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       1 March 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Western Region 2004 Recruiting, Marketing and Advertising Planning Guidance

1. References:

a. Cadet Command Regulation 145-4 (w/change 1, 2 & 3), Marketing, Advertising and Publicity to Support Enrollment, dated December 2001.


b.
Cadet Command Regulation 145-16, Mission Management, Performance Assessment, and Unit Status Reporting, dated July 2000.


c.  Cadet Command Regulation 145-17, Reserve Officers’ Training Corps Recruiting and Enrollment Planning, dated March 2003.


d.
Cadet Command Pamphlet 145-35, Purchase of Items Outside the Local Advertising and Purchasing System (LAPS), dated 10 September 2001.


e.  Western Region Recruiting, Marketing and Advertising SOP 145-4, w/change 7, dated 1 March 2004.

2. Recruiting and Enrollment Action Plan (REAP) process and submission deadlines are unchanged from last year.  Refer to Chapter 1 of Western Region SOP 145-4 w/chg 7, Recruiting, Marketing and Advertising SOP, for specific deadlines.  The SOP is found on the Western Region home page at http://www.lewis.army.mil/accw/.  Once at the home page click in order:  Divisions, Marketing Operations and Marketing SOP.

3. Battalion submission deadline to Brigade is 1 May 2004.  Brigade's review Battalion REAP, 3d Trimester FY04  and FY05 MAP submissions in LAPS via the checklist provided in Enclosure 1 of this memorandum.  Brigades coordinate directly with their units for modifications and changes as appropriate.  Consolidated Brigade submission, including the Brigade Headquarters REAP, deadline to the Region Marketing Officer is 1 June 2004.  Check list are keep on historical record at the brigade headquarters for three years.

4. Units plan recruiting and marketing expenditures in the REAP and in the LAPS system without regard for budget limits.  Should planned expenditures exceed the planning budgets provided in enclosure 2, units must report un-funded requirements (UFR) in paragraph 4 of the REAP and “pend” expenditures in LAPS to get within the planning budget limits, (refer to Annex F, chapter 3 and 4 of the Region SOP).  Region headquarters reviews unit UFR’s and makes appropriate fund movements to meet unit requirements within the limits of the region budget.  
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Should the region budget be insufficient to meet planned requirements, the Region Marketing Officer pursues outstanding budget requirements with Cadet Command Headquarters.

5. The format for the 2004 Battalion REAP has changed little over last year’s submission.  Three minor changes, as reflected in the format provided in enclosure 3, are provided below:
a.  Paragraph 1:  Battalions provide host and partnership school information as last year.  However, affiliated schools are only listed in paragraph 1c, and are not addressed within the rest of the plan.  Host, partnership and affiliated school breakouts must agree with the CCIMS directory module for the battalion.  For clarity, a partnership school must meet one or more of the following requirements:

(1) Cadre is permanently located on the partnership school campus.

(2) Partnership school is and HAI program, or an ARNG partnership arrangement program.

(3) Classes are taught on the partnership school campus.

(4) Scholarship dollars are planned for and expended on partnership school cadets.

(5) Marketing funds are planned for execution on the partnership school.

(6) Significant cadre time is expended on the partnership campus in recruiting/marketing activities.

b.  Paragraph 4b:  Battalions provide the breakout of UFR requirements for their marketing/advertising budgets.  These requirements must agree with pended orders in the 3d trimester FY04, and FY05 MAP submissions in the LAPS system.

c.  Paragraph 4c:  Battalions provide scholarship dollar breakouts for SY 04/05.  These breakouts must agree with the CCIMS scholarship module.

6. Beginning in 2004, the Brigade headquarters REAP must meet the format as provided in enclosure 4.
7. The 3d Trimester Order of FY04 and FY05 Marketing Action Plan (MAP) are submitted concurrently with the REAP.  Reference SOP Annex F, Chapter 3 and 4 for Trimester and MAP input.  REAP’s will not be reviewed or approved without these inputs in the LAPS system.

8. Given the change in direction in recruiting, marketing and advertising in FY03, many of the advertising orders previously available are approved only on an exception basis.  Should units feel strongly about an order not listed below, its is submitted in the LAPS system as a pended item, listed as a UFR in the REAP and followed by an electronic memorandum to the Brigade Recruiting Officer stating the need and how the order directly targets on-campus SAL leads / prospects.  Brigade forwards approved exception request to Western Region Marketing Operations Officer upon submission of the consolidated brigade REAP’s.  The orders listed below are the only orders that can be planned and executed without an exception to policy request.
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a. Leo Burnett Contract in LAPS
Booth Space

Mail Services (Includes postage for mailouts).

Mail List.

Photo Services / Film Processing.

b. Cadet Command Contract in LAPS
Personal Presentation Items (PPI).

Print orders, flyers and brochures.

c. Local Purchase


Personal Presentation Items (PPI).

Print orders at a government print plant.

Planned group meals for prospects and   

  influencers.

d.
Out of Pocket/Membership Dues
Reimbursement from Cadet Command.

9. Units are strongly encouraged to use the local purchase process to buy PPI, printed items and meals supporting recruiting/advocacy events.  Local purchase allows the unit to obtain these items locally and eliminate the late delivery problems experienced when executed through Cadet Command via LAPS orders.  Ensure local purchase funds requested for FAD action to the support installation are addressed in paragraph 4 of the REAP, and match the Local Purchase amount specified in the FY05 LAPS MAP submission.  Refer to Annex F, Chapter 3 of the Western Region SOP for guidance and process.
10. Point of contact this correspondence is Mr. Douglas Hardin, Western Region Marketing Operations Officer, commercial (253) 967-9582, DSN 357-9582, e-mail dhardin@4rotc.lewis.army.mil.

//ORIGINAL SIGNED//

Encl





        MICHAEL P. NEAVERTH







        MAJ, EN







        Chief, Marketing Operations and Public Affairs
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