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DEPARTMENT OF THE NAVY
NAVAL JUNIOR RESERVE OFFICER TRAINING CORPS AREA MANAGER, AREA NINE
5722 INTEGRITY DR MILLINGTON, TN  38054
18 Sep 2018
From:  NJROTC Area Manager, Area NINE

To:    Area NINE NJROTC Units
Subj:  PROCEDURES FOR AREA MANAGER INSPECTION (AMI) 

Ref:
  (a) NSTC M-5761.1(series)
1.  The AMI is conducted biannually.  Major areas evaluated are the Administration of the Program, School System Program Support, Academic Program, Reports and Records, Instructor Evaluations and School Observations, a review of Financial Records, Marksmanship Records, Cadet Records, Uniform Inventory Records, Minor Property Inventory, and Area Manager observations made during the year and while at your school.  Units not receiving an AMI will receive an Offsite Inspection, addressed in a separate instruction.  The Area Manager provides a written report of the AMI to NSTC and a copy to the School/Unit within 30 days of each inspection.  Units shall complete Section I of the NJROTC UNIT INSPECTION GUIDE (enclosed) prior to the Area Manager’s arrival. 

2.
The school, district, community organizations, parents and friends are welcome to attend the ceremonial phase of the inspections.  The post-inspection out-brief with the Area Manager is for the principal/SNSI and will include a review of the inspection guide.  

3.  The following are included in this document and will explain the details of each phase of the inspection:


ADMINISTRATIVE PROCEDURES FOR THE AMI


PERSONNEL INSPECTION PROCEDURES FOR THE AMI


CEREMONIAL PROCEDURES FOR THE AMI


NJROTC EVALUATION FORM


NJROTC INSTRUCTOR OBSERVATION FORM

4.  Inspection Morning. Please post a cadet to direct the Area Manager to a parking spot and escort to unit spaces.







//s//
M. D. DIAL

ADMINISTRATIVE PROCEDURES

FOR THE AMI 

1.  Two weeks prior to the inspection, email the Area Manager with the schedule of events and which uniform the cadets and instructors will wear.  Forms provided in this directive should be completed prior to inspection day and provided to the Area Manager during the admin phase.  

2.  Area Manager Meeting with SNSI. Schedule a few minutes to brief the Area Manager on the personnel inspection/parade ceremony.  This will allow time to discuss the schedule, any changes or awards to be presented.    

The First Order of Business after the PI/Parade Ceremony is to provide the following reports and forms to the Area Manager:


a.
NSTC 5761/111 (Rev 11-12) NJROTC Instructor Evaluation Reports (Navy Evaluation).  Completed for each SNSI/NSI.  The Area Manager will sign the SNSI’s Evaluation; the SNSI completes and signs the NSI(s).   Ensure height and weight data filled in.  If HT/WT limits are exceeded (per NSTC M-5761.1) be sure to include body fat.  Ensure the Health Care Provider’s (the school nurse generally) signature is on the Evaluation Form provided, which is the most current version. 

b.   NSTC 5761/112 (11-12). NJROTC Instructor Observation Reports (School Observation).  This form is required only in the absence of a school provided instructor observation form, completely filled out for each instructor and signed by the Principal or appropriate school official.  


c.
Minor Property Report. Produce a Minor Property Inventory Report (using JUMS "run applications" "Military Supply Wall2Wall").  The cadet supply officer/assistant should be able to show me the items that appear on the minor property report.
d. Financial Ledgers.  One copy of each of the following ledgers covering the previous 12 months:

-
Unit Support

-
Uniform Purchase

-
Uniform Alteration

-
Organizational

-
Orientation

(Your "Booster Club" or fundraiser account must be separate from all funds provided by the Navy.)  For each account show: the amount allocated at the beginning of the period (1-4th Qtr), any augments, what you spent the money on with supporting documentation (copies of receipts), and the balance on the day of the inspection.  Financial accounts must not be maintained by the cadets.

e.
NJROTC UNIT Inspection Guide (Enclosed).  The SNSI will complete section I prior to Area Manager arrival.  This includes all items listed in Part I of NJROTC Unit Inspection Guide (enclosed). 

