Chapter 3

Marketing Action Plan (MAP)

1.  The MAP.  Refer to Chapter 4 of Western Region SOP 145-4 for an explanation of the MAP, Trimester and order process.  The MAP is due to Brigade Headquarters along with the Recruiting and Enrollment Action Plan (REAP) on 1 May.  Consolidated Brigade REAP and MAP input is due to Region Headquarters on 1 June.

a.  As stated in Chapter 4 of the SOP, Annex B (Execution Matrix) of the REAP lays out the units planned recruiting and enrollment activities, and the planned purchases to support those activities.  These purchases are input into the MAP to ensure unit requirements are addressed and setup.  ALL purchases necessary for the successful execution of the units plan are input regardless of the allocated budget, since the REAP/MAP also address Un-funded Requirements (UFR) as discussed later in this chapter under pended orders.  In other words:  do Annex B of the REAP first – it drives the input into the MAP.

2.  Opening the Map.  When you are ready to create your MAP, log in and from the initial screen:

1. Change to the correct fiscal year via the drop down menu – let the screen cycle.

2. One the fiscal year screen shows, click the MAP BUDGET button.
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Once the MAP BUDGET button is clicked, the screen will cycle and change to the MAP summary screen.  It is in this screen that the year’s planned purchases and local purchase FAD amount are input.  The MAP summary screen provides a summary of the orders placed for the Map of the selected fiscal year.  If you are beginning a new fiscal year, the summary area, local purchase and order tree area contain no information since no orders have been entered.  Only the fiscal year budget contains information.

3.  MAP Summary Screen

[image: image11.png]=181

Microsoft Internet Explorer

T ft Vew Fovomes Tods teb |
EBak - o - | @oearch Garavores 8| B5- b i - =)
ddress [&) hitps:farmy. networkmes. comfrotcjL2_Frame. cfm =] @oo |unis 7
MAP For: Austin-Peay State U ‘Approval Status Ba:[Planning] Br:[N/A] Re:[N/A] HQ:[N/A]
OutofPocket :
Bulgel[8450000]  Tusl Allcsied waPOrer QSR poi g Toaen
Fiscal Year: 2004 $30.00  [1%of Budget] $30.00 $0.00 $0.00 $000 $000 (0% of Budget]
Local Purchases: $0.00  [0% of Budgs=t] $0.00 $0.00 $000 $000 (0% of Budget]
Trimester 1 - MAP: $18.00  [0%of Budget] $18.00 $0.00 $000 $000 (0% of Budget]
Trimester 2 - MAP: $6.00  [0% of Budg=t] $6.00 $0.00 $000 $000 (0% of Budget]
Trimester 3 - MAP: $600 (0% of Budgst] $6.00 $0.00 $000 $000 (0% of Budget]
Local Purchase Budget: [$000  ~|
{3 maP Items for year 2004 30.00 ||
Trinester 1. . |s100000 1.00
Trimester 2. . g:g:g: 6.00
Trimester 3. . 6.00
$4000.00
Ss00000
£
4 )
(@FEoroe o )
TS|
Elooe [ 3 [ itemet

start || 1] @ £ || [inbox - Mcrosoft Outook. | B Chapter 3 - Micrasot word| [E]Microsaft PawerPain - L. [ &]Hardin, Doug s Signe.

[BE@SD 5 21em





[image: image12.png]Fle Edt View Favortes Took Help

=181

Microsoft Internet Explorer

GBack v = -

G| @serch (GlFavortes (3| BS- S ] - (2

Ackiress [ &) htpsifjarmy.networkss.comirotc/L2_Frame.cfm

o o [

MAP For: Austin-Peay State U

Approval Status Ba: [Planning] Br:[N/A] Re:N/A] HQ:IN/A]

