TRAINING STAFF

SCHEDULE CHANGE NOTIFICATION PROCEDURE

DRUM ’99


This memorandum will serve as the official procedure for notifying encampment personnel of schedule changes.  Each member who is notified, is obligated to disseminate the information to their subordinates.


INITIAL ACTION:
-Training Staff is notified of change





-Training Staff alters schedule accordingly





-Training Staff prints hard copies of change

DURING THE DUTY DAY:
-Training Staff will publish a special order to accompany hard copies of change


-Special order and hard copies of change will be delivered to Communications for distribution and dissemination to the following personnel:



Encampment Commander



Commandant of Cadets



Cadet Commander



Cadet Executive Officer

AFTER THE END OF THE DUTY DAY:


-Training Staff will distribute hard copies to the above listed personnel personally.

