Adjutant General's Department *Texas State Guard
Austin, Texas 78763-5218 ° Regulation 600-10
15 December 1994

PERSONNEL AND ADMINISTRATIVE PROCEDURES

Summary. This regulation provides information concerning the enlistment, 2ppointment, promotion, reduction,
reassignment or transfer of Texas State Guard (TSG) personnel and provides specific direction for administration
of Texas State Guard units,

Applicability. This regulation applies to active, inactive, and retired personnel of the Texas State Guard.

Supplementation. Supplementation of this regulation by units subordinate to Headquarters, Texas State Guard is
prohibited.

Interim Changes. Interim changes to this regulation are not official unless they are authenticated by TAG.
Users will destroy interim changes on their expiration unless sooner superseded or rescinded.

Suggested Improvements. The proponent of this regulation is the Deputy Chief of Staff-Personnel, Texas State
Guard Users are invited to send comments and suggested improvements direct 1o The Adjutant General's
Department, Texas State Guard, (AGTX-TSG-DCSPER), P.O. Box 5218, Austin, Texas 78763-5218.
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Chapter 1
General

1-1. Purpose. This regulation:

a. Prescribes the eligibility criteria, procedures, and instructions for appointmeat of officers, warrant
officers, and the enlistment of qualified individuals in the Texas State Guard.

b. Provides policies and procedures for personnel actions concerning promotions, reductions, transfers, and
reassignments of Texas State Guard members.

c. Provides policies and procedures for the separation and discharge of personnel.
d. Provides policies and procedures for the establishment and maintenance of basic personnel records.

¢. Provides guidance for the preparation and processing of correspondence and routine requests and
reports.

1-2. References.
a. TEXAS GOVERNMENT CODE, Title 4 Executive Branch, Chapter 43, Subchapter 431 and 432,
b. Military Laws, State of Texas, 14 September 1981,
c. The Adjutant General's Department Standing Operation Procedure, State Active Dﬁty.
d. Texas State Guard (TSG) Regulation 10-1, Organization and Function of the Texas Statc Guard.
e. TSG Regulation 20-10, Annual Inspections of State Guard Units.

£ TSG Regulation 230-2, Fund Management and Accoummg Procedures for State Funds, Special Funds
and Armory Maintenance Funds. ;

8. TSG Regulation 600-3, Line of Duty Investigations, Medical Care, Disability Compensation and Death
Benefits for Members of State Military Forces on State Duty.

h. TSG Regulation 600-21, Nondiscrimination in the Texas State Guard.
i. TSG Regulation 672-1, Awards and Decorations, 1 September 1987,

1-3. Effective Date. This regulation is effective upon receipt and supersedes any previous instructions in
conflict herewith,

14, Policy.

a. Nondiscrimination. Personnel actions prescribed in this regulation will be accomplished without regard
to race, color, religion, sex, or National origin. Unless clearly applicable to only one sex, the terms noting
persons, applicants, individuals, members, and personnel apply to both men and women.

b. Qualification. An individual's eligibility for appointment or enlistment in the Texas State Guard will be

determined o the basis of one's ability to meet all requirements of this regulation. This includes the Height &
Weight Tables in Appendix 1.
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¢. Separation. A discharge certificate will be issued 10 each officer and enlisted member of the Texas State
Guard, upon completion of one's term of service, as set forth in TEXAS GOVERNMENT CODE, Chapter 43,
Subchapter 431.

1-5. Responsibility. Personnel recruitment, management, and administration are command responsibilities. All
commanders are to assure that the policies and procedures contained in this regulation are applied to the

personnel programs of their units. Requests for waivers are 10 be directed to Headquarters, Texas State Guard for|
approval.

Chapter 2
Officers|
2-1. Selection of Officers. |

a. Responsibility. It is the responsibility of commanders to select effective subordinates both as
commanders and staff members. :

b. Philosophy. A commander or Jeader should be the best qualified individual in the unit. No one will
truly accept the leadership of a person, who is considered 1o be inferior to opeself, especially in a volunteer
organization.

2-2. Eligibility Criteria for Officer Appointments.
a. Citizenship. The applicant must be a citizen of the United States.

b. Residence. The applicant must reside in the State of Texas.

c. Age. No one may be commissioned in the Texas State Guard prior to their twenty-first birthday nor may
be appointed a Second Lieutenant after antaining age forty or a First Lieutenant after attaining age fifty.
Individuals without prior commissioned service may not receive an initial appointment as an officer in the Texas
State Guard after attaining age sixy.

d. Mental. Applicants must be of sound mind and free of mental or emotional disorders.

e. Character. Each applicant must be of good moral character as defined in DA Pam 600-2, the Armed
Forces Officer.

f. Leadership. An applicant must possess the qualifications of a potential leader and the ability 10 deal
effectively with people. Such gualifications may be evaluated in terms of the applicant's age, education,
background, and experience.

g Medical. An applicant must be physically able to perform all duties of 2 soldier. One must have full
use of all their extremities and not vary from the height-weight criteria as set forth by this regulation.

h. Prior Service. To qualify as an officer, a candidate with prior enlisted service must participate for four
Years as an enlisted person before submitting Form 66 for officer appointment and must meet the following
criteria; '
(1) Atleast3 years enlisted Active Reserve service, plus one year Texas State Guard service; or

(2) Atleast 2 years enlisted active Federal service, plus one year Texas State Guard service; or
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(3) 4 years college ROTC.

i. No Prior Service. If a candidate bas no prior service, the candidate must successfully complete the Basic
Training Course before submitting TSG Form 66 for officer appointment. The following criteria for
appointment are:

(1) 8 years Texas State Guard service; or

(2) 2 years college ROTC and one year Texas State Guard Service, as an enlisted person, or;

(3) Civilian occupation equivalent to officer level position (determined by Personnel Actions
Screening Board) and one year Texas State Guard Service, as an enlisted person.

j. Assignment. Appointment of officers in the Texas State Guard will be cnly to fill existing Table of
Organization vacancies, as stated in TSG Regulation 10-1.

k. Social Security Number. Every applicant must have an assigned Social Security Number.
1. Initial Rank. Initial rank of appointment will be made in accordance with the following criteria:

(1) Applicant with prior Federal commissioned officer service may normally be appointed in the rank
at which the officer left the Armed Services;

(2) Applicants with prior Federal enlisted service will be considered for appointment in tbe rank
listed in paragraph 2-2, 1 (4) provided they have met the conditions in paragraph 2-2, h;

(3) Applicants with no prior Federal service will bc%ppomtcd in the rank of Second Licutenant
provided they have met the eonditions in paragraph 2.2, §;

S
(4) Personnel with prior Federal military service may be given consideration for initial appointment
in the rank, as set forth below:

Service Total Years Service il:mk Attained TSG Rank Considered
Commissioned NA 2LT Thru Col Same Rank
Warrant NA WO1 Thru CW5 Same Rank
Enlisted 10 *SGT or Higher ILT
... Enlisted 20 *MSG or Higher ' CeT

* These are Army rank designations. Ranks from other services must be translated to their equivalent.

m. Prior Service in State Defense Force, Applicants with prior service in the Texas State Guard or in the
State Defense Forces of another state may be appointed at a rank no higher than the one held at the time of
separation from that service, '

~ n. Education. All candidates for officer appointment must have at least 60 semester hours of college
courses or must hold a Baccalaureate degree from an accredited college.

2-3. Pmm Ineligible for Appointment.

a. Subversive or Disloyal Persons. Individuals, who are known to have engaged in disloyal or subversive
acts against the United States or the State of Texas, are ineligible for appointment.
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b. Conscientious Objectors. Persons who are presently conscientious objectors are not eligible for
appointment ‘

¢. Persons receiving less than an Honorable Discharge. Persons with prior military service in the military
forces of the United States, their reserve or auxiliary components, or the State Military Forces of this or other
States are ineligible for appointment, if their discharge was under less than Honorable conditions.

d. Members of Other Military Forces. Individuals who are current members of the armed services of the
United States, their reserve or auxiliary components, or the State Military Forces of other States are ineligible for
appointment. Unless prohibited from appointment by regulations of their particular reserve componeat, members
of the Individual Ready Reserve (JRR) and Retired Reserve, having no committment to attend drills or active duty
periods, are eligible for appointment. Members of the IRR and Retired Reserve, who are merbers of the Texas
State Guard and subject to call to active duty, will be discharged promptly, when that call occurs.

¢. Convicted Felons. Persons, who have been convicted of a felonous offense by a civil or military court,
may not be appointed in the Texas State Guard. ‘

{. Mental Disorders. Any individual with a history of mental disorders or currently is under treatment for
such a problem shall not be appointed in the Texas State Guard.

2-4. Branch in Which Appointed.

2 Military Police Corps. All officer appointments in the Texas|State Guard shall be in the Military Police
Corps except as listed below.

b. Chaplain's Corps. Chaplain vacancies may not be filled by other than oficers commissioned as
chaplains. To be eligible for appointment 10 the Chaplain's Corps, an applicant must be an ordained minister of a
recognized church. All candidates must receive the approval of the Chaplain, Texas State Guard before ope's
application will be processed by the Personnel Actions Screening Board.

c. OLhcr Branches. Officers, assigned the position vacancies of Engineer, Staff Judge .Ad\;owtc, Medical,
Communications or their assistants, shall be professionally qualified to perform the duties of that position.

2-S. Application for Appointment.

ers 1n the Texas State Guard. Normally, th

recommendation for the ap:

tive Officer and Platoon Leader will be sul
- " - ] -~
Lhe Lompanv Cr ande ATy aminandsre and Rattalian Cialfl MEE e K Lo b o Potbats ai
he UL | g B andaer. Com AMMINANGErs and Latalion ~tall {_“, 5 dIC F_.‘[fl[liﬁikli oy 1€ Dallalor

Commander. Battalion Commanders and Regimental Staff Officers are submitted by the Regimental

Commander., xcg;mcmal Commanders and General Staff Officers are recommended by the Commanding

General. All applicants for appointment should be carefully screened to assure that only those, who are

getixpox‘xssibhzL and respected leaders in their communities, are recommended 1o be appointed as officers in the Texas
e Guar :

b. Required Documents. The following documents are required for initial appointment as an officer in the
Texas State Guard. ‘

(1) TSGForm 3 (Request for Officer Personnel Action). See Appendix 2 for an example of a
completed TSG Form 3 to request an officer appointment with signature of the commander or adjutant.

(2) TSG Form 66 (Officer Qualification Record). See Appendix 3 for an example of a completed
TSG Form 66.
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(3) Prior Service Documents. Application for the appointment of a person with prior military
service must be accompanied by a DD Form 214 or equivalent document verifying the prior service. Character of
service must be clearly shown on the document provided. A separate discharge is 10 be provided for each branch
of the armed forces in which a person served.

(4) Professional Qualifications. Applications for appointment of individuals as Chaplain, Engineer,
Staff Judge Advocate, Medical Officer or their Assistants must be accompanied by documentary evidence of the
professional qualifications required for appointment to that position.

(5) Employment Eligibility Verification (Form I-9). This document must be completed and the
information verified for each person. It will be the responsibility of the company, battalion or regimental
commander to verify the information from the required documeats, before the application can be processed. A
completed Form I-9 is at Appendix 4. Local reproduction of the Form I-9 is authorized.

(6) Evidence of civilian education (copy of college degree, college transcripts, etc.). Only accredited
education will be considered.

(7) AGTX Form 32 (Police Record Check). Section I must be authenticated by an officer in the unit.

Make sure the new members signs Section II. Section I is for Department of Public Safety use only. Section II
will not be used by the unit to conduct a local police records check.

(8) Standard Form 93 (Report of Medical History). It is highly recommended to all levels of
command, that SF93's be maintained in the field 201 file on every individual member of the Texas State Guard.
This form provides a gauge for unit commanders 1o assess whether 2 member of the Texas State Guard can
physically handle a particular duty. It should be reviewed and signed by the Medical Officer assigned to the unit,

(9) A full length photograph from head to toe, side view must be provided with each applicant’s
appointment package. The photograph should be in black and white. ‘

(10) Optional Data. TSG Association membership application and Emergency Management
enrollment. ;

¢. Preparation.
(1) All entries, except signatures, on application documents will be typewritten or printed in biack

(2) Signatures, All signatures will be in black ink and should be the first name, middle initial, and
last name of the individual concerned.

3) Dates. Dates will be entered using the military date system, which, in order, is the day in
numerals, the abbreviated name of the month in Jetters, and the year in pumerals. For example, the fifth of July
1976 would be written: 5 Jul 76, not 5/7/76.

(4) Civilian Education Entries. Civilian education entries on the TSG Form 66 should include only
high schools, trade schools, colleges, and universities attended. ROTC credit is to be listed in this space.

(5) Prior Military Service. Prior military service entries on the TSG Form 66 will show all prior
military service. This includes Texas State Guard service and the periods of service will be grouped into major
branches of the armed forces, i.c., service in the U. S. Army, U. S, Marine Corps, National Guard, etc. A
continuation sheet may be utilized, if necessary.

(6) Regimental and Battalion Screening Board. Each applicant must appear before an Officer

10
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Screening Board at Battalion or Regimental level as appropriate. The Screening Board will consist of at least
three officers who are active members of the Texas State Guard, appointed on unit orders. The members of the
Board will interview the applicant and examine the application to determine the qualifications for appointment in
the Texas State Guard. If the Board members find the applicant meets the necessary qualifications, they will
complete and sign Section II of TSG Form 66. If one does not meet any one of the qualifications, a Request for
Waiver may be included, as an enclosure 1o the TSG Form 66.

(7) Oath of Ofice. The commander may have the applicant sign the oath of office in Section III of
TSG Form 66. However, it should be understood that it does not become effective, until appointment orders are
published by Headquarters, Texas State Guard.

d. Effective Date. The effective date of appointment will be that specified in the appointment orders
published by Headquarters, Texas State Guard, regardless of the date on which the oath of office was
administered. Applicants will not be authorized to wear the uniform or assume the duties of the position for
which the appointment is requested, until appointing orders are received from Headquarters, Texas State Guard.

e. Headquarters, Texas State Guard, Personnel Actions Screening Board. Each application for
appointment must be examined by the Personnel Actions Screening Board at Headquarters, Texas State Guard;.
and if the applicant is found qualified by the board, orders will be published announcing the appointment.

f. Number of Copies. All required documents will be prepared with an original and sufficient copies to
satisfy the chain of command. The original will be forwarded, through channels, to Headquarters, Texas State
Guard and a copies will be retained by the effected beadquarters., . The following is a listing of the minimum
documeats and numbers of copies required for initial appointment as an officer in the Texas State Guard:

Documents To HQ, TSG
TSG Form 3 (Request for Officer Personnel Action) 1 Original
TSG Form 66 (Officer Qualification Record) 1 Original
Evidence of prior Service (ROTC, DD214, NGB22, or copy of 1 Copy
discharge certificiates, etc.) ;

Form I-9 (Employment Verication) 1 Original
AGTX Form 32 (Police Records Check) 1 Original
Full Length Photograph 1 Original

2-6. Officer Promotions.

a. General. Promotion will be based upon efficiency, time-in-grade, demonstrated command and staff
ability. Other considerations are military education at the appropriate level, potential for service at the next
higher rank, ability to work with other officers, plus supervision of subordinate personnel and units. Additional
considerations are the timely submission of reports, training schedules and meeting of suspense’s. Promotions
will be accomplished only when an appropriate Table of Organization vacancy exists in the unit.

b. Recommendation. Recommendation for promotion will be submitted by the immediate commanding
officer of the individual concerned. Company Executive Officers and Platoon Leaders are submitted by the
Company Commander. Company Commanders and Battalion Staff Officers are recommended by the Battalion
Commander. Battalion Commanders and Regimental Staff Officers are submitted by the Regimental
Commander. Regimental Commanders and General Staff officers are recommended by the Commanding
General of the Texas State Guard. In no case, is it considered appropriate for an officer to recommend oneself for
promotion.
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C. Minimum Standards,

(1) Minimum Time-in-Grade. Time-in-grade (T1G) is limited to time actively assigned to a position
authorized by an appropriate Table of Organization. Any time period an officer was assigned to the Ready
Reserve, will be subtracted from the time-in-grade computation. Time-in-grade in Federal service will be counted
toward time-in-grade for Texas State Guard promotions. The following minimum criteria will be used to
recommend officers for promotion.

