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MEMORANDUM FOR Region Commanders, U.S. Army Cadet Command

SUBJECT:  Memorandum of Instruction (MOI) for the 2004 Reserve Officers’ Training Corps (ROTC) - Hispanic Association of Colleges and Universities (HACU) Conference

1.  References:
    a.  Memorandum, HQCC, ATCC-MPA, 5 November 2002, subject:  2002 HACU After Action Report.

    b.  Memorandum, HQCC, ATCC-MPA, 11 September 2002, subject:  2002 HACU MOI.

    c.  Memorandum, HQCC, ATCC-M, 12 December 2003, subject:  2003 HACU After Action Report.

    d.  Memorandum, HQCC, ATCC-ZB, 9 September 2003, subject:  2003 HACU MOI.

2.  Scope.  This MOI is directive in nature and applies to all Cadet Command staff, subordinate units, and their staffs.

3.  Purpose.  Provide guidance to Cadet Command staff and subordinate units participating in the HACU Conference.

4.  General.  The 2004 ROTC HACU Conference (5th Annual) will be held at the Sheraton Miami Biscayne Bay Hotel, Miami, Florida, on 

13-15 October 2004.  Cadet Command has intentionally scheduled the ROTC HACU Conference at the same location as the 2004 National HACU Conference (Intercontinental Hotel, two blocks away on 16-19 October) in an attempt to facilitate attendance of university presidents. 

 
Wednesday, 13 October   Check-in and opening dinner (evening)
Thursday, 14 October    Conference seminar
Friday, 15 October      Professor of Military Science(PMS)session





    with CG,CC; check-out and travel
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5.  Goals:

    a.  Provide a forum for USACC to update the attendees on issues and initiatives affecting HACU (including the Hispanic Access Initiative (HAI) institutions).

    b.  Provide a forum for HACU school officials and ROTC leadership to discuss initiatives and challenges in recruiting, retaining, and commissioning quality cadets.

    c.  Provide a forum to formally exchange information between HACU members and Cadet Command leadership.

    d.  Provide stepping stones to establish an ROTC HACU advisory board, which will serve as a liaison between the Commanding General, Cadet Command, HACU members of various Hispanic Serving Institutions (HSI) and HAI schools with Army ROTC programs on their respective campuses.

6.  Objectives:  

    a.  Presidents and PMSs understand the CG’s vision and ongoing prospectus for HAI.

    b.  Presidents and PMSs understand the current responsibilities and procedures for continued implementation of HAI.

    c.  All PMSs understand the most current Hispanic market research findings.

    d.  Cadet Command leadership understands HACU concerns in order to resolve them.
7.  Responsibilities:
    a.  Recruiting, Retention and Operations Directorate, USACC:

        (1)  Overall responsibility for conference planning and execution.

        (2)  Provide conference dates to all PMSs invited to attend the conference.
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        (3)  Assist in confirming and finalizing hotel contract.

        (4)  Invite guest speakers for the luncheon and dinner.

        (5)  Coordinate and approve VIPs.

        (6)  Complete and mail invitations to presidents/ chancellors, guest speaker and VIPs with the CG’s signature.

        (7)  Track president/chancellor, guest speaker and VIP invitations and RSVPs.  

        (8)  Develop welcome letter for CG’s signature.

        (9)  Coordinate all fact sheets and input for conference books.

        (10)  Coordinate with briefers to ensure an accurate number of conference books are available to invitees.

        (11)  Ensure most current presentations are loaded into the audio-visual projection system for the briefings.

        (12)  Coordinate a note-taker to capture issues during the conference.

        (13)  Develop and distribute MOI.

        (14)  Assist in soliciting issues and topics to brief at the conference.

        (15)  Assist in developing a conference agenda.

        (16)  Assist in coordinating and staffing a concept plan with regions and Cadet Command staff.

        (17)  Maintain communications with regions and, as necessary, school presidents, VIPs, and invited guests.

        (18)  Develop a marketing media plan in coordination with the Leo Burnett Advertising account executive.

        (19)  Procure mementos for guest speakers.
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        (20)  Coordinate with the HACU President and/or HACU staff for next year’s conference dates.

        (21)  Coordinate with the HACU President for next year’s conference.

