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Department of the Army

headquarters EASTERN region

united states army cadet command

fort KNOX, KY  40121-5610


            reply to


            attention of:

ATOE-ZA







               9 April 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Region Commander's Visits (SY 2003-2004)

1. PURPOSE:  The purpose of this memorandum is to provide guidance for planning and coordination of visits by the Commander, Eastern Region, accompanied by the Command Sergeant Major, Eastern Region, to universities and colleges in Eastern Region.

2. INTENT:  My intent is to see all Professors of Military Science (PMS) at least once a year and new PMS at least two times a year.  One of those periods is at Leader’s Training Course or National Advanced Leadership Camp iterations, and the second visit is at the annual Eastern Region Commander's Conference.  I will also make on-site visits to as many schools as practical during the year.

3. CONCEPT:

    a. As a rule, I will visit one school per day over a 2-day to 3-day period.  My visits will begin on/about 0900 and end NLT 1400.  As soon as possible after 1 June 2003, I will forward a list of schools I plan to visit during School Year 2003-2004.  Normally, I will travel during the middle of the week (usually Tuesday-Thursday) and will plan to return NLT COB the third day.  There is no "standard" agenda for visiting each battalion, but there are four specific areas I would like addressed during each visit (they are listed below).  PMS will recommend an itinerary, based upon my arrival and departure times (to be coordinated with my secretary) and submit the itinerary for my approval.  The recommended itinerary will be submitted to my secretary at least 15 days prior to the stated visitation for approval and modification.

    b. Activities to see or visit are listed in priority:

        (1) Battalion Overview/Staff Training Brief (1 hour).  I’m most interested in hearing/seeing the specifics of the PMS’ game plan for executing “Way Ahead” and meeting all mission requirements associated with recruiting (scholar, athlete, leader), retaining, developing and commissioning future Army leaders.

        (2) Cadet Forum (about 1 hour).  I don’t want cadets to miss any academic classes to participate in any part of my visit.
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        (3) Tour Facilities
        (4) Sensing Session with Cadre
        (5) Office Call w/University Official(s) (not required)

    c. Other activities to visit, if time permits (not in priority):

        (1) Visit to JROTC--one per state per academic year (included in an SROTC battalion visit)

        (2) Office call w/TAG

        (3) Visit to support unit/installation to include local reserve units

        (4) University functions in which showing the "flag" would help promote ROTC

4. GENERAL GUIDELINES:

    a. The first rule is there is no set routine or format.  Activities will depend on time available, the situation at hand, and the training events available during the visit.

    b. There is no longer a Cadet Command standard battalion brief.  Each PMS will prepare briefing slides and should also be prepared to brief their 5-Year Plan and reconcile their Blitz Reports.  Cadre should attend, if available, and/or brief.  As a rule of thumb, allow no more than 40 minutes for the brief, and allow an additional 20 minutes for questions and discussion.

    c. Cadet briefings are not required but are welcome if the situation warrants and time permits.  I desire to hold cadet forums, so the visits should include a cadet forum, based on cadet schedules, etc.  Cadet forums will be an informal meeting between the commander and the cadets with priority to advance course cadets (MS IIIs and IVs).  Cadre attendance is not desired.  (I reiterate that I don’t want cadets to miss any academic classes to participate in any part of my visit.)

    d. Office visits with the president/chancellor or dean of academic department supervising the PMS are not automatic.  They are only to be scheduled if the official desires an office call or if an issue needs to be discussed with the commander.  When scheduled, ensure sufficient time (but no more than 10-15 minutes) and provide adequate read-ahead on any controversial issues.
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    e. The uniform for the visit is Class B unless a special event or ceremony dictates otherwise (Class A will be brought upon request).  This will be coordinated in advance with my secretary.