.
From To Outstl;ln(?iing *TIG Normal *Time as CDR *Maximum Ape
2LT ILT 1 2 0 55

ILT CPT 2 &) 1 65

CPT MAJ 3 5 2 65

MAJ LTC 3 5 3 65

LTC COL** 4 5 4 65

CcoL BG** 4 5 5 65

BG MG** 75

* All listings are in years.
** Additional requirements for Genera'; and Colonels. The requirements are listed below:

(2) Education. The officer must hold a Baccalaureate degree from an accredited college, and

be a graduate of the Command & General Staff College or Armed Forces Staff College, either resident or non-
resident.

(®) Prior Service. The Officer must bave held a Federal Commission, or served in each
officer grade as stated above.

(c) Leadership. Must have shown four years of outstanding leadership at Regiment and/or
Battalion Jevel. ’

(2) Minimum Time Promotion Vacancy. Minimum time assigned to the promotion vacancy,
performing the duties of the next higher grade, is one year.

(3) Completion of Officer Training. Successful completion of Correspondence Courses or residence
anendance at service schools at the appropriate level, i.e., LT - Officer's Basic Course; CPT - Officer’s Advance
Cours_c, LTC - Command & Geperal Staff Course.

d. Required Documents.

(1) Request for Promotion. Request for promotion will be submitted, through channels, on TSG
Form 3 (Request for Personnel Action) to Headquarters, Texas State Guard. The commander or adjutant
concerned will complete the appropriate endorsement on the TSG Form 3, indicating approval or disapproval.
See Appendix 5 for an example of a complete TSG Form 3 for officer promotion.

' (2) 'Other Documents. Application for promotion will be returned without action, if properly
prepared copies of the following documents are not on file in Headquarters, Texas State Guard:

.- (@) TSG Form 66 (Officer Qualification Record).

12|
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(b) DD Form 214, or equivalent document, verifying prior service (if applicable).
(c) Statement of Performance of duties as prescribed in paragraph 2-7, a.

(d) A full length photograph from head 10 10e, side view of the candidate must be provided
with the promotion request. The pbotograph should be recent and in black & white. Candidate will wear a class
“C” uniform.

¢. Headquarters, Texas Stzte Guard, Personnel Actions Screening Board. The Commanding General will
approve all promotions to field grade and above.

1. Effective Date. The effective date of the promotion will be specified in the promotion order published by
Headquarters, Texas State Guard. Officers are not authorized to wear the insignia of the next higher rank prior
to receipt of promotion orders. '

2-7. | Officer Reductions.

a. Voluntary Reduction,| Officers may request voluntary reduction in rank to accept assignment to a Table
of Organization position vacancy of a lesser grade.

b. Requests. Requests for voluntary reduction will be prepared in Jetter form and forwarded through
channels to Headquarters, Texas State Guard. Each commander concerned will endorse the request.

c. Reduction Orders. The Personnel Actions Screening Board at Headquarters, Texas State Guard will
review the application; and if it is 2pproved, reduction orders will be published by Headquarters, Texas State
Guard.

2-8. Officer Assignments and Reassigmnents.‘

a. Mimmum Time-in-Assignment. Except in unusual circumstances, officers will remain in their
assignment for one year.

b. Maximum Time-in-Assignment. Except in unusual circumstances, officers will not hold the same
command for more than four years. In no circumstances should they hold a command for more than five years.

_ G FProcedures. Commanders of Texas State Guard units may request reassignment of officers to fill
existing Table of Organization vacancies within their respective units.

d B.ranch Change. Request for reassignment 1o a position vacancy, requiring a change of branch, must be
accompanied by documentary evidence of the officer's professional qualifications,

L& Reassignment of Officers with Property Book Responsibility. Requests for reassignment of an officer
with property book responsibility will be accomplished in accordance with the procedures as set forth in Texas
State Guard Regulation 710-10, Furthermore, no officer will be relieved or reassigned until replacement of
property has been accounted for or until a responsible officer has been appointed.

f. Requests. Request for officer reassignment will be submitted on TSG Form 3 (Request for Officer
Personnel Action) by the commander of the officer concerned, through channels, to Headquarters, Texas State
Guard. If the request is approved, reassignment orders will be published by Headquarters, Texas State Guard.
See Appendix 6 for an example of 2 completed TSG Form 3 requesting an officer reassignment.

- 8 Excess. The term “excess™ applies to the status of an officer’s assignment. Every effort will be made to
assign an officer 10 a TO positon vacancy. If there is no TO vacancy, an officer may be appointed and assigned in

13
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“excess,” providing a vacancy is anticipated and certain within 120 days of assignment. If the vacancy does not
develop, the officer will be discharged.

(1) In the event of a reorganization, an officer may be placed in excess status pending the availability of
a positon. If a vacancy does not develop with one year's time, the officer will be discharged or placed in the
Ready Reserve. If eligible, the officer can also be placed in the Honorary Reserve.

(2) An Officer, who holds a TO position, will not be reassigned to excess. Once an officer is assigned to
a TO position, the position may only be vacated, when the Officer is reassigned, transferred, resigns or placed in
a reserve of the Texas State Guard. In other words the position will be vacated either voluntarily or involuntarily.

2-9. Officer Travsfers.
a Time-in-Assignment. See paragraphs' 2-8 and 2-8, b, above.

b. Procedures. Transfer of an officer between companies of a Battalion will be requested by the Battalion
Commander. Transfer of an officer between Bartalions of the same Regiment will be approved by the Regimental .
Commander, upon concurrence with the gaining and Josing commander. The transfer of an officer between units

of different Regiments should be initiated by the officer concerned and must be approved by both Regimental
commanders.

C.| Branch Change. Request for transfer of an officer 1o a position vacancy requiring a change of branch
must be accompanied by documentary evidence of the officer’s professional qualification for assignment 1o the
new branch.

d. Transfer of Officers with Property Book Responsibility. Requests for transfer of an officer with property
book responsibility will be accomplished in accordance with the procedures as st forth in Texas State Guard
Regulation 710-10. Furthermore, no officer will be relieved or reassigned until replacement of property has been
accounted for or until a responsible officer has been appointed.

e. Requests. Request for officer transfer will be submitted on TSG Form 3 (Request for Officer Personnel
Action) by the commander of the officer concerned, through channels, to Headquarters, Texas State Guard. If the
request is approved, transfer orders will be published by Headquarters, Texas State Guard. See Appendix 7 for an
example of a completed TSG Form 3, requesting an officer transfer.

f. Disposition of Records. Upon receipt of transfer orders, the losing unit will inventory the officer's

personnel records for accuracy and completeness, post them 1o date, and forward them to the gaining unit without
delay. -

2-10. Ready Reserve.

a. Procedures. Unit commanders may request transfer of assigned officers to the Texas State Guard Ready
Reserve. This is normally done when an officer, for some reason, can no longer effectively function in their
assignment; facilitate the reassignment or promotion of another officer; or for other plausible reasons, Officers
transferred to the Ready Reserve will be attached 10 a Battalion or higher Headquarters for administration, Time
served in the Ready Reserves will not be used in determining time-in-grade for promotions.

b. Tenure of Ready Reserve Assignment. Assignment to the Ready Reserves shall be limited to a period of
one year. The officer will be discharged at the end of the time, unless sooner transferred to a Table of
Organization position vacancy.

»-.C. Requests. Requests for transfer to the Ready Reserves will be submitted by commanders on TSG Form 3
(Request for Officer Personnel Action) 10 Headquarters, Texas State Guard. If the request is approved, transfer A

14
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orders will be published by Headquarters, Texas State Guard.

d Conduct when in Ready Rescﬁcs Status. Officers when in Ready Reserves status will conduct
themselves in an honorable manner and will not interfers with the operation of any Texas State Guard unit. They
will not attend unit meetings unless requested 10 do so by the commander.

2-11. Honorary Reserves for Officers,

a Eligibility. Officers of the Texas State Guard, who are eligible under the criteria contzined in Texas
Government Code, Chapter 43, Subchaper 431, may request or be recommended for transfer to the Texas State
Guard Honorary Reserves.

b. Procedures. A letter of request, accompanied by an TSG Form 3, will be forwarded through channels to
Headquarters, Texas State Guard. If the request is approved, orders will be published effecting the transfer.

2-12. Officer Separations. The discharge of officers from the Texas State Guard is covered in Chapter 5 of this
regulation.

2-13. Headquarters, Texas State Guard, Personnel Actions Screening Board.

a. The Headquarters, Texas State Guard, Personnel Actions Screening Board will review the records of
candidates recommended for promotion. Officers or warrant officers under consideration will not be reguired to
personally appear before the board unless specifically requested by the board president

b. The board will consider documentary evidence submitted by the immediate commander or supenvisor
together with appropriate official files, performance evaluation reports, and other pertinent documents that cite
the manner of performance of the officer. Such records will be made available by Headquarters, Texas State
Guard. This can be accomplished by mail, telephone, or by facsimile.

¢. The following records and allied documents will be forwarded to the Hcadquancrs Texas State Guard,
Personnel Actions Screening Board:

(1) Letter of recommendation from the applicant's immediate commander or adjutant properly
cndqrsed through proper chain-of-command concerned, in the original and one (1) copy.

(2) Copy of the order that created the vacancy, unless applicant is being promoted within that
position.

(3) Any other pertinent documents,
2-14. Authority. Under guidance of the Commander, Texas State Guard, the Personnel Actions Screening

Board will be convened to determine whether applicants for appointment, promotion, or other personnel requcsts
meet the medical, moral, and professional qualifications requested.

2-15. Composition of Headquarters, Texas State Guard, Personnel Actions Screening Board. The
Headquarters, Texas State Guard, Personnel Actions Screening Board shall consist of a total of five (5) but not
less than three (3) officers of the Texas State Guard. There will be one (1) member ﬁ'om the Director of
Personnel (DCSPER) who will serve as the recorder.

a The senior member of the board will serve as president of the board.

* 1 b, Every effort should be made 10 include members with specialties similar to those of the applicant being
examined. - .

15



TSG Reg 600-10 15 December 1994

c. The Board will contain iiig&wembcr";enior in rank for which the individual is recommended.
N
2-16, Board Site. The Personnel Actions Screening Board will normally be established at Headquarters, Texas
State Guard, so that a uniform basis for selection can be developed. This will also assure that only candidates
possessing full qualifications and high potential for success, as officers or warrant officers are appointed or
promoted. When geographical considerations warrant the designation of additional board sites, the number will
be restricted to two (2) at any one time, and each board will be given identical guidance.

2-17, Notification of Applicants.

a. Upon the receipt of applications, allied p'apexs for appointment or promotion or other personnel actions,
Headquarters, Texas State Guard will notify those individuals required to appear before the board. Notification
will include the time, location, and any other pertinent information.

b. When necessary, applicants will also be advised in advance of any additional information desired by the
board, or required by regulation, to correct or complete an application.

2-18. Procedures.
a. Conduct of the board. The board will assemble at the time and place designated and proceed as follows:
(1) Challenges shall be received and the board will interview all parties involved in the challenge.

(2) The president shall instruct the board and relate a standard procedure for examination of all
applicants. -

(3) Ifrequired, the board will interview the applicant.

(4) It shall be the responsibility of the board to determine from the records submitted whether or not
the applicant mezts all requirements for appointment in the grade and position for which being considered.

(5) lf the applicant is present, the president of the board will advise the applicant that all statements
made to the board, plus all forms submitted in connection with the personnel action, will be verified against
available records. The disclosure of any false, misleading, or incomplete statements may be cause for denial of
requested personnel action.

(6) The board will proceed with the examination of the applicants as specified in this chapter. If at
any time during the examination, the individual is found o be not qualified, the examination will cease and the
applicant excused.

- (7) Findings and recommendations of the board will be reported to the Deputy Chief of Staff,
Personnel (DCSPER).

b. Attendance,

(1) Members, Full membership of the board constitutes a quorum.  The board will pot convene

unless at least three (3) members are present. If for any reason this is not possible, the appointing authority will
be 50 informed.

(2) Applicants. Except as indicated below, the president of the board may require the applicant to

amr before the board. Applicants being considered for promotion need not appear unless they so desire, or the
president requests their presence to complets board action.
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2-19. Examinstion. £

a. General Qualifications. The board will determine the general qualifications of each appliqant by
evaluating them for suitability for military service in the rank and specialty for which appointment is being
recommended by considering:

(1) Military and civilian education, age, meatal aptitude, citizenship, personal character and
leadership traits, and motivation

(2) Military, business, and professional experience.
(3) Responsibilities that will be placed upon the applicant.
(4) Evidence of satisfactory civil and criminal record screening.

b. Medical Qualifications. In determining the medical qualifications of an applicant, the board will not be
limited to a review of the records submitted, but may, if indicated, require additional medical evidence for
examination. If all records and evidence indicate that the applicant is medically disqualified, the board will
conclude its examination and report the disqualification.

c. Physical Fitness Standards. Weight and height standards in Appendix 1 will apply for all officers.
These standards should be compared with photographs, personal appearance, and other medical records.

d. Moral Qualifications. The board will inquire into the moral character of the applicant. It is authorized

to seek verification in writing of the statements made by the applicant and may ssek additional information from
reliable sources.

¢. Professional Qualifications. It is within the prerogatives of the board to prescribe such professional
examination, either written or by practical test, as it deems necessary 1o determine the professional qualifications
of individuals.

2-20. Findings. The findings and recommendations of the board will be reported to the Deputy Chief of Staff,
Personnel (DCSPER) and shall be regarded as privileged. If the applicant is found "not qualified” the reasons
will be cited.

2-21. Actions by Commander, Texas State Guard

a. When the applicant is favorably recommended by the board, the Commander, Texas State Guard will

examine the recommendations of the board for completeness and accuracy. The Commander will then issue
approval. '

b. When the applicant is not favorably recommended by the board the Commander, Texas State Guard will
notify the rejected applicant through channels, furnishing reason for any disqualification. If the reason for
rejection does ot act as a permanent bar to appointment or promotion, the applicant will be advised of
procedures and requirements for re-submission of application.

Cbapter 3
Warrant Officers

3-1. Relative Rank. Warrant Officers of the Texas State Guard, when not on state active duty, rank among
themseltves according to the laws of the state. When warrant officers of the Texas State Guard enter state active
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duty, they will rank among warrant officers of the Texas National Guard of the same grade, who are also on state
active duty. This is according to provisions, as provided by the State of Texas for the State Defense Forces.

3-2. Appointment. Warrant Officers of the Texas State Guard are appointed by the Commander, Texas State
Guard. These appointments are permanent unless otherwise specified.

3-3. Eligibility Criteria for Warrant Officer. Individuals possessing the qualifications, outlined below, may
apply for initial appointment (or re-appointment following a break in service), as a Texas State Guard warrant
officer. This paragraph is not applicable to applicants for promotion or branch changes.

2 Assignment. The applicant must apply for a valid or pending vacancy in a valid Table of Organization.
According to Texas State Guard Regulation 10-1, Warrant Officer positions are assigoed to Regimental
Headquarters and Texas State Guard, Headquarters, only. -

b. Age.
(1) Minimum. No applicant will be appointed, who is Izssthan 21 years of age.

(2) Maximum. The maximum age for appointment to Warrant Officer is age 62, unless a
waiver is granted by Commander, Texas State Guard.

(8) Applicants for appointment in the Texas State Guard must not have attained the
birthday shown below prior to the appointment to the rank indicated. Age limits may be increased by
recommendation of the Personnel Actions Screening Board and approval by the Commander, Texas State Guard.
Extension of the age limits must be based on the experience of the individual and the needs of the Texas State

Guard. The experience and the professional qualities of the applicant must be clearly documented in the
application. ’

Rank Age
WwO1 35
Cw2 40
Cw3 50

CW4 &CWS 60

(b) The maximum age for appointment to Warrant Officer is age 62 unless a waiver is
granted by the Commander.

(c) Citizenship. | The applicant must be a citizen of the United States and a resident of
the State of Texas.

‘ (d) Education. All applicants for appointment to the warrant officer ranks must have a|
high school diploma or GED.

(¢) Character. Each applicant must be of good moral character,
. . (f) Leadership. Applicants must possess demonstrated leadership qualities with the
ability to deal effectively with people. Such qualities are to be evaluated in terms of the applicant's age,
education, background, and military or civilian management experience.

:'-l (8) Medical, Applicants must meet all height and weight requirements prescribed in
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3-4. Procurement Sources. Individuals will be selected from the following sources.
_a Former Natiopal Guard warrant officers, Army Reserve warrant officers, and other former warrant

officers with previous honorable and creditable service in the area for which appointment is requested.

b. Enlisted members, who have demonstrated proficiency in the area in which appointment is requested.

