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Chapter 1

INTRODUCTION

1-1. Purpose

This regulation documents the approved organization, mission, and functions of all elements of the United States Military Academy (USMA).

1-2.  Policies

   a.  Activities will not deviate from the organizational structure, nor cause realignment of functions prescribed herein, without first obtaining approval in accordance with the procedures in this regulation.

   b.  The Table of Distribution and Allowances (TDA), Modification Table of Organization and Equipment (MTOE), Staff Directory, and all other published media of the USMA will conform to the organizational alignment and titles published in the Organization and Functions (O&F) Manual.

   c.  Organizational changes, which establish or discontinue academic departments or transfer functions between academic departments will be considered by the Academic Board and approved by Department of the Army (DA).

1-3.  References

   a.  FM 100-22 Installation Management.

   b.  DA Pamphlet 570-500 Series, Staffing Guides.

   c.  AR 570-4, Manpower Management.

   d.  USMA TDA.

1-4.  Responsibilities

   a.  USMA Major Activity Directors (MADS), Chief of Special Staff Offices, and Activity Directors will:

   (1)  Analyze, on a continuing basis, their organizational structure to ensure an effective organization for accomplishing the assigned mission.

   (2)  Maintain current the portion of the Organization and Functions (O&F) Manual that pertains to their activities.  Changes will be submitted in accordance with the procedures outlined in paragraph 1-8 below.

   b.  Director of Resource Management (DRM) will:

   (1)  Review, coordinate, and obtain approval of all changes to be published to this regulation.

   (2)  Review proposed TDA and MTOE changes to coincide with approved organizational structure.

   (3)  Advise and assist activity heads in all matters concerned with organizational and functional alignment of their activities.

   (4)  Maintain, edit, and publish the O&F Manual.

1-5.  Organizational Principles.  The following guidance is provided to further assist managers in determining the most suitable organization structure for mission accomplishment.

   a.  Each activity must effectively contribute to the overall USMA mission.

   b.  Organizations must be flexible enough to permit growth and expansion, as well as contractions, without disrupting operations.

   c.  All activities are organized with the simplest structure attainable and exclude unnecessary intermediate supervisory and management layers.

   d.  Separate organizational elements will not be established merely for the purpose of securing organizational recognition for lesser activities.

   e.  Division.  A division may or may not be subdivided into branches.  Divisions with less than

20 requirements are normally unstructured.  A division is not normally established for less than

seven manpower spaces, and if established at the minimum, it is not subdivided.

   f.  Branch.  A branch is not normally organized with less than nine manpower spaces.

   g.  Section and smaller elements.  Organizational elements at lower than branch level are wholly committed to functional performance and will not be established with less than nine manpower spaces.

1-6.  Organization Mission Statements.  A one paragraph statement of the assigned basic purpose or objective on the organization concerned will precede functional statements.

1-7.  Organization Functional Statements

   a.  Functional statements for each organization disclose the distribution of major responsibilities to

and within the organization.  They will be brief and express in general terms which exclude procedures and quantitative information.  Failure to observe this limiting feature may lead to the inclusion of sub functions and individual tasks, which should be included in standing operating procedures, work distribution charts, job sheets, etc.

   b.  Administrative responsibilities inherent to all activities (i.e. mail distribution, maintenance of files, publications and reference libraries, control of classified material, messenger service, procurement, storage and issue of office supplies and equipment, etc.) will not be included in the individual narratives.  A function statement, such as "provides internal administrative services for the office," describes administrative responsibilities common to most offices.  Exceptions will be made where a central administrative unit has been established to perform these functions for an office or division.

   c.  Functional statements written at division level will consist of a summary of the functions of the branches, plus those functions retained at the division level.

1-8. Procedures for Processing Changes.  Submit changes to organizational structure or functional statements to Director of Resource Management.  Submission will include justification for the proposed change (see below).

   a.  Proposed changes will include one or more of the following:

   (1)  Revised organization chart.

   (2)  Revised mission statement.

   (3)  Revised functional statements.

   (4)  Revised TDA.  A revised TDA is required when the title of an organization is being changed or the number of organizational elements is being increased or decreased.

   (5)  Revised job descriptions.

   b.  Textual changes should be submitted either on diskette, using MS-WORD software, or electronically via USMA E-MAIL.  Revised organization charts should be on plain bond paper.

   c.  Justification for changes will include the change objective, advantage for making the change, and resource impact.  If the change is required to comply with Army directives, attach a copy of the appropriate directive.

Chapter 2

MISSION STATEMENTS

2-1.  Mission of the United States Military Academy

To educate, train, and inspire the Corps of Cadets so that each graduate is a commissioned leader of character committed to the values of Duty, Honor, Country; professional growth throughout a career as an officer in the United States Army; and a lifetime of selfless service to the nation.

2-2.  Mission of the West Point Military Reservation

To support the West Point community of cadets, military and civilian employees, family members, and retirees, and to maintain the infrastructure, to ensure a positive environment for the quality of life for all members of the community as well as the many visitors to this historic landmark.

2-3.  Supervision and Control

The Chief of Staff, United States Army, exercises direct supervision and control of the United States Military Academy and the West Point Military Reservation through the Superintendent.  The Deputy Chief of Staff for Personnel, Department of the Army, is the Army staff point of contact for administrative actions resulting from the West Point Military Reservation’s status as a field-operating agency.
UNITED STATES MILITARY ACADEMY
ORGANIZATION CHART
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Chapter 3

USMA Command Group

3-1.  Mission

To command the United States Military Academy (USMA) and the West Point Reservation (WPMR).

3-2.  Functions

3-2.1.   Office of the Superintendent 

   a.  The Superintendent is responsible to the Chief of Staff, United States Army (CSA).

   b.  Formulates and executes policies, procedures and programs required to accomplish the mission assigned to USMA.

c. Commands all elements of the USMA and the WPMR.

3-2.2.  Office of the Chief of Staff

   a.  Directs and coordinates the USMA staff.

   b.  Coordinates, integrates and synchronizes tasks in accordance with Academy policy and the Superintendent’s direction.

   c.  Integrates the efforts to plan and program resources for the future and to execute the mission today.

   d.  Coordinates, integrates and synchronizes USMA actions and communications with DA, other services, and other external agencies.

e. Represents the Superintendent as authorized or directed.

3-2.3. Secretary of the General Staff (SGS)

   a.  Serves as the office manager and principle executive officer for the Chief of Staff.  Assigns the responsibility for and monitors the preparation and staffing of correspondence and other official documents and staff actions for the Chief of Staff and the Superintendent.

   b.  Maintains files and records relating to current projects and matters of interest to the Chief of Staff and the Superintendent.

   c.  Serves as the principal point of contact with the Officer Division, Directorate of Military Personnel Management (DCSPER), DA.

   d.  Maintains the Known Visitors Report, a record and calendar of all visitors of official interest to the USMA.  Informs the Superintendent of scheduled visits and implements applicable arrangements. 

   e.  Arranges visits for guests of the Superintendent.  Prepares correspondence and acknowledgments of correspondence to Department of Army (DA), Department of Defense (DOD), Congress and foreign liaison officials.  Allocates and distributes invitations, tickets and parking cards; coordinates visitors' itineraries; coordinates administrative support and escorts; prepares seating diagrams and arrangements and completes required follow-up actions.

   f.   Reserves and arranges dining facilities and accommodations at locations other than the Superintendent’s quarters for functions hosted by the Superintendent or his designated representative.

   g.  Advises all post agencies inviting guests to the USMA of the proper procedures and amenities for visits, to include advising post activities of the Superintendent’s participation as a guest.

   h.  Assigns the appropriate department or agency action responsibility for visitors of official interest to USMA.

   i.   Designates, in coordination with the department or agency concerned, USMA personnel to serve as escorts hosts or aides for guests of the Superintendent.

   j.   Coordinates and arranges for the official guests of the Superintendent and the Secretary of the Army at the annual Army-Navy football game.

   k.  Serves as the Executive Secretary to the USMA Board of Visitors (BOV); plans, coordinates and executes the meetings of the USMA BOV.

l.   Coordinates scheduling of the USMA Forum with the SECARMY’s office.

   m. Manages the use of contingency funds; coordinates use of the Superintendent/ Commandant of Cadet and Cadet Hosting funds.

n. Manages presidential and congressional correspondence and inquiries.

3-2.4. Command Sergeant Major (CSM)

   a.  The USMA CSM also serves as the CSM for the Garrison and for the 1st Battalion, 1st Infantry.

   b.  Advises the Superintendent and staff on matters pertinent to soldier morale and welfare in terms of assignment, reassignment, utilization, promotion, privileges and discipline.

   c.  Acts for the Superintendent in conveying policies, instructions and information through non-commissioned officer (NCO) channels.

   d.  Provides counsel and guidance to NCO’s and other enlisted personnel of the command

   e.  Serves as the president of the Soldier/NCO of the Quarter Boards and Promotion Boards.

Chapter 4

Office of Policy, Planning, and Analysis

[image: image11.wmf]COMMAND

SERGEANT MAJOR

SECRETARY OF THE

GENERAL STAFF

OFFICE OF THE

CHIEF OF STAFF

OFFICE OF THE

SUPERINTENDENT


4-1.  Mission
To support the Superintendent and the command group in formulating and articulating USMA policies and programs; to assess the effectiveness of the Military Academy in accomplishing its mission; to provide analysis in support of the decision making process; to conduct strategic planning and to document command decisions and major events for the historical record.

4-2.  Functions
   a.  Supports the Superintendent and the command group in formulating and articulating USMA policies and programs. 

   b.  Conducts institutional planning, analysis, evaluation and research in support of decision making and outcome assessment.

   c.  Assists the Superintendent and command group in establishing strategic concepts and in formulating and articulating USMA/West Point policy.

   d.  Serves as the proponent for the Cadet Leader Development System (CLDS).  Provides for assessment of CLDS.

   e.  Supervises historical documentation of key decisions and major events at the Military Academy.

   f.  Assists with formulation and assessment of USMA policies, programs, processes and procedures.

   g.  Develops articles and speeches, letters and other correspondence for the USMA leadership to articulate policies, programs, processes and procedures for external and internal audiences.

   h.  Monitors cadet leader development programs (Academic, Military and Physical) and coordinates

directly with respective program directors.

   i.  Provides oversight and assessment for leader development issues/actions for USMA.

   j.  Records institutional decisions concerning recommendations offered by external oversight agencies (e.g., BOV, MSA, GAO/CBO, NCAA, etc.).  Monitors implementation of approved recommendations and assesses the effects.

4-2.1.  Institutional Research and Analysis

   a.  Assesses the effectiveness of the Academy in accomplishing its mission.

   b. Conducts analysis in support of the institutional decision-making process.

   c.  Provides assessment (i.e., measures efficiency and effectiveness) of institutional policies, programs and operations.

   d.  Conducts or monitors institutional research on candidates, cadets, graduates and post organizations and operations.

   e.  Provides technical advice and assistance to USMA activities on any research project.

   f.  Maintains data bases on candidates, cadets and graduates on active duty for inquiries, research and analysis.

   g.  Serves as the point of contact for external agency requests for institutional research information,

data or reports.

   h.  Participates in cooperative research studies with other research organizations (e.g., American Council on Education, Educational Testing Service and Army Research Institute).

4-2.2. Strategic Planning Support Cell

   a.  Develops and manages an integrated institutional strategic and long range planning process.

   b.  Reviews and analyzes internal and external assessments.

   c.  Observes, analyzes, synthesizes and reports on internal Academy governance, management and administrative activities as they relate to strategy formulation.

   d.  Conducts strengths, weaknesses, opportunities and threats (SWOT) analysis.

   e.  Monitors, analyzes and reports on strategic significance of external and oversight agencies’ policies, activities and products.

   f.  Develops and executes a strategic planning outreach program.

   g.  Plans, coordinates and executes the meetings of the USMA Policy Board.

   h.  Coordinates annual program reviews and analyses for the Superintendent.

4-2.3. USMA Historian

   a.  Documents command decisions and major events for the historical record.

   b.  Prepares the Superintendent’s Annual Historical Reviews, the USMA Annual Reports and the USMA Quarterly Activities Reports.

   c.  Manages the USMA Oral History Program.

   d.  Conducts historical studies and prepares reports and programs that will be part of the historical record of USMA.

   e.  Provides presentations on the history of the Military Academy and on related topics as requested by the Command Group.

   f.  Maintains the historical record of the integration of women at USMA.

Chapter 5
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Internal Review Office

5-1.  Mission

To provide the command with an independent professional internal audit capability for objective evaluations of command operations and internal control systems and liaison services for external 

audit organizations.

5-2. Functions
   a.  Plans, manages and directs the Internal Review Program, evaluating the efficiency and effectiveness of operations and the adequacy of internal control systems.

   b.  Performs audits of financial operations, program results and economies and efficiencies in accordance with Comptroller General government auditing standards and related professional standards published by the Department of Defense (DOD) Inspector General (IG) and the Auditor General of the Army.

   c.  Evaluates the adequacy and effectiveness of proposed and existing policies, systems, procedures and practices in all areas of command operations and develops actions necessary to correct identified weaknesses and deficiencies.

   d.  Performs special troubleshooting for the command to resolve known or suspected problems having significant resource impact.

   e.  Provides liaison and coordination with external audit agencies such as General Accounting Office (GAO), DOD IG, U.S. Army Audit Agency, and commercial firms.  Monitors audits performed by external agencies, from initiation to implementation of corrective actions, to include coordinating, consolidating and ensuring responsiveness of command replies.

   f.  Performs follow-up reviews to determine the timeliness and adequacy of corrective actions taken on all internal and external audit reports.

Chapter 6
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Office of the Chaplain, USMA

6-1.  Mission
To plan and execute a comprehensive program that provides for the spiritual nurture of all members of the Command and provides for the free exercise of religion for all staff, faculty, family members, and cadets assigned to USMA.

6-2. Functions

   a.  Acts as the Superintendent's personal staff officer in matters concerning religion, morale, and morality at the USMA.  The USMA Staff Chaplain develops and implements a comprehensive religious program for all members of the Command.

   b.  Ensures that all persons at the USMA are afforded the opportunity to exercise freely their religious practices consistent with the mission of the USMA.
   c.  Provides counsel and guidance on religious and morale matters when needed or sought by all USMA personnel.

   d.  Supervises all religious activities at the USMA in areas of worship; religious education; sacraments; life-cycle functions; marital preparation and counseling; family, troop, and cadet visitations; and related ministrations.

e.  Maintains a relationship with the Chaplain, USCC regarding ministry to the Corps of Cadets

   f.  Responsible for the maintenance and utilization of the Cadet Chapel, Old Cadet Chapel, Jewish Chapel, Community Chapel and Annex, and the Most Holy Trinity Catholic Chapel.  

   g.  Assigns chaplains to organizations and faculty committees within USMA as required.

   h.  Responsible for the training and professional development of all USMA Chaplain personnel. 

   i.  Represents the Superintendent to the Army Chief of Chaplains.

   j.  Represents the USMA in matters concerning religion to other colleges, universities, and academic institutions.

   k.  Serves USMA Alumni in providing support for weddings, funerals, memorial services, and other alumni functions.

   l.  Chairperson of USMA Consolidated Chaplains Fund.

6-2.1. Cadet Chapel

   a.  Works in cooperation as necessary with the Garrison Commander (GC).

b.  Coordinates choir and music requirements to support religious services and activities.

c.  Maintains and repairs organs and other musical instruments.

d.  Ensures chapel facilities are cleaned and maintained.

6-2.2.  Community Chaplains
   a.  Ministers to the members of the 1st Battalion/1st Infantry, MEDDAC and Band, and shares in ministry for the staff and faculty, their family members, tenant units, and other authorized personnel.  Provides counseling services, visitation to the sick and injured, and administration of sacraments and ordinances such as baptisms, funerals, and marriages.

   b.  Provide planning and financial support for adult and youth chapel programs.

   c.  Advises the GC on matters pertaining to religion, morals, and morale.

   d.  Coordinates the community religious program with the Chaplain, USMA, and other civilian community welfare agencies, religious bodies, and the GC.

   e.  Supervises the use and maintenance of the Community Chapel and other buildings assigned to the Community Chaplain.

Chapter 7
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7-1.  Mission
To inquire into and periodically report on matters affecting mission performance and the state of discipline, efficiency, morale, economy, readiness, and esprit de corps of the USMA and to perform other duties as may be required by law and regulation or as directed by the Superintendent.

7-2.   Functions
   a.  The Inspector General works for the Chief of Staff and is responsible to and has direct access to the Superintendent on directed investigations and appropriate matters affecting mission performance.
   b.  Conducts general, special and follow-up inspections of USMA activities, to include appropriated, non-appropriated and private organizations, as required or directed. Prepares and coordinates reports.

   c.  Evaluates corrective action taken on inspection findings, observations and recommendations. 

   d.  Conducts investigations authorized by the Superintendent or initiated by the IG, into allegations of violation of law, policy, regulation, or other areas of concern to the directing authority.

   e.  Receives, inquires into and reports on allegations, complaints, grievances and requests for assistance from the public, soldiers, family members and civilian employees assigned to the USMA 

or to a USMA tenant activity.  Provides guidance to complainants on appropriate procedures to be followed pertaining to matters outside IG jurisdiction.

   f.  Teaches and trains individuals at all levels by explaining the Army's policies, systems, processes and functions and how they interrelate.

   g.  Formulates and disseminates plans and policies pertaining to IG activities throughout USMA.

   h.  Receives, reviews and processes reports from the Department of Army Inspector General (DAIG) for coordination with and corrective action by appropriate USMA activities.  Evaluates adequacy of corrective action taken on findings and observations.  Coordinates the USMA response to such reports.

   i.  As office of record for all IG records originating at USMA, receives, reviews and processes requests to access the copies of or amendment to IG records.

   j.  Records and reports information on IG activities as required by AR 20-1 and other applicable regulations.

   k.  Monitors and reports trends of grievances and the general state of morale.

Chapter 8

Office of the Staff Judge Advocate




8-1.  Mission

To provide proactive, timely and accurate legal advice and support to the Superintendent and all subordinate commanders, staffs and post activities on the administration and operation of the Military Academy and the West Point Military Reservation.

8-2. Functions

    a.  The SJA will at all times communicate directly with convening authorities in matters relating to

the administration of military justice (Article 6b, Uniform Code of Military Justice (UCMJ)) and

is responsible to the Chief of Staff in matters other than military justice.

   b.  Provides legal opinions and advice concerning the USMA and West Point Military Reservation operations, plans, programs and the authority of the Superintendent.  

   c.  Directs and supervises the accurate and timely delivery of all legal services provided by the Office, including administrative law, criminal law/special actions, legal assistance and claims.

   d.  The SJA acts as the Command Ethics Counselor UP the Joint Ethics Regulation and appoints Assistant Ethics Counselors from the office to assist in this function.

   e.  Advises on pre-trial confinement and recommends policies relating to confinement of military personnel.

   f.  Examines all records of trial by general, special and summary courts-martial and administrative board actions for legal sufficiency.

   g.  Responsible for establishing mutual support agreements with the U.S. Army Legal Services Agency 

(USALSA) activities supporting the installation.

8-2.1.  Administrative Section
   a.  To provide all administrative, logistical, resource and personnel management necessary to run a fully automated legal office and law library.
   b.  Provides internal administrative, logistical and personnel management.

   c.  Provides fiscal and resource management.

   d.  Manages the SJA Army Law Library.

   e.  Provides automation planning, training, configuration/troubleshooting and network administration.

8-2.2.  Claims Section

   a.  To perform all claim functions for the West Point Military Reservation as outlined in Army Regulation 27-20 and implementing guidance from the U.S. Army Claims Service, Fort Meade, Maryland.

   b.  Investigates, adjudicates, settles, forwards for action, or denies claims against the Government.

   c.  Evaluates and prepares medical care and insurance recovery claims on behalf of the Government.

   d.  Evaluates and prepares other affirmative claims on behalf of the U.S. Government.

   e.  Prepares investigative reports and litigation briefs, answers discovery and interrogatory inquiries and makes recommendations to the U.S. Army Litigation Division and servicing U.S. Attorney Office in support of all claims litigation.

   f.  Provides legal review, opinions and advice on quality assurance/risk management programs of MEDDAC and Keller Army Community Hospital.

   g.  Publicizes U.S. Army claims programs and policies as part of the Office Preventive Law Program.

   h.  Reports operational statistics and budget data.

8-2.3.  Criminal Law/Special Actions Section

   a.  To provide all aspects of criminal law and military justice advice, instruction and support to commanders and law enforcement personnel at USMA, the West Point Military Reservation, and the U.S. Magistrate Court, including support for cadet cases arising under the honor code and cadet disciplinary system.

   b.  Prepares written opinions, advice and recommendations to the chain of command on all criminal law and military justice matters, including administrative elimination proceedings on officers, cadets and enlisted soldiers.

   c.  Prosecutes cases at courts-martial.  Prepares and reviews records of courts-martial.

   d.  Instructs and educates law enforcement personnel, commanders, staff and faculty, cadets and soldiers on Army command policy, law and regulations in the area of military justice.  Provides Law of War and Code of Conduct instruction when requested.

   e.  Provides formal and informal legal advice to the chain of command at all stages of cadet conduct, misconduct, and honor cases.  Advises on propriety of referral of cadet cases to criminal or administrative action and the legal sufficiency of proposed actions to be taken by the Commandant of Cadets or Superintendent.

   f.  Interprets and implements appropriate regulatory guidance and procedures.

   g.  Transcribes records of misconduct and honor hearings and prepares all implementing action documents for cadet conduct, misconduct, and honor cases.  

   h.  Provides attorney to prosecute cases arising in the jurisdiction of the U.S. Magistrate Court as a Special Assistant U.S. Attorney.

8-2.4.  Legal Assistance Section
   a.  Provides personal legal advice and prepares legal documents for eligible clients as outlined in Army Regulation 27-3, Legal Assistance, and implementing guidance from HQDA.  In addition, responsible for the Installation Preventive Law Program, the Installation Tax Assistance Program, and the coordination of trial defense services as necessary.

   b.  Provides personal legal advice and prepares legal correspondence and documents in matters of family law, estates, real property (including landlord/tenant matters), personal property (including consumer rights and affairs), civilian and military administrative matters, torts, taxes and certain civilian criminal cases to eligible clients.

   c.  Prepares wills, advance medical directives, and powers of attorney through in-office consultation and Soldier Readiness Processing programs.

   d.  Provides notarial services.

   e.  Maintains liaison with local courts, civilian attorneys, and professional associations.

   f.  Conducts the Installation Preventive Law Program and the Installation Tax Assistance Program.  

   g.  Serves as counsel for consultation to cadets appearing before Misconduct Boards, Conduct Investigations or Honor Investigative Hearings, all of which could result in separation from USMA.

   h.  Conducts initial interviews of soldiers pending nonjudicial punishment under Article 15 or administrative elimination and coordinates consultation with the Fort Drum Trial Defense Service Office.

8-2.5.  Administrative Law Section

   a.  To provide legal opinions and advice to the Superintendent, Commandant of Cadets, Dean of the Academic Board, Chief of Staff, Garrison Commander, Heads of Major Directorates and other activities concerning all USMA and West Point Military Reservation operations, plans and programs and the authority of the Superintendent.

   b.  Provides legal review of administrative actions and policy issues affecting the Academy and the West Point Military Reservation.  Interprets laws, regulations and directives affecting the duties, functions and authority of the command.

   c.  Provides an attorney to serve as the installation environmental law expert.

   d.  Provides advice concerning the Freedom of Information Act and Privacy Act to the USMA Freedom of Information Officer.

   e.  Provides a procurement counsel to give expert legal advice on all aspects of government contracting and fiscal law.

   f.  Provides administrative support and coordination with the Department of Justice on matters affecting federal prosecutions under the U.S. Magistrate Court program.

   g.  Provides the primary labor counselor for the installation who advises on all aspects of providing labor law and civilian personnel law matters.

   h.  Provides hearing officer for Cadet Honor Investigative Hearings.

   i.  Serves as Assistant Command Ethics Counselors.  Provides advice concerning ethics matters and the standards of conduct under the Joint Ethics Regulation and provides annual ethics training to installation OGE 450 filers and other employees.

   j.  Provides legal advice to investigating officers appointed pursuant to Article 32, UCMJ, AR 15-6, and Regulations for the US Military Academy.

Chapter 9

Directorate of Resource Management
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9-1.  Mission
To direct, oversee, and coordinate all those activities required to ensure that USMA obtains adequate resources, uses them efficiently and accounts for them properly.

9-2.  Director
   a.  Directs and supervises all functions delineated within the directorate to obtain essential dollar resource and manpower allocation for the command's mission; ensures effective and efficient management and utilization of resources, and accurate and timely accounting for resources.

   b.  Establishes resource management policy, including programming, budgeting, and accounting; organizational efficiency reviews; studies; and productivity improvement programs. 

   c.  Plans, organizes, staffs, directs, and controls the activities of the directorate.

   d.  Formulates accounting policy for the installation and interprets accounting policies promulgated

by HQDA; advises and develops plans and programs to implement the accounting and financial objectives of HQDA.

   e.  Establishes and maintains a system of administrative control of funds to avoid the over-obligation

of public funds.

   f.  Provides the Career Program Manager for Comptroller and Manpower and Force Management Career Programs.

   g.  Serves as the principal resource advisor of the Senior Resource Management Advisory Committee (SRMAC).

   h.  Certifies year-end reports when authority has been delegated.

9.2.1  Systems Administration

   a.  Provides advice and assistance to the organization on matters pertaining to existing or proposed automation systems and equipment.  Researches equipment sources, provides cost estimates and orders automation equipment.

   b.  Serves as the interface between DRM financial automation systems and financial automation systems in other USMA activities.

   c.  Coordinates with DOIM to ensure adequacy, accuracy and essentiality of systems input and challenges automated system requirements which do not appear necessary or which are duplicative.

   d.  Reviews, evaluates and validates the requirements of the DRM functional area users/managers to determine priorities to support their automation operations.

   e.  Develops and coordinates publication of user documentation of automation supplies.

   f.  Provides guidance and assistance in the training of appropriate installation personnel in the administrative and operation of financial accounting systems, procedures and methods.

  g.  Serves as hand receipt holder for the DRM’s automation equipment.

  h.  Assists with the maintenance of computer systems and the configuration, installation and replacement of hardware, software and networking cards.

9-3.  Accounting Division. 

9-3.1.  Central Accounting Function
   a.  Provides professional standardized accounting and reporting services for all non-appropriated fund (NAF) activities controlled by the Superintendent, USMA, except the Army Athletic Association.

   b.  Performs financial statement analysis with responsible financial managers.

   c.  Provides technical accounting advice and assistance to serviced activity financial managers.

   d.  Maintains fixed asset records for USMA NAFIs.

   e.  Acts as liaison with Central NAF Payroll Office.

   f.  Acts as liaison with local bank and Citibank which maintains NAFIs checking Account.

   g.  Coordinates NAF annual disinterested physical inventories.

   h.  Computes NAFIs activity’s proportionate share of the cost to operate CAO.

   i.  Prepares all disbursement vouchers and ensures funds are available, signs checks.

   j.  Provides discount and interest lost report to NAFI activities.

   k.  Responsible for reconciling NAFI bank accounts.

   l.  Makes electronic funds transfer from local bank to Citibank.

   m.  Responsible for ensuring debts are paid as prescribed in the Prompt Payment Act.

9-3.2.  Managerial Accounting Function
   a.  Provides professional accounting advice on all aspects of the Installation accounting program appropriated funds and NAF, including analysis of accounting systems and procedures to determine adequacy of accounting operations and reliability of reports.

   b.  Acts as the liaison with accounting personnel at higher headquarters and tenant activities for which

the installation has accounting responsibility.

   c. Develops fund control procedures for program and activity directors.  

   d.  Provides accounting policy and systems advice to the Defense Accounting Office (DAO) and

to budget, program, and activity directors with regard to the use of standard Army and USMA-unique automated systems in support of installation financial management.

   e.  Provides guidance and assistance in the training of appropriate installation personnel in the administration and operation of financial accounting systems, procedures, and methods.

   f.  Provides professional accounting advice and assistance to serviced activity financial managers

on fund control, management accounting reports, joint reconciliation, status of allotments, and reimbursement issues. 

   g.  Directs the performance of joint review and analysis of open reimbursable orders and unliquidated obligations with responsible financial managers.

   h.  Oversees retained earning adjustments for USMA NAFIs.

   j.  Maintains USMA commitment ledgers for prior year funds and certifies the availability of those funds.

   i.  Administers the Contracted Advisory Assistance Services (CAAS) Program.

   j.  Administers the Army Charge Card Program. 

