SENIOR ROTC BATTALIONS

ORGANIZATIONAL INSPECTION PROGRAM

PERSONNEL AND ADMINISTRATION DIRECTORATE CHECKLIST

For use of this form, see Cdt Cmd Reg 145-8-2, the proponent agency is ATCC-PA


	SCHOOL _________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)_______________________________________

INSPECTOR(S) _______________________________________________________


PERSONNEL MANAGEMENT

	ITEM
	YES
	NO
	N/A

	1.  General Administration.  Are the references listed in this checklist on-hand or 

accessible through automation?
	 
	
	

	2.  Military Evaluation Reports (AR 623-105 and AR 623-205) 
	 
	
	

	     a.  Are rating schemes current and forwarded to brigade quarterly?
	
	
	

	     b.  Is there a suspense system in place?  
	
	
	

	     c.  Is counseling conducted and annotated on DA Form 67-9-1 support form (OER) and/ or DA Form 2166-8-1 counseling checklist?
	
	
	

	     d.  Are reports submitted to brigade/region IAW suspense dates?
	
	
	

	3.  Civilian Evaluation Forms (AR 690-400/DA Pam 690-400)
	 
	
	

	     a.  Is there a suspense system in place?
	
	
	

	     b.  Are civilian evaluations completed in a timely manner?
	
	
	

	     c.  Are appropriate initial and mid-year counseling occurring?
	
	
	

	4.  Military Awards and Decorations.  (AR 600-8-22, para 1-14)
	 
	
	

	     a.  Is there a tracking system in place to ensure awards are submitted?
	 
	
	

	     b.  Are awards submitted to brigade in a timely manner?
	 
	
	

	5.  Civilian Awards and Decorations (AR 672-20, para 5-6)
	
	
	

	     a.  Are awards submitted to higher headquarters in a timely manner?
	
	
	

	     b.  Are all awards presented prior to recipient’s departure?  
	
	
	

	     c.  Are annual performance awards (if appropriate) submitted in a timely manner (within 30 days of the ending date)?
	
	
	

	6.  Civilian Timekeeping (DOD FMR Vol 8)
	
	
	

	     a.  Are procedures in place for submitting time cards and/or changes to time cards to the Region HQs Timekeeper? 
	
	
	

	     b.  Are time cards verified properly by supervisors?
	 
	
	

	     c.  Is there a system in place to ensure overtime is properly documented and authenticated in advance?
	
	
	

	     d.  Are time cards retained for 6 years?  (File Number KE: 37-105d Time and Attendance Report & Leave Record Cards)
	
	
	

	7.  Privacy Act/Freedom of Information Act (FOIA).  (AR 25-55/AR 340-21).)
	
	
	

	     a.  Are Privacy Act Statements prepared on all forms subject to the Privacy Act?  (AR 340-21,para 1-9 and 4-2)
	
	
	

	     b.  Are responsible individuals aware of the proper channels for processing requests?  Do they know who the Region PA/FOIA officer is?
	
	
	

	     c.  Are requests for information forwarded in a timely manner? (AR 25-55, Sec 1-503)
	
	
	

	8.  In/Out Processing.
	
	
	

	     a.  Are PCS leave form/orders submitted to region/brigade within 24 hours of arrival?
	
	
	

	     b.  Are soldiers’ submitting Military Pay, Travel, DITY, Travel Lodging Expenses

 (TLE), and 201 files to region within 72 hours of arrival?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


PERSONNEL MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     c.  Are soldiers’ updating their SGLV/DD 93 as required by AR 600-8-1?
	
	
	

	     d.  Is new personnel government credit card information being forwarded to brigade so, they can be transfer to brigade’s hierarchy?
	
	
	

	     e.  Are personnel completing the Government Travel Card Briefing within 30 days of

arrival and annually (January)?
	
	
	

	      f.  Is soldiers’ travel card being deactivated prior to departure?
	
	
	

	     g.  Is HFL 627 being submitted to region 30 days prior to departure?
	
	
	

	9.  Leave Program.
	
	
	

	     a.  Are all leaves forwarded to brigade for a control number before leave start date?
	
	
	

	     b.  Is unit maintaining a leave control log?
	
	
	

	     c.  Is battalion commander verifying the UCFR to ensure that soldiers are charged

correctly IAW leave dates?
	
	
	

	     d.  Is a leave program established to prevent use/lose leave?(para 2-22b)
	
	
	

	10.  Soldier Deployability.
	
	
	

	     a.  Is battalion tracking/ensuring soldiers’ dental readiness?
	
	
	

	     b.  Is battalion tracking/ensuring soldiers’ are screened for HIV every 2 years?

