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I am an American Soldier.
I am a Warrior and a member of a team.
I serve the people of the United States and live the Army Values.

I will always place the mission first.
I will never accept defeat.

I will never quit.

I will never leave a fallen comrade.

I am disciplined, physically and mentally tough, trained and
proficient in my warrior tasks and drills.

I always maintain my arms, my equipment and myself.

I am an expert and I am a professional.

I stand ready to deploy, engage, and destroy the enemies of the
United States of America in close combat.

I am a guardian of freedom and the American way of life.

I am an American Soldier.
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TOPIC 2. GENERAL ORDERS

1st General Order

I will guard everything within the limits of my post and quit my post only when
properly relieved.

2nd General Order
I will obey my special orders and perform all my duties in a military manner.
3 General Order

I will report violations of my special orders, emergencies, and anything not covered in
my instructions, to the commander of the relief.

How to state your orders to an inspecting officer:

e As the office approaches, stop what you are doing, stand at attention and

salute.
e After the officer returns the salute, execute order arms. Remain at attention.

e Inspecting officer will command, “at ease” and will question you about your

orders.

e Say: “Sir/Ma’am, my orders are of two classes, general and special. My general

orders are (state all three general orders).

e After that, answer any questions the officer has about the special orders for

your post.
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TOPIC 3. ARMY VALUES

LOYALTY
Leaders who demonstrate loyalty:

e Bear true faith and allegiance in the correct order to the Constitution, the
Army, and the organization.

e Observe higher headquarters’ priorities.

o Work within the system without manipulating it for personal gain.

DUTY
Leaders who demonstrate devotion to duty:

 Fulfill obligations —professional, legal, and moral.
o Carry out mission requirements.

e Meet professional standards.

o Set the example.

o Comply with policies and directives.

o Continually pursue excellence.

RESPECT
Leaders who demonstrate respect:

o Treat people as they should be treated.

o Create a climate of fairness and equal opportunity.

e Are discreet and tactful when correcting or questioning others.

e Show concern for and make an effort to check on the safety and well being of
others.

e Are courteous.

o Don’t take advantage of positions of authority.
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SELFLESS SERVICE
Leaders who demonstrate selfless service:

o Put the welfare of the nation, the Army, and subordinates before their own.

e Sustain team morale.

e Share subordinates” hardships.

» Give credit for success to others and accept responsibility for failure
themselves.

HONOR
Leaders who demonstrate honor:

o Live up to Army values.
e Don'tlie, cheat, steal, or tolerate those actions by others.

INTEGRITY
Leaders who demonstrate integrity:

e Do what is right legally and morally.

e Possess high personal moral standards.

e Are honest in word and deed.

e Show consistently good moral judgment and behavior.
o Putbeing right ahead of being popular.

PERSONAL COURAGE
Leaders who demonstrate personal courage:

e Show physical and moral bravery.
o Take responsibility for decisions and actions.
o Accept responsibility for mistakes and shortcomings.
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TOPIC 4. ARMY STRUCTURE

TEAM - 3 to 4 soldiers. Usually led by a corporal or sergeant. While the squad is considered
the smallest element in Army structure, a team may break away from the squad for a specific
task.

SQUAD -9 to 10 soldiers. Typically commanded by a sergeant or staff sergeant, a squad or
section is the smallest element in Army structure, and its size is dependent on its function.

PLATOON - 16 to 44 soldiers. A platoon is led by a lieutenant with an NCO as second in
command, and consists of two to four squads or sections.

COMPANY - 62 to 190 soldiers. Three to five platoons form a company, which is
commanded by a captain with a first sergeant as the commander’s principal NCO assistant.

BATTALION - 300 to 1,000 soldiers. Four to six companies make up a battalion, which is
normally commanded by a lieutenant colonel with a command sergeant major as principal
NCO assistant. A battalion is capable of independent operations of limited duration and
scope

BRIGADE - 3,000 to 5,000 soldiers. A brigade headquarters commands the tactical
operations of two to five combat battalions. Normally commanded by a colonel with a
command sergeant major as senior NCO, brigades are employed on independent or semi-
independent operations.