        (22)  Coordinate and monitor the budget with Resource Management staff.

        (23)  Monitor travel and hotel reservations.

        (24)  Develop and distribute the luncheon and dinner programs.

        (25)  Distribute sample Invitational Travel Orders (ITOs) for VIPs and the guest speaker.

        (26)  Coordinate with hotel staff, outside vendors, and other agencies for required conference support.

        (27)  Conduct a rehearsal with key personnel at the hotel on Tuesday, 12 October 2004, at 1700.

        (28)  Publish and distribute an after action report.

    b.  Resource Management and Logistics Directorate, USACC:
        (1)  Coordinate and monitor the budget for the event.
        (2)  Coordinate with NRCC Installation Division – Eustis and marketing project officer to ensure contract(s) are provided and vendors are paid in a timely manner.

        (3)  Ensure Invitational Travel Orders are completed, funded and distributed to presidents/ chancellors, guest speaker and VIPs.

        (4)  Ensure orders (DD Form 1610) are completed, funded and distributed to military members attending the conference.

    c.  Strategic Initiatives Group, USACC:

        (1)  Prepare briefing on Hispanic issues.
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        (2)  Provide subject matter expert on Hispanic issues.

        (3)  Prepare Commanding General’s presentation.

    d.  Commander, Eastern Region:

        (1)  Serve as the official host for the 2004 Army ROTC-HACU Conference.  Select one school (based upon location of conference) to serve as the support battalion and provide information to Mrs. Miriam Thompson, Administrative Assistant, Cadet Command Marketing and Public Affairs, (757) 788-2388 or email <Miriam.Thompson@usacc.army.mil>.  

        (2)  Provide transportation and an escort for the CG, Cadet Command.  Locations and times TBD based on CG’s travel plans.  Provide information to Mrs. Thompson.
(3)  Provide transportation and an escort for the guest 

speakers (TBD) based on their travel plans.
        (4)  Provide two conference staff officers/non-commissioned officers to support the conference at the Sheraton Miami Biscayne Bay Hotel, Miami, Florida, from Tuesday, 

12 October through noon on Friday, 15 October.  Primary duties will include setting up and managing the registration table on Wednesday, 13 October, serving as slide presentation manager and recorder on Thursday, 14 October, and performing other duties as required on Friday, 15 October.

        (5)  Provide Mrs. Thompson a consolidated list of attendees based on information provided on the registration form (enclosure 1).

        (6)  Serve as Master of Ceremonies for the 2004 Army ROTC-HACU Conference.  Duties include providing administrative instructions before breaks, if necessary, and general transitional assistance for ease-of-movement during the conference.  

        (7)  Serve as primary coordinator for the PMS session with the CG, Cadet Command.  Review topics of discussion with PMS attendees and CG’s office prior to the conference, ensuring the agenda is formed for a three-hour discussion on Friday, 15 October.  If applicable, provide audio-visual support (laptop computer and slides) for briefings.
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        (8)  Provide a consolidated list of attendees from region based on information provided on the registration form (enclosure 1) NLT Friday, 24 September, to Miriam Thompson, Administrative Assistant, HQCC Marketing and Public Affairs, (757) 788-2388 or email <Miriam.Thompson@usacc.army.mil> 

    e.  Commander, Western Region:

        (1)  Provide a consolidated list of attendees from region based on information provided on the registration form (enclosure 1) NLT Friday, 24 September, to Miriam Thompson, Administrative Assistant, HQCC Marketing and Public Affairs, (757) 788-2388 or email <Miriam.Thompson@usacc.army.mil> 

        (2)  Assist Eastern Region in developing and reviewing topics for the PMS session with the CG, Cadet Command on Friday, 15 October.  
8.  Conference Invitees.  See enclosure 2.

9.  Transportation.  Individual attendees, except those requiring escorts, will coordinate transportation from Miami International Airport to the Sheraton Miami Biscayne Bay Hotel and return.  Miami International Airport is seven miles from the Sheraton Miami Biscayne Bay Hotel.  The normal round-trip cost is approximately $70 for taxi and $40 for shuttle.  