9-4.  Program and Budget Division
   a.  Leads USMA's participation in the PPBES process as a Major Army Command (MACOM)

and as an installation.

   b.  Plans, develops, administers, and provides technical supervision to major activities in the

preparation, analysis, justification, execution, and control of current fiscal year budgets and

out-year programs.

   c.  Leads the year-end close out process.

   d.  Coordinates, consolidates, and distributes the USMA resource plans, programs, and budgets

for appropriated funds.

   e.  Presents financial data to the Superintendent, the Army Staff, and other government agencies,

as required.

   f.  Plans, organizes, and prepares for the Working and Senior Program Budget Advisory Committee

(PBAC) meetings.

   g.  Monitors execution of all appropriated funds to include the SRMAC account.

   h.  Interprets and distributes PBG and instructions from the Assistant Secretary of the Army for

Financial Management to the Major Activity Directors.

   i.  USMA proponent for Installation Status Report (ISR), Service Based Costing (SBC), Activity Based Costing (ABC) and AIM-HI initiatives.   

9-5.  Program and Budget Formulation Branch

   a.  Provides technical advise and guidance to USMA staff elements in the planning, preparation, and

execution of the command's resource program and budget.

   b.  Plans, programs, and budgets resources for the USMA Staff Activities:  Superintendent’s

Contingency Fund; SGS; IG; DOPS; SJA; DAA, IRO, AG, DRM, PAO, CPO, OPA, and Chaplain.

   c.  Collects, reviews, and analyzes unresourced requirements; determines whether they are for

local or HQDA consideration.

   d.  Prepares monthly reports that provide analytical assessment of assigned activities’ fund and execution status.

   e.  Manages and coordinates actions related to inter/intra service support including ensuring the

accuracy of ISAs and the costing of provided services.

   f.  Monitors the execution of the approved Civilian Pay Ceiling (CPC).  Analyzes average salary rates,

changes in work years, percentage of benefits, and historical pay trends.

   g.  Provides program management for OPA/BCE.

   h.  Coordinates and reviews activity level obligation plan, Command Budget Estimate (CBE), Resource Management Update (RMU), and Program Objective Memorandum (POM) for compliance with local and DA instructions.

   i.  Serves as the proponent for USMA Regulation 37-1, Financial Administration and the annual update of Appendix C to USMA Regulation 37-1.

   j.  Serves as the proponent for AR 210-3, Nonstandard Activities of the United States Military Academy and the West Point Military Reservation.  Review proposed changes, coordinates with appropriate staff agencies, obtains command approval and forwards to HQDA for approval and publication.

9-6.  Budget Operations and Support Branch
   a.  Coordinates preparation and completion of consolidated USMA PPBES submissions for the POM, CBE, and RMU.

   b.  Receives and makes recommendations concerning interpretation and distribution of Program Budget Guidance (PBG) information and instructions.

   c.  Maintains standard Army and develops command unique data bases to support decision

making, execution analyses, monitoring, reporting, and control of USMA's appropriated funds.

   d.  Manages the receipt of Fund Authorization Documents (FAD) and resource authorization documents, distributes obligation targets and quarterly allocation targets to Major Activity 

Directors (MADs) and the Defense Accounting Office (DAO).

   e.  Reviews and updates standard program and budget information systems (e.g., PBG,

Resource and Manpower Program Analysis and Reporting Tool System) to include PPBES

document preparation (e.g., CBE, POM, RMU).

   f.  Develops program and budget information management plan.  Defends command

requirements, as appropriate, through continual liaison with program personnel at HQDA

during POM process.

   g.  Administers collection of financial data in areas of special or recurring management interest

(e.g., Civilianization, Austerity and Increased Efficiencies, OPA2).

   h.  Reviews and reports on prior year deobligations.

   i.   Prepares annual Cost of Graduate, Cost of Education, and Integrated Post Secondary Education

Data System reports.  Hosts and prepares, as necessary, for Service Academy Comptroller Conferences.

   j.   Plans, programs and budgets for the Permanent Change of Station (PCS) and Outpatient accounts.

   k.  Manages the overall USMA obligation plan, providing MACOM level execution reports.

   l.   Analyzes the execution of civilian pay providing overall historical trends, average salary rates, work years, percentage of benefits, overtime and awards.  Serves as the proponent for military labor reporting.

l. Maintains PBD Web Page.

9-7.  Strategic Sourcing Office
   a.  Provides management engineering service for the command and staff activities.

   b.  Conducts special management studies, including work measurement, method improvements, and organizational, functional, cost and economic analysis.

   c.  Provides customer focus analytical support to the implementation and administration of the

USMA Total Army Quality (TAQ)/Total Quality Management (TQM) Program.

   d.  Manages, controls and executes the Commercial Activities (CA) Program as prescribed as by public law, executive policy, OMB and DOD/DA regulations and directives.

   e.  Administers the USMA Management Control Program in accordance with AR 11-2, Management Control.  Provides management control training to USMA personnel.

   f.  Manages the USMA Army Ideas for Excellence Program (AIEP).

   g. Develops plans, policies and procedures for the USMA implementation and management of DOD/DA productivity programs.  Serves as command POC on matters pertaining to program execution at USMA.

   h.  Provides advice and guidance to the command on Manpower Staffing Standards System development and application matters.  Provides related support to a lead-MACOM in capturing workload data for efficiency reviews.

   i. Performs work measurement studies and develops statistical performance standards.  Develops, implements, and monitors a management information system (MIS) to utilize work measurement data to meet performance evaluation, work planning and control, manpower determination, and budget preparation requirements.  Performs data analysis of USMA activity work measurement input to verify completeness and comparability.

9-8.  Manpower Division
   a.  Advises the Director and the Chief of Staff on manpower management matters.  Formulates, recommends and implements policies and procedures pertaining to the allocation, utilization, and control of manpower within the command.

   b.  Develops the manpower portion of the Program Objective Memorandum (POM) and Command Budget Estimate (CBE).  Develops the Command Plan (CPLAN), Manpower Schedule 8, the annual Civilian Employment Plan (CEP) and maintains the Program Budget Guidance (PBG) audit trails. Verifies the Civilian Manpower Obligations Data Report.

   c.  Develops, maintains, and serves as the proponent approval authority for the TDA and the Mobilization TDA (MOBTDA), which documents organizational structure, requirements, and authorizations for both personnel and equipment. 

   d.  Coordinates with the USMA Band revisions and adjustments to the Band MTOE.

   e.  Advises and assists USMA activities with the preparation for, review and implementation of Department of the Army directed initiatives, such as Functional Area Assessments (FAA). 

   f.  Performs manpower utilization analysis studies.  Recommends distribution of manpower authorizations consistent with financial resources, workload fluctuation, and mission priorities.

   g.  Advises and assists USMA activities, as requested, in the preparation of manpower survey documents, and assists in preparing for scheduled DA Manpower Surveys.  Supervises the implementation of the approved survey.  Evaluates and processes requests for changes between scheduled surveys.

   h.  Competes for resources through Out-Of-Cycle requests and Total Army Analysis for un-financed requirements supported by the Superintendent.

   i.  Reviews and approves all non-expendable TDA equipment requirements and authorizations not controlled by the DA.  Reviews and prepares for submission to USAFMSA requests for DA controlled equipment items.  Reviews Base Commercial Equipment (BCE) Program requests for equipment management validity.  Performs equipment utilization studies in accordance with AR 71-13.  Conducts equipment surveys in accordance with USMA Regulation 310-49 and USMA Supplement

to AR 570-4.

   j.  Coordinates with DOPS in support of USMA's War Mobilization Plan and authorizations of Individual Mobilization Augmentation positions in the MOBTDA.

   k.  Develops and prepares for submission to HQDA the Army Stationing and Installation Plan (ASIP), the Military Manpower Training Report, the Military Actual Strength Report, and the Military Acquisition Position List (MAPL).

   l.  Participates, as required, in Installation Position Management Reviews.

   m. Serves as the proponent for AR 10-70, Organization and Functions, United States Military Academy and the West Point Military Reservation.  Review proposed changes, coordinates with appropriate staff agencies, obtains command approval and forwards to HQDA for approval and publication. 

   n.  Prepares reports on civilian manpower execution and Post Population Profile.

   o.  Develops, coordinates, maintains and publishes the USMA Regulation 10-1, Organization and Functions Manual

9-8.1 Federal Employee Compensation Act (FECA)/Injury Compensation Program Administration

   a.  Provides all administrative support and coordination for the Federal Employee Compensation Act (FECA) and Injury Compensation Program.  Advises managers on the reduction of unnecessary costs related to on-the-job injuries.

   b.  Provides case management, tracking the progress of current cases and reviewing the status of long-term cases.

   c.  Provides counsel and assistance to supervisors and injured employees regarding the basic benefits and entitlements under FECA and ensures all pertinent data is forwarded to the Office of Workers’s Compensation (OWCP).

   d.  Maintains contact with Keller Army Community Hospital, the Occupational Health Clinic and the Safety office concerning issues related to on-the-job injuries.  

   e.  Manages the Return to Duty program.

   f.  Advises and trains supervisors and employees on the policies and reporting procedures for on-the-job injuries.

   g.  Serves as the USMA liaison with the Department of Labor (DOL) and the OWCP on issues concerning USMA compensation cases.

   h.  Serves as advisor to and as a member of the Civilian Resource Conservation Program (CRCP).

   i.  Monitors the overall resource impact to USMA of the Injury Compensation Program and Continuation of Pay (COP).

Chapter 10

Directorate of Operations, Plans and Security
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10-1.  Mission
To plan, coordinate, synchronize and execute all USMA level events; coordinate the Academy 10 Year Master Schedule and Individual Advance Development (IAD) Program; schedule all significant activities to include USAF Mission and Reserve Component Support; to direct and supervise operational plans and actions, security and intelligence matters, and foreign officers, and to advise the Superintendent in all such matters.

10-2.  Functions
   a.  Directs the planning, coordination and oversight of installation-wide operational activities.

   b.  Prepares, coordinates and maintains operations for emergency preparedness plans dealing with

external incidents that affect all MADs.

   c.  Maintains liaison between the US Air Force (USAF) and USMA on matters of mutual concern.

   d.  Plans, coordinates and validates request for aviation support to include Army aviation activities at USMA.

   e.  Provides weather information to USMA activities for operational decisions.

   f.  Programs and budgets operation, security and other activities under the purview of the DOPS.

   g.  Coordinates with DA and other MACOMS operational/intelligence and security matters and coordinate for support for USMA.

   h.  Plans, coordinates, validates and implements Individual Advance Development Program.

   i.  Plans, coordinates and deconflicts long range plan (1-10 years) for USMA.

   j.  Plans, coordinates, deconflicts and implements Academy Schedule and Standardized Academy Calendar.
10-2.1.  Installation Security Office
   a.  Directs and coordinates the Installation Information Security Program.

   b.  Manages the Personnel Security Program.

   c.  Provides operations security review of USMA Operations Orders (OPORDS), Operation Plans (OPLANS), and other generated information prior to publication.

   d.  Coordinates USMA terrorism counteraction activities and installation evacuation plans.

   e.  Provides staff intelligence support; liaisons with DOD intelligence agencies as required.

   f.  Maintains and provides weather information including local and away forecasts, severe weather advisories, snow alert implementation, wet bulb readings and heat phase dissemination.

   g.  Proponent for USMA Regulation 105-4, Procedures for Emergencies.

   h.  Provides nuclear surety advice and assistance as required.

   i.  Plans, coordinates and oversees foreign visit operations.

   j.  Plans, coordinates and checks evacuation plans for all facilities at West Point.

   k.  Plans, coordinates and oversees the Foreign Academy Exchange Program (FAEP).

   l.  Coordinates, synchronizes and helps manage Foreign Liaison Exchange Officers missions, roles, functions, and responsibilities.
10-2.2.  Operations and Scheduling Office

   a.  Plans, coordinates and supervises post-wide operational activities, including Graduation Week; Plebe Parent Weekend; Reception Day; the annual United States Military Academy Preparatory School (USMAPS) visit; football games; the Army-Navy Game; the Service Academies Superintendent’s Conferences; the annual visit with the Royal Military College of Canada; VIP funerals, official receptions for newly assigned officers, senior NCOs and their spouses; and the dedication of buildings and facilities.

   b.  Coordinates the schedules of the MADs and resolves any conflicts ensuring compliance with the Academy Schedule, Standardized Academy Schedule, and Master Schedule.

   c.  Prepares and coordinates the USMA summer augmentation requirements for personnel and equipment, and the submission to HQDA.

   d.  Coordinates and conducts planning conference for USMA one year to eight year calendar, training conference and emergency planning conference.

   e.  Assists the GC in execution of West Point Emergency Operations Center (EOC) used to command and control emergency situations/incidents.

   f.  Commands and controls Army football weekends, to include manning the TOC at Michie Stadium.

   g.  Plans and operates annual MACOM and Task Force conferences for participating units that support Cadet Summer Training.

h.  Responsible for taskings for needed operational requirements across USMA.

i. Manages, coordinates, and tasks across the installation.

   j.  Coordinates, advises, and assists in all training matters pertaining to the training programs for reserve component and Reserve Officer Training Corps (ROTC) personnel using USMA as a training facility.  Assists the USMA staff in the development of mutual support training missions for reserve component units.  

   k.  Maintains continuous liaison with the National Guard Bureau (NGB), New York National Guard and the United States Army Reserve Command (USARC) in order to provide advice and assistance regarding USMA support during inactive duty training assemblies and/or annual training of reserve

component units.

   l.  Completes and supervises a two year planning cycle with the USARC, NGB and NYANG.

  m. Continually monitors USMA support provided during reserve component training in order to improve and upgrade such support.

   n.  Assists in the development of educational programs designed to give the faculty, staff, and cadets an understanding and appreciation of the role and mission of the reserve component.

   o.   Prepares, updates, and monitors implementation of the USMA War Mobilization Plan, as appropriate.

   p.   Oversees the 1163rd USMA configured CGSC.

10-3.  Air Force Liaison Office
   a.  Represents the Department of the Air Force in all Air Force matters pertaining to USMA.

   b.  Assumes the responsibilities as commander of Operating Location Alpha, US Air Force Academy, and all USAF personnel at USMA.

   c.  Supervises and administers the USAF general military training that can be accomplished locally.

   d.  Validates and schedules all Army rotor and fixed wing aviation support for USMA personnel and outside agencies.

   e.  Coordinates USAF aviation support for airlift and flight demonstrations.

   f.  Acts as the USAF representative to those cadets approved for commissioning in the USAF.

   g.  Provides assistance to those AF Academy cadets attending USMA.

   h.  Provides assistance to members of the USMA staff and faculty on matters pertaining to the USAF and its support of sister services.
Chapter 11
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11-1.  Mission
To provide the civilian work force that is necessary to support the mission of the USMA.

11-2.  Functions
   a.  Provides centralized personnel services for both appropriated fund and Non Appropriated Fund (NAF) personnel.

   b.  Administers legal, regulatory and procedural controls established within the federal personnel system.

   c.  Evaluates civilian personnel administration to ensure regulatory compliance and effective management of civilian personnel programs.

   d.  Furnishes staff guidance and assistance in the development and administration of civilian personnel programs designed to obtain, compensate, train and develop, utilize and retain a qualified, effective and efficient work force.

   e.  Administers local civilian personnel policies and programs.

   f.  Provides staff assistance to managers and supervisors in support of planned position management and classification actions and personnel actions.

   g.  Advises and assists managers and supervisors in such matters as program planning and evaluation, supervisor-employee relations and communications, motivation and recognition, training and development, and employee services.

11-2.1.  Management-Employee Relations

   a.  Provides local administration of the DA labor relations program.  Serves as the principal POC to established bargaining units on labor-management relations matters.  Provides technical advice and assistance to management regarding its rights and obligations.

   b.  Serves as advisor to, or as a member of, the installation negotiation committee.  Advises management on the interpretation and application of negotiated agreements to facilitate contract administration.  Participates in the resolution of grievances and unfair labor practice complaints arising out of the application and/or interpretation of negotiated agreements.

   c.  Develops local policies and plans for management-employee and employee-management matters related to discipline, adverse actions, grievances, appeals, communication, hours of duty, leave, performance appraisals and the Federal Employee Compensation Act.

   d.  Advises supervisors on procedures and policies of performance appraisal systems.

   e.  Provides advice and assistance on disciplinary cases.

   f.  Investigates employee complaints, grievances, and/or appeals.

   g.  Evaluates availability and use of employee services and facilities in terms of employee needs.

   h.  Advises managers and supervisors on their basic responsibility for counseling employees through appropriate use of performance evaluation and recognition programs.

   i.  Administers and coordinates the Federal Employee Compensation Act Program.  Advises managers on reduction of unnecessary costs.

11-2.2.  Position Management and Classification

   a.  Advises management in the establishment and maintenance of a sound and efficient position structure.  Analyzes position structure, trends, causes and costs.  Provides position design and classification advice and assistance to managers and supervisors.  Provides formal training in classification and position management.

   b.  Provides advice and assistance to employees, managers, and supervisors on classification complaints and appeals.

   c.  With respect to position classification and position management, administers the Delegated Classification Authority (DCA) Program.

   d.  Administers locality wage survey planning and surveys.

   e.  Evaluates the position management and classification program to determine its effectiveness in response to management needs, effect upon morale, budget, mission accomplishment, and possible courses of remedial actions.

   f.  Analyzes directives and other publications by higher commands and outside control agencies for applicability to activities serviced.

11-2.3.  Recruitment and Placement
   a.  Develops and administers programs and provides input to command/DA systems for short and long-range analysis of civilian personnel staffing requirements and resources.

   b.  Analyzes sources of potential employees to meet staffing needs.  In conjunction with managers, develops projection of junior level intake requirements for career programs.  Develops programs for labor source utilization.

   c.  Administers all in-service placement (including mandatory actions under Office of Personnel Management, DOD, DA, and command programs), promotions, details, reassignments, nonpersonal adverse actions (such as reduction-in-force), and out-placement.  Plans and develops local applicant evaluation systems and participates in programs established by higher echelons.

   d.  Advises employees regarding opportunities for advancement development, relocation, or more suitable occupations.

   e.  Provides real estate and relocation services to civilians at the USMA.

   f.  Processes personnel actions, including completion of records, forms, and documents.  Controls personnel actions in process; distributes copies of actions and supporting papers.

   g.  Serves as source of information and counsels USMA employees about available benefit programs, eligibility, and entitlements.

   h.  Develops and administers the Spouse Preference Program and the Cooperative Education Program.

11-2.4.  Training and Performance 
   a.  Provides technical advice and assistance to management in determining training needs, sources of training, and in the formulation and presentation of training.

   b.  Advises supervisors, managers, and employees in planning job-related career development activities.

   c.  Assists management in planning and preparing long-range and fiscal year training plans and programs.

   d.  Selects and trains personnel to serve as instructors.

   e.  Develops course outlines and materials and instructs or facilitates a variety of on-post training programs.

   f.  Provides for an analysis and evaluation of all on-post and off-post training.

11-2.5.  Information Systems
   a.  Coordinates the automated personnel management system which provides operational support and management information and analysis.

   b.  Develops and administers local systems for data collection and recording to fulfill requirements of local and higher level authority for program evaluation and reporting.

   c.  Administers systems security.  Assigns Terminal Area Security Officers; identifies and corrects security violations; evaluates security program.

   d.  Develops policy, provides training, and evaluates the technical services function.

   e.  Maintains library of personnel regulations.

   f.  Coordinates and monitors reports and special projects required by the CPO.  Schedules and coordinates surveys and inspections.

   g.  Conducts legal and regulatory audit of civilian personnel actions, records, and files.

   h.  Administers the employee benefits program.

   i.  Issues civilian identification cards.

11-3.  NAF Personnel Branch
Administers a centralized program, applicable to NAF civilian personnel, in functional areas of management-employee relations, position management and classification, recruitment and placement, training and development, and technical services.

Chapter 12
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12-1.  Mission
To plan, coordinate and supervise USMA alumni affairs; to manage the development of USMA

policies for gifts to the institution; to plan and coordinate requirements for private funding; to monitor procedures governing gifts to the AOG West Point Fund; and to serve as the principal link between USMA and AOG.

12-2.  Functions

   a.  Plans, coordinates, supervises and executes all alumni activities of USMA, to include class reunions, Homecoming, Founders Day, Centennial Reunion, alumni portion of Graduation Week,

Alumni Golf Tournament, Thayer Award ceremonies and special alumni events.

   b.  Recommends policies and programs dealing with alumni matters and coordinates the 

execution of approved policies.

   c.  Serves as USMA's primary liaison office with the AOG on all alumni and gift matters and coordinates with AOG to document and appropriately publicize projects requiring private funding.

   d.  Acts as the primary POC for all USMA activities for gift/grant acceptance and ensures proper approval authority is obtained for all gifts offered to or accepted by the U.S. Military Academy.

   e.  Develops an overall gift management policy for the oversight of gift projects.

   f.  Coordinates USMA gift projects between USMA, donors, AOG, and DA as required.

   g.  Identifies institutional requirements that require funding from private sources.
   h.  Plans, coordinates and supervises the receipt and expenditure of donor funds from AOG for USMA projects.

   i.  Serves as custodian for funds of the Military Academy/Corps of Cadets (MA/CC) Fund.

   j.  Formulates policy pertaining to West Point Fund donor relationships including donor recognition, Academic Individual Advanced Development (AIAD) processing, and MA/CC fund administration.  

   k.  Identifies projects/programs requiring gift fund support, prioritizes USMA needs, and provides direction for AOG fund raising campaigns.

   l.  Proponent for USMA Regulation 1-4, Memorialization and Recognition Program.

   m.  Proponent for USMA Regulation 1-50, Thayer Award.

   n.  Proponent for USMA Regulation 1-51, Homecoming.

   o.  Proponent for USMA Regulation 1-52, Founders Day.

   p.  Proponent for USMA Regulation 1-53, Centennial Reunion.

   q.  Proponent for USMA Regulation 1-54, Golf Tournament.

   r.  Proponent for USMA Regulation 1-60, USMA Gift Maintenance Policy.

   s.  Proponent for USMA Regulation 1-100, USMA Gift Program.

   t.  Administers an annual program that utilizes private funding for the benefit of USMA.

Chapter 13
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Office of the Adjutant General

13-1.  Mission
To plan, administer and supervise administrative and military services, which includes officer and enlisted strength management for the West Point Community.  To manage soldier programs and provide direct military personnel service to all assigned, tenant, and attached units at USMA.  To provide retirement, retention, personnel processing, records management and casualty area command services.  To coordinate and participate in graduation and other ceremonial events.  To advise the Staff and Faculty on all matters pertaining to the Adjutant General activities in support of the United States Military Academy's mission.  

13-2.  Functions
   a.  Proponent for USMA policy on Military personnel issues.  Advises the GC, CS, Dean, Commandant, and Superintendent on Military personnel management and policy matters.

   b.  Serves as advisor to the West Point Installation Officer Professional Development Council.

   c.  Serves as the West Point Retention Officer.

   d.  Coordinates promotion, award, and retirement ceremonies presided over by the Superintendent.

   e.  Details the Colonel and Sergeant Major to represent the Superintendent at funerals at West Point.

   f.  Releases command correspondence.

   g.  Coordinates the Graduation and Awards Convocation ceremonies.  Provides Graduation Project Officer.

   h.  Reports to the Chief of Staff on officer personnel management.

13-2.1.  Retention Office

   a.  Manages the USMA Total Army Retention Program, both Active and Reserve Components.

Coordinates and reports directly with HQDA on issues concerning the Total Army Retention Program.  Makes recommendations to HQDA on major problems, suggestions, publicity, and other methods for improving the Total Army Retention Program.  Implements and supports an aggressive Total Army Retention Program and requires subordinate commanders to do the same by assigning fair share objectives. 

   b.  Provides retention/transition counseling and career guidance to soldiers assigned or attached to USMA.  Ensures all qualified soldiers declining reenlistment in the active Army are informed of the benefits of reserve component membership and are encouraged to enlist/transfer into an USAR or ARNG unit.  Provides guidance for subordinate commanders and commanders of other MACOMs assigned or attached to USMA who require assistance in establishment and management of their Total Army Retention Programs.

   c.  Conducts quarterly staff assistance/reenlistment inspections to ensure that all assigned, tenant and attached unit retention programs comply with regulatory guidance and command directives.  Specific attention is given to objective accomplishments, bars to reenlistment's, timely reenlistment interviews, and other such subjects.

   d.  Provides training seminars to commanders, retention NCOs, Cadets, and any interested personnel on matters relating to the Active Component Retention and the Reserve Component Transition Programs.

   e.  Manages the USMA retention budget in support of both the Active and Reserve Component missions.

13-2.2.  Administrative Services 

   a.  Plans and executes the Cadet Awards Convocation, Donor’s Luncheon, and reception.  Proponent for the Superintendent's Award.

   b.  Coordinates the cadet graduation ceremony to include speakers platform activities and presentation of diplomas.

   c.  Maintains accountability and control of the Cadet Awards.

   d.  Prepares administrative orders and the post bulletin.  

   e.  Prepares committee orders at the USMA.

   f.  Releases command correspondence.

   g.  Furnishes replacement diplomas and commissioning certificates.

   h.  Edits and authenticates all USMA regulations and supplements to Army regulations.

i.  Proponent for USMA Regulation 672-2, Decorations, Awards and Honors.  Cadet Awards Program.

13-2.3.  Strength Management

    a.  Manages assignment and utilization of Commissioned Officer and Enlisted personnel and develops policy for the Superintendent on officer tour lengths.

    b.  Proponent for the USMA Sponsorship Program which is governed by USMA Regulation 612-1, The Army Sponsorship Program.

    c.  Monitors and provides reports to the Superintendent on the status of Staff and Faculty composition with regard to affirmative action.

   d.  Commands the USMA Student Detachment and USMA Holding Detachment.

Processes Commissioned Officer and Enlisted (strength-related) personnel actions and enlisted reclassification actions.

   e.  Manages Commissioned Officer promotions, command boards, and school selections.

   f.  Performs as USMA Liaison Officer with DA Education Branch on Civil Schools issues.

   g.  Develops and coordinates the personnel portions of OPLANS for mobilization.  During exercises, acts as the principal player for Military personnel matters.

   h.  Manages Combined Arms & Services Staff School (CAS3) for the USMA.  Proponent for USMA CAS3 Circular.

   i.  Manages the USMA “Blue Book.”.

   j.  Processes assignments for separating Cadets with service obligations.

   k.  Conducts MOS Medical Retention Board (MMRB) for the installation, tenant activities and USAR/ARNG units in the USMA Medical Treatment Facility area of responsibility.

   l.  Proponent for personnel assets inventories (PAI) for USMA assigned units.

13-3.  Personnel Service Center

   a.  Operates the Military personnel services program for the command to include services to Active, Reserve, and Retired Military Personnel, their families and survivors.

   b.  Prepares, publishes, and maintains record file of USMA orders.

   c.  Schedules and conducts in and out processing.

   d.  Meets and greets soldiers and their families for inquiries, referrals, and suspense programs; issues ID Cards to active Army, Army Reserve, Retired Military and family member personnel; assists in processing applications for naturalization and citizenship; and manages the Defense Enrollment Eligibility Reporting System program.

   e.  Processes assignment instructions, prepares departure documents and provides soldier assistance.

   f.  Processes portcall requests, applications for passports and visas, Officer and Enlisted (non-strength) personnel actions and retirement applications.  Prepares orders for emergency leaves to overseas locations.

   g.  Manages the soldier suspense program, Military evaluations (Active and Reserve), Enlisted promotions and the Military Awards and Decorations Program.   

   h.  Operates Army Casualty Reporting System and Casualty Assistance Program and processes line of duty investigations.

   i.  Processes the Foreign Language Proficiency Pay and other proficiency pay actions.

   j.  Performs as USMA Personnel Survey Control Officer.

   k.  Processes officer and Enlisted separation actions.

   l.  Proponent for the USMA military uniform policy.

   m.  Manages the Military personnel records section by maintaining personnel files for Officer and Enlisted personnel, to include those in the Personnel Reliability Program.  Provides centralized board support for officer efficiency review, NCO efficiency review, officer record brief/personnel qualification roster review and photos.  Prepares statements of service and records verification.  Computes service dates for finance and the Veterans Administration.

   n.  Conducts Preparation for Overseas Movements (POM) for individual and unit deployments.

   o.  Manages automation operations, files maintenance, in/out control, files analysis, systems analysis, and mobilization for the USMA.  Provides training for SIDPERS users.

   p.  Operates the USMA Retirement Service Program to include the annual USMA Retiree Open House.

   q.  Provides the above personnel support to tenant activities at USMA which include USA MEDDAC, USA DENTAC and, CID.

