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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Western Region Command Inspection/Staff Assistance Program Memorandum of Instruction (MOI)

1.  References.

     a.  Cadet Cmd Reg 145-8, ROTC Organizational Inspection Program.

     b.  Cadet Cmd Reg 145-8-2, ROTC Organizational Inspection Program, Checklists:  Inspection of SROTC Battalions.

     c.  Cadet Cmd Reg 145-8-4 ROTC Organizational Inspection Program, Checklists: Inspection of Brigade Headquarters.

2.  Purpose.  To establish procedures for conduct of the Western Region Command Inspection

Program.

3.   Applicability.  These procedures apply to Region, Brigade, and Battalion headquarters.

4.  Concept.  The Region Commander’s intent is to provide assistance and to assess compliance with regulatory and command policies based upon the following concept for execution.

     a.  Each military college will receive an inspection annually and each brigade headquarters will receive an inspection biennially.  All other battalions will receive an inspection triennially or as directed by the Region Commander.  The Inspector General (IG) will coordinate the inspection schedule with the Brigade Executive Officer based on the brigade and battalion’s schedule and geographic location.

     b.  The Region Commander’s philosophy and guidance to the inspection team is that everyone works hard and is well-intentioned.  The inspection team’s focus is to identify issues/problems, determine the root cause of the problem, provide recommendations to overcome them, and provide training and assistance to correct them.  Within the time constraints of the inspection itself, all inspections are “working inspections.”

    c.  The inspection team will consist of:

        (1)  The Region Commander, Chief of Staff , or designated Brigade Commander

        (2)  The Inspector General or Assistant Inspector General as OIP Coordinator

        (3)  A representative from Personnel & Administration

        (4)  A representative from Training

        (5)  A representative from Logistics

        (6)  A representative from Marketing/Recruiting Operations

        (7)  A Human Resource Administrator from the supporting battalion

    d.  The brigade headquarters inspections will also include the Region Nurse and a representative from High School Division.

    e.  The inspection team’s primary means of transportation to each brigade and 

battalion will be commercial air, military air (if available), or ground transportation.  Transportation to and from the airport, hotel, and university will be GSA vehicles, and is the responsibility of the inspected brigade or battalion.  In some instances the GSA van will be the mode of transportation from one unit to the next and will be the responsibility of the follow-on unit.  

   f.  The IG will provide a copy of the inspection results to the commander being inspected

            during the out brief, this is the only written feedback the inspected commander will receive.

g. Each inspected area will receive either a Commendable, Satisfactory or Unsatisfactory

            rating.  A Commendable rating is awarded to an individual if the area inspected has no

            deficiencies,  previous uncorrected  inspection  deficiencies, on-the-spot corrections and have

           developed systems that significantly improve mission performance and efficiency.  A Satisfactory

            rating is given for minimal deficiencies and/or on-the-spot corrections. Unsatisfactory ratings are

            issued for areas with prior inspection deficiencies which have not been corrected, deliberate

            violation of regulations and repetitive or widespread administrative weaknesses.  In addition,

            units not making mission will receive an Unsatisfactory rating in Marketing and Operations, but

            could receive a satisfactory rating administratively.

    h.  Each inspected unit will provide a report of corrective action for all administrative areas assessed as OVERALL unsatisfactory within 60 days after the inspection.  The report will be sent through the appropriate brigade commander to the Inspector’s General office.  To minimize the administrative burden on the brigades and battalions, the report of corrective action will be a memorandum just stating that all deficiencies were corrected or status of actions pending.  Don’t waste a lot of time listing all deficiencies.  If for some reason the brigade or battalion cannot correct all deficiencies within 60 days, these deficiencies will be identified on the report along with reason for extension and anticipated completion date.

5.  Responsibilities.

a. Designated Team Chief - In the absence of the Region Commander, the designated

           team chief will ensure the following:

                             (1)  Professionally represent Cadet Command/Western Region positions and policies

      when interacting with University/School officials.  Express greetings on behalf of the Region

Commander,  as his/her personal representative.  Prior to any meetings, specifically inquire of  the  PMS what issues should be raised in discussion in order to support the PMS and our cadets on campus.  In the absence of specifics, express appreciation for support, and inquire about areas of support that we may offer.  Ensure the administrator is aware of the Warrior Forge (WF) visitation program, as well as the financial benefits derived by the school via the ROTC Program.  In short:  reinforce success and assist the PMS with higher headquarters support.  