¢. Appointment of Warrant Officers.

(1) Appointment will be as Warrant Officer One (WO1)lexcept:
(a) Former warrant officers may be appointed in the highest rank satisfactorily held.

(t) Former commissioned officers or enlisted persons in the rank of MSG, SGM or
CSM, bolding that rank for at least two years, may be appointed in the grade CW2.

(2) Warrant Officers appointed as Chief Warrant Officer Two (CW2), or promoted to CW?2,
CW3, or CW4/CW5 are appointed 10 thos¢ grades. An oath of office must be executed upon initial appointment
or promotion to CW2 to consummate the action. The rank CWS5 is also known as Master Warrant Officer. .

3-5. Actions by the Individual. The applicant is required 1o take the following actions to initiate appointment
in the Texas State Guard.

a. Request for appointment with the listed documentation, through proper chain of command for
transmittal to Commander, Headquarters, Texas State Guard, ATTN: DCSPER as shown on Appendix 3.

(1) Complete TSG Form 66 (Officer Qualification Record).

(2) Copies of promotion orders or other documents that attest to the highest rank held by the
applicant.

(3) Employment Verification (Form I-9) for those not presently assigned to duty with the Texas State
Guard.
(4) AGTX Form 32 (Police Record Check) for those not presently assigned duty with the Texas State
Guard,

(5) Copy of DD Form 214, NGB Form 22 or other documentary evidence of prior service for those
persons not presently assigned to the Texas State Guard.

(6) Evidence of citizenship for naturalized citizens. Applicant will submit a statement, signed by a
commissioned officer or a notary public, to the effect that they have seen the original certificate of citizenship,
The date the document was witnessed and the certification number must also be included in the statement.
Certificates of Naturalization may not be photocopied and transmitted up the chain of command.

(7) Copies of awards and correspondence relating to awards and decorations, if not indicated on the
staternent of service,

: (8) A full length photograph from head to toe, side view must be provided with each applicant’s
appointment package. The photograph should be in black and white,

b. Re-appointment. Applicants will include the same documents required for initial appointment.

3-6.. 4ctions Required by the Regimeatal Commander or Adjutant. The commander or adjutant, initially
receiving the application for any of the personnel actions in paragraph 3-5, will:
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a. Interview the applicant and review the application for completeness. A determination is made of the
applicant's administrative eligibility to apply for warrant officer appointment.

b. Retum the application, if applicant does not meet the basic administrative prerequisites for appointment,
giving the reasons for rejection.

c.|Include appropriate remarks in the forwarding endorsement, regarding certified position vacancy to be
filled.

d. Forward the application, with appropriate recommendation to Commander, Headquarters, Texas State
Guard, ATTN: DCSPER.

3-7. Actions Required by Headquarters, Texas State Guard. Upon receipt of application for personnel action,
the DCSPER, Texas State Guard or an authorized designee will:

a. Review application and allied papers for:

(1) Completeness and accuracy, including verification of prior service. Such verification will be
annotated on the application for personnel action.

(2) Determination that the applicant meets the qualifications and standards for the requested
appownument.

(3) Determination that appropriate posiﬁonrwcy exists and assignment policies, described in|
paragraph 3-10 below, have been considered.

b. Perform following additional actions prior to submission of the application to the Personnel Actions
Screening Board.

(1) Anach copy of the order that vacated the position to which warrant officer is being assigned, if
position was previously occupied.

(2) Attach copy of the Jetter directing the applicant to appear before the board, if applicable and so
directed.

3-8. Criteria for Headquarters, Texas State Guard, Personnel Actions Screening Board. Headquarters,
Texas State Guard, Personne! Actions Screening Board is required for the following personnel actions:

a. Initial appointment.

b. Rc-appointment.

¢. Promotions.

3-9. Assignment Policy.

a. This publication covers all policies and procedures by which warrant officers are promred,'tnined,
developed, assigned, promoted, and separated. The primary factor that influences a warrant officer’s assignment
is the needs of the Texas State Guard. Other factors influencing assignment considerations are: :

(1) Rank, specialty, education, and experience of the warrant officer.

(2) Professional needs of the warrant officer.

20

o



TSG Reg 600-10 15 December 1994
(3) Demonstrated potential for advancemen

b. Except as otherwise specified in this regulation, warrant officers will only be assigned 10 positions that
are compatible with thelr specialty.

(1) Warrant officers will be assigned to vacancies without regard 1o pay grade.
(2) Warrant officers will be assigned only in those specialties in which appointed.

3-10. Warrant Officers Transfers. The reassignment of 2 warrant officer may be made subject to the following
conditions:

a. There must be an authorized position vadancy in the same specialty field for which appointed.

b. The warrant officer reassigned must meet the requirements of the new position. |
3-11. Warrant Officers Promotion Criteria

a. The best qualified persons will be promoted. Promotion criteria will be based on efficiency, time in
grade, time in service, demonstrated ability, military and civilian education, and potential for service in the next

higher grade. Promotions will not be used solely as a reward for past performance.

b. Promotion will be accomplished only when an appropriate Table of Organization specialty vacancy
exists.

~¢. Promotion will be made without regard to race, color, religion, sex, or national origin.
d. All warrant officers recommended for promotion must be fully qualified, under the terms of this

regulation.

3-12. Warrant Officers Promotion Service. A Texas State Guard warrant officer's years of promotion service
are computed as follows:

a. All service that the warrant officer possesses or is credited by the Secretary of any branch of the Armed
rorees, plus any years as an active, reserve, or Texas State Guard warrant officer. |

b. Texas State Guard service must be credited by the Commander, Texas State Guard. No service may be ‘
counted more than once,

3-13. Wearing of Insignia. Wearing the insignia of the higher grade is only authorized after proper promotion
orders have been published.

3-14. Eligibility for Promotion. To be considered by the Headquarters, Texas State Guard, Personnel Actions
Screening Board for promotion a Texas State Guard warrant officer must:

a. Be in an active status in an approved Table of Organization position authorized in one's specialty.

b. Be medically fit in accordance with standards prescribed for retention. Meet the height and weight
standards as specified in Appendix 1.

3-1S. Minimum Years of Promotion Service.
a A warrant officer must complete the following minimum years of service subsequent to being

considered by the Headquarters, Texas State Guard, Personnel Actions Screening Board for promotion.
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© Rask

WO1 10 CW2
Cw210 CW3
CW3 to CW4
CW4 1o CWS

Minimum Years

2
3|
4
5
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b. A warrant officer may request the waiver of one-half of the promotion service, while serving in any
grade WO1 through CW4. The warrant officer must meet all requirements of paragraph 3-14, initiate the
request, obtain the approval of Regimental commander, if applicable, and be recommended by the Headquarters,
Texas State Guard, Personne!l Actions Screening Board. For additional information regarding the Headquarters,

Texas State Guard, Personnel Actions Screening Board see paragraphs' 2-13 through 2-21.

¢. A full length photograph from head to toe, side view of the candidate must be provided with the
promotion request The photograph should be recent and in black & white. Candidate will wear a class “C”

uniform.

3-16. Headquarters, Texas State Guard Personnel Actions Screening Board.

a. The Headquarters, Texas State Guard, Personnel Actions Screening Board will review the records of
candidates for promotion. Warrant Officers, under consideration, will not be required to personally appear before

the board, unless specifically requested by the board president.

b. The board will consider documentary evidence, submitted by the immediate commander or supervisor
with the official files and other pertinent documents that cite the Warrant Officer’s manner of performance.
Such records will be made available for Headquarters, Texas State Guard. This can be accomplished by mail,

telephone or by facsimile.

3-17. Authority. Sec Paragraph 2-14.

3-18. Composition of Headquarters, Texas State Guard, Personnel Actions Screening Board. See

Paragraph 2-15.

3-19. Board Site. See Paragraph 2-16.

3-20. Notification of Applicants. See Paragraph 2-17.

3-2L. Procedures. See Paragraph 2-18.
3-22. Examination. See Paragraph 2-19.

3-23. Findings. See Paragraph 2-20.

3-24. Action by Commander, Texas State Guard. See Paragxiph 2-21.

4-1. Recruiting.

Chapter 4
Enlisted Personnel

a. Responsiveness to the Community. As a volunteer militia, the Texas State Guard is a hometown,
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commumity-orienled organization with a community support mission. This mission requires that the unit and its
members be an integrated part of the community, capable of immediate response to Jocal emergencies. No unit
can hope 10 be successful unless the leadership and the majority of its members are respected citizens of the
community, which they are responsible 1o support.

b. Recruiting 10 Authorized Strength. All units must exert maximum effort 1o recruit qualified, responsible
and respected citizens of the community to fill Table of Organization vacancies. The Texas State Guard is
charged with the responsibility 10 maintain an effective and responsible unit at each armory located in Texas. Due
the possibility of local emergencies or the mobilization of the National Guard, it is imperative that commanders at
all levels maintain full strength units at every armory Jocation.

4-2, Eligibility for Enlistment.
a. Citizenship. An applizant enlisting in the Texas State Guard must be a citizen of the United States.
b. Residence. The applicent must reside in the State of Texas,

€. Age. An applicant for enlistment must be between the age of eighteen and sixty-five. Individuals, who
have obtained their seventeenth binbday, may be enlisted with the writlen consent of their parent(s) or legal
guardian(s).

d. Mental. An applicant {or enlistment must be of sound mind, free of mental or emotional disorders, and
have demonstrated an understanding of the English language.

e. Character. An applicant must be of good moral character and should be a responsible and respected
citdzen of the community.

{. Medical. An applicant must be physically able to perform all duties of a soldier. The soldier must have
full use of all their extremities and not vary from the beight-weight criteria as set forth by current this regulation.
See Appendix 1 (Chart on beight-weight criteria).

8- Prior sendce. An applicant with prior military senvice (Federal or State) must have received an
"Honoreble Discharge” from such senice. A copy of the DD Form 214 or an equivalent document from each
branch of the armed forces must accompany the application for enlistment to verify that service.

h Social Security Number. Every applicant must have an assigned Social Security Number.

.i. Position Vacancy. Unit commanders are authorized 10 recruit qualified personne! to fill Table of
Organizaticn vacancies, plus twenty-five (25%) percent for enlisted personnel below rank of Corporal,

4'3'.. Persons Ineligible for Enlistment.

a Subversive or Disloyal Persons. Any individual who is known 1o have engaged in disloyal or subversive
acts against the United States or the State of Texas is ineligible for enlistment.

b. Conscientious Objectors. Any person who is a conscientious objector is not eligible for enlistment.

¢. Prior Military Service Other Than Hoporable. Personnel with prior military service who did not receive
an "Honorable Discharge" from such service are not eligible for enlistment.

d Members of Other Military Forces. Individuals, who are current members of the armed services of the
United States, their Ready Reserve or State Military Forces of another state, are ineligible for enlistment. Unless
prohibited from enlistment in the Texas State Guard by regulation of their particular reserve component, members
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of the Individual Ready Reserve (IRR) and the Retired Reserve with no commitment to attend drills or active duty
periods are eligible for enlistment. Members of the IRR or Retired Reserve, who are subject to call 10 active duty,
will be promptly discharged from the Texas State Guard, upon call 1o active duty.

e. Convicted Felons. Persons, who have been convicted of a felony offense by a civilian or military court,
may not be enlisted.

f. Meotal Disorders. Any individual with a history of mental disorders or under going treatment for a
mental disorder shail not be enlisted.

4-4, Enlisted Rank Structure.

a. Authorized Ranks, The following are the only ranks authorized for units of the Texas State Guard:

Rank Abbreviations
Private PVT
Private First Class PFC
Corporal CPL
Sergeant SGT
Staff Sergeant SSG
Sergeant First Class SEC
Master Sergeant MSG
i First Sergeant® | 1SG
Sergeant Major SGM
Command Sergeant Major** CSM

* Only an individual, who has been dﬁgnated First Sergeant (1SG), is authorized 1o wear the distinctive rank
for that position, which is the Master Sergeant rank with a diamond in the center.

** A Master Sergeant, who is assigned 10 the position vacancy of Command Sergeant Major (CSM), is not
authorized to wear the distinctive rank of Command Sergeant Major. Only those individuals, who have been
appointed on orders as a Command Sergeant Major (CSM), from Headquarters, Texas State Guard are authorized
to wear the Command Sergeant Major insignia of rank.

b. Tites Used on Official Documents, Rank will be used on all official documents and correspondence.
The use of Pay Grades is not authorized.

2 }%ut.hority to Eanlist. Only unit commanders are authorized to enlist applicants to fill Table of
Organization vacancics. Commander will ensure that the individual meets all prescribed enlistment criteria

b. Period of Enlistment. Enlistrments will be for an indefinite period. However, any person can be
separated from Texas State Guard prior to three (3) years of enlisted service for hardship reasons.

sasty oL

v, ¢ Required Docunienfs! The following documents are reqmred for the ealistment of a qﬁaliﬁed applicant
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in the Texas State Guard:
(1) TSG Form 4 (Enlistment Record). ‘ Sec Appendix 8 for an example of 2 completed TSG Form 4,

(2) TSG Form 4a (Consent of Parent or Guardian), only if under 18 years of age. See Appendix 9 for
an example of a completed AGTX-TSG Form 42

(3) Prior Service Documents. Application for the enlistment of a person with prior military service
must be accompanied by a DD Form 214 or equivalent document. The copy of the DD 214, that establishes
character of service, must be provided. A scparate discharge record is to be provided for each branch of the armed
forces in which a person served.

(4) US Justice Department Form N-400N (Application for Citizenship), if applicable, see paragraph
4-2,a

(5) Employment Eligibility Verification (Form 1-9). This document must be completed and the
information verified for each person, requesting enlistment after 6 November 1986, It will be the responsibility of
the company, battalion or regimental commander 16 verify the information from the required documents, before the
application can be processed. Local reproduction of Form I-9 at Appendix 4 is authorized. :

(6) AGTX Form 32 (Police Record Check). Section I must be authenticated by an officer in the unit.
Make sure the new members signs Section II. Section III is for Department of Public Safety use only. Section II
will not be used by the unit to conduct a local police records check.

(7) Standard Form 93 (Report of Medical History). It is highly recommended to all levels of command,
that SF93's be maintained in the field 201 file on every individual mermber of the Texas State Guard. This form
provides a gauge for unit commanders to assess whbether a member of the Texas State Guard can physically handle a
particular duty. A medical officer should review the completed form and sign it in the appropriate place.

(8) Optional Data. Texas State Guard Association membership application and Emergency
Management enrollment.

d. Initial Rank. An applicant without prior military service will be enlisted in the rank of Private. An
applicant with prior service in the armed forces of the United States or its reserve components may be enlisted in the
same rank, as attained in a Federally recognized status. The applicant with prior service in the Texas State Guard or
another state defense force may be enlisted in the same Rank as that attained during the previous enlistment.
Applicants who have completed three (3) or more years of high school ROTC or two (2) years of college ROTC may
be calisted in the rank of PFC. Evidence of such completion must accompany the TSG Form 4. Refer to paragraph
(4-5,1) for Stripes for Skills Program. The Personnel Action Screening Board will determine the enlisted rank of an
officer, who chooses to revert to enlisted status or resigns to become an enlisted member.

¢. Preparation of Forms.

(1) Entries. All entries, except signatures, on enlistment documents will be typewritten or printed in
black ink.

(2) Names. Enter full name. |If no middle name or initial, so state.

(3) Signatures. All signatures will be in black ink and will be the first name, middle initial and last
name of the individual concerned.

(4) Dates. Dates will be entered using the military date system, which is the day in numerals, the
abbreviation of the month in letters and the year in numerals. For example, the fifth of July 1976 would be wTitten 5
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Jul 76, not 5/7/76.

t

(5) Address. Use street address, city and zip code. ‘

(6) Civilian Education. Civilian education entries on the TSG Form 4 should include only high
schools, trade schools, colleges and universities attended. ROTC credit will be entered in this block.

(7) Prior military service entries on the TSG Form 4 will show all prior military service, including
Texas State Guard service. The periods of service will be grouped into major branches of the armed forces, ¢.g.,
service the U. S. Army, U. S. Marine Corps, National Guard, etc. A continuation shest may be utilized, if
necessary. -

(8) Certification. The background certification by the unit commander in Section II of the TSG Form
4 must be completed and signed by the unit commander. The grade in which the applicant is enlisted must also
be entered in the proper space.