Chapter 14

Public Affairs Office
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14-1.  Mission
To communicate the mission of West Point so that the American public is made fully aware of 

USMA and its value to the nation in order to insure adequate public support and to obtain quality

youth as potential leaders of character for the Army and the nation.

14-2.  Functions

   a.  Provides advice and counsel to command and staff regarding public affairs issues.

   b.  Directs the operation of the USMA public information program to include direct liaison with representatives of communications media.  Coordination, preparation and dissemination of all general news releases, special features.  Responds to media queries.  Responds to specific queries and requests for information from various publics.

   c.  Directs the operation of the USMA community relations program.  Publicizes official visits, coordinate ceremonies and USMA support for community activities, serves as liaison with Parents Clubs, operates Speakers Bureau, disseminates general visitor information and directs the operation of the Visitors Center.

   d.  Directs the operation of the USMA command information program to include the preparation

and publication of the post newspaper (the Pointer View), command information news and entertainment programming for broadcast on the post radio station and the command information television stations, and Internet activities.

   e.  Directs the operation of the USMA sports information program to include media coverage of intercollegiate sports, preparation of sports programs and media guides and preparation and dissemination of external releases concerning intercollegiate athletics.

   f.  Coordinates special book, film, radio and television projects involving USMA.

   g.  Conducts long-range public affairs strategic planning, to include evaluation of current programs.

   h.  Prepares written material for the Superintendent, Dean and Commandant, as required.

   i.  Serves as coordinator for the Civilian Public Affairs Committee (CPAC); organizes CPAC meetings; keeps membership informed regarding the Academy.

   j.  Coordinates Community Relations Council.

14-2.1. Command Information

   a.  Provide accurate and timely information and communication between command elements and soldiers, cadets, civilian employees, retirees, family and community members and other internal publics.  Respond to information requirements of the internal audience to strengthen their knowledge and support of the U. S. Military Academy and U.S. Army.

   b.  Develops, supervises and evaluates the USMA Command Information Program.

   c.  Prepares and publishes the post newspaper, the Pointer View.

   d.  Coordinates procurement of Soldiers Radio and Television news and other programming for use on the post radio and closed circuit television stations.

   e.  Provides radio and television news and features to Soldiers Radio and Television for worldwide broadcast.

   f.  In coordination with the USMA DOIM and DA command information sources, prepares local news and entertainment programming for broadcast on the post radio and closed circuit television stations.

   g.  Maintains the USMA Community Bulletin Board on the public access cable television station.

   h.  Coordinates with various USMA agencies to provide coverage of newsworthy events and activities for internal audiences.

   i.  Provides editorial material and coordinates with Directorate of Contracting for commercial enterprise publication of the USMA Unofficial Guide and Directory.

   j.  Coordinates the activities of the Cadet WKDT Radio Club.

   k.  Oversees the PAO Worldwide Web Homepage and provides guidance for the USMA Homepage.

14-2.2.  Community Relations

   a.  Communicate directly with individuals, groups, civic organizations, government officials and the general public in order to develop public understanding and support for the United States Military Academy.

   b.  Develops, supervises and evaluates the USMA Community Relations Program.

   c.  Acts as the command's liaison with national, state and local government officials, businesses, professional and civic associations, community leaders, veterans and military related organizations.  Coordinates ceremonies and other events at USMA for these groups.

   d.  Operates the Visitors Center.

   e.  Coordinates special commemorative efforts for USMA.

   f.  Develops, executes and evaluates the USMA Parents Club program.

   g.  Disseminates information to the public concerning visits to USMA, to include bus permits and tour information.

   h.  Researches and responds to queries from the general public, members of state government and members of Congress to include requests for specific information about USMA and the Army.  Prepares responses for the signatures of all levels of the USMA Staff, frequently for the Superintendent.  Reviews, evaluates and provides recommendations concerning the effect of USMA activities and events on local communities.

   i.  Coordinates appropriate group visits to USMA.

   j.  Operates a speakers' bureau to support requests from military and civilian agencies for USMA guest speakers.

   k.  Coordinates band, sport parachute and color guard appearances and other West Point resources in response to requests from neighboring communities.

   l.  Functions in oversight role of the commercial tour operation at West Point; serves as Contracting Officer Representative.

   m.  Oversees Community Relations Council.

14-2.3.  Public Information

   a.  Serve as the primary liaison between the local, national and international media and West Point in order to develop public understanding and support for the United States Military Academy.
   b.  Develops, supervises and evaluates the USMA Public Information Program.

   c.  Receives, staffs and responds to general news queries; serves as official Academy spokespersons.

   d.  Coordinates visits and escorts media representatives who are preparing news and feature articles and radio/television broadcasts about USMA.

   e.  Prepares and disseminates a wide variety of informational material, to include news releases, media advisories, information papers and fact sheets that accurately portray the Academy to the media and general public.

   f.  Maintains liaison with the communications media, USMA offices and DA/DOD agencies.

   g.  Coordinates appearances of USMA personnel on broadcast media.

   h.  Conducts news conferences for major events.

   i.  Prepares information packets for major news events.

   j.  Provides historical documentation of media coverage.

   k.  Conducts and supervises the Army Hometown News Release Program and Hometown Radio and Television taped interviews.

   l.  Monitors and coordinates clearance of manuscripts that are prepared by USMA personnel.

   m.  Coordinates the preparation and placement of feature stories about USMA into external media.

   n.  Supervises the Cadet Media Club.

14-2.4.  Sports Information
   a.  Communicate information about the USMA Intercollegiate Athletic program to meet the regulatory guidance of the NCAA and the Patriot League.

   b.  Develops, supervises and evaluates the USMA Sports Information Program.

   c.  Provides publicity for the full range of intercollegiate sports at USMA.

   d.  Coordinates all print and broadcast coverage of Army intercollegiate teams to include interviews with coaches and players.

   e.  Make external news releases of results of varsity and junior varsity contests.

   f.  Prepares programs for most varsity athletic events held at West Point.

   g.  Prepares and publishes media guides for USMA varsity sports teams.

   h.  Maintains the Worldwide Web Homepage for Army Athletics.

   i.  Coordinates photographic support for sports promotions.

   j.  Maintains statistics for all intercollegiate sports competitions.

   k.  Operates the press box at Michie Stadium and Holleder Center for all USMA home football, lacrosse, basketball and hockey games.

   l.  Prepares and publishes Army Sports Letters.

   m.  Provides sports articles and photographs for use in the Command Information Program.

Chapter 15

Office of the Garrison Commander
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15-1.  Mission
Conducts base operations in support of the United States Military Academy and tenant activities with a commitment to integrity, customer-oriented selfless service, and enforcement of high standards, to facilitate the Cadet developmental experience and provide stewardship, services, property, and materiel for the overall well being of those who live, work, and play at West Point.

15-2.  Functions
   a.  Commands the United States Army Garrison at West Point.

   b.  Directs, coordinates and supervises activities of the Garrison staff in carrying out responsibilities concerning day-to-day operations of the West Point Military Reservation (WPMR), to include Constitution Island.

   c.  Represents the Superintendent as authorized or directed.  

   d.  Plans, coordinates and supervises the development of funding and manpower resources necessary for the Garrison Staff Accounts to efficiently and effectively accomplish their missions. 

   e.  Provides advice on and coordination of resource management issues and concerns of the WPMR.

   f.  Develops, manages and evaluates the USMA Installation Support Agreement program.

   g.  Serves as the proponent for space management and facility usage.

   h.  Provides support to the West Point community through Quality of Life Programs such as the Community Mayors Program, Area Coordinators Program and Area Beautification Program, and Town Hall Forums and execution of Superintendents Viewpoint Hotline.

   i.  Coordinates and approves staff actions for commercial solicitations and private organizations. 
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Chapter 16

Equal Employment Opportunity

16-1.  Mission

To manage and coordinate the USMA Equal Employment Opportunity (EEO) Program.

16-2.  Functions
   a.  Develops and publishes the command Affirmative Employment Plan (AEP).  Assists the command in assessing progress toward achieving AEP goals.

   b.  Develops, manages, monitors, supervises, and evaluates policies, plans and programs that will provide equal employment opportunity for all civilian employees and applicants for employment.

   c.  Manages and administers the informal and formal EEO discrimination complaint process for the USMA and tenant activities.

   d.  Serves as principal advisor to all command and tenant activities on EEO matters.

   e.  Conducts special studies and maintains close liaison with CPAC to ensure that CPAC programs comply with EEO requirements.

   f.  Monitors the EEO Special Emphasis Programs (Federal Women’s Program, Hispanic Employment Program, Asian American/Pacific Islander Employment Program, Black Employment Program, Native American/Alaska Native Employment Program).

   g.  Prepares and submits required reports and summaries of actions to assist in the evaluation and implementation of the AEP.

   h.  Assesses the EEO environment on an on-going basis.  Conducts EEO awareness training for requesting activities.

   i.  Serves as POC for ethnic, minority, and female issues that affect civilian employees.

   j.  Supervises or performs EEO initiatives to improve and achieve EEO for civilian employees and applicants for civilian employment within the West Point Community.
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Chapter 17

Equal Opportunity Office

17-1.  Mission

To manage and coordinate the USMA Equal Opportunity (EO) Program.

17-2.  Functions
   a.  Develops and publishes the command Affirmative Action Plan (AAP).  Assists the command in assessing progress toward achieving AAP goals.

   b.  Manages and administers the informal and formal military complaint process for the USMA and tenant activities.

   c.  Serves as principal advisor to all command and tenant activities on EO matters.

   d.  Prepares and submits required reports and summaries of actions to assist in the evaluation and implementation of the AAP.

   e.  Assesses the EO environment on an on-going basis.  Assists activities in establishing EO awareness training.

   f.  Serves as POC for ethnic, minority, and female issues pertaining to USMA military personnel.

   g.  Supervises or performs EO activities to improve and achieve EO and racial harmony among soldiers, family members, and civilians within the West Point Community.

Chapter 18

Safety Office



18-1.  Mission
To promote, coordinate, and operate a safety program in order to reduce the number and severity of accidents; thereby, keeping manpower and property losses to a minimum.

18-2.  Functions
   a.  Plans, establishes, and maintains a safety program to meet the needs of the installation.

   b.  Provides administrative direction and technical supervision of installation safety activities.

   c.  Conducts safety design studies, inspections and surveys, and makes recommendations to promote efficiency and economy through reduction and elimination of accidents.

   d.  Recommends and implements policy regarding accident prevention.

   e.  Procures and disseminates safety publicity and educational materials.

   f.  Develops and/or assists in conducting safety instruction courses, conferences, committees, and councils.

   g.  Designs programs to provide safety controls for all military and civilian personnel; for contractors performing services for the Engineer and other USMA activities; and for residents and visitors to the installation.

   h.  Maintains accident records, compiles and interprets data on accidents and hazards, and prepares required reports, charts, graphs and tables which outline corrective action required to reduce the frequency of accidents.

   i.  Manages the USMA Workplace Violence Prevention Program.

   j.  Ensures that the risk management process is incorporated into all operations within the command.

Chapter 19

Directorate of Contracting 
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  DIRECTORATE OF
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19-1.  Mission

To plan, direct, supervise, oversee, and execute acquisition of supplies, services, utilities, and construction

for the installation and supported elements.

19-2.  Functions

   a.  Serves as the MACOM principal advisor on all acquisition matters.  Represents USMA, reports and responds directly to U.S. Army Contract Support Agency, Deputy Assistant Secretary of the Army (Procurement), Head of the Contracting Activity (HCA) Army Materiel Command (AMC), Small Business Administration, U.S. Department of Labor, and other government and non-government activities for all acquisition matters.

   b.  MACOM Acquisition Career Manager.  Responsible for the career development, training, and education of the USMA acquisition workforce (civilian and Army Acquisition Corps).

   c.  Serves as the Chief of Contracting (FAR 2.06) and Senior Contracting Officer at USMA.  Oversees execution and administration of all appropriated fund procurements and all non-appropriated fund contracts.  Performs MACOM oversight and NAFI consolidated contracting office responsibilities

(AR 215-4).

   d.  Plans, directs and supervises execution of the Directorate budget, staffing, discipline, policy, administration and maintenance of operating and contract files, personnel records, and preparation of

reports and briefings.

   e.  Responsible for overseeing all decentralized appropriated and non-appropriated fund procurement operations at USMA (to include NAF purchasing offices, credit card purchases, ordering officers and call officers).

   f.  Oversees development of and recommends to AMC the appointment and termination of both

appropriated and non-appropriated fund Contracting Officers.

   g.  Establishes procedures to safeguard against premature and unauthorized release of procurement information and/or unauthorized commitments.  Ratification authority per AR 215-4 and 

AFARS 1.602-3.

   h.  Responsible for Advance Acquisition planning at USMA and proponent for the Installation

Acquisition Planning Board.

   i.  Responsible for the Small and Disadvantaged Business Procurement Program at USMA.  Serves as the Small and Disadvantaged Business Utilization Specialist (SADBUS).

   j.  Coordinates required acquisition-related reviews and approvals with the Head of Contracting Activity, U.S. Army Materiel Command.

   k.  Serves as an adjunct instructor for cadets, staff and faculty on acquisition related matters.

   l.  Serves as the Installation Competition Advocate and Source Selection Authority.

   m.  Interfaces with other Federal Agencies and DOD activities, industry and commercial business to

effect responsive procurement support of USMA and regional customers.

   n.  Acts as the sole authority to prepare and sign on behalf of the U.S. Military Academy all binding agreements and contracts between the U.S. Government and other entities.

19-3.  Customer Service Divisions
   a.  Act as one-stop customer service teams focused upon providing responsive, cost effective purchasing, contracting or administrative procurement support to a specific activity or group of customers.

   b.  Review requirements, statements of work, and specifications; determines suitability and most

appropriate method of contracting; prepare necessary justifications and approvals and determinations

and findings; develop the acquisition plan, and select the most appropriate method of procurement.  Ensure competition and small business are considered in the plan.

   c.  Responsible for all facets of pre-solicitation functions including source identification, market

research and demonstrations, statements of work and specification reviews, and solicitation preparation.

   d.  Receive, safeguard and evaluate bids, proposals and quotations.  Orchestrate source selection process.  Request and respond to Defense Contract Audit Agency reports.  Conduct all negotiations, determine reasonableness of price, and overall best value to the government.

   e.  Evaluate prospective contractor performance to determine responsibility.  Request and assess formal preaward surveys as necessary.

   f.  Award contracts/purchase orders and other contractual agreements.

   g.  Act upon and resolve all protests to GAO, U.S. Federal courts, or Armed Forces Board of Contract Appeals.  Perform direct coordination with legal support, courts and boards, and Army Congressional Liaison Office.

   h.  Perform contract administration to ensure successful contract performance.  Includes conducting post award conferences, monitoring performance, conducting wage surveys, and ensuring receipt of required submittals.

   i  Negotiate changes to contracts and resolves claims concerning contracts.  Participates as part of Government litigation team when claims/disputes are resolved through litigation.

   j.  Exercise options on those contracts after evaluating current market conditions, contractor past performance and current Government requirements.  When necessary, negotiate contract extensions.

Review, evaluate and negotiate changes based on contractor proposals.

   k.  Monitor contractor compliance in accounting for, maintaining and safeguarding government property provided for their use.  Verify that supplies obtained by contractor from the Government are properly

received, stored, and issued, and that proper accountability is maintained.

   l.  Ensure contractors are paid proper amounts and in a timely manner.  Coordinate with Defense Finance and Accounting Services (DFAS) and NAF payment offices.  Closeout contracts upon completion, reconciling deliveries and payment discrepancies.  Terminate contracts either for default or convenience as necessary.  Enforce the terms and conditions of contracts.  Exact consideration for unsatisfactory performance and impose liquidated damages, warranty, latent defects and bond forfeiture provisions of contracts when appropriate.

19-3.1.  Customer Service Division I

   Provides direct support to the Directorate of Housing and Public Works in public building construction, supplies and environmental program.

19-3.2.  Customer Service Division II

   Provides direct support to the Office of the Superintendent and headquarters USMA elements which

directly fall under the Chief of Staff’s supervision, Office of the Dean and all the Academic Departments,

the Directorate of Logistics, the Directorate of Information Management, the Directorate of Admissions, tenants at West Point and Stewart Army Subpost (with the exceptions of MEDDAC and DENTAC) and Garrison Commander activities which have budgets controlled by the Garrison Commander.

19-3.3.  Customer Service Division III

   Provides direct support to the Directorate of Housing and Public Works in family housing and miscellaneous services.

19-3.4.  Customer Service Division IV

   a.  Provides direct support and oversight of all Non-Appropriated Instrumentalities (NAFI) and their appropriated fund acquisitions.  Conducts acquisitions and contract administration for NAF contractual

actions exceeding the appointed authority of NAFI activity purchasing and contracting officers.  Conducts contracting for any USMA requirement mixing NAF and appropriated funds.

   b.  Provides direct support to the following customers:  Office of the Commandant and the United States Corps of Cadets, Directorate of Cadet Activities, Directorate of Physical Education, USMA Treasurer, Cadet Mess, Directorate of Intercollegiate Athletics, Directorate of Community and Family Activities, West Point School, and Department of Military Instruction.

   c.  Responsible for staff oversight of all NAFI procurements at USMA.  Conduct regular procurement management and internal management control reviews and assistance visits for each NAF contracting activity IAW para 1-4f. (1), AR 215-4.

   d.  USMA point of contact for all NAF acquisition related policy, procedure, and procurement actions as

the MACOM consolidated NAF contracting office (Para 3-12, AR 215-4).

19-4.  Support Division
   a.  Administratively supports the Directorate by providing common, unique service support (information management, mail/filing/distribution, and commercial credit card program management).

   b.  Serves as Freedom of Information (FOIA) coordination point for DOC.  Maintains log of FOIA requests, advising recipient on procedure.  Refers requests for exempted records to the Initial Denial Authority (IDA) for final resolution.  Ensures that payment of fees is transmitted to DFAS in a proper manner.

   c.  Provides support to customers in the following areas:  customer education and training, policy and compliance review, and commercial credit card management.

   d.  Responsible for the operation of the Directorate’s systems hardware and software, as well as, analyzing and determining hardware/software requirements of the DOC and providing necessary user training.

   e.  Generates multiple reports on a daily/weekly/monthly basis, upgrades, archives, and interfaces with 

other systems.  Performs record and data management functions.

   f.  Establishes, maintains, administers and provides training of Blanket Purchase Agreements (BPAs) and Call Officers for activities authorized.

   g.  Establishes, maintains, administers and provides training for Ordering Officer and Contracting Officer Representatives (COR) appointments.

   h.  Responsible for decentralized appropriated fund purchasing oversight including (BPAs, Ordering Officers and all aspects of Government wide Commercial Credit Card program).

   i.  Performs mail and distribution duties for DOC, to include receipt and/or safeguarding of bids or proposals.

   j.  Performs Internal Procurement Compliance and acquisition performance quality reviews.

   k.  Coordinates professional training program for USMA acquisition workforce.
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20-1.  Mission
To provide trained and ready military police, engineer, paradrop, and aviation units, as required to the United States Military Academy and civilian communities, in order to enable cadet, garrison and community missions to succeed.

20-2.  Functions

   a.  Commands the 1st Battalion, 1st Infantry which consists of an S1/Civilian Personnel Administrative Center, S2-S3/DPTM, S4, as well as, a Headquarters Company, MP Company, and Aviation Detachment each with assigned and attached personnel.  Exercises special courts martial jurisdiction for enlisted soldiers assigned and/or attached to 1-1 IN, U. S. Army Garrison - West Point, or staff and faculty USMA.

   b.  Dual-hatted as the Deputy Garrison Commander - West Point.

   c.  Conducts a military training program for assigned and attached enlisted soldiers.

   d.  Responsible for the operation and maintenance of the range and training complex and Camp Natural Bridge (CNB) and Camp Buckner (CB).

   e.  Advises and assists the command, particularly on those matters that concern the enlisted soldiers at West Point (to include tenant units).

   f.  Has command authority and special court-martial jurisdiction of all augmentation units and individual soldiers on temporary duty at West Point in support of USMA.  Provides support to augmentation units and individual soldiers at West Point and CNB.  Operational control is provided to appropriate USMA activities.

   g.  Conducts inspections of subordinate units as required.

   h.  Oversees West Point Museum operations.

   i.  Ensures the implementation, execution, and supervision of effective management controls IAW the Management Control Program.
   j.  Supervises the planning, preparation, and execution of the annual West Point ten and five kilometer road races.

20-3.  S1/Personnel Administration Center
   a.  Exercises staff supervision over the Battalion Personnel Administration Center including evaluations, enlisted promotions, UCMJ actions, awards, publications, Standard Installation Division Personnel System (SIDPERS) transactions, in/out processing, leaves, flagging actions and other related administrative matters.

   b.  Supports staff and faculty officers with leave processing, in/out processing, Family Care Plans, Weight Control Program and Permissive TDY requests.

   c.  Supports, as required, the Summer Augmentation Task Force.

   d.  Plans and executes the Summer In/Out Processing Program.

20-4.  S2-S3/DPTM
   a.  Prepares orders for battalion and garrison activities.

   b.  Oversees the planning and conduct of common task testing; specialized testing, and adventure training.  Coordinates, and supervises the training of assigned and attached personnel in subjects prescribed by the Battalion Commander.

   c.  Supervises and monitors in coordination with Range Control, the safe operation of twelve

live-fire ranges and 12,000 acres of training area.

   d.  Coordinates and supervises the Battalion's security requirements.

   e.  Coordinates battalion support of cadet training.

   f.  Coordinates the soldier support for emergency situations on the WPMR.

   g.  Serves as the proponent for centralized range scheduling.

   h.  Insures compliance, monitors and participates in the Staff and Faculty APFT.

   i.  Serves as the Installation Training Standards Officer.

   j.  Coordinates military training programs and military schools for USMA and is responsible for developing and monitoring the military schools training budget for USMA.

   k.  Manages and provides maintenance of the Range Training Facility Complex.

   l.  Tasks subordinate battalion elements and serves as central tasking authority for the Garrison.

   m.  Oversees the USMA Integrated Training Area Management (ITAM) Program.  

   n.  Develops and executes the USMA Range Vision for the Ranges, Camps, and Training Areas. 

   o.  Executes the Range/Training Area Certification Course and serves as the proponent for

USMA Regulation 385-11.

   p.  Provides technical expertise and advice on range operations and safety to all Range/Training Complex users.

20-5.  S4 

   a.  Programs, manages, and executes the Battalion operating budget to include range, troop dining, and summer augmentation facilities, maintenance, unit morale, welfare, and recreation funds, and troop dining surcharge and clothing alteration accounts.

   b.  Responsible for food service operations in the Buffalo Soldier Pavilion, and CNB Dining Facilities.  Provides technical advice and assistance to the command on all matters pertaining to food service.  Disseminates food service information and develops training programs. 

   c.  Supports the Summer Augmentation Task Force and transient units by providing facilities, monitoring funds for general supplies, food service support, coordinating transportation and any

other logistical assistance necessary.

   d.  Monitors maintenance scheduled services for the battalion.

e. Provides billeting, food service, and necessary logistical support for reserve component 

elements.

   f.  Facility manager for CNB and CB.

20-6.  Headquarters and Headquarters Company
   a.  Supports the U.S. Army Garrison-West Point and the United States Military Academy by providing trained and equipped soldiers in support of unit sustainment operations, ceremonial events, airborne demonstrations, basic soldier skills training and installation and range construction initiatives.

   b.  Conducts mandatory and basic soldier skills training.

   c.  Supports and conducts ceremonial events at USMA.

   d.  Supports installation and range maintenance/construction requirements.

   e.  Provides snow removal, fire fighting, and flood control support as required.

   f.  Trains and coaches cadets in free fall parachuting techniques and supports United States Army Garrison - West Point, United States Military Academy and United States Army public relations through demonstration parachute jumps.

20-7.  USMA Military Police Company 

   a.  Supports the U.S. Army Garrison and the United States Military Academy by providing trained and equipped military police soldiers in support of law enforcement and special ceremonies.  

   b.  Provides administrative and logistical support to assigned and attached personnel.

   c.  Conducts mandatory and basic soldier skill training.

   d.  Provides trained Military Police to support Provost Marshal missions.

   e.  Conducts special ceremonial duty.

20-8.  2nd Aviation Detachment (USMA)

   a.  Provides aviation support to the U.S. Army Garrison - WP and the United States Military Academy.

   b.  Performs mandatory and basic soldier skills training.

   c.  Conducts unit sustainment operations.

   d.  Performs rotary-wing aviation support.

   e.  Provides support to Department of Civil and Mechanical Engineering Aeronautical Program.

20-9.  West Point Museum

   a.  Provides visual education programs, loans displays and objects of historical, military or artistic value to cadets and the academic departments, and prepares and conducts lectures for the cadets in support of the academic program.

   b.  Serves as custodian and provides a repository for all awards, gifts and items of memorial or historical interest pertaining to the United States Military Academy and the profession of arms (excepts those relating to Cullum Memorial Hall), irrespective of their use or location.

   c.  Provides planning, installation, and operational services for a public military museum.  Stimulates general interest in the United States Military Academy and the military profession, subject to the availability of resources, by means of permanent and temporary exhibition of its collections.

   d.  Conducts research necessary to acquire, catalog and inventory museum objects.

   e.  Prepares museum and academic displays and publications.

   f.  Operates and maintains the Fort Putnam reconstructed Revolutionary War fortification.

   g.  Provides for the security of the Museum’s public galleries.

   h.  Provides custodial services for the public, storage, and office areas of the Museum.

Chapter 21
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21-1.  Mission

To establish the general security, to maintain discipline, to enforce laws and regulations, and to provide physical security, personal security, crime prevention support, and traffic control for USMA.

21-2.  Functions

   a.  Prevents and suppresses crime, and investigates all crimes outside the purview of the U.S. Army CID where USMA has exclusive federal or concurrent jurisdiction.

   b.  Enforces laws, regulations, orders, and local command policies.

   c.  Acts as the USMA proponent for all law enforcement, motor vehicle, traffic and parking, physical and personal security, crime prevention, and other law enforcement related policies, procedures and regulations.

   d.  Registers all privately owned motor vehicles, trailers, boats, bicycles, and firearms of personnel who are either assigned or reside in government quarters on the USMA and Stewart.

   e.  Provides technical and professional assistance to activities in support of their physical security and crime prevention programs.  Provides physical security and crime prevention education, inspections, surveys and vulnerability assessments.

   f.  Maintains liaison and coordination with all federal, state, and local civilian law enforcement agencies.

   g.  Suppresses civil disturbances in accordance with applicable regulations, command policies, and contingency plans.

   h.  Provides trained and equipped Military Police to conduct counter terrorist operations.  

   i.  Provides traffic control, crowd control, and parking supervision for routine and special events at

the USMA. Coordinates police support for convoy movements and special escort requirements outside the USMA.

   j.  Provides temporary signs for traffic and parking at special events on the USMA.

   k.  Receives, safeguards, and disposes of found and abandoned property in accordance with DOD and Army regulations.

   l.  Investigates and reports all traffic accidents on the USMA.

   m.  Completes statistical reports which address criminal activity and document the PMO workload.

   n.  Coordinates and monitors the activities of the West Point Resident Agency, U.S. Army CID.

   o.  Exercises operational control over the USMA MP Company.

