive) or St. Louis (approx. 2 hr 
drive). If you are taking a shuttle to either airport, please refer to the Shuttle information in this travel 
document to schedule your pickup times.  












Chemical Defense Training Facility (CDTF) Information 


CDTF completion is a graduation requirement for all courses. CDTF involves training in 


the presence of live agents. 


The following requirements for training at the Chemical Defense Training Facility 


(CDTF) are provided to help prepare students for toxic agent training. Adherence to the 


requirements listed below are mandatory and failure to adhere them will result in 


student dismissal from CDTF training, which is required to graduate from the course.  


Hair styles need to be clean and conducive to the proper wear and fit of the protective 


mask. The M50 PRO-MASK OPTICAL INSERTS are needed for students who are 


required to wear glasses during normal operations. Students that do not possess the 


M50 version pro-mask optical inserts must provide a MFR from their commander stating 


that they do not have these inserts issued. Inserts required are for M50 pro-mask, not 


your unit PPE or SCBA systems.  


NOTE: The wear of hair must comply with the standards outlined in the technical 


manuals for the protective mask and the M41A1 Protective Assessment Test System 


(PATS); remove hair fasteners (hair clips, hair pins, combs, and rubber bands), hair 


knots, buns or braids that will interfere with the mask seal and let hair hang freely. Hair 


that flows beyond the mask head harness may be styled IAW AR 670-1. Hairpieces and 


hair extensions firmly attached may be worn into the toxic area.  


NOTE: To facilitate proper mask fitting, all students, to include international students 


and non-Department of Defense personnel, must be clean-shaven prior to arrival for 


training at the CDTF. Those who are unshaven WILL NOT be permitted to participate in 


toxic training. A regulation compliant mustache generally poses no mask fit issue and is 


permitted. Personnel with beards will be denied access to toxic agent training.  


NOTE: Participation in the Sensitive Site Assessment practical exercise requires 


students to be medically cleared for wear of Air Purifying Respirators and Positive 


Pressure Self-Contained Breathing Apparatus (SCBA). Students are required to be able 


to lift and carry 45lbs for a period up to 1hr. Students will be in a medical surveillance 


program to monitor them during actual hands-on training exercises. During HazMat 


medical screening, students will participate in a medical screening questionnaire with a 


licensed medical physician. This questionnaire will be reviewed by the General Leonard 


Wood Army Community Hospital Occupational health staff. If the student is cleared, 


they will be given a medical clearance for the duration of the course. A medical baseline 


of each student’s vital signs will also be obtained for medical surveillance use during 


training exercises. Students who cannot be medically cleared will go through an 


additional medical screening to determine if you will be medically dropped from the 


course. 


NOTE: If the profile does not meet the requirements within the paragraph above, a 


memo from the unit commander is required stating that the Soldier is authorized to 


operate outside the limitations of their profile to meet the POI requirements. If the memo 


is not received the Soldier may be considered a no-train and will be subject to dismissal 


from the course. 