3.
Cadet Records.  The Cadet Admin officer and/or assistant should be prepared for a spot-check inspection of cadet records.   This provides a snap shot for completeness, timeliness, and how the administration of the program is going.  The cadet should be prepared to answer questions about advancement requirements, awards, cadet recognition, etc.  Also, the Standard Release Forms, Health Risk Forms, and Cadet Physicals are also reviewed.

4. 
Supply Inspection.  Your Cadet Supply Officer and/or assistant must be present.  JUMS is required, ensure that a JUMS  minor property inventory is printed out and available for review and inventory verification, preferably with a cadet. Have him/her escort me to the items on the minor property inventory as well as random selected uniform items in JUMS.

5.
Instruction/Forms review.  Please present the following in one location for easy viewing:



(1) NSTC M-5761.1(series)


(2) Cadet Field Manual



(3) NJROTC Supply Manual



(4) USMC Drill & Ceremonies Manual



(5) Unit Handbook (created by unit/Cadets)



(6) Your last End of Year Report



(7) Unit or School Pre-Mishap Plan (ORM)



(8) A copy of this document; Procedures for AMI




(9) Health Risk Screening Forms



(10) Cadet Physicals



(11) Lesson Guides used by instructors for NS Classes



(12) Marksmanship Training Certificates

6.  Cadet Staff Brief.  The cadet staff brief is a formal, team prepared event.  Your cadet CO and his/her staff should prepare the brief.  The brief should be in electronic form (Power Point).  Recommend the SNSI receive the brief at least once and ask questions that will help them prepare.  The Cadet Brief should last about 20 minutes and I will want about 10-20 minutes to discuss things and ask questions of the staff.  The content of the brief should include things that make your particular unit special or unique. 

a.
Content.

     - Do not include job descriptions in the brief!
     - Introduction of all present

     - What the unit did that they are extremely proud of

     - What they are looking forward to doing

     - A report on last year's goals and status of 

       attainment
     - The unit's future goals.  Goals must be challenging,
       attainable and measurable.  


     - Areas the unit is very proficient in

The unit staff in as much as possible, should be present for the brief.  This should include between 5 and no more than 10-12 cadets.  No instructors, administrators, principal, or other guests.  The purpose of this requirement is to remove "crutches" and see how prepared and confident the staff is in front of a new face.  It is very obvious when a S/NSI has prepared the brief.  Please allow the cadets to shine. 

7.  Debrief.  Area Manager and Instructors will debrief details of the AMI, followed by a debrief with the principal or Asst. (if available) and should not take more than 10-15 minutes.  The SNSI will know everything that will be said before going into the principal's office.  The finished report goes to NSTC with a copy to the superintendent, principal, and SNSI.  Occasionally, principals like to discuss other issues, and now is an excellent time to do so.  This is the time to discuss the issue of inadequate resources that will impact the development of the unit, for example lack of adequate storage space or classrooms.  Let the Area Manager articulate the requirement. 

8.  Class Observations/Academic Program:  Expect the Area Manager to observe the SNSI teach a Naval Science class, time permitting. 

9.
*AMI SAMPLE SCHEDULE OF EVENTS

0800

Inspecting Officer arrives, cadet escorts to SNSI

          office, meets with SNSI

0810-0900
Personnel Inspection (Cadet break when complete)



0900

Guests/Parents Arrive

0915-1000
Begin Ceremonial Phase/Parade Colors

National Anthem

Post Colors

Invocation

Recognition of Guests by SNSI







Drill Team Performs









Personal Awards 







Remarks 

Pass-in-Review

Cadet Break, Photos, Mingle, Snacks, etc.

1015-
 
Begin Cadet Staff Brief





1100-1330











**
30 min
Inspect Cadet Records (JUMS) & Std Rel Forms

**
30 min
Inspect Supply inventory and records (JUMS)

**
30 min
Minor Property Inventory (JUMS)

**
30 min
Other Admin (SMAIL / Email, JUMS, etc.)

**
30 min
Classroom Observation of NSI teaching NS class

1330-1400

Critique with Instructors

1400-1430

Critique with Principal

1430


Inspecting Officer Departs

*The above schedule is only an example.  Units should implement a schedule which is most satisfactory to the school / unit.