21-3.  Force Protection Branch 
   a.  Provides force protection/physical security services to the command to enhance security, reduce crime, protect personnel, government, and private property through planned and integrated application of terrorism counteraction, physical security, operations security, crime prevention, and personal protective services.

   b.  Schedules and coordinates the activities of the USMA Crime Prevention Council to include administrative support.

   c.  Coordinates the maintenance and repair of the Joint Services Interior Intrusion Detection System

and the Commercial Intrusion Detection System on the USMA.  Assists the DHPW appointed 

contracting officer representative (COR) for all alarm system maintenance contracts at West Point 

and Stewart.  In coordination with the DHPW, establishes priorities for installation, repair, and replacement of alarm systems.

   d.  Processes physical security related work requests and coordinates priorities with DHPW for the accomplishment of this work.

   e.  Compiles and maintains criminal statistical data, interprets trends, and adjusts crime prevention support to meet changing needs of the command.  Prepares and submits briefings and reports relating 

to criminal activity.

   f.  Conducts training and assistance visits for personnel who operate intrusion detection systems.

   g.  Reviews all plans for new construction or major renovations that have physical security implications and makes appropriate recommendations.

   h.  Conducts announced and unannounced vulnerability assessments of various activities.

   i.  Maintains records of unsecured buildings, rooms, and other facilities and provides periodic reports to responsible individuals for corrective action.

   j.  Trains MP and supervisory personnel in the proper method to respond to bomb threats and coordinates bomb threat searches of USMA facilities.

   k.  Conducts periodic crime prevention program briefings to assist with the overall suppression of

crime on the installation.

   l.  Conducts proactive antiterrorism programs and identifies security/response force training requirements.

   m.  Manages installation level lost and found property.

   n.  Conducts background security checks of personnel assigned to nonclassified/sensitive duties, i.e., controlled narcotics, arms, ammunition, and explosives.

   o.  Maintains installation physical security plan.

21-4.  Law Enforcement Branch

   a.  Enhances and augments the command physical security and crime prevention programs through proactive patrolling, security checks, and selective surveillance activities.

   b.  Receives, responds to, investigates, and processes complaints.

   c.  Provides 24 hour MP patrol coverage of USMA.

   d.  Refers violations on the USMA to either a military chain of command or to the U.S Magistrate.

   e.  Establishes liaison with Federal, State, and Local law enforcement agencies.

   f.  Coordinates, plans, implements, and supervises Military Police support for major events and activities occurring at West Point and Stewart.

   g.  Coordinates, plans, and directs all traffic operations, such as traffic and parking surveys.  Determines the appropriate type, amount, and placement of signs, markings and other regulatory devices in accordance with federal and state laws.  Administers the requirements of AR 190-5, Motor Vehicle Traffic Supervision, and the USMA Traffic Code.

   h.  Fabricates and erects temporary traffic control and parking signs in support of special events and projects.

   i.  Conducts investigations into crimes committed by family members on USMA and refers juvenile misconduct cases to appropriate USMA officials for disciplinary action.

   j.  Investigates criminal offenses not within the purview of the CID.

   k.  Monitors intrusion detection systems and provides patrol response on activation.

   l.  Supervises the service of civil law enforcement agency arrest warrants for Military personnel, their dependents, and civilian employees of the USMA.

   m.  Identifies and apprehends absentees/deserters within the installations geographical area of responsibility.

   n.  Coordinates the use of the explosives detector dog with outside agencies.

   o.  Manages a recreational vehicle storage lot.

21-5.  Police Administration Branch
   a.  Provides internal administrative services for the PMO.

   b.  Operates the Offense Reporting System and Vehicle Registration System of the MP MIS.

   c.  Maintains records of parking and moving violations and initiates action to suspend or revoke driving privileges.

   d.  Provides administrative and clerical support, processes all documents and maintains PMO files.

   e.  Operates PM registration activities.

   f.  Conducts local police files checks for security clearances and other appropriate administrative requirements.

   g.  Prepares and submits serious incident reports.
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22-1.  Mission

To plan, design, construct, repair, and maintain all real property facilities and utility plants.  Provide housing and basic services (utilities, refuse, fire protection, custodial, etc.) for the staff and faculty in support of the USMA community.

22-2.  Functions

   a.  Maintains, repairs, and improves buildings, structures, utility plant systems and appurtenances; provides custodial services; and conducts a buildings and structures preventive maintenance program.

   b.  Repairs and maintains surfaced areas and improved and unimproved grounds; provides insect and rodent control and refuse collection services.

   c.  Coordinates, develops, and maintains the USMA Master Plan.

   d.  Directs, plans, and accomplishes fire prevention and protection activities.

   e.  Provides engineering design services.  Furnishes technical guidance for projects or studies pertaining to maintenance, modification, and construction.

   f.  Manages housing assets for eligible personnel.

   g.  Directs, coordinates, and supervises the implementation of the Command Environmental Program.

   h.  Directs, plans, and accomplishes real estate management to include maintenance of the family housing portion of the installation real property account.

   i.  Participates with other MACOM engineers in providing advice to the Deputy Chief of Staff for Installation Management and the Chief of Engineers regarding planning programming and budgeting for real property maintenance activities.

   j.  Evaluates, develops, and executes utility and energy conservation programs.

   k.  Serves as the USMA Engineer.

22-3.  Operations Office

   a.  Coordinates DHPW special event support. 

   b.  Serves as POC for Operations sections from other MADs.

   c.  Plans, coordinates, and assists reserve unit construction projects.

   d.  Represents the DHPW at planning and coordination meetings.

   e.  Evaluates, tasks, and ensures DHPW execution of USMA OPORDs.

   f.  Authors and publishes the monthly DHPW bulletin.

   g. Ensures that all general announcements to the public are reviewed for completeness and    

accuracy.

   h.  Serves as liaison between the DHPW and customers, handles customer complaints, and promotes a positive public image of the directorate.

   i.  Serves as a POC for employee suggestions and concerns.

   j.  Acts as DHPW POC for the Mayors Program, the Area Coordinators, and Army Family Action Plan (AFAP)

   k.  Serves as the proponent for Notification SOP and all matters dealing with public notification of DHPW activities.

   l.  Serves as chairperson for the post-wide Earth Day planning committee.

   m. Serves as chairperson for the Peer Recognition Employee Awards Committee.

   n.  Represent DHPW on Range/Camp Support Committee, coordinates DHPW support for Range and camp projects.

22-4.  Environmental Management Division

   a.  Plans and conducts/directs programs providing for conservation and management of the installation's natural resources, and assesses the impact of other USMA programs on natural resources.  Coordinates with other USMA activities, other public agencies, private institutions, and individuals.  Provides liaison to local activities and projects assistance to cadets, schools, and scout groups.

   b.  Plans and conducts/directs general timber management activities to include planning, inventory, and monitoring.  Protects forest resources from fire, insects, disease, and other destructive agents.  Conducts timber sales and timber strand improvement programs.

   c.  Plans and conducts/directs general fish and wildlife management activities, to include planning and inventory.  Monitors fish and wildlife populations, including protected species.  Maintains and improves fish and wildlife habitats.  Stocks WPMR lakes with fish.

   d.  Serves as the command pest management consultant and the liaison to the Armed Forces Pest Management Board.  Administers the Pest Management Program at the USMA.

   e.  Serves as the primary consultant and liaison concerning cultural/historical issues for the USMA and Stewart.  Prepares and submits all necessary documentation for cultural/historical approvals for in-house work.  Reviews outside consultants submissions for sufficiency with regards to cultural/historical affects of projects for the USMA.

   f.  Serves as the consultant for all USMA agronomy issues.  Provides the technical guidance and surveillance over all in-house and contracted agronomy activities.  Assures conformance with land management regulations, keeps abreast of the technology and acts as liaison between the USMA and outside agencies.

   g.  Provides the technical expertise, control and resources to effect the hazardous materials handling and spill response activities for the USMA.  Is the coordination and contact activity with outside agencies (federal, state, and local) concerning requirements for hazardous materials handling and spill response.

   h.  Administers the solid waste collection, storage, processing and disposal program for the USMA.  Monitors the recycling resource recovery service contracts, Army wide programs and technological trends of solid waste management.  Act as the liaison between federal, state and local authorities concerning solid waste and provides applicable input to the PAO.

22-4.1.  Environmental Management Branch

   a.  Monitors for compliance with applicable regulations, develops projects, and programs funds for abatement of the discharge of harmful pollutants produced by USMA activities.  Establishes and develops environmental policies, procedures, and standards for USMA in accordance with federal and state laws, army regulations, and other regulatory directives.

   b.  Reviews all records of determination, environmental assessments, and environmental impact statements for USMA.  Provides technical assistance to command and staff elements in preparation of records of determination and environmental assessments.  Prepares and maintains environmental impact statements for USMA ongoing operations.

   c.  Maintains contact with appropriate federal, state, and local agencies and attends meetings or hearings as required.  Monitors legal requirements related to environmental protection, pollution control and abatement, and historic preservation.  Ascertains that measures to be taken to comply with public laws, state laws, and executive orders as applicable.  Ensures that applications for required state and federal discharge and operation permits are submitted.  Provides information to management on environmental policy, protection, and requirements in accordance with matters that potentially affect the installation and surrounding areas.

   d.  Ensures that possible sources of pollution are periodically inspected and maintains inventory of environmental pollution sources.

   e.  Provides guidance and assistance in all environmentally sensitive areas. 

   f.  Provides technical environmental support.

   g.  Provides assistance in development of educational and public information programs related to environmental quality.

22-4.2.  Hazardous Materials Handling Branch

   a.  Provides the technical expertise, control and resources to effect the hazardous materials handling and spill response activities for the USMA.  Is the coordination and contact activity with outside agencies (federal, state, and local) concerning requirements for hazardous materials handling and spill response.
   b.  Administers the solid waste collection, storage, processing and disposal program for the USMA.  Monitors the recycling resource recovery service contracts, Army wide programs and technological trends of solid waste management.  Act as the liaison between federal, state and local authorities concerning solid waste and provides applicable input to the PAO.

22-5.  Engineering Plans and Services Division
   a.  Directs the installation master plan and installation design guide.

   b.  Directs the Military Construction (MILCON) program for the Academy.

   c.  Directs the accomplishment of real estate management to include maintenance of the family housing portion of the installation real property account.

   d.  Provides engineering and architectural services for major maintenance, repair and construction projects, to include scoping, designing and cost estimating.

   e.  Directs technical reviews and value engineering services for studies and designs prepared by others.

   f.  Serves as the Academy's technical expert for all matters pertaining to professional engineering, architecture and construction.

   g.  Provides supervision and inspection services for major construction projects.

   h.  Maintains record drawings of structures and facilities.

22-5.1.  Installations Branch

   a.  Develops and maintains the installation master plan and installation design guide.

   b.  Plans and programs the Military Construction (MILCON) program for the Academy.

   c.  Serves as administrative secretary to the USMA Installation Planning Board.

   d.  Prepares and assists other activities in the preparation of feasibility studies and approval documentation (DD Form 1391) during the development stage of major construction projects.

   e.  Directs, plans, and accomplishes real estate management to include maintenance of the family housing portion of the installation real property account.

   f.  Acts as the Real Property Officer in the acceptance, transfer, demolition, disposal, and valuation of real property.  Administers real property grants (licenses, leases, and permits) by initiating and processing reports of availability and excess.

   g.  Coordinates property management actions between tenant activities, the Corps of Engineers and HQDA.  Reviews Inter/Intra Service Support Agreements (ISSA) relative to space and tenant assignments.

   h.  Conducts physical inventory of real property to ensure accuracy of building inventory, value and compliance with terms of real estate grants.

   i.  Maintains current and historic real estate records, including property acquisition files, grants, real property and building commandant cards, and general correspondence.

   j.  Conducts space utilization surveys to ensure proper distribution of real property assets to assigned and tenant activities.

   k.  Initiates reports of survey for real property and other inventory adjustment reports as 

required.

   l.  Coordinates Gift Project activity for DHPW and implements concepts and studies.

22-5.2.  Engineering Branch

   a.  Executes engineering and architectural services for major maintenance, repair and construction projects, to include scoping, designing and cost estimating.  Uses Architect/Engineer firms or in-house design team to perform this function.

   b.  Performs technical reviews and value engineering services for studies and designs prepared by others.

   c.  Provides the Academy's technical expertise for all matters pertaining to professional engineering, architecture and construction.

   d.  Examines and reports on the condition of structures and infrastructure.

   e.  Provides surveying support to the directorate and the community.

   f.  Advises on design and construction methods for troop projects.

   g.  Maintains USMA cemetery record drawings; validates plotting and records monuments.

22-5.3.  Construction Branch

   a.  Provides construction contract surveillance for major construction projects administered by the Directorate of Contracting for the Directorate of Housing and Public Works.  Accepts primary responsibility for project management from Engineering Branch upon contract award.

   b.  Provides COR services for assigned construction contracts, including design reviews, technical assistance to the Contracting Officer, submittal review and approval, inspection of construction, estimation of modification costs, documentation of contract progress, approval of payment requests and warranty enforcement. 

   c.  Monitors compliance with contract terms.  Identifies and documents discrepancies in contractor performance and/or materials provided.  Ensures correction of deficiencies.

   d.  Maintains COR files for assigned contracts.

22-5.4.  Engineering Support Branch

   a.  Provides centralized control of project authorization documents (DA Form 4283 and DD Form 1391) and associated records, including Integrated Facilities System (IFS) interface, for the division.

   b.  Reviews project documentation for regulatory compliance with respect to authorization and funding approvals prior to forwarding projects and modifications to DOC for execution.

   c.  Maintains and updates official division project files.

   d.  Maintains drawings, specifications and technical libraries for the division.

   e.  Prepares reports and presentation graphics detailing the status of active projects.

f. Provides administrative support to the division and other activities, including secretarial and reproduction services.

22-6.  Engineering Resources Management Division

   a.  Assists and advises the DHPW in the development, formulation, and direction of management policies and programs.

   b.  Integrates the work management program with other DHPW and installation programs and ensures overall compliance with basic policies.

   c.  Provides industrial engineering expertise and technical assistance, automated systems support, and other management engineering services.

   d.  Coordinates the PPBES associated with the DHPW OMA Financial Management program.

22-6.1.  Estimating and Contracting Services Branch

   a.  Prepares scoping estimates for internal/external customers, service contracts, short form construction and Job Order Contract (JOC), by using MEANS, Unit Pricing, or historical data.

   b.  Prepares detailed estimates of labor, material, and equipment requirements for job orders to be performed by the DHPW work force, service contracts, short form construction and JOC.

   c.  Conducts IFS facility component inspections and provides condition evaluation and deficiency dollar estimates on a recurring basis.

   d.  Conducts site visits with customers and MADs.

   e.  Conducts pre-construction/coordination briefings with shop management on large projects and with contractors on awarded service contracts.  Coordinates with Fire Inspectors, Corps of Engineers, Engineer Plans & Services Division, Cultural Resources, Environmental Division, and external customers.  Interacts with NYS Agencies (DEC and DOT), DHPW Supply and shop foremen.

   f.  Visits sites of proposed work to determine physical conditions, to obtain basic data necessary for planning and estimating the work, to create sketches not requiring major engineering or design work, and to discuss proposed work with the using activity to ensure requirements will be satisfied in the most economical manner.

   g.  Inspects jobs and service contracts in progress to ensure compliance with statement of work/design.  Accomplishes wage interviews on contract with subcontractors.  Develop random sampling inspections.  Inspects prepriority approval and Self-Help projects.

   h.  Administers the Job Order Contract (JOC) program for the DHPW to include:  developing IGEs, site visits, precons, inspections of jobs in progress - payrolls and submittals.  

   i.  Executes fuel management activities as well as COR responsibilities for service contracts, short form construction and JOC.  Performs Quality Assurance functions to include preparing modifications to contracts to accommodate changing missions and safety issues.  Evaluates performance and recommends payments.  Serves as liason between customers and contractors in order to facilitate contract execution.

   j.  Writes specifications for all types of service contracts, recurring services, short form construction and JOC.  Manages and executes one-time service contracts, short form construction, yearly PM contracts and JOC.

   k.  Reviews and recommends contract execution with Contracting Officer, such as commercial items/services, market surveys, best value based on life cycle costs, price and past performances.

   l.  Provides information on standard reports (i.e. COR, AAP, AWP).

  m. Oversees all facilities engineering services provided at Stewart for the U.S. Marine Corps.  

22-6.2.  Management Engineering and Systems Branch

   a.  Performs industrial engineering studies and analyses in such areas as allocation of resources, facility layout, methods improvement, inventory control, quality control, and work measurement.

   b.  Operates and maintains the Integrated Facilities System (IFS) on the functional user level, including interface with the U.S. Army Corps of Engineers Installation Support Center (ISC) to investigate and solve system problems.

   c.  Serves as DHPW proponent for the Army Productivity Improvement Criteria (APIC) and all other continuous improvement initiatives. 

   d.  Coordinates The DHPW Management Controls program.

   e.  Guides and trains DHPW personnel on IFS capabilities and work management techniques.

   f.  Processes data tapes, acquires IFS reports, and distributes copies to appropriate DHPW personnel.

   g.  Serves as the USMA representative at IFS- Configuration Control Board meetings.

   h.  Enters data into IFS to maintain an accurate and current database of DHPW labor, material and equipment usage by work document.

   i.  Develops the DHPW ADP Master Plan.  Annually reviews computer systems needs throughout the DHPW and ensures compatibility as appropriate.

   j.  Provides general guidance for developing and specifying recommended changes to Standard Army Information Systems (STAMIS).

   k.  Develops and designs directorate-unique (non-STAMIS) applications.

   l.  Provides guidance and assistance to DHPW personnel on the use of DHPW computer assets and the correction of problems.

   m. Develops and manages training programs on ADP procedures.

   n.  Serves as directorate’s Information Systems Officer (IMO).

   o.  Serves as post-wide POC for the Installation Status Report (ISR) Part 1 Infrastructure.  Oversees training, facility inspections, data input, and briefings.  Analyzes results for resource impact and data variation determinations.

   p.  Develops cost models and funding strategies.  Analyzes DA cost models (i.e. AIM-HI) for applicability.

   q.  Maintains the Installation – Executive Information System (I-EIS).  Trains DHPW personnel in system capabilities.  Analyzes data as part of Review and Analysis (R&A).

22-6.3.  Administration, Budget and Accounting Branch

   a.  Executes the budgeting, accounting, and financial reporting functions for the DHPW.

   b.  Certifies the availability of funds and monitors obligations to ensure statutory limitations are not exceeded.

   c.  Advises the division chief and the Engineer on budgetary, fiscal, and accounting matters.

   d.  Prepares the RPMA portion of the USMA CBE and other budget cycle submissions.

   e.  Performs budgetary and fiscal analyses and prepares statistical reports to include the unconstrained requirements report and the technical data reports.

   f.  Administers the reimbursable program for the DHPW.

   g.  Provides internal administrative services to all elements of the DHPW. 

   h.  Assists and advises the Engineer in the development, formulation, and maintenance of administration and security directives.

   i.  Maintains liaison with CPAC regarding all civilian personnel actions.

   j.  Ensures that the TDA is kept current and accurately reflects the organization.

   k.  Tracks training programs and costs.  Ensures training orders are prepared correctly, class quotas are secured, and appropriate post-training follow-up is provided.

   l.  Records lost-time injuries, and provides assistance in processing on-the-job injury paperwork.

   m. Manages Directorate Training Program.  Coordinates with Divisions to establish training requirements by TDA position; develops Directorate Yearly Training Program.
22-6.4.  Planning Branch

   a.  Develops SAF lists.  Provides the impact and justification statements for UFRs.

   b.  Develop the program.

   c.  Identify total Maintenance and Repair requiements, 10 – 20 years out.

   d.  Develop the Annual Work Plan for POM Budget years.

   e.  Assists project managers with funding track for complex, multi-year OMA projects.

   f.  Prepares and compiles reports for DA agencies to represent the USMA Maintenance and Repair funding requirements and trends for DA briefings, inquiries, etc.

   g.  Works with the Directorate of Resource Management to validate the Maintenence and Repair and Construction programs.

   h. Determines work approval levels.

   i.  Establishes Work Management SOP as required.

   j.  Ensures that requests for Engineer work are received correctly, without duplication, and forwarded to the next action in a timely manner.

   k.  Reviews and recommends action to include the Work Management Board.

   l.  Determines work classification for all work requests.

   m. Keeps customers appraised on status issues on a regular basis.

   n.  Recommends major projects for development from Service and Work Order history.  Looks for trends.

   o.  Makes recommendations for method of work execution.

   p.  Schedules in-house work.

   q.  Releases designs based on timing and scheduling.

   r.  Develops the Advanced Acquisition Plan.

   s.  Chairs the Work Management Board.

22-7.  Supply Division

   a.  Provides functional management of the DHPW supply system.

   b.  Provides input to the installation stock fund manager for stratification of stock fund to support DHPW Repair & Utilities (R&U) account.

   c.  Represents USMA at DA level conferences and working groups on Public Works supply issues and automated systems.

22-7.1.  Stock Control Branch

   a.  Establishes stock levels for demand based, standby, and seasonal material.

   b.  Requisitions and/or procures material to support the DHPW R&U mission and initiates follow-up on undelivered requisitions.

   c.  Reports excess material, including required packing and marking of material.

   d.  Assists in conducting inventories of equipment and material.

22-7.2.  Storage and Issue Branch


   a.  Reports and disposes of excess material, including required packing and marking of material.

   b.  Stores material, providing proper security and environmental protection, and controls shelf life of stocked material.

   c.  Inspects material received and prepares receiving reports and reports of discrepancy.

   d.  Issues material to DHPW personnel in support of the R&U mission.  Issues engineer material to non-DHPW activities in support of the USMA mission.

   e.  Provides a material expediting capability to gather, control, store, and issue material required to support IJOs.

   f.  Conducts inventories of equipment and material.

22-7.3.  Property Book Branch

   a.  Accounts for property on hand in the DHPW, the unaccompanied personnel furnishings, and the accompanied personnel furnishings property books.  Establishes and maintains hand receipt accounts.

   b.  Conducts inventories of equipment and material.  Coordinates and verifies the DHPW equipment for the TDA.

   c.  Delivers and picks up government furnishings to and from quarters on WPMR and Stewart.

   d.  Operates a tool crib to support the DHPW R&U mission.

   e.  Tracks service life of equipment and forecasts replacement of items that are reaching the end of their service life.

22-7.4. Self-Help Branch
   a.  Operates and Self-Help Center to support self-help repairs and new work in family housing and all other facilities to include summer camps   

   b.  Issues self-help material to DHPW personnel in support of the R&U mission. Conducts inventories of equipment and material.

   c.   Provides the technical expertise, control and resources for the Self Help Program.

   d.   Provides supervision and inspection services for repair and new construction projects 

generated through the Self Help Program to ensure compliance with the work design.

   e.Prepares and assists other activities in the preperation of feasibility on minor construction projects.

   f.  Advises on design and construction methods for troop and cadet construction projects.

   g.  Reviews project documentation for regulatory compliance (IDG, USMA Regulations).

   h.  Prepares detailed estimates of material and equipment requirements for work orders and service orders to be performed by Self Help users.

   i.  Conducts site visits with customers of proposed work to determine physical conditions, to obtain basic data necessary for planning and estimating the work, to create sketches/drawings not requiring major engineering or design work and to discuss proposed work with the using activity to ensure requirements will be satisfied in the most economical manner.

   j.  Plans, coordinates and schedules training programs on Self Help procedures.

   k.  Provides division chief and customers with current information and status of work requests.

   l.  Verifies project job completion and ensures proper close-out documents.

   m. Reports excess material to stock control.

   n.  Stores material, providing security and environmental protection and controls shelf life of stock material.

   o.  Ensures power equipment/materials serviced by support activities (DOL Maintenance) is processed with completed requests for support and transported to and from the supporting activity , keeping data records on file.

   p.  Delivers Self Help project material, preparing supporting documentation to support Self Help job files. 

22-8.  Utilities and Facilities Division

   a.  Plans, coordinates, and schedules improvements and maintenance of roads and grounds.

   b.  Develops and executes programs for preventive maintenance of buildings, structures, appurtenances, installed equipment (except equipment operated by internal combustion engines),

utility plants and systems.

   c.  Performs repairs to public buildings and housing quarters.

   d.  Provides required custodial services for public buildings.

   e.  Coordinates with local, state, and federal agencies to ensure division operations are consistent with all applicable rules and regulations.

   f.  Operates and maintains high-pressure boilers, electric generating plants and units, water and waste water treatment plants, auxiliary utility systems, and the laundry boiler plant.

   g.  Operates and maintains low-pressure steam and hot water systems in all public buildings.

   h.  Operates and maintains the water supply system and sewage collection system.

   i.  Develops master planning project requirements and reviews all project designs, involving utility plants and systems, for functional adequacy and energy efficiency.

   j.  Ensures that plants and systems are operated and maintained in strict compliance with Army regulations, as well as state and local environmental pollution abatement objectives.

   k.  Coordinates and administers the Command Energy Conservation Program.

   l.  Provides for storage of #5 fuel and maintains records of sale of fuels and utilities.

   m.  Maintains the high voltage electric distribution system.

22-8.1.  Land Maintenance Branch

   a.  Programs, manages, and maintains grounds and land areas, streams and ponds, fences and walls, and septic and sewer systems.

   b.  Provides excavation support to maintenance and repair of water, gas, utility lines, and fire hydrants.

   c.  Plans, coordinates and performs maintenance, repair, and improvement of roads, curbs, sidewalks, pavements, and appurtenant drainage systems.  Installs and maintains street mirrors and markers.  Maintains the snow control center, removes snow and ice, and maintains sand barrels.

   d.  Moves and installs portable bleachers.

   e.  Maintains cemetery grounds and prepares burial sites.

   f.  Provides rigging support to other branches.

   g.  Contains and cleans oil spills.

22-8.2.  Public Buildings North – South Branch

   a.  Programs, manages, and executes preventative maintenance and minor repairs of public buildings, camps and range buildings.

   b.  Manages the maintenance of public building exterior and interior surfaces. 

   c.  Maintains the mechanical systems of three swimming pools in the gymnasium.

   d.  Performs general cleaning and floor maintenance for academic, administrative, and public buildings.

   e.  Cleans interior public building latrines and all outdoor latrines.

   f.  Cleans all USMA bus shelters.

22-8.3.  Housing Maintenance Branch

   a.  Manages and executes maintenance and repair of housing quarters exterior and interior surfaces, to include historic structures.  Repairs indoor electrical, plumbing and woodwork. 

   b.  Establishes and coordinates the Quality Quarters Program; performs all quality quarters and preventative maintenance work in Family Housing.

   c.  Manages and performs preventative maintenance and repair of Family Housing individual heating systems.

   d.  Installs, repairs, inspects, and maintains all playground equipment.

   e.  Repairs and maintains central air conditioning units in all housing areas.

   f.  Performs housing grounds maintenance, to include grass cutting, snow removal, leaf raking and the cleaning of quarters.

22-8.4.  General Support Branch

   a.  Provides general maintenance support to other branches in the division.

   b.  Manages the metal maintenance shop.  Performs all metal-working, including welding, machining, and fabricating of other metal items.

   c.  Provides locksmiths to control, maintain, and repair all locking devices and other physical security mechanisms.

   d.  Replaces broken thermopane, lead, wire, plate, and stained glass windows.

   e.  Manages the construction shop.  Performs all carpentry, plumbing and painting in support of other branches and for direct work requests.

   f.  Manages the mason shop.  Performs masonry construction and repair on brick, stone and concrete structures, including chimneys, fireplaces and foundations.

   g.  Repairs shingles, gutters, skylights, slate and tar roofs.

   h.  Repairs historical plaques and monuments.

   i.  Fabricates and installs all permanent signs.

22-8.5.  Energy Management Branch

   a.  Conducts comprehensive engineering studies to determine the most feasible corrective measures for various energy projects.  Recommends appropriate action to comply with applicable regulations, to include the preparation of any required projects, documents, and justifications.

   b.  Serves as technical advisor on new energy regulations, having an impact on operations, and evaluates impact on installation plant equipment and operations.

   c.  Develops projects for the Energy Conservation Investment Program.  Ensures that the program is active and progressive.  Performs inspections to ensure adherence to energy directives.

   d.  Coordinates, reviews, and provides comments on energy conservation projects.  Ensures that projects are funded, designed, and constructed in a timely manner for compliance with federal and state statutes.

   e.  Develops and executes energy education programs.

   f.  Monitors USMA facilities energy consumption and implements necessary management corrective actions to ensure DA reduction goals are met.

   g.  Develops USMA facilities energy goals and programs each fiscal year.