Outatpocket .
Bulget($450000]  Toal Alocsied apioser  QMSPMMl i pogg  Tourer
Fiscal Year: 2004 $30.00  [1%of Budget] $30.00 $0.00 $0.00 $000 $000 (0% of Budget]
Local Purchases: $0.00  [0% of Budgs=t] $0.00 $0.00 $000 $000 (0% of Budget]
Trimester 1 - MAP: $18.00  [0%of Budget] $18.00 $0.00 $000 $000 (0% of Budget]
Trimester 2 - MAP: $6.00  [0% of Budg=t] $6.00 $0.00 $000 $000 (0% of Budget]
Trimester 3 - MAP: $600 (0% of Budgst] $6.00 $0.00 $000 $000 (0% of Budget]
Local Purchase Budget: 5000 <)
[ 7 Teems tor yeor z00d. T 0.0 4]
Trinester 1. ¢ 18.00
Trimester 2. § 6.00
Trimester 3. § 6.00
£l
L —L
(@FEoroe o )
TR I
B [ B [@ memet

start || 1] @ £ || [inbox - Mcrosoft Outook. | B Chapter 3 - Micrasot word| [E]Microsaft PawerPain - L. [ &]Hardin, Doug s Signe.

[BE@SD 5 21em





[image: image13.png]Fle Edt View Favortes Took Help

=181

Microsoft Internet Explorer

GBack v = -

G| @serch (GlFavortes (3| BS- S ] - (2

Ackiress [ &) htpsifjarmy.networkss.comirotc/L2_Frame.cfm

o o [

MAP For: Austin-Peay State U

Approval Status Ba: [Planning] Br:[N/A] Re:N/A] HQ:IN/A]

Outatpocket .
Bulget($450000]  Toal Alocsied apioser  QMSPMMl i pogg  Tourer
Fiscal Year: 2004 $30.00  [1%of Budget] $30.00 $0.00 $0.00 $000 $000 (0% of Budget]
Local Purchases: $0.00  [0% of Budgs=t] $0.00 $0.00 $000 $000 (0% of Budget]
Trimester 1 - MAP: $18.00  [0%of Budget] $18.00 $0.00 $000 $000 (0% of Budget]
Trimester 2 - MAP: $6.00  [0% of Budg=t] $6.00 $0.00 $000 $000 (0% of Budget]
Trimester 3 - MAP: $600 (0% of Budgst] $6.00 $0.00 $000 $000 (0% of Budget]
Local Purchase Budget: 5000 <)
IS mar Tvene or yeer 2004, a0 4]
23 Tetnester 1. 18.00
B3 Ip: 89197 Grit Flyers 4§
P et g
[
Trimester 2. § 6.00
Trinester 3. ¢ 6.00
£l
L L
(@FEoroe o )
TR I
&) N

start || 1] @ £ || [inbox - Mcrosoft Outook. | B Chapter 3 - Micrasot word| [E]Microsaft PawerPain - L. [ &]Hardin, Doug s Signe.

[BE@SD 5 2um





[image: image14.png]Hstart[ | 1] & S

| Bltbox - Mico... | B]chapter 3-M..| [Emicrosoft Pow...| &)Harcin, Doug .| [EJForm - vicr

1o =i8lx
Fle Fdt Vew  Fevortes Took HE Rl Edt View Favortes Took Help ‘
Eback - S - @ | Qser| ek - > - @ ) Y| Quearch Garevorees | B & A - 2
ke [ oy etwerkans i s [ s oy etk comirotch2_OF Formoata nFornTemplate=t_OF Fyer Formaine x] o |Lnks » | ] @G0 |urks >
MAP Fo
ann 222 Gri ann ann
B UPDATE *** Grit Flyers Form *** UPDATE SorTEE
. [D%orBuiee]
Orier ID: 0000089197 Org: AustinPeay State U Z

| A et Ppers Date: 07/22/2003 e

32| Ordered By: Hardin, Doug Priority: | Plan = %ot Budet]