PERSONNEL INSPECTION PROCEDURES

FOR THE AMI

1.
Personnel Inspection.  (Review the Cadet Field Manual.)  The inspection works best as a separate event. At instructor discretion, officers, chiefs and color guard may be in Service Dress Blue with combination covers, and the remainder of the cadet corps should be in summer or winter blue with garrison cap. The S/NSI may choose which uniform for the inspection, considering weather.  


a.
It normally takes about ½ hour to inspect 100 cadets.   


b.
Follow the uniform regulations contained in the Cadet Field Manual. NJROTC Ribbons should be in correct precedence per the NJ Ribbon Chart.  Other ribbons may be worn but are inferior and are placed after the lowest ranking NJ Ribbon.  Cadets may wear all earned medals from CNETINST 1533 Organizations.  Corfam shoes are not authorized.  Leather Luster or any other custom shoe treatment is not authorized.  

c.
Inspection grades will Outstanding (10), Excellent (9), Good (8), Average (7), Below Average (6), Satisfactory (5), or Unsatisfactory.  Have the recorder as organized as possible to minimize delays during the inspection.  If unit is more accustomed to a point system, AM will use point system.  

d.
Cadets may be asked questions on the chain of command and/or General Orders to the Sentry / Uniform questions / questions pertaining to the Cadet Field Manual or Naval Science Curriculum.  


e.
Do whatever necessary with no limits on creativity to keep cadets from collapsing during the personnel inspection.  Only the Squad in the Platoon that I am inspecting should be at attention.  The other platoons can be sitting in the bleachers if you desire, then form up while I’m inspecting the last squad.  It is vital to have all cadets get something to eat prior to the inspection.  Also water should be available to drink prior to and immediately after the inspection concludes.

2.
In-place drill.  Before inspecting each platoon, the platoon leader will lead the cadets through the basic in-place drill.  Platoons will be at open ranks and a normal interval before the arrival of the Inspecting Officer.  Each platoon commander shall report upon arrival of the Inspecting Officer:


"(Alfa, Bravo, etc.) Platoon is ready to conduct in-place drill, Sir/Ma'am."

The Inspecting Officer will acknowledge the report and direct the Platoon Commander to "Conduct in-place drill."  Platoon Commanders will properly acknowledge the order and command their platoon to perform exactly the sequence below.  

Verbal Commands:

(1)
Parade Rest.

(2)
Attention.

(3)
Left Face

(4)
Right Face.

(5)
Uncover.  (ALL CADETS)

(6)
About Face

(7)
About Face

(8)
Cover.  

(9) 
Hand Salute.

As the platoon is executing the hand salute, the platoon commander will report to the Inspecting Officer, "In-place drill is completed, (Alfa, Bravo, etc.) Platoon is ready for inspection, Sir/Ma'am."  The Inspecting Officer will acknowledge the Platoon Commander, who will in turn give the command, "Ready two." 

(10) Close Ranks and Parade Rest.  Executed upon completion of the personnel inspection of each platoon, after the inspecting officer has moved on to the next platoon.  The personnel inspection will be conducted while platoon is at open-ranks position.

PERSONNEL INSPECTION

GOUGE

1. The personnel inspection is not a spectator event. Don’t bring in other classes to observe the personnel inspection either, they usually get very bored and result to heckling.  Other classes would enjoy watching the ceremonial phase, but not the PI.

2. The personnel inspection is an event all by itself.  It does not and should not be combined with the parade ceremony, if possible.  Reasons are excessive time on feet for cadets and diminished performance of cadets

3. When the PI is conducted as a separate event, it can be done outside your unit spaces, anywhere else you choose, or in the same location as the Parade Ceremony.

4. For the PI, the cadets do not need to form up 45 minutes prior to Area Manager arrival, as this could increase the total standing time to exceed 2.5 hours.  It’s embarrassing when cadets collapse in front of their relatives watching them.

5. If you combine the PI and Parade Ceremony into one event, it should take no longer than 1.5 hours, and “Intermission” should be built in for a break and re-form.  This will enhance the performance of drill teams.  Additionally, the PI can be conducted one platoon at a time, while the others sit in the bleachers, forming up while I am inspecting the last squad.