                    (2) Ensure the inspection team is calibrated.  Ascertain if a commendable is truly commendable,

            and if an unsatisfactory is fairly and impartially assessed.   

   (3) Prepare for the Region Commander a school-by-school synopsis of general findings via email.

          Highlight Commendable ratings and rationale and provide short specifics for areas that are unsatisfactory.

          If the Team Chief is not the relevant brigade's commander, "cc" the Brigade Commander.   

 (4) Ensure commensurate impact award for commendable ratings, or dramatic improvements

          from  previous inspections.  (The IG team will ensure that Region Commander Coins, as well as AAMs

          and ARCOMs are available and present for immediate presentation as impact awards). 

   (5) Be judicious about assigning follow-up inspections for unsatisfactory areas.  Some cases will

         simply require a Reply By Indorsement that corrections are complete, while other, more egregious issues

         will require reinspection by either a brigade or region-level follow up.  Ensure the suspense date provides

         adequate time for corrections, and ensure the Region IG captures these requirements.

                    (6) The Team Chief has the authority to subjectively upgrade findings.  Do so with a solid rationale.

(7) Reinforce that these are working compliance inspections.  The team is there to help and to

          train and to fix, if necessary.

     b.  Inspector General.

          (1)  Serves as region point of contact for execution of command inspections.

          (2)  Publishes the inspection schedule for the following year.

          (3)  Send an official notification of inspection 30 days prior to the scheduled date of  inspection.

          (4)  Coordinates the inspection with the Brigade and Battalion Commanders or their designated points of contact.

          (5)  Coordinates necessary administrative and travel arrangements.  Process and publish inspection team TDY orders.

          (6)  Coordinates for and controls the inspections team.

          (7)  Receives brigade and battalion reports of corrective action within 60 days after the inspection.

          (8)  Reviews the command inspection findings for trends and systemic problems.

     c.   Division Chiefs.

          (1)  As needed, review and submit suggested improvements to the checklists in 

CC Reg 145-8-2 to Cadet Command Staff and Inspector General with copy furnished to Western Region IG.

          (2)  Identify and train/cross-train staff personnel as required.

          (3)  Provide all necessary materials and publications for conduct of the inspection/assistance visit.

          (4)  Provide the IG’s office the following information no later than 5 days prior to the inspection team’s departure.

               (a) Chief Nurse -- Fact sheet on nursing program at each inspected battalion.

               (b)  P&A -- Applicable page from Personnel Management Book for each inspected brigade or battalion, current personnel status sheet, and a copy of the Officer Record Brief on each brigade or battalion commander.

               (c)  Training Division – Human Resource Assistant Training Statistics, Warrior Forge APFT, height/weight and land navigation failures for each inspected battalion.  

               (d)  Marketing Operations -- University Scorecard (Enrollment/Contract Status sheet), Mission Management Briefer (MMB), Unit Operations Executive Summary (UOES), ROO Training Status and the Battalion Monthly Status Report (BMSR).

                (e)  Advisors, (USAR/NG) -- Current Personnel Status Sheets.

                (f)  All divisions -- Fact sheets on issues received from battalions.

     d.   Inspection Team Members.

          (1)  Be knowledgeable in subject area to assess functional proficiency and teach/train as required.

          (2)  Possess all necessary publications and documents to perform duties.

          (3)  Brief results to the Region Commander or designated representative and IG prior to the out brief.

          (4)  Provide the IG the checklist and an assessment of the unit for the out brief.

     e.  Brigade Commander. (Brigade Headquarters Inspections)
          (1)  Assist the IG in the development and distribution of the inspection schedule.

          (2)  Coordinates with the IG office on all matters pertaining to the inspection.

          (3)  Provide a completed Inspection Itinerary Coordination Sheet (Encl) to the IG office NLT than the suspense date annotated on the official notification memorandum.

          (4)  Coordinates and provides the IG office with the following documents NLT the suspense date annotated on the official notification memorandum.

          (a)  An itinerary for the region commander or his designated representative as outlined in paragraph 6.a. below.

          (b)  A biography of all officials (civilian and military) scheduled for a visit by the region commander or chief of staff.                                                                                                                                                       


          (c)  A fact sheet on any high schools scheduled for a visit (obtained from Director of Army Instruction [DAI] at the local district).

