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Understanding and Planning
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Facilitator’s Guidelines








This module provides the facilitator with resources needed to plan and conduct a workshop. Each workshop unit has 4 sections:


	(	Facilitator’s Guidelines


		help the facilitator make preparations for the workshop


	(	Workshop Overview


		highlights the key components of the workshop


	(	Workshop Plan


		provides the facilitator with an outline for conducting the workshop


	(	Workshop Resources


		include program activities, supporting videos, flyer, handout materials, and transparency masters 








Topic:					Understanding And Planning For Military Separation





Goal:					Soldiers and family members will be able to recognize and to deal with problems 						that may arise or persist because of the military mission and deployment. 





Audience:				This session is designed for soldiers and their spouses to attend together. It is 							most helpful to offer this workshop before deployment.





Time Required:		1( hours





Room Requirements:	This workshop requires a room large enough to accommodate the number of 								participants. It is designed as a group process for roundtable discussions, with 8–							10 people at each table. The room should be arranged for maximum visibility of 							the flip charts, videos, and over-heads.   





Facilitator’s Preparation





		1.	Reserve a location for conducting the workshop which will accommodate the number of 						participants.





		2.	If conducting the workshop for the Reserve or National Guard, order the Business Care Plan 2 				months in advance.





		3.	Prepare flyers (master located under Flyer Master) and distribute them 1–2 weeks before the 					workshop.





		4.	Familiarize yourself with the goals of the workshop.





		5.	The facilitator’s job is to lead the workshop, which includes distributing handouts and organizing 			group flip chart activities. Other tips include:


		(	plan an ice breaker


		(	encourage participation


		(	check for understanding


		(	prepare room 


		(	make workshop personal


		(	gather needed material


		(	enjoy yourself	


		(	offer amenities, such as child care, parking, and refreshments





	6.	Suggested activities are presented in square brackets ([  ]) in the lesson text.





		The lesson text is meant to assist you and is not intended to be read aloud to the participants. The 


		suggested activities list the visuals, handouts, or group activities that are used at particular 


		points in the workshop.





	7.	Prepare overhead transparencies from the Transparency Masters provided:


			  #1 Understanding and Planning for Military Separation


			  #2 Objectives


			  #3 Types of Separation


			  #4 Phases of Mobilization


			  #5 Phases of Deployment


			  #6 Key Factors	


			  #7 Will


			  #8 Powers of Attorney


			  #9 Insurance


			#10 CHAMPUS


			#11 Soldiers’ and Sailors’ Civil Relief Act (1991)


			#12 Personal Affairs Checkup


			#13 Family Care Plan


			#14 Family Care Plan


			#15 Family Care Plan


			#16 Practical Concerns





		Preview the video, Ongoing Readiness and Financial Planning (710653/TVT 20-1049), before 			the workshop if you plan to use it. Also, review the Video Discussion Guide included with this 			module.





	8.	Note: A video is not used for every workshop. Determine if participants have seen it and expand 			your lesson, if necessary, to show the video.





	9.	Prepare flip charts (for facilitator use) with the following titles:


			Personal Documents (single sheet) 


			Vehicle (single sheet) 


			Household (single sheet)


�
	10.	Reproduce the necessary number of handouts from the Handout Masters:


			#1  Readiness Inventory		


			#2  Sample Business Care Plan


			#3  Family Finance Inventory


			#4  Monthly Expenses


			#5  Sample Separation Checklist


			#6  Workshop Evaluation





	11.	Assemble all other needed workshop materials and equipment. Provide copies of Operation 				R.E.A.D.Y. Children’s Workbooks for participants.





		Workshop Materials:





			Flip chart paper on 1 easel with colored markers


			Extra markers for flip chart paper activity at tables


			Masking tape for securing charts


			Pens and pencils for participants’ use





		Equipment:





			Overhead transparency projector and screen


			Television and VCR





	12.	Note: The Commander or Unit Commander may elect to conduct the workshop, Separation Due 		to Military Requirements.
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Introduction





Welcome to the Predeployment Workshop—Separation Due to Military Requirements. This workshop is designed to prepare you for the possibility and experience of mobilization, deployment, field-training exercise, and annual training. 





[Visual #1: Understanding and Planning for Military Separation]





In this portion of the workshop we will discuss the types of separations commonly associated with the military, and what each action means to the soldier and their family. Each builds on the other and should not be viewed as an isolated incident, but as part of the mission.





We will focus on understanding separation due to military requirements, and the importance of ongoing personal and family readiness.





You will use a variety of activities to enhance your learning experience. Please feel free to share your experiences with us. Sharing will enable all of us to gain knowledge and skills we can use.





Objectives





[Visual #2: Objectives]





Participants will increase their awareness of:


	(	types of military separation


	(	planning and preparing personal documents


	(	completing family financial arrangements





Separation Due to Military Requirements





Although the cold war era is in decline, crises exist in today's world. Since these crises exist, soldiers must mobilize and deploy. Both in mission and in personal affairs, the Army soldier must be ready for any contingency. 





Ongoing readiness plays a vital role in today's Army. An understanding of the structure of the Army's mission is the first step in preparing soldiers and their loved ones for separation.





[Visual #3: Types of Separation]


We will begin by addressing several types of separation that are most commonly associated with today's military. These are:


	(	mobilization


	(	deployment


	(	annual training


	(	field-training exercises





Mobilization





Mobilization is the act of preparing for war or other emergency through assembling and organizing national resources. This process brings all or part of the Armed Forces to a state of readiness for war or other national emergency. 





This includes assembling and organizing personnel, supplies, and material for active military service and federalization of Reserve Components. Mobilization requires the support of the Active Army, the Selected Reserve, the State Adjutant General, and the State area commands (STARCs).





There are several levels of mobilization. Generally, the magnitude of the situation dictates the level of mobilization.





The levels of mobilization are:





	1.	Selective mobilization—usually used in a domestic situation





	2.	Partial mobilization—augments active duty forces for a mission of up to 24 months





	3.	Full mobilization—requires passage by Congress and involves all Reserve Components





	4.	Total mobilization—expansion of the active duty forces and mobilization of all national resources





[Visual #4: Phases of Mobilization]





Mobilization for soldiers occurs in 5 phases: 





	Phase I.		Preparation


	Phase II.	Alert


	Phase III.	Mobilization of unit


	Phase IV.	Movement of unit


	Phase V.	Operation readiness improvement





Mobilization means the soldier and the family must prepare their personal, legal, financial, and other matters. Mobilization is separation from family and friends, and eventually, reunion.





Deployment





The next step for the soldier, after mobilization, is deployment. Deployment is the assignment of military personnel to temporary, unaccompanied tours of duty. It is the actual sending of soldiers somewhere by some means.





[Visual #5: Phases of Deployment]





Like mobilization, deployment has 5 phases:





	Phase I.		Predeployment activities


	Phase II.	Movement to ports of embarkation


	Phase III.	Strategic lift


	Phase IV.	Reception at ports of debarkation


	Phase V.	Onward movement





It is important to understand deployment because:


	(	it is a stressful event


	(	it will place physical and emotional demands on the soldier, spouse, and children.





Deployment means the soldier and the family must prepare their personal, legal, financial, and other matters. Deployment is separation from family and friends, and eventually, reunion.





Annual Training





Annual training is that time each year when Guard and Reserve personnel leave for tours of training duty in the United States and around the world.





Field-training Exercises





Field-training Exercises (FTX) are common to the active Army, Reserve units, and National Guard. Field-training exercises are conducted in a field environment, usually at a remote location. 





The exercises are conducted under simulation of actual combat operations for deployment. When your soldier announces "I am going to the field," it means a field-training exercise.





Annual training and field-training exercises mean the soldier and their family must prepare their personal, legal, financial, and other matters. It is important to understand annual training and field-training exercises because:


	(	they mean preparation


	(	they mean separation


	(	they mean reunion





[Visual #6: Key Factors]





Mobilization, deployment, field-training exercises, and annual training require extensive planning by the military. The same commitment to planning is necessary for family members and soldiers to result in successful deployment. 