*Option:  Have cadets fall out into bleachers to observe drill performance & hear speeches, then reform for Pass N Review

6. Formalities prior to the PI (colors, national anthem, speeches, platoon reporting, unit march-on, etc, are not required or desired.  These are reserved for the Parade Ceremony for the spectators to enjoy.  It is a waste of valuable time to perform these functions out of sequence or to duplicate them; both during PI and Parade Ceremony.

7. With the exception of In-Place Drill by the Platoon Leaders, the only formalities required for the PI is for the Unit CO to report to the area manager “Sir, xxxx NJROTC is formed for personnel inspection”.

8. Set a start-time for the parade ceremony and a time for guests to arrive.  Have the personnel inspection completed at least 15 minutes prior, to give the cadets a break, so they’ll be fresh for the parade ceremony.

9. You can have a good PI conducted for 100-125 cadets in only 35 minutes, by reserving the formalities for the parade ceremony.  This is the preferred method.

10.Remember, they are 14-16 years old, and we are a high

school citizenship program.  Creativity and choreography is encouraged to make your PI / Parade ceremony a great event. 



12.Ensure ORM is considered during the PI/Parade Ceremony.

CEREMONIAL PROCEDURES

FOR THE AMI INSPECTION

A.
The ceremonial phase can be done on the field or in the gymnasium. It is an event completely detached from the Personnel Inspection. Guests should arrive 10 minutes or so prior to the start of the Parade Ceremony.    The event should be MC’d using a good PA system from a prepared SEQUENCE OF EVENTS in a notebook using document protectors so the wind won’t blow everything off the podium. There should be ZERO dead time – This is not the time for mass-confusion, or you & the cadets will look bad.  Some basic gouge for the Parade Ceremony would include some showmanship, and specifics are below.  Though it’s a graded event, remember that grandma and many other relatives are in the bleachers and this is the “Main Event” for them.    An inoperative PA System will kill this event immediately.  Narration from a good PA system is very important – example: “The Armed Exhibition Drill Team is commanded by Cadet LT Umptesquat, who recently accepted a ROTC Scholarship to X University”.  Remember, John Q. Public knows very little about what is occurring at your ceremony, unless you tell them!  Music is very important to eliminate the “dead periods”. With each event that showcases a cadet or team, talk about the kids and their accomplishments!  Too much dead silence makes the audience feel they are in a funeral home.  Mention cadet names as often as possible. The audience will love it.  

PARADE CEREMONY GOUGE

1. The Parade Ceremony is a spectator event and should be planned accordingly.  All formalities are encouraged.  This is what Mom, Pop, and Grandma came to see.  

2. Unit March-On, parading colors, national anthem, invocation, music, CO receiving the report from adjutant, boxing of the staff, sword usage, and recognition of guests by S/NSI or cadet MC from a pre-planned agenda, is certain to set the right mood for the audience.
3. The next phase is cadet performance.  A drill team should perform, or both – your choice.  **Platoon marching drill is optional, because Area Mgr has already observed in-place drill during personnel inspection, and time is a factor.  Plan your event accordingly.
Option:  If you combined the PI and Parade Ceremony into one event, and time is moving toward that 1.5 hour mark, you may wish to send the cadets into the bleachers to watch the drill performance and listen to speeches.  They can reform for pass & review.  This is your call, feel free to make it on the fly, safety is priority.
4. The next phase is usually remarks or cadet recognition, either or.  For remarks, often the S/NSI or principal will speak, and Area Mgr has remarks, followed by a guest speaker if you have one (optional). 

5. Cadet recognition may follow remarks.  Reading the names of cadets to get the personal appearance ribbon, presentation of any NJROTC ribbon / medal or promotion / cadet of the month, community/ veterans organization awards,   booster or chaperone recognition.
Whatever you want.  This is also what mom, pop, and grandma came to see, their kid being recognized for something.  It is an important phase of the ceremony. 

“We work for money but die for recognition”.

6. Usually Pass & Review follows awards or speeches.  Units may reform and fall-out after pass & review, and the MC should encourage all spectators to merge onto the field for photos & fun.  We want John Q Public to leave with a positive image and warm remembrance of our event.

7. Summary:  

The most critical element in a successful PI / Parade Ceremony is time management; once the cadets have exceed 1.5 hours standing on their feet in one place, with no break, they’re “wasted”, and subsequent “platoon marching drill” can resemble a death-march, and drill teams will perform at their very worst 

Excessive time standing for the cadets results in collapsing, sometimes on asphalt, and often results in serious injury.  