(9) Oath. The oath of enlistment (Section III, TSG Form 4) must be administered|to the enlistee and|
signed by both the enlistee and the enlisting officer.

f. Effective Date. The effective date of the enlistment shall be the date the oath of office is administered
and signed. (Orders are not published for enlistment.)

g. Number of Copies. All required documents will be prepared with an original and sufficient copies to
satisfy the chain of command. The original copy will be fornarded directly to Headquarters, Texas State Guard.
The following is a listing of the minimum documents and number of copies required for enlistment in the Texas
State Guard:

4 Documents To HO, TSG
TSG Form 4 (Enlistment Record) 1 Original
AGTX-TSG Form 4a (Consent of Parent or Guardian) 1 Original
Evidence of prior Service (ROTC, DD214, NGB22, or copy of 1 Copy
discharge certificiates, eic.) :
Form I-9 (Employment Verication) 1 Original
AGTX Form 32 (Police Records Check) 1 Original

h. Forwarding of Enlistment documents. No applicant will be considered enlisted in the Texas State
Guard, until all required enlistment documents, shown in paragraph g, are received and approved by
Headquarters, Texas State Guard. A Texas State Guard uniform or identification card will not be issued to the
individual, until verification of the enlistment is received from Headquarters, Texas State Guard.

... 1. Stripes for Skills Program_ This program only applies to those ealisted personnel who have a Civilian
Acquired Skill that is recognized by the State of Texas and duly licensed or certified. This program enables
personnel with no prior military Federal service to enlist at rank levels up to Sergeant, Each applicant must attach
to the initial enlistment packet a copy of the state recognized certification or license, The program recognizes the
following skills within the Texas State Guard: Police Officer, Nurses, Legal, Emergency Medical Technicians,
Emergency Care Attendant, NABER certified Communications Technician, holder of Technician or higher grade
Amateur Radio Operator license, or a certified Primary, Secondary or Vocational Teacher. Apprenticeship or
iinmding a school 10 gain the required skill does not qualify for the required skill. A person must be actively
involved in their occupational specialty with a minimum of 40 hours per week. There are no waivers to this
program. The final decision, as to grade of enlistment, will be made at Headquarters, Texas State Guard.
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4-6. Enlisted Promotions.

a. General. The prestige of rank is dissipated and cheapened, when promotions are awarded too rapidly
and have not been earned by faithful service and outstanding performance of duty. Senior noncommissioned
officers (SFC and higher rank) have a great impact on the efficiency and effectiveness of the Texas State Guard.
They represent 1o the public our highest quality of leadership and experience. In some cases it is necessary 10
assign a junior noncommissioned officer 10 a senjor NCO, Table of Organization position. However, the
individual will not be awarded the rank of a senior NCO, until promotions have been earned one grade at a time,
Promotions will not be made more than one rank at a time and the higher rank must be authorized by the current
Table of Organization. Except PFC’s, if otherwise qualified, may be promoted to Corporal without regard to
Table of Organization vacancies.

b. Temporary Promotions and Acting Grades. Tbere are no temporary promotions in the Texas State
Guard. Any member assigned duty to a position, calling for a higher grade, will not wear the insignia of that
position, unless promoted to that that rank on orders. Personnel will wear only the insignia of rank for which
orders were duly recejved

c. Authority to Promote. Company grade officers have the authority to promote to SSG. Field grade
officers can promote to SFC, MSG, or 1SG. Staff Sergeant Major and Command Sergeant Major will be
promoted by published orders from Headquarters, Texas State Guard, in accordance with the criteria set forth in
paragraph g below

(1) Minimum time-in-grade (TIG) criteria must be met for promotion. Federal service TIG can be
counted for TIG for promotions in the Texas State Guard.

(2) Request for waivers will be justified in full and processed through channels to the appropriate
approval level.

d. Minimum Promotion Criteria. The following minimum criteria will be used in the promotion of
enlisted personnel:

Time In Service Time In Grade

From To Months Months Marximum Age

PVT PFC (1) 6 6 65

PFC CPL 12 10 65

CPL SGT (2) 18 10 65

SGT $SG 24 10 65

SSG SEC (3) 36 12 65

SFC MSGor 1SG 30 12 65
s SGM or CSM (4) 7 18| 65

| (1) Must have passed Basic Training Course

(2) Must have completed the Basic NCO Development Course
‘ (3) Must have completed the Advanced NCO Course
(4) Must have met criteria as set forth in paragraph 4-6, g.

"+ 'While promotion authority is delegated paragraph 4-6, ¢, no promotion is final, until orders are received by

Hem?quancrs, Texas State Guard. Commanders are responsible to insure personnel promoted are fully qualified
and in compliance with this regulation. -
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¢. Promotion Orders. Promotion of enlisted personnel to all ranks except Staff Sergeant Major and
Command Sergeant Major, will be announced on orders published by unit commander. TSG Form 5 (Orders for { ‘
Enlisted Personnel Action) will be utilized for all enlisted personnel. See Appendix 10 for an example of a
completed TSG Form 5 for promotion of enlisted personnel. The original of all promotion orders will be
forwarded to Headquarters, Texas State Guard and a copy will be provided to the next higher Headquarters.

f. Effective Date. The effective date of the promotion is the date specified on the order. An enlisted
promotion will not be recognized, until the original of the promotion order is received in Headquarters, Texas
State Guard.

g Promotion to Sergeant Major/Command Sergeant M'sjor.‘

(1) Promotion policy. A Command Sergeant Major/ Sergeant Major will have a great impact on the
efficiency and effectiveness of the units of the Texas State Guard and represent to the pubiic the highest quality of
leadership and experience. For these reasons, the individual selected to be the Command Sergeant Major should
be the most highly qualified and knowledgeable Senior Noncommissioned Officer of the unit. The Regimental
and Battalion Commander is encouraged 1o nominate only the most highly qualified individual 10 be Command
Sergeant Major.

(2) Nomination of Individuals. The nomination will be submitted in memorandum form through
channels 10 Headquarters, Texas State Guard, by the Regimental or Battalion Commander concerned. The Jetter
of nomination will include comments and recommendations for promotion of the applicant. Records of prior
military service and evidence of other achievements may be attached to the application. See Appendix 11 for an
example of a recommendation for promotion to Command Sergeant Major.

(3) Cnteria for Selection. To be considered for selection, the applicant must meet the following
minimum criteria:

(a) Not less than 12 years total military service.

() Not less than three years satisfactory performance of duty in the rank of Master Sergeant
and other qualifications as set forth in paragraph 4-6, d. ’

(¢) Not less than one year satisfactory performance of duty in the Command Sergeant Major
position vacancy.

(4) Promotion Orders. All nominations will be received by the Command Sergeant Major of
Headquarters, Texas State Guard. After final selection, the nominee will be promoted on orders published by
Headquarters, Texas State Guard.

4-7. Enlisted Reductions.

a A.uthority to Reduce. The commanders who have the authority to promote enlisted personnel, also have
the authority to reduce enlisted personnel. The Company Commander can reduce enlisted personnel, assigned to
the company. Battalion or Regimental Commanders can reduce enlisted personnel assigned to their headquarters.

b. Reduction Procedures. Reduction of enlisted personne! will be announced on orders published by the
reduction authority and will cite the specific reason for the reduction. TSG Form 5 (Orders for Enlisted Personnel
Action) will be used. Sce Appendix 12 for an example of a completed TSG Form 5 for an enlisted reduction. The
original of all reduction orders will be forwarded to Headquarters, Texas State Guard and a copy provided to the
pext higher Headquarters. ‘
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4-8. Enlisted Transfers.

a Authority to Transfer. The transfer of enlisted personnel, between units of the Texas State Guard, will
be effected by the commander of the Jowest Headquarters common to both units involved. The Battalion
Commander has the authority (o transfer enlisted members between companies of the Battalion. Tbe Regimental
Commander has authority to transfer between Battalions of the same Regiment. Headquarters, Texas State Guard
must approve transfer of enlisted personnel between Regiments.

b. Application for Transfer. An application for transfer may originate from the enlisted member through
the gaining or Josing unit commander. The transfer must have the approval of both unit commanders, as well as
that of the major commander concerned. The transfer between units, not within the same major command,
requires the approval of both majer commanders.

¢. Transfer Orders. Commanders of Regiments and Battalions will utilize TSG Form 5 (Orders for
Enlisted Personnel Action) to transfer enlisted members betwezn units of their Regiment or Battalion. See
Appendix 13 for an example of a completed TSG Form 5 for trangfer of enlisted members between units of a
Regiment or Batalion. The original of all transfer orders will be forwarded to Headquarters, Texas State Guard.

d. Disposition of Records. The losing unit will inventory the individual's personnel records for accuracy .
and completencess, post them 1o date, and forward them to the gaining unit without delay.

e. Disposition of Individual Clothing. If the enlisted member, being transferred, has been issued State-
owned uniform items, they will accompany the individual, The property itzms will be transferred from the
property book account of the Josing unit to the property book account of the gaining unit, in accordance with TSG
Regulaticn 710-10,

4-9. Enlisted Reassignments. The reassignment of enlisted personnel within a unit to fill existing Table of
Organization vacancies is the prerogative of the unit commander. Reassignments do not require the publication of
orders. However, in no case will zn individual be assigned to a vacancy for which the authorized grade is lower
tban the individual’s current grade, i.e., a sergeant 1o a corporal vacancy.

4-10. Honorary Reserves for Eulisted Members.

a. Eligibility. Enlisted members of the Texas State Guard are eligible under the criteria
contained in Texas Government Code, Chapter 431, Subchapter D, may request or be recommended for transfer to
the Texas State Guard Honorary Reserve,

b. Procedure. Request for transfer of enlisted personnel to the Texas State Guard Honorary
Reserve will be prepared in Memorandum form and forwarded through channels to Headquarters, Texas State
Guard. If approved, orders will be published effecting the transfer.

Chapter §
Separations

5-1. Statutory Authority. This section provides for the standard types of discharge certificates, indicating
discharge from the Texas State Guard. This is in compliance with Texas Government Code, Chapter 431,
Subchapter F which reads: "At the termination of the appoiotment of an officer of the State Military Forces and at
the termination of enlisted in such forces, eitber for expiration of term or any other cause, the person affected shall
be furnished a centificate of discharge bearing the character of their service."

§-2. Classes of Discharges.
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a. Honorable Discharge. A form of discharge given under honorable conditions to a member of the Texas
State Guard, whose service has been honest and faithful,

b. General Discharge. A form of discharge given under honorable conditions to a member of the Texas
State Guard, whose service has been satisfactory, but does not qualify for an honorable discharge. It may also be
given for a lack of participation, when the member codsistently fails 10 attend training periods without properly
notifying the commander or the return of state propérty.
/

¢. Administrative Discharge. A form of d/ischargc given to an officer, warrant officer, or enlisted member
of the Texas State Guard, due to a reduction in strength, inactivation, reorganization, consolation, or conversion
of units. When rendered, it is given to personnel excess to the Table of Organization positions, as a result of
changes. This type of discharge 15 also given to personnel for voluntary or involuntary relinquishments of a
position to permit other officers to serve. It can also be given for ineffectiveness and inefficiency of personnel, as
determined by the unit commander, reviewed by the Staff Judge Advocate and approved by the Adjutant General
of Texas. In addition, it can also be given at the pleasure of the Governor, because of embarrassment to the State

Military Forces, or the good of the State. It can also be issued for ineligible enlistment, due to administrative
error.

d. Undesirable Discharge. This type of discharge is a formal release from the Texas State Guard without )

honor. It can only be given 10 a member, upon conviction by a General court-martial and approved by the
Adjutant General,

5-3. Reasons for Discharge.

a. Resignation. The Texas State Guard is a voluntary organization, any officer, warrant officer, or
enlisted member may request discharge at any time. The request will normally be honored, unless the member
has charges pending against them or has property responsibility. Normally an honorable discharge is issued.
However, enlisted personnel, serving less than three years, must have a hardship reason.

b. Change of Residence. An individual may be discharged, if the individual changes their bome residence
to a location too distant from their unit. Additionally, they are unable to attend scheduled assemblies or
participate in unit activities and another Texas State Guard unit is not reasonably available for transfer. It can
also be issued, upon moving from the state. An honorable discharge will usually be issued.

¢. Incompatible Occupation. An individual may be discharged, due to incompatible occupation. This type
91' q.ischmge is issued, when it is determined their service in the Texas State Guard sufficiently interferes with an
individual’s civilian occupation. Normally, an honorable discharge will be issued.

d. Physical Disability. If an individual is found to be physically unqualified to perform the duties of the
position assigned, the individual may be discharged. Normally an individual discharged under this paragraph
would receive an honorable discharge.

e. Unfitness. An individual may be discharged for unfitness, due to frequent incidents of a discrediting
nature with civil or military authorities. These kinds of incidents include sexual perversion, drug addiction, an
established pattern for shirking, an established pattern for showing dishonorable failure to pay just debts or an
mablish.od pattern for showing dishonorable failure to contribute adequate support to dependents. An individual
}mdcr this paragraph will be issued an administrative discharge. An honorable or general discharge may be
issued, if warranted by the particular circumstances in a given case or the individual has been awarded a personal
decoration.

f. Fraudulent Entry. An individual may be discharged for fraudulent entry, due to concealment of prior
sc.tvicc,. concealment of true citizenship status, concealment of conviction by a civil court or other
disqualification. Normally an individual discharged, under this paragraph, will be given an administrative
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discharge.

g. Minority. An individual will be released from the Texas State Guard, due to under age, if at the time it
is determined the individual enlisted as a minor and is still under the currently authorized enlistment age. A
discharge certificate will not be issued. The individual's service will be terminated by a remark on the End of the
Month Morning report, stating separation due to minority. If it is discovered that an individual had enlisted asa
minor but is currently of age, the member may be retained, if their service is satisfactory.

h. Conviction by Civilian Courts. An individual will be discharged upon conviction by civil courts of
offenses involving moral turpitude or an offense for which penalty is confinement for one year. Retention of
individuals convicted by civilian courts of offenses, other than felonies, will be determined by the Adjutant
General of Texas. An individual discharged under this paragraph will be issued an undesirable discharge.

i. Non-participation. An individual may be discharged, due to continuved absence from military duty. If
the individual did not provide a valid reason for their absence and has not notified their commander, this type of
discharge is issued. It can also be issued for failure to turn in state equipment. Normally a general discharge will
be issued.

Jj. Deceased. A discharge cenificate will be issued upon effective date of death. This will be an honorable
discharge.

k. Sentence of 2 Court-Martial. An individual may be discharged upon the approved sentence of a
General or Special Court-Martial. The type of discharge will be specified by the Court or the Adjutant General of
Texas.

1. Conscientious Objector. An individual who is found to be a bona fide, conscientious objector may be
discharged. The type of discharge will be determined by the Adjutant General of Texas.

... m. Ineligible Enlistment. If an individual is permined to enlist through administrative oversight, that
individual will be given an administrative discharge.

n. Appointment or Enlistment in the Armed Forces of the United States. A Texas State Guard member,
who is appointed an officer or £BUSIS in the Armed Forces of the United States will, if otherwise eligible, be given
an honorable discharge,

0. Any Other Reason. An individual may be discharged for any otber reason indicated in the Military Laws
of the State of Texas or by the Adjutant Geperal, at the pleasure of Governor. The typc of discharge will be
determined by the Adjutant General of Texas.

$4. Individual with Property Responsibility. Officers, assigned as Property Book Officers and who have
State property issued to them, will not be discharged until a property settlement has been effected. This
settlement will be done by an authorized representative of Headquarters, Texas State Guard. Enlisted Members,
who bave been issued Texas State Guard uniforms, will not be discharged, until the uniform items have been
turned in to the proper authority and/or the property account is cleared.

5-S. Authority to Discharge.

a. Officers or Warrant Officers. The authority to discharge officers or warrant officers rest with the
Commanding General of the Texas State Guard. Recommendations for discharge of officers or warrant officers
will be submitted by the commander concerned on TSG Form 3 (Request for Officer Personnel Action), through
channels, 10 Headquarters, Texas State Guard. If approved, discharge Orders will be published and appropriate
discharge certificaté will be issued 1o the officer or warrant officer. See Appendix 14 for an example of a
completed TSG Form 3, requesting the discharge of an officer or warrant officer. Upon receipt of orders,
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discharging an officer or warrant officer from the Texas State Guard, the unit of assignment will post the
individual's personnel records to date and forward the individual's personnel file folder to Headquarters, Texas
State Guard, along with the officer’s Identification Card.

b. Enlisted Members. Commanders, having authority to enlist and promote, also have the authority to
publish orders, discharging enlisted personnel. Copies of orders discharging enlisted members, under the
authority of this regulation, will be fornarded 1o Headquarters, Texas State Guard and an appropriate discharge
certificate will be issued to the individual. TSG Form § (Orders for Enlisted Personnel Action) will be used. See
Appendix 15 for an example of a completed TSG Form 5 for the discharge of an enlisted member. The
discharged member’s unit of assignment will complete the final endorsement on the TSG Form 4 (Enlistment
Record) and forward it, together with the individual personnel (201) file and Identification Card to Headquarters,
Texas State Guard. Discharge Orders that are disapproved by Headquarters, Texas State Guard are nullified and
will be rescinded by the issuing Headquarters. All copies of such orders will be immediately destroved. When an
enlisted member is appointed an officer, the order, issued by Headquarters, Texas State Guard, discharges the
applicant. Therefore, the unit commander will not publish a unit order discharging that member.

Chapter 6
Personnel Services

6-1. Awards.

a Purpose. The purpose of the awards program is to provide recognition for acts of valor, exceptional
service or achievement in the State Military Forces of Texas. Awards of decorations, service medals and
commendations provide a powerful inceative to greater effort and are instrumental in building and maintaining
esprit de corps in the Texas State Guard.

b. Caicgorics of Awards. Texas State Military Forces awards are in the following categories:

(1) Texas Decorations. Texas decorations are awarded on an individual basis in recognition and
reward for heroic, extraordinary, outstanding and meritorious performance of duty, and diligent achievements in
the Military Forces of Texas.

»
i

(2) Texas Service Medals. Texas service medals are awarded generally in recognition of faithful
service over a period of years.

(3) Texas State Guard Individual Awards. These ribbons are awarded by the Commanding General
for acts, services and achicvements over and above the required standards.

(4) Texas State Guard Unit Awards. These ribbons are awarded by the Commanding General for
special achievements by a unit of the Texas State Guard.

- €. Request for Awards. Both the Texas State Guard Service Medal and the Texas Faithful Service Medal
arc awarded at the Regimental level. Requests are made on the TSG Form 11 and 12, respectively. All other
recommendations for awards will be processed in accordance with TSG Reg 672-1 and are forwarded through
channels to Headquarters, Texas State Guard, ATTN: DCSPER for processing. Ribbons, denoting completion of

xgg&ssional development courses, are awarded upon graduation from the appropriate courses by the TSG Schools
cer.

6-2. Identification Cards,

a. Source. Texas State Guard Identification Cards (ID) are|available for issue from Headquarters, Texas
State Guard, to eligible personnel, upon proper request.
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b. Persons Eligible for Identification Cards. All members of the Texas State Guard are eligible for
Identification Cards. Identification Cards will be carried at all times when in uniform.

c. Issuing of Identification Cards. Regimental Headquarters are responsible for issuing Identification
Cards for all new appointments and enlistments upon confirmation from Headquaniers, Texas State Guard.
Replacement ldentification Cards will be requested on Form 8 through channels and issued by Headquarters,
Texas State Guard.

d. Identification Cards are issued to the Regiments in blocks of 25 by number. Regimental Commanders or
their designated representative will sign a receipt for the ID Cards and return the receipt 1o Headquarters, Texas
State Guard. Regiments will handie ID Cards as a controlled document,

e. Issue and Accounting Procedures. Identification Cards will be mailed to the commander concerned,
who will issue the cards to the appropriate individuals without undue delay. Each member recciving an
Identification Card will be instructed to affix a black and white or color photograph in the proper place. They
must sign the card on the front side and laminate the card in plastic. Texas State Guard Identification Cards are
issued for a three year period. Replacement cards will be issued by Headquarters, Texas State Guard only for the
following reasons:

(1) Expiration of the period for which issued.
(2) Loss or destruction of the card.

(3) Identification Cards may be reissued for changes in grade or rank only afier the Identification
Card has expired and upon request from the member involved.

(4) All Identification Cards are fully accountable, If lost or destroyed, a certification by the unit
commander will be submirted to Headquarters, Texas State Guard. The certification will fully explain the
circumstances of bow the card was lost or destroyed, before a new card will be issued.

f. Disposition. When an individual is separated from the Texas State Guard, the Identification Card will be
forwarded to Headquarters, Texas State Guard as a part of the personnel file.

6-3. Complaints and Requests for Assistance.

a. Command Responsibility. The processing of complaints, grievances, and requests for assistance is a
command responsibility and should be resolved by the pext higher command, where possible.

b. Inspector General. Inspectors General are assigned at Headquarters, Texas State Guard. All members
of the Texas State Guard must be advised of their right 10 contact the Inspector General at Headquarters, Texas
State Guard. This contact can be at any time on any complaint, grievance, and requests for assistance.

¢. Code of Conduct. Personnel of the Texas State Guard, as members of the State Military Forces, are
subject to the Texas Code of Military Justice. All commanders are responsible for the maintenance of good order
in their command. Persons baving knowledge of violations of law or regulations committed by individuals, while
acting as members of the Texas State Guard, should report such conduct to the commander concerned. Serious
offenses should be reported to Headquarters, Texas State Guard immediately and a dctcrmmanon will be madc as
to required action.

Chapter 7
Administrative Procedures
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7-1. Eod of Month Morning Reports.

a. Procedures. The End of the Month Moming Report is prepared on TSG Form 1 (End of the‘ Month
Morning report) by each unit and each Headquarters effective as of the last day of each month. Disposition is as
follows:

(1) Unit File 1 Copy
(2) Bartalion Headquarters 1 Copy
(3) Regimental Headquarters 1 Copy
(4) Beadquarters, Texas State Guard 1 Original

The originalof the Morning Report will be forwarded through channels to Headquarters, Texas State
Guard, so that it will arrive no Jater than the 5th day of the following month. Copies of the Morning Report will
also be sent directly to each Headquarters concerned.

b. Content The end of the Month Morning Report provides a history of each unit. Careful attention must
be given to accuracy and detail in its preparation. The Morning Report records the gains, losses, promotions, and
other personnel changes in the unit. In the Record of Events Section, the training conducted and any other ‘
event, affecting the unit should be noted. The name and rank of officers and enlisted members attending will be
listed at the end of each event. Some examples are community service, emergency missions, periods of State
Active duty, and inspections and visits by personnel from a higher Headquarters or by civic officials. Injuries to
members of the unit sustained during training must alsobe recorded. Detailed instructions for preparation of the
report and sample remarks are contained on the reverse side of TSG Form 1. See Appendix 16 for an example
of a completed TSG Form 1 (End of the Month Morning Report).

7-2.|Military Orders.

a. Order Requirements. Orders are required for officer appointments and all reassignments, promotions,
reduction, transfers, separations and certain other personnel actions. Permanent Orders are required for unit
organizational actions, recording the award of the Texas Medal of Merit and higher awards.

b. Authority to Issue. Unjt commanders are authorized to issue orders for enlisted personne! actions,
except transfers between different Regiments. Headquarters, Texas State Guard will issue orders for certain
cnlisted personnel actions and all officer personne] actions. The authority to issue Permanent Orders is not
delegated below Headquarters, Texas State Guard.

¢.|Orders Format. Commanders will utilize TSG Form § (Orders for Enlisted Personnet Action) to issue|
orders for enlisted personnel changes in their units. Deviations from these formats are not authorized.

d. Numbering. ‘

(1) Order Numbers consist of two digits with a dash in between, or 1-1. Order numbers are based on
the calendar year, not the State Fiscal Year. So, the first order issued in a calendar year, regardless of the
month, is 1-1. The next order (series) published in that year, regardless of the month, will be 2-1.

(2) The second number represents the number of orders issued that particular day. So, if on 15

March 1994 the first series of orders is cut for the year, the number of the first order is 1-1. If multiple orders are
cut on that same day, the numbering would be 1-2, 1-3, 14, etc.

(3) 1f, on 16 March 1994, another series of orders is to be cut, the series will be “2.” Then, if only
three orders are to be cut that day, the orders numbers would be 2-1, 2-2, 23, ete,
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(4) The order number and the effective date on an order drives personnel actions, not the date of the
order. :

e. Effective Date. The effective date of an order will be the date specified in the order.
£ Restrictions on Issuing Orders. Orders will not be issued for the following:
(1) Assumption of command.
(2) Change of personal data such as change of name, social security number, or date of birth,
(3) Appointing a board, committes, or counsel.
(4) Establishing, dissolving or re-designing a fund!
(5) Branch transfers and details.
(6) Enlistment of personnel below Staff Sergeant Major and Command Sergeant Major,

g. Distribution. Distribution of orders published for enlisted personnel changes in Companies, Battalions
and Regiments will be as follows:

(1) Individual and units concerned 1 Copy

(2) Personnel File Folder (if applicable) 1 Copy

(3) UnitFile 1 Copy

(4) Battalion Headquarters 1 Copy

(5) Regimental Headquarters 1 Copy

(6) Headquarters, Texas State Guard . 1 Original
7-3. Directive Memorandums.

a Ptuposc Directive memorandums will be published to announce all unit actions for which orders or
permanent orders are not authorized. Some examples are:

(1) Assumption of command.
" (2) Change of personal, data such as change of name, social security number, or date of birth.
s [©) Appointing a board, committee, or counsel. o
‘ 4(4) Estabhshmg, dissolving or redesignating a fund.
. (5) Branch transfers and details.

**(6) Announcing duty appointments or duty assignments such as Special Project Officer or NCO,
Safety Officer or NCO, Line of Duty Investigating Officer, efc.

oy Announcing command policies and procedures. |
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- (8) Instructions fqr training exercises.

®) Documentati;)n for employers when individuals are ordered to State Active Duty.

(10) Announcing of awards below the Texas Medal of Merit.

(11) Change of enlisted Table of Organization assignments.

b. Authority to Publish. Commanders having the authority to publish orders and are authorized to publish
memorandums. See Appendix 18 for an example of a memorandum.

c. Distribution. Distribution of memorandums will be as follows:

(1) Individual and units concerned 1 Copy
(2) Personnel File Folder (if applicable) 1 Copy
(3) UnitFile 1 Copy
(4) Battalion Headquarters 1 Copy
(5) Regimental Headquarters 1 Copy
(6) Headquarters, Texas State Guard lOngmal

74. Correspondence.

a. Definition. The term "correspondence” includes all forms of written communications between units or
individuals of the Texas State Guard. See AR 25-50 for detailed information.

b. @ﬁcral Rules.

(l) Preparation. Military correspondence will be prepared on 8'4" x 11" paper or pre-printed forms
and may be typewritten, printed, or written. If typewTitten, a black ribbon will be used. Black ink will be used
for printed or written correspondence.

(2) Number of Copies. Correspondence, which no reply is expected, should reach the addressee in
one copy. Correspondence, which a reply is expected, should reach the addressee in two copies (original and one
copy). If routed through channels, sufficient copies should be prepared to allow cach intermediate Headquarters

to retain a copy.

(3) Using One Side of Paper. Except when using prescribed forms or when reproducing material by
reproduction machines, only one side of a sheet of paper will be used for a communication or an enclosure.

(4) Quality of Writing. - Military writing should be clear and concise. Short words, short sentences,
and short paragraphs should be used to the fullest. Each communication should cover only one subject.

(5) Mailing. In the interest of economy, more than one communication addressed to the same
Headquarters should be mailed in the same envelope.

& Munomndums Memorandums are used for correspondence between units, higher headquarters and
outside military agencies. There are two types of memorandum:

(1) Formal. This is used for correspondence, which will be sent outside the headquarters, the
command or similar identifiable organizational elements.
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(2) Informal. This is used for correspondence, which will be internal 10 the beadquarters, the
command or similarly identifiable organizational elements.

*Appendix 17 and 18 show exampies of both formal and informal memorandums.

d. Military Letter, The military letter will not be used for correspondence between units and individuals of
the Texas State Guard or other military services. Military lenters will be used for correspondence between Texas
State Guard units and civilians, civil agencies or organizations. Appendix 19 contains an example of a military
letter and will be used as a guide in preparing this type of correspondence. :

¢. Endorsement The reply or forwarding comments to a memorandum may be made by endorsement to
the original memorandum. The endorsement may be placed on the original memorandum, if sufficient space is
available for the entire endorsement, including the signature block. If sufficient space is not available, the
endorsement will be prepared on a separate sheet. Appendix 20 contains an example of an endorsement 10 a
military letter and will be used as a guide in preparing endorsement.

g. Disposition Form. Disposition Form 13 can still be used until stockage is depleted. See AR 25-50 for .
use, |

h Enclosures. Enclosures are documents accompanying correspondence. They may be integral part of the
correspondence, required to complete the communication or to keep the body of the communication as short and
as clear as possible. They may also be used to furnish additional information, 1o present details, to explain data,
or to add generally to the better understanding of the subject. See Appendix 21 for an example of placement of
the enclosure listing on a military memorandum.

7-5. Use of Permit Mail. Permit envelopes, furnished to Texas State Guard units, can only be used for mailing
1o the permit holder (the Adjutant General's Department). They will not be used for mailing to other State Guard
units or civilian agencies. Improper use of permit envelopes will result in the correspondence being forwarded to
Headquarters, Texas State Guard, instead of the addressee. Permit mail, which is addressed to the Adjutant
General's Department, is delivered to Headquarters, Texas State Guard, unopened by the AGTX mail section.
Any other type of eavelope should be addressed to Headquarters, Texas State Guard, P. O. Box 5218, Austin,
Texas 78763-5218. Two sizes of permit envelopes are currently available, 4" x 94" and 9" x 12.* Users will
insure proper utilization of each size. The 9" x 12" size will not be used 1o mail single sheets or small quantities,
which could be mailed in the 4 x 94" size. Use of Federally franked envelopes is not authorized.

7. Authorized Abbreviations. |

a. Policy. Abbreviations and brevity codes, authorized by this regulation and AR 310-50, may be used in
the preparation of military records, publications, correspondence, and messages. They may also be used for
operation plans, orders, and reports within the Texas State Guard.

b. General Rules for Using Abbreviations. Abbreviations will be used only when the meaning is clear.
Normally, abbreviations of words are in lower case letters. Brevity codes (groups of words) are normally in
capital letters. For example, the abbreviation for ealist is written "enl,” while the abbreviation for Texas State
Guard is writtea "TSG." A separate pamphlet will be published for all authorized abbreviations.

7-7. Personnel File Folders.

a Responsibility. The custodian of persoanel records for the member's unit of assignment will initiate and
maintain a personnel file folder for each assigned or attached officer or enlisted person. Headquarters, Texas
State Guard will also maintain a personnel file folder for all members of the Texas State Guard. Personnel file
folders are maintained no Jower than Banalion level..
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b. Personnel File Documents. Personnel files will be maintained in locally procured plain manila folders.
Folders for personnel files are pot available from Headquarters, Texas State Guard. Personnel file folders will
contain copies of all documents and records pertaining only to the individual's Texas State Guard service.,

c. Disposition Upon Transfer or Attachment. Upon transfer or attachment of an individual from onpe unit
to another, the losing unit personnel records custodian will be responsible to post all personnel records to date
and forward the file 10 the gaining unit without delay.

d. Disposition Upon Discharge or Separation. When a member of the Texas State Guard is discharged for
any reason, the unit personnel records custodian will post all personnel records to date and forward the personnel
file folder to Headquarters, Texas State Guard.

7-8. Unit Files. All Texas State Guard units are required to maintain file copies of documents, records, and
publications pertinent to the operation of the unit. Unit files will normally be maintained in manila folders or
three-ring binders. They will be available for inspection by representatives from higher Headquarters or the
Inspector General's Section of the Adjutant General's Department. The items, listed below, are considered to be
the minimum files maintained by each unit or Headquarters (HQ) as indicated.