    f. In conjunction with the PMS and cadre, university officials and/or influencers may be invited to lunch at a local restaurant.  If the visit coincides with an activity at the university, an invitation should be extended when the visit is announced.  Do not commit me to social engagements without obtaining prior acceptance (through my secretary), to include interviews by university officials.  I prefer to have lunch during my visit at the battalion, but a formal luncheon or dinner is not necessary, nor required.
    g. I cannot accept any gratuity from universities or school officials; this includes luncheons, game tickets, etc.

    h. Normally, I will travel via military aircraft (C-12), commercial air and rental car, or government vehicle.  The PMS should coordinate with my secretary reference the location of the nearest airport that can accommodate the military aircraft.  The PMS should meet my staff and me at the airfield and transport all to the university and/or lodging, and should escort all back to the airfield for our departure, or on to the next visit site, as appropriate.  The Region CSM and one or two other members of the region staff may accompany me on school visits.  The Senior NCO at each battalion being visited should coordinate with the Region CSM reference his itinerary for the visit.  If staff members accompany me, they will coordinate with the battalion reference their visit.

    i. Pilots will make their own billeting arrangements (if they remain overnight).  Accommodations convenient to the airport are not necessarily convenient to the

university/PMS.  In the event the pilots do remain overnight, the battalion may be asked to provide a government vehicle for the pilots’ use during their stay.  (This rarely occurs, and my secretary will contact the battalion if the need arises.)

    j. In instances where air transportation is not practical between battalions, the PMS will be asked to transport my staff and me via government sedan to his/her university.  Distances should not normally exceed 1 hour in travel time.

5. RESPONSIBILITIES:

    a. Commander's Secretary:  Will make all arrangements for milair or commercial travel and will publish the final approved itinerary after coordination of the itinerary with the PMS.
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    b. Region Staff:

        (1) Will provide their input for the trip book to my secretary NLT 14 days prior to the visit.

        (2) Is at liberty to join me on these visits if it supports their particular staff area of supervision (notify my secretary if you wish to accompany me on any of the visits).

    c. Brigade Commanders:

        (1) Will coordinate and arrange the major aspects of my visits, obtain proposed itineraries from battalions, and submit them to my secretary for final approval by me NLT 15 days out (or as soon as possible based on receipt of my travel schedule).

        (2) Need not be present during the visit; however, they may attend if, in their estimation, the situation warrants.

        (3) Will prepare any fact sheets on situations that deserve my attention or advisement.

    d. PMS:

        (1) Will host me as directed by their brigade commander and as approved by me.

        (2) Will make all overnight billeting arrangements and necessary accommodations.  My CSM and I each require a single room (non-smoking) with reasonable rates (within allotted TDY lodging rates for that area).  The hotel should have exercise facilities or an area near it conducive to running.  Do not consider discount motels, such as Motel 6, etc.  Names and titles of those accompanying me will be coordinated by my secretary with the PMS so you can make appropriate lodging arrangements for them as well.  Name of hotel, telephone number, room rate, and confirmation number(s) for all those visiting will be provided to my secretary.

        (3) No later than 15 days prior to the trip, will coordinate with my secretary reference the name and location of the airfield nearest your battalion (there is a requirement to submit military air requests NLT 2 weeks prior to date support is requested; therefore, all pertinent information is needed in sufficient time to adhere to this directive).

        (4) Will forward the draft itinerary to my secretary NLT 15 days prior to my visit.
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        (5) Will forward briefing slides to my secretary NLT 7 days prior to my visit for inclusion in my trip book.  These should be sent via email:  (klockowp@knox-rotc.army.mil) or by fax:  (502-624-3296).

        (6) Will forward biographical data on university officials/other dignitaries I will meet during the school visit.  This data should be sent to my secretary at region headquarters NLT 7 days prior to the visit and can be emailed or faxed (email address and fax number in previous paragraph).

    e. Five days prior to travel day, my secretary will finalize the itinerary, and submit the finalized trip book to me.

6. Point of contact in my office is:



Patti Klockow, Telephone (502) 624-1042/1446



Fax (502-624-3296)



E-mail: klockowp@knox-rotc.army.mil.







//original signed//







PAUL L. WILLIS







COL, TC
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