Point to remember:  We are a High School Citizenship Program, and they are 14-16 years old.  Be creative as you plan your AMI / PI / Parade Ceremony.  Implement the schedule that works best for the Unit / School / Guests, etc.  I can flex with it.

**
Platoon Drill (Optional).  During the ceremonial phase, the unit commander may conduct basic marching drill.  One or each of the platoon commanders may drill their platoon, or, the unit commander may drill the company/battalion, and exhibit the maneuvers below at least once.  Complete the entire drill sequence in 5 minutes or less. The commands are:

(1)
Forward March.

(2)
Halt.

(3)
Mark Time.

(4)
Half Step.

(5)
Side Step Left and Right.

(6)
Change Step.

(7)
Back Step.

(8)
Column Left and Right.

(9)
March to the Rear.

(10)
Flanking Movements; Left and Right.

(11) Left and Right Oblique.



Note: Platoon drill during the ceremonial phase can resemble a death march if your cadets are worn out from too much standing.  If it’s not going to look extremely sharp, don’t bore the audience to death by doing it just for the sake of doing it.

NJROTC UNIT INSPECTION GUIDE

I.  SCHOOL SYSTEM PROGRAM SUPPORT                  SAT         UNSAT
                                                         (Unsat​isfactory 

                                                         requires explana​tion)

   
A.  Adequacy and condition of facilities                               

        1.  Classroom                                                         
        2.  Storage                                                           
        3.  Office                                                            
        4.  Drill                                                             
    B.  Security

        1.  Drill rifles                                                      
        2.  Other government property                                         
    C.  Administrative support

        1.  Telephone service in office space



   2.  Telephone capable of electronic data submission                                



3.  Supplies                                                         
        4.  Office equipment                                                 
        5.  Fire security                                                    
                                                YES/NO
                                               (Identi​fy if Yes)

    D.  NJROTC instructor contracts executed                   
    E.  Other duties                                           
        1.  Are non-NJROTC duties performed?                   
        2.  Under separate contract?                           
        3.  For compensation? 



  4.  During normal school hours?



  5.  Are the duties rotated equitably




   among the faculty?

        6.  Do these duties interfere

            with NJROTC program?                               
    F.  Support of NJROTC field trips                                         
   NSTC M-5761.1
    G.  School system support in meeting
SAT       UNSAT
        enrollment criteria                                                   
    H.  Attitude toward program

        1.  Superintendent                                                    
        2.  School Board                                                      
        3.  Principal                                                         
        4.  Counselors                                                        
        5.  Faculty                                                           
        6.  Students                                                          
        7.  Parents                                                           
        8.  Community                                                         
    I.  Coverage for loss and damage of    

        government property                                                   
    J.  Unit Library
        1.  NRA library (Nav Res Ass’n)(if rec’d)                             
    K.  Review contract and update as necessary

        with school officials                            YES/NO            

     L. Complete the following Individual Unit Data:



  UIC___________




Date of Inspection:__________




Date of Last Inspection/Offsite:__________




Year Unit Activated:__________




1 Oct Cadet Enrollment:__________




1 Oct School Enrollment:__________




1 Oct Special Students:__________




1 Oct Students Cross Enrolled:__________




Current Cadet Enrollment:__________




Number Cadets Present at Inspection:__________

Principal_________________    Supt_____________________

Email_____________________    Email____________________

Phone#____________________    Phone#___________________

SNSI______________________    NSI______________________

REMARKS:

II.  ADMINISTRATION OF THE PROGRAM           SAT            UNSAT
     A.  Care and utilization of spaces and equipment

         1.  Classroom                                                        
         2.  Storage                                                          
         3.  Office                                                           
         4.  Training aids                                                    
         5.  Drill Rifles                                                           
B.  Cadet recognition

        1.  Use of award certificates                                         
        2.  Use of ribbons                                                    
        3.  Nomination for non-NJROTC awards                                  
        4.  Correspondence course letters of 

            completion    

    C.  Extracurricular activities

        1.  Use of field trips and cruises                                    
        2.  Use of local military activities (ROTC,   

            military facilities, reserve centers)                             
        3.  Participation in community programs                               
        4.  Participation in school programs                                  
        5.  Coordination with other units                                     
    D.  Public Affairs