~—Maintained—  —By—
Description Company Bn HO Regt HO
End of Month Moming Report X X X
Permanent Orders (Published by HQ, TSG) . X X
Orders (Published by HQ, TSG) . X X
Orders (Published by Unit) X X X
Area Maps X X X
Alert Plan X X X
Standing Operating Procedures (SOP’s) X X X
Operation Plans X X X
State-Owned Pi'operty Records X X X
Locally Acquired Property Records X X X
Fund Records (if applicable) X X X
TSG Bulletins X X X
TSG Regulations X X X
Directive Memorandums (from Higher HQ) X X X
Directive Memorandums (Published by Unit) X X X
Correspondence File X X X
Annual Training Program X X X
Training Progress Chart X X X
Quarterly Training Schedule X X X
Training Evaluation Report X X X
Report of Command Inspection X X X
Area Studies X X X

* Maintained by Companies to which the orders are applicable.
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7-9. Blank Forms. Blank forms are necessary for the operation of Texas State Guard units and are available
from next higher headquarters. They will be furnished upon request to each Company, Battalion, and Regiment
Commander, In the interest of supply economy, unit commanders are cautioned to request only quantities of
forms that will be utilized in a reasonable period of time. The following is a listing of blank forms available for
issue from Headquarters, Texas State Guard :

Form Number ‘
1
3
4
4a

10
11
12
14
15
17|
18
19
41
42

42b
42¢
43

44a
45

TARNG-67
AGTX-55
AGTX-56

Blank Forms Used by
Texas State Guard

Title
End of Month Morning Report

Request for Officer Personnel Action

Enlistment Record

Consent of Parent or Guardian

Order for Enlisted Personnel Action

Quarterly Training Schedule

Memorandum, Subject: Request for Issue of Identification Card
Chaplaincy Form

Memorandum, Subject: Request for Texas Faithful Service Medal
Memorandun, Subject: Request for Texas State Guard Service Medal
Volunteer Community Service Support '
Alert Plan

Training Evaluation Report

Training Progress Chart

Report of Command Inspection

Request for Issue

Request for Turn-in of Serviceable Property

Cerntificate of Turn-in of Unserviceable Property

Texas State Guard Cash Collection Voucher

Texas State Guard Loss or Damage Report

Lateral Transfer

Individual Clothing and Equipment Record

Temporary Hand Receipt

Authorization for Receipt of Supplies

Officer Qualification Record

Recommendation for Award

Fund Receipt and Disbursement Voucher

Fund Receipts and Expenditures Record
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Form Number Titlg

AGTX-57 Special Fund Status Record
AGTX-58 Fund Property Record
AGTX-32 Police Records Check
SF 93 Report of Medical History
INS 1-9 Employer Verication

7-10. Routing of Routine Reports and Requests. Appendix 22 of this regulation provides routing instructions.
It also designates the responsibility for preparation of routine reports and requests, submitted by units of the Texas
State Guard. The general rule for submitting routine requests and reports are that all correspondence must be
routed through channels. All others will be forwarded direct to Headquarters, Texas State Guard. However,
information copies may be sent to intermediate commanders, when deemed appropriate.

Definitions

Applicant. A person, who voluntarily applies for appointment or enlistment in the Texas State Guard. ,/"

Branch Transfer. The relief from assignment of an officer from one branch with concurrent assignment to
another branch. For example, from Military Police Corps to Signal Corps.

Personnel Actions Screening Board. A board of officers, appointed by the Commanding General, to review

personnel actions and waiver requests. Recommendations of this board will be presented to the Commanding
General for final approval.

Reassignment. The change of an individual from one Table of Organization position to another in the same unit.
Table of Organization. A table/chart that prescribes the organizational structure for a military unit

Transfer. Relicf from assignment in one unit of the State Guard with concurrent assignment in anotber unit. It

can also be the relief from assignment of an officer from a Table of Organization position in a unit with concurrent
assignment in the Ready Reserves.



Appendix 1 to TSG Reg 600-10

SUJECT: Height and Weight Charts

Height and Weight Table
Men
Height | Minimum *MAXIMUM
(inches) | (regardless of age)
16-20 years | 21-30 years | 31-35years | 3640 41 years and over
years

60....... 100 158 163 162 157 150
7 - 102 163 168 167 162 155
62...... 103 168 174 173 168 160
- S 104 174 180 178 173 165
64....... 105 179 185 184 179 171
O e 106 185 191 120 184 176
e 107 191 197 196 180 182
T S 111 197 203 202 196 187
i 115 203 209 208 202 193
- J— 119 209 215 214 208 198
s IO 123 215 222 220 214 204
i S 127 221 228 227 220 210
y 5 131 227 234 233 226 216
y g e 135 233 241 240 233 222
Tl 139 240 248 246 239 228
- . 143 246 254 253 246 234
Wessis 147 253 261 260 252 241
f f e 151 260 268 266 259 247
7 S 153 267 275 273 266 254
' - L 159 273 282 281 273 260
*80..... 166 280 289 288 279 267

« *Extract from AR 40-501, w/ch 34, dated 1 Dec 83, Table 1

1-1
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SUJECT: Height and Weight Charts

Height and Weight Table
Woman
Height | Minimum *"MAXIMUM
(inches) | (regardless of
age)
18-20 years | 21-24 years | 25-30 years | 31-35 36-40 41 years
years years and
over

- 90 120 124 126 129 132 135
59 92 122 126 128 131 134 137
| 54 124 128 130 133 136 139
61.. 96 127 130 132 135 139 141
62....... 98 128 132 134 137 140 144
- ‘"100 132 134 136 139 143 145
64.... 102 135 136 139 143 145 149
65.... 104 138 140 144 148 150 153
66....... 106 141 145 148 151 154 157
67... g L 145 149 152 156 158 162
68....... 112 150 153 156 160 162 166
L S 115 154 157 161 164 167 170
y, | T 118 158 162 165 168 171 174
y - 122 162 166 169 173 g - 179
v - F-— 125 167 171 174 178 181 184
r . A 128 171 177 179 183 186 190
74... 120 175 182 185 188 191 195
p - B 133 179 187 190 154 196 200
76.. 136 184 192 196 199 202 205
¥ i A—-— 139 188 197 201 204 207 211
Thesia 141 192 203 206 209 213 217
79 144 196 208 211 215 218 220
*80. 147 201 213 216 219 223 225

*Extract from AR 40-501, w/ch 34, dated 1 Dec 83, Table 2

12
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SUJECT: Request for Officer Appointment, TSG Form 3

FROM:_CDR, lst En, lst Regt DATE:_ )5 Decesber 1084

- | TO: Deputy Chief of St2ff, Personnel

SUBJECT: Reguest For Officer Personnel Action

Request that  Velunteer, Will 3,  SSN  458-13-1472
Unit of Assignment Co A, lst En, lst Regt be:
1P) Appointed in grade of 117 znd z2ssigned  Executive Officer
( ) Promoted from 10 and zssigned

This promotion is requested for () Reguler Time In Grade
( ) Accelerated Time In Grade (Waiver Lerter Attached)
( ) Regular Time in Grade - Outstanding

( ) Promoted from 10 &nd transferred 10 the HONORARY RESERVE

with zn efective date of

( ) Rezssigned Som 10

( ) Transferred fom 10

() Separated on ,19 for rezson of

RECOMMEND: ;

(GJAPPROVAL ( )DISAPPROVAL ; .
Signature and Rank of Bartalion'CDR, X0, S1

RECOMMEND:

(;DAPPROVAL ( JDISAPPROVAL

Sgipaturcé éza Rank ofaegmnéﬂﬁ CDR, X0, 81

J
TSG Form 3 R.n'indzt‘luﬂ'j‘j/
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SOJECT: Officer Qualification Record, Form 66

OFFICER QUALIFICATION RECORD

SLCTION 1+ AFFLICATION FOR AFFOINTMENT

L RAME OF APTLICANT (e, P, blateda)

Volunteer, Will 3ex?

=1ia

3 BOCAL ERCURITY MWD
458-13-1472

L AESTIENTIAL ADCAISS (Suwet, Oy, S, Iy

.

4 WOAO PHIWT NI

- L
* 113 Alsmo Streer, lexiagten, TX 77788 N3 ) 214 243
5 KAME Of DMPLOVIA (inhade Subf Lipionmand) CXATTL 1. BUEDES PHONT
4 - 0
Alemo Distributing Cezpany Szleszan (2330 24 soe)
L DATIOF BOTH Sy, Moy, Yeu) 1. STEDMIND [0+ =4 ;_er{q 2 WDOWT I ROoDT™YE
. M
13 Mar 40 v.S. Lr ~A-P 166 A=
W EeEmoIvs - 4. 5 L. 3 W MALTAl TIATE I BADY (Tierw den b S i w - B e LEVIL)
Ercvmn Brova Married s A
D sesrasac O asmaicax poian
L TELAL AT OO ONTT 5. PETIAL ASDOWWINT
D s sniozan O ona corzzom
Co A, 1-1 Regt’ %0
uﬁﬂmvmnosmmgmrmmxc.&p)
NAME OF SCHOOL LOCATION (Ciry & Sua) YEARS COMFLETED DEGREE OR RATING i
Lexingren Eigh Lexingten, TX 12 Diplema ]

oT

hustin, TX

EA, Business Admin |

Dais Froe Dats Te

21 PRIOR MILITARY SERVICE (Lix msk major period of duty, Noc prior sarvice, lie NONT)
R ———— e ——————

Hipbet Grade | Armed Form Dury Assiprment Unt |

1

19/08/59118/08/611 CFL Aroy  |Rifle Scd Tm lér Co B, 99th Inf, Fr Polk |
22/05/89108/02/91| crr | 7s¢  |assT sop 1o® Co A, BOBth P 3N |
08/02/8] |[Present SCT TSG - SGD LIR Co A, lst Bn, lst Regt [

2L AWARDS and DECORATIONS (lnchuhv of Tioms Stuie Guard Awartk)

Army Cozmendation Medzl, Texas State Gusrd Service Medal, Texas Faithful Service Medal

" TSG FORM 66 REVISID 14 D 53
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SUJECT: Officer Qualification Record, Form 66

SLCTION I+ APPLICATION FOR APPOINTMENT

. MILTARY EDUCATION

COURSE RAME LOCATION YLAR COMPLITID QUALIFICATION (1f Applisable) l
FLDC Fr Senning 1961 Certificate i
NCO Development Coursd Ca=p Mabry 1893 Certificete

24, Howe you pver bees oooviced of o fdoy? Y Ne_JA

!—'.ﬁ;hﬁnﬂmnmlknmu‘mmdnwmy b alioon bashpoamd aod rmilrany cpeiemoe, ]

et 4 ioned aSoer = e Texa Puie Guard IMwh--&_HuMuuuﬂsQ:Tcmkqu

reques
r—rddn—dh"\--ﬂg-n-‘-&

.

D Sipnasure of \ohumee

SLCTION 11 - ACTION BY THE SCRELNING BOARD

Oetie 15 dyor Decemder 33 Y4 g, agpeared befor fhe Sorvening Beard and firauph pesona) imusiew asd examisatice
o educationa) and miliy recerds, we, I Sussbeny dmbaui.m'; &Mdhwﬁmdhﬁwwﬂdfr el ua <
eioer of U Terme Stats Canrd wik iz nhil) appoimses s the mok ol 11T -
TRINTED NAME AND GRADE SICNATFE
\
Guadalupe R, Torres. MAJ ! 4 =

Melvin R, Nelan, CPT ﬁg . n ;7!] 2
¥ilbuzrn R. Wrighe, ILT » ﬂ l rg : : ’r_.T_.-.-_.I

SECTION IO - OATE OF OTRICE

2 ; -
y Will Benjamin Volunteer _ o solecmby res: toud 1 il b Wi Sath and aDegiance 10 the Stale of Texas and 1o the
Mm‘mulﬂmummimmmdhmmmhlﬂhﬁtu-hn.’ﬁn&mul’
::n.uthwdnd‘&uﬁﬁ\WMmmﬁ‘u&hnmhﬂwﬁ!tTJhmyfmﬁlhm

ik

Subssribed and rewre befoy me  __ Concerd L T oo fhis dayof Def-#r_'-i* 1954

SIGRA OFFICER ADMINISTERING OATH

MAJ
FRINTED NAME AND GRADE

SECTION IV . RECORD OF FRIOR SERVICE IN TG

——

% LFTECTIVE DATE FANY DUTY ASSIGNID TDLAS STATE GUARD LNIT ORDEIRS NUMEER &4 DATZ

Rk

|
L
‘H



FROM:

TO: Depury Chief of St2, Personnel

SUBJECT: Request For O5cer Personnel Actien

Reguest thet ., SSN

Assienment

-

() Promoied Tom 10
Triszremotienis requesied for

() PremeizdSom 10

withzn eleaiive dete ¢f

:=dirzneferred 10 ihe EFONCRARY RESERNVE

Crzce

e
ed Time In Grace (Weaiver Letter titzched)

=
—

( ) Rezssicned Som

() Trenelerred Srom

10

() Separzieden

RECOMMEND: () APPROVAL

RECOMMEND:

ferrezsonof

2 W y - — = -
A e me L - - o] { )= .,
€ Nl NenX = i © R

Dzie Sienz Zn c z] CDR,
T TR TS e g g e e e e, 4 P 7~ T~ 'y A i —rD
(TOBECOMPLETED BY REQUESTING COMMANDER)

iy = ~N T LT L, - - — o~y W — -~

:.‘;_'.‘A..:' P ORIGINAL APFOIN \;__\ i CURREINL WElonl

11T & " AT L= 71T A\ LOVTIANT ~r T g e

‘l Iu. I-‘n. — I\-' - ——ld-—\' - ... g ¥ C S ~ ) ! 1’_. A’ u.n“ - - o B =

1 s il -

H

1 .

rlD"l‘N:‘L'E:‘ TH ISG TDME IN SERVICE

PP — 5 S
APPROVED () DISAPFROVED ({
Dale Signe




FROM: DATE: R
TO: Deputy Chiefof S125, Persennt
SURTECT: Renuest For OScer Personnel A
Request thet , S&N
RanX Assi grement
Urnit of Assigrnmernt Ciry e
( ) Appoimed ingrede cf znd zesigned
( ) Promoied Tom 10 z-d zssigned
Trispremotionisrecuesedfer () R:g.‘ er Time In Crace
( ) Accelerzied Time In Grzde (Weiver Lenier Atizche?)

ZRVE

( ) Promeied Tom 10 tndirznslerred to1he BONCRARY RES
withzn efecive Cate el -
( YRezesigned Sem 10 . e
() Trenelerred Som 10
() Seperzieden 19 ferrezson of
RECOMMEND: ( ) APPROVAL ( YDISAFPROVAL
Sigrznure znd Rark of Bzitzhen CDR, X0, S1
RECOMMEND: ( ) APPROVAL ( ) DiSAPPROVAL
i B “_—,‘;_ Cimmn i I aals B o~ — ,._.'T_.:“ ‘T-;—_\ e
sk SIgnzivTe Z2nd RenX CI ACE ERIEI WLA AU, ol
f— —_— - - — -_ % — — —_— — -—_-_.l
(TO BE COMPLETED BY REQUESTING COMMANDER) |
IDATE OF ORIGINAL APFOINTMENT CURRENT WEIGHT
DATE OF LAST PROMOTION CURRENT HEIGHT
IDATEOFBIRTH TSG TDME IN SERVICE >
APPROVED ()  DISAPPROVED ()
| —— _— — — —

TEG Ferm 3 Reviied 4 Nevss



Appendix 4 to TSG Reg 600-10

SUJECT:

Completed Employer Verification, INS Form I-9

U.S. Depariment of Juslice

\ OME Ng, 11180236

Immigration and Naluralzation Service Employment

Plase 1830 inslruclions Clmm? DeIOIe COMDINLIND LIS TOIM. The INSUUCLIONS MUST DE BvailaDik OUTing completion Gf
thig form. ANTI-DISCRIMINATION NOTICE. N Is iepal 1o discriminate apainst work eligible Ingivicuals, Employers

CANNDT specily which cocurneri(s) they will accept from an ampioyee. The refuss! 1o hire an ingividual becavse of a
future expiration Gale mey.also consthtvie liegal discrimiration.

Section 1. Employee Informaton and Verification, Tc be comoews ant spnet by emaloyee at the Ume emidymen! brpas
Prim Name:  lan fra Hisse i Maen Name

Volunteer will . NA
ADOress (51 08: NAME 8AC NomDir) P Can o Bm)mo-.a.carmu;
113 Alzco Street 037/13/40
Cay Sae 2e 2 Socal Sesurity ¢
Lexingteon Texzs 77758 458-13-1472
! am awate thst federa) law proviges feof lmeg{m:f:::z:urmmet::’m'“:&;;:‘w ot ok
Imprisonment anclor fines for tilse slilements or A Lawdty Pesranem R iken ¢ A
use of false cocuments (n conneclion with the 8 in gpeilitn ot m:, ’ 7
completion of 1his foim, et BUNO"2eC B W Ul o

|Aben 5 o ADmieaion ¢

/
TIRSET) B Yok sty [Prgeeerl ay

Preparer ancior Trarslator Cenification. ¢ e cumpieies ant s:pnel f Setvon 1 4 sressied Dy £ Derson

Gites maR 514 aLi0ree.) {2%es, wn.D8 Denally of Detjucy, Kb | hdve £22816C #. g COMDMIOR Of Ifng 1OIm anC 2!
10 e 243! O Frw ANOeit O0e DV ARSI 48 Yrie BAC COYELT.

