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BEING THE AIDE-DE-CAMP

The following is a list of many of the duties, responsibilities, and expectations that the General has for the Aide.  This list is not all-inclusive, but it will cover the majority of important functions for which you will be responsible.

· “Head In The Ballgame”


You must consider this your credo while working as the aide.  It applies to all the duties you have to execute.  It means knowing what is on the General’s schedule today, tomorrow, next week and next month.  It means keeping him on schedule, while still allowing him flexibility to focus on issues he wants to pursue.  It means paying attention to the details he is too busy to pursue, so that when it is time to execute the next piece of his agenda, the administrative and logistical pieces have been worked/thought through.  In sum, it means taking the blinders off, paying attention to what is going on around you and the General, and assisting him in the execution of his schedule.

Do what he says


This means listening carefully to what it is he is telling you to do.  Do not try and out guess him, or read into the guidance that he is giving you.  If you do not understand his guidance, ask for more specific clarification.  There will be times when he will be focused on other issues, distracted, or just plain tired, however, you will fair better in the long run if you question him until you clearly understand his intent.

Do what is right


He will never knowingly ask you to do something that is illegal, immoral, or unethical.  If you ever perceive his guidance to cross any of those boundaries, come back for clarification.  When you are doing things ask yourself, “How would this look on the front page of the newspaper?”  Understand, perceptions = fact.

Protect the confidentiality of the office


Because of your duties and proximity to the General, you will have access to information that is often sensitive in nature.  It is your duty to keep that information to yourself, unless you are instructed otherwise.

You must me 100% honest at all times


When the General asks you a question, provide him with an honest answer.  You may think you are better off guessing, even if you feel the odds are that you are right.  Eventually he will discover that you have not been up front with him and he will loose faith in you.  His full trust and confidence in you will only come when he knows you are totally honest with him.

Do not “wear his stars.”


You hold the rank that you wear on your collar.  On occasion frustration with a situation might tempt you to wield power or exert influence, because of your position as the aide, that you are not authorized.  You must absolutely avoid this; first it will misrepresent the General, and second could cause you to lose the ability to serve effectively as the aide.  It is also of profound importance to treat people courteously and with the utmost respect.  If you represent the General and the office in this way, people will hold you in higher regard.  Finally, never let your position or duties allow you to become arrogant.  

Do not allow yourself to be “thin-skinned.”


Due to your close proximity and working relationship with the General, you could find yourself within the blast radius.  You will find that normally the General is a very calm and level headed person, however combinations of long hours, lack of sleep, lack of food, and just plain bad days, may cause him to be short fused.  In cases such as this the aide tends to be the one who receives the brunt of the Generals venting.  You cannot allow this to get under your skin, if you do it will haunt you and hinder the way you perform your duties.  Always attempt to work through it.  If you did nothing wrong than continue working as normal.  The good days will far outnumber the bad ones.  And, most importantly, remember that it is never personal.

Dress for Success


You appearance should be professional at all times.  Always ensure that you pay close attention to both the military and civilian uniform requirements for all events, keep the General informed, and always wear the same uniform as he does.  Never let the length of your hair, appearance or serviceability of your uniform, or personal hygiene become an issue that the General must deal with.

Manage the “aide fund” in detail


The General will provide you with a petty cash fund to cover charges for lunches, social events, snacks, beverages.  Keep a detailed account of what you spend the money on and only spend the money within his intent.  If there is any question about the legality, or exactly what the intent is, ask.  Never spend your money on the General.

Providing Read-Ahead Information


One of the primary responsibilities of the aide is providing Intel prior to meetings, social events, conferences, briefings, award ceremonies, etc.  After working for the General for a while you will get a feel for what type of information he likes to receive, how he wants it presented, and when he wants it.  Soldiers, family members, and people throughout the community place a lot of pride in being recognized by their first names and the General will need your assistance in remembering and being reminded of them.  

