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SUBJECT:  Army ROTC Membership in Civic Organizations

1.  Purpose.  To provide battalion and brigade members the regulatory guidance on and procedures for purchasing memberships in civic organizations.

2.  Facts.

a.  Policy on purchasing memberships in civic organizations is covered by 33 Comp Gen 126 (1953), 32 Comp Gen 15 (1951), 24 Comp Gen 814 (1945), DoD Instruction 5500.7-R (Joint Ethics Regulation) and Chapter 6 and Appendix B, Cadet Command Regulation 145-4.


b.  Title 5, United States Code, Section 5946, precludes the use of appropriated funds to pay a membership fee or dues of any military person or civilian employee of the government except as authorized by express statutory authority.  Accordingly, no member of USACC will use appropriated funds, including those funds for reimbursement of out-of-pocket expenses, to pay for memberships in private organizations in the name of, or for the benefit of, any individual.  Membership must be in the name of, "The Army ROTC Battalion at ___________ University."


c.  The Comptroller General of the United States has held that 5 USC 5946 does not prohibit a Federal agency from joining a society or association in its own name if such membership would further its authorized activities.  "Furthering authorized activities" is defined as essential to enhancing enrollment activities as opposed to a purely community relations role.


d.  Membership in a civic organization may be procured in the name of the U.S. Army for appropriate members of USACC.  ROTC personnel will use memberships in these private organizations to contact important members of the public in the areas served by their headquarters or institution.


e.  The use of appropriated funds for membership in a civic organization that excludes persons from its member​ship or functions because of race, color, sex, or national origin is prohibited.

f.  Restrictions.
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(1)  In that membership in civic organizations is procured in the name of the U.S. Army, it is the Army that is represented, not the individual ROTC member.  Guidance concerning participation of DA elements and DA personnel is provided in DoD Instruction 5500.7-R.  ROTC personnel should avoid:



(a)  Honorary memberships.




(b)  Allowing the use of the U.S. Army name to imply sponsorship of any civic organization.



(c)  Participation in the management and control of any association by accepting an office in the organiza​tion.




(d)  Participation in the policy-making of private organizations, particularly in such a manner as to suggest compliance by an element of ROTC or Department of the Army.

(2)   The Army representative may vote IAW the rules of the organization, provided it is made clear that the vote indicates the opinion of the representative only, and in no way binds U.S. Army Cadet Command, or the Department of the Army.

(3)  The term "civic organization" encompasses many organizations that qualify in all respects for membership in the name of the U.S. Army, except that they do not meet the essential prerequisite of being necessary to further the ROTC enrollment effort.

(4)  In all cases Commanders, ROTCR, in conjunction with the appropriate Region Desk Officer (RDO) at HQCC, must ensure that memberships are of primary direct benefit to the Army and are essential to accomplish agency activities.  Consider such factors as the size and geographical sources of the university or college student body and whether there exists a significant relationship between recruiting ROTC cadets and civic involvement in the local community at the institution concerned.  Under no circumstances do ROTC organizations have blanket authority to purchase memberships unless these specifications are met.  Likewise, memberships may not be purchased when it is not required for participation, as might be the case with veteran's organizations such as the Veterans of Foreign Wars or the American Legion.  Active duty personnel can normally participate in these organizations without joining.
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(5)  ROTC regions, brigades and battalions may budget for civic organization memberships from marketing funds at the annual rate of $120 per headquarters, cadet battalion, or extension center.  The $120 is an average amount for budgeting purposes only.  Within the guidelines of pertinent regulations, allocated funds may be spent as deemed appropriate by the commander and need not be restricted to only $120, provided funds are available.



(6)  Charge expenditures for civic organization memberships against ROTC advertising and information (A&I) activities.  Under no circumstances will recruiting expenses (out-of-pocket) or local advertising media funds be used for these memberships.  HQCC will not authorize and DFAS will not approve reimbursement if a cadre member purchases memberships using his/her own funds.

(7)  Obtain memberships exclusive of meals or any other "special contributions" to either regional or national headquarters of the civic organization.  The individual member representing ROTC must defray meal costs from personal funds.  Army membership is prohibited if such arrangements cannot be negotiated (e.g., membership fee in the name of the U.S. Army prorated, with meal costs to come from personal funds of the member concerned).

g.  Procedures for purchasing memberships in civic organizations.