10.  Lodging.  All conference attendees will stay at the Sheraton Miami Biscayne Bay Hotel, 495 Brickell Avenue, Miami, Florida, 33131.  Cadet Command staff coordinated lodging; however, individuals must make their own reservations by calling the Sheraton Miami Biscayne Bay Hotel directly at (305) 373-6000 (ask for reservations).  In order to ensure you receive the per diem rate of $107.00 per night, tell the reservations clerk you are with the “Army ROTC Conference” on 13 and 14 October 2004.  Rooms must be reserved NLT Friday, 24 September 2004.

11.  Travel and Per Diem:
a. Travel Orders.  All travel orders (DD Form 1610) and

Invitational Travel Orders (ITOs) will be generated at the battalion level.  PMSs will provide orders (for the university representative(s) and themselves) to their respective region 
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resource management team leaders in order to generate and process orders.  For exact details on completing travel orders and any additional information, contact your regional Cadet Command Resource Management Team Leader.  A sample ITO is at enclosure 3.

    b.  Per Diem is not authorized for the dinner meal on Wednesday, 13 October, and all meals on Thursday, 14 October since they are included as part of the conference.  The statement “meals provided for dinner on 13 October and all three meals on 14 October” will be written in the remarks section on DD Forms 1610 and ITOs.

    c.  Include statement “mandatory conference fee of $50 is authorized” on all orders.  A $50.00 conference fee will be charged by the hotel at check-out to cover expenses not contracted by the government.

12.  Agenda.  See enclosure 4.

13.  The events manager POC is CPT George, (757) 788-3909, DSN 680-3909, or email <Lawrence.George@usacc.army.mil>.  Regions will provide information to Mrs. Thompson, (757) 788-2388, DSN 680-2388, or <Miriam.Thompson@usacc.army.mil>. 

FOR THE COMMANDER:








      /s/
4 Encls




   RADAMES CORNIER, JR.
as





   Colonel, GS







   Chief of Staff

CF: 

Cdr, Eastern Region (ATOE-MA)

Cdr, Western Region (ATOW-MA)

Directors and Special Staff, HQ, U.S. Army Cadet Command
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Registration Form
Fifth Annual Army ROTC-HACU Conference

Sheraton Miami Biscayne Bay Hotel, Miami, Florida
October 13 – 15, 2004
Registration information should be submitted through brigades to Region Command POCs, who in turn, will provide a consolidated list to:
U.S. Army Cadet Command Marketing
(ATCC-M/Mrs. Miriam Thompson)
Building 56, 55 Patch Road

Fort Monroe, VA  23651

Ph:  (757) 788-2388

Fax:  (757) 788-5490

Miriam.Thompson@usacc.army.mil
*Make hotel reservations directly with the Sheraton Miami Biscayne Bay Hotel at (305) 373-6000.  Reserve rooms under 
"ARMY ROTC CONFERENCE" NLT Friday, 24 September 2004 to ensure the per diem rate of $107 per night.

(Please Print or Type)

NAME:  _____________________________________  Position:_______________________________ 

Title:  ______________________________________
Institution:_____________________________

Address:_____________________________________________________

City:_________________________  State:  ________  Zip:   ________

Telephone Number:   _(______)____________________________ 

Fax:   _(______)________________________________________

E-mail:    ___________________________________________

Method of Travel:  

(  ) Commercial Air  

Arrival Date (to MIA) _______________  Arrival Time _______

Departure Date (from MIA) ______________  Departure Time _______

 (  )  Private Vehicle     

 (  )  Other___________________
Meal Choices: (Thursday, 14 October) – Check one for each meal
Lunch  (  ) Chicken Florentine  (  ) Grilled Mahi Mahi (  ) Vegetarian
Dinner (  ) Prime Rib

     (  ) Florida Grouper 
 (  ) Vegetarian

Hotel Reservation Confirmation Number ________________
SUBMIT REGISTRATION FORM NLT 24 SEPTEMBER 2004

Encl 1

Conference Invitees (all personnel are USACC-funded)

