DEPARTMENT OF THE ARMY
HEADQUARTERS, UNITED STATES ARMY CADET COMMAND
FORT MONROE, VIRGINIA 23651-5000

REPLY TO
ATTENTION OF

ATCC- O (145) 18 January 2002

MEMORANDUM FOR Regi on/ Bri gade/ Battal i on Comranders

SUBJECT: Leader’s Training Course (LTC) — Adm nistrative
| nstructions

1. During the Cadet Command’' s Board of Directors’ neeting in
Cct ober, Maj or Ceneral Casey decided that cadets woul d be
contracted prior to attendance at LTC 02. After consideration
of the chall enges posed by such a requirenent, the CGis
convinced that requiring a conmtnment fromcadets will serve to
enhance recruiting and retention efforts across the Conmand.
Asking for commtnment up front will serve to force a focused
effort upon attracting students who are sincere about joining
the ROTC Program and who will stay with the programto

commi ssioning. In addition, requiring a conmtnment will help
ensure that we are expendi hg scarce resources to the best
possi bl e effect.

2. The encl osure provides canp allocations by region and

adm ni strative procedures/guidance for contracting and managi ng
these cadets. Cadets nust have started a physical exam and
signed a contract prior to the school reserving a training seat
in the CCI M5 Training Mdule (contracting does not apply to
MICs). A school is considered to have reserved a training seat
in the CCIMS Trai ning Mddul e when a cadet is assigned a training
cycle. By reserving a training seat in CCOMs, the PM5 is

aut henticating that the cadet has net basic enroll nent
requirenments and is ready to attend the LTC with all waivers
resol ved, except physical examor nedical. Cadets w thout an
approved adm ni strative waiver by the proper authority, e.g.,
civil conviction, RE Code, etc., will not attend LTC. Cadets
pendi ng finalization of physical exans or nedical waiver(s) may
attend LTC.

3. Mlitary Junior Colleges will not be required to conply with
cadet contracting procedures established in paragraph 2 of
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encl osure, prior to attending the LTC. Mlitary Junior Colleges
will conply with other adm nistrative procedures at encl osure.

FOR THE COVIVANDER

Encl \\original signed \\
RONALD M BOUCHARD
Col onel, GS
Chief of Staff



ADM NI STRATI VE GUI DANCE
For Leaders Trai ning Course (LTC) 02
SEAT ALLOCATI ON AND
CONTRACTI NG OF CADETS PRI OR TO ATTENDANCE

The foll ow ng guidance is provided to establish operational seat
all ocations by Region and to clarify procedures for contracting
cadets prior to LTC 02. Region commanders will establish
procedures to distribute seats within their Regions. Battalion
commanders nust strictly adhere to the follow ng adm nistrative
gui del i nes when processing cadets to attend LTC 02.

1. Seat Allocation.

a. LTC 2002 is now set for a maxi mum of 1300 cadets
attending in five cycles of 260 cadets each. Allotnents for
First, Second and Fourth Regions are 474, 462, and 364 seats
respectively, which includes slots fenced for MIlitary Junior
Col | ege cadets and Alternate Entry Option cadets.

b. Seat allotnents by region are sunmari zed bel ow.

1°' Region | 2d Region | 4" Region | Total
AEO 72 40 15 127
MIC 84 139 127 350
Renmai ni ng al | oc 318 283 222 823
Tot al 474 462 364 1300

c. Alternate Entry Option (AEO allocations. A total of

127 AEO cadets were identified in ROTCMVS. These cadets have
signed an addendumto their contract agreeing to take LTC after
their MS 111 year. Regions nust ensure that every AEO cadet
receives a LTC seat allocation

d. Mlitary Junior College (MIC) allocations. Based on MIC
M ssion Set 04 mi ssion and past enrollnment fromthe MIC cadets,
350 slots have been set aside for MIC cadets.

e. Remaining line allocations. 124 units were below their
M5 Il enrollnment mssion by a total of 925 cadets as of Opening
Enrollment. Al nost 90 percent of this deficit can be nmet by
using the allocations that remain after fencing the AEO and MIC
sl ots.

f. Slots are allocated by cycle according to the table
bel ow.