DIVISION - 10,000 to 15,000 soldiers. Usually consisting of three brigade-sized elements and
commanded by a major general, divisions are numbered and assigned missions based on their
structures. The division performs major tactical operations for the corps and can conduct
sustained battles and engagements.

CORPS - 20,000 to 45,000 soldiers. Two to five divisions constitute a corps, which is typically
commanded by a lieutenant general. As the deployable level of command required to
synchronize and sustain combat operations, the corps provides the framework for multi-
national operations.

ARMY - 50,000+ soldiers. Typically commanded by a lieutenant general or higher, an army
combines two or more corps. A theater army is the ranking Army component in a unified
command, and it has operational and support responsibilities that are assigned by the theater
commander in chief.
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TOPIC 5. CHAIN OF COMMAND

In a military context, the chain of command is the line of authority and responsibility
along which orders are passed within a military unitand between different units.

Orders are transmitted down the chain of command, from a higher-rankedsoldier such
as a commissioned officetto lower-ranked personnel who either carry out the order
personally or transmit it down the chain as appropriate, until it is received by those
expected to carry it out.

In general, military personnel give orders only to those directly below them in the
chain of command and receive orders only from those directly above them. A service
member who has difficulty carrying out a duty or order and appeals for relief directly
to an officer above his immediate commander in the chain of command is likely to be
disciplined for not observing the chain of command.

The concept of chain of commandalso implies that higher rank alone does not entitle a
higher-ranking service member to give commands to anyone of lower rank. For
example, an officer of unit “A” does not directly command lower-ranking members of
unit “B”, and is generally expected to approach an officer of unit “B” if he requires
action by members of that unit.

The chain of command means that individual soldiers take orders from only one
superior and, if they are of the appropriate rank, only give orders to a defined
group of people immediately below them.

Generally, there are four major paths of increasingly senior levels of responsibility and
authority:

e Commissioned Officers: policy, management, budget, logistics, planning.
e Warrant Officers: specialists in law, maintenance, aviation, personnel, etc.
e Noncommissioned Officers (NCOs): lead, train, educate, serve as mentors.
e Enlisted: carry out day to day business and activities.

PAGE 7



MILITARY CAREER PREPARATION STUDY GUIDE CHAPTER ONE

TOPIC 6. ARMY RANK

Enlisted Rank

E-1 E-2 E-3 E-4 E-4
No Insignia A
. ) Private First o
Private Private al Specialist Corporal
ass
“Private” “Private” ) “Specialist” “Corporal”
“Private”
E-5 E-6 E-7 E-8 E-8
I d
Sergeant First First Sergeant
Sergeant Staff Sergeant Master Sergeant .
Class “First Sergeant”
“Sergeant” “Sergeant” . , “Sergeant” )
Sergeant Top
E-9 E-9 E-9
. -1 . ] .. ]
) Command Sergeant Major
Sergeant Major .
b Sergeant Major of the Army
Sergeant b .
., Sergeant Sergeant
Malor s 7 T 77
Major Major



http://www.us-army-info.com/pages/ranks.html#enlist

Warrant Officers

When greeting a warrant officer, say the officer’s last name after their rank.

During a conversation, refer to the warrant officer you are speaking with as ‘Sir/Ma’am.’

W-1 W-2 W-3 W-4 W-5
H - —
. . I ||
- . —
Warrant Officer || Chief Warrant Chief Warrant Chief Warrant Chief Warrant
1 Officer 2 Officer 3 Officer 4 Officer 5
“Mr.” or Mrs.” “Chief” “Chief” “Chief” “Chief”
Officers

When greeting an officer, say the officer’s last name after their rank.

During a conversation, refer to the officer you are speaking with as “Sir/Ma’am.’

O-1 0-2 O-3 O-4 O-5
i
Second i ) . . .
) First Lieutenant Captain Major Lieutenant Colonel
Lieutenant . . ]
. “Lieutenant” “Captain” “Major” “Colonel”
“Lieutenant”
0-6 O-7 O-8 09 O-10
Brigadier ) Lieutenant
Colonel Major General General
General General
“Colonel” “General” “General”
“General” “General”
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TOPIC 7. CUSTOMS AND COURTESIES

Whom should you salute?

YES: All commissioned officers and warrant officers

NO: Noncommissioned officers, other enlisted personnel, anyone of the same rank
When should you salute?

e Outdoors with no cover overhead, when approaching/approached by an officer

e Upon hearing the national anthem

e When national colors pass

e Atreveille and retreat

e Rendering/sounding of honors

¢  When uncasing or casing the colors

e Pledging allegiance to the flag (outdoors and in uniform)

e When reporting to an officer, when officer dismisses you, or when officer
departs

When should you not salute?

e Beneath any overhead cover, even if outdoors

e When indoors, except reporting

¢ Inindoor public places such as stores, theaters

e While in a work detail or formation (only the highest ranking soldier salutes)

Reporting to an officer:

1. If indoors, remove your headgear.

2. Turn your head and eyes toward the person, stand at attention, salute.

3. Keep saluting until the salute is returned.

4. If you were summoned, say “Sir/Ma’am, Private (last name) reports as
ordered.” If you were not summoned, say “Sir/Ma’am, private (last name)
reports.”

Other customs and courtesies:

e When talking to an officer, stand at attention until given the “at ease” order.

e When an officer enters the room of subordinate personnel, the first soldier to
recognize such calls all others in the room to attention (but does not salute).

e Position of honor: when walking with someone senior in rank to you, the
person of senior rank should be on the right side.

e If directly addressed by an officer while you are seated in a chair, rise to
attention.
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TOPIC 8. BASIC DRILL AND CEREMONY COMMANDS

Fall In

Dress Right, DRESS
Ready, FRONT
Parade, REST

At Ease

Attention

Open Ranks, MARCH
Close Ranks, MARCH
Right, FACE

Left, FACE

About, FACE
Forward, MARCH
Route Step, MARCH
Column, HALT
Present, ARMS
Order, ARMS

Fall Out

Dismissed
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TOPIC 9. DRILL AND CEREMONY: TERMINOLOGY

Element- This is an individual, squad, section, platoon, company, or larger unit formed as part of
the next higher unit.

Formation- This is an arrangement of the unit's elements in a prescribed manner such as a line
formation, in which the elements are side-by-side, and column formation, in which the elements are
one behind the other. In a platoon column, the members of each squad are one behind the other

with the squads abreast.

Front- This is a space from one side to the other side of a formation, and includes the right and left
elements.

Depth- This is a space from the front to the rear of a formation, including the front and rear
elements.

Distance- This is the space between elements that are one behind the other. The distance between
individuals is an arm's length plus 6 inches, or approximately 36 inches, measured from the chest of
one soldier to the back of the soldier immediately to his front.

Interval- This is the space between side-by-side elements.

Rank- This is a line that is only one element in depth.

File- This is a column that has a front of one element.

Guide- This is the person responsible for maintaining the direction and rate of march.

Post- This is the correct place for an officer or noncommissioned officer to stand in a prescribed
formation.

Head- This is a column's leading element.

Base- This is the element around which a movement is planned or regulated.
Cadence- This is a uniform rhythm or number of steps or counts per minute.
Quick Time- This is a cadence of 120 counts (steps per minute).

Double Time- This is a cadence of 180 counts (steps per minute).
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TOPIC 10. DRILL AND CEREMONY: FACING MOVEMENTS

Facing to the flank is a two-count movement for turning to one side or the other. The
command is "Left, face" or "Right, face." The Figure below illustrates "left face." On the
command of execution, "Face," slightly raise yourself 90 degrees to the left on your left heel. A
slight pressure on the ball of your right foot will help you do this correctly. Keep your right
leg straight, but not stiff. On the second count, place your right foot beside your left foot, and
resume the position of attention. Hold your arms as you would while at attention as you
execute this movement. Right face will be executed in the same way as left face, substituting
right for left and left for right.

COUNT ONE
™0

Facing to the rear is also a two-count movement and is illustrated in the figure below. The
command is "About, face." On the command of execution, "Face," touch the toe of your right
foot to the ground about half the length of your foot to the rear and slightly left of the left heel.
Rest your weight on the heel of your left foot, and allow your right knee to bend naturally. On
the second count, turn 180 degrees to the right on the left heel and on the ball of the right foot,
resuming the position of attention. Hold your arms at attention when executing this
movement.