Key factors to consider in preparing are:


	(	personal affairs


	(	family affairs


	(	financial management


	(	coping with separation


	(	resources


These key factors are the topics that we will address in this Ongoing Readiness workshop.





[Distribute Handout #1, Readiness Inventory]





As a point of reference, I would like for you to take this Readiness Inventory. It is a short reality check. There are no right or wrong answers. You will have about 5 minutes to complete this inventory. 





(take about 5 minutes)





The key to successful personal management of military readiness is planning and preparedness. We will focus on helping the family and soldier investigate, create, and carry out a solid working plan.





Importance of Planning for Military Separation





Personal Documents





We have discussed why separations occur in the military environment and quickly looked at an inventory of what you may or may not know about the status of your personal affairs. You may refer to your inventory at any time as we proceed with an overview of personal documents.





[Flip Chart Activity (Facilitator)]





At the conclusion of this workshop, you may want to organize your personal documents and complete a legal checkup. What are some of the items you would consider personal documents? (group activity: answers may include wills, insurance, powers of attorney)





Let's look at the items listed on the flip chart. What are these documents and why do you need them?





(group discussion for 5 minutes)





Optional—see Facilitator's Guidelines, Ongoing Readiness and Financial Planning. This video examines the important areas of ongoing readiness and the need to be prepared. It addresses the areas of legal, financial, and personal matters.





[Show video (22( minutes)]





After the video is over, encourage group discussion by requesting responses to questions such as: What did you find to be most helpful?  What did you learn that was new?  Did you find yourself identifying with the actors?





Will





What is it, and why do I need one?  





[Visual #7: Will]





A will allows you, and not a court of law, to determine how your estate is to be handled. You and your family need a will to prevent the courts from deciding who gets what. 





An estate does not have to be the size of a millionaire's. Your estate may include your stereo and car, your home and children, and yes, your pets.





Things to consider in your will:


	(	Who will be your personal representative? Executor or executrix?


	(	Who will be the guardian of your minor children should both you and your spouse die?





You may get help from Legal Assistance on post or your Legal Assistance Officer. You need a current will at all times, not just prior to a separation or deployment.





Powers of Attorney





A power of attorney is a legal instrument that authorizes someone you select to act on your behalf. Your spouse or a family member may be given power of attorney to conduct legal transactions in your name.





[Visual #8: Powers of Attorney]





There are two types of power of attorney:





	(	General—designates someone to act as agent over all your legal matters; it is important to select this 		person very carefully.


	(	Special—designates someone to act as agent only on specific matters relating to your house, car, or 			bank accounts.





Which one do you need? That depends on your circumstances. Your Legal Assistance Officer can help you decide.





Insurance 





[Visual #9: Insurance]





What kinds of insurance do you have?  Most likely you have renters or homeowners, car, life, and maybe an extra medical  policy. Review the amount of coverage you have, making certain it meets the needs of your family, and that the premiums are affordable.





Make certain that beneficiaries are current and premium payment methods are up-to-date. Who will make the premium payment while you are away?  What about your car insurance?  When is the premium due?





ID Cards, DEERS, CHAMPUS





How many of you know if members of your family who are eligible have a current ID card, are enrolled in DEERS, and understand CHAMPUS?  (show of hands)  An ID card is the ticket to Army services.





To secure an ID card, you will need to go to your unit's personnel office. You will then complete a special application form, and produce your marriage license or birth certificate. The family member applying for the ID card must be with you so that a photograph may be taken.





[Visual #10: CHAMPUS(What It Covers]





By completing the ID application, your family member will also be enrolled in the DEERS program. Why is that so important? It enables you to use CHAMPUS. 





If you are not familiar with CHAMPUS, you need to know that it is a medical benefits cost-share program. It involves civilian medical resources and is a program for what is not available with military resources. It is important that you remember it is not insurance. It is paid for by congressional appropriations, and is limited to military service members and their families. 





CHAMPUS is a briefing unto itself, and we will not go into it at this time, but if you have questions, consult your CHAMPUS advisor at the installation hospital, or your unit advisor.





