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Department of the Army

HEADQUARTERS EASTERN REGION

US ARMY CADET COMMAND

"THE BOLD LEADER REGION"

FORT KNOX KENTUCKY 40121-5610




ATOE-PA-M  (672)
1 August 2003

MEMORANDUM FOR 

Brigade Commanders

All SROTC Programs

All JROTC Programs

SUBJECT:  Letter of Instruction – Cadet Command Awards for Excellence

1.  The following procedures will be followed within Eastern Region for submission of nominees for Cadet Command Awards for Excellence.

2.  Brigades will establish a “special” annual awards board during the February/early March time frame.

3.  Brigades will receive nominations for the following categories:


a.  Instructor of the Year (officer and enlisted).  


b  Recruiting Operations Officer (ROO) of the Year.  


c.  Nurse Counselor of the Year.  


d.  Human Resource Administrator of the Year.  


e.  Supply Technician of the Year.  


f.  Junior ROTC Instructor of the Year (SAI and AI).  


g.  Professor of Military Science of the Year.


h.  GS5 – GS8 Civilian Employee of the Year.  This position is not for HRAs and Supply Techs.


i.  GS9 – GS11 Civilian Employee of the Year.


j.  GS12 – GS14 Civilian Employee of the Year.

4.  Brigades will submit up to two nominations per category (two officers and two enlisted for Instructor of the Year and two SAI and two AI for Junior ROTC Instructor of the Year) to HQs, Eastern Region NLT 15 March, or first working day after.

5.  Nominations will be in an individual manila folder with a file label centered on it.  The file label will contain the standard name line of nominee, category nominated for, and installation/school represented.  Categories which require a VHS tape will have a matching label attached to the tape and tape sleeve.  

6.  Incomplete nominations will not be considered.

ATOE-PA-M

SUBJECT:  Letter of Instruction – Cadet Command Awards for Excellence

7.  The POC is Stephanie Popham, (502) 624-5368 or e-mail pophams@knox-rotc.army.mil/.

FOR THE COMMANDER:

1 Encl
FREDERIC BATCHELOR

Excerpt of CC Reg 672-5-1
COL, AG


Chief of Staff


2

2-5.  Cadet Command Awards for Excellence

a.  Cadet Command Instructor of the Year Award.  Recognizes training excellence by identifying individuals in the categories of most outstanding Instructor and Assistant Professor of Military Science (APMS).  Each Region will board their nominee packets and submit one nominee, Annually, NLT 1 April, for each applicable category to HQ Cadet Command, ATTN: ATCC-PMD, Fort Monroe, VA  23651-5000.  
(1)  Eligibility Criteria:
a.  Army military nominees must have passed their latest Army Physical Fitness Test and meet Army height and weight standards IAW AR 600-9.  

b.  Nominee must have served as an instructor a minimum of nine (9) months.  

c.  Nominee must be a certified instructor per CCR-145-3, para 2-12(a-d).

d.  Civilian contractors serving as uniformed instructors; i.e., Cadet Command Assistant Professors of Military Science, are eligible for participation if they meet all listed requirements.  

(2)  Instructor performance is the focus.  Cadet Command Instructor of the Year Work Sheet (See Appendix A-1).  Use this guide to evaluate instructor performance and consider the following:

a.  Tactical and technical knowledge.

b.  Communication skills.

c.  Appearance and military bearing.

d.  Training literature development, research, and publication of articles.

(3)  Nomination Procedure: Memorandum of recommendation from the Battalion Commander, through Brigade, and Region Commanders.  Headquarters, (ATCC-TT) Cadet Command will convene a board to select a winner.  The narrative, not to exceed one page, will comment on the individual's achievements and exceptional performance in areas noted above.  In addition each packet will contain: 

a.  Letter of transmittal that includes school POC's name, mailing address, DSN telephone number, and statement that nominee(s) meets requirements outlined in paragraphs 3b-d.

b.  Tab A, single-spaced, typewritten, one-page narrative of:

(1)  Nominee's view on meeting the challenge of being an instructor.

(2)  Nominee's view on his/her greatest contribution as an instructor.

c.  Tab B, one standard DA color photo of nominee in service Class A uniform or, for civilian nominees, appropriate civilian attire.

d.  VHS 1/2 inch, 10-15 minute videotape of each nominee teaching a regularly scheduled class.  Videotape of a 10-15 minute segment should cover items on the enclosed worksheet.

e.  Nominations should be packaged in a manila file folder with white label centered on front of folder.  The label should contain the standard name line of the nominee, category, and installation/service school represented.  Videotapes should be in sleeve or case with identical label.  Incomplete nominations will not be considered.

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation: Annually.  The award will be presented by the Commanding General, Cadet Command at appropriate ceremony.

(6)  Merit:
(a)  Military, While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/Plaque to the soldier selected as the Cadet Command Instructor of the year.

(b)  Civilian, Superior Civilian Service Award/Plaque

(c)  Contract, Cadet Command Certificate of Achievement/Plaque

(d)  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Army Achievement Medal (AAM)/Plaque or Equivalent to the nominees not selected at HQ level.

b.  Cadet Command Recruiting Operations Officer (ROO) of the Year Award.  Recognizes recruiting and operations excellence by identifying individuals who achieve/overachieve in their duties as Recruiting Operations Officer.  Each Region will board their nomination packets and submit one nomination, Annually, NLT 1 April, in memorandum format, to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility Criteria:
(a)  Officer must have been serving in the ROO position for at least nine (9) months at time of nomination.  

(b)  Officer serving in a position designated as ROO/Enrollment Officer/Scholarship Advisor.

(c)  Completion of Cadet Command ROO Course (unless initial assignment was prior to 1 May 2001).

(2)  Selection Criteria.  Criteria for nominating and selecting ROO of the Year should include both objective and subjective evaluations for outstanding performers:

(a)  Suggested objective standards:

Achievement/over achievement of assigned Contract Mission to include Nurse Mission.  

Improvement upon last year’s Contract Mission accomplishment. 

Contracts for Leader’s Training Course.

(b)  Suggested subjective standards:  

Effort in recruiting/enrolling SALs (as measured by SAL Criteria).  

Effective use of allocated scholarships.  

USAREC partnership cooperation.  

Impact on Retention.  

Impact on Commission Mission.  

Development of and adherence to a comprehensive Battalion Marketing Action Plan.  To include use of the automated National Referral List. 

Development of relationships with campus Centers of Influence.  

(3)  Nomination Procedure.  The memorandum of recommendation must be endorsed through the Brigade and Region Commanders (See Appendix A-2, Sample Nomination Memo).  The narrative, not to exceed one page, will comment on the individual's achievements and exceptional performance as noted above. The memorandum must include nominee’s name, grade, SSN, position, and statement that officer meets the height/weight standards of AR 600-9 and passed the APFT.  Headquarters, Cadet Command (ATCC-OT) will convene a board to select a winner.  Incomplete nominations will not be considered.

(4)  Approval Authority:  Commanding General, Cadet Command.  

(5)  Frequency and Presentation:  Annually. The award will be presented by the Commanding General, Cadet Command at an appropriate ceremony.

(6)  Merit:
(a)  Military, While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/Plaque to the soldier selected as the Cadet Command Instructor of the year.

(b)  Civilian, Superior Civilian Service Award/Plaque

(c)  Contract, Cadet Command Certificate of Achievement/Plaque

(d)  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Army Achievement Medal (AAM)/Plaque or Equivalent to the nominees not selected at HQ level.

c.  Cadet Command Brigade Nurse Counselor of the Year.  The Brigade Nurse Counselor of the Year award provides an award annually for the outstanding Brigade Nurse Counselor within U.S. Army Cadet Command who has made the greatest contribution to nurse recruitment, and to the promotion of the profession of nursing and nursing leadership within the campus setting.  Each Region will board their nomination packets and submit one nominee Annually, NLT 1 April by memorandum to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility Criteria: Serving as a Brigade Nurse Counselor for at least nine (9) months.

(2)  Selection Criteria (subjective):

(a)  Promotion of effective nurse recruitment and retention throughout all battalions within the brigade via coaching of cadre and cadets, energetic marketing techniques, and instilling in the cadets the professional values of nursing.

(b)  Fostering an innovative and creative approach to educating battalion cadre and staff on unique aspects of the recruitment and retention of nursing students. 

(c)  Exhibits exceptional qualities in the ability to individualize recruiting techniques to each school within the Brigade.  

(3)  Selection Criteria (objective):  

(a)  Promotion of programs and activities that enhanced a positive, collaborative relationship between school of nursing faculty and battalion cadre, and increased the relevance of Army ROTC and the Army Nurse Corps for their students. 

(b)  Improved performance of battalions within the brigade toward nurse contracting mission.

(4)  Nomination Procedure:  Memorandum of recommendation from the Brigade Commander, through the Region Commander.  The narrative, not to exceed one page, will comment on the individual's achievements and exceptional performance as noted above.  Headquarters, Cadet Command (ATCC-N) will convene a board to select a winner.  Incomplete nominations will not be considered.

(5)  Frequency and Presentation:  Annually. The award will be presented by the Commanding General, Cadet Command at an appropriate ceremony.

(6)  Merit:  

(a)  Military, While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/Plaque to the soldier selected as the Cadet Command Instructor of the year.

(b)  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Army Achievement Medal (AAM)/Plaque or Equivalent to the nominees not selected at HQ level.

d.  Cadet Command Human Resources Assistant of the Year Award.  This award is presented to recognize the Reserve Officers' Training Corps (ROTC) Battalion Human Resources Assistant that bests exemplifies exceptional performance and standards in the accomplishment of the ROTC Battalion's mission.  Each Region will board their nomination packets and submit one nominee, Annually, NLT 1 April by memorandum to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility criteria:
(a)  Battalion Human Resources Assistant, civilian or military personnel.

(b)  Service time at the Battalion must be for at least nine (9) months.

(2)  Selection Criteria:
(a)  Overall job performance (Management of Cadet Records, Management of the Cadet Corporate Database, etc.)

(b)  Additional administrative duties in support of the Battalion's mission.

(c)  Completion of Job Enhancement Training (Professional Development Courses, Working on Bachelor Degree, etc.)

(d)  Error rate on EPSQ's.

(e)  Management of Evaluations and Awards Program.

(f)  Management of Accessions Packets.

(g)  CCIMs Management.

(h)  Other documentation that supports selection of the nominee.

(3)  Nomination Procedure:  Memorandum of recommendation from the Battalion Commander, through Brigade, and Region Commanders.  The narrative, not to exceed one page, (See Appendix A-3) will comment on the individual's achievements and exceptional performance as noted in numbers one, two and three above.  Each Region Commander selects one nominee to represent the Region.  Headquarters, Cadet Command (ATCC-PC) will convene a board to select a winner.  Incomplete nominations will not be considered.

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually.  The award will be presented by the Commanding General, Cadet Command at an appropriate ceremony.

(6)  Merit:
(a)  Military, While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/Plaque to the soldier selected as the Cadet Command Instructor of the year.

(b)  Civilian, Superior Civilian Service Award/Plaque

(c)  Contract, Cadet Command Certificate of Achievement/Plaque

(d)  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Army Achievement Medal (AAM)/Plaque or Equivalent to the nominees not selected at HQ level.

e.  Cadet Command Supply Technician of the Year.  This award is presented to recognize the Reserve Officers' Training Corps (ROTC) Battalion Supply Technician that best exemplifies exceptional performance and standards in accomplishment of the ROTC Battalion's mission.  Each Region will board their nomination packets and submit one nominee, Annually, NLT 1 April to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000.

(1)  Eligibility Criteria:  Must be active duty personnel (92Y), civilian Supply Technician or contract employees performing the following logistic duties:

(a)  Service time at the Battalion as supply tech must be at least nine (9) months.

(b)  Maintains Supply Room.

(c)  Monitors CTA, TDA equipment authorizations.

(d)  Maintains document registers.

(e)  Maintains sub-hand receipts.

(f)  Conducts inventories (i.e. monthly weapons, quarterly sensitive and annual equipment inventories).

(g)  Manages Cadet uniforms.

(h)  Manages Cadet OCIE.

(i)  Knowledge of equipment reporting requirements.

(j)  Forecasts, orders and accounts for ammunition.

(k)  Oversees unit GSA vehicle fleet use and requirements.

(l)  Conducts JROTC supply assistance visits, inspects JROTC units.  Inspectors are required to have knowledge of the JROTC bonding/insurance program.

(2)  Selection Criteria:  

(a)  Overall job performance (Maintain reference documents as required by CCR-700-1, Appendix A, Files established and maintained IAW MARKS, Maintain current hand receipts from support installation, appearance, layout, and storage procedures IAW log checklist (CCR-700-1).

(b)  Reports of survey processed within time allowed.

(3)  Nomination Procedure:   Memorandum of recommendation from the Battalion Commander, through Brigade for endorsement, and Region Commanders for endorsement and selection.  The separate cover sheet will include pertinent information on individual to include name and address of school, nominee's name, home address, years of service, service time at school and rank or grade.  The narrative, not to exceed two pages, will comment on the individual's achievements and exceptional performance in each area noted in numbers one and two above.  In addition, each packet should contain a copy of the most recent Command Inspection Checklist.  Each Region Commander selects (after boarding) one nominee to represent the Region.  Headquarters, Cadet Command (ATCC-RM) will also convene a board to select a winner.  Incomplete nominations will not be considered.

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually. The award will be presented by the Commanding General, Cadet Command at an appropriate ceremony.

(6)  Merit:
(a)  Military, While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/Plaque to the soldier selected as the Cadet Command Instructor of the year.

(b)  Civilian, Superior Civilian Service Award/Plaque

(c)  Contract, Cadet Command Certificate of Achievement/Plaque

(d)  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Army Achievement Medal (AAM)/Plaque or Equivalent to the nominees not selected at HQ level.

f.   Cadet Command Junior ROTC Instructor of the Year.  The United States Army Cadet Command (USACC) Junior ROTC Instructor of the Year Award honors effective and dedicated Junior ROTC Senior Army Instructors (SAI) and Army Instructors (AI).  Each Region will board their nomination packets and submit one SAI nominee and one AI nominee, annually, NLT 1 April by memorandum to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000.  
(1)  Eligibility Criteria:  

(a)  Service time as JROTC Instructor must be at least nine (9) months.

(b)  Certified as a Junior ROTC instructor and have met all JROTC requirements with no adverse actions taken against him/her. 

(c)  Meet the eligibility criteria for the award of the Junior ROTC Instructor’s Gold Badge.

(2)  Selection Criteria.  Nominations for the award will be based on the assessment of the school principal of the following areas:  

(a)  Effectiveness in the classroom and community. 

(b)  Examples of dedication to the profession of teaching. 

(c)  How the nominee compares to the school’s top classroom instructor. 

(d)  What activities other than Junior ROTC, is the nominee an active participant (member of a school committee, community involvement or advisory panel). 

(e)  Increased enrollment or retention rate of the Junior ROTC program.

(f)  Significant events that would weigh in the selection process; (Teacher of the Week, Teacher of the Year and other unique training initiatives)

(g)  Is new curriculum in use by the instructor.

(h)  How automated oriented is the instructor

(3)  Nomination Procedure:  Memorandum of recommendation from Principal, through Brigade, and Region Commanders (ATTN: High School Division).  HQ, Cadet Command (ATCC-JROTC) will convene a board to select a winner.  Each nomination packet will also include a full length photograph taken in the class B uniform within 30 days of the application (does not have to be of professional quality and can be a regular sized photograph).  Who can nominate an Instructor?  The nomination for the award must be from the instructor’s principal with the recommendation of the immediate supervisor (if applicable).  A principal may nominate only one instructor per school.  Individual instructors will not nominate themselves.  Nominations will also include the assessment of the immediate supervisor of the following areas:

(a)  Contributions made to the achievements of the mission of Junior ROTC.

(b)  Results of the last formal inspection and unit report.

(c)  Enrollment and retention rate of the Junior ROTC unit.

(d)  Completion of professional development courses/classes. 

(e)  Competency in techniques and current instructional techniques/methodologies to instruct JROTC course material.

(f)  Examples of how the instructor has had impact on cadets.

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually. The award will be presented by the Commanding General, Cadet Command at an appropriate ceremony.

(6)  Merit:  

(a)  The Junior ROTC Instructor of the Year will receive a The Outstanding Civilian Service Medal and plaque.

(b)  Nominees not selected at HQ level will receive Certificate of Appreciation for Patriotic Civilian Service.  

g.  Cadet Command Professor of Military Science (PMS) of the Year Award.  Recognizes excellence by identifying individuals in the category of most outstanding Professor of Military Science (PMS).  Each Region will board their nominee packets and submit one nominee, annually, NLT 1 April to HQ Cadet Command, ATTN: ATCC-PMD, Fort Monroe, VA  23651-5000.  
(1)  Eligibility Criteria:
 a.  Nominee must have passed their latest APFT and meet Army height and weight standards IAW AR 600-9.  

 b.  Nominee must have served as PMS and MS IV instructor for a minimum of twenty-four months.    

 c.  Nominee must have attended the resident Pre-Command Course.

 d.  Battalion must have made commission mission (line and nurse, if applicable) for the past school year and be projected to make commission mission (line and nurse if applicable) for the next school year and have a performance ranking in the top 25 percent.

 e.  Battalion must have achieved 100 percent LTC contracting for previous summer and 100 percent graduation rate for NALC attendees.

 f.  Achieve at least a satisfactory rating in all evaluated areas of the Command Inspection Program.

 g.  Nominee must have made an outstanding contribution to the efficiency and effectiveness of Cadet Command.

(2)  Selection Criteria:  The performance of the Battalion, the quality of the cadets and commissionees and individual contributions of the PMS to Cadet Command are the focus.  

 a.  Mission performance:  

 1.  Unit Visits Report (RROD) -- Comparative performance ranking, SAL assessment, assigned mission(s) and mission accomplishment, enrollment and retention/progression history.

 2.  BMSR  (RROD) -- Data from the monthly BMSR with narrative comments to analyze the accuracy of the commissioning and contracting forecasts.

 3.  Mission Management Briefer – Current enrollment data.

 b.  Cadet training performance (DOT) –  Data for cadet performance at NALC (APFT, BRM, land navigation, manner of performance) against Brigade, Region and Cadet Command averages, CPDT/CTLT utilization and performance.

 c.  Quality of cadets and accessions satisfaction – Accessions results for past four school years, cadre award nominations/selections (P&A), civilian-sponsored (cadet) scholarship nominations/selections (P&A/RROD), other cadet selections for awards and internships (DOT ).

 d.  Contributions to Cadet Command – Support for Cadet Command tests, status of cadre training, performance at camps, service as instructor at SOCC, input to best practices, other awards, recognition or service as PMS.

(3)  Nomination Procedure:  The memorandum of recommendation must be endorsed by the Brigade Commander through Region Commander (see Figure A-2, Sample Nomination Memo).  The narrative, not to exceed one page, will comment on the individual's achievements and exceptional performance as outlined in paragraph 2.  The memorandum must include nominee’s name, grade, SSN, position, and statement that officer meets the height/weight standards of AR 600-9 and passed the APFT.  The packet must include one standard DA color photo of nominee in service Class A uniform.  HQ, Cadet Command (ATCC-TT) will convene a board to select a winner.  Incomplete nominations will not be considered.

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation: Annually.  The award will be presented by the Commanding General, Cadet Command at appropriate ceremony.

(6)  Merit:  While no military award is ever automatically granted, Cadet Command will consider awarding an impact Meritorious Service Medal (MSM)/plaque to the soldier selected as the Cadet Command PMS of the Year.

h.  Cadet Command Civilian of the Year Award, GS 5–8.  Recognizes excellence by identifying individuals in the category of Civilian Employee, GS-5-8, that best exemplifies exceptional performance and standards in the accomplishment of the Cadet Command mission.  Each Region will board their nomination packets and submit one nominee.  Headquarters, Cadet Command (HQCC) Directors will submit one nominee.  This recommendation will be submitted NLT 1 April by memorandum to HQ Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility Criteria:  

      (a)  Civilian employees, GS 5–8.

      (b)  Service time in the position must be at least nine (9) months.

      (c)  Bn Human Resource Assistant and Supply Techs are not eligible.

      (d)  No disciplinary actions (e.g. counselings or memorandum of admonishment) in the past 9 months.

      (e)  Must have received an overall performance rating of Successful Level 1 on their previous performance appraisal. 

(2)  Selection Criteria:
      (a)  Overall job performance (nominations should include those employees who demonstrated outstanding characteristics in the categories of job performance and proficiency, ethical conduct and motivation, discipline and dedication, and most significant contribution to job performance)

      (b)  Other documentation that supports selection of the nominee, (service oriented community activities (i.e., volunteering for the Red Cross, coaching, etc) to include projects that were above and beyond normal duties.

(3)  Nomination Procedure:
      (a)  Bde, and Region:  Memorandum of recommendation from Commander, through Region Commander.  Each Region Commander selects one nominee to represent the respective Region.

      (b)  HQCC:  Memorandum of recommendation from Director.  HQCC Chief of Staff will select one nominee to represent HQCC.

      (c)  Narrative not to exceed one page, will comment on the individual's achievements and exceptional performance, as noted above.  Nomination must clearly reflect what the individual did that was above and beyond normal duties.

      (d)  HQCC, PMD will convene a board to select an overall winner.  The HQCC winner will compete with the three Region winners.

      (e)  Incomplete nominations will not be considered

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually.  The Commanding General, Cadet Command, will present the award at an appropriate ceremony.

(6)  Merit:  Superior Civilian Service Award/Plaque

i.  Cadet Command Civilian of the Year Award, GS 9–11.  Recognizes excellence by identifying individuals in the category of Civilian Employee, GS 9–11, that best exemplifies exceptional performance and standards in the accomplishment of the Cadet Command mission.  Each Region will board their nomination packets and submit one nominee.  This recommendation will be submitted NLT 1 April by memorandum to Headquarters, Cadet Command, ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility Criteria:  

      (a)  Civilian employees, GS 9–11.

      (b)  Service time in the position must be at least nine (9) months.

      (c)  No disciplinary actions (e.g. counselings or memorandum of admonishment) in the past 

9 months.

      (d)  Must have received an overall performance rating of Successful Level 1 on their previous performance appraisal. 

(2)  Selection Criteria:
      (a)  Overall job performance (nominations should include those employees who demonstrated outstanding characteristics in the categories of job performance and proficiency, ethical conduct and motivation, discipline and dedication, and most significant contribution to job performance)

      (b)  Other documentation that supports selection of the nominee , (service oriented community activities (i.e., volunteering for the Red Cross, coaching, etc) to include projects that were above and beyond normal duties. 

(3)  Nomination Procedure:
      (a)  Bde, and Region:  Memorandum of recommendation from Commander, through Region Commander.  Each Region Commander selects one nominee to represent the respective Region.

      (b)  HQCC:  Memorandum of recommendation from Director.  HQCC Chief of Staff will select one nominee to represent HQCC.

      (c)  Narrative not to exceed one page, will comment on the individual's achievements and exceptional performance, as noted above.  Nomination must clearly reflect what the individual did that was above and beyond normal duties.

      (d)  HQCC, PMD will convene a board to select an overall winner.  The HQCC winner will compete with the three Region winners.

      (e)  Incomplete nominations will not be considered

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually.  The Commanding General, Cadet Command, will present the award at an appropriate ceremony.

(6)  Merit:  Superior Civilian Service Award/Plaque

j.  Cadet Command Civilian of the Year Award, GS 12–14.  Recognizes excellence by identifying individuals in the category of Civilian Employee, GS 12–14, that best exemplifies exceptional performance and standards in the accomplishment of the Cadet Command mission.  Each Region will board their nomination packets and submit one nominee.  This recommendation will be submitted NLT 1 April to Headquarters, Cadet Command (HQCC), ATTN:  ATCC-PMD, Fort Monroe, VA  23651-5000. 

(1)  Eligibility Criteria:  

      (a)  Civilian employees, GS 12–14.

      (b)  Service time in the position must be at least nine (9) months.

      (c)  No disciplinary actions (e.g. counselings or memorandum of admonishment) in the past 9 months.

      (d)  Must have received an overall performance rating of Successful Level 1 on their previous performance appraisal. 

(2)  Selection Criteria:
      (a)  Overall job performance (nominations should include those employees who demonstrated outstanding characteristics in the categories of job performance and proficiency, ethical conduct and motivation, discipline and dedication, and most significant contribution to job performance).

      (b)  Other documentation that supports selection of the nominee, (service oriented community activities (i.e., volunteering for Red Cross, coaching, etc) to include projects that were above and beyond normal duties.

(3)  Nomination Procedure:
      (a)  Bde, and Region:  Memorandum of recommendation from Commander, through Region Commander.  Each Region Commander selects one nominee to represent the respective Region.

      (b)  HQCC:  Memorandum of recommendation from Director.  HQCC Chief of Staff will select one nominee to represent HQCC.

      (c)  Narrative not to exceed one page, will comment on the individual's achievements and exceptional performance, as noted above.  Nomination must clearly reflect what the individual did that was above and beyond normal duties.

      (d)  HQ CC, PMD will convene a board to select an overall winner.  The HQCC winner will compete with the three Region winners.

      (e)  Incomplete nominations will not be considered

(4)  Approval Authority:  Commanding General, Cadet Command.

(5)  Frequency and Presentation:  Annually.  The Commanding General, Cadet Command, will present the award at an appropriate ceremony.

(6)  Merit:  Superior Civilian Service Award/Plaque

Enclosure 1

CADET COMMAND INSTRUCTOR OF THE YEAR WORK SHEET
NAME/RANK______________________________

INSTALLATION/SCHOOL_____________________________/________________________

Evaluation Criteria:
0 = Not Executed/Not Presented

1 = Needs Improvement

2 = Satisfactory

3 = Outstanding

1.  PRESENTATION   Possible Points: 33           Points Scored_________


a.  INTRODUCTION _____Points




(1)  Did instructor retain student attention and explain the

 0  1  2  3 

activities to be conducted during the class?




(2)  Did the class have any relation to previous or future classes?
 0  1  2  3 



(3)  Were objectives expressed in measurable terms?

 0  1  2  3 


b.  CONTEXTS _____Points



(1)  Was presentation well organized?



 0  1  2  3 



(2)  Were transitions used effectively?


 0  1  2  3 

    

(3)  Were intermediate summaries used correctly?

 0  1  2  3 

 

(4)  Was content of the lesson explained clearly?

 0  1  2  3 


c.  DIRECTED DISCUSSION/CONFERENCE TECHNIQUES _____Points



(1)  Were students activities varied?


 0  1  2  3



(2)  Was student participation established and maintained 

 0  1  2  3

through the use of questions?



(3)  Did the instructor encourage student ideas, opinions or questions in the case?  
0  1  2  3



(4)  Did instructor maintain control of the class?

 0  1  2  3

2.  INSTRUCTOR   Possible Points  36      Points Scored_________


a.  APPEARANCE AND MILITARY BEARING _____Points



(1)  Did instructor avoid mannerisms or habits that could distract the students? 
 0  1  2  3



(2)  Did instructor use movements and gestures to reinforce the spoken word?
0  1  2  3



(3)  Did instructor demonstrate good military bearing and self-confidence?
 0  1  2  3



(4)  Did the instructor maintain eye contact with the students?

 0  1  2  3


b.  ORAL DELIVERY _____Points



(1)  Did instructor rely excessively on his notes or transparencies?
 0  1  2  3



(2)  Was the instructor's voice forceful and enthusiastic?

 0  1  2  3



(3)  Did the instructor use items of interest(humorous, comments,
 0  1  2  3

personal experiences, facts)?



(4)  Was the instructor audible and understandable?

0  1  2  3


c.  QUESTIONS ____Points



(1)  Did the instructor use the question, pause, and answer method appropriately?
 0  1  2  3



(2)  Were initial questions answered correctly? 

 0  1  2  3 



(3)  Were review questions used correctly?


 0  1  2  3



(4)  Did the instructor react to the answers and comments 
 
0  1  2  3

in a manner that encouraged student participation?

3.  NARRATIVES   Possible Points  9          Points Scored_________



(1)  Has the instructor published any articles?

 0  1  2  3

(2)  Has the instructor developed/updated any training literature?
 0  1  2  3



(3)  Has the instructor conducted research to prepare lessons, POIs, etc?
 0  1  2  3

Evaluator's Signature _____________________________Total Possible Points  78
                                                                                                  Points Scored_______

Evaluator's Comments:____________________________

Figure A-1

Enclosure 2

Sample Nomination Memorandum for ROO of the Year

Unit Letterhead

ATOE-AMA-SSU                      




                                                        25 March 2002

MEMORANDUM THRU Commander, 1st Brigade, Eastern Region, US Army Cadet Command, Fort Devens, MA  01433

FOR Commander, Headquarters, Eastern Region, US Army Cadet Command, Fort Knox, KY  40121-5610

SUBJECT:  Recruiting Operations Officer (ROO) of the Year

1.  It is with great pleasure that I endorse CPT Recruiter, Sal, 123-45-6789, for the US Army Cadet Command ROO of the Year Award.  CPT Recruiter was assigned as ROO, Feb 01, and completed ROO course Apr 02.  CPT Recruiter’s untiring and selfless effort over the past year had a tremendous impact on the Tiger Battalion’s ability to commission the future officer leadership of the Army for this Mission Set and for several years ahead.

2.  For Mission Set 03, our battalion has a contract mission of 18.  In just one semester, CPT Recruiter’s efforts directly resulted in 10 additional contracts over the 16 MS03 cadets who contracted in the year prior to his arrival.  His Leader’s Training Course plan resulted in the contracting of 3 scholar-athlete-leaders (SALs), which is 1 more than missioned.  Also, his meticulous management of scholarship allocations produced 7 new cadets (2 are graduate students) for MS03, 14 for MS04, and 6 for Mission Set 05.  His improvement over last year’s contract mission is 31%. 

3.  CPT Recruiter was the developer of a comprehensive Battalion Marketing Action Plan that specifically targeted the SALs enrolled at Sample State University.  His direction of other cadre and adherence to the plan resulted in a 35% increase in MSI and MSII enrollment.  He continually mentors and counsels the cadets that he recruits, which directly impacts retention of all mission sets.

4.  Of particular significance is CPT Recruiter’s initiative to develop a recruiting action plan that included the combined efforts of his local area Military Academy Liaison Officer, the local USAREC recruiting station staff, and the nearby Reserve and National Guard units.  Through his active communication and sharing of The Way Ahead, these other Army assets were able to refer students and soldiers with the appropriate academic, athletic and leadership attributes.

5.  CPT Recruiter meets the height/weight standards as prescribed by AR 600-9.  He scored a 295 on his recent APFT, earned the APFB, and is the physical training advisor for the Cadet PT Officer.

6.  Sal is the center of the Tiger Battalion’s execution of its mission.  His leadership and focused recruiting effort made our unit a success and will greatly contribute to our future success.

7.  Point of contact for this nominations is  ...............................

“Run with the Tigers!”

Encl





(Signature/signature block of Bn Cdr)

Figure A-2

Enclosure 3

Sample Nomination Memorandum for Cadet Command Admin Tech of the Year Award

Unit Letterhead

(School Office Symbol)  







(date)

MEMORANDUM THRU Brigade

FOR Region

SUBJECT:  Nomination of Cadet Command Administrative Technician of the Year Award

1. Submitted herewith is nomination for the Administrative Technician of the Year Award of the (college/university name) for exceptional performance and standards.

2. The following information is furnished as requested:

a. Name and address of college or university:

b. Name of individual:  (First name, middle name, surname)

c. Permanent (home) address:

d. Years of service:

e. Service time at the Battalion:

f. Rank or Grade:

g. Justification of nomination by the Battalion Commander - Please see criteria (para d.2.)

h. Bn POC.

Encl





(Signature/signature block of Bn Cdr)

Figure A-3

Enclosure 4

REPLY TO                      


ATTENTION OF                         








