GETTING YOUR FRG STARTED
· Connect with the unit’s Family Readiness Support Assistant, if possible

· Register FRG with Army Community Service FRG Liaison (sample form enclosed)

· Appoint FRG volunteers – provide copy to ACS FRG Liaison (sample form enclosed)

· Leader

· Co-leader

· Informal Fund Custodian & Alternate (Treasurer)

· Key Callers

· Other volunteers as needed i.e., Newsletter Editor….
· Register as volunteer with Army Volunteer Corps Coordinator - contact Tephanie Hopper
· Ensure FRG volunteers receive written job descriptions

· Attend required FRG training for position (training calendar enclosed)

· Meet with previous FRG leader and/or any volunteers, if possible

· Discuss with Commander expectations and responsibilities for FRG

· Obtain Army FRG Operations AR 608-1 Appendix J (enclosed)

· Ensure Standard Operating Procedures are current..update/revise if necessary (enclosed)
· FRG Budget SOP

· FRG Informal Fund SOP

· FRG Newsletter SOP

· FRG vFRG SOP

· Ensure FRG Informal Bank account is established according to AR 608-1 Appx J
· Confirm if bank account is already established or if a new account is needed
· New account:

1. Commander provides authorization letter to Treasurer to open account under unit FRG’s name and unit mailing address

2. Apply for an Employee Identification Number through www.irs.gov
3. Select a bank

4. Order checks in FRG’s name with unit mailing address

5. Request signature card for verification of authorized check signing

6. Checks require 2 signatures 

· Existing account:

1. Commander provides authorization letter to add new Treasurer/alternate

2. Remove previous Treasurer/alternate if needed