Assisting the General’s Wife


The General and his wife consider themselves a “team” in this command, and the General depends heavily on what his wife does in the community and at their quarters.  If his wife asks you for assistance with anything, you will be expected to assist her.  If the General will be entertaining a large group at his quarters, you might be asked to assist with various duties.  If you are uncomfortable with any of these duties or do not understand you must let them know.  Along with you having responsibilities in this area, so will the driver.  You must ensure that the driver understands what he is expected to do and always carries himself appropriately.

Watching over the G.O. Quarters


The General considers themselves the steward of their quarters.  Therefore it is his responsibility to make sure that they are kept in the best possible condition and appearance.  However, he must work within the regulatory parameters established by Congress.  Insure that you familiarize yourself with all policies and procedures for the management of General Officer quarters to make sure he does not inadvertently do anything fraudulent or illegal.

Communications


You must make communications one of your most important responsibilities.  It is essential for the aide to understand all aspects of the equipment in use by the General.  It is not only important in the office but even more so during travel.  You must have all the numbers, points of contact, user Ids, passwords, etc. available at all times.  The General will feel paralyzed if he is unable to communicate.  Additionally, you are responsible for insuring that the appropriate notes are being taken at meetings, briefings, etc. that the General attends.  If you are unsure as to who is responsible, take it upon yourself to do it.  Areas of importance are when the General is asked to follow up on an issue, when they promise to look into something, or when they are representing one of their superiors.  Of equal importance is to insure that you backbrief the Assistant Commandant/Chief of Staff/Deputy, secretary, and any others who need to know that information.  Sharing of information will create a smoother running, more cohesive organization that will benefit all of you.

Surviving as the Aide


Serving as an aide-de-camp could prove to be one of the most interesting and exciting jobs you will have in the Army.  Through this job you will be exposed to things you would otherwise never see.  The price you pay for this is that it will take up a lot of hours, and at times can prove to be very stressful.  Therefore it is essential that you strive to have fun in the job.  If you like what you are doing, it will prove to be a positive and rewarding experience that will prepare you for almost anything the Army has to offer.

TIPS AND KEYS TO SUCCESS



(The intent is for this to be a running log, added to when necessary)

1.  Seek responsibility and Take responsibility for your actions:

Bad news does not get better with time.  Always let the boss know immediately of any mistakes you make to include forgetting to do something he asked of you, not having an item that you normally carry with you, etc.

2. You work for the Commandant and No one else:

Most people understand this and will not ask or expect you to do something unless the Commandant directs it.  However, there are some that will come to you and ask you for assistance on many different issues, mainly because they feel you are the one with most of the answers.  One of the hardest things to get used to is dealing with this when the person asking you to do something is a much higher ranking officer.  

This also means that you protect the Commandant from unnecessary interruptions or intrusions.  You are the gatekeeper for a very busy man, who has many key issues to deal with one a daily basis.  He cannot get to all, even if he tried, so you must help him to decide which he will tackle at any given time.  This will often mean telling senior officers that he cannot be disturbed, either in person or on the phone.  When in doubt ask him, he will understand an intrusion by you, because he knows that you are the gatekeeper.  One more note on this, he will give you guidance on who he will take phone calls or drive-by office calls from, for example; his wife, other General Officers (especially senior to him), certain high ranking civilians, other family members, etc.

3.  Do not let the Commandant enter any situation blind

This can be one of the most challenging aspects of your duties.  The covers the entire gamut from beginning to end.  As soon as you find out about an event, start collecting data and information.  Collect all the who, what, when, where, and how, and begin putting them into a format that you can use to answer any questions he might have on it.  He will receive IPR’s and so forth on events, but he will skip over the trivial info and focus on the big issues.  It is your responsibility to pick up all the rest.  Some key things to know are as follows: 

Location

Set up of event location

Cost 

Payment options and requirements

Menu

Dress / what are senior leaders wearing?

Sequence of events / rehearsal times? / copy of program

Receiving Line participants and start time

Invitees (invite level) / Attendees

Seating arrangements

Guest speakers/toast requirements

Gift exchange or speech expectations

Bios on VIPs / guest speakers

Protocol considerations (indoor/outdoor/flags/etc.)
4.  Do not let personal issues get to a point where they effect your performance.