PrgzacersTransuo's $graire

- I P Warme

Looress (Sireel Mame and &umier, Cay, Suane. Lp Coce) l Case imonthiceyyeat)

Section 2. Empicyer Review snd Venfication. Tc oe compens 212 3578¢ by emoope, Lramine One 0OZument 11om List & OR
s1amine ore oocumem 11om Lin B Ang one from List C &3 ENeC 0% T 1eveise O DHE 106M 278 16CrC i WIR, NN 292 eaDnason e, I any, ot
™ OGoDUnentls)

Ust A CR Lis1 B AND .. LlncC
Oocurnarm wiec TX Drivers license Soeizl. . Security Card
tavig mutrey: n1gzL588 458-13-1472
Doaurnent 7
<ol

Exravor Dawe (danyy _ 1 1 _n3rz’/ey . - A
Decument 7 ’

Exprason Date (if any) I

CERTIFICATION « 1
empicyee, thal the sbove-listed document
emplovee began emplovmen! on (mon
s eligible 1o work In the Unled Siates.
employment),

ned the documeni(s) presenied by the above-name
b

¢ angd 1o relzie 10 the employee named, th

and that 1o the bes! of my knowledge !
i :pencies mey omil the cale the employee

YT —————r—t—,
t;:-‘.ql_v: o Emgfany ."‘_‘-"I’-“‘: e esET vt
hnmas [ L] JJ{: il
.Y, . A_.'.:—_[-#.:,,.f_*"" 24410, A

Business o Organcaion Name

e

lst Bn

4,

Section 3,

B. Dawe & retiee (moniCepiear) (il appicabie)

. N amcdaas's sua

B O B S




Appendix § to TSG Reg 600-10

SUJECT: Officer Promotion Request (TSG Form 3)

. CDR, 1st Bn, ler Regt . 15 December 1994
FROM: DATE:

TO: Deputy Chief of Sﬁi Personned

SUBJECT: Request For Officer Personnel Action

Request that_ 11T Volunteer, Will 3, , SSN 458-13-1472
Unit of Assignment__Co A, 1s: Bn, lst Rest be:
( ) Appointed in grade of and 1ssigned

(¥) Promoted Fom__ 11T 10 CPT and assigned  Commander

This promotion is requesied for () Regulzr Time In Grade
( ) Accelerzied Time In Grade (Waiver Letter Artached)
() Reguler Time in Grade - Outstanding

( ) Promoted from 10 and trensferred 10 the EONORARY RESERVE
: with 2n effectve date of sy
( ) Reassigned from 10

10
( ) Seperated on 19 for rezson of
RECOMMEND:
(x)APPROVAL ( )DISAPPROVAL
. 3N p.
.'“r)‘-., N 1 UN.N rOT
| il Yol W L la i
A TV " liRVen, CVF |
Signzture and Rznk of Bettzlion CDR, );O[\EQ

('_ﬂ '-‘"P"Cv'.ﬁ.L ( JDISAPPROVAL

‘L-,!:_r\,L.’.,I‘q p ”vu:EL MA)

Signature ahd Rank of Regimental CDR, X0, 81 |

- o
S

“\\‘_‘_‘_\H\(—:’J BE COMPLETED BY REQUESTING WDER)

—— N ¥ i
DATE OF ORIGINAL APFODVRMENT 15 Per 92 CURRENT WEIGHT 186

DATE OF LAST PROMOTIGN™_ 15 Dec 92~ CURRENT HEIGHT 73" :
/"’ -“"""--— s ————

I

DA'i"g,G:-'ﬁip:m 13 Mar 40

—

T
TSGTMEINSERVICE. 2 TTF —~—_

TSG Form 3 Revised 20Jeash




Appendix 6 to TSG Reg 600-10

SUJECT: Officer Reassignment Request (TSG Form 3)

FROM: 12 ler ®a ler Boos DATE: 3t maeg-tee 1081

TO: Deputy Chief of Stzff, Personnel

SUBJECT: Reguest For Officer Personnel Action

Request that CPT Szizh, Joha R. _, SSN _456-12-6789
Unit of Assignment_50, Jst 3n, lst Rest be:
( ) Appointed in grade of 2nd assigned

( ) Promoted fom 10 end zssigned

This promotion is requested for () Reguler Time In Grade
( ) Accelerated Time In Grade (Waiver Letter Antached)
( ) Reguler Time in Grade - Outstanding

( ) Promoted Som o and transferred 10 the HONORARY RESERVE

with 2n eSective dzte of

(*XRezssigned from_Coerarions Officer 10_Civil Affeiye Officer
.I (.)'I'n.nsfe.rrc.d from to

( ) Separated on 219 for reason of

RECOMMEND:

(SAPPROVAL ( )DISAPPROVAL

Mo 2).0 s o

Signature and Rank of Bartalion CDR, XO|S

RECOMMEND:
GIAPPROVAL ( )DISAPPROVAL

DATE OF ORIGINAL APPOINTMEN

DATE OF LAST PROMOT]

15 Feb 61

TSG Form 3 ™ Revissd 20 Juoi S~




Appendix 7 to TSG Reg 600-10

SUJECT: Officer Transfer Request (TSG Form 3)

FROM: CDR, lst Ea, lst Regt DATE: 15 Decenber 1984

TO: Deputy Chief of S1zff, Personnel

SUBJECT: Reguest For OfScer Personnel Action

Request that CFT Doe, Joha D. | geN 123-45-6789
Unit of Assignment_ ©° 4, Ist Bn, lst Regt be:
( ) Appointed in grade of _ and assigned :
( ) Promoted from 10 and essigned

This promotion is requested for () Reguler Time In Grade
( ) Accelerzted Time In Grade (Waiver Letter Antached)
( ) Regular Time in Grade - Outstanding

( ) Promoted from 10 and transferred to the HONORARY RESERVE

with zn effective dzte of

@Rv.ssigncﬁﬁ-qm CIR, Co'A, 1-] Regr 10_ Doerations Officer

) Transferred from_Co A, )st Bn, lst Regt  ¢o BQ, lst 3n, lst Regt

( ) Separated on 18 for rezson of

RECOMMEND:
©)APPROVAL ( )DISAPPROVAL

M N. T coT

Signature and Renk of Bartzlion CDR, X@

Signature ﬁd Rank of Regimental CDR, Xg, (gl !

RECOMMEND:
EIAPPROVAL  ( JDISAPPROVAL

DATE OF LAST FROMOTION

DATEO 1 Jun 53 TSGTIMEINSERVICE___ 4 ¥rs

TSG Form 3 Revised 20 fun 246G g~




Appendix 8 to TSG Reg 600-10

SUJECT: Enlistment Record, TSG Form 4

ENLISTMENT RECORD

ELCTIONI- APPLICATION POR ENLISTMENT

memmd—nmm

Joiner, Mary Aame

Lik=)

1 ROTAL RIS SUTY WO

2-3678

3 RISTDTLAL ATTILED (Bree, Oy, Sua, L)

4 HOMT PHONT ¥O2E3

119 South Travis Street, San Antonio, TX 78230 ( 210 ) 282 = 1254
5 RAZ oF DOLOYIR (e b L) LIETT. 1 EENISI PHONE
EI3 Check-out Clerk Gu230 ) 282 =432}
L LATI OF BERTH (Say, o, Yeur) | I =rvien 5 4 oI 1L HDoNT . VDONT n sttt
M b4 FT_g N x
19 June 54 v.s. o S 135 o+
LMD ahYs 13 COLOL OF an, M. WATAL FTATLE T RACE (Tuw dan b slewind . it S e el LLEL)
Blue Brova Married Qe S
O seerapaz D AMIEICAN INTLAM
I TEAL FATTE GA)SONTT M. BETAL ASDIOWMMDNT
2 D asuax avenizan Donaxerssen
Co 3, 1-1 Regt S$QD LDR
720 CIVILLAN EDUCATION (Lie Migh Schoals, Trade Schocls & Celiepss)
P NAME OF SCHOOL LOCATION (Chy & Sux) 1 YLARS COMPLETED DEGFEE OR RATING
Pluto Eigh Flute, AZ | 12 Diploza @

3L FRIOR MIITARY SERVICE (Lix eack major period of dary, Niee prier service, lie NONT)

¥ S e “
Dt Frem DueTe | Hiphe Grade | Armed Form Dy Ass et Ueit
01/08/72 |22/02/73| c¢PL Arzy ilssistant Squad Lezder Co F, 202nd SPT En
3/02/73135/10/75 SCT Armv Soved lesder Co F., 202nd SPT En .'
01/05/77 17/07/82 1 <sg TARNG legistics Specialise DISCOM, &4Sth AD

21 AWARDS and DECORATIONS (Incdusive of Texas Siats Cuard Awnr)

Army Cemmendztion Medsl, Good Conduct Melal, Tederzl Service Ribbon, Texss Faithful

Service Medal

. TSG FORM 4| revismoisvovss

-

8-1




FROM

TO: Depury CHef of S123, Perscrnnel

SURJECT: Reauvest For OScer Persorinel Acticn

Reguest thet

Remk Assignment
Urit of Assignment City oe
( ) Appoiniedingrzdecf end zssigned
() Prometed fom 10 end zssigned
Thispremoicnisrequestied or () Reguler Time In Crace
( ) Accelerzied Time In Grazde (Weiver Lenter Aitzched)
( )2Premeitd Som 0 znd irenelerred 1o ¢ EONCRARY RESE: VZ
with za efective Czie ¢f L '

( ) Rezssigned Som o) i
(H)Tr ¢ed Som 10 -
( ) Sepereted on 19 forrezson of

RECCAMMEND: () APPROVAL ( )DISAF?ROVAL

Cigneture znd Rznk of Bzitzhen CDR| X0, S] s
‘.

RECONMMNEND: ( ) APPROVAL ( ) DISAPPROVAL

Dzie Signzivre znd Rank cf Regimentzl CDR, _"J, S
i e ——
I (TOBECOMPLETED BY REQUESTING COMMANDER)
I o
1
DATE OF ORIGINAL APFOINTMENT CURRENT WEIGHT
F
IDATE OF LAST PROMOTION CURRENT HEIGHT

IDATE OF BIRTH TSG TDME IN SERVICE
APPROVED ()  DISAFPROVED ()

TEG Ferm3 Revised I Nev¢s

2d!




Appendix 8 to TSG Reg 600-10

SUJECT: Eclistwent Record, TSG Form 4

SECTION - APFLICATION POR ENLISTMENT

. MILITARY EDUCATION

COURSE NAME . LOCATION YEAR COMFLETED QUALIRICATION (X Applicabie) !
?1C Fr Polk, LA 1974 Certificaze f
i
ENCOC Tz Rldee, TX 1080 fertifiraca I
|

34 Faw yow o e cociced of s filem? Y Ne X

! ey that the mformation i Secioe | 1 Tue and porTes Ralemer of my pemsona] hisory, edusiiona) basiround and milhany opeiex. |
by volurrasly eelix for az indefinis peiod, M Az enlised membe of e Tom Sal Crard wade the condiiom pressibed by law, uml dacharyed
b;wuﬂbﬂ'w ! atborizs amy law eforssoer apeoey' s relense, 10 a2 oo of G T Sats Guard, asy recort of simina) bieery oc Sle,
conoening e

;53‘“&&&@::4 ‘ M Q élv_h "

SICTION11- CIRTIFICATION AND OATE OF ENLISTMENT

1L CERTINCATION EY \2NJ7 COMMANDIR

hﬂm-ﬁm#mwdnﬂh‘qmlﬂ' e validimy of the Ealernenty made i e iadon for miirmext, waf wprow
litrpet = the rank of oo’

SS

DITIAL RANK

L OATH OF ENLUSTMENT

" - o
L ETYy kLune IJ"*"‘- o solemmly rwmar St | will bewr tuc faith and allegiance 1o the Staie of Teoxs and i the
Unled Suates of Amerizay thad ] will aerve Shes bomestly and fusbfully apaing ol thekr eoemies whoemnoever, and that ] will cbey the oty e the Governer of
Z:_ﬂklnﬁhwhdhnﬁmlmuudmmwuhhqmmdwﬂqh&mdh&ﬂhﬂ'}'mﬁ'&m

o ERAL

Subscribed wé recrnbefere me 8 C2n Lerpndn

NATURE OF DFTICER ADMIVISTEIING OATH

- 2ex M. lesrder, CPT

PRINTED NAME AND GRADE *

SECTION IT - RECORD OF PRIOR SERVICE IN TG

— — — — —— - ——
| DTECTIVEDATE FARX DUTY ASSIGNID TEAAS STATL OUARD UNTT CORDIRS NUMLELR & DATE

|

8-2




Appendix 9 1o TSG Reg 600-10

SUJECT: Consent of Parent or Guardian, TSG Form 4a

ONSENT OF PARENT OR GUARDIAN

NAME OF APPLICANT (Last name, first name, middle name):

Joiner, Jecseph 3.

SOCIAL SECURITY NUMEER: DATE OF BRTH:

L36~43-8765 18 Oct 77

As Parent(s) or Guardian(s), I (we) am (are) respnsible for the above nemed
individual and consent to bis (her) enlistment in the Texas State Guard.

*FATHER
/ A .
v} UMOTIER
*GUARDIAN

Signed before me onthis  15th day of __December 19 84 |

A, M. Do cOT

TSG OFFICER’OR NOTARY

*Only one signature required.

INSTRUCTIONS: To be perpared and signed in two (2) copics for cach applicant, who bas amained their

. scventeesth binbday, bt pot their ¢f i . Ope (1 will be enclosed with each of their
~ . Histment mack ghicenth binbdxy. One (1) copy ‘ wp:v

" TSG Form 48 Revised 15 Dec 94




Appendix 10 to TSG Reg 600-10
SUJECT:

Enlisted Promotion Order TSG Form §

Orders 1

Good, Johnnv B,

15 Dececber

476-29-6666 SeT

Name: Last, Firt, Middic inigal

Co 3, lst 2n, 13t Regt

Social Secunity Number

Unit of Assignment

Fromoted

|
as L‘:f.l caled

15 Decexber 1984

Presem Rank

Date Effeczive

Type of Discharge:

Rezson for Discharge:

P FOR TEE COMMANDER:

DISTRIBUTION:

Copy 10 Individual

Caopy 10 201 File

Copy 10 Next Figher HQ
Copy 1o Unit Orders File
Copy 10 HQ, TSG

Order fo; Enlisted Personoe! Actions
TSGFormS Rev 15 Dec 64

Signature of Adjutant or Commander

J 1a e D 3
y N.- Nolan, CPT, ADJ

Printed Name, Rank and Tide



Appendix 11 to TSG Reg 600-10

SUJECT: Nomination for Promotion to SGM/CSM |

KEADQUARTERS, 1ST EATTALION, 1ST REGIMENT
TEXAS STATE GUARD
Lacklsnd AFB, Euilding 6537
Stn Antonio, Texes 7EzB5-1617

1-1 Regt 15 Decernber 1954
MEMORANDUM THRU Commander, 15t Regiment, Texzs State Guard
FOR Commander, Texzs State Guasd

SUBJECT: Nominstion for Promotion 1o Command Sergeant Mejor

1. Ttis strongly recommend that MSG Joha A. Quincy be promoted to the rank of
Command Sergeant Major. He is currently serving in the CSM pesition in the Banalion..
MSG Quincy more thzn meets the prerequisites for promotion 10 CSM.

2. MSG Quincy posseses over 24 years of service 1o his state and naton. Twenty
years wzs spent in the US Army and hzs served more thzn four years in the Texas State
Guard.

b. MSG Quincy's totz] time in grzde, 2 combinztion of both Federal and TSG, 1s
42 months.

¢. MSG Quincy has 2lso scted 25 the 32nizlion CSM for over one year,

2. In addition 10 being the most quelified NCO in the Battzlion, MSG Quincy is 2]so the
most senior NCO. He is respected throughout the Regiment by his superiors, peers znd

subordinates. He has established himself 2s the focz! point for recruiting in the Battalion,
maintaining the enlisted ranks above the 2uthorized strengths. His eforts in training have
helped to make the 15t Battalion into the first rate organization it is.




Appendix 12 to TSG Reg 600-10

SUJECT: Ealistea Reduction urders, Form §

EQ, lst Bn, lst Regiment

Bunker, Archie L.

Texes State Guard
Szn Antonie L, Teoas
i6 Decemder 19 54
458-90-2783 SCT
e Social Secunity Number - Present Rank

Name; Lasy Firs, Midde Iniiial

Co B, _lecr B9,

ler Rery

Uni! of Assignmeat

You are Reduced

as indicated. - 16 December 1884

Fasok Promoted 102
Renk Reduced 10:

Unit Trzaderred t0:

s PO E 4

Daw Effective

Assigament Changed 10:
Type of Discharge:

Prason for Discharge:

63, FOR THE COMMANDER:

DISTRIBUTION:

Copy 10 Indhvidual

Copyto 201 Fide

Copy 1o Noat Higher BQ
- Copy 10 Unit Orders File

Copy10BQ, TSG -

Order for Enlisted Personne! Actions
- TSGFormS Rev 15Dec 4

1),

Sigrature of Adjutant or Commander

ifin

o Weta ' .
elvin XN. Neolan, CIT, J

* Printed Name, Rank and Title -



Appendix 13 to TSG Reg 600-10
SUJECT: Enlisted Transfer Orders, Form §

BQ, lst Bn, lst Regt

Szn Antenio

Texas State Guard

, Texas

Orders__2-2

Fellers, loval G.

16 Decexber

19 94

459-14-1776

CPL

Name: Last, First Mid4e Inital

Social Secunty Number

You are Transferved

16 D ber 1994
a indicated. ecembe

Rank Promoted 10:

Date Efecuve

Razk Redusd :

van Transiand 10 L A

_______

Assignment Changed to: T cod Service Spec

Type of Discharge: ‘

Reason for Discharge:

63 FOR THE COMMANDER:

DISTRIBUTION:

Copy 10 Indhidual

Copy 10 201 File

Copy 0 Noxt Higher BQ
Copy 10 Uit Orders File
Copy 19 HQ, TSG

Order for Enlisted Personndd Actions
TSGForm$S Rev 15 Dec 94

Signature of Adjutant or Commander

Yelvin R. Nelan, CPT, ADJ

Printed Name, Rank and Tt

-



TSG Reg 600-10 15 December 1994

FOR THE ADJUTANT GENERAL:

RODNEY A. McNELLEY
OOL, GS, TXARNG
Chief of Staff

oz—*g‘g:ﬁw::.h_z '

\\\IIIII”,”
7

OFFice

GERY, Dr. Wbl G
\ v, ﬁr eﬁ tc?\
COL{/:??.N i

2 /0
Adjutant

DISTRIBUTION:
J



Appendix 15 to TSG Reg 600-10

SUJECT: Enlisted Discharge Orders, Form §

e

Regt

Texzs State Guard

Lo
&l Adiles

, Tens
Osders _ 3-1 17 Decex=ber 19 %4
Byunker, Archie L. h58-90-2'763 CrL
Name: Lag Firm, Middie lnitial Soasl Secunty Number Presen Rank

HQ,| 1st En, lst Regt

- Uzit of Assignmeat
You i ischarred a8 indiczied. 12 Nacembar .

. Date Effective
Rack Promotsd 10:
Razk Reduesd 102
UnﬁT:znﬁ::rdw: e
Assigement Changed 103
T}?thi!:hL’x:: EFenerible
Reason for Discharge: Yeved frea the Area
& ) FOR THEE COMMANDER:

Wi
Lﬁdq ér7x 66221£L1h1

DISTRIBUTION: : Signature of Adjutant or Commander
Copy 10 In&ividual :

10 201 FD , ,
gm;y\:}:m!;gbcrﬂq ){elw_vin N, }:chn__, C?1, ADJ
Copy 16 Unlt Orders Fie Printed Name, Rank 20 Tide
Copy 0 BQ, TSG ‘ -

| Order for Ealisted Personsed Actions

*~TSGFormS Rev 1$DecSd




Appendix 16 to TSG Reg 600-10
SUJECT: Completed End of Morning Report, TSG Form 1

ND OF MONTH MORNING REPOR _I_"_m—l-“’f—t |

Month Ending Date: Unit Designation: Locad
31 December 1994 Co A )st Bn, 1t Rept San Antonio, Texas

| Strength Section ]
Military Personnel Assigned Strenpth Last Assigned Strength this
Classes Report Gains Losses Report
Commissioned: 2 1 0 3
Enlicted: 17 | 2 16
Toul: 19 2 2 19
[ Changes Section ]
Gains

Garcia, Fidenoo P., 423.78.5889, Appointed 2LT, Ordess 11-], dated 2 Dec 94,
Brownlee, Jacob C., £92-27422], PVT, 15 Dec 94,
Losses
Wicker, Billle T, 4£9.12.8814, SGT, Unit Orders 3.1, duied 6 De 54,
Rainey, Carl N., $32-64-8843, MSG, Trancferred 10 Bo BQ, Unit Orders 3-2, dated € Dec 94,
. Promotions
Feader, Melvin B,, 496-45-2972, From 10 PVT 1o FFC, Unit Orders 4-], dated 8 Dec 54,
Remarice
PVT Sidney Garner bad been absent for rwo drills with 5o zpparcal reason for missing them,

| Record of Evenis Section ]
Unit activated and organized on Permenent Ordess 5-1, 1 Dec 94, Desipnated Co A, 151 B, 15t Regt

Unit Training Assembly 17 Dec §4, 0800-1700, conducted trafSe control (1hr), drill & ceremonies (2kr), interior
guard duty (1b) and Commander's time (3h), dzaling with the reorganization. Atiendance 2 Officers, 6 EML

MAJ Malcolm C. Bluin, X0, 15t Bn, stended uait vaining assembly.

Unit conducted ceremony 16 present colors at ceremany for the dedication of new schoo! in Boerne, TX. One
OfSicer 504 six EM participated, 3] Dec 54,

Brandon, Nick F., 564-37-7141, PFC, injured at unit training assermbly, Treated and released from Jones
Memerial Hospital for Jaceraied am, LOD investigation pending.

L Authentication Section ]
Prited Name: Rank 20d Assignment: Si%;v: 2 !

Max M. Leader CPT, CDR
TSGForm1 Revised 15 Dec 54 (Sex Reverse for Instructions

on Completion)



Appendix 17 to TSG Reg 600-10

SUJECT: Informal Memurandum

b w N

TSG A-1-1 15 December 1954
1
2 MEMORANDUM FOR Commander, 1st Battalion, 1st Regiment
1
2 Subject: Informal Memorandum
1

2

3 1. Aainformel memorandum possesses many of the formatting requirements of the formal
memorandum. However, it is used for correspondence, which is intema! to the command. Al
correspondence that is external 10 the command will be in the formal memorandum format.

2. The principal difference of the informal memorandum is that it can be done on a plain piece of
white paper without using letterhead stationary. Single space the text of the memorandum;
doubie spacing berween parzgraphs. :

3. When 2 memorandum has more than one parzgraph, number the paragraphs consecutively.
B When paragraphs are subdivided, designate first subdivisions by the letters of the alphabet and

O indent them 2s shown below.
D
Y 2. When 2 paregrzph is subdivided, there must be at Jeast two subparzgraphs.

b, If there is 2 subparagraph “2,” there must be 2 *d."

(1) Designate second subdnisions by numbers in parentheses, for example-(1),

(2) and (3).
(2) Do not subdivide beyond the third subdivision

) -
(2) However, do not indent any funther than for the second subdivision.

(b) Thisis 2n example of the proper indentation procedure for a third subdivision.

Enel MAX M. LEADER
CPT,MPC, ISG
Commanding



Appendix 18 to TSG Reg 600-10

SUJECT: Formal Memorandum

— W R = R

no

RN N

Wk N

BEADQUARTERS, 1ST BATTALION, 1ST REGIMENT
TEXAS STATE GUARD

1acJand ATB, Bubting 6237
Sea Amcnio, Texas 72285-1617

1-1 Regt 15 December 1994

MEMORANDUM THRU Commnander, 15t Regiment, Lackland AFB, Building 6537, San
Antonio, TX 78285-1617

FOR Commander, ATIN: DCSPER, Texzs State Guard, P.O. Box $218, Austin, Texzs
78763-5218

SUBJECT: Semple of 2 Formal Memorandum with 2 Single “Thru™ Addressee

1. A single “Thru” zddresses, Jormal memorandum is the most common form of correspondence
used in the Texas Stzte Guard. However, 2 common formal memorangum, going to one only
one Commander, will state:

“MEMORANDUM FOR 000008000

2. Use “Thru” memorandurm 10 kesp the “Thru* addresses informed or to give the opportunity

to comment or epprove. Prepare a single addressee Thru memorandum, &s shown in this
zppendix.

3. If no comment is made, the Thru addressee will ine out the Thru address and place their
Ltals 1o the nght of the sppropriate address. The Thru addressee mzy write “concur,” “noted,”|
or other short remarks by their address,

FOR THE COMMANDER:

MELVIN N, NOLAN
CPT,MPC, TSG
Adjutant



Appendix 19 to TSG Reg 600-10

STJECT: Military Letter

s W o )

R — D e

[(V N TV S R N

EFEADQUARTERS, 1ST BATTALION, 1ST REGIMENT

TEXAS STATE GUARD
Laziasd ATR, Budding €477
Sas Amonig, Texs 782881617

15 December 1994

Mr. John A Doe
123 Main Street
Nashville, TN 73695

Dear Mr. Doe:
Single-space the body of a lerter with double spacing berween paragrephs.

Use single spacing, when 1 Jester contains only one parigzp.‘z. Effective pzregrephs
should not contzin more then 10 lines,

Do not mumber or Jetter paregraphs of 1 Jerter. Avoid subparagrzphs, when possible. If
you have more than one subparagrzph, use Jenters of the 2lphabet (a, b, ¢, d) to indicate
ssbparagraphs. Indent subpzr2graphs four spaces and begin nyping on the Afth space. Do not
use any more subperegrzphs. If you only use one subparagzph, indicate that subparagraph by a
hyphen, as shown below. ) -

- Indent four spaces, type the hyphen on the fifth space, spece twice, and begia hyping zs
shown, - -

Sincerely,

ThomasR_ Resder
LTC, MPC, TSG
Commoanding



Appendix 20 to TSG Reg §00-10

STUJECT: Endorsement to' Memorandum

o ~3 O\

1st Regt (1-1 RegV10 Dec 94) 1st End MAJ Torres/rd/(210) 1234567
SUBJECT: Prepering en Endorsement 10 8 Memorandum

EQ, Ist Regt, Lackland AYB, Bldg 6537, San Antonjo, TX 78285-1617 15 Dec 64

For COR, TG, P.0. Box 5218, Austin, TX 78763-5218

Rad B = B =i B =

I, There 2re wo kinds of endorsements, a same page and separate pege endorsement. See AR
25-50 for the same prge endorsement. The separate pege endorsement is principally used by the
TSG. The of format of the body and the closing are the szme 2s the memorandum.

2. Type the prepeser’s unit designation 2t the Jefl mergin on the eight lines rom the 1op of the
page. Space twice 2nd type the unit designztion and dzte of the basic memorandum in
perentheses, Space twice and type the endorsement number,

a. Place the witer's name, typist’s injtial and the action oS5cer’s phone number on the
szme line as the endorsement number. If this cannot be typed on a single line, contirue on the
no line fush with the led margin,

b. When you use a suspense dzte, type or stamp it on the sixth line from the 10p of the
pzge preceded by 20 °S:,” ending at the right margin. You may 2150 place suspense dates in the
body of the correspondence, preferzbly in the last paragraph.

3. Type the subject 21 the le&t margin on the next line below the unit designation. If the subject
cannot be typed on a single line, continue 1he subject Sush with the Jeft margin.

4. The address cfthe endorsing ofSice serves 25 2 return address. Type it at the Jeft mergin on

ibe third line below the subject. Stamp or fype the dete spproximately three spaces afier the Zip
Code for the endorsing ofSee.

5. Type “FOR” on the second line below the lest line of the endorsing address. Type the FOR

address one space efier the “FOR." If the FOR address extends beyond one line, start the secend
Iine under the third Jetter for the first word zfler the FOR.

1

2 FTOR TEE COMMANDER:

1

2

3

4

3 End GUADALUPE R. TORRES

Listing MAJ, MPC, TSG

Adjutant




Appendix 21 to TSG Reg 600-10

SUJECT: Formal Memorandum with Enclosures

HEADQUARTERS, 1ST BATTALION, 1ST REGIMENT

TEXAS STATE GUARD
Taslaod AFB, Buding €137
1 S0 Ammie, Tows 702151617
2 IstRegt 15 December 1954
1- — —
2 MEMORANDUM FOR Commander, ATTN: DCSPER, Texzs State Guard, P.O. Box 5218,
Ausiin, Texzs 78763-5218
1
2 SUBJECT. Enclosures 10 Basic Memorzndums
1
2
3 1. Enclosares are documents that come with the bzsic memorandum. Enclosures are used (o
complete 2n action of keep the body of the memorandum, =s concise &s possible. The 1erms'
enclosure and znzchment 25 synonymous, but the writer shouid use the term “enclosure.”
2. Enclosures, if discussed in the basic corespondence, can be shown 2s stated (as) for the
- endlosure listing Other actions that can teke place with enclosures 2re ne (no chenge), wd
(withdrawn) and added, Shown below are some szmples of the enclosure listing:
4 Encls 4 Encls 4 Encl 4 Encls
. 28 1-3nc 1. TSG Reg 600-10 wd encl 1
- E Added 1 encl 2. TSG Reg 600-9 24 nc
- - 425 3. TSGReg 672-1 -
4,°TSG Reg 710-1
1 .
2 FOR THE COMMANDER:
1
2
3
4
5 End GUADALUPE R. TORRES
2s . MAJ,MPC, TSG

Adjutant



Appendix 22 to TSG Reg 600-10
SUJECT: Routing Instructions

Item Description

Reports of Accidents, Injuries or
Emergency Volunteer Duty

TSG Form 1 End of the Mon
Moming Report

TSG Form 3 Request for Officer
Personnel Action

TSG Form 4 Enlistment Record

TSG Form 5 Orders for Enlisted
Personnel Actions

TSG Form 7 Quarterly Training
Schedule

TSG Form 8 Request for Issue of
Identification Cards

TSG Form 10 Chaplaincy Form

TSG Form 11 Request for Texas
Faithful Service Medal

TSG Form 12 Request for Texas
State Guard Service Medal

TSG Form 41 Request for Issue

TSG Form 66 Officers
Qualification Record

Prepared By

Co or HQ to which member is
assigned or CDR of Company or
HQ performing the duty

Each Company, Bn HQ and Regt
HQ

Co or HQ to which member is
assigned

Co or HQ to which member is
assigned

Each Company, Bn HQ, and Regt
HQ

Each Company, Bn HQ, and Regt
HQ

Co or HQ to which member is
assigned

Co or BQ to which member is
assigned
Co or HQ to which member is
assigned
Co or HQ to which member is
assigned
Co or HQ to which member is
assigned

Co or HQ to which member is
assigned

Routing Instructions

Co CDR, Bn CDR, Regt CDR, and
HQ, TSG must be notified of
detailed circumstances by the
appropriate reports

Keep file copy and mail 3 copies
through channels to reach HQ,
TSG, by the 5th of the month.

Keep 201 file copy. Mail the
original for endorsement up the
chain of command to HQ, TSG.

Keep 201 file copy. Mail the
original up the chain of commang
to HQ, TSG.

Keep copies for Orders File and 201
file. Mail original up the chain of
command to HQ, TSG.

Keep file copy and mail 4 copies to
Bn CDR, who returns approved
copy 1o unit. Bn keeps file copy and
mails 2 copies 10 Regt CDR. Regt
keeps file copy and mails all Forms
7 to reach HQ, TSG 10 days before
quarterly period begins.

ID Cards for new members are sent
out by Regt HQ. Replacement ID
Cards are requested through
channels to HQ, TSG

Mail through channels to HQ, TSG
Mail through channels to Regt, HQ.
Mail through channels to Regt, HQ.

Keep Suspense Copy and mail 3
copies to HQ, TSG.

Keep 201 file copy. Mail the
original for endorsement up the
chain of command to HQ, TSG.