          (5)  Provides a command briefing.  This includes time for the briefing and discussion.  The command brief is a one on one session between the region and brigade commander.


(6)  Provides local transportation for the inspection team.  If feasible, leave a van with the inspection team when checking into the hotel.  This will allow flexibility for dinner arrangements and preclude someone from the brigade having to pick the team up the next morning.    

           (7)  If required, provides GSA transportation to the brigade headquarters from the inspection team’s previous location (based upon problems with military air or less than two hours away).   This requirement may be split between both units scheduled for an inspection depending on distance.  

           (8)  Coordinates and makes reservations for the inspection team at a local hotel that is clean, comfortable, in a safe area, with necessary accommodations to access internet and email by laptop computers.  Non-smoking rooms are preferred.  Keep in mind the per diem rate for lodging.  IG office will provide the appropriate per diem rate.

           (9)  The brigade commander will provide the appropriate region staff information on any issues or questions that need to be addressed during the visit NLT 10 days prior to the week of the scheduled inspection.

           (10) With the exception of the brigade commander, personnel from brigade headquarters are neither required nor expected to participate/attend Battalion level inspections.

           (11) Provides administrative support as required.

     f.   Battalion Commander.  (Battalion Inspections)
           (1)  Coordinates with the IG office on all matters pertaining to the inspection.

           (2)  Provide a completed Inspection Itinerary Coordination Sheet (Encl) to the IG office NLT the suspense date annotated on the official notification memorandum.

           (3)  Coordinates and provides the IG office with the following documents NLT the suspense date annotated on the official notification memorandum.

           (a)  An itinerary for the region commander or his designated representative as outlined in paragraph 6.a. below.

           (b)  A biography of all officials (civilian and military) scheduled for a visit by the                                                                                                                                                                                                                     region commander or chief of staff.

           (c)  A fact sheet on any high schools scheduled for a visit (obtained from Director of Army Instruction [DAI] at the local district).

           (4)  Provides a command briefing.  This includes time for the briefing and discussion.  The command brief is a one on one session between the region and battalion commander.  Battalions will use the standard battalion briefing, the academic discipline slide and the new enrollment and mission planner slide and the brigade will use the standard brigade briefing slides.  Emphasis is on how you are working towards meeting your mission and identifying areas where you need assistance.  The templates for this briefing is available on the Western Region web page (http://www.lewis.army.mil/4rotc/insgen.htm)

           (5)  If  possible, schedules a 30-minute (maximum) cadet brief (Bn Cdr, S3, S5).  Do not take the cadets out of class.  This brief can follow the command brief or be scheduled at a separate time depending on cadets’ class schedule.

(6) Provides local transportation for the inspection team.  If feasible, leave a van with the

            inspection team when checking into the hotel.  This will allow flexibility for dinner 

arrangements and preclude someone from the battalion having to pick the team up the next morning.    

          (7)  If required, provides GSA transportation to the hotel from the inspection team’s previous location (based upon problems with military air or less than two hours away).   This requirement may be split between both units scheduled for an inspection depending on distance.  

          (8)  Coordinates and makes reservations for the inspection team at a local hotel that is clean, comfortable, in a safe area, with necessary accommodations to access internet and email by laptop computers.  Non-smoking rooms are preferred.  Keep in mind the per diem rate for lodging.  IG office will provide the appropriate per diem rate.

          (9)  The battalion commander will provide the appropriate region staff information on any issues or questions that need to be addressed during the visit NLT 10 days prior to the week of the scheduled inspection.

          (10)   Provides administrative support as required.

6.  Specific instructions.

     a.  Preparing Itineraries.

          (1)  An itinerary is required for the Region Commander (or designated representative).  Itineraries are not required for other members of the inspection team.  The IG will link up the Inspectors/assistants with their counterparts at the in brief.

          (2)  The prioritized interests of the Region Commander is to:

          (a)  Meet with key university officials and influencers in order to leverage program support.  Prioritize visits to influencers as follows:  people who could be persuaded to provide improved support; people for the Region Commander to thank for their support.  

          (b)  Meet with MSI-MSIV cadets, cadre and cadre spouses, as available for lunch.