5.  As hard as it will be, maintain a thorough physical fitness program.

6. Know the Commandant’s likes and dislikes 

a.  ORBs and bio’s on all key leaders, officers and NCOs.

b.  If he has office calls with installation officials, BG Curry will need to know if there are any issues concerning MP and bios on the officials he is meeting with (commanding general/garrison commander etc.).

c.  Brigade, battalion and company significant acts and histories provided prior to the visit are helpful.  If he will address large groups of soldiers or be a guest speaker, this info provides great background.  In addition, any soldiers or events the commander would like him to mention during a talk or a speech.

d.  If BG Curry will attend meals with senior officers and NCOs he would like to know what is on their minds and what they want to hear about from the commandant’s perspective.

e.  BG Curry likes detailed information when he is briefed.  I would suggest planning time for questions into your briefings.

f.  BG Curry enjoys watching soldiers train and having the ability to see as many as he can while he is traveling.

g.  Dietary habits: BG Curry drinks black coffee throughout the day. In the afternoon, he drinks tea and bottled water .  Around lunch time inquire if he would like anything to eat.

GENERAL DUTIES

1.  Office Opening and Closing Procedures
  A.  Actions to be completed prior to Commandant’s arrival.

    1.  Unlock all office doors (you have access to) and MP Conf Room.

    2.  Turn on main office lights and one bank in Conf Room.

    3.  Turn on both coffeepots.

    4.  Turn on all PCs and printers.  Run Scan and access all Outlook accounts.

5. Access and Print CGs Calendar (2 Copies)

6. Cross check all info for validity and relevance. 

       a.  Date and time correlation between calendars of CG and Commandant; look  

       for who is senior rep and what they are representing at attended event        

       (MANSCEN, USAMPS, BDE, DOT, etc.).

        b.  Cross check to see if there are listed events the boss should attend that we do 

        not have on the calendar (post listed events or events with MPs being honored or                                                  

        involved).

        c.  Don’t let personal issues reach the post calendar (doctor visits, personal visits, 

        etc.).

        d.   Hi-Lite events where the CG and Commandant will attend the same events.

    7.  Gather all material relevant to the day from accordion folder; review and keep in 

    your possession (including the 2nd copy of the CGs Calendar).  Take items that the Commandant  

    needs for review prior to events and include in Commandant morning desk packet.  Verify  

    location/time/and inclement weather calls/ and unit awareness of Commandant and/or Spouse 

    attendance.

    8.  Create Morning Desk Packet consisting of an event card (created day prior), CGs 

    calendar, and review materials in sequence of occurrence 

    (BIOS, point papers, etc).  Place on center of his desk.

    9.  Turn on “lite”  bank of lights in Commandant’s office, 1 level on desk lamp, and open 

    blinds.

    10.  Stand By; -Ensure his flag is placed at his arrival.

  B.  Close-out Procedures

    1.  Ensure all PCs are closed down, shades down, lights off, coffee prepped for next 

    day, flag is in, and  event cards are printed and scrubbed for correctness. 

    Ensure cleaning standards as per SOP.

3.  Calendar / Event Card Scrubs  

  A.  Calendar Scrubs (Commandant wishes to do as much troop interaction as possible)

    1.  Coordinate Calendar events between the CG calendar, Commandant Calendar, AC Calendar, 

    USAMPS long Range, USAMPS Visitors log, Post Visitors Log, DOT, and NCOA.

    2.  Look for events that appear on one and not the other, incorrect dates/times/locations 

    for events, who is covering what event and what is the main organization represented.

    3.  Plan

      a. Prebriefs prior to main events and VTCs.

      b. Office calls by and need to accompany VIPs.

      c.  Need for notes, gifts, and prepayment of events.

      d. Inbrief of all OB/CCC/PCC/ASAC/BNCOC/ANCOC classes.

      e.  If possible, have inbriefs prior to socials/combined mixers

      f.  Coordinate VIP visits with USAMPS main events for possible itinerary inclusion.

      g.  Leave movement/reconstitution time between events.

      h.  Type of uniform required and changing time/location available for each event

    4.  Deconflict

      a.  Graduations and rites of passage for OSUT/OB/CCC/PCC/ASAC/PLDC/BNCOC/

      ANCOC and MPI classes.

      b.  Promotions, award ceremonies, re-enlistments, and changes of command.