22-8.6.  Electric Branch

   a.  Develops high voltage distribution system preventive maintenance and system improvements program.

   b.  Installs and repairs fire alarms, clocks, intrusion systems, and interior and exterior electrical systems, including athletic field and street lighting.

   c.  Installs, maintains, and inspects underground and electrical vault wiring.

   d.  Maintains and repairs distribution transformers, vaults, padmounts, emergency generators, overhead hi-voltage lines, and all electrical equipment.

   e.  Attends and maintains remote electronic target system at firing ranges.

   f.  Supports special activities for the Corps of Cadets.  Supports Corps of Cadets electrical engineering projects.

22-8.7.  EMCS Branch

   a.  Operates the Energy Management Control System (EMCS) at USMA. 

   b.  Maintains and repairs pneumatic and electronic temperature control systems for heating, air conditioning, ventilation, and domestic hot water heaters.

   c.  Manages and maintains HVAC systems in public buildings.  Repairs refrigeration, cold storage, and ice plant equipment, and air conditioner leaks.  Installs/removes window air conditioners.

   d.  Repairs kitchen equipment, refrigeration devices, compressors, water coolers, and water heaters.

22-8.8.  Utility Power Systems Branch

   a.  Operates and maintains the Power Plant.  Receives and stores oil.  Performs toxicity tests on all plant water.

   b.  Receives emergency repair calls for USMA after 1630 hours.

   c.  Provides centrally generated steam heat for the entire central academic and cadet area as well as the majority of installation public buildings, barracks, family housing along route of steam line, the Keller Hospital, Post Laundry, maintenance and transportation area, and the West Point Community Club.

   d.  Manages, maintains, and repairs hot water, chill water, and heating systems and equipment in public buildings.  Investigates "too hot" and "no heat" calls. 

   e.  Installs, maintains, and repairs gas or oil-fired domestic hot water heaters, boilers, and circulating pumps in public buildings.

   f.  Maintains and repairs steam manholes, steam tunnels, and exposed lines.  Repairs steam heat systems and repairs steam breaks.

   g.  Repairs all gas lines up to equipment shutoff valve.

   h.  Maintains unit heaters, cabinet heaters, gas valve boxes, and Burkay heaters.

   i.  Maintains and repairs water distribution lines up to building shutoff valve.

   j.  Maintains and repairs grounds irrigation/sprinkler systems.

22-8.9.  Water and Sewage Treatment Plant Branch

   a.  Operates and maintains the water filtration and distribution plants at Lusk Reservoir and Stony Lonesome, the raw water pump stations at Long Pond and Stillwell Lake, the pumping station at Camp Natural Bridge, and the water treatment plant at Camp Buckner.  Samples and isolates water leaks.

   b.  Operates and maintains the Post Sewage Plant and the Sewage Plant at Camp Buckner.   

   c.  Maintains pressure-reducing stations, chlorinating units, and water storage tanks.
   d.  Operates and maintains the Holleder Sports Complex refrigeration system and Arvin Gym pools.

22-9.  Fire & Emergency Services Division

   a.  Responds to all fires and emergencies and takes prompt corrective actions to extinguish fires, control emergencies, and prevent or minimize loss of life and property.

   b.  Investigates all fires to determine cause and recommends corrective action.

   c.  Inspects all buildings and areas for fire hazards; establishes and enforces post fire regulations; and conducts fire drills.

   d.  Inspects and tests all fire fighting systems and hydrants.  Inspects, tests, and performs first echelon maintenance on automotive fire fighting equipment.

   e.  Develops and maintains a comprehensive training program to cover all aspects of fire protection.

   f.  Provides a comprehensive Fire Prevention Program.

   g.  Furnishes and/or receives fire apparatus, fire equipment, and fire personnel as required through the Orange County Mutual Aid System.

   h.  Responds to hazardous material incidents to contain and control.

22-10.  Housing Division

   a.  Provides centralized management of all government controlled AFH, unaccompanied personnel housing (UPH), and transient quarters at West Point .

   b.  Programs the maximum use of all housing resources, including manpower, funds, facilities, and furnishings.

   c.  Participates in conferences and hearings with local, municipal, state, and federal agencies.

   d.  Administers the policy for all pre-termination, check-in, and termination inspections.

   e.  Reviews and analyzes Army housing program policy and regulations for applicability, and develops standards and supplements for application by installation housing personnel.

   f.  Directs housing surveys and studies to determine facilities conditions, housing requirements, and fair rental/utility rates.

   g.  Plans, programs, and manages AFH Budget Programs.

22-10.1.  Housing Operations Branch

   a.  Determines, develops, and maintains adequate management controls in conjunction with other responsible staff elements to ensure the efficient use and highest possible rate of utilization of AFH, UPH, and transient quarters.

   b.  Establishes housing waiting lists.

   c.  Makes preparation for and conducts the annual quarters drawing.

   d.  Performs the AFH inventory and utilization reporting and all other statistical reporting pertaining to AFH required by DOD agencies.

   e.  Serves as primary proponent for all Housing Division automation and is the primary contact for the Housing Operation Management System.

   f.  Coordinates with the budgeting, maintenance, self-help, and furnishings functions.

   g.  Maintains files containing information on previous and current occupants.

   h.  Adjusts rental rates for government quarters.  Collects rental and damages charges.

   i.  Administers the assignment/termination of UPH quarters and issues statements of non availability for quarters and mess.

   j.  Maintains a housing referral service to assist personnel in locating suitable off-post housing.

   k.  Administers the household furnishings, equipment, and expendable property program of UPH quarters.

   l.  Conducts the annual UPH Survey, the Segmented Housing Marketing Analysis, and other related reporting requirements.

   m.  Maintains a continuing liaison with the community to explain and advise them of military housing needs for DOD families and singles.

   n.  Administers the operation of the Five Star Inn.

22-10.2.  Housing Facilities Management Branch

   a.  Plans, programs, and schedules maintenance and repair of AFH and UPH.

   b.  Manages requirements contracts, including delivery orders and inspections.

   c.  Develops, on a continuing basis, economic data for maintenance, repair, and life expectancy of quarters.

   d.  Conducts pre-termination, final, and check-in inspections of all AFH and UPH facilities.

Chapter 23

Directorate of Logistics
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23-1.  Mission
To provide total quality logistical support to the USMA and its customers; advise the command on all logistical matters; direct USMA logistical support functions; ascertain and meet customer needs and serve as the Army model for logistical support innovation.

23-2.  Functions

   a.  Supervises the logistics organization to effectively support the USMA, including policy formulation, operational planning, resource programming, and program execution.  Exercises supervisory controls over the Treasurer, Resource Management Division, Transportation Division, Harborcraft Division, Vehicle Operations Division, Cadet Supply Division, Cadet Mess Division, Cadet Services Division, Consolidated Installation Property and Material Management Division, and Laundry Division. 

   b.  Advises commanders and staff members on all installation logistics activities.

   c.  Designates the Treasurer, USMA in accordance with the Regulations for the USMA.  Ensures the custody of cadets' personal finances and trust funds; provides accouterments, meals, and personal items to the United States Corps of Cadets (USCC) on a reimbursable basis, to include the manufacture of uniform items.

   d.  Supervises and coordinates the management and analysis of stock funds and inventory accounting systems for logistics purposes.  Formulates, justifies, and supervises those portions of USMA programs and budgets pertaining to logistic activities.

   e.  Supervises and coordinates the logistics Management Information Systems (MIS).

   f.  Functions as the command liaison and provides staff supervision for baggers at the installation commissary.

   g.  Develops and manages the installation Command Supply Discipline Program.

   h.  Provides supply and services, maintenance and management of material and equipment, movement of material and personnel, logistical support planning, and logistical readiness.

   i.  Provides direct support for Cadet Summer Training, particularly MILES equipment support.

   j.  Reviews, logs, and maintains the installation's report of survey system.

   k.  Acts as liaison with other MACOMs and DA for equipment and other logistical issues.

 l.  Coordinates, reviews and assembles OPORDS for major DOL event support. 

   m.  Provides a DOL point of contact to the Emergency Operations Center in the event of an emergency/EOC activation and the Incident Commander's staff during an emergency.  

n.  Coordinates and monitors DOL support to ongoing or routine operations.  

o.  Produces the Cadet Summer Training (CST) Tactical Vehicle Distribution Plan.  Controls master allocation of tactical vehicles during CST.

p. Maintains of DOL administrative operations (security, key control, DOL ID Cards, alternate duty program and publications and forms).

   q.  Assigns grave space in the Post Cemetery.

   r.  Maintains records of interments and coordinates funeral arrangements and interments on the post. 

s. Administers the Post Cemetery Fund.

23-3. Resource Management Division

   a.  Provides resource, personnel, and IM guidance to DOL management.

   b.  Plans, coordinates and monitors the overall execution of the DOL operating budget.

   c.  Manages the Army Working Capital Fund for the directorate.

   d.  Coordinates financial management, personnel management and manpower management initiatives within the DOL

 e.  Manages and administers the Management Control Program for the DOL.  

 f.  Manages the Army Ideas for Excellence Program for the DOL.

   g.  Manages Army Performance Improvement Criteria and Army Communities of Excellence initiatives for the DOL

 h.  Provides DOL technical expertise for the Commercial Activities Program.

 i.  Manages the Charge Card program for the DOL.

 j.  Manages directorate travel program.

 k. Manages directorate training program.

 l.  Manages performance awards for directorate.

m. Manages Reimbursable Program for the directorate.  Processes reimbursable fund transactions and manages reimbursable targets.

n.  Performs management and efficiency studies of DOL activities.

o.  Performs contract planning and oversight for directorate.  

p.  Serves as directorate POC for various costing and management programs and initiatives (e.g., Activity Based Costing, Service Based Costing, Installation Status Report-Part III)

q.  Provides Human Resources/Personnel Management support to the directorate, including recruitment, classification, and management-employee relations.

r.  Acts as point of contact for all information management efforts (computers, telephones, fax machines), to include system design and analysis, development, changes, and expansion.

s.  Maintains directorate Internet pages.

t.   Prepares directorate information technology management plan.

23-4.  Laundry and Dry Cleaning Division
   a.  Coordinates laundry and dry cleaning service for the USCC, USMA units, activities, and authorized patrons.

b. Provides necessary surveillance of contractor operations.

23-5.  Treasurer Division 

   a.  Serves as the Non Appropriated Fund (NAF) Custodian for the Cadet Mess Ration Fund (CMRF).

   b.  Accounts for and disburses cadet account funds.  Maintains and controls cadet accounts and issues monthly statements to all cadets.

   c.  Prepares the annual cadet budget to plan the sources and uses of cadet pay and forecast the status of cadet accounts.

   d.  Receives, accounts for, and disburses funds for the Cadet Mess Ration Fund.

   e.  Prepares, maintains, and issues, to individuals concerned (other than cadets), monthly statements of charges for meals and miscellaneous purchases from Treasurer activities.

   f.  Provides check cashing and related banking services through the West Point Federal Credit Union (WPFCU) for cadets.

   g.  Disburses cash through the WPFCU to cadets for leaves, trips, and personal expenses.

   h.  Invests funds for the Treasurer, USMA under Non Appropriated Fund (NAF) investment rules.

   i.  Acts as the financial aid officer for the USMA.  Provides counseling for cadets in the areas of cadet account maintenance and personal money management.

   j.
Accounts for and disburses USMAPS cadet account funds.  Manages USMAPS cadets’ USMA initial deposit savings. 

23-6.  Cadet Services Division

   a.  Operates the Cadet Uniform Factory, Service & Issue Unit, Warehouse Operation, Textbook Issue Facility, Barber/Beauty Shop, and Shoe Repair Shop.

   b.  Manages and operates the Ammunition Supply Point.

   c.  Provides supplies/services to the Installation, i.e. GSA/Depot/subsistence on line ordering, central receiving and storage, delivery and moving services, and property disposal.

23-6.1.  Administrative and Budget Branch

   a.  Manages reimbursable and direct labor and materials.


   b.  Performs costing/budget functions.

   c.  Manages all personnel and administrative functions.

23-6.2.  Supply Branch

   a.  Determines requirements, requisitions and accounts for issue uniforms, academic materials and other items that support professional and military training of cadets.

   b.  Provides installation supply support related to on line ordering of equipment parts, subsistence, etc.

23-6.3.  Warehouse Branch

   a.  Receives, stores, transports, delivers uniforms, academic materials and other items that support the professional and military training of cadets.

   b.  Provides central receiving, storage and delivery of installation supplies and equipment.

   c.  Manages installation property disposal operation.

   d.  Provides installation moving services.

   e. Forecasts and orders ammunition requirements for cadet and installation requirements.

   f. Receipts, stores, issues and receives turn-ins of ammunition for users.  Maintains appropriate accountability.

   g.  Assures all appropriate safety and physical security regulations are adhered to.

23-6.4.  Service Branch

   a.  Issues uniforms, academic materials, and other items that support the professional and military training of cadets.  Assures cadets are appropriately charged for all items received.

   b.  Receives uniforms and shoes that require repair, modification, and alteration.
23-6.5.  Barber Branch

   a.  Provides hair cutting services to the US Corps of Cadets.

23-6.6.  Cadet Uniform Branch
   a.  Manufactures uniforms for the US Corps of Cadets.

   b.  Alters, modifies and repairs cadet wardrobe items to include those obtained from DoD supply channels and from industry.

23.7.  Cadet Mess

   a.  Acts as executive manager over food administration, food preparation, support services and operations sections.

   b.  Manages menu process.

23-7.1.  Food Preparation Branch

   a.  Provides meals for cadets and authorized guests at Washington Hall, Okinawa Hall and Camp Smith.

   b.  Provides meals for soldiers assigned or attached to USMA at 1st/1st Dining Facility.

   c.  Provides meals for formal and informal functions to include approved banquets, dining-ins, picnics, box meals, mermite fielding and box meals.

   d.  Provides food service support for approved official USMA functions sponsored by the Superintendent, the Commandant and the Dean.

23-7.2.  Support Services Branch

   a.  Purchase food, supplies and equipment to support overall operations in Cadet Mess.

   b.  Manage personnel and budgetary resources.

   c.  Warehouse items needed for section support.

23-7.3.  Food Service Operations Branch

   a.  Meets with customers and projects meal services needed.

b.  Publishes daily and special event Cadet Mess Requirements.
c.  Coordinates VIP security in Cadet Mess.

d.  Bills customers for services provided.

23-7.4.  Contract Administration Branch

a.  Monitors and inspects contractor quality of services.  Finalizes and accepts services.


b.  Through contract, provides food service, scullery, and custodial services at various locations supported by Cadet Mess.

   c.  Manages small contracts for grease pickup, grease trap maintenance, and microbiological testing.

   d.  Conducts tours and act as host to outside guests.

23-8.  Cadet Supply Division
   a.  Provides complete life-cycle management including planning, programming, granting and/or obtaining authorizations, funding, acquisition, receiving, distribution and storage, issuing and receiving turn-ins, providing direct exchange, performing and/or arranging for maintenance and condition classification, disposing, and full accounting of tactical equipment including weapons, communications, vehicles, troop support, air assault, engineering/bridging, water operations, TA-50/OCIE, NBC, medical, heraldic, ammunition and pyrotechnics, military training aids, and all related supplies, materials and spare parts, services and rentals, plus cadet rank insignia/accouterments and bedding/linens.

   b.  Serves as tactical equipment Property Book Officer (PBO)

   c.  Operates Cadet Arms Room, Cadet Supply Room, Warehouses, Barrier Material Storage Locations and Camp Buckner S4/DX Facility.

   d.  Operates Cadet Lost-and-Found activity.

e. Secures and safeguards cadet privately-owned weapons.

f. Advises and assists Commandant, staff, and cadets in unit level logistical support planning and execution for tactical training and exercises at Brigade, Regimental, Battalion, Company, Platoon, Squad, Club, and individual levels, including Cadet Summer Training (CBT, CFT at Camp Buckner, CST HQ, DMI Training Committees, Task Force Support, Air Assault School at Camp Smith, MIADs, PIADs, and selected AIADs, IAW, STAP, and SGR), Academic Year Unit Tactical Training (UTT), Military Intercession, Sandhurst Training and Competition, and all similar events.

   g.  Provides authorized tactical equipment to support tactical training of other USMA assigned   and/or supported units/activities on an as available basis.

   h.  Provides TA-50 support for USMA assigned units/personnel.

23-9.  Consolidated Installation Property and Material Management Division

   a.  Serves as the Accountable Officer for the Consolidated Installation Property Book (CIPB).

   b.  Acts as the point of contact with DA on policy matters and procedures pertaining to the Integrated Requirements and Purchasing System (IRPRS), Fuel Automated System (FAS), Defense Property Accountability System /Graphical User Interface (DPAS/GUI) and the Hazardous Substance Management System (HSMS) used by the USMA.  Provides systems field support to the USMA users of these systems.

   c.  Maintains the CIPB to include property hand receipted to all supported activities. 

   d.  Provides technical assistance on interpretation of supply regulations to the Director of Logistics, USMA Staff Activities and other USMA PBOs.

   e.  Conducts the Command Supply Discipline (CSD) Inspection of all supported activities authorized expendable/durable document registers and/or hand receipts with the CIPBO.  Provides training in hand receipt and requisitioning requirements for supported activities.

   f.  Serves as point of contact for Director of Logistics on all matters relating to property accountability and related reports of survey/investigations.

   g.  Oversees contractor operated self service office supply store.

   h.  Manages the USMA Hazardous Material Management Program (HMMP);  chairs the Hazardous Material Control Group (HMCG), and develops business practices pertaining to the cradle-to-grave tracking of all hazardous materials.

   i.  Manages equipment warranty program.

   j.  Oversees the management of the automated fuel pumps for USMA.  Accounts for and replenishes fuel utilizing the Fuel Automated System (FAS).  

   k.  Manages all government furnished property (GFP) being utilized by contractors.  Maintains asset visibility and reporting for all GFP.

   l.  Coordinates and manages excess redistribution and equipment donation programs.

23-10.  Vehicle Operations and Consolidated Maintenance Division
   a.  Serves as the command point of contact for all matters related to motor operations and maintenance of material, less medical, aviation, ammunition, and office machines.

   b.  Coordinates, plans, and budgets for vehicle operations and consolidated maintenance and repair of USMA equipment by contractor personnel and in-house operations.

   c.  Coordinates calibration services.

   d.  Manages the command tactical vehicle, passenger, and general purpose nontactical vehicle (NTV) fleet.

   e.  Coordinates, plans, and budgets for the leasing of the NTV fleet from Government Services Administration (GSA) within Table of Distribution and Allowances (TDA) limitations.

   f.  Receives and analyzes requests for vehicle support, to include the provision of vehicles on recurring or static dispatch.

23-10.1.  Contract Branch
   a.  Provides contract surveillance required to ensure satisfactory performance of vehicle operations and the consolidated maintenance contractor.

23-11.  Harborcraft Division
   a.  Operates assigned harborcraft.

   b.  Maintains and provides for repair of all transportation vessels and associated equipment.

   c.  Exercises operational control of docking facilities, including environmental and emergency response.

   d.  Provides the command with subject matter expertise in areas of maritime operations.

23-12.  Transportation Division
   a.  Supervises and provides technical advice for movements of personnel and household goods of USMA personnel and other Department of Defense military and civilian personnel and family members residing in Orange, Rockland, Putnam, Westchester, Ulster, Dutchess, Sullivan Counties in New York and Fairfield County in Connecticut.

   b.  Supervises preparation of equipment and supplies for shipping, loading, stowing, and handling; supervises packing and crating of household goods.

   c.  Provides technical advice and cost estimates for relocation of USMA activities.

   d.  Serves as the COR for Carlson Wagonlit Official Travel.

23-12.1.  Commercial Traffic Branch

   a.  Receives, stores, and ships inbound and outbound military equipment and personal property; packs and crates personal property of departing military personnel.

   b.  Provides or coordinates transportation services for movements of personnel, household goods, and military freight.

23-12.2.  Quality Control Branch

   a.  Provides quality control inspection of inbound and outbound household goods shipments.  Provides assistance to members in filing related claims for loss or damage to personal property.  Maintains a quality control file.

   b.  Provides entomology inspection for outbound household goods.
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24-1.  Mission
To advise the Garrison Commander (GC) and staff on, and direct the operation of, community and family support activities, education services, and morale, welfare, and recreation (MWR) business operations.

24-2.  Functions

   a.  Advises the GC about matters pertaining to community and family activities; MWR activities; and policies and procedures for administering NAF activities of the USMA (exclusive of AAA, Cadet Activities Fund, Cadet Mess, and Chaplains).

   b.  Exercises Directorate authority over the technical and administrative aspects of planning, organizing, and directing the installation's Alcohol and Drug Control Division, Army Education 

Center and the Installation MWR Fund (IMWRF) programs.  Coordinates and plans justification for facility improvements. 

   c.  Acts as installation liaison with the Army and Air Force Exchange Service at West Point.

   d.  Supervises the American Red Cross Program.

   e.  Serves as the Schools Officer and exercises staff responsibility for the West Point School.

24-3.  Alcohol and Drug Control Division 

   a.  Develops policies and programs for the prevention and control of alcohol and other drug abuse.

   b.  Assesses the alcohol and drug situation in the West Point community and recommends corrective action.

   c.  Coordinates programs of alcohol and drug abuse education and rehabilitation for USMA cadets, military and civilian personnel.

   d.  Operates the Installation Biochemical Testing Program.

   e.  Manages and implements the USMA Employee Assistance Program for all civilian employees and their family members.

24-4.  Army Education Center 
   a.  Improves the combat readiness of Total Army by planning, resourcing, and implementing educational programs and services to support the professional and personal development of quality soldiers, adult family members, and DACs.

   b.  Develops policies and programs within established guidelines to make available continuing education to USMA assigned personnel.

   c.  Operates a learning support system to include testing, counseling, tuition assistance, and a computer science laboratory.

   d.  Coordinates educational services and opportunities affecting USMA and personnel with appropriate governmental agencies and civilian educational institutions.

   e.  Maintains records of the educational accomplishments of personnel stationed at USMA and renders reports to appropriate authorities.

24-5.  Financial Management Division 
   a.  Provides policies and procedures and monitors execution of NAF/APF funds impacting MWR activities and to provide policies and procedures for the Financial Management of all USMA NAFIs.

   b.  Plans, coordinates, and supervises the preparation of documents pertaining to the IMWRF budget.

   c.  Develops, plans, programs, and supervises the preparation/execution of the DCFA appropriated fund annual operating budget (AOB) and five year plan.

   d.  Coordinates and consolidates all NAFI budgets into one package for review and approval by the Senior Resource Advisory Committee.

   e.  Administers and coordinates the Risk Insurance Management Program for all NAFIs.

   f.  Manages the manpower programs for DCFA.

   g.  Certifies purchase requests for availability of funds.

   h.  Coordinates and disseminates information on the CFSC Information Management System.  Is the USMA system administrator for the NAF payroll Time Labor Management System (TLMS).

24-6.  Community Operations Division 
   a.  Promotes the social/physical well being of military personnel in the community, their families and 

eligible patrons by providing social, entertainment, and recreational and lodging programs.
   b.  Exercises responsibility and oversees operation for general management, control, and overall performance of the Community Club Branch, Bowling Center Branch and the Club System Catering Branch and Guest House Branch.

   c.  Establishes program goals and financial objectives and standards for the Community Operations branches.

   d.  Contracting Officers Representative for operations for the Hotel Thayer Contract.  Monitor operation of privatized hotel in accordance with the Department of the Army, Nonappropriated Fund contract, and Lease, and CFSC/UMSA MOU.  Is the command’s COR for the Hotel Thayer operations contract.

24.6.1.  Community Club Branch 

   a.  Promotes the social well being of military personnel in the community, their families, club members and other eligible patrons by providing quality food, beverage, entertainment, bingo, rental facilities and catering programs.

   b.  Supervises and controls the operation of the Community Clubs.  Responsible for club business management including: financial operations, food, beverage, and catering service, bingo, and other authorized income-producing or service activities.

24-6.2.  Bowling Center Branch

        Supervises and controls the operation of the Bowling Center.  Responsible for business management including: Bowling Center operations, financial operations, food, beverage and other authorized income producing or service activities.

24-6.3.  Club System Catering Branch
         Supervises and controls the operation of the West Point Club System Catering Program.  Responsible for catering business management including:  post wide catering operation, financial operations, all club system catering services, party facility rentals and other authorized income producing or service activities.

24-7.  Community Recreation Division 
   a.  Promotes the physical and mental well-being of military personnel, their families, and other authorized users by providing recreational and physical programs.

   b.  Exercises responsibility for general management, control, and overall performance of all Recreation branches.

   c.  Establishes program goals and financial objectives and standards for the Community Recreation branches.

 24-7.1.  Administration Branch 

   a.  Supports CRD mission, interpret policy, give guidance and oversight, operate point of sales for all recreational activities.

   b.  Oversees the operation of dance and exercise programs, schedules Defensive Driving classes, collects Quarters cleaning contract payments, and is the point of sales for most recreational season pass purchases.

24-7.2.  Round Pond/Outdoor Recreation Branch 
        Provides a wide range of outdoor recreation programs and facilities that contribute to the morale, well being and quality of life for the West Point Community.  Operates Round Pond, Bull Pond, and Lake Frederick recreational areas, Skeet and Trap Range, Archery Range, and the Equipment Rental Center.  Administers the recreational use of outlying reservation areas to include hiking, camping, hunting, fishing, and archery.  Manages the ski/outdoor swim and indoor ice skating programs.

24-7.3.  Morgan Farm – Kennels Branch
   a.  Provides equestrian-related services to include boarding program, a training area for the Cadet Equestrian Team, riding instructions, and recreational horseback riding for the West Point Community.

   b.  Operates a dog and cat Boarding Kennel for the West Point Community.

24-7.4.  Information, Tour & Registration Branch

        Provides affordable travel and leisure opportunities such as tours, special programs, and related activities through diversified comprehensive information and reservation service.  Provides an extensive schedule of trips and mini-vacations to local and regional attractions.

24-7.5.  Multi-Crafts Branch 

        Provides instruction, guidance and assistance in a variety of areas in crafts to eligible personnel

that include woodworking, matting and framing, stained glass, pottery and ceramics.

24-7.6.  Auto Skills Branch

        Provides instruction, guidance and assistance in a variety of areas in auto maintenance to eligible personnel in a full-service auto skill shop.  Includes automatic lifts and facilities for automotive repairs such as oil changes and rebuilding engines.  Provides New York State auto inspections.

24-7.7.  Soldiers Center Branch

        Provides a recreational facility for soldiers to relax by the fireplace, watch TV, shoot pool, and play video games in the immediate area in which they reside, and to support the BOSS program in the form of special events and financial management.

24-7.8.  Golf Course Branch

        Provides quality of life for the West Point Community by offering traditional golf related recreational opportunities in an informal environment while providing the USMA collegiate golf team a challenging home playing field.  Assists in the development of community relations by offering services to the local community.  Operates a challenging 18 hole golf course, complete with clubhouse, full service snack bar, lockers and showers.  A wide variety of tournaments and special events are offered each season.

24-7.9.  Sports Branch
        Provides the community with a well-rounded intramural program to include tournament and league play for the various units and staff and faculty departments of USMA.  Operates out of the Arvin Gymnasium, organizes tournaments and league play in individual and team sports for unit and staff and faculty personnel.

24-7.10.  Ski Branch
   a.  Provides training for the USCC and also provide recreational skiing for the local community at the USMA.  The ski program includes snowmaking, grooming, ski-patrol, equipment rental, lessons, competitive events and recreational skiing.

   b.  Operates a full service snack bar at the ski lodge.  

24-7.11.  Swim Branch 

        Provides recreational swimming to the soldiers, family members and civilians of the West Point Community that includes outdoor recreational swimming at Delafield Pond and Round Pond from Memorial Day through Labor Day.  During the winter months, provides for indoor swimming at the Arvin Gymnasium.

24-7.12.  Post Library Branch

        Provides the community with a collection of reading and reference materials, which encompass broad fields of knowledge with regard for variations in educational and learning levels, reading abilities, needs, and interests.  Provides a large collection of reading material for children and adults.  The collection includes fiction, nonfiction, best sellers, reference materials, and magazines, newspapers and much more.

24-8.  Family Support Division 

   a.  Promotes the social and mental well being of USMA military and civilian personnel and their families by providing human services and community programs.

   b.  Coordinates USMA participation in the Army Family Action Planning process.  

   c.  Responds to USMA wide volunteer needs of volunteer organizations by providing assistance with recruitment of individuals for volunteer jobs.

   d.  Supports the military mission and the community by providing a variety of developmental care and recreational programs for children and youth, ages 4 week to 18 years.