          (c)  Visit local JROTC programs (within 30 minute proximity).  Scheduled JROTC high school visit should encompass a minimum of 1 hour not including travel. A JROTC visit should include meetings with cadre, cadets, senior school faculty, and the principal.

          (d)  Observe regularly scheduled MS classroom instruction.

          (e)  Visit senior Army Reserve and National Guard officials who contribute to your 
         program.

          (3)  There is no need to prepare an itinerary for the Inspector General.  Schedule one hour each for both cadre and cadets to submit individual IG assistance requests.  Publish the time and location to all military cadre, civilian employees, and cadets.  Make it clear that this 

time is for confidential one on one issues.  If MSIII and MSIV cadets are scheduled for class on the day of the visit, schedule a 30-45 minute sensing session with the IG only.

a.  Uniform.  Unless prior coordination is made, the Region Commander and 

           members of the inspection team will wear the class B uniform.  If the Commander needs any      

           other uniform, coordinate requirements with the IG.

b. In brief.  The in brief will start NLT 0800 and is a short (20 minute) entrance

briefing to state the purpose of the visit introduce and link up the team members with the         appropriate battalion staff members and for the Region Commander and inspected unit commander to make any opening remarks.  The brigade or battalion commander will start the in brief with any opening remarks and introduce the staff members.  The Region Commander (or designated representative) will then state the purpose of the visit and introduce the team members. No electronic equipment is required for the in brief support.

c. Out brief.  The out brief will start NLT 1530-1600.  Prior to the out brief schedule a 30 minute hot wash.  Each of the inspectors will brief their findings/recommendations.  Issues/problems, if identified, will be noted along with appropriate recommendations.  The IG will address systemic issues found during the inspection, command climate, and any other challenges that surface.  The last inspector to brief will turn the out brief over to the Region Commander (or designated representative) for closing remarks.  The IG will then give a complete copy of the inspection results to the brigade or battalion commander.

d.      Miscellaneous scheduling guidance.  The Region Commander strongly discourages social events with unit cadre the evening before an inspection.  The Region Commander uses the evenings for PT, email, and conducting region business.  Region Commander will generally not participate in unit PT unless coordinated in advance with the PMS.  If the Brigade/Battalion wants the Commander to present an award to a cadre member it must be coordinated ahead of time.  The award and the citation must be on hand prior to presentation.  

7.  Direct any questions or concerns regarding this MOI to MAJ Felchlin, SFC Knight or Mrs. McGruder at commercial (253) 967-4116/3183 or DSN 357-4116/3183.

                                                                               //original signed//
   
Encl               


                           STEVEN R. CORBETT




 

      
   COL, IN



   Commanding

DISTRIBUTION:

A, B 

Inspection Itinerary Coordination Sheet                                       Date________________

(Fax to the Region IG office NLT the specified suspense date)

University______________________________  Date of Inspection_______________________

Name of local airport _______________________________Ph__________________________

Travel times/distances.  Airport to hotel________/________Hotel to Univ________/________

Name of Hotel______________________________Phone______________County__________

Confirmation Name/Numbers_____________________________________________________

_____________________________________________________________________________

Accepts Gov’t Card?______/Tax exempt form?______Cost w/tax_________w/o tax_________

Van available for the team YES____   NO______  .

POC______________________Phone (wk)_____________________(hm)_________________ 

Alternate Travel Information for Next Destination (When not returning to Ft Lewis)

Next destination (from schedule)___________________________________________________

Approximate distance (in miles)________________Travel time by van____________________

Is the battalion capable of picking up seven passengers with travel bags from the previous 

university according to the schedule?_______(If not, suggested alternative travel plan)_______

______________________________________________________________________________

NOTES:
1.  The inspection team will travel by Army aviation (C-12/max 7 passengers) or commercial air depending on location and availability of military air.  

2.  The inspection team consists of a minimum of six personnel.  Please call for names of personnel and per diem rates for hotel reservations.  Hotel billeting can not exceed the max JTR allowance for your area.  Make all reservations for non-smoking rooms unless notified otherwise.  The aircraft pilots (if applicable) will make their own reservations.

3.  POC is MAJ Felchlin, SFC Knight or Mrs. McGruder at commercial (253) 966-2979/967-3183/967-4116 or DSN 347-2979/357-4116/3183.  Fax (253) 967-9622 or DSN 357-9622.
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