Tr od: T ,ﬁ [0% of Budget]
o —— T-Range: 01/01/2004 to 0473072004 s
Ethnic Target: | Euro-American N
Quantity: [3 Unit Size and Cost:| 8-1/2" x 11" Packs of 25 Catalog Price: 6 | Total Price: |18.00
DateNeedet {[01/15200¢  pumitiy]
Update This fiem In My MAP
b
. 2l « [ ol
5 Jam [ 118 [ tternet freemet

LGRS @ z1aem




[image: image15.png]REVIEW AND APPROVAL  MAPFo
[ Batalonaps ToReview 4| Bulget $7.160.00

{3 Battalion Maps To Review
B3 Fiscal Year2004

E-23 Eastem Region HQ

B3 13t Brigade HO/Eastern Region

Northeaster Univ
achester Inst of Tech
WPl
£HE 2nd Brigade HQ/Eastern Regior

Local Purchases:
Trimester 1 - MAP:
Trimester2 - MAP:

Fiscal Year: 2004 $6,524.08[71% of Buizet]

Trimester 3 - MAP: $1,200.00[17%of Budget]

~=lolx|

McDaniel College Approval Status Ba:[Reviewing] Br:[Reviewing] Re: [Reviewing] HQ: [Reviewing]
Outof Pocket y

Total Allocaed  MAP/Opder oS-t Fxveption  Pended Toial PPI
$6524.08 $000  $0.00 $54500 $652408 [21%of Buissi]
$0.00 [0%of Budeet] $0.00 $000 000  $0.00 [D%ofBuizi]
4,387 12(61%of Budeat]  $4.387.12 $000  $0.00 $4387.12 [61%of Buicet]
$93696[17% o Budet] 493696 $0.00 $54500  $93696 [13%of Buiget]
$1200.00 $000  $0.00 $120000 (7% of Buieet]

CRENISREABSIEET V550 s purerace et 020

Lock Haven University
StBonaventure University
=3 3r Brigae HQ/Eastern Region
George Mason University
James Madison Univ
Marshall U - 2002 forward
MeDanisl Callege

Display MAP

Display Report

ermple University
University of Maryland
=3 41h Brigade HQ/Eastem Region
NG AST State Universiy
Display MAP

Display Report

C State Univ

0ld Dominion Univ
StAugustine’s College

ING Chape! Hill

UNC Charlotte

Virgiia Miltary Instiute
=3 5ih Brigate HQ/Eastem Region

Kl

[ map Ttens for year z00a
Trimester 1.
Trimester 2.
Trimester 3.
Pended Ttems In The MAP

5 6524.08 A
¢ a1z
i 936.96
.Sub Total: §  1200.00

Augusta State Univ
Carson-Newman College

Close this form

[&10one

[ B[

P I 1 |

&)
Sistort|| 5] @ 5 || Elvwwosct rowere. | Bcapor3-wos.|

[ B et

Otnbox - Microsaft ... | & Herdin, Doug 15 5. [ Review and App... | B d TS BB s52am





[image: image16.png]0 oso =10/ x|
Fie i Vew raves Tk e [ |
Processing, pleasi| <=6k - = - @ [8] 4| @search Garavories 3|54 5 B - 2
# Address [ ] https:fermy.networancs comiratc/L2_OF FormData,ciFormTemplate=L2_OF Flyer_Formcne x| (¥Go | Lnks
##* DELETE *** Grit Flyers Form *** DELETE *#% [
5¢ | order : 0000089157 Org: AustinPeay State U ey
e | Ad: Grit yers Date: 0712272003 i)
Trtme | Ordered By: Hardin, Doug Priosity:|Plan <! %ot ]
Trime | Period: Trimestex 1 - Range: 01/01/2004 fo 04/30/2004 % of Budest]
Bl Target: | Euro-American
Unit Size and Cost: I B8-1/2"x 11" Packs of 25. Catalog Price: $6 j Total Price:|18.00
PO icrosot nternet Explorer S |
Ave You Sure You Want To DELETE Tisem? |
@ P
. 2] « I o
E | cpeningpage Htpsamy.networincs confotc/i2_OF Fornbata_Tenplte cniro| | |8 rknown Zone

/fret
Sstart|| @ & S || hanbox-miro... | Bchapter 3-m..| Elmarosortpow.| €)terdn, bous .. [[Eorm - ter.. | Elprocessigre.| (SO HREE  z1am




[image: image17.png]icrosoft Internet Explorer

Fle Edt View Favortes Took Help

=181

GBack v = -

G| @serch (GlFavortes (3| BS- S ] - (2

Ackiress [ &) htpsifjarmy.networkss.comirotc/L2_Frame.cfm

o o [

_ _ Local Purchase Budget: $0.00

You have SUBMITTED your plan to be reviewed for Budget Approval.
@RS ) 11y, UN-SUBMIT your plan, any APPROVALS will be NULLIFIED.
>) You will have to SUBMIT again.

MAP For: Austin-Peay State U Approval Status  Ba:[Reviewing] Br:[Reviewing] Re:[Reviewing] HQ:[Reviewing]
Puigs([MS0000  ToalAlleaed Mamorter  CHOTPSESl peoio pies  Toamr
Fiscal Year: 2004 $3000  [1%of Buiget] $30.00 $0.00 $0.00 $000  $000  [0%of Budget]
$000 (0% of Budget] $0.00 $0.00 $000  $000  [0%of Budget]
$18.00  [0% of Budget] $18.00 $0.00 $000  $000  [0%of Budget]
$600 (0% of Budget] $6.00 $0.00 $000  $000  [0%of Budget]
$600 (0% of Budget] $6.00 $0.00 $000  $000  [0%of Budget]

_ Your Map Is In View Only Mode.

[ map Ttens for year zo0a.
-] Trimester 1
Trinester 2.
Trinester 3.

~Grand Totalt
Sub Total:
Sub Total:
Sub Total:

s s0.00 4
s 1800
5 6.00
s 6.00

]
D]

« >

i

Elooe
astot]| (f] @ 51 || Blinbox-wio.. | Bchester3- .. [Evicrostt pow.|[Etardim o &)rom - Hios

[ 1B [ et
LGRS @i 219




Summary Area:  The section at the top of the screen displays order information for the current fiscal year.  The top line of information displays the School logged in and approval status.  This is followed by the budget allocated to the school.

The next four lines display the fiscal information.  The top line shows grand totals for the following three lines of information.  Each line summarizes the total of orders for that trimester within the MAP.  Total Allocated includes all types of orders including regular orders, Local Purchase orders, Out of Pocket/Memberships, Exception Orders and PPI orders.  It does not include Pended orders.

Submit Button


Submit Map:  After all orders have been entered for the fiscal year and you are ready to have the MAP reviewed by Brigade, Region and Cadet Command, click this button to submit the order.  

Local Purchase drop down.  This is used to allocate within your MAP the total amount you wish spend on local purchase print items, specialty items and meals in support of recruiting/advocacy events during the fiscal year.  The amount must be in 1K increments.  This identifies to the Region Marketing Officer the total funds that will be transferred via FAD to your support installation.  Specific order forms are not input during the MAP process.  Those order forms and input during the trimester process or via exception.  Refer to Chapter 8 for local purchase processing and execution.

Order Tree.  The white area under the Submit button contain a tree of the individual orders that have been created.  Initially, this area is blank, since no order forms have been input for the MAP.  Once the orders are input, the trimester, pended and order form folders appear.  From this screen, orders can be edited or deleted as necessary.  Again, when entering a new fiscal year MAP for the first time, no order will appear in the order tree area, since not orders have yet been entered.


The screen functions much the same way as the folders in the Windows Explorer.  Each of the folders is expandable as long as they contain the plus symbol.  This indicates more items under the folder.

4.  Entering The Map

Step 1 – Local Purchase

a.  Refer to Annex B of the REAP to determine the total dollar amount the unit requires moved to the support installation to execute local purchases.  Estimate your total fund requirements based on the number of purchases you plan and their relative costs.

b. Local purchase funds are moved via a Funding Authorization Document (FAD).  The drop down box in the MAP allows input of up to $5,000, in $1,000 increments.  Should the units REAP total dollars fall between 1K increments, the unit should round up and input in the MAP.  If the unit requires more than 5K, notify the Region Marketing Officer who can increase the amount by using the Regions access to the system.  Click the Local Purchase Budget drop down menu and specify the amount desired.



c.  This is the only action required in the MAP process to set up local purchase.  Actual approval and tracking forms are not input until the trimester order process begins (refer to Chapter 7 for Local Purchase Approval/Tracking form inputs).

Step 2 – Order from input for Out of Pocket and Memberships.

a.  Refer to Annex B of the REAP to determine the total dollar amount the unit requires for Out of Pocket expenses and Memberships.

b.  Out of Pocket and Membership cost are set-aside only during the MAP process.  The LAPS system only blocks off funds for future manual processing, and is not used to actually execute reimbursement or payment.  Refer to Annex C of the SOP for fact sheets providing guidance and instructions on the procedures to execute payment of these actions


c.  To open the forms used to set-aside these funds, click on the “Open Order Form” button below the order tree area.



d. The screen will cycle and the order form screen appears.  Here you  will find the forms under

category 8:  Select the form that you desire and input the information.  Entry requirements for LAPS Out of Pocket and Membership forms are provided in Chapter 7 of this Annex.  If you are still unsure of entries on a specific form, contact the Marketing Officer at Region Headquarters for assistance.  Once the order is complete click on “Add This Item To My MAP” to enter the order into your MAP.  The order will then begin to appear in your order tree area of the MAP summary screen.  
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e. Once all of the orders are input, the MAP summary screen shows the inputs in a separate folder

under the trimesters.  The summary area will also display the total amount being set-aside under the Out of Pocket/Membership column.




Step 3 – Order from input for Leo Burrnet executed contracts and Cadet Command produced Print/Personal Presentation Item (PPI), Orders.

a.  Refer to Annex B of the REAP to determine the type of these orders required to support the plan.  These purchases are input and executed by submission of various order forms.  Required input on these forms is provided in Chapters 5.

b.  To open the order forms, click on the “Open Order Form” button below the order tree area.



Left window contains the LAPS catalog folders.  There are eight categories.  The first seven contain Leo Burnett contract forms for print ads, radio spots, classified ads, billboards, etc.  The eighth category contains Cadet Command executed print/PPI orders, Leo Burnett orders for mail services/mail lists/booth space/film processing/”other orders”.  The catalog work much the same way as the folder view of the Windows Explorer.  To open a folder, double click the folder name or click the  "+" next to the folder name and the contents of the folder will be displayed.
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c.  Selecting an item from the On Line Products.

(1)  Select the campaign that you desire.  The example shown below is out of the “3-Progression”.  You will see an advertisement list drop down to choose from.  The one below came from “Distinguish Yourself 101”, “Print Ad”, and then “Distinguish Yourself 101”.  Click on the “View Catalog Item”.  Always view to make sure this is the ad you want to use.
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(2)  Once you are sure about which purchase you would like, click on it (it is ideal to make it a habit to view the item first).  Ensure it is what you want, and understand the notes and localization guidance given at the bottom of the view.  

(3)  If you decide to order the item, click on “Display Form” to begin entering information.  Chapter 5 of this Annex contains all Leo Burnett executed order forms with instructions on how to fill them out, to include the input of new vendors if the one you are using is not in your vendor drop down box on the order from.  Chapter 6 contains all Cadet Command executed print/PPI order forms.  If you are still unsure of entries on a specific form, contact the Marketing Officer at Region Headquarters for assistance.  Once the order is complete click on “Add This Item To My MAP” to enter the order into your MAP.  The order will then begin to appear in your order tree area of the MAP summary screen.
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(4)  Continue to input all the order forms for Leo Burnett contracts and Cadet Command executed print/PPI orders identified in your REAP.