        1.  Use of local media                                                
        2.  Use of school media



  3.  Use of school/unit website (if applicable)                       

        4.  Flow of information to cadets                                     
        5.  Flow of information to parents                                    
        6.  Flow of information to faculty                                    
        7.  Flow of information to student body                               
    E.  Published NJROTC Unit Regulations and

        Organizational Handbook                                               
III.  ACADEMIC PERFORMANCE                  SAT             UNSAT
    A.  Instructor classroom performance    

        1.  Advance classroom preparation                                     
        2.  Use of lesson plans                                               
        3.  Documentation of lessons planned/taught                           
        4.  Use of tests and handouts                                         
        5.  Instructor techniques                                             
        6.  Instructor/cadet rapport                                          
8. Use of guest lecturers 

9. Kaplan Internet Courses Utilized

10.Classroom Performance System                                           
B.  Cadet performance

        1.  Spontaneous classroom participation                               
        2.  Responsiveness to questions                                       
        3.  Appearance in and out of classroom                                
        4.  Behavior in and out of classroom                                  
        5.  Participation in unit administration/   

            operations                                                        
REMARKS: 

IV.  REPORTS AND RECORDS

    A.  Accounting procedures (gov’t property)    UNIFORMS TEXT​BOOKS EQUIP​MENT
        1.  Requisition                                                       
        2.  Receipt                                                           
        3.  Storage                                                           
        4.  Issue                                                             
        5.  Inventory/Minor Property Inventory                                
        6.  Allowance                                                         
   B.  Reimbursement claims                 SAT             UNSAT
        1.  Preparation                                                       
        2.  Timely submission                                                 
    C.  Required/requested report


SAT      

UNSAT

        1.  Accuracy                                                          
        2.  Timely submission                                                 
    D.  Records and files    

        1.  Cadet records                                                     
        2.  Inspection reports                                                
        3.  Surveys                                                           
        4.  Correspondence                                                    
        5.  Clothing requests                                                 
        6.  Follow-up program on NJROTC graduates

        7.  Funding balance                                                   
            a.  Orientation (previous year balance)                           
            b.  Unit Support (previous year balance)                          
            c.  Orientation (present)                                         
            d.  Unit Support (present)                                        
    E.  Availability and completeness of instructions                         
        1.  The following instructions are on hand 

            and up-to-date                               YES/NO      



(1) NSTC M-5761.1


(2) Cadet Field Manual



(3) NJROTC Cadet Supply Manual



(4) USMC Drill & Ceremonies Manual



(5) Unit Handbook (created by unit)



(6) Your last End Of Year Report



(7) Unit or School Pre-Mishap Plan(ORM)



(8) A copy of this document




(9) Health Risk Screening Forms



(10) Cadet Physicals

          (11) Lesson Guides Used by Instructors for NS Classes

          (12) Marksmanship Training Certificates



REMARKS:

A.  Personnel inspection




SAT  /   UNSAT

        1.  Formation in ranks                                                
        2.  Presentation by cadet officers                                    
        3.  Posture                                                           
        4.  Grooming                                                          
        5.  Uniforms                                                          
B.  Response to commands (In Place Drill)

        1.   Open ranks                                                       
        2.   Attention                                                        
        3.   Parade Rest                                                      
        4.   Close ranks                                                      
        5.   Hand Salute                                                      
        6.   Uncover/cover                                                    
        7.   Facing movements                                                 
    C.  Marching maneuvers (Platoon Drill is Optional)

        1.   Marching in step                                                 
        2.   Column movements                                                 
        3.   Flanking movements                                               
        4.   To the rear                                                      
        5.   Oblique                                                          
    D.  Color guard performance/appearance                                    
    E.  Pass in review                                                        
    F.  Drill teams 

        1.  Under arms                                                        
        2.  Not under arms                                                    
REMARKS:  

VI.  SPECIAL INTEREST ITEMS                 SAT             UNSAT
    A.  Accountability                                                        
    B.  Fraud, Waste, and Abuse                                               
    C.  Standards of Conduct                                                  
    D.  Sexual Harassment                                                     
    E.  Postal Affairs                                                        
    F.  Physical Security                                                     
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