24-8.1.  Army Community Services Branch 
    a.  Serves as the commander's primary resource agency for developing, coordinating, and delivering soldier and family support services.

   b.  Provides service for information, referral and follow-up, family member employment assistance, exceptional family member, relocation, family advocacy, and customer affairs and financial assistance.

   c.  Provides specialized programs including Army Emergency Relief, Transition Assistance and

Outreach.

24-8.2.  Child Development Services Branch 
   a.  Provides quality child development programs that reduce the conflict for soldiers and civilian employees between parental responsibilities and mission requirements.

   b.  Operates the Child Development Center (CDC) at West Point providing full day, part day preschool, hourly, and before and after school programs.

   c.  Operates the Family Child Care (FCC) program at West Point.  Provides home care providers with training, certification, and referral of clients.

   d.  Operates the Supplemental Programs and Services (SPS) program that provides Central Registration, Teen Baby Sitter Training, and alternative child care options other than FCC and CDC.


24-8-3.  School Age Services Branch
        Enhances readiness by increasing the supervised out-of-school options that reflect youth interests, reinforce character values and reduce mission conflicts with parental responsibilities.  Provides quality school-age programs for children 5-12 that reduce the conflict between parental responsibilities and mission requirements during parental duty hours.

24-8.4. Youth Services Branch

   a.  Promotes and fosters social interaction, personal growth, recreation skills and educational opportunities for eligible youth through a well-rounded youth program.  Develops youth leadership abilities and self-reliance in order to prepare them for responsible citizenship and individual self-fulfillment. 

   b.  Coordinates the youth sports, youth development, and instructional youth programs.

   c.  Manages the youth center at West Point.

24-9.  Services Division

   a.  Provides technical and logistical general support to all IMWRF Staff and Program Activities.   

   b.  Responsible for developing policies and procedures for operational implementation of the following programs supporting the (IMWRF) and other USMA NAFIs, as applicable: Procurement and Contracting, Supply management, Warehouse management, Automation, Facility maintenance and NAF Minor and Major Construction Projects, Safety Programs, and Environmental Planning in support of the National Environmental Policy Act (NEPA) for all IMWRF Programs.
   c.  Responsible for developing detailed policies and procedures for control of property and supplies

for both nonappropriated and appropriated.

   d.  Maintains IMWRF Nonappropriated Vehicle Fleet.  Schedules monthly vehicle inspections and maintains service logs to maintain safe vehicle fleet.

   e.  Serves as the USMA focal point for the implementation of the Prime Vendor One-Stop Food Service Contract with all the USMA NAFI.

   f.  Administers the Nonappropriated Fund Major Construction Program for all the USMA NAFI.  Provides technical guidance and assistance to all USMA NAFIs coordinating construction process with the Community and Family Support Center, Washington, DC USMA Directorate of Housing and Public Works (DHPW), USMA Safety, Directorate of Information Management and other Directorates, as applicable.

   g.  Serves as the USMA Liaison and focal point for the implementation of the Department of Defense Prime vendor One-Stop Food Service Contract for all the USMA NAFIs.

   h.  Establishes warehouse procedures and operates warehouse facilities as necessary to support the procurement, supply, and operational mission of the IMWRF activities.

   i.  Provides IMWRF contracting support. Provides administrative and technical support for all IMWRF activities within specified approval contract warrant limits.  Coordinates all appropriated fund contracting support and non appropriated support above contract warrant level with the Director of Contracting.

   j.  Provides technical advice and assistance to the Directorate in the selection, acquisition, and implementation and administration of automated information system/information systems management

   k.  Provides advice and assistance to the Directorate as the Collateral Duty Safety Officer for the Directorate.  Inspects all assigned work areas, and identifies and takes corrective action on safety deficiencies.  Conducts quarterly safety meetings and publishes minutes of the meeting.

   l.  Provides advice and assistance to the Directorate as the Environmental Planning Officer in support of the National Environmental Policy Act (NEPA) ensuring that IMWRF Project Planners consider potential environmental impact for proposed actions.

24-10.  Marketing Division
   a.  Determines DCFA requirements for commercial sponsorship to include grouping and packaging of requirements, soliciting of sponsorship, and distribution of sponsorship products, goods, services, and dollars in support of program activities.  Ensures that commercial sponsorship initiatives are IAW DA/DOD guidance.

   b.  Conducts market research and analysis through the development of questionnaires, customer comment cards, etc. for use in conducting surveys, focus groups, and obtaining customer comments/opinions.  Gathers and maintains market data from DCFA activities for use in evaluating and planning current and future DCFA programs.

   c.  Conducts advertising and publicity campaigns.  Determines DCFA total requirements for advertising, publicity, promotions, brochures, flyers, and other related materials.  Develops, markets, and obtains such material within USMA or from commercial sources and issues, distributes, or otherwise uses materials to promote participation in DCFA activities.

   d.  Develops marketing plans to include providing general and specific marketing research analysis to the various DCFA activities, generating the framework for activity marketing plans, and developing and obtaining approval of DCFA marketing goals and objectives.

24.11.  West Point School

   a.  Recruits, selects, and assigns all professional and support personnel required for the school system

and determines retention or termination of employment of all school personnel under applicable Federal regulations.

   b.  Provides advice and recommendations to the school board and the installation commander or area coordinator on all matters concerning the operation and administration of the school system.

   c.  Organizes, administers, and supervises all school personnel to ensure that the curriculum standards, specialized programs, and level of instruction are comparable to accepted educational practices of the Stat for soldiers to relax by the fireplace, watch TV, shoot pool, and play video games. The Soldiers Center is the home of the BOSS Program e or the District of Columbia, as applicable.
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25-1.  Mission
To advise the Garrison, Staff, and Faculty in the five disciplines of the information mission area (IMA):  automation, visual information (VI), communications, records management, printing, and publications.  Plans, programs, operates, and maintains the resources providing services in these functional areas.

25-2.  Relationship

The Director/Chief Information Officer (CIO) is responsible to the Garrison Commander and the Superintendent. 

25-3.  Functions
    a.  Supervises the subordinate organizations to effectively support USMA in the IMA, including policy formulation, operational planning, resource programming, and program execution.

    b.  Develops, coordinates, operates, and maintains integrated automated data systems in support of academy management and installs and operates STAMIS in support of the installation.

    c.  Develops, coordinates, operates, and maintains integrated VI and instructional technology systems in support of academic departments and all other command activities.

    d.  Provides advice to the command in IMA matters to improve effective use of IMA resources in fulfilling the USMA mission.

    e.  Performs systems planning and overall automation program coordination, assuring appropriate support to automation system users and effective application of automation resources.

    f.  Operates the command's data processing activities, communication, VI and instructional technology facilities.

    g.  Exercises staff supervision over the acquisition, control, and disposition of IMA equipment and administers the command IMA program and budget.

    h.  Develops command IMA policy, recommends priorities, and exercises IMA approval authority for the Superintendent.

    i.  Functions as the primary command focal point for information management matters.

    j.  Manages USMA communications, records management, and has staff responsibility for printing at USMA.

    k.  Operates the classified records storage area, reference library, mail and distribution facility, and publication and blank forms storage and issue facility.

25-4.  IMA Chief Information Office

   Responsible for Information Technology project planning, coordination and tracking, maintaining Information Systems Architecture Plan, formulating IT policies, monitoring the IT industry, and providing recommendations to senior leadership to advance the USMA IT program.
    a.  Develops and maintains USMA information architectures (baseline, target, objective) and IMA long-range plans in conjunction with IMA technical experts.

    b.  Prepares the USMA IMA Modernization Plan for submission to HQDA.

    c.  Validates all IMA requirements and reviews, investigates, and prepares all responses to capability request submissions.

    d.  Coordinates the USMA information security inspection.

    e.  Project manager for IMA portion of USMA MCA projects and plans and coordinates IMA support as required for significant changes in space utilization, mission, and technology.

    f.  Prepares and maintains IMA standards and policies, and all internal directorate policies.

    g. Developes and maintains the USMA Information Technology Metrics input to the Installation Status Report.

    h. Administers, manages, and performs oversight of the USMA Smart Card program.
25-5.  IMA Resource Management/Administrative Office

    Responsible for the planning, programming, budgeting, and execution the DOIM budget; and managing the directorate’s military and civilian personnel authorizations.  Also responsible for the Building Commandant function and COR oversight of the office machine maintenance contract.

    a.  Monitors civilian and military personnel administration functions and strength management, to include recruitment, position management, and employee relations, for the directorate.

    b.  Monitors changes to directorate organization for the development of manpower review documents.  Prepares the directorate’s TDA. 

   c.  Prepares the directorate's funding programs and budgets including the POM and the CBE, OPA, and special (gift, endowment, etc.) monies.  Maintains the centralized commitment control ledgers for the directorate.  Prepares the directorate’s obligation plan.  

    d.  Coordinates external memoranda of understanding, memoranda of agreement, and ISSA.  Reviews or coordinates the review of externally prepared policy documents.

    e.  Validates and reports changes in the directorate’s organization, mission, and functions.   

    f.  Executes the DOIM physical security programs.

    g.  Performs the function of Building Commandant for Building 2101, Spellman Hall, and serves as POC with DHPW for the directorate.

  h. Coordinates and monitors the Management Control Program for the directorate.

    i.  Conducts random sample survey of the external customer community, and analyzes and reports data to the directorate principals.  Provides internal customers with demand-data collection and analysis, and information about the external customer community.

   j.  Executes Academy-wide life-cycle management for office machines and personal computer maintenance contracts (Tier-III hardware).

25-6.  Instructional Support Division

   To provide USMA-wide video, photographic, sound and instructional devices support.

    a.  Reviews and analyzes execution of audiovisual (AV) objectives, projects, and operational effectiveness.

    b.  Provides general administrative supervision for special instructional programs.

    c.  Arranges for and supervises the typing, printing, and reproduction of material required for the administration and operation of the division.

    d.  Schedules all television (TV) and other AV playback requirements.

    e.  Administers the resource management system for the division.

    f.  Manages AV system maintenance of auditoriums and special VI facilities.

    g.  Gathers, evaluates, and selectively disseminates information about VI and instructional technology methods, techniques, concepts, devices, and systems.

    h.  Provides technical assistance, counseling, and consultation for the design, procurement, production, fabrication, and use of AV materials and equipment.

    i.  Provides control, scheduling, and monitoring of suspenses for AV operations, maintenance, and production actions.

    j.  Operates a still photographic laboratory which provides black-and-white or color photography for documentation and archival requirements.

    k.  Operates a fabrication facility which fabricates or produces VI items in wood, plastic, or metal for instructional program support.

    l.  Provides illustrations, drafting, and other artistic services in preparation of AV products.

    m.  Organizes and conducts selected instruction and briefings in the field of VI instructional technology.

    n.  Operates VI support systems to include public address, audio recording, film video projection, and multi-image projection systems.

    o.  Produces TV and motion picture programs and related VI products.

    p.  Operates the academic closed circuit television (CCATV) system including studio and remote equipment, teleconferencing facilities, and distribution facilities.  Schedules academic programming and assists in scheduling public affairs programming.

25-6.1.  Sound and Video Imaging Branch

    To provide USMA-wide sound system support and video services for the academic, military, and garrison activities.
    a.  Coordinates and implements all operations support and planning to include current and future requirements.

    b.  Operates temporarily installed film, slide projection TV and multi-image projection systems.

    c.  Operates public address and audio playback systems.

    d.  Monitors status of selected VI systems and facilities at USMA.

    e.  Provides technical assistance, consultation, and instruction on the operation of VI and instructional technology equipment and systems.

    f.  Provides initial advice and assistance to users and coordinates appropriate consultation sessions for AV operations and/or productions.

    g.  Receives, stores, and lends VI hardware to activities.

    h.  Trains audiovisual equipment users.

    i.  Provides technical requirements in support of all plans for the normal replacement or expansion of VI and instructional technology systems.

    j.  Assists and instructs the staff and faculty in techniques of audio and video production.

    k.  Produces special sound sequences and special effects. 

    l.  Directs live or recorded TV productions, both in studio and remote locations.

    m.  Operates the TV and audio production studios; provides audio and video recording duplication services.

25-6.2.  Instructional Devices Branch

   To fabricate instructional products, such as dynamic models, cross sections, cutaways, replicas, and prototypes, in support of the academic program to enhance the learning process.
    a.  Advises and assists in developing specifications for the standardization of applicable models, devices, training aids and equipment.

    b.  Provides technical assistance and application of materials for productions, displays, and exhibits; provides consultation for major projects and supports instruction requiring visual aids.

    c.  Advises and assists in specifications for the standardization of materials supporting instruction, training, and briefings.

    d.  Drafts detailed plans and specifications for the development of new training models, training  devices and equipment.

    e.  Furnishes technical advice for the use and instructional application of new training materials and devices.

    f.  Designs, fabricates, and repairs metal, plastic, and wood models, training devices, and items of training equipment.

    g.  Fabricates plaques and accomplishes framing and engraving as approved by the command.

25-6.3.  Creative Imaging Branch

    To provide creative graphics services and photographic support to all USMA organizations and events by utilizing advanced technologies to produce high-quality digital products for both graphics and photographic support.
    a.  Provides official still black-and-white or color photographic support of command, academic and cadet military training.

    b.  Provides visual imaging support in the form of 35mm slides and 8x10 inch viewgraphs for all classroom instruction and command supported activities.

    c.  Operates and maintains a photographic studio which supports official photographic requirements for all assigned USMA personnel.

    d.  Provides black-and-white or color still camera photographic laboratory support for classroom instruction and all command supported activities.

    e.  Provides illustrations, drafting and other artistic services in preparation of AV products.

    f.  Provides technical assistance and application in the use of graphic material for VI productions, displays and exhibits.

    g.  Advises and assists in the development of specifications for the standardization of graphic materials used in support of instruction, training, and briefings.

25-6.4.  Multimedia Design and Development Branch

    To produce interactive multimedia programs and courseware that incorporate sound instructional design principles in support of the academic program.  To provide consultation and technical assistance related to the use of multimedia to USMA staff, faculty, and cadets.
    a.  Provides design and development of a variety of interactive multimedia programs and courseware.

    b. Provides training, technical assistance and consultation on the use and integration of hardware and software for specific multimedia applications.  Special emphasis is on educational courseware development, advanced communications technologies and peripheral device purchase and installation. 

    c. Maintains a resource and development section staffed by multimedia specialists and containing instructional technology hardware and software designed to assist instructors.
    d.  Maintains a research library consisting of Laser discs, CD ROM discs, user's guides, instructional technology literature, and periodicals pertaining to instructional technology.

25-6.5.   Engineering Branch

  To maintain the USMA–wide video and sound system services to include the infrastructure of the Closed Circuit Academic Television (CCATV) system for academic, military, and garrison activities.  Provides computer server support for automated playback system.  Maintains the video portion of the Barracks Infrastructure Technology (BIT).

    a.  Coordinates and implements all operations support and planning to include current and future requirements.

    b.  Provides direct engineering and technical support to the Sound and Video Imaging Branch.

    c.  Provides input for the infrastructure development of the USMA.

    d.  Establish and write contract Statements of Work to support the VI mission.

    e.  Provides technological upgrades and maintains the Television Studio and remote production vehicle.

    f.  Provides technological upgrades and maintenance to the CCATV television head-end.

    g.  Upgrades and maintains analog tape based and computer driven non-linear editing suites. 

    h.  Operates, upgrades and maintains the fiber optic BIT television system and head-end.

    i.  Operates and manages the academy CCATV distribution system, provides technical guidance and    consultation to the Electronic Maintenance Branch.

    j.  Responsible for research and procurement for all television, audio, and computer driven production and post production equipment.

    k.  Maintains the COR responsibilities with the local broadcast service provider.

    l.  Provides technical assistance, consultation and instruction on the operation of VA and instructional technology equipment and systems.

    m.  Operates and maintains the academy’s Video Teleconferencing (VTC) equipment.

    n.  Provides local maintenance and support for the computer servers within the division.

    o.  Provides engineering support for television, audio, and broadcast missions.

    p.  Operates and maintains satellite down-link requirements for off air recordings.

    q.  Administers the Television Engineering and Maintenance budget. 

25-7.  Computer Systems Division

    a.  Implements USMA ADP policies and priorities.

    b.  Operates and maintains assigned computer systems, and related peripheral and remote terminal equipment.

    c.  Performs systems analysis and programming for all approved USMA-unique administrative applications and information systems.

    d.  Performs data reduction, data transcription, and data and document input/output control.

    e.  Schedules execution of USMA-unique MIS for optimum computer resource user and usage satisfaction.

    f.  Provides ADP technical assistance to all users.  Through the Service Help Operations Center (SHOC), enters and records all customer service requests into a locally managed database for improved workorder management and service quality.

    g.  Provides specialized ADP instruction to the West Point community (exclusive of cadets).

    h.  Maintains a library of documented computer programs and systems for specialized and general use.

    i.  Prepares and publishes newsletters and other customer information media.

    j.  Maintains, modifies, and updates systems software to include network interface software.

    k.  Administers ADP standards program to include quality assurance and development and enforcement of operating procedures.

    l.  Performs data base administration to include data base analysis, design, management, and quality assurance.

    m.  Ensures security accreditation of the computer facilities.

    n.  Allows authorized users access to the time-sharing systems by issuing unique user identifications and passwords.

    o.  Recommends assignment of military programmers and provides career development opportunities.

    p.  Develops, coordinates, and implements plans for the optimum utilization of ADP resources at USMA, to include system configuration, personnel training, and equipment procurement.

    q.  Establishes policies and procedures for the identification, control, integration, reporting, and contract monitoring of USMA computer/communications systems, end items, and components.

    r.  Evaluates all requests for ADP and computer communications equipment, software, and services at USMA to determine the functional validity and technical feasibility of the requested items.

    s.  Formulates, executes, and updates the division budget accounts.

    t.  Provides incoming and outgoing record message service via the Defense Message System (DMS), and facsimile service for USMA.

    u.  Manages data communications resources at USMA and the inter-working of USMA local area networks with long-haul, off-post data networks.

    v.  Provides the installation automated systems security manager to be the focal point for all such matters.  Monitors security postures of all computer/data communications systems.

25-7.1.  Software Engineering Branch

   To provide all software services required to develop, field and maintain command unique administrative, academic, and Army Standard information systems and to conduct system administration and application development for the USMA World Wide Web.
    a.  Performs information systems analysis, detailed design, and implementation of new applications software systems.

    b.  Performs complete software life-cycle maintenance on information systems for which the branch has been designated the responsible agency.

    c.  Prepares, distributes, and maintains maintenance manuals, operators manuals, and other necessary documentation for all software systems designed, implemented, and/or maintained by the branch.

    d.  Provides consultation services to current and potential end-users, ranging from assistance in the use of all microcomputer systems to concept development for large, multi-level information systems.

    e.  Manages the acquisition and/or development of software engineering tools and utilities for use in software development.

    f.  Assists the proponent in the development of technical software specifications and statements of work for use in acquiring commercial software and software development services.

    g.  Develops software engineering resource estimates and provides advice to superiors concerning the approval/disapproval of software engineering work requests.

    h.  Maintains all production libraries for software systems supported by the branch.

    i.  Assists functional users to identify and resolve problems and deficiencies which occur in the STAMIS and other systems processed on the Army Standard Information Management System (ASIMS).

    j.  Controls, monitors, installs and verifies all systems change packages, urgent change packages and emergency change packages for all STAMIS systems.

    k.  Performs in-house quality control of all systems supported and developed by the branch.

    l.   Provides systems software support services for ASIMS. 

    m. Performs systems analysis and programming support for microfiche processing.

    n.  Proponent for USMA Regulation 25-3, Automated Data Systems Policies, Procedures, and Responsibilities.

    o.  Designs and implements data bases to support all organizations and activities.

    p.  Establishes policy for data element definition and naming conventions used in the data bases.

    q.  Represents USMA in the HQDA Data Element Standardization Program.

    r.  Develops methodology and criteria for establishing, modifying, or deleting both data base structure and content.  Develops data base reorganization procedures.

    s.  Develops and maintains all data base schemas and subschemas.

    t.  Coordinates with system developers to specify optional retrieval paths through the data bases for each system or subsystem.

    u.  Provides constraints and controls for all data base management systems and ensures an efficient data base.

    v.  Establishes and manages procedures for data base recovery.

    w. Establishes and maintains security at all data base levels (data element, record, and file).

    x.  Coordinates data validation procedures for all users.

    y.  Establishes documentation standards for all data base structures and content.

    z.  Provides advice and instruction on capabilities and limitations of data base management systems.

    aa.  Proponent for USMA Regulation 25-2, Data Base Administration.

25-7.2.  Computer Information Branch

   To provide technical assistance including hardware and software installation, training, problem resolution, and informational services in support of the staff, faculty and cadets of the USMA.
    a.  Provides users with technical assistance on automation initiatives, and provides referral service to assist them in dealing with the IMA of the DOIM.  Interfaces with other DOIM elements on the behalf of end users.

    b.  Hosts hardware and software displays and demonstrations of IMA capabilities.

    c.  Provides initial guidance in the establishment of, and participates in, installation IMA user groups.

    d.  Provides consultation and user support to the USMA community.  Assists users in selecting appropriate products for their applications.

    e.  Evaluates new technology to determine its applicability and practicality.

    f.   Provides training courses, seminars and training facilities.

25-7.3.  Computer Operations Branch

   To house, maintain and operate hardware that provide data processing, record message traffic, electronic mail, and Army Standard Systems (ASIMS) services for the staff, faculty, and cadets of the USMA.
    a.  Provides technical assistance to all STAMIS and AMS users and potential users.

    b.  Operates and maintains microfiche production equipment for functional users.

    c.  Performs ADP equipment utilization accounting and reporting for all branch-owned equipment.

   d.  Monitors job scheduling and control.

   e.  Schedules ADP equipment maintenance, determines priorities, and reports maintenance credits, if owed to the government.

    f.  Maintains security of the computer facility to include fire protection.

    g.  Requisition and purchase all ADP supplies and equipment for Computer Systems Division.

    h.  Maintain division budget accountability.

    i.  Schedules batch production runs based on established priorities and equipment availability.

    j.  Operates tape and disk library; maintains magnetic media.

    k.  Monitors all computer hardware contracts for branch equipment.

    l.  Provides centralized data-entry service for STAMIS.

    m. Staffs computer facility during scheduled operational periods.

    n.  Provides computer production control and batch-run set-up for all over-the-counter computer user requests.

    o.  Controls incoming/outgoing classified and unclassified message traffic.
    p.  Operates assorted ancillary ADP equipment (such as optical scanners, bursters, decollators, and shredders) for functional users. 
25-7.4.  Data Networking Branch

   To design, install, maintain, and operate the local area data network and to monitor the usage and provides access to the Internet, NPRNET, and DREN in addition to providing remote access to the post network.  Also provides technical and administrative services for a wide range of operating systems and hardware platforms in support of the staff, faculty and cadets of the United States Military Academy.
    a.  Provides technical advice and assistance to all data communications users at West Point.

    b.  Coordinates data circuit requirements with the Telecommunications Branch and the Business Operations Divisions, when those requirements entail the use of, or impact upon, resources managed by that branch.

    c.  Manages the installation, maintenance, and operation of West Point local-area networks and other data communications facilities.

    d.  Identifies, evaluates, and recommends data communications products to solve short-term problems and satisfy long-term needs for data communications at West Point.

    e.  Installs, manages, and maintains devices attached to the West Point local-area network.

    f.  Performs analysis of data communications hardware/software and develops functional specifications for interface software for all computers, microprocessors, and communications controllers.

    g.  Develops, coordinates, and implement plans to expand local-area and inter-networks and to interconnect USMA local-area networks with long-haul data networks.

   h.  Provides for data network administration, which includes placement, configuration, procedures, and protocols for internet and intranet communications, digital data switch configuration, and remote access methods. 

    i.   Provides IMOs a referral service through “help desk,” for trouble calls, installation of equipment, and networking information.

25-7.5.  System Software Support

  To provide technical and administrative services for a wide range of operating systems and hardware platforms in support of the staff, faculty, and cadets of the United States Military Academy.

    a.  Maintains vendor operating systems and systems software and monitors the performance of all systems-software related contracts.

    b.  Maintains command-unique systems software.  Performs systems software analysis, design, and programming.  Performs recovery of operating systems and systems software failures.

    c.  Maintains systems start-up (generation) media.  Provides technical systems software and consulting services to users and vendor field engineers.

    d.  Provides interface with vendors' users associations.  Maintains and manages the ADP file systems for centralized computers.

    e.  Designs, conducts, and monitors systems software training for USMA personnel.

    f.  Issues and controls computer facility physical access authorization.

    g.  Manages computer accreditation program.

    h.  Establishes and administers user accounts/passwords on the AMS; Instructional Support System;    Terminal Server Access Control System; and USMA network systems.

    i.  Manages USMA domain configurations.  Coordinates external interfaces to USMA automation assets.

    j.  Manages USMA component of the Defense Message System capability and related interconnection for official electronic correspondence.

    k.  Manages USMA administrative COMSEC account and USMA component of the Army Domain Name Service architecture configuration. 

    l.  Provides hardware, software, and system configuration life-cycle management of USMA domains components.

    m.  Monitors systems against malicious attacks, intrusions and denial of service by unauthorized exploitation of electronic assets.

    n.  Provides USMA Electronic Mail Service: management, administration, and support.

    o.  Provides remote access to USMA electronic assets.  Coordinates with Army Network and Systems Operations Center to address security issues related to Army Systems.

    p.  Exchanges information technology implementation strategies with external educational institutions.

 q.  Develops, administers, and monitors compliance with policies and procedures associated with access to USMA electronic assets. 

Terminal Server Access Control System 
25-8.  Business Operations Division
   To be responsible for operations and maintenance of the official telephone system, radio frequency management, operation and maintenance of the fiber-optic cable loop that provides the transmission medium for the local area data network, and gateways to the Internet, NPRNET (Nonclassified Internet Protocol Router Network) and DREN (Defense Research Engineering Network).  Provides equipment requisitioning, receipt, and issue support, office supply management, and government credit card management oversight for all DOIM organizations.
    a.  Manages the voice communications system for West Point.

    b.  Manages all radio frequencies for USMA.

    c.  Plans and assists in procurement of all end-user voice, facsimile, and telecommunications equipment for USMA.

    d.  Provides various communications support for special and emergency operations at USMA.

    e.  Provides administrative telephone support for USMA tenant activities.
    f.  Provides all DOIM logistical functions.

    g.  Provides all document services functionality to include reprographics and publication management, records management and mail and distribution management.

    h.  Provides all electronic equipment and radio maintenance and repair.

    i.  Requisitions, receives, issues, and accounts for supplies and equipment for the directorate.

    j.  Reports, stores, and disposes of excess IMA equipment for the directorate.

    k.  Manages the ADP paper products warehouse, to include the requisitioning, receipt, issue, and inventory of all stock funded and nonstock funded items.

    l.  Supervises the administration of all DOIM ADP related contracts.

25-8.1.  Telecommunications Branch
   To oversee the installation, operation, and maintenance of the official phone system, and maintenance and installation of pathways for alarms, telemetry, and other systems requiring transmission over twisted pair copper and fiber-optic telecommunications cables.
    a.  Develops, coordinates, operates, and maintains integrated voice communications systems in support of West Point, to include providing the Contracting Officer Representative (COR) and quality assurance evaluator for the Administrative Telephone Service contract.

    b.  Provides communications support for host installation emergency operations to include OPORDS and OPLANS for signal content.

    c.  Operates installation and maintenance facilities for post intercom systems, answering devices, digital conferencing bridge and the post recorder-announcer system.

    d.  Develops and compiles mid and long-range telecommunications requirements and provides technical assistance and advice in the design, procurement, and use of communications-electronics equipment.

    e.  Assists with frequency management at West Point.

    f.  Responsible for USMA Intuity Audix Voicemail and Emergency 911 Systems.

    g.  Designs, engineers and supervises Information Technology (IT) project upgrades to the telecommunications switch, cable plant and pathway infrastructure.

    h.  Administrators for the Personal Number Identification (PIN) system to track accountability of all long distance telephone calls and performs all subscriber billing functions.

    i.  Administrators for the DOIM cellular phone bank. Authorizes and tracks cellular phone usage for USMA activities in support of special events, functions and emergency telecommunications requests.

    j.  Provide operations support as the DOIM representative for the USMA “Dig-Safe” program.

    k.  Responsible for ordering and tracking all long haul and local commercial voice telecommunications service requests through the Defense Information Systems Agency, AT&T, MCI, Bell Atlantic and Frontier Communications.

    l.  Responsible for installation and operation of Integrated Systems Digital Network (ISDN) circuits to support Video Teleconferencing (VTC) capabilities.

    m. Provides and maintains the fiber-optic cable backbone that provides telecommunications capabilities to USCC and the Corp of Cadets for the Cadet Telephone System.

    n.  Provides all telecommunications support Cadet Basic and Cadet Field training, Camps Buckner and Natural Bridge and all remote training areas and ranges.

    o. Coordinates all telecommunications system and cable restoration in the event of natural and or manmade disasters leading to major telecommunications outages or other service disruptions.