Step 4 – Budget Comparison and UFR Processing.


a.  Once all of the orders are input, the MAP summary screen shows the inputs by trimester, and the fund totals in the summary area.  It is at this point you compare your budget to the amount of local purchase/orders by comparing the Fiscal Year amount to the budget amount.




b.  If the Fiscal Year total is less than your budget, you have additional funds for use.  You can input more local purchase/orders to use the funds, or leave it as it is.  Understand clearly that it is not a bad thing to be under budget IF you have covered all of your requirements.  By submitting the MAP with funds remaining, you are making funds available to Region to cover other units that may be submitting UFR.


c.  If the Fiscal Year total is more than your budget, you have UFR requirements driven by your REAP.  In this case, you must begin pending orders to get back within budget.  Pended orders are not deleted from the MAP, but are put into a different folder (i.e. the pended folder) and the funds not shown against your budget.  Pend orders with the lest impact on your recruiting/enrollment plan until you get at, or just below budget.  During the Region review, these orders are verified against your REAP, moved to planned purchases, and additional Region funds moved into the unit to cover the additional requirements.


d.  To pend and order, click in the order tree area to specify the trimester and the specific order.  Then click on “Edit Item”.  Once done the order form will open.




e.  On the order form, click on the Priority drop down box, and highlight “Pend”, and then click the “Update This Item In My MAP” button.  The order will cycle and your MAP summary screen appears.   




f.  A “Pended Order” folder will now show in the order tree area containing the form, and the cost of the orders shown under the pended column in the summary area.  The pended amounts will not be included in other summary area columns.




Step 5 – Modifying the MAP.


a.  Often, the MAP is done over a period of time as the unit works through the REAP and MAP.  There are times when an order is modified or deleted.


b.  Order modifications often are done to change the quantities, cost, dates, etc.  To modify an order, open the form by clicking the trimester, order form, and “Edit Item”.  The screen will cycle and the order form will open.



c.  When the order form opens, verify entries.  Make modifications as necessary.  If you have modified information on the order, click on “Update This Item In My Order”.  If funding amounts are changed, the summary information is also updated.



d.  To delete an order, you open the order in the order tree area.  This is done by opening the trimester folder, and choosing the order you desire to delete.  Two options are allowed for the item, “Delete Item” or “Edit Item”.  Click on “Delete Item’, which will open the order form.



e.  The order from will open along with a pop up box asking if you want to delete the order.  Click on “OK” in the pop up box.  The order will be deleted from all fund totals and the order tree area.  If you click “Cancel” the delete action is ended



Step 6 – Submitting the MAP.

1. Once you are satisfied that your MAP is complete and dovetails with the REAP, you submit for review and approval.  You click on the “Submit MAP” button.  The screen will cycle and your MAP sent forward for review and approval.



6.  Un-Submitting The Map

1.  Occasionally it may be necessary to pull your MAP back from review to update or modify based on guidance from Brigade/Region or to correct a mistake.  You click on the “Un-Submit MAP” button.  The screen will cycle and your MAP returned for modification.  Note that this is only possible prior to the Region approval in the system.  If the MAP has been approved at Region, it cannot be un-submitted without direct coordination with Region Marketing Operations.



Note:  When the Map is un-submitted, all approvals are removed.  If the Brigade, Region or Cadet Command approve the order, the Map will have to be re-approved after it is re-submitted.


2.  If you open your MAP and see the screen without the “Un-submit” button, you can no longer input or change your MAP.  This screen shows approval all the way through the system, and makes the MAP unchangeable.  Any changes would now have to be made in the trimester processing.


Summary Area





Order Tree Area

















Button To Open Order Forms











Local Purchase


Drop Down Box














Update this Item In My Order















































1





2








PAGE  
F 3-15

