ARNG EO Smart Cards

The ARNG EO Smart Cards on Mobilization and EO are now available!  The official name is “NGB Form 332 FEB 2004”.  You can order them from the NGB Publications Management Center.  The attached Information Paper gives you the details.  POC: DMJ/207-626-4359.

All mobilizing Soldiers should receive these cards.

For more tools information on EO and Mobilization visit NGB-EO ARNG Training website:  http://www.ngb.army.mil/staff/special/eo/policyprograms/arng/training.asp
INFORMATION PAPER

SUBJECT:  National Guard Bureau Publications Management Center

1.  Purpose:  To inform NGB Directorates of our mission; the services and support we provide to the Bureau and to the Army and Air National Guard in the 54 States and Territories.

2.  Our Mission:  To be the most cost effective and responsive center for publication, reproduction, storage and distribution management of National Guard information products and advertising materials using our expertise and advancing technologies.

3.  Our Services:

a. Distribution – We manage the receipt, storage and distribution of advertising materials and convention booths.  The materials and booths belong to various organizations within NGB. Following established policies and guidelines, these materials and booths are shipped to various counterparts in the 54 States and Territories (i.e., recruiters, public affairs offices, family program coordinators, etc.)

b. Reproduction – We manage the reproduction and procurement of printed materials for the National Guard Bureau.  Following guidance issued in NGB Memorandum 25-30-CH11/5330.3, directorates submit requisitions for printing and duplicating services.  We ensure the request meets all legal and regulatory requirements.  We then determine whether the job can be completed at our in-house facility or be contracted to outside agencies.  Our in-house services are also offered to the 54 States and Territories. 

c. Forms Management – We manage, design, and distribute NGB Forms, both electronic and paper.  All forms utilized throughout NGB must meet standards and specifications issued by Department of the Army and the Air Force.  NGB Memorandum 25-4/33-104 offers guidance to all directorates regarding forms management.  We review all requests for forms and revisions to ensure all requirements are met.  We also design electronic versions of the forms for placement on the library web site.

d. Internet Library – We administer the NGB Publications and Forms Library web site at http://www.ngbpdc.ngb.army.mil.  The library web site is a repository for all current, authenticated, NGB administrative publications and blank forms.  In the near future, we hope to add a secure web site for publications not permitted on a public site, including implemented drafts and component listings.

e. Component Listings – We research, compile, and create unique Army National Guard Equipment component listings.  A component listing is like a preprinted hand receipt for large or complex end items.  While Department of the Army provides a large majority, there are still many end items unique to the National Guard.  We research not just the components that make up an end item, but also the use of these items by the National Guard.  When the Guard no longer has need for a component listing, it is rescind, just like any other publication.

f. CD-ROM Reproduction – We produce and reproduce CD-ROM.  We have a small CD-ROM production unit, which allows us to cost-effectively reproduce CDs.  Requests for these services range from single copies to hundreds of copies.  Our system has the capability of thermal printing “label” information directly on the CD.  CD reproduction is governed by the same regulations as paper reproduction and is addressed in NGB Memorandum 25-30-CH11/5330.3.

4.  Recommendation:  If you have any questions or concerns regarding the services we provide, contact us.  We are here to help and serve.







Ms. Cathy N. Freeman/DMJ/207-626-4359