(AR 600-110, para 2-2h)
	
	
	

	     c.  Is battalion tracking when soldiers’ physical examinations are due?
	 
	
	

	     d.  Do all single soldiers/dual military personnel that require a family care plan have

an approved family care plan IAW AR 600-20?
	
	
	

	     e.  Is battalion submitting non-deployable soldiers to the brigade quarterly IAW with suspense date?
	
	
	

	11.  Miscellaneous
	
	
	

	     a.  Is an EO program established? (AR 600-20, chap 6)
	
	
	

	     b.  Is an alcohol and drug abuse control program established? (AR 600-85, para 1-6)
	 
	
	

	     c.  Is random urinalysis testing conducted? (AR 600-85, para 10-13)
	
	
	

	     d.  Is urinalysis testing conducted through contracting?  If so, are they reported

through region to Cadet Command?
	
	
	

	     e.  Are reporting procedures in place regarding serious incident reporting (SIRs)?  

(AR 190-4 and Cdt Cmd Policy Memo 28)
	
	
	

	     f.  Are UCFRs submitted to region through brigade by the 7th of every month? 
	 
	
	

	     g.  Are TDY dates annotated in PERSTEMPO for all active duty personnel?
	
	
	

	     h.  Are 162s/095s submitted to region through brigade by the 7th of every month?
	
	
	

	     i.  Is the Region notified when initial/removal flag actions are required? 
	
	
	

	     j.  Is a sponsorship program established, i.e. welcome letters/sponsor? 
	
	
	

	
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


CADET ACTIONS AND STANDARDS

	ITEM
	YES
	NO
	N/A

	Cadet Records/Forms:
	
	
	

	1.  Cadet Enrollment Record (CC Fm 139-R)  (AR 145-1, para 3-4; CC PAM 145-4, 

App C6).
	
	
	

	a.
Is the information on each cadet complete and current?
	
	
	

	b.
Is the loyalty oath dated and signed in ink?
	
	
	

	c.
Have the requirement of the Basic Course been met prior to entry into the Advanced

Course?
	
	
	

	d.
Has annual verification of the cadet’s eligibility been accomplished (Part II).
	
	
	

	e.
Is Cadet Command Form 139-R (along with DD Form 785) being maintained for five

years after disenrollment?
	
	
	

	2.  Planned Academic Program Worksheet (CC Fm 104-R) (CC Pam 145-4,

C-4, para 3-15, CCP 145-4).
	
	
	

	a.
Is there a complete and correct Cdt Cmd Form 104-R in the cadet’s file?
	
	
	

	b.
Do transcripts verify the cadet’s eligibility for enrollment?
	
	
	

	c.
Do cadets have sufficient time to attend school full-time and complete the ROTC 

Advanced Course.
	
	
	

	3.
Medical Examinations:  (AR 145-1, Chap 3, Sect II and Table 3-1 and CC Pam 145

Chap 2, para 2-23).
	
	
	

	a.
Does each cadet have an approved medical exam on file to verify eligibility or 

retention?
	
	
	

	b.
Have all medical examinations (taken prior to 3 June 02) for nonscholarship cadets 

been reviewed by MEDDAC or MEDCEN?
	
	
	

	c.
Have all medical examinations for scholarship cadets been reviewed by DODMERB?
	
	
	

	d.
Have all medical examinations taken on or after 3 Jun 02 for contracting been 

reviewed by DODMERB?
	
	
	

	4.
Enlistment Document:  (DD Form 4 series) (AR 145-1, para 3-42 and CC Pam 145-4, 

3-4d and App C).
	
	
	

	a.
Does each cadet have a DD Form 4 on file?
	
	
	

	b.
Is the DD Form 4 on non-SMP cadets complete and correct?
	
	
	

	c.
Does each SMP cadet’s DD Form 4 reveal at least a 4-year obligation from the time 

they enrolled?  (If not, is there an extension on file?)
	
	
	

	d.
Does each SMP cadet have a copy of his or her reserve/NG DD Form 4 on file?
	
	
	

	e.
Does each DD Form 4 list the original ETS in Block 8 (Remarks)?
	
	
	

	5.
SMP Documents:  (AR 145-1, para 3-17 AR (NGR) 600-100, AR 601-210, Ch10, CCP 

145-4, para 2-58.
	
	
	

	a.
Is there a complete and correct SMP Agreement on each cadet enrolled in the SMP 

program?
	
	
	

	b.
Was the SMP agreement signed and dated?
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CADET ACTIONS AND STANDARDS

	ITEM
	YES
	NO
	N/A

	6.
DA Form 597 and DA Form 597-3:  (ROTC Contracts) (AR 145-1, para 3-40 and 3-41 

and CC Pam 145-4, App C-2, App C-3).
	