1.  Selected personnel from Headquarters, Cadet Command:
    a.  Commanding General (CG)

    b.  Commanding General’s Aide de Camp

    c.  Deputy Commanding General (DCG)
    d.  Deputy Commanding General’s Aide de Camp

    e.  Chief of Staff

    f.  Director, Strategic Initiatives Group

    g.  Director, RROD
    h.  Conference coordinator

    i.  Assistant conference coordinator

    j.  Hispanic Access Initiative Subject Matter Expert(s)

    k.  Protocol Officer

2.  Commanders, Eastern and Western Regions, as well as their Command Sergeants Major.

3.  Affected brigade commanders:
    a.  Second Brigade, Eastern Region Commander

    b.  Sixth Brigade, Eastern Region Commander

    c.  Eleventh Brigade, Western Region Commander

    d.  Twelfth Brigade, Western Region Commander

    e.  Fourteenth Brigade, Western Region Commander

4.  Brigade and Battalion Sergeants Major.  The CG does not view attendance of brigade Sergeants Major at this event (other than Sixth Brigade, Eastern Region) as an appropriate expenditure of funds.

5.  HACU battalion commanders (Professors of Military Science):
    a.  Fordham University

Encl 2
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    b.  University of Puerto Rico (Mayaguez)

    c.  University of Puerto Rico (Rio Piedras)

    d.  Florida International University 
    e.  University of Colorado-Colorado Springs

    f.  University of Texas (San Antonio)

    g.  University of Texas (Pan American)

    h.  University of Texas (El Paso)

    i.  Texas A&M University (Kingsville)

    j.  Saint Mary’s University

    k.  University of New Mexico 
    l.  New Mexico State University 
    m.  California State University (Fresno)

    n.  California State University (Fullerton)

    o.  University of Southern California

    p.  Claremont McKenna College

    q.  UCLA

    r.  University of Arizona

6.  HACU presidents/chancellors or selected university representatives.  Cadet Command will fund one president/chancellor, or representative from the schools mentioned below.  PMSs will decide who attends if university president/chancellor cannot attend.

    a.  Fordham University

    b.  Lehman College - CUNY

    c.  University of Puerto Rico (Mayaguez)

    d.  Inter-American University - San German

    e.  University of Puerto Rico (Rio Piedras)
Encl 2
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    f.  University Del Turabo

    g.  Florida International University

    h.  University of Miami 
    i.  Miami-Dade (Community) College

    j.  University of Colorado-Colorado Springs

    k.  Colorado State University-Pueblo

    l.  University of Texas (San Antonio)

    m.  San Antonio (Community) College

    n.  University of Texas (Pan American)

    o.  University of Texas (El Paso)

    p.  Texas A&M University (Kingsville)

    q.  Texas A&M Corpus Christi
    r.  Del Mar Community College

    s.  Laredo Community College

    t.  Texas A&M International University

    u.  Saint Mary’s University

    v.  University of New Mexico 
    w.  New Mexico State University 
    x.  California State University (Fresno)

    y.  Fresno City Community College

    z.  California State University (Fullerton)

    aa.  University of Southern California

    bb.  California State-Dominguez Hills 

    cc.  California State-Long Beach

    dd.  Claremont McKenna College

Encl 2

3 0f 4
    ee.  California State-San Bernardino

    ff.  California State-Poly Pomona

    gg.  UCLA

    hh.  California State-Northridge 

    ii.  University of Arizona

    jj.  Pima (Community) College

7.  Others:
    a.  Guest speakers 
    b.  Invited guests

    c.  Conference staff officers (Sixth Brigade, Eastern Region)

Encl 2
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DEPARMENT OF THE ARMY

_________ REGION ROTC

BRIGADE, SCHOOL NAME

SCHOOL  STREET ADDRESS

CITY, STATE, ZIP CODE + 4

INVITATIONAL TRAVEL ORDER NO:  (CADET COMMAND BUDGET TEAM WILL ASSIGN ORDER NUMBER)

DATE:  (FILL IN DAY MONTH YEAR ITO IS PREPARED)

NAME:  
LAST, FIRST, MIDDLE INITIAL (ENTER STATUS OF TRAVELER, FOR EXAMPLE:   UNIVERSITY EMPLOYEE, OR CADET

SSN

STREET ADDRESS
CITY, STATE  ZIP CODE



TELEPHONE NUMBER/FAX NUMBER

 1.  You are invited to proceed from _______________(fill in city, state) in sufficient time to arrive at Miami, Florida by 13 October 2004 for the purpose of attending ROTC Hispanic Association of Colleges and Universities (HACU) Conference for approximately three days.
2.   You are authorized to travel by __________________(fill in mode of transportation, i.e, rail, commercial air, bus, government vehicle or privately owned vehicle and then appropriate remarks listed on next page).  You must arrange your transportation with a commercial travel office (CTO) agency under contract with the U.S. Government.  If you purchase transportation from a travel office agency not under contract with the U.S. Government, reimbursement is limited to the Government cost on a constructive basis for transportation that would have been arranged by a CTO.   