Soldiers' and Sailors' Civil Relief Act and Amendments of 1991





[Visual #11: Soldiers’ and Sailors’ Civil Relief Act Protection (1991)]





What is its purpose? To delay certain civil obligations in order for the service member to devote full attention to duty. The protection is available when orders are received to report for extended active duty and ends a short time after separation from military service. Oftentimes, soldiers experience a reduction in their income and, as a result, are unable to pay existing bills or meet financial obligations.





Who is protected?  Members of the military service are protected, such as:


	(	inductees


	(	enlisted reservists


	(	reserve components


	(	dependents





The soldier must initiate the protection to let the courts, banks, insurance companies, etc., know that they have been called to active duty. 





The basic idea of the Soldiers' and Sailors' Civil Relief Act is to offer some relief from creditors. The key to protection under the law is being able to demonstrate that the ability to make payments has been materially affected by military service. 





You must show that your income has decreased so much that making the payment is difficult. The responsibility for handling debts is still yours. Keep some money in savings. Plan ahead for the time when you may be mobilized.





Business Care Plan 


(see Facilitator's Guidelines)





[Distribute Handout #2: (optional for Reserve and National Guard) Sample Business Care Plan]





To be ready for mobilization, it is important that you prepare your business before an actual alert and mobilization. Prior planning will help eliminate stress and the possibility of financial loss. Your goal will be to fulfill your Reserve duties with the least amount of disruption to:


	(	you and your family


	(	your employees


	(	your customers


	(	your creditors


The Small Business Mobilization Planner will assist you with planning and carrying out your duties. The planner provides sample policies, procedures, checklists, and letters that will assist you in your business readiness planning. An example of options available to the small business owner are:


	(	keeping the business open


		(	notifying your employees


		(	notifying people you serve


		(	conducting a dry-run of small business care plan during annual training


	(	closing the business


		(	permanently closing


		(	temporarily closing





The Sample Business Care Plan expense statement may prove helpful in your decision making process. Only you and your family or associates can determine if the course of action you select is the best for your family, employees, customers, creditors, and you.





Storing Household Goods and Vehicle





When you are mobilized, what are you going to do with your household goods and car? Moving your family and household goods at government expense is not authorized. There are some options available after mobilization is completed but usually it is better to leave everyone right where they are. 





Your unit may have a Family Support Group. The Family Support Group enables family members to establish and operate a system through which they can effectively gather information, solve problems, and maintain a system of mutual support. Your unit will have more details on this. 





If you are single, you are authorized to store household goods at government expense or ship those goods to a designated location. Single service members may also authorize another person, by means of a power of attorney, to conduct this business for them.





Pet Care Plan





How many of you have pets? How many of you have a plan for your pet if you have to mobilize? Pets easily become important members of a family. 





Pets of single soldiers or of military couples also need a place to go, especially if the family relocates while the soldier is deployed.





Careful planning must be done. It is inhumane to leave a pet to fend for itself either in your home or on the streets.





If you feel you can no longer care for your pet:


	(	consider asking a relative to assume care of your pet


	(	offer pet for adoption 


	(	contact local animal shelter for adoption suggestions





If you plan to keep your pet, arrange with nonmilitary neighbors or friends if you think you can care for your pet when you return.





Make certain that your pet's shots are up-to-date and that it has a checkup with a veterinarian before someone "pet sitting" for you.





Let's take a few moments to review the Personal Affairs Checkup. Each of these items is important and deserving of your attention.





[Visual #12: Personal Affairs Checkup]





It's time for a 15-minute break, and when we return, our focus will be on family financial arrangements.





[Break 15 minutes] 





Family Financial Arrangements


(time 30 minutes)





Welcome back from the break. 





We have discussed why separations occur in the military and discussed personal affairs. We will now focus on family financial arrangements. Everyone needs to attend to this matter because family does not mean just two parents and 2.5 kids. It means you and the people you provide for and care about. 





How many of you know what a Family Care Plan is? Who needs one? What about special arrangements for your family? What plans do you have in place for maintenance of the vehicle(s) you own or the house you live in? What do you think should be in a family care plan?





(allow 5 minutes for discussion; answers may include: guardians, preparation of a will, housing arrangements)





A Family Care Plan is important for all families, and is especially critical for single parents and dual military parents. Taking care of these considerations will ensure that you and your family are prepared for any period of separation.





This working plan will assist with care for family members, financial and legal matters, and medical needs. It helps you, your family, and the Army during times of mobilization and deployment.





[Visual #13: Family Care Plan]





The plan provides details on:


	(	child care and guardianship


	(	financial matters


	(	medical and dental care


	(	emergency care





[Visual #14: Family Care Plan]








The plan includes:


	(	required forms


	(	instructions for care


	(	legal authorizations


	(	names, addresses, and phone numbers





When must you file a Family Care Plan?  


	(	newly assigned soldiers during unit processing


	(	current members within 60 days of an event requiring a family care plan


	(	pregnant soldiers 90 days before expected delivery date





[Visual #15: A Family Care Plan Consists of:]





A Family Care Plan Consists Of:


	(	Family Care Plan Counseling Checklist


	(	Family Care Plan


	(	Certificate of Acceptance as Guardian


	(	Special Power of Attorney for Guardianship





Your military unit will want a copy of your Family Care Plan. Make sure it is current and that it is a workable plan. It would  be beneficial to discuss the Family Care Plan with your older  children to relieve some of their anxiety and help them to be prepared.





This has been a lot of information, covered in a short amount of time. You are probably already familiar with Family Care Plans, and this has been a timely reminder and update.





[Facilitator may indicate availability of Family Care Plans at the end of the workshop, by request.]





Family Finance





Our focus will be family finances, not military pay. What is the purpose of an allotment, and why have one? An allotment allows you to set aside part of your pay for a specific amount and for a specific person or company. 





Earlier we discussed paying insurance premiums, and an allotment would be an excellent way to solve that problem. Allotments allow a spouse, family member, or guardian to have sufficient money to manage finances at home.





Allotments may be started by filling out JUMPS—Army Allotment Authorization. This form may be completed any time before deployment.





(Optional) Reservist and National Guard members may fill out form before mobilization, and the form will be kept in the personnel file and acted upon at the time of mobilization (must be called to active duty for more than 180 days)





Please complete the family finance inventory. You will need about 5 minutes to complete this activity. 





[Distribute Handout #3: Family Finance Inventory]





(allow 5 minutes for this activity)





Look at your inventory. Were you able to answer all of the questions, most of the questions, or very few of the questions? 





[Distribute Handout #4: Monthly Expenses]





Depending on the results of your inventory, you may need to update your records at home. You will be given a monthly expense form to take home and work on at your leisure. Some practical concerns to keep in mind:





[Visual #16: Practical Concerns]





	(	estimate your expenses during deployment


	(	consider all changes in income


		(Reserve and National Guard members may experience a decrease in their income when they are 			activated)


	(	set realistic budget and savings goals


	(	determine allotments needed


	(	plan for added expenses of homecoming


	(	expect the unexpected





Family members must be left with enough money to cover (as a minimum) monthly expenses. The best way to ensure family financial security is through the monthly allotment.





Special Family Arrangements





We will look at the need to make sure that proper medical needs have been planned for. Do you know which hospital to go to in case of an emergency? Do you have a family doctor? Are you enrolled in DEERS? Do you know how to file a CHAMPUS claim form? It is up to you and your family to know the answers to these questions and seek assistance. Contact your Health Benefits or CHAMPUS Advisor or your Legal Assistance office for help.





It is important that medical papers and information on medication be available. Check if your spouse has family immunization records and phone numbers for medical and dental services. Suggested phone numbers:


	(	doctor


	(	dentist


	(	emergency 


	(	hospital appointment 


	(	pharmacy


	(	benefits advisor for CHAMPUS





If you and your family are enrolled in the Exceptional Family Member Program, remember that your best resource during deployment is the Army Community Service EFMP Coordinator.





In the event that you are with the Army Reserves, remember that you must enroll if on active duty exceeding 30 days. If you are Army National Guard and serving under authority of Title 10, United States Code, you also need to enroll.





You may now be asking, who is an exceptional family member?  An exceptional family member is a family member (child or adult) with any physical, emotional, developmental, or intellectual disability that requires special treatment, therapy, education, workshop, or counseling. 


If you feel that someone in your family meets the criteria, contact your medical treatment facility to begin the assessment process and obtain the enrollment forms.





Things to Know





Maintaining a vehicle





[Flip Chart Activity (Facilitator)]





In your groups, take a few minutes to come up with helpful hints that we could share on maintaining a vehicle while your spouse is away. We will take 5 minutes to complete this activity. 





(allow 5 minutes for this activity)





What are some hints you came up with?





Suggestions may include:


	(	know where all vehicle keys are located


	(	change oil and note when next change is needed


	(	check all vital equipment (brakes, belts)


	(	review insurance policy


	(	check on the possibility of a road service policy


	(	check on renewal of vehicle registration


	(	check on license tags expiration


	(	check on annual state automotive safety check


	(	know where all vehicle papers are located


	(	develop a plan for possible repairs


	(	budget for possible repairs


	(	investigate alternate transportation





[Flip Chart Activity (Facilitator)]





In your groups again, take a few minutes to come up with helpful hints that we could share on maintaining your household while your spouse is away. We will take 5 minutes to complete this activity.





(allow 5 minutes for this activity)





What are some hints you came up with?





Suggestions may include:


	(	know where all house keys are


	(	install dead bolt locks, if needed


	(	install a peep hole


	(	check on plumbing and replace washers, if needed


	(	locate electrical fuse box


	(	know how to replace fuses and reset circuit breaker


	(	locate shut-off valve for water


	(	locate gas control valve





	(	make list of name and phone numbers of:


		(	plumber


		(	electrician


		(	furnace and air-conditioner repairman


		(	roofer or handyman





Conclusion





Hopefully, this workshop has been helpful for you and your family and prompted you to consider some things about separation you had not considered before. We may not have covered all of the things to be considered in separations. I am sure some of you can think of other activities that must be considered and accomplished before separation.





(ask for responses and comments)





[Distribute Handout #5: Sample Separation Checklist]





At this time, I have a sample checklist which may prove helpful to you and will help to reinforce the topics we shared today. We will take a few minutes to look at the sample checklist and answer any questions you may have.





The climate of our world today finds the Army faced with more short-term mobilizations, coupled with the need for rapid deployment. As the Army focuses on the need for increased readiness, so must the Army family. 





Thus, the need for informed families, proper support for families, and the need to reduce stress associated with separation due to military deployment are very important.





[Distribute Handout #6: Workshop Evaluation]





�Flyer








Ongoing Readiness





Understanding and Planning for Military Separation











Do you recognize the symptoms of separation stress?





How can you develop strategies for coping with stress?





Would you like to learn more effective ways to communicate with your soldier?





How can you help your children deal with separation?





This workshop will provide you with:





		(	take-home information


		(	checklists


		(	practical ideas


		(	opportunity to meet people with common interests








Join us at 																								





For a workshop on 																					





Date 																										





For more information contact 																		








See you there!
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Objectives








(	Participants will increase 					awareness of:


		(	types of military 												separation


		(	planning and preparing 					personal documents


		(	completing family 										financial arrangements


		(	resources incorporated 					in training�
Visual #3








Types of Separation








						(	Mobilization





						(	Deployment





						(	Annual training





						(	Field-training 														exercises�
Visual #4





Phases of Mobilization





				(	Preparation





				(	Alert





				(	Mobilization of unit





				(	Movement of unit





				(	Operation readiness 								improvement


�
Visual #5











Phases of Deployment








			(	Predeployment 												activities


			(	Movement to ports


					of embarkation


			(	Strategic lift


			(	Reception at ports 									of debarkation


			(	Onward movement
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Key Factors








				(	Personal affairs





				(	Family affairs





				(	Financial 																		management





				(	Separation





				(	Resources


�
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Will





(	Considerations:





		(	executor or executrix





		(	guardians for minor 								children





		(	know state and federal 					laws


�
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Powers of Attorney








(	What are they?





(	Types





		(	General power of 											attorney





		(	Special power of 											attorney


�
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Insurance








Reminders:


	(	Check on designate of						beneficiary 				


	(	Check on premium 									payment methods


	(	Check on amount of 								coverage for:


			(	Homeowners or 												renters


			(	vehicle


			(	life


�
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CHAMPUS—What


It Covers








			(	Inpatient care


			(	Outpatient care


			(	Prescription drugs


			(	Durable medical 											equipment


			(	Mental health care 									(Pre-authorized 												inpatient and 															medically necessary 							outpatient)


			(	Medical supplies�
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Soldiers’ and Sailors’ Civil Relief Act (1991)








	(	Purpose


	(	Who is protected?


			(	Service members


			(	Reserve and National 								Guard


	(	Ends 30–90 days after 							discharge


	(	See your legal assistance 				officer for more details


�
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Personal Affairs Checkup








		(	Legal assistance


		(	Will


		(	Powers of attorney


		(	Insurance


		(	ID cards, DEERS, 										CHAMPUS


		(	Soldiers’ and Sailors’ 							Civil Relief Act (1991)


		(	Finance


		(	Business care plan


		(	Pet plan�
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Family Care Plan





The plan provides details on:





	(	Child care and 													guardianship





	(	Financial matters





	(	Medical and dental care





	(	Emergency care�
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Family Care Plan





The plan includes:





	(	Required forms





	(	Instructions for care





	(	Legal authorizations





	(	Names, addresses, and 					phone numbers�
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A Family Care Plan consists of:





	(		Family Care Plan 												Counseling Checklist





	(		Family Care Plan





	(		Certificate of Acceptance 	


			as Guardian





	(		Special Power of 												Attorney for Guardianship�
Visual #16








Practical Concerns








(	Estimate expenses during 		separation


(	Consider all changes in 					income


(	Set realistic budget and 				savings goals


(	Determine allotments 							needed


(	Plan for added expenses 			of homecoming


(	Expect the unexpected�
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Readiness Inventory








This is a Yes or No inventory designed to help you determine what you may or may not know about your own family’s readiness. If you are with your spouse, do not ask for hints or suggestions. When we are finished, you may then compare answers. Answer those questions that apply to you personally. Good luck!





	  Yes	  No





1.	_____   _____ 		Do I have reputable child care?


2. 	_____   _____ 		Do I know if the immunizations for myself and children are up-to-date?


3. 	_____   _____ 		Has an allotment been set up?


4.	_____   _____ 		Will the allotment cover monthly expenses?


5.	_____   _____ 		Do I (or does my spouse) know where our bank and account is located?


6.	_____   _____ 		Do I (or does my spouse) know all payments that must be made?


7.	_____   _____ 		Do we have a duplicate set of keys to the vehicle?


8.	_____   _____ 		Do we have car insurance budgeted monthly?


9.	_____   _____ 		Do we have a plan for emergency vehicle repairs?


10. _____   _____ 		Do we have a plan for completing home repairs?


11. _____   _____ 		Are all identification cards up-to-date?


12. _____   _____ 		Do we have a power of attorney?


13. _____   _____ 		Do we know what kind of power of attorney we have?


14. _____   _____ 		Do we have wills?


15. _____   _____ 		Do we have a backup plan for emergencies?


16. _____   _____ 		Do we have someone to handle personal belongings?