25-8.2.  Electronic Maintenance Branch

   To provide USMA-wide maintenance and repair support for communications equipment, radio equipment (commercial and tactical), public address sound systems, and audiovisual equipment.
    a.  Provides direct support maintenance for military and commercial electronic equipment (exclusive of telephone and computer equipment, and certain medical-electronic equipment).

    b.  Supervises communication-electronic maintenance support services.

    c.  Provides direct support maintenance for installation communication-electronic equipment, including single channel radio, paging, and VI systems.  Also provides direct support maintenance for the CCTV distribution systems.

    d.  Provides frequency management for all operating frequencies and regulations.

    e.  Provides surveillance system technical support and maintenance.


    f.  Provide support for USCC/DMI Cadet Basic Training radio communications and operation sites as

well as installation of all tactical vehicle equipment.

25-8.3.  Document Services Branch 

   Provides official mail and distribution, records management, and printing and publications services to the USMA.  Includes management oversight for all blank forms, USMA printing requirements with the Defense Automated Printing Service, USMA photocopier contract, and the Freedom of Information and Privacy Act programs for the command.  Oversees the USMA Records Management Program.  Administers the USMA official mail and distribution (correspondence) programs, to include management of office symbols, twice-daily delivery of correspondence, and liaison service to the US Postal Service.
    a.  USMA focal point for image processing/document management initiatives, to include systems administration of related automated systems.

    b.  Provides services for USMA printing (liaison), official mail control, records management, Privacy Act/Freedom of Information Act, and publications/forms control.

    c.  Provides the USMA with policy formulation, operational planning, resource programming, and program execution in the records management and publications and printing functional areas.

    d.  Manages the classified and unclassified records storage area, USMA reference library, and the publications and forms stockroom.

    e.  Manages all elements of the Life Cycle Records Management Program.

    f.  Receives, stores, distributes, and destroys classified record traffic.

    g.  Provides training, surveys, and assistance to USMA in the Records Management and Printing and Publications disciplines of the Information Mission Area.
    h.  Develops command printing, publications, Freedom of Information/Privacy Act policies.

    i.  Operates the publication and blank forms warehouse to provide services for the USMA to include requisitioning, storing and distributing DA and local publications and forms.

    j.  Exercises USMA staff responsibility for printing, and serves as USMA liaison with the Defense Printing Service.

    k.  Provides advice to the command in publications and printing matters to improve effective use of IMA resources in fulfilling the USMA mission.

    l.  Conducts training classes and performs survey for USMA activities.

    m.  Manages the USMA copier contract and performs COR duties and responsibilities.

    n.  Manages the publications and forms program for USMA, including editing and review of all locally produced publications and forms, and the USMA Staff Directory.

    o.  Operates and maintains the command reference library consisting of all DA and local publications and directories.

    p.  Manages and operates the USMA Freedom of Information Act/Privacy Act programs to include reporting and charges to the public.

    q.  Manages and operates the DA Electronic Forms Initiative to include incorporating USMA local forms into the program.

    r.  Applies MARKS techniques to USMA files and files disposition, and serves as the focal point for records management matters at USMA.

    s.  Surveys and appraises installation records management, and prescribes necessary corrective action.

    t.  Develops an installation program for training in records management IMA and conducts the training.

    u.  Manages USMA files and micrographic equipment.

    v.  Operates and maintains USMA permanent active Records Holding Area; processes records prior to transfer to the USMA Archives.

    w.  Provides shredding service to all activities at USMA.

    x.  Operates an optical imaging system in support of temporary record holding at USMA.

    y.  Provides advice to the command in records management matters to improve effective use of files, disposition of files, and file space utilization.

    z.  Reviews, analyzes and approves all USMA file plans.

    aa.  Manages the mail and correspondence programs, including office symbols.

    bb.  Maintains distribution formulas for and makes initial distribution of higher headquarters directories and correspondence.

    cc.  Operates the USMA mail and distribution center and messenger service.  Provides external/internal messenger runs to staff elements and tenant organizations.

    dd.  Processes, distributes, and safeguards all classified incoming and outgoing documents and material for USMA.  Ensures the physical security of the classified records area.

    ee.  Provides self help shredding to the Central Post area.

    ff.  Provides official mail services postage under the Army Pay-as-you-go Program to all USMA activities and tenants to include metering mail, fund accountability, and reporting.

    gg.  Provides system administration for the Army Mass Mailing System.

    hh.  Provides USMA with liaison service to the U.S. Postal Service.

    ii.  Provides advice to activities and major activity directors in mail matters to improve effective use of mail monies in fulfilling the USMA mission.

    jj.  Functions as the primary command focal point for mail and distribution matters.
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26-1.  Mission
To contribute to the achievement of the USMA physical program goals by providing cadets the opportunity to compete at their highest level of ability in an array of competitive intercollegiate

athletic teams that emphasize growth in leadership and character.

26-2.  Functions
    a.  Represents USMA in intercollegiate athletics.

    b.  Directs activities of the DIA with policies recommended by the Athletic Committee and approved by the Superintendent, and programs all activities related to intercollegiate athletics.

    c.  Trains and coaches cadet teams to represent USMA in intercollegiate athletic competition.  Recommends to the Superintendent, with the advice of the Athletic Committee, the hiring and dismissal of athletic coaches.  Selects and instructs the officer representatives of all sports.

    d.  Assists the Directorate of Admissions (DAD) in the search for qualified and talented young men and women of high officer potential.

    e.  Schedules all games and executes all business obligations associated with the games, e.g., ticket sales, team travel arrangements, and contractual agreements with universities, colleges, and/or organizations and businesses.

    f.  Plans, coordinates, and supervises football pre-game and half-time activities.

    g.  Operates designated athletic facilities and fields at USMA and maintains and coordinates maintenance of these facilities and fields.

    h.  Submits to the Superintendent, with the advice of the Athletic Committee, an annual budget to support all intercollegiate athletic activities.

    i.  Submits detailed quarterly financial statements concerning receipts and expenditures to the Athletic Committee, and refers audit and inspection reports of local and external agencies for the Athletic Committee's review.

    j.  Exercises operational control of the PAO Sports Information Branch.

    k.  Assists in furthering intramural sports, club sports, and physical education instruction.

    l.  Emphasizes National Collegiate Athletic Association (NCAA) compliance by imbuing the compliance coordinator with sufficient authority; acts decisively in the face of violations; evaluates 

employees from the standpoint of compliance.

26-3.  Associate Athletic Director, Internal Operations Division
    a.  Monitors and coordinates military personnel management and administrative actions including the selection, assignment, and relief of officer.

    b.  Monitors and coordinates civilian personnel management (AF, NAF) and administrative actions including civilian incentive awards.

    c.  Responsible for the preparation and tracking of all correspondence, publications, documents and taskings from the Academy Staff to the directorate.

    d.  Monitors telephone control, and EEO/affirmative action; verifies temporary duty orders, requests for orders, and duty appointments.

    e.  Maintains the appropriate publications, regulations, and forms required by the DIA.

    f.  Performs mail functions and coordinates the reproduction services within the DIA.  Provides limited typing support to the offices as required.

    g.  Interprets and implements the terms of football game contracts.

    h.  Develops and implements policies and directives for the improvement of financial management procedures throughout DIA and develops special analyses and projects.

    i.  Ensures compliance with applicable financial and procurement regulations, laws, and policies, and serves as DIA point of contact for all audits and financial inspections.

    j.  Monitors procurement actions for AF/NAF and monitors property accountability of all NAF equipment.

    k.  Oversees DIA self-service supply and credit card accounts.

    l.  Manages the operations of the West Point Visitors’ Center and the AAA Gift Shop.

26-4.  Associate Athletic Director, External Operations Division

    a.  Develops and recommends to the DIA the annual ticket policy and ticket price structure for intercollegiate athletic contests.

    b.  Monitors the development of pre-game, half-time, and post game activities for intercollegiate athletic events.

    c.  Develops seating plans for all athletic facilities.

    d.  Nurtures the development of cooperative sponsors to assist the AAA in reaching audiences to support intercollegiate athletics.
    e.  Directs the activities of the Army “A” Club Program and the solicitation of new members whose contributions help support intercollegiate athletics.

26-5.  Associate Athletic Director, Team Operations Division

    a.  Establishes a scheduling rapport with other institutions through verbal or written communication.  Ensures that scheduled events with other institutions are coordinated with USMA coaches to preclude competition conflicts.

    b.  Prepares and coordinates all opponent contracts and maintains contract status except for football.

    c.  Maintains a record of the schedules of each intercollegiate team and ensures that there are no team conflicts.

    d.  Prepares seasonal schedules of all intercollegiate events for publication.

    e.  Establishes, with the Business Manager, the athletic budget for all sports relevant to team lodging and meals, transportation, officials, and guarantees.

    f.  Arranges with the Eastern Collegiate Athletic Conference, and with other official organizations, for game officials for all athletic contests at USMA.

    g.  Makes all arrangements with the US Naval Academy for special functions relating to Army-Navy contests.

    h.  Makes arrangements for visits to the Royal Military College (RMC) in coordination with USCC and DOPS.

    i.  Arranges all necessary services for home and away competition including itineraries, travel and temporary duty orders, transportation, meals, lodging, and monitors and/or audits the expenditures.

Handles all visiting team requests. Oversees the Performance Individual Advance Development (PIAD) Strength Development Program.

    k. Oversees the Athletic Intern Program.   

    l.  Maintains the Corps Squad Roster through the cadet database and provides weekly updates and distribution.

    m. Processes papers necessary for the presentation of athletic awards and for physical education grades for Corps squad athletics.

    n.  Revises and publishes USMA Regulation 28-12, Intercollegiate Athletics annually.  Oversees compliance to regulations by coaches, officer representatives, and cadet team members.

    o.  In conjunction with the Compliance Office, maintains the official NCAA files and renders guidance, interpretation, and decisions related to NCAA rules.
    p.  Coordinates through USCC Cadet Mess Hall for all Corps squad seating assignments.

    q.  Schedules and prepares agenda for coaches’ meetings; coordinates and counsels Captains’ Council; and coordinates staffing action for special events to include Patriot League Championships.  

    r.  Serves as Secretary of the USMA Athletic Committee and prepares and distributes committee minutes.

26-6.  Assistant Athletic Director, Academics and Compliance Division

    a.  Serves as chief operating office for all matters pertaining to USMA Compliance with NCAA rules.  Specific responsibilities are detailed in USMA Compliance Handbook.

    b.  Acts as primary coordinator between Office of the Dean (Registrar) and DIA for cadet athletic academic support.

26-7.  Associate Athletic Director, Facilities Division

    a.  Determines/documents facility and major equipment requirements to support intercollegiate athletic operations in the Athletic Facility Master Plan.

    b.  Assesses the condition of existing physical plant/athletic venues.

    c.  Programs construction/major maintenance projects/capital purchase requirements contained in the Master Plan through appropriated non-appropriated, and gift funding sources, as appropriate.

    d.  Coordinates departmental guidance and input to project design teams and oversight of project construction.

    e.  Performs day-to-day maintenance and repair and requests/schedules major maintenance of all DIA buildings and equipment.  Coordinates and monitors facility security.

    f.  Performs maintenance and groundkeeping of all intercollegiate athletic fields.

    g.  Coordinates the scheduling of all DIA facilities/fields with Internal Operations Division, prepares the venue, and supports event execution.

    h.  Performs all functions described above (except field maintenance) for management of automation hardware/software, data/video/voice communications, and office equipment support.

    i.  Schedules, dispatches and coordinates maintenance of GSA vehicles in compliance with department policy GSA and NCAA regulations.

    j.  Orders, stores, issues, and accounts for athletic equipment for Corps Squad teams.  Prepares equipment for all practices and competitions.  Coordinates replacement, reconditioning, and repair, as required.

26-8.  Associate Athletic Director, Olympic Sports Division

    a.  Supervises and evaluate 18 Olympic Sport Programs.

    b.  Advocates on behalf of individual teams in areas of facilities, equipment, operational support, scheduling, NCAA and Conference issues and budgetary issues.

26-9.  Associate Athletic Director, Recruiting and Admissions Division
    a.  Coordinates the athletic recruiting and admissions functions in order to place at USMA as many qualified and talented candidates as possible.

    b.  Maintains master file of all student-athletes recruited by DIA for admission.

    c.  Maintains liaison with those elements of the federal government involved in the admissions process and ensures compliance with the legal and regulatory environment which governs this process.

    d.  Develops liaison activities between the DIA and the DAD and counsels coaches in the USMA admissions procedures.

    e.  Serves as focal point for the DIA liaison with the Admissions Field Force, USMA graduates, and other volunteers in the student-athlete recruiting process.

    f.  Monitors the relationship between the academic counseling function and the Office of the Dean. 
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27-1.  Mission
To provide a broad collegiate education in the humanities and sciences leading to a Bachelor of Science degree.  To foster in each cadet, in the prescribed subject areas, not only the acquisition of knowledge, but also the development of higher intellectual skills which allow for analysis, problem-solving, and decision-making on major issues confronting society, the nation, and the profession of arms.  To develop in each cadet creativity and intellectual curiosity, which will ensure continued intellectual growth.  In the sciences, to teach each cadet qualitative and quantitative methods and the engineering thought process necessary to allocate resources, manage the development of technology-based systems, and achieve innovative solutions to complex problems. In the humanities, to help each cadet in gaining multicultural perspective, becoming historically minded, understanding human beings, and developing the ability to think clearly and communicate effectively, especially in writing.  To heighten each cadet's moral awareness through study of the bases for and complexities of life.  To instill in each cadet a commitment to progressive and continued education.

27-2.  Functions
    a.  Coordinates and supervises education and training activities of the academic departments, including selection, assignment, and relief of faculty members; monitors long-term civil schooling; plans and implements short-term civil schooling; and approves cadet educational trips and faculty trips.

    b.  Coordinates and supervises the procurement and use of educational facilities, including requirements and priorities for new construction; establishes priorities for procuring supplies and equipment; and reviews departmental and library budgets.

    c.  Coordinates military and civilian manpower requirements of the academic departments and the USMA Library and recommends adjustments of allocations, as appropriate, within the overall USMA manpower program.  Allocates available manpower resources to academic departments, as appropriate.

    d.  Approves departmental nominations for faculty appointment to assistant or associate professor.

    e.  Enrolls cadets in courses; prepares class attendance schedules; assigns section rooms, common-use rooms, and auditoriums; advises cadets on academic programs, course validation, and elective courses; approves class schedules and programs of academic instruction; verifies academic performance of cadets; and maintains the academic record system.

    f.  Prepares plans, studies, and reports on the academic program, curriculum, and organization.  Reviews, revises, publishes, and enters on the computer database the Academic Program (Redbook).

    g.  Provides computer programming support to the academic departments, to include ADP consultation, specialized instruction, and technical assistance to cadets and faculty; maintains the necessary MIS to support curriculum development, grade-keeping, facility allocation, and faculty management programs; conducts experimentation and research as appropriate to implement these responsibilities.

    h.  Supervises the sabbatical leave program for faculty members whose sabbatical leaves have been approved by the Dean and the Superintendent.

    i.  Coordinates and exercises supervision over activities of the USMA Library.

    j.  Advises the Superintendent on academic matters and on questions of general policy.  Represents the Superintendent at meetings of educational associations and professional societies; provides faculty representation at meetings of the NCAA, the College Football Association, the Metro-Atlantic Athletic Conference, and the Patriot League.

    k.  Monitors educational extracurricular activities.

    l.  Cooperates with and assists the Commandant in cadet leadership development by:

     (1) Assuring that the academic faculty exemplifies and reinforces leadership techniques in the classroom and during its other contacts with cadets.

     (2) Making available selected members of the academic faculty to assist in cadet summer training and the intersession periods, consistent with fulfillment of their departmental responsibilities.

     (3) Assuring, through the Department of Behavioral Sciences and Leadership, that cadets receive sound academic preparation in the sciences of human behavior pursuant to the development of an enlightened capacity to lead.

    m.  Coordinates academic affairs, to include institutional and program accreditation, cadet textbook issue, the Invitational Academic Workshop, the input to the DAD for the USMA Catalog and admissible candidate mailings, the Sol Feinstone Lecture, and routine actions dealing with external educational agencies and other institutions of higher education.

    n.  Assures the continued professional development of the faculty.

27-3.  Vice Dean for Administration
   To manage the academic, personnel, and fiscal support functions and operations for the Dean of the Academic Board.  To supervise the activities of the Operations & Registrar Division, Operations Division, Plans & Resources Division and the Academic Research Division.

    a.  Performs academic operations that include development of the USMA Academic Calendar, major components of the Dean’s Policy and Operating Memoranda, academic registration and scheduling, academic counseling, cadet records and transcripts, academic absences, and the scheduling of academic facilities.

    b.  Processes personnel actions within the Office of the Dean for both civilian and military, to include hiring, overtime, awards, and curtailments for civilians; accessions, curtailments, deferments, schooling, extensions, and resignations for military members; and appointments and promotions for all.  Manages personnel authorizations for both military and civilian members in the Office of the Dean.

    c.  Manages financial matters, budgeting, and accounting for the Office of the Dean, to include the budget planning cycle, operating funds, gift and grant moneys, endowed chairs, travel, and civil schooling.  Represents the Dean on the Senior Resource Management Advisory Council.

    d.  Coordinates academic facilities and physical plant maintenance within the area of the Dean’s responsibility with USMA support agencies.  Manages housing actions and serves as housing policy coordinator.  Responsible for property and supply actions in the Office of the Dean.

    e.  Coordinates USMA’s research programs, including USMA’s Centers of Excellence, and assumes responsibilities as the Dean’s staff officer for establishing policies and procedures for research grants, acceptance and administration of research grants, institutional research liaison, and support of cadet summer academic programs.
27-3.1. Assistant Dean for Operations 

  The Assistant Dean for Operations (ADO) reports to the Vice Dean for Administration and is responsible for the development, staffing, refinement, and release of O/Dean Dean’s Policy and Operating Memoranda (DPOM).  Determines disposition of staff actions addressed to the Dean from various internal and external sources.  Receives, reviews, and assigns responsibility for the preparation of responses.  Researches and provides answers on operations related questions from the O/Dean staff, USMA agencies and activities on current and future activities, plans, and operations.  Reviews and recommends action on requests for academic exceptions or excuse, requests for noon-time seminars, requests for special absences from class for educational trips, CPRC special trips, special passes, and DCA club trips.  Processes Operational Orders (OPORDS) and Operations Plans (OPLANS) from USMA staff agencies for coordination and execution.  Enforces the Academy Schedule Rules including monitoring academic extracurricular activities that affect cadets and Academy wide operations to protect the academic schedule.  Tasks the academic departments to plan and conduct events, activities and visits.  Assists in the coordination for the Dean of all staff meetings and electronic dissemination of information as appropriate.
    a.  Serves as staff action manager for the Office of the Dean by assigning the responsibility for, and monitoring the preparation and staffing of, correspondence and other official publications and documents.

    b.  Maintains Office of the Dean suspense log and files.

    c.  Serves as staff action officer for the Office of the Dean, preparing correspondence, policy, and operating memorandums and reports.  Conducts required research.

    d.  Serves as protocol officer for the Office of the Dean, arranging ceremonies, social functions, and visits; arranging/coordinating accommodations, administrative support, escorts, and facilities; coordinating/preparing itineraries; distributing tickets; preparing invitations; preparing seating diagrams; and completing follow-up actions.

    e.  Provides administrative staff services, to include budget input, civilian time card validation, and property-book hand receipts for the office and the Dean’s front office.

    f.  Maintains stocks of office forms and supplies for the Office of the Dean’s front office and the divisions.

    g.  Receives and distributes mail.

    h.  Establishes and manages Office of the Dean duty rosters.  Prepares the USMA Staff Duty Officer Roster.

    i.  Monitors committee membership for the Dean, coordinating and preparing necessary orders.  Serves on committees at the Dean’s request.

    j.  Serves as the principal POC for the Office of the Dean activities for all fund drives and blood donor campaigns.

    k.  Serves as Parking Coordinator and Classified Security Manager for the Office of the Dean.

    l.  Schedules academic events; solicits, coordinates, and manages all Office of the Dean entries on the USMA Master Schedule.

    m.  Conducts work necessary to staff Annual calendar, Term Master Schedules and Biweekly calendars.

    n.  Coordinates, schedules, and monitors for the Dean the schedule of evening lectures sponsored by the academic departments, West Point Distinguished Lecture Series and USMA.

    o.  Approves special passes, educational and extracurricular trips and other cadet absences from academic requirements.

    p.  Implements current policies on special leaves, educational and extracurricular trips, and other absences of cadets involving academic time.  Serves as the Dean’s representative on the Academy Schedule Committee and Information Management Steering Committee.

    q.  Conducts studies and prepares staff actions on current cadet-related academic matters.  

r.  Prepares the Office of the Dean’s response to all USMA OPORDs and OPLANs.

    s.  Maintains an Office of the Dean library of regulations and policies.

    t.  Acts as a liaison officer with USCC for Military Intersession.

27-4.  Operations and Registrar Division 

  The Operations and Registrar Division provides administrative, records, counseling, academic scheduling, registration, and academic support services to cadets, Academic Departments, and USMA.  The Division also

administers special cadet programs, implements current policies involving the cadet’s academic time, and monitors academic progress for the Academic Board.
    a.  Provides services to cadets, Academic Departments and USMA.

    b.  Develops and implements the academic counseling program.  Advises, assists, and enrolls cadets. Maintains status of each cadet’s progress in satisfying academic requirements for graduation.

    c.  Schedules academic time, solicits, coordinates, and manages all Office of the Dean entries on the USMA Master Schedule.

    d.  Coordinates, schedules, and monitors for the Dean the schedule of evening lectures sponsored by academic departments.

    e.  Administers special cadet programs, such as scholarships, medical school, distinguished cadet, service academy exchange, and other selected programs.

    f.  Implements current policies on special leaves, educational and extracurricular trips, and other absences of cadets involving academic time.

    g.  Develops and coordinates the ADP requirements to support the USMA academic and record-keeping programs.

    h.  Conducts studies and prepares staff actions on current cadet-related academic matters. 

    i.  Maintains and secures academic records of cadets currently enrolled at USMA and the permanent records of graduates and ex-cadets.

    j.  Schedules the use of all academic facilities throughout the year.

    k.  Coordinates and prepares letters of evaluation for former cadets based on review of records.

    l.  Replies to specific requests for information on matters pertaining to academic records kept by USMA.

27-4.1. Associate Dean for Operations and Registrar

    a.  Administers cadet participation in the academic program, and serves as Registrar, USMA.

    b.  As secretary to the class committees, ensures committee actions are coordinated.  Prepares accurate records to support Academic Board deliberations concerning cadets who are deficient at term-end.

    c.  Serves as the Dean’s representative on the Academy Schedule Committee and Information Management Steering Committee.

    d.  Serves as Dean’s liaison with the Director of Intercollegiate Athletics on student-athletic issues.  Verifies continuing eligibility of athletes each year.  Evaluates ex-cadet requests for certification of transfer eligibility.

27-4.2. Assistant Dean for Registrar Services

    a.  Using the academic automated systems accomplishes sectioning/re-sectioning, grade-keeping/grade-reporting, and term-end processing/examination scheduling.

    b.  Develops term-end examination and term-end processing schedules.

    c.  Provides the Dean's cadet military development POC and Dean's athletic POC.  Supervises the Cadet Academic Monitoring System (CAMS) and provides data to departmental CAMS monitors.

    d.  Supervises the academic awards programs.

    e.  Maintains the Dean's portion of the Cadet Information Data Base and all supporting software programs.

    f.  Enrolls cadets into appropriate courses.

    g.  Provides the summer-term academic program administrator.

    h.  Advises cadets on their academic programs.

    i.  Schedules cadets into appropriate periods; schedules major examinations in the Dean's hour on Saturday and during the week.  Maintains the scheduling database and supporting programs.

    j.  Monitors the under-loading/overloading program.

    k.  Supervises the assignment of classrooms for class and term-end examinations.

27-4.3. Assistant Dean for Academic Counseling
    a.  Advises cadets on their academic programs.

    b.  Maintains academic program files.

    c.  Administers the Scholarship and Medical School Programs for graduating cadets, the Academy Exchange Program, and the Summer Medical Internship Program at Walter Reed Army Medical Center.

    d.  Monitors the performance of company academic counselors and departmental counselors.

    e.  Administers the company academic counseling program.

27-5.  Plans and Resources Division 

   To provide staff support to the Dean of the Academic Board and the Vice Deans to enable the thirteen academic departments, the centers of excellence, and the Dean’s staff divisions to execute their missions in the areas of personnel management, financial resources, and facilities.

    a.  Prepares actions, plans, studies, reports, and recommendations on the fiscal, personnel, and physical resources for the Office of the Dean.

    b.  Coordinates the selection, assignment, and relief of the senior military faculty.

    c.  Recommends the distribution of available academic personnel spaces among departments and activities.

    d.  Recruits, manages, and monitors civilian personnel support of the academic program, to include the visiting professor program.

    e.  Develops and manages the budget for the Office of the Dean.

    f.  Administers the financial PPBES process for the academic program, its departments, activities, and Centers of Excellence; administers the funding of the Guest Lecture Program, Visiting Professor Program, Cadet Academic Individual Advanced Development Program, and Laboratory Equipment Replacement program.

    g.  Manages the gift funds made available to the Dean’s activities from the MA/CC Gift Fund.

    h.  Administers the life-cycle management of academic facilities and equipment, to include planning and programming new facilities in coordination with the USMA Engineer as well as the design, construction, maintenance, space utilization, and repair of academic facilities.

    i.  Prepares correspondence, articles, speeches, and positions on resource actions as directed by the Dean.

    j.  Exercises the Dean’s authority to issue and authenticate travel orders for the Superintendent.

    k.  Provides the Dean’s representative to committees and the Dean’s POC for projects, as required.

    l.  Maintains the Dean’s historical record copies of significant documents and library of graphic aids for briefings.

    m.  Writes, coordinates, and submits, for approval requests for changes to Regulations for the USMA pertaining to resource matters.

    n.  Plans and implements the Academic Individual Advanced Development program.
27-6.  Academic Research Division 

   To stimulate and facilitate the performance of scholarship and research activities by members of the USMA faculty.  The broad responsibilities of the ARD are to coordinate the USMA research programs of the academic departments and the centers of excellence; to assist in the research funding process; to serve as the focal point for research at USMA and as the liaison to external research agencies; to recommend procedures and policy for conducting academic research at USMA.

    a.  Collects faculty research proposals for funding from internal sources.

    b.  Convenes Research Advisory Committee to recommend internal research funding allocations.

    c.  Administers internal research grants.

    d.  Assists with locating external research funding sources.

    e.  Assists with developing research grant proposals for external funding.

    f.  Authorizes submission of research grant proposals.

    g.  Coordinates with SJA and DAA on performance of externally sponsored research and acceptance of external research grants.

    h.  Establishes reimbursable accounts for non-federal research grants with DAA.

    i.  Administers external research grants.

    j.  Processes MIPRs from DoD agencies for USMA research activities.

    k.  Coordinates with AMC headquarters and agencies to implement the AMC AIAD cadet Summer Research Program.

    l.  Coordinates with the NRC and ARL on the Davies Fellows Postdoctoral Program.

    m. Administers High Performance Computing accounts.

    n.  Prepares annual faculty research and publications report and research funding reports.   
27-7. Vice Dean for Education 

   To coordinate all systems of the academic program, including curriculum, assessment, faculty development and teaching, information and educational technology, and academic support.  To establish programs, policies, and procedures that ensures achievement of academic program goals and objectives.   To oversee USMA accreditation with the Middle States Association of Colleges and Schools, the Accrediting Board of Engineering and Technology, and the Computer Science Accrediting Board.  To provide administrative support to the Academic Board.

    a.  Supervises curriculum development.

    b.  Implements the academic assessment system.

    c.  Supervises student support programs.

    d.  Supervises faculty development programs.

    e.  Oversees USMA accreditation with MSA, ABET, and CSAB for the Dean.

    f.  Oversees the continued development of the USMA Library in support of the academic program.

    g.  Advises the Dean on all matters pertaining to the academic program.  Represents the Dean in his absence.

    h.  Provides administrative support for the Academic Board, to include scheduling, agenda setting, and record keeping.

    i.  Coordinates for administrative, operational, and resource support to the academic program.

    j.  Oversees and coordinates the activities of the Academic Affairs Division, the Information and Educational Technology Division, the Center for Teaching Excellence, the Center for Enhanced Performance, and the USMA Library.

