Headquarters and Headquarters Detachment, 404th Chemical Brigade

Drill Preparation Data Sheet

Purpose:  This form is a log to ensure that the chain of command contacts all soldiers in the unit on a regular basis prior to each drill.  At a minimum, leaders will provide the soldier with: date of drill, report time, location, uniform, and equipment requirements.  Leaders will ensure that the soldier is able to actively participate in training.  Leaders will provide an overview of training highlights and any additional requirements (i.e. KP, class instructor, etc.).  This is also a good opportunity for the chain of command to discuss any pay or administrative problems and uniform or equipment needs.  

Instructions:

1. Each Section OIC/NCOIC in the chain of command will complete this form prior to drill.

2. Submit completed form to the Detachment Sergeant prior to first formation.

Drill Date:

Person Making the Contact (Include Rank, Name and Duty Position):



Key Information:



Contacts:

Rank 
Name
Duty Position
Phone Number
Remarks
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