START COUNT ONE COUNT TW0
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TOPIC 11. MILITARY TIME

Regular time uses numbers 1 to 12 to identify each of the 24 hours in a day. In military time,
the hours are numbered from 00 to 23. Midnight is 00, 1 a.m. is 01, 1 p.m. is 13, and so on.

Regular and military time express minutes and seconds in the same way. When converting
from regular to military time and vice versa, the minutes and seconds do not change.

Regular Military Regular Military
Time Time Time Time
Midnight 0000 Noon 1200
1:00 a.m. 0100 1:00 p.m. 1300
2:00 a.m. 0200 2:00 p.m. 1400
3:00 a.m. 0300 3:00 p.m. 1500
4:00 a.m. 0400 4:00 p.m. 1600
5:00 a.m. 0500 5:00 p.m. 1700
6:00 a.m. 0600 6:00 p.m. 1800
7:00 a.m. 0700 7:00 p.m. 1900
8:00 a.m. 0800 8:00 p.m. 2000
9:00 a.m. 0900 9:00 p.m. 2100
10:00 a.m. 1000 10:00 p.m. 2200
11:00 a.m. 1100 11:00 p.m. 2300




What about Military Minutes?

Regular and military time use the same number of minutes per hour and they use
minutes in exactly the same way. Military minutes do not exist and there is is no need
to convert minutes when going back and forth between the two time systems.

What about Midnight?

The question sometimes arises whether midnight is written as 2400 or 0000. Military
and personnel refer to midnight both ways. However, digital watches and clocks that
display time in a 24-hour format and computer equipment treat midnight as the start
of a new day and express it as 0000.

Writing Military Time

Write military time as hours and minutes without a colon and add the word "hours"
afterward. The format is: hoursminutes

Example: 1331 or 1331 hours

Pronouncing Military Time

The Civilian Time Is Written Is Pronounced
1:00 am 0100 “Oh one hundred hours”
10:00 pm 2200 “Twenty-two hundred hours”
7:52 pm 1952 “Nineteen fifty-two”
6:32 am 0623 “Oh six thirty-two”

Military Dates

Military dates are written as Day/Month/Year. The month is always abbreviated to its
tirst three letters. The year is always abbreviated to its last two numbers. For

example:
June 15,2003 =15 JUN 02 October 29,1993 =29 OCT 93
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TOPIC 12. PHONETIC ALPHABET

A - Alpha K - Kilo U - Uniform
0 — Zero (zee 10)
(al fah) (key loh) (you nee form)
B - Bravo L -Lima V — Victor
1 - One (wun)
(brah voh) (lee mah) (vik tah)
C - Charlie M - Mike W — Whiskey
2 — Two (too)
(char lee) (mike) (wiss key)
D - Delta N - November X - X-ray
3 —Three (tree)
(dell tah) (no vem ber) (ecks ray)
E - Echo O - Oscar Y - Yankee
4 — Four (fow er)
(eck oh) (oss car) (yang key)
F — Foxtrot P - Papa Z - Zulu
5 — Five (fife)
(foks trot) (puh pah) (zoo loo)
G - Golf Q — Quebec
6 — Six (six)
(golf) (keh bek)
H - Hotel R - Romeo
. - decimal (point) 7 — Seven (seven)
(hoh tell) (row me oh)
I - India S — Sierra
. - (full) stop 8 — Eight (ait)
(indee ah) (see air rah)
J —Juliet T - Tango
9 — Nine (niner)
(jewlee ett) (tang go)

The NATO Phonetic Alphabet was developed in the 1950s to be intelligible (and
pronounceable) to all NATO allies in the heat of battle. It replaced other phonetic

alphabets, for example the US military "able baker" alphabet.
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TOPIC 13. BATTLE BUDDIES

At any time you are in military uniform, you should be assigned to a battle buddy.
You and your battle buddy should serve as each other’s support system throughout
your military service experience. Working with your battle buddy will provide you
with your first chance to demonstrate to yourself and others that you can be a team

member.

The military defines a team as any group of people who work together to achieve a
particular goad or mission. Like any good military team, battle buddies share

common goals, work together, use effective communication and provide mutual

assistance.