    5.  Back-bitters

      a.  check date and day (top) of event card for correctness.

      b.  ensure all the days activities and uniforms on card are annotated.

      c.  ensure all times are correct, “logical” and locations are correct.

      d.  ensure adequate movement/changing time between events.

      e.  have 4 cards printed (1 for home folder, 1 to driver, 1 to desk packet and 1 to aide). 

4.  Briefings and Prebriefings

A.  Ensure data is most current

    1.  Check respective agencies for updates.

    2.  Check web sites for posted briefings.

    3.  Check with DPO or CoS office to crosscheck any Trans Directorate or MANSCEN level inputs;

    If any briefing contains more than one source, ensure all have talked before brief is due.

    4.  DPO holds all constructed briefing books.  Check with them for old, updated, or “need to makes”.

 B.  Have either yellow pad or large notecards available for Commandant to write notes (ensure Commandant has “the Pen”).

5.  Common Questions

  A.  Who is going/driving/flying/presenting/speaking/graduating/arriving 

  B. What have we done in the past

  C. What have other Commandants done

  D. What are the other Commandants doing/wearing/flying/driving/etc.

  E.  Where are/is (insert party here) staying/traveling to/from/conducting event

6.  MIL AIR

  A.  use form 282 in Form filler, look for example in D drive (Formflow) 

  B.  save copies for reference

  C.  constantly check flight status with airfield

  D.  check on flight status with josac at jalisweb.transcom.mil/josac/flight info/conus-public

  E.  Airfield designator for Forney airfield is KTBN 

  G.  For future reference: There must be a 2 hr window inputted for the desired/earliest departure time and the  desired/latest arrival time on all Military Aircraft Mission Support Request (FLW Form 282). That simply means that if your desired time to depart Fort Leonard Wood is 0700 hours you must put the earliest departure time would be 0500.  If your desired arrival time is 0930 then the latest arrival time must be 1130.  This does not mean that the aircraft will depart/arrive at those times, but this must be inputted for JOSAC to accept the request. All request must be made using the latest FLW Form 282 (attached). If you have any questions concerning filling out your FLW Form 282 please fill free to contact SSG Jerry Richards, PFC Rebecca Cook or PV2 Christina Casey at 6-0165.
 H.   MIL Air into Springfield usually lands at the General Aviation Terminal located to the right of the main  

  terminal.  

  I.  Get manifest from both the Airfield and the requesting agency to compare who is going.

  J.  Ensure Airfield has updated contact roster.

7.  VAN SOP

  A. Vehicle is to be fully fueled and cleaned at all times.

  B. Vehicle will always have state and installation maps.

  C. Vehicle will have 1 star plate at all times.

  D. Vehicle will have phone / positive comms when rolling.

  E. Vehicle will have water/tea stocked before rolling.

  F.  Have TA-50 available in vehicle for the Commandant for training visitation

8.  TRAVEL BOOK SOP

  A.  Have updated weather

  B.  Have updated Itinerary

  C.  Use “real” maps as opposed to computer maps.  Computer is last resort.  Photo Copy the maps and hilite  

  routes.  Hilite start and end  points, advise if tolls required, construction, or any special considerations.

