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The required data for implementation of the IAP is as follows.

	a.  Identify a complete listing of all participating individual units by UIC.  Individual States have the authority to eliminate any unit which they consider inappropriate to participate (i.e.: pending deactivation, no full time support personnel, etc.).

	b.  Validate the unit’s street address.  A physical address, not a post office box, is required in order for the affiliated Soldier to be able to visit the unit.

	c.  Identify by name, duty position, and telephone number the unit’s point of contact.  This is the person who will actually be doing the work - not a unit commander.  POCs can be selected from Soldiers holding 42A, 79T MOS’s, or a Readiness NCO.

	d.  Provide Unit Commander’s signature block.


NOTE:  The data gathered here will be directly transferred into a data base, which will automatically generate RCMS-RMS automated correspondence.  Meticulous attention to detail is required in completing this form.  The requirements are simple, but the quality of the input relates directly to the professional appearance of the final product.

Please direct your attention to the spreadsheet attached as Annex B to Enclosure 1.

This data will be uploaded in the ARNG module within RCMS-RMS.  The data entered here will be directly posted into the automated letters and e-mails.


REQUIRED DATA to be recorded on spreadsheet attached as Annex A.

COMPLETE ONE LINE FOR EACH UNIT PARTICIPATING IN IAP.
DO NOT LEAVE ANY FIELDS DESIGNATED REQUIRED BLANK.

UNIT DATA

Column A - State:  Required- Self explanatory - spell out entire name (use no abbreviations). Example: North Carolina – not: NC.
(Purpose:  This will be used in searching files to identify the State National Guard)

Column B - MSC Code:  Required- Abbreviation of State Army National Guard.  Example:  MIARNG, DEARNG, OKARNG, etc.
(Purpose:  This will be used to identify the MILPO of the State National Guard)

Column C - Unit UIC:  Required- Self-explanatory.
(Purpose:  This will be used by HRC in identifying units available for affiliation)

Column D - Unit Designation:  Required- This is the designation found on the unit’s MTOE/TDA; usually a series of abbreviations.  Example:  207E Bn, HHC.
(Purpose:  Used by HRC identifying units when validating conflicts with UIC codes)

Column E - Unit Title:  Required- This is the name found on the unit’s letterhead. Example:  Headquarters, 207th Engineer Battalion
(Purpose:  This will be posted into the welcome letter as the unit’s name.)

Column F - Address:  Required- This is the building’s physical address - NOT a post office box.  Example: 123 Armory Street, Room 145 – not: PO Box 12.
(Purpose:  Identifies the actual address of the unit for affiliated Soldier to visit the unit)

Column G - City:  Required- Self-explanatory.  Spell name out completely.  Example:  Kansas City – Not: KC.
(Purpose:  Letterhead & Address References)

Column H - Required- Two-letter state postal abbreviation.  Examples:  MI, OK, DE
(Purpose:  Used in mailing addresses and in searching files)

Column I - Zip Code:  Required- May use either 5 numerals or 9 numerals BUT DO NOT USE A DASH.  Examples:  22153 or 221531512 – Not: 22153-1512
(Purpose:  Purpose:  Letterhead & Address References)


PRIMARY POC DATA

Column J - Last Name:  Required- Last name of Unit POC.  This is the person who will actually be doing the work - not a unit commander.  POCs can be selected from Soldiers holding 42A, 79T MOS’s, or a Readiness NCO.
(Purpose:  This will be used in several locations - sometimes in conjunction with a rank and first name (SSG James M. Smith) - sometimes with a rank only (SSG Smith))

Column K - First Name:  Required- First name of Unit POC.
(Purpose:  See above)

Column L - Middle Initial:  Optional- Middle initial of Unit POC.
(Purpose:  See above)

Column M - Rank:  Required- Standard rank abbreviation of Unit POC. Example:  use SSG – Not: Staff Sergeant.
(Purpose:  See above)

Column N - Position Title:  Required- Duty position of Unit POC.
(Purpose:  Additional Identification)

Column O - E-Mail Address:  Required- AKO e-mail address of Unit POC.  Examples:  james.m.smith@us.army.mil or harry.potter@us.army.mil
(Purpose:  Will be generated into any contact e-mail)

Column P - Alt E-Mail Address:  Optional- Alternate e-mail address of Unit POC.



Column Q - Phone:  Required- Office phone number of Unit POC.  This cell is auto-formatted to transform digits into a phone number in the letter.  Use the commercial phone number only - do not use DSN numbers.  DO NOT USE PARENTHESES OR DASHES.  Example 7036075845 – DO NOT USE (703) 607-5845 or 703-607-5845 or 703.607.5845.
(Purpose:  Will be placed in contact correspondence)

Column R - Optional- Alt Phone:  Cell phone or other phone number of Unit POC, but do not use DSN numbers.  DO NOT USE PARENTHESES OR DASHES.

Column S – AKO Identification (AKOID) Code:  Required- Unit POC’s AKOID - usually the data before the @ sign in the AKO e-Mail Address of Unit POC.  Examples:  james.m.smith or harry.potter
(Purpose:  Identifies Unit POC without disclosing SSN or other PII)


UNIT COMMANDER DATA

Column V - Unit Commander’s Name:  Required- Signature block line of unit commander - ALL CAPITAL LETTERS.  Example:  JOHN W. SCHMIDT
(Purpose:  Signature block on letters)

Column W - Unit Commander’s Rank/Branch/__ARNG:  Required- Signature block second line - ALL CAPITAL LETTERS.  Example:  CPT, EN, MIARNG
(Purpose:  Signature block on letters)

Column X - Unit Commander’s Title:  Required- Signature block third line of unit commander.  Example:  Commanding, Acting Commander, etc.
(Purpose:  Signature block on letters)

Column Y - Required- Unit Commander’s AKO e-mail address - will not be disclosed to affiliated Soldier.
(Purpose:  Additional contact information for HRC or ARNG use)


ALTERNATE POC DATA

UNITS MAY ELECT TO HAVE AN ALTERNATE POC.
HOWEVER – If an Alternative POC option is selected – ALL ALTERNATE POC INFO MUST IDENTIFIED AS REQUIRED WILL BE PROVIDED.

Column AA - Last Name:  Required- Last name of Alternate Unit POC.  This is the person who will actually be doing the work in the absence of the primary POC.  POCs can be selected from Soldiers holding 42A, 79T MOS’s, or a Readiness NCO.
(Purpose:  This will be used in several locations - sometimes in conjunction with a rank and first name (SSG James M. Smith) - sometimes with a rank only (SSG Smith))

Column AB - First Name:  Required- First name of Alternate Unit POC.
(Purpose:  See above)



Column AC - Middle Initial:  Optional- Middle initial of Alternate Unit POC.  
(Purpose:  See above)

Column AD - Rank:  Required- Standard Rank abbreviation of Alternate Unit POC. Example:  use SSG – Not Staff Sergeant  
(Purpose:  See above)

Column AE - Position Title:  Required- Duty position of Alternate Unit POC.  
(Purpose:  Additional Identification)

Column AF - AKO Identification (AKOID) Code:  Required- Alternate Unit POC’s AKOID - usually the data before the @ sign in the AKO e-Mail Address of Unit POC.  Examples:  james.m.smith or harry.potter
(Purpose:  Identifies Alternate Unit POC without disclosing SSN or other PII)
 
Column AG - E-Mail Address:  Required- AKO e-mail address of Alternate Unit POC. Examples:  james.m.smith@us.army.mil or harry.potter@us.army.mil
(Purpose:  Back-up info)

Column AH - Alt E-Mail Address:  Optional- Alternate e-mail address of Alternate Unit POC.  

Column AI - Phone:  Required- Office phone number of Alternate Unit POC.  This cell is auto-formatted to transform digits into a phone number in the letter.  Use the commercial phone number only - do not use DSN numbers.  DO NOT USE PARENTHESES OR DASHES.  Example 7036075845 – DO NOT USE (703) 607-5845 or 703-607-5845 or 703.607.5845.
(Purpose:  Will be placed in contact correspondence)

Column AJ - Optional- Alt Phone:  Cell phone or other phone number of Alternate Unit POC, but do not use DSN numbers.  DO NOT USE PARENTHESES OR DASHES.


An example letter with correct and erroneous input is attached as Annex B to 
Enclosure 1 - NOTE:  Attention to detail in entering data is critical to the final product.

Annex A - Excel Spread Sheet - electronic file
Annex B - Sample welcome letter generated by RCMS-RMS