(1)  Membership in civic organizations should be requested via LAPS as part of the trimester ordering process.    

(2)  Following the trimester order, the requesting unit should complete DA Form 3953 and mail it to the assigned RDO for approval.   Original DA 3953 with original signatures must be accompanied by appropriate invoice from the civic organization.  Servicing DFAS will not accept faxed forms.  Requesting unit should include on the DA 3953 whether the civic organization will accept the IMPAC credit card.  Requesting unit must mail the original DA 3953 and invoice to:

Headquarters, U.S. Army Cadet Command

Marketing & Public Affairs Directorate

ATTN:  ATCC-MM (__ Region Desk Officer)

Building 57

Fort Monroe, VA   23651-5000


(3)  RDO will sign the DA 3953 in Block 34 as Approving Official or Designee, and forward the form to HQCC Resource Management Directorate (RMD) for accounting classification.
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(4)  RMD will then forward the forms to HQCC's servicing DFAS for either completion of purchase with the IMPAC credit card or award of contract to the civic organization.  The authority cited on the purchase directive will be, "DoD Instruction 5500.7-R." 


h.  Instructions for completing DA 3953:



(1)  Block 1.  Purchase Instrument No.   Leave blank.

(2)  Block 2.  Requisition No.  Leave blank.

(3)  Block 3.  Date.  Date form is completed.

(4)  Block 4.  Page __ of __ pages.  Page number and total number of pages.



(5)  Block 5.  Thru:  HQ, US Army Cadet Command, ATTN:  ATCC-RP-PB, Fort Monroe, VA   23651.



(6)  Block 6.  From:  Requesting battalion address.

(7)  Block 7.  Purchase for:  Requesting battalion address.

(8)  Block 8.  Delivered to:  Requesting battalion address.

(9)  Block 9.  Not Later Than:  Date needed by.

(10)  Block 10 and Block 11.  Name and Tel No. of person to call for additional information.  Requesting battalion point of contact.



(11)  Block 12.  Local Purchase Authorized as the Normal Means of Supply for the Foregoing by:  DODI 5500.7-R.

(12)  Block 13. Requisitioning Discloses Non-availability of Items and Local Purchase is Authorized by:  Leave blank.



(13)  Block 14,  Item.  Item number (i.e., 1, 2, etc.).
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(13)  Block 15.  Description of supply or services:  State clearly the service/membership required.  Give dates of membership and specific name of organization.



(14)  Block 16.  Quantity.  If applicable, state number of memberships (usually, one).



(15)  Block 17.  Unit.  Each.



(16)  Block 18.  Estimated Unit Price.  Insert membership price.



(17)  Block 19.  Accounting Classification.  Leave blank.



(18)  Block 20.  Type Name and Title of Certifying Officer.  Leave blank.



(19)  Block 21.  Signature.  Leave blank.



(20)  Block 22.  Date.  Leave blank.



(21)  Block 23.  Discount.  Leave blank.



(22)  Block 24.  Purchase Order Number.  Leave blank.



(23)  Block 25.  The foregoing items are required not later than:  List date and justify.



(24)  Block 26.  Delivery schedule.  Leave blank.



(25)  Block 27.  Type Name and Grade of Initiating Officer.  Type PMS name and grade.



(26)  Block 28.  Signature.  PMS signature.



(27)  Block 29.  Date.  Date signed by PMS.



(28)  Block 30.  Telephone number.  PMS telephone number.



(29)  Block 31.  Type Name and Grade of Supply Officer.  Type name and grade of battalion supply officer.



(30)  Block 32.  Signature.  Signature of battalion supply officer.
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(31)  Block 33.  Date.  Date signed by battalion supply officer.



(32)  Block 34.  Type Name and Grade of Approving Officer or Designee.  Leave blank.



(33)  Block 35.  Signature.  Leave blank.



(34)  Block 36.  Date.  Leave blank.


i.  Any questions on this policy or these procedures should be directed to the appropriate RDO at HQCC.
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