In order to keep your battle buddy teamwork strong and successful, there are some

rules you and your buddy should always follow:

Never go anywhere without a buddy.

Inform your buddy where you will be at all times.

Pass on information that may affect your buddy.

Lean on each other for problem solving. Help each other.

Encourage your buddy to successfully complete all training requirements.
Make sure your buddy adheres to appearance and conduct standards.
Inform the drill sergeant of any problems or status changes in your buddy.

Assist your buddy in living the Army standards.

So remember, always stick with your battle buddy. The quality of your battle buddy
relationship will be a key factor in accomplishing military training and actual military
missions successfully. This could mean the difference between a successful mission or
becoming captured, wounded or killed.
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TOPIC 14. FRATERNIZATION AND SEXUAL HARASSMENT

Personal relationships between superiors and subordinates are prohibited.

This means that there can be no personal relationships between:
e Officers and NCOs
e Officers and enlisted personnel
e NCOs and enlisted personnel
e Those of differing ranks

“Personal relationships” include:
e Dating
e Sharing living accommodations
e Business enterprises
e Gambling, drinking, dancing
e Sexual conversations
e Intimate or sexual relations
e DPublic displays of affection

Soldiers cannot enter into any area designated for the opposite sex (barracks, latrines,
etc.) unless required to do so by training missions, duty or safety emergencies.

Sexual harassment is inappropriate and unacceptable conduct.

Sexual harassment is a form of gender discrimination that involves unwelcome sexual
advances, requests for sexual favors and other verbal or physical conduct of a sexual
nature, particularly when it creates an intimidating, hostile or offensive work
environment, or potentially affects an individual’s job, pay and/or career stability.

Types of sexual harassment include:
e Verbal, for example: telling sexual jokes, whistling, or talking in a sexual way.
e Nonverbal, for example: Blowing kisses, making inappropriate hand gestures.
e Physical contact, for example: inappropriate touching, blocking a doorway.

Possible consequences include: reprimand, fines, forfeiture of pay, reduction in
pay, dismissal, dishonorable discharge. Use the chain of command to report sexual
harassment, or an alternative such as a Chaplain, Provost Marshall, EO hotline, etc.
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TOPIC 15. PHYSICAL FITNESS

The Army Physical Fitness program has two factors: the weigh-in and the Physical

Fitness Test. The APFT is a three-event physical performance test used to assess

endurance. The three APFT events are two minutes of push-ups, two minutes of sit-

ups, and a timed 2-mile run. Your age, gender and the amount of repetitions or time

elapsed for each event determines your score.

Age Group

17 -21

22-26

Examples of the minimum requirements for the APFT:

Gender

Male
Female
Male

Female

Push-Ups

42
19
40
17

Sit-Ups

53
53
50
50

15:54
18:54
16:36
19:36

Examples of maximum weight based on gender and height.

2-Mile Run

Maximum weight by years of Maximum weight by years of
age for females age for males
(I;leci}‘f:) Noli‘r' il;rrigzrs‘firc‘:ce 1720 | 2127 | 28-39 42:;‘1 1720 | 2127 | 28-39 422:‘1
'K o Non-Prior 141 145 149 153 163 165 168 171
(G ft.5in.) Prior 137 141 145 149 155 159 163 165
F oo Non-Prior 146 150 154 158 168 170 173 177
5 ft. 6in.) Prior 141 146 150 154 160 163 168 170
VAo Non-Prior 149 154 159 162 174 176 179 182
(5 £t.7. in) Prior 145 149 154 159 165 169 174 176
b We Non-Prior 154 159 164 167 179 181 184 187
5 ft. 8in.) Prior 150 154 159 164 170 174 179 181
b N2 Non-Prior 158 163 168 172 184 186 189 193
(6 ft.9in.) Prior 154 158 163 168 175 179 184 188
Ay Non-Prior 163 168 173 177 189 192 195 199
(5 ft. 10 in.) Prior 159 163 168 173 180 185 189 192
X huo Non-Prior 167 172 177 182 194 197 201 204
(5 ft. 11 in.) Prior 163 167 172 177 185 189 194 197
I Non-Prior 172 177 183 188 200 203 206 210
(6 ft.) Prior 167 172 177 183 190 195 200 203