  D.  Inform if rental car pickup is on or off site (on site preferred).  If off site, plan adequate time for turn in.

  E.  Get confirmed seat assignment; If none available, call airline direct (sometimes works, sometimes doesn’t)

  F.  Check flight schedules on web to confirm.  

11.  COIN SOP

  A.  Coin Count is found under AIDE/lists and rosters/coin count

  B.  Reorder decision point is at 100 count

  C.  Paperwork is kept at DPO

  D.  Always have a minimum of 20 in bag and a few ready in your pocket.

  E.  Known coin distro is:

    1.  OSUT Graduations [8-10 avg per graduation] (every soldier recognized up front, civilian recognee, cadre 

    recognee, and every Company  Cadre that this is their last graduation they will attend)

    2.  ANCOC/BNCOC- [3 per] Honor Graduate/ leadership/ PT award  : PLDC (only if honoree is MP)

    (note:  if an international student is in NCOA, the international honor student will get a coin)

    3.  OA/OB [3 per]- DHG/ international DHG / Leadership

    4.  ASAC/OSARC [2 per]

    5.  TDY – soldiers/pilots/ drivers/ escorts/  “significant worker bees”/ OCUNUS have 75-80 with you.

    6.  Soldier board winners/ MANSCEN Level Award winners

12.  VTC

Check with VTC center to confirm airtimes.  They are the ones who really know when a VTC starts.

13.  Social Events

  A.  PCC (warmer weather)

    1.  Red Wine 4 bottles

    2.  White wine 1 bottle

    3.  Beer 2 cases (1.5 icehouse / .5 coors lite [crowd dependant] )

    4.  Ice 10 bags (outside event)

    5.  Diet drinks v. regular drinks (usually 3/1 ratio )

    5.  Setup in anteroom next to garage.  Have them come to you.  You can prepo a set of diet, regular and sprite 

     soft-drinks at first arrival and refill as required after first charge. 

14. Gift Log

A.  Maintain a log of gifts that the Commandant receives.  Annotate whom the gift was from, when he received it, what it is, what it was for, and an approximate dollar value.  Have the SJA office periodically check the log and annotate that all gifts were received without violation of the joint ethics code.

15. Aide Fund

A.  Maintain a log of all purchases made with Aide Fund money.  Annotate date of purchase or deposit, description of the transaction, and dollar amount.  Review the log periodically so you can be prepared to explain expenditures to the Commandant.

PLANNING GUIDE

Dining / Social Events

Cost 

Payment options and requirements

Menu

Dress / what are senior leaders wearing?

Sequence of events / rehearsal times? / copy of program

Receiving Line participants and start time

Invitees (invite level) / Attendees

Seating arrangements

Guest speakers/toast requirements

Gift exchange or speech expectations

Bios on VIPs / guest speakers

Protocol considerations (indoor/outdoor/flags/etc.)

Escort Events

Itineraries






Lodging arrangements

Official transportation arrangements

Transportation responsibilities / pick-up, drop-off, rally points (ref. Travel/Trans)

Briefing requirements

  1.  subject

  2.  read-ahead

  3.  format

  4.  location of  “pitch”

  5.  setup of  “pitch” location

  6.  props and GTA display devices

Gift exchange or speech expectations

Dining or other social event requirements (ref. Dining / Social  events)

Travel Events

Itinerary









Lodging arrangements




       


  1.  type and location







  2.  cost and payment requirements / options (of room and services)        

  3.  location of co-travelers

  4.  contact #s

Trans to, during, and from TDY site



1.  conveyance type / rally point / rental pickup        

  2.  actual travel time and layovers, class of travel
  

  3.  conveyance manifest
 

4.  luggage and equipment restrictions


5. rest and recovery opportunities and locations



  


6. rental car drop-off costs 

TDY considerations

1 OCUNUS / NATO travel and TDY orders

2.  official and personal passport #s

3.  meals (ref. Dining / social events) 

4.  conference fees and cost breakdowns

5.  confirmation #s for reservation / cancellations 

6.  medication requirements

Telecom capability

  1.  remote dial-in access capability, protocol, and #s / coms capabilities while enroute

  2.  farside DOIM support if required or available

  3.  work, home, emergency contact  #s  for key personnel (BPR or Cell)

Uniform requirements

  1.  military                                            



  2.  civilian  



 

 

  3.  change over time and locations

 


  4.  local customs and requirements

  
 

Special considerations

1. “battle rattle” requirements

2. security requirements

3.  safety equipment requirements
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