17. _____   _____ 		Do we have someone to take care of pet?�
Handout #2


Sample Business Care Plan





Fixed Costs														      Monthly			Annually


Rent or lease														$____________		$____________


Equipment or furnishings lease										  ____________		  ____________


Telephone (basic service)											  ____________		  ____________


Insurance															  ____________		  ____________


	(	Professional liability										  ____________		  ____________


	(	Fire or theft													  ____________		  ____________


	(	Business package											  ____________		  ____________


	(	Disability													  ____________		  ____________


	(	Employee medical											  ____________		  ____________


	(	Workers’ compensation										  ____________		  ____________


Employee uniforms													  ____________		  ____________


Salaries															  	  ____________		  ____________


	(	Office staff													  ____________		  ____________


	(	Administrative assistant										  ____________		  ____________


	(	Receptionist												  ____________		  ____________


Retirement plan contributions										  ____________		  ____________


Taxes																  ____________		  ____________


	(	Payroll														  ____________		  ____________


	(	Property													  ____________		  ____________


Repairs and maintenance											  ____________		  ____________


Debt service														  ____________		  ____________


Association dues													  ____________		  ____________


Professional fees (accountant or attorney)							  ____________		  ____________


Total Fixed Costs													$____________		$____________





Variable Costs															Monthly		     Annually


Telephone answering service										$____________		$____________


Telephone (long distance and cellular)								  ____________		  ____________


Utilities															  ____________		  ____________


	(	Gas and electricity											  ____________		  ____________


	(	Water and sewer											  ____________		  ____________


	(	Garbage collection											  ____________		  ____________


Office supplies														  ____________		  ____________


Equipment rental (short-term)										  ____________		  ____________


Business promotion and marketing									  ____________		  ____________


Subscriptions and journals											  ____________		  ____________


Continuing Education												  ____________		  ____________


Total Variable Costs												$____________		$____________





Total Overhead Expenses											$____________		$____________�
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Family Finance Inventory





This is a Yes or No inventory designed to help you determine what you may or may not know about your family financial state. If you are with your spouse, do not ask for hints or suggestions. When we finish, you may then compare answers. Answer those questions that apply to you personally. Good luck!





	  Yes	  No


1. 	_____   _____ 	I know what an allotment is.


2. 	_____   _____ 	I know how to start an allotment.


3. 	_____   _____ 	I know how much our rent or mortgage is.


4. 	_____   _____ 	I know what the monthly expenses are.


5. 	_____   _____ 	The budget is realistic.


6. 	_____   _____ 	I have planned for emergencies in the budget.


7. 	_____   _____ 	I know how much money my spouse makes each month.


8. 	_____   _____ 	I know where to go if we have a financial emergency.


�
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Monthly Expenses





Rent or mortgage�
$�
�
Utilities�
�
�
   Gas�
�
�
   Electricity�
�
�
   Telephone�
�
�
   Heating�
�
�
   Water�
�
�
Food (all groceries, including pet food)�
�
�
Clothing purchases�
�
�
Clothing care (laundry, dry cleaning)�
�
�
Personal items (hair, toiletries)�
�
�
�
�
�
Payments�
$�
�
   Appliances�
�
�
   Car�
�
�
   Furniture�
�
�
   Insurance (all types)�
�
�
   TV (cable)�
�
�
   Newspapers, magazines, and books�
�
�
   Gasoline�
�
�
   Recreation (movies, restaurants, etc.)�
�
�
   Children’s allowance (including lessons)�
�
�
   Child care�
�
�
   Dental and medical costs�
�
�
   Gifts�
�
�
   Contributions to church or charity�
�
�
   Stamps and stationery�
�
�
Other expenses�
�
�
Savings�
�
�
�
�
�
Total Expenses and Savings�
S�
�
Total Monthly Income�
S�
�
Difference�
$�
�



Adapted from


The Army Family Readiness Handbook


Operation R.E.A.D.Y.�
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Sample Separation Checklist








This is a sample checklist that may help you if a separation due to a military event should take place. Check off (() items that apply and when they were completed.








(�
�
Date Completed�
�
�
Will(s): current and complete�
�
�
�
Powers of attorney: as required�
�
�
�
Insurance:�
�
�
�
   Vehicle: current�
�
�
�
   Home: current�
�
�
�
   Life: amount


           beneficiary:�
�
�
�
ID cards: new or renewed   �
�
�
�
DEERS eligibility   �
�
�
�
Soldiers’ and Sailors’ Civil Relief Act:


   initiate protection if needed�
�
�
�
Business care plan: as required�
�
�
�
Storage plan:�
�
�
�
   Household goods�
�
�
�
   Vehicle and boat�
�
�
�
Pet care plan: if needed�
�
�
�
Family care plan: complete according to


   AR 600-20�
�
�
�
Family finance:�
�
�
�
   Projected expenses�
�
�
�
   Budget�
�
�
�
   Allotments as required�
�
�
�
Special arrangements�
�
�
�
   Medical considerations�
�
�
�
   Exceptional family member�
�
�
�
Vehicle and home maintenance:


   information available as required�
�
�
�
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