1st 2d 4t h CcC
Regi on Regi on Regi on
MIC
Cycl e |Dat es Total | M| F [ Total M F | Total M| F Tot al M| F
1 (9 Jun -6 Jul 0 0|0 0 0 0 0 0|0 0 01]0
2 11 Jun - 8 Jul 0 0|0 0 0 0 0 0|0 0 01]0
3 17 Jun - 14 Jul 0 0|0 0 0 0 0 0|0 0 01]0
4 |23 Jun - 20 Jul 26 |18] 8 44 31| 13 40 28 |12 110 | 77 |33
5 |27 Jun - 24 Jul 58 |41 17 95 67 | 29 87 61| 26 240 (168|72
Non MIC
Cycl e |Dat es Total | M| F | Total M F | Total M| F
1 (9 Jun -6 Jul 107 (7532 88 62| 26 65 45 | 20 260 |182|78
2 11 Jun - 8 Jul 107 |75 32 88 62| 26 65 45| 20 260 |182|78
3 17 Jun - 14 Jul | 107 |75(32 88 62| 26 65 45| 20 260 |182|78
4 |23 Jun - 20 Jul 62 [43]|19 51 36| 15 37 26 | 11 150 |105]46
5 |27 Jun - 24 Jul 8 6| 2 7 5 2 5 4 (1 20 15
Tot al 474 462 364 1300

MIC slots were first allocated to the fourth and fifth cycles
due to | ater graduation dates. The renmining region allocations
were evenly split between the first, second, third, and the
remai nder of the fourth cycle.

g. Reservations to LTC may be nade on a first-cone, first-
served basis within the region’'s allocated slots by cycle
begi nning 04 March 2002. Reservations will not be accepted
prior to this date. Cadets nust have started a physical exam
and signed a contract prior to the school reserving a training
seat in the CCI M5 Training Mdule (contracting does not apply to
MICs). A school is considered to have reserved a training seat
in the CCI M5 Training Modul e when a cadet is assigned a training
cycle. By reserving a training seat in CCOM, the PM5 is
aut henticating that the cadet has net basic enroll nent
requirenments and is ready to attend the LTC with all waivers
resol ved, except physical exam or nedical. Again, Conmanders
w Il ensure that allocations go to AEO cadets, MIC cadets, and
then all others, in that order. |If the region does not have
enough AEO or MIC cadets to fill the allotted slots, the slots
may be given to other qualified cadets in the region.

h. Region commanders will also ensure that their units’
reservations do not exceed their region’s allocation. |If a
regi on exceeds its region’s allocated slots in any given
training cycle, then the cadets fromthat region wll be renoved
fromthe training seats until the region is within the limt of
its allocated slots. Second Region Training Branch staff has




the authority to nonitor LTC reservations to ensure Regi ons stay
wi thin allocations.

i. POC for seat allocations is M. Ken Klinthock,
Recruiting Operations, DSN 680-2747, klimchockka@monroe.army.mil

2. Contracting.

a. Cadets attending LTC wll sign Part | of the DA Form 597
or 597-3, as applicable. Battalion Commanders WLL NOI execute
their portion of the contract (Parts IV and V) until the cadet
successfully conpletes LTC and is determ ned otherw se qualified
(adm nistratively and nmedically) to contract into ROTC as an M
1l cadet. The effective date of enrollnent will be the first
day of the Fall term

b. Cadets w thout an approved adm nistrative waiver by the
proper authority, e.g., civil conviction, RE Code, etc., wll
not attend LTC. However, cadets pending resolution of their
physi cal exam or a nedical waiver may attend LTC.

c. Professors of Mlitary Science should be aware that
conpleting and signing Parts IV and V of the contract prior to
canp conpletion will obligate governnent funds to a cadet who
may | ater be determ ned disqualified.

d. Cadets who withdraw fromor fail to attend LTC prior to
traveling on orders will be renoved fromthe programas follows

(1) The contract will be marked “VO D' and the PVS wil |
prepare a neno stating why the cadet will no | onger attend. The cadet
will sign this meno acknow edgi ng receipt, if cadet is not available
for signature, then PM5 will state so at the bottom of the neno.

(2) If the cadet had a training seat reserved in CCl M5
Trai ning Modul e, the school will code the cadet as "not attending”
I f orders were published using CCIMs Order Mdule, the school wll
submt "revocation" orders using the Orders Mdul e.

e. |If the cadet fails to enroll in M5 1Il or is determ ned
to be disqualified prior to the first day of Ms 111, the PVMS
will mark the contract “VO D' and prepare a nmeno stating the
reason(s) for withdrawal or disqualification. After the first
day of Ms Il class, cadets who breach the contract wll be
disenrolled | AWt he procedures in AR 145-1, 3-43 and the CC PAM
145-4, Chapter 7.



f. POC for contracting is Ms. June Reans, Personnel Actions
and Standards Division, P & A, DSN 680-4532,
reansj @monroe. arny. m|

3. Schol arshi ps.

a. The schol arship programfor LTC is essentially one of
val idation. Schools will fully utilize their avail able
schol arships first. Upon total use of available schol arship
al l ocations, the schools will request additional funds fromthe
Brigade. |If the Brigade utilizes all of their LTC funds, they
wi |l request additional funds from HQ@, Cadet Comrand.

b. Scholarship funds are allocated to Brigades to
di ssem nate as required to schools to facilitate the LTC
m ssion. These dollars may only be used for LTC cadets and may
not be transferred to any other program Funds to support LTC
scholarship offers will be provided to Brigades on 31 January
2002. Unused dollars will be returned to HQ Cadet Command
control 15 June 2002.

c. Students who are validating a scholarship at LTC nust
have a schol arship application entered into the CC M5
Schol arship Processing Module 1 AWthe instructions bel ow

(1) dick on Subsystem Schol arship Processing
(2) dick on SY: SY 02-03

(3) Under the College Schol arship Program Col um, click
on “Add an Applicant”. Enter the Last Nanme, First Name, M and
SSN and click “Submt”

(4) Conplete the Personal Information Page and conpl ete
the entire page.

Schol arshi p Type shoul d be 2-year (3-year schol arship applicants
shoul d not be attending LTC)

Schol arship Category should be "BC'. (Students who attend LTC
shoul d not be progression students except for 2 1/2 year
students who begin their scholarship in Jan 02.)

M ssion Set should be *“2004”



Enrol I ment Status should be “Not Enrolled” for those students
not previously enrolled in ROTC. It should be "Enrolled" for

t hose student who have participated in ROTC prior to LTC

The rest of the page is self-explanatory frominformation on the
CCF 139R

Be sure to enter both the ROTC FI CE Code and the School of

At t endance FI CE Code (even if they are the sane)

(5) dick Subnit

(6) dick on the Applicant Status Tab at the top of the
screen and conplete the information

Transcript (do you have a transcript Y or N)

104R (do you have a pl anned academ c program CCF 104R Y or N)
s the student enrolled in your school (Y or N)

Academ c Information - Only have to conpl ete Academ ¢ GPA MICs
conpl ete Hi gh School GPA

Adm n Conditions - these are read only based on input in other
ar eas

Addi tional Information - Any notes you wi sh to nake in reference
to the student’s file (i.e. awaiting transcripts)

The remai nder of the page requires no input until the

schol arship offer is made. Notify HQ Cadet Command of the
schol arship offer (preferably by subm ssion of the 2-year OW
due 15 Jun)

(7) Mail the 139R and transcript, to include CGPA/ ACT/ SAT
wai ver approval nmenorandumif applicable, to HE Cadet Command
(ATCC-O), Bldg. 56, 55 Patch Road, Ft. Mnroe, VA 23651-1052.

d. POC for scholarships is Ms. Linda Mrris, Incentives
Di vi sion, ROD, DSN 680-4559, norrisl @onroe.armnmy. m |

4. ldentifying and Coding Cadets in Canp Mdul e/ CCl MS.

a. Al cadets nust be assigned to LTC t hrough the CCI M5
Trai ning Module. (The sane nethod used in FYO0O and FYO1l.)
Fol | ow t hese st eps.

(1) Select the Training Subsystem

(2) Fromthe Training hone page, select Cadet
Pl acenent .

(3) Fromthe nenu list, select LTC



(4) You are now at the LTC transition page, you may
enter a SSN or select “ALL".

(a) SSNis used to enter new cadets or to retrieve a
specific cadet’s record.

(b) “ALL” returns a |list of cadets that could be
assigned to LTC. This list includes Ms I, M5 IIl, M5 Il and M5
1l Pending Scholarship Awmard (Enroll Status = R), M ||
Alternate Entry, and new LTC cadets (Enroll Status = N).

(c) Note: New LTC cadets nust be entered by SSN. They
wi Il not appear on the list until after their data is submtted.
I f a cadet has been in ROTC at anot her school, their SSNis
linked to that school and CCOMs will not allow you to assign
themto LTC. There are two options to resolve this situation:
Call the other school and have themtransfer the cadet, or
contact the CC Hel p Desk for assistance.

(5 Enter all required data, including cycle
assignment, and click on the submt button. Messages wll
pronpt you if data is mssing or invalid.

b. |If a cadet decides not to attend LTC after contracting, then
renmove the cadet fromthe training seat by follow ng these steps.

(1) Follow steps 4a(1)-(4) above to get to the LTC
reservation page.

(2) Under Cycle Assignnment click on "not attend". This wll
renove the cadet fromthe assigned cycle.

(3) dick on the subnmit button to save the change.

c. POC for Canp Module/CCIMS is M. Ed Pitts, Software Services
Division, I MD, DSN 680-4644, pittse@monroe.arny.ml

5. Payment of Subsi stence.

a. Subsi stence/ stipend wll begin effective on the day
of contracting but not earlier than the first day of classes in
Fall 02. Paynent will begin at the MS 11l rate and conti nue

through the M5 IV year NTE 20 conti nuous nonths except for the
period of the National Advanced Leaders Canp and CTLT/ CPDT (if
appl i cabl e).



b. POC for funding issues is Ms. Jeanette Ingrund, Pay
Operations Division, RM DSN 680-4633, ingrundj @onroe.arny. m.l