3.   While traveling and performing the mission, you shall be authorized a per diem equal to the daily amount you pay for lodging, plus a fixed amount for meals and incidental expenses, not to exceed the maximum amount prescribed in the JTR.  A dinner meal on 
13 October 2004 and all three meals on 14 October 2004 will be provided and will not be reimbursable to individuals.  A mandatory $50 conference fee is also authorized.
4.  The travel authorized herein has been determined to be in the public interest and is chargeable to:  (Leave six lines to accommodate fund cite)
Encl 3
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ITO Example

* Note - return travel is authorized up to 20 October 2004. (if attending National HACU Conference, but per diem is only authorized to 15 October 2004). 
5. Traveler must complete a DD Form 1351-2 (Travel Voucher or 

Sub voucher) within five days of completing travel.  Submit completed original travel voucher and two copies of orders and supporting receipts (lodging, rental cars and miscellaneous expenses over $75.00) to DFAS-RO/FPT, 325 Brooks Road, Rome, NY 13441-4527 (inquiries: 1-800-447-1150). 

6.  If travel has been performed, but reimbursement will not be requested, return one copy of this order to Headquarters, US Army Cadet Command (ATCC-RB), 55 Patch Road, Bldg 243, Fort Monroe, VA  23651-5000 with the following annotation:  “Travel performed, reimbursement will not be requested.”  If travel has not been performed, annotate:  “Travel not performed.”  Traveler must initial returned order.  

7.  Address inquiries regarding this travel order to your respective HQCC Budget Team, Commander, U.S. Army Cadet Command (ATCC-RB), 
55 Patch Road, Bldg 243, Fort Monroe, VA  23651-5000. 

(SIGNATURE)

APPLICABLE BATTALION COMMANDER

SIGNATURE BLOCK

(SIGNATURE)

APPLICABLE BRIGADE COMMANDER

SIGNATURE BLOCK

*ITO REMARKS only add to order when applicable.  This portion is for administrative instructions only.

1.  Remarks for paragraph 2 of ITO: 
    a.  If POV is selected as mode of travel, the following remark must be included in paragraph two:

“POV is authorized at $.375 per mile for _______(fill in number of miles round trip).  POV authorized with mileage reimbursement limited to constructive cost of GTR per authorized government travel office.  GTR:  $_______(fill in GTR or commercial rate if there is no GTR cost).”
b.  If travel is by commercial air, the following must be 

included in paragraph two:


“The GTR rate is:  ___________(fill in cost of airfare).”

Encl 3
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AGENDA

2004 ARMY ROTC HACU CONFERENCE

13 - 15 October 2004
Wednesday, 13 October 2004
       SCHEDULE                 EVENTS                   REMARKS

	0600-1900
	Travel to Miami, Florida 
	Civilian Attire

	1900-2100
	Conference Opening Dinner 

Includes Remarks by CG, USACC
	Open collar, Sheraton Miami Biscayne Bay Hotel


Thursday, 14 October 2004
	0630-0745
	Breakfast (Continental) - Hotel
	Sheraton Miami Biscayne Bay Hotel

	0800-1145
	General Session
	Civilian: Business Dress

Military:  Class A

	1200-1315
	Luncheon
	See agenda

	1330-1730
	General Session
	See agenda

	1730-1900
	Personal Time
	See agenda

	1900-2130
	Dinner
	See agenda


Friday, 15 October 2004

	0800-1100
	PMS Session with CG, USACC
	Sheraton Miami Biscayne Bay Hotel
Civilian Attire

	TBD
	Check-out and Travel
	Sheraton Miami Biscayne Bay Hotel


*Note:  Specific locations and details will be provided on final agenda during conference registration at hotel.

Encl 4