	
	

	a.
Does each cadet have a complete and correct contract?
	
	
	

	b.
Is the condition being resolved within 12 months for conditionally enrolled cadets?
	
	
	

	7.
DD Form 214 and DD Form 220/ Reenlistment (RE) Codes:  Discharge Certificates) (AR 145-1, CC Pam 145-4, para 2-19, para 2-38, CCP 145-4).
	
	
	

	a.
Is there a DD 214 or DD 220 on all prior service cadets?
	
	
	

	b.
Are RE codes on all prior service cadets verified prior to contracting?
	
	
	

	8.
Counseling Records:  (CC Pam 145-4, Chap 5, Sect II). 
	
	
	

	a.
Are counseling records on cadets maintained in the cadet’s file?
	
	
	

	b. Are overweight advanced course cadets counseled and placed on a weight control

program?
	
	
	

	c. Are APFT failure advanced course cadets counseled and placed on a remedial PT 

program?
	
	
	

	9.
Transcript:  (AR 145-1, para 3-5 and CC Pam 145-4, para 2-15 & 2-29)
	
	
	

	a. Are transcripts up-to-date and monitored to ensure that cadets are making progress

towards scheduled graduation and commissioning date?
	
	
	

	b. Is there a transcript of each term the cadet has been enrolled maintained on file, 

reflecting a completed ROTC class each term (unless on authorized LOA)?
	
	
	

	10.
Discharge Orders:  (AR 600-8-105, Figure 5-5). 
	
	
	

	a.
Are discharge orders prepared IAW Format 500?
	
	
	

	b.  Have discharge orders been sent to cadet and disenrollment effected after approval

by appropriate authority?
	
	
	

	Waivers/Requests for Participation:
	
	
	

	1. Minor traffic and non-traffic conviction waivers (CC Pam 145-4, Chap 3 & 4).
	
	
	

	a. When waiver is required, are they processed IAW guidance set forth in CC Pam 145-

4, chapter 6)?
	
	
	

	b.
Is proper documentation retained in the cadet’s file?
	
	
	

	2.
Non-scholarship Age Waivers


(AR 145-1, para 3-6, CC Pam 145-4, Chapter 4, para 2-19 and Chapter 4)
	
	
	

	a. When waiver is required, are they processed IAW guidance set forth in above listed

paragraphs?
	
	
	

	b. 
Is proper documentation retained in the cadet’s file?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


CADET ACTIONS AND STANDARDS

	ITEM
	YES
	NO
	N/A

	3.
Immigrant Alien Participation: (AR 145-1, para 3-29 and CC Pam 145-4, Chap 2, para 2-21). 
	
	
	

	a. Are requests for immigrant alien participation processed IAW with guidance set forth 

in above paragraphs?
	
	
	

	b.
Is proper documentation retained in cadet’s file?
	
	
	

	4.
RE Code Waivers:  (AR 145-1, para 3-3b(4) and CC Pam 145-4, para 2-38, AR 601-210, Chap 2).
	
	
	

	a. When waiver is required, are they processed IAW guidance set forth in above

paragraph?
	
	
	

	b.
Is proper documentation of approved waiver retained in cadet’s file?
	
	
	

	Retention Requests
	
	
	

	1.
Termination of Scholarship:  (AR 145-1, para 3-39 and CC Pam 145-4, Secion IV, para 4-6).
	
	
	

	a. Are requests for termination of scholarship/retention as nonscholarship submitted to 

Cadet Command for final approval/disapproval (exception:  MS I 4-year scholarship cadet)?
	
	
	

	b.
Is proper documentation for termination/disenrollment of MS I in cadet’s file?
	
	
	

	c.
Are scholarship cadets briefed on reimbursement policies?
	
	
	

	2.
Probations:  (1 thru 3) (CC Pam 145-4, para 4-5). 
	
	
	

	a. Have cadets under probation been restricted from certain ROTC participation IAW 

para 5-4c and d?
	
	
	

	b. Has the PMS placed cadets on probation (1st 2d and 3rd) when the 

Semester/quarter/trimester academic GPA is below 2.0 on a 4.0 scale?
	
	
	

	c. Has the PMS placed cadets on probation (1st and 2d) when the term or cumulative 

Academic GPA is below 2.0 on a 4.0 scale?
	
	
	

	d. Has the PMS placed cadets on probation for failure to maintain full-time academic 

status as determined by the school or progress toward a degree falls below that normally required for graduation at the scheduled time without sufficient justification?
	
	
	

	e. Has the PMS forwarded to the Brigade Commander all requests for third probations

where the cumulative academic GPA is below 2.0 on a 4.0 scale?
	
	
	

	f. Has the PMS forwarded to the Brigade Commander all requests for a 4th or greater 

Probation?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


CADET ACTIONS AND STANDARDS

	ITEM
	YES
	NO
	N/A

	     g.  When the ROTC cumulative and/or term GPA fall below 3.0 on a 4.0 scale are scholarship students placed on Administrative Suspension and non-scholarship students placed on probation?
	
	
	

	3.
Leave of Absence (LOA) and Administrative Suspension:  (AR 145-1, para 3-38 and 

3-58, and CC Pam 145-4, para 5-3 and 5-6). 
	
	
	

	a.
Are LOA requests properly documented and approved?
	
	
	

	b.  Are eligibility requirements monitored to ensure a cadet continues to meet retention

standards when requesting or being placed on LOA; i.e., age, extension of enlistment period, etc.?
	
	
	

	c.
Are LOA requests submitted to the proper approval authority and a copy maintained in

the cadet’s file? 
	
	
	

	d. Are cadets placed on administrative suspension of scholarship benefits when there is 

a question of retention?
	
	
	

	Disenrollments:  (AR 145-1, para 3-43a, CC Pam 145-4, Chap 6, and CCP 145-4, Figure 6-1 thru 6-9, Sample 1 thru 9, figure 6-10). 
	
	
	

	1.  Scholarship Cadets: 
	
	
	

	a.  Are all disenrollment documents retained in the cadet’s file, to include any supporting 

documentation, for a period of two years? 
	
	
	

	b.  Are waiver of rights, ROTC CC Form 131-R, with certified supporting documentation

retained on file?
	
	
	

	c.
Are waiver of rights breach of contract supported by the evidence?
	
	
	

	2.  Nonscholarship Cadets:
	
	
	

	a.  Are all disenrollment documents retained in the cadet’s file, to include any supporting 

documentation, for a period of two years?
	
	
	

	b.  Are waiver of rights, ROTC CC Form 131-R, with certified supporting documentation

retained on file? 
	
	
	

	c.
Are waiver of rights breach of contract supported by the evidence?
	
	
	

	d.
Is a ledger/log being maintained for nonscholarship waiver rights disenrollments? 
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


SECURITY CLEARANCES

	ITEM
	YES
	NO
	N/A

	1.  Security Clearances
	
	
	

	     a.  Were NACLC requests submitted on contracted cadets within the timeframe

specified in Cadet Command Personnel Security SOP?
	
	
	

	     b.  Were Single Scope Background Investigations (SSBI) initiated immediately for all cadets selected MI (Basic and Control Branch)?  (Cadet Command Personnel Security SOP). 
	
	
	

	     c.  Was security clearance information; e.g., date NACLC submitted, entered in the

Cadet Data Base when changes occur?  
	
	
	

	     d.  Were local records checks conducted and documented for each NACLC/SSBI 

submitted? (Cadet Command Personnel Security SOP). 
	
	
	

	REMARKS:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


ACCESSION/COMMISSION

	ITEM  
	YES
	NO
	N/A

	1.  Accession Process
	
	
	

	     a.  Do all contracted cadets have an AKO account?  Are their AKO e-mail addresses annotated in CCIMS
	
	
	

	     b.  Are copies of the accession packet and CC Form 218 maintained in the cadet’s file?
	
	
	

	     c.   Is HQCC Accessions notified via e-mail/fax of changes in commissioning dates and/or changes in enrollment status for individuals who have been branched?
	
	
	

	     d.  Does the Battalion maintain up to date contact information (addresses and phone numbers) on completion cadets and commissioned 2LTs who have not attended OBC? 
	
	
	

	2.  Commission Process
	
	
	

	     a.  Does the Battalion have documentation from the Registrar/Bursar’s office that the cadet has completed all degree requirements prior to being commissioned?
	
	
	

	     b.  Have the DA 201file and medical records been forwarded to HQCC Cadet Command with the DA form 591, and 591-e,g, or h as appropriate for individuals selected for educational delay?
	
	
	

	     c.  Have 201 file and medical records been forwarded to appropriate OBC school house (Student In-Processing Center) IAW CC Reg 145-9 for individuals commissioned Active Duty?  Were the Active Duty Orders provided by HQCC Accessions included in the 201 file?
	
	
	

	     d.  Have the OMPF files for individuals commissioned active duty been forwarded to HRC-Alexandria?
	
	
	

	REMARKS:
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