27-8.  Information and Educational Technology Division 

   To provide high quality information and educational technology support to cadets, faculty, and staff engaged in the academic program.  To advise the Dean of the Academic Board in articulating vision and creating, planning and executing technology programs that enhance cadet learning according to academic program goals.  To provide a technology-rich environment for teaching and learning so that graduates and faculty are both capable and comfortable in applying the best of current technology in their daily work. To plan and execute programs that improves effectiveness and efficiency of faculty and staff members through technology.  To provide direct staff support to Departments in all the above regards.  To manage the Dean’s automation budgets and acquisition of key technology including cadet computers as an agent for each incoming class.  To provide technical support for computers and other forms of automation to each cadet, faculty, and staff member engaged in the academic program.   To operate portions of USMA’s technology infrastructure that are key to the academic program.

    a.  Serves as the center of expertise for the Dean of the Academic Board on information and educational technology. Advises the Dean on computing and other technology matters.

    b.  Designs, writes, staffs, and implements plans, programs, policies regarding technology in the academic program.  Publishes in speech and text.

    c.  Assesses the effectiveness of automation support and technology application in the curriculum and for administrative support within the academic program; formulates and executes reform.

    d.  Manages the Dean’s automation budgets for operations and maintenance and major infrastructure investments.

    e.  Represents the Dean at the working level of the USMA Information Management Steering Committee and is the Dean’s staff contact with the Faculty Council for technology matters.

    f.  Plans and manages major hardware and software acquisitions for the Dean and departments including software/hardware standards and lifecycle replacement of faculty and staff desktop computers, lab computers, and server infrastructure.  Manages standing licenses for software.

    g.  Manages acquisition and contractor support of cadet computers.

    h.  Plans, coordinates, and executes each year the configuration of new cadet computers on the USMA network and the removal of computers of the graduated class.

    i.  Monitors the “computer thread” of training for cadets on software employed throughout the core academic program.

    j.  Serves as the Dean’s public affairs office for computing matters in the academic program, especially in dispensing information to cadet parents.

    k.  Assesses new technology, as it appears to find its proper role in the academic program.  

    l.  Designs, develops, and integrates new technology systems, subsystems, and procedures to meet operational requirements.  Transfers these to the Director of Information Management for operations and maintenance as appropriate.

    m.  Operates key technology infrastructure components in direct support of the academic program including mail, network protocol, internet, file, and print servers.

    n.  Operates computer laboratory facilities for cadet, faculty, and staff use.

    o.  Provides “help desk” and “house call” technical support to all USMA cadets, exchange cadets, faculty, and staff members for installing, maintaining, and repairing software and hardware.

    p.  Coordinates and conducts basic computer skills training for cadets and at the request of faculty and staff members.

    q.  Conducts security, counter-virus, and other information warfare defensive programs within the Dean’s purview.

    r.  Intensively monitors, advises, and assists as necessary the Director of Information Management in support of the USMA Network for academic purposes.

    s.  Coordinates all other automation support by the Director of Information Management.

27-9.  Academic Affairs Division 

   To provide direction, coordination and support to the Dean, through the Vice-Dean for Education, on policies and actions relating to the development, assessment, accreditation, and administration of the academic program.

    a.  Directs the curricular change process; reviews, revises, compiles, and publishes the Academic Program (Redbook) in both printed and automated versions.

    b.  Directs the academic assessment system; implements and analyzes academic assessment at program and department levels.

    c.  Coordinates accreditation actions at the institutional and program level; coordinates actions dealing with external educational agencies and other institutions of higher education.

    d.  Coordinates administrative academic actions, to include the Sol Feinstone Lecture, department-level cadet academic awards, and national honor societies; directs the publication of Documentation of Written Work; conducts the Academic Convocation; exercises oversight of and provides input to all USMA publications that contain information about the academic program; and maintains the historical record of the academic program.

    e.  Prepares plans, studies, reports, and recommendations on the academic program, the curriculum, academic organizations, and academic assessment.

27-10.  USMA Library 

   To support the primary educational mission of the U.S. Military Academy by providing progressive and responsive information service, collections, and personnel, which meet the study and research needs of cadets and instructors.

    a.  Acquires, classifies, and catalogs books, serials, and other library material in support of the USMA curriculum.  Plans, reviews, and approves gift development.

    b.  Educates and assists cadets, the academic staff, and other patrons in the use of library services and facilities.  Schedules meetings and academic support services provided by the USMA Library.

    c.  Facilitates the scholarly pursuits of the faculty through book purchases, interlibrary loan services, bibliographic support, and other services.  Coordinates with Faculty Library Committee for input on services and plans.

    d.  Provides library services to include preservation measures for the rare books, maps, and manuscript collections.

    e.  Operates the USMA Archives to conform to the professional and technical standards of the National Archives and Records Administration (NARA).

    f.  Directs selection of books and other library material for the Library and coordinates selections for departmental and activity reference collections.

    g.  Plans and provides Library Computer Systems to facilitate access to and promote use of library resources.

    h.  Develops and maintains a library collection of national importance providing comprehensive coverage of the military art, the American military experience, and West Point.

    i.  Promotes use of the USMA Library through bibliographic instruction, reference assistance, and cooperative regional and national library programs.

    j.  Provides administrative support and guidance to all elements of the USMA Library, including budget, mail control, word-processing services, personnel matters, telephone control, and maintenance of the suspense log.

    k.  Develops and manages resource programs and surveys; maintains and plans improvements to library facilities.

27-10.1.  Special Collections and Archives Division
    a.  Acquires, organizes, arranges, and services official and unofficial historical records, manuscripts, books, and other material within the scope of archives and special collections under the technical standards and policies of the National Archives and Records Administration, Department of the Army, and appropriate professional bodies.  Researches and responds to historical, reference, and research inquiries concerning West Point, the U.S. Military Academy, its graduates, and related historical matters, furnishing photographic or documentary materials when desirable.

    b.  Ensures that holdings are properly accessioned, secured, cataloged, and maintained to ensure maximum preservation, access, and research value for West Point researchers and the public.

    c.  Coordinates with national archives, DOIM Records management staff, and USMA offices to manage collections and provide proper services.

    d.  Enhances collections and resources through work with graduates, donors, and USMA officials.

27-10.2.  Collection Development Division

    a.  Coordinates the collection development program with academic departments and librarians, maintains print and non-print bibliographic finding aids and trade book information, and ensures their availability.

    b.  Identifies monograph, journal, and electronic resource titles for purchase, and initiates acquisition action leading to the inclusion of these items in the collection.

    c.  Plans and manages the budget for the USMA Library.

    d.  Analyzes and updates library budget status and reports regularly to the Librarian, USMA, and to other officials as requested.

    e.  Conducts facility, resource, and services studies and planning with other staff to optimize resources and improve facilities and services as directed.

    f.  Acquires library materials, equipment, and supplies, maintains related library records, and provides periodic reports for librarian and other officials.

    g.  Prepares library materials for binding or conservation, performs minor binding repairs on in-house basis as appropriate, seeks new methods for cost effective preservation of library materials.

    h.  Provides leadership and training in electronic acquisition and access of materials needed to support the curriculum.

    i.  Coordinates with departments and librarians on provision of journal subscriptions and viable alternatives to print materials.

    j.  Classifies catalogs, and processes print and non-print serial titles for public access and use.

27-10.3.  Systems Management Division
    a.  Classifies, catalogs, and processes library materials through cooperative computer systems.

    b.  Develops and maintains the USMA Library's bibliographic database for internal and external computer system use.

    c.  Develops and applies cataloging policies and procedures for the USMA Library, including departmental and other designated activity reference collections.

    d.  Plans and develops automated library systems for technical and public operations and use.

    e.  Operates the in-house computer system providing bibliographic services.

    f.  Coordinates remote-access bibliographic computer system operations for the USMA Library.

    g.  Provides in-house technical support of hardware, software, and networked resources, coordinating with other USMA activities and outside agencies as necessary.

27-10.4.  User Services Division
    a.  Provides access to a wide variety of information resources in all formats, and from external as well as internal sources, to support cadet and faculty study and research.

    b.  Instructs cadets and others in the use of library services and resources; coordinates with academic departments in planning and providing relevant library instruction.

    c.  Plans and supervises services for Government Documents, Book Reserves, Audiovisual collection, Circulation operations, and Interlibrary Loan.

    d.  Maintains book, periodical, and microfilm collections in the open stack areas, assuring their proper arrangement, access, and security; coordinates with Librarian and other staff on facility renovation and requirements.

    e.  Coordinates with faculty on collection development, reference, and instructional support needs.

27-10.5.  Maintenance Unit
    a.  Provides first-echelon maintenance of equipment and furnishings.

    b.  Assures the cleanliness and orderliness of the Library facilities, including Buildings 757, 2107, and Bartlett basement.

    c.  Prepares rooms for regularly scheduled and special events.

    d.  Provides labor support for internal relocations and other tasks as necessary.

    e.  Opens and closes Library building and maintains adequate security.

    f.  Initiates and coordinates work order requests and helps correct safety problems in facility.

27-11.  Center for Enhanced Performance (CEP) - Mission

   To develop the full potential of the United States Military Academy (USMA) Corps of Cadets through: comprehensive performance psychology and academic skills training; provide the means through which cadets learn to improve their academic, physical, and military performance; and create an organizational culture within the center that promotes personal and professional growth for the Academy as a whole. 

    a.  Teaches a unique combination of reading, study, and applied performance psychology skills in both classroom and individual settings.

    b.  Develops in cadets and staff the team building skills that enhance teamwork and cohesion.

    c.  Provides training in the transfer of sport and life skills to leadership in the Army.

    d.  Coordinates, educates, and supports academic and athletic staff and personnel in the theory and application of performance enhancement techniques.

    e.  Coordinates with academic departments, counselors, and USCC on cadet needs and academic skills enrichment programs.

    f. Provides ongoing individual training for cadets needing performance psychology and academic study strategy improvement.

    g. Provides one-time workshops for all cadets covering performance psychology and academic study strategies.

    h.  Provides in-service training for academic instructors.

    i.  Assess Fourth-Class cadets on academic strategies and notifying cadets and tactical officers regarding results.

    j.  Evaluates the progress of cadets in skill improvement and benefits from CEP’s peak performance enhancement reading and study skills instruction.

    k.  Serves as Army-wide resource for expertise in psychological skills training for elite performance.

    l.  Trains, administrates, and coordinates the CEP Company Tutor program.

27-12. Center for Teaching Excellence (CTE) - Mission

   To enhance cadet intellectual development through high quality faculty-development programs.

    a.  Provide programs, resources, and consultation to departments and faculty to improve teaching and learning.

    b.  Serve as a conduit for educational information.

    c.  In collaboration with faculty, conduct educational research and development.

    d.  Coordinate the USMA Standard Course Feedback system.

27-13.  Academic Departments

    a.  General
     (1) Plan, direct, and administer the academic programs and conduct of courses in the subject area(s) assigned to their department.

     (2) Establish and ensure currency of methods of instruction and determine instructional emphasis within each course.

     (3) Plan, conduct, direct, and supervise research by the department into the advances, trends, and issues in the department's subject matter and methods of instruction.

     (4) Conduct, direct, and supervise the preparation, revision, modification, and selection of texts, teaching and training aids, and other instructional material for the courses conducted by the department.

     (5) Determine proficiency of cadets in courses conducted by the department.

     (6) Advise and counsel cadets on the Academic Program.  

     (7) Select military and civilian faculty for their departments.

     (8) Plan, direct, and administer the continued professional development of assigned faculty in teaching and scholarship.  Ensure continued military professional development of the military faculty.

     (9) Supervise the maintenance of a departmental reference library.

     (10) Participate in leader development through cadet evaluation and counseling in support of military training.

     (11) Supervise the conduct of designated extracurricular activities.

     (12) Plan, budget, and direct the use of educational and administrative resources, to include facilities, laboratory equipment, and administrative requirements.

     (13) Advise the Dean and the Academy on academic and governance matters.  Represent the Dean and the Academy at meetings of educational associations and professional societies.

    b.  Instructor Groups
The associate or assistant professor in charge of each instructor group is responsible for, and is delegated the authority to accomplish, the following functions:

     (1) Plans, prepares, coordinates, administers, and conducts assigned courses.

     (2) Reviews new texts and publications pertaining to the courses and prepares texts and supplementary material to amplify, update, or modify texts.

     (3) Plans, prepares, and conducts a training program for instructors in the areas or subject matter pertaining to the assigned courses.

    (4) Reviews and makes recommendations for updating/modifying assigned courses.

    c.  Administrative Support
     (1) Plans, coordinates, and implements the development and procurement of teaching aids, exhibits, and displays.

     (2) Requisitions, procures, accounts for, stores, and maintains supplies and equipment required for the department.

     (3) Arranges for and supervises the typing, printing, and reproduction of texts, manuscripts, and other material required for instructional and administrative operations.

     (4) Maintains a departmental reference room.

     (5) Administers the records management system for the department.

    d.  Laboratory Unit (where assigned):

     (1) Operates, supplies, and maintains departmental laboratories.

     (2) Performs other duties incident to laboratory operation.

    e.  Specific

     (1) Department of Behavioral Sciences and Leadership:  

Mission:  The Department of Behavioral Sciences and Leadership, in support of the Academy and Academic Program Goals, plans, conducts and evaluates courses and integrated programs in psychology, sociology, management, engineering psychology, and leadership; develops and supervises cadet extracurricular activities associated with those disciplines; contributes in and out of the classroom to cadet military, physical, intellectual, and moral-ethical development; develops an integrated civilian and military faculty focused on teaching, academic excellence and cadet development; enhances the potential of the rotating military faculty for higher command and staff positions; provides academic outreach and expertise for Army and DOD oriented research efforts; and conducts organizational leadership research through the USMA Leader Development Research Center (LDRC).  In addition, BS&L administers and conducts the USMA Tactical Officer Education Program (TOEP) serving as liaison with Long Island University to coordinate the academic requirements for their Master of Science in Counseling and Leader Development and consults with and assists the Commandant on matters of leadership development and human relations, as directed by the Dean.

The Department’s Leader Development Research Center (LDRC) conducts programmatic research on Army-wide issues in the areas of organizational leadership and leader development, education, and training. 

a.  Conducts programmatic research focused on Army-wide priorities in organizational leadership and leader development, education, and training.

b.  Implements approved research by coordinating actions of BS&L faculty and cadets.

c.  Contributes to officer development and cadet education by engaging them in research Army-wide issues.

d.  Disseminates results of research projects through technical reports, journal publications, conferences, and other presentations.
     (2) Department of Chemistry:  

Mission:  To develop in cadets: a firm foundation in physical science, investigative techniques, and problem solving skills essential to their understanding and awareness of the relationships between science and society.  Support the cadet education in Chemistry, Chemical Engineering, and Life Sciences.  Maintain an active Army research program in laser technology in the chemistry component of the USMA Photonics Research Center.  Maintain an active research program and collaboration with Department of the Army and National laboratories in the advancement of chemical and biological defense initiatives.  Support the Medical School Selection Program for graduating cadets.  Coordinate the New York State Science Olympiad.

The Department’s Center for Molecular Science integrates teaching and research in all areas of chemistry, chemical engineering and biological sciences in an interdisciplinary approach.

    
a.  Provides a coordinated approach through modeling, simulation and experimentation by assisting cadets and faculty explore, learn and understand complex phenomena on a molecular level.

    
b.  Utilizes application of modeling, simulation and experimentation paradigms that are consistent with current and future computer applications that officers will supervise, implement, interpret and support throughout their Army careers.

    
c.  Coordinates outreach to the Army by supporting and encouraging research collaboration of cadets and faculty with Army research laboratories.

    
d.  Coordinates Department of Chemistry AIAD program by interaction with other DoD agencies.  

    
e.  Coordinates research collaborations with ARL and ARO in cadet and faculty research.

    
f.  Manages computer laboratory assets within the department.

     (3) Department of Civil and Mechanical Engineering:  

Mission:  To provide an undergraduate collegiate education in the fields of civil and mechanical engineering.  To foster in each cadet, in the areas of civil and mechanical, not only the acquisition of knowledge, but also the development of higher intellectual skills which allow for analysis, problem solving, and decision making.  To develop within each cadet creativity and intellectual curiosity, which will ensure continued intellectual growth.  To teach each cadet qualitative and quantitative methods and the engineering thought process necessary to allocate resources, manage the development of technology-based systems and achieve innovative solutions to complex problems.  To heighten each cadet’s moral awareness through study of the bases for and complexities of life.  To instill in each cadet a commitment to progressive and continued education.  Supervises cadet participation in, and officer preparation for, Engineer-in-Training and Professional Engineer Exams.  Maintains an active Army research program in Mechanical Engineering Research Center and, in conjunction with the Department of Geography and Environmental Engineering, an active Army research program in the Centers for Civil Engineering and 

Mechanical Engineering.

The Department’s Civil Engineering Research Center (CERC)  coordinates the external scholarship and outreach activities of civil engineering faculty and cadets in areas related to teaching and learning in civil engineering education. 

    
a. Assists in the coordination of new initiatives in scholarship and outreach within the civil engineering program.

    
b. Pursues scholarship and outreach opportunities with external agencies, primarily through presentation of the resources and capabilities of the civil engineering program.

    
c. Serves as the administrator for the scholarship and outreach activities of the civil engineering program.

    
d. Maintains records of scholarship and outreach activities in the civil engineering program.

    
e. Publicizes the accomplishments of the civil engineering program in scholarship and outreach.

The Department’s Mechanical Engineering Research Center (MERC) coordinates the external scholarship and outreach activities of mechanical engineering faculty and cadets in areas related to teaching and learning in mechanical engineering education. 

    
a.  Assists in the coordination of new initiatives in scholarship and outreach within the mechanical engineering program.

    
b.  Pursues scholarship and outreach opportunities with external agencies, primarily through presentation of the resources and capabilities of the mechanical engineering program.

    
c.  Serves as the administrator for the scholarship and outreach activities of the mechanical engineering program.

    
d.  Maintains records of scholarship and outreach activities in the mechanical engineering program.

Publicizes the accomplishments of the mechanical engineering program in scholarship and outreach.

     (4) Department of Electrical Engineering and Computer Science:  

Mission:  To educate cadets to be Army officers who understand, develop, and exploit current and future technologies.  Programs are designed to support the Dean’s academic program goals by developing leaders who can master and respond to emerging technologies and subsequently employ them in innovative ways. The department provides cadets a solid foundation in the electrical engineering, computer science and information systems disciplines. The Department of Electrical Engineering and Computer Sciences teaches a core course in computing to all cadets, offers core-engineering sequences in electrical engineering and computer science, and provides majors and fields of study in Electrical Engineering, Computer Science and Information Systems Engineering. The faculty-directed research programs through centers of excellence in photonics and information technology/operations.  The department enhances the intellectual development of faculty and cadets and provides critical outreach to the Army.

The Department’s Information Technology and Operations Center (ITOC) provides education, conduct research, and assist external and internal agencies in conducting research in acquiring, using, managing, and protecting information for the Army.  The goal of the ITOC is to become the Army’s premier center of influence for Information Operations.  Information Operations is defined as “Actions taken to affect adversary information and information systems while defending one’s own information and information systems.” 

    
a.  Apply the principles of electrical engineering and computer sciences to address challenges in information technologies and operations.

    
b.  Provide a resource for Academy outreach efforts to advise DoD agencies on the application of information technology operations.

    
c.  Conduct basic and applied research in the various aspects of information technology and operations.

    
d.  Provide avenue and support for faculty research in information technology and operations.

    
e.  Coordinate investigative efforts in applying information technology to education.

    
f.  Maintain strong ties to the Army and academic artificial intelligence communities.

    
g.  Participate in the analysis of army requirements for artificial intelligence applications to include the evaluation, development, adoption and exploitation of emerging technology.

       (5) Department of English:  

Mission:  The Department of English contributes to the mission of the Military Academy by accomplishing four objectives: (1) teaching cadets to organize their ideas effectively and to express them clearly, (2) providing cadets rewarding ways of reading literature and nurturing their imaginations, (3) making cadets sensitive to the value of leading an examined life by developing in them an understanding of basic philosophic concepts, especially the language, arguments, and methods of moral discourse, and (4) bringing cadets to an appreciation of the diverse cultures that constitute America and the world by studying texts that define those cultures

.

     (6) Department of Foreign Languages:  

Mission. The Department of Foreign Languages supports the USMA mission and its academic program goals through its core courses and concentrator programs in Arabic, Chinese, French, German, Portuguese, Russian, and Spanish.  The Department's academic programs develop and extend cadets' second language competence in a cultural, historical and literary context.  Through immersion programs in the United States and abroad, the Department advances cadets' second-language proficiency and their cultural and historical understanding. 

The Department develops and supervises cadet extracurricular activities. It contributes in and out of the classroom to cadet military, physical, intellectual, and ethical development.  DFL integrates the efforts of civilian and military faculty who are focused on teaching, academic excellence, and cadet growth.  It enhances the potential of the rotating military faculty for higher level command and staff positions.  DFL supports the command's official visitor program, its diplomatic outreach activities, and provides support to other language activities.  The Department represents USMA in Army and interagency language organizations. Its faculty members provide area studies, linguistic, literary, and cultural expertise in support of command activities.  The Department engages in military, foreign area and academic outreach for the Army, DoD and other governmental agencies. 

The Department's Center for Technology-Enhanced Language Learning (CTELL) serves as the Army's center of excellence for emerging technology in second language learning.  The CTELL supports the mission of USMA and DFL by improving second-language acquisition through the innovative use of leading edge technologies. The CTELL provides self-study materials that offer realism and immediate feedback in speaking and in listening skills.  The Center leads an outreach effort that shares expertise and language study materials with the Department of Defense, Federal Government language learning agencies, and other educational institutions.

The CTELL plans and conducts research in speech recognition technology.  It develops and produces multimedia and speech recognition courseware, and serves as a consultant for courseware authoring systems. The Center also evaluates instructional materials developed by other language teaching activities for Academy and individual cadet use.
     (7) Department of Geography and Environmental Engineering:  

Mission:  The department provides geographic, earth and environmental science, and terrain analysis education for the Corps of Cadets in both a core course and through majors and fields of studies in these disciplines.  It offers environmental engineering education through both a major and a core engineering sequence.  Maintains a map library for all activities of the command and requisitions maps for all activities from the Defense Mapping Agency and the U.S. Geological Survey.  Through the Center for Environmental and Geographic Sciences (CEGS), the department works to solve Army-wide problems related to military geography, environmental science and engineering, and the field of Geospatial Information Science (GIS). The department conducts land navigation training during summer cadet field training.

The Department’s Center for Environmental and Geographical Sciences (CEGS)  supports Army initiatives in research, education, and training relating to military geography, environmental science and engineering, and the field of mapping, charting, and geodesy (MC&G).

     
a.  Utilizes the technical expertise of the USMA geography and environmental engineering facilities to add to the Army research capability.

    
b.  Acts as an agency that approaches Army problems from an "honest broker" perspective.

    
c.  Involves cadets in the solution of real world engineering and training problems.

     (8) Department of History: 


Mission:  To impart to all cadets a knowledge of modern and military history fundamental both to a liberal education and professional development. Conduct an annual ROTC Fellowship in Military History.

     (9) Department of Law:  

Mission:  Educate cadets to respect and understand how to employ the significant legal powers the nation will grant them as military leaders, even in uncharted or ambiguous situations and settings but always consistent with the principles of the Constitution they will swear to uphold and defend.  Provide a solid foundation in Constitutional and Military Law to all first-class cadets through a semester long core course and an intensive two week long law program during Intersession.  Administer the American Legal System program, using the study of law to develop critical thinking abilities that assist in training cadets as Army leaders and to provide an interdisciplinary lens into culture, history, human behavior, and moral and ethical issues.  Promote problem-solving skills, clear and concise communication, and creativity as the law must evaluate and organize society’s response to emerging tensions and uncertainties of all types.  Prepare cadets for the profession of arms through integration of lessons on personal and command responsibility with Operational Law and Law of War training at Camp Buckner.  Professionally develop faculty in teaching, scholarship, mentorship and military roles, as applicable, to serve the Corps of Cadets, The United States Military Academy, the U.S. Army, and the nation.

     (10) Department of Mathematical Sciences:  

Mission:  To educate and develop cadets and faculty to have the competence, confidence and creativity to be effective problem solvers in our rapidly changing world.  

The Department’s Mathematical Sciences Center of Excellence (MSCE) provides meaningful collaborative research opportunities for both USMA faculty and cadets that support professional development, enhance classroom instruction, and validate the image of USMA as 

a valuable resource in the Army community. 

    
a.  Harnesses the potential at USMA to address quantitative problems encountered by ARL and its subordinate agencies as the Army moves toward a more technologically sophisticated Force XXI.

    
b.  Provides the opportunity for USMA faculty and cadets to participate on Army science and technology analysis initiatives and programs.

 
c.  Provides USMA with a window on current Army science and technology issues.

 
d.  Increases the level of collaborative interactions between USMA faculty and ARL scientists.

    
e.  Enriches the academic curriculum for cadets by drawing on relevant research experiences.

     (11) Department of Physics:  

Mission:  To educate cadets in physics and nuclear engineering and to assist in the development of cadets into leaders of character dedicated to a lifetime of service to the Army and to the Nation.  Maintains an active Army research program in laser technologies in the physics component of the USMA Photonics Research Cent

The Department’s Photonics Research Center (PRC) supports the Academy’s educational mission by providing a focused educational experience to both cadets and faculty in the study of lasers and photonics technology.

    
a.  Educates officers and cadets in the application of laser technologies by performing basic and applied research using laser technologies.

    
b.  Provides a group of expert advisors to the Army in laser and laser technology matters.

    
c.  Provides available funds to the Office of the Dean to support mathematical, science, and engineering research by USMA faculty not associated with the Center.

     (12) Department of Social Sciences:  

Mission: The Department of Social Sciences, in support of the Academy Goals and the Academic Program Goals, will: plan, conduct, and evaluate courses and integrated programs in political science, economics, and selected related disciplines; develop and supervise cadet extracurricular activities associated with those disciplines; contribute in and out of the classroom to cadet military, physical, intellectual, and ethical development; develop an integrated civilian and military faculty focused on teaching, academic excellence and cadet development; enhance the potential of the rotating military faculty for higher level command and staff positions; and conduct academic outreach with particular emphasis on strategic, political, and economic studies for the Army and DOD leadership.  Supervises and coordinates the USMA debate program and conducts various conferences, including the Student Conference on United States Affairs (SCUSA) and the Senior Conference.  Under the auspices of the Office of Economic and Manpower Analysis, analyzes manpower and budgetary models in support of senior Army leadership decision making.   Supervises and coordinates the Academy’s Scholarship Program, to include preparing and administratively supporting all Rhodes, Truman and Marshall Scholarship candidates.  Responsible for oversight of the Domestic Affairs Forum (DAF), Model United nation (MUM) and the Finance Forum.       

The Department’s Office of Economic & Manpower Analysis (OEMA) provides a sound basis for policy and planning for the Army of the future.

    
a.  Conducts Army economic and manpower analysis in conjunction with the academic community.

    
b.  Arranges for peer review of proposed internal research and proposed external contracts.

    
c.  Arranges for peer review of analytical findings, both internal to the Army and those resulting from contract.

    
d.  Disseminates information relating to manpower and economic analysis to ODCSPER, PