SENIOR ROTC BATTALIONS

ORGANIZATINAL INSPECTION PROGRAM

RECRUITING, RETENTION, OPERATIONS AND MARKETING CHECKLIST

For use of this form, see Cadet Command Regulation 145-8-1, the proponent agency is ATCC-OP


SCHOOL ______________________________________________DATE _________________

BATTALION REPRESENTATIVE(S)______________________________________________

INSPECTOR___________________________________________________________________

	Item
	Yes
	No
	NA


INSPECTION OF SENIOR ROTC BATTALIONS

RECRUITING, RETENTION, OPERATIONS AND MARKETING CHECKLIST

	ITEM
	YES
	NO
	NA



	1.  General Administration.  Access to the following publications.
	
	
	

	    a.  Army Regulations.
	
	
	

	        1) AR 25-1 (JUN 04) Army Knowledge Management and Information Technology Management
	
	
	

	        2) AR 145-1 (JUL 96) Senior ROTC Organization, Administration, and Organization
	
	
	

	        3) AR 600-20 (MAY 02) Command Policy
	
	
	

	        4) AR 601-2 (APR 01) Army Promotional Recruiting Support Programs
	
	
	

	        5) AR 635-200 (DEC 03) Enlisted Personnel
	
	
	

	        6) AR 601-208 (MAY 83) Recruiting, Reenlistment, Advertising Program Publicity
	
	
	

	    b.  US Army Cadet Command Publications.
	
	
	

	        1) CCR 145-1 (FEB 04) Army ROTC Scholarship Policy, Administration and Procedural Instructions
	
	
	

	        2) CCR 145-4 ROTC (JUL 03) Marketing, Advertising, and Publicity to Support Enrollment
	
	
	

	        3) CCR 145-5 (SEP 03) Reserve Officers Training Course US Army ROTC Leaders Training Course
	
	
	

	        4) CCR 145-6 (JAN 04) Green to Gold Prospecting
	
	
	

	        5) CCR 145-8-2 (MAY 04) Organizational Inspection Program Checklists
	
	
	

	        6) CCR 145-16 (MAY 03) ROTC Army Mission Management, Performance Assessment, and Unit Status Reporting
	
	
	

	        7) CCR 145-17 (DEC 03) ROTC Recruitment and Enrollment Planning
	
	
	


	        8) CC Pam 145-35 (SEP 01) Purchase of Items Outside the Local Advertising and Purchasing System
	
	
	

	
	
	
	

	        9) CC Pam 145-36 (MAY 03) Recruiting TTPs for Army ROTC Recruiting
	
	
	

	        10) CC Supplement to AR 25-30 (SEP 02) Procurement of Commercially Printed Business Cards
	
	
	

	        11) CC Cir 601-04-2 (MAY 04) Personnel Procurement ROTC Gold Bar Recruiter Program
	
	
	

	    c.  Other Manuals, Policies, Guides, and Memorandums.
	
	
	

	        1) MOA between USAREC and USACC Recruiting Coordination (undated) 
	
	
	

	        2) MOI Referral Program (SMART) (MAR 03)
	
	
	

	        3) National Referral List Functional Users Guide (AUG 03)
	
	
	

	        4) CCIMS User's Manual (MAY 03)
	
	
	

	        5) Brigade/Battalion Commissioning Forecast System (BCFS) MOI/Implementing Guidance (SEP 02)
	
	
	

	        6) ROTC DoDMERB Guide for Medical Processing (DEC 03)
	
	
	

	        7) Region Recruiting and Marketing SOP (MAR 04)
	
	
	

	        8) Region Marketing Guidance (MAR 04)
	
	
	

	2.  Operations. (CC REG 145-16, APR/TMMC mission guidance, Memorandum of Instruction (MOI) – Referral Program, dtd 27 Mar 03)
	
	
	

	    a.  Overall Missions.
	
	
	

	        1) Did the battalion achieve its commission mission for the current mission set?
	
	
	

	        2) Will the battalion achieve its commission mission for the current mission set +1?
	
	
	

	        3) Did the battalion achieve its contract mission for the current mission set + 2?
	
	
	

	        4) Have enough prospects (as indicated in CCIMS and on file CC Forms 139R) been identified to achieve contract missions for outlying mission sets (current mission sets +3 & +4)?  (current TMMC/APR mission guidance and REAP goals)
	
	
	

	    b.  Targeted Missions.
	
	
	

	        1) Did the battalion achieve its targeted commission missions for the current mission set?
	
	
	

	        2) Will the battalion achieve its targeted commission missions for the current mission set +1?
	
	
	

	        3) Did the battalion achieve its nurse contract mission for the current mission set +2?
	
	
	

	        4) Have enough processing prospects (as indicated in CCIMS and on file CC Forms 139R) been identified to achieve contract missions for outlying mission sets MS 07 and MS 08?  (current TMMC/WCC mission guidance and REAP goals)
	
	
	

	    c.  Does the battalion have a copy of their most current Unit Historical Report on file? (CC REG 145-16, para 1-3d.(4))
	
	
	

	    d.  USAREC Referral Mission.
	
	
	

	        1) Did the battalion achieving its previous Fiscal Year SMART referral mission as evidenced by the SMART system database? (Memorandum of Instruction (MOI) – Referral Program, dtd 27 Mar 03, CC REG 145-16, para 1-6, c. (3)(f))
	
	
	

	        2) Is the battalion on track to achieve its current Fiscal Year SMART referral mission as evidenced by the SMART system database?  (Memorandum of Instruction (MOI) – Referral Program, dtd 27 Mar 03, CC REG 145-16, para 1-6, c. (3)(f))
	
	
	

	    e.  Does the battalion have an individual BCFS Cadet Status Sheet and battalion BCFS mission set summary by mission set for each contracted and prospective cadet?  (MOI Implementing Guidance Battalion/Brigade Commission Forecasting System para 5. a.)
	
	
	

	3.  Recruiting Activities. (CC REG 145-17, CC Pam 145-36, MOI of Cadet Command’s Recruiting Operations Officer Development Plan, dtd 24 Feb 04)
	
	
	

	    a.  General.
	
	
	

	        1) Has the ROO attended, or is scheduled to attend, the resident SOCC ROO course and is the memorandum for record of completed training on file?  (MOI of Cadet Command’s Recruiting Operations Officer Development Plan, dtd 24 Feb 04)
	
	
	

	        2) Has the ROO been counseled on his/her duties within 30 days of the rating period?  (AR 623-105, para 2-11b)
	
	
	

	        3) Does the unit actively incorporate other cadre and cadets into recruiting and marketing campaigns?  (CC Pam 145-36, Section II)
	
	
	

	    b.  Integration with university/college recruiting efforts.
	
	
	

	        1) Is the unit integrated into the university/college direct mail efforts with ROTC representation?  (CC Pam 145-36, Section II)
	
	
	

	        2) Does the ROO have the university/college schedule of mailings and a sample of the mailing?  (CC Pam 145-36, Section II)
	
	
	

	        3) Is the unit integrated into the university/college incoming freshmen campus tours/orientations?  (CC Pam 145-36, Section II)
	
	
	

	        4) Are marketing activities and events conducted in conjunction with direct mail campaigns to make Army ROTC visible on campus?  (CC REG 145-17, para 3-3)
	
	
	

	        5) Are AARs on file for each campus/local recruiting or marketing event executed by the unit?  (CC REG 145-17, para 3-4)
	
	
	

	    c.  Centers of Influence (COIs).
	
	
	

	        1) Has the ROO/PMS established contact with COIs to create and maintain positive relationships?  (CC REG 145-17, para 4-1 Note: as a minimum these COIs must be the Registrar/ admissions office and the university public affairs representative.
	
	
	

	        2) Are campus COIs briefed on Army ROTC program benefits?  (CC REG 145-17, para 4-2)
	
	
	

	        3) Are campus/local events coordinated and executed through COIs (Centers of Influence) or other sources that likely draw SAL prospects?  (CC REG 145-17, para 3-4)
	
	
	

	        4) Has the unit developed briefing packets for COIs?  (CC REG 145-17, para 4-1)
	
	
	

	        5) Does the ROO conduct visits to COIs that have Regular contact with students to promote referrals?  (CC REG 145-17, para 4-3)
	
	
	

	        6) Are COIs recognized for their support to Army ROTC?  (CC REG 145-17, para 4-4)
	
	
	

	    d.  Targeted List/Referrals.
	
	
	

	        1) Is the unit conducting market analysis to identify the SAL criteria used to generate targeted lists?  (CC Pam 145-36 Section II)
	
	
	

	        2) Is the unit obtaining targeted lists based on the developed SAL criteria?  (CC Pam 145-36 Section II)
	
	
	

	        3) Is the unit screening and maintaining the targeted lists based on the required campaigns identified in the REAP? (CC REG 145-17, para 5-2b / CC Pam 145-36 Section II)
	
	
	

	        4) Are targeted lists and referrals contacted in a direct mail campaign?  (CC REG 145-17, para 3-3)
	
	
	

	        5) Are high quality referrals (meeting SAL criteria) contacted within 7 days of receipt?  (CC REG 145-17, para 5-4a. (1))
	
	
	

	        6) Are all non-SAL referrals contacted/mailed a letter of introduction within 10 days of receipt?  (CC REG 145-17, para 5-4b.)
	
	
	

	        7) Does the ROO assign a disposition to all NRL (National Referral List) referrals before being closed automatically by the system?  (NRL Functional Users Guide)
	
	
	

	        8) Are NRL referrals disposition statues current?  (NRL Functional Users Guide)
	
	
	

	        9) Does the battalion track and contact 4/3AD scholarship referrals in CCIMS and ensure eligibility?  (CC REG 145-1, para 1-4d. (1))
	
	
	

	    e.  Lead/Referral Tracking and Follow-up.
	
	
	

	        1) Is the unit contacting leads responding to targeted list/referral actions?  (CC REG 145-17, para 1-6d. (7))
	
	
	

	        2) Are all high quality, motivated leads contacted systematically, regardless of source?  (CC REG 145-17, para 1-6d. (8))?
	
	
	

	        3) Are planned, suspensed follow-ups conducted for each lead?  (CC Pam 145-36, appendix D)
	
	
	

	
	
	
	

	    f.  Prospect Management.
	
	
	


	        1) Does the unit have an electronic prospect information management (PIM) system?  (CC REG 145-17, para 5-1 / CC Pam 145-36, appendix E)
	
	
	

	        2) Do prospects tracked in the unit PIM meet enrollment requirements for ROTC, including all scholarship and non-scholarship prospects? (CC REG 145-17, para 1-6d. (7) / CC REG 145-1, para 1-4d. (2)) 
	
	
	

	        3) Are prospects tracked in the PIM reviewed by the lead source and campaign?  (CC Pam 145-36, appendix D)
	
	
	

	        4) Are 4/3AD prospects contacted monthly and during their visits to campus?  (CC Pam 145-36, appendix D)
	
	
	

	        5) Are campus-based 4/3AD scholarship prospects recorded in CCIMS and the 139-R/transcripts forwarded to Cadet Command Headquarters?  (CC REG 145-1d. (7)
	
	
	

	    g.  Scholarship Management.
	
	
	

	        1) Are scholarship board files retained for four years?  (CC REG 145-1, para 10-1b. (5)
	
	
	

	        2) Were mandatory board members present for each scholarship board?  (CC REG 145-1, para 10a)
	
	
	

	        3) Were Order of Merit Lists (OML) forwarded to Cadet Command within required suspense dates?  (CC REG 145-1, para 8-1d)
	
	
	

	        4) Does the unit maintain and submit adjustment pool/alternate scholarship lists?  (CC REG 145-1, para 8-2b)
	
	
	

	        5) Are scholarship winners publicized IAW Region guidance?  (CC REG 145-1, para 6-4)
	
	
	

	4.  Gold Bar Recruiter (GBR). (CC Circular 601-04-2, CC Pam 145-36)
	
	
	

	    a.  Does the battalion have a GBR? (CC Cir 601-04-2)
	
	
	

	    b.  Has the GBR been formally counseled and trained on his/her duties and performance? (CC 

Pam 145-36, appendix E)
	
	
	

	
	
	
	

	
	
	
	

	    c.  Has the GBR's time been organized to maintain maximum contact with quality prospects?  (CC Cir 601-04-2)
	
	
	

	    d.  If the battalion has no GBR, is a prospective one identified and actively pursued for assigned once commissioned? (CC Pam 145-36, appendix E)
	
	
	

	5.  Green to Gold. (Counterparts Only) (CC REG 145-6)
	
	
	

	    a.  Does the battalion have a memorandum of Agreement with the Installation Commander on file?  (CC REG 145-6, para 1-6 d. (2))
	
	
	

	    b.  Has the ROTC battalion appointed a Green to Gold representative with each assigned Army installation?  (CC REG 145-6, para 1-6 d. (1))
	
	
	

	    c.  Has the ROTC battalion developed a program at each Army installation to locate soldiers with SAL attributes and provided them information?  Are referrals received from the installation retention office, installation chain of command, and Army Education Center?  (CC REG 145-6, para 1-6 d. (3))
	
	
	

	    d.  Are potentially qualified soldiers referred to the ROTC unit directly and via QUEST of the soldier's choice using CC Form 155-R?  (CC REG 145-6, para 1-6d(4))
	
	
	

	    e.  Has the ROTC battalion developed a targeted, SAL list from various sources, such as the Army Education Center, MGIB/ACF participants list, SIDPERS, and unit commanders?  (CC REG 145-6, para 3-3)
	
	
	

	    f.  Are green to gold referrals contacted with seven days of receipt?  (CC REG 145-6, para 3-4 a. (1))
	
	
	

	    g.  Has the Green to Gold battalion representative developed a system to promote referrals (CC REG 145-6, para 2-3)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	6.  Recruiting Coordination. (MOA between USAREC AND USACC) 
	
	
	

	    a.  Has the ROTC battalion provided a one-year calendar of advertising, marketing and recruiting events to the local USAREC battalion and company?  (MOA between USAREC AND USACC, para 5. h. (1))
	
	
	

	    b.  Does the ROTC battalion attended Recruiting battalion USAR Recruiting Partnership Council meetings and quarterly planning and coordination meetings?  (MOA between USAREC AND USACC, para 5. h. (4))
	
	
	

	    c.  Has the ROTC referred all disenrolling ROTC and other students to the closest USAREC recruiter within two working days?  (MOA between USAREC AND USACC, para 5. h. (6))
	
	
	

	    d.  Has the ROTC battalion solicited its host college to enroll in the Servicemen's Opportunity College and Concurrent Admissions Program?  (MOA between USAREC AND USACC, para 5. h. (7))
	
	
	

	    e.  Are USAREC PPIs displayed in the ROTC battalion's common areas?  (MOA between USAREC AND USACC, para 5.h. (11))
	
	
	

	    f.  Was the On Campus USAREC recruiter assigned an enrollment mission per Military Science Class in writing?  (MOA between USAREC AND USACC, encl 3, para 3. d.)
	
	
	

	    g.  Are Junior and Senior Nursing students referred to the USAREC Health Care Recruiter?  (MOA between USAREC AND USACC, encl 4, para 5. a. (2))
	
	
	


	    h.  Do ROTC battalion and USAREC Health Care Recruiters exchange information on scheduled conventions, career days, and job fairs?  (MOA between USAREC AND USACC, encl 4 para 7)
	
	
	

	7.  Leaders Training Course. (CC REG 145-5, MOI LTC04 Administrative Guidance)
	
	
	

	    a.  Did the PMS plan and execute a campaign plan to meet his/her assigned mission for attendance?  (CC REG 145-5, para 1-4 (d))
	
	
	

	    b.  Did all cadets attending LTC complete and sign part II of DA Form 597 or 597-3?  (MOI LTC04 Administrative Guidance)
	
	
	

	    c.  Were contracts for cadets not enrolled after completing LTC voided?  (MOI LTC04 Administrative Guidance)
	
	
	

	8.  Recruiting Enrollment Planning and Marketing. (CC REG 145-17, CC REG 145-4) 
	
	
	

	    a.  Did the battalion develop their enrollment missions and mission set strategies using the USACC EMP tool and maintain a copy? (CC REG 145-16, para 1-2 g. (4))
	
	
	

	    b.  During their REAP development, did the PMS or ROO conduct a thorough evaluation of the battalion and campus populations to focus on students that persist on campus, retain good grades, and participate in the campus community through review of intramural athletics, club participation, majors and degrees awarded, strong reputations among certain university colleges, and key COIs among university and student organizations? (CC REG 145-17 para 1-6 d. (2))
	
	
	

	    c.  During their REAP development, did the PMS and ROO identify high priority markets that have students that are pursuing degrees with significant amounts of science, engineering, or math coursework; who are involved in the campus community, represent the diversity of the campus, and have shown they can handle both college-level course work and the responsibility of being on their own?  (CC REG 145-17, para 1-6 d. (2)(a))
	
	
	

	    d.  Did the PMS and ROO conduct AARs of past recruiting and enrollment efforts, as well as a through review of cadet retention to identify sources of cadets during their REAP development?  (CC REG 145-17, para 1-6 d. (2)(c))
	
	
	

	    e.  Did the PMS and ROO include formal partnership schools, USAR/NG units, and feeder high schools as sources of potential cadets during their REAP development?  (CC REG 145-17, para 1- d. (3))
	
	
	

	    f.  Did the PMS and ROO plan for all four required campaigns (incoming freshmen, progression, lateral entry, and leaders training course) in their REAP?  (CC REG 145-17, para 1-6 d. (5))
	
	
	

	    g.  If a Counterpart Battalion, did the PMS and ROO plan for a Green to Gold campaign? (CC REG 145-17, para 1-6 d. (5))
	
	
	

	    h.  Does the REAP adhere to the format as required?  (CC REG 145-17, para 2-1 and appendix B, and Region Guidance)
	
	
	

	    i.  Does paragraph 3 of the ROTC battalion's REAP identify goals, SAL criteria, resources, and key tasks for each campaign?  (CC REG 145-17 appendix B)
	
	
	

	    j.  Does the REAP include mission set strategies comments in Annex A of their REAP (EMP), such as campaign priorities, war gaming notes, and enrollment adjustments?  (CC REG 145-17, annex B)
	
	
	

	    k.  Does the REAP include a listing or calendar of key activities, marketing resources, goals, and results? (CC REG 145-17, annex B, Region Guidance)
	
	
	

	    l.  Is the ROTC battalion's REAP a "living document," and annotated or supplement with AARs from results achieved? (CC REG 145-17, para 6-3)
	
	
	

	    m.  Did the PMS and ROO conduct a mid-year review in February to assess the effectiveness of their campaigns? (CC REG 145-17, para 6-3)
	
	
	

	    n.  Did the PMS and ROO submit all LAPS trimester orders according to the annual schedule? (annual Region marketing guidance) 
	
	
	

	    o.  Are only current RPIs used during recruiting activities? (CC REG 145-4, para 4-2 b.)
	
	
	

	    p.  Were there any unauthorized expenditures as listed in CC REG 145-4, para 8-3?  (CC REG 145-4, para 8-3)
	
	
	

	    q.  Has the battalion coordinated with its support installation to ensure advertising dollars distributed by the FAD for local purchases are reflected in the proper line of accounting (331712.20)?
	
	
	

	    r.  Were media space orders approved by HQ, USACC?  (cc REG 145-17, para 8-2, 1. a.)
	
	
	

	
	
	
	

	9.  Information Management. (AR 25-1)
	
	
	

	    a.  Internet Web Page.
	
	
	

	        1) Is a privacy and security notice prominently displayed or announced on at least the first page of all major sections of each web page?  (AR 25-1, app B (22))
	
	
	

	        2) Is a disclaimer notice displayed for external links to sites outside the .mil domain? (AR 25-1, app B (23))
	
	
	

	        3) Is the website free of any commercial advertising and sponsorship?  (AR 25-1, app B (24))
	
	
	

	        4) Does the web page feature any commercial music or video clips, or other trademarked material? (AR 25-1, app B)
	
	
	

	        5) Is the battalion’s information on the national ROTC recruiting web site www.armyrotc.com -- telephone number, institutional incentives information, home page URL, etc. – all correct?
	
	
	

	10.  Milestone Recognition Items (MRI). (MOI Milestone Recognition Items Mar 03)
	
	
	

	    a.  Are received MRIs recorded on CC Form 146-1R?
	
	
	

	    b.  Are cadets issued MRIs using DA From 3645-1/2?
	
	
	

	    c.  Are excess MRIs accounted for and status given to brigade?
	
	
	

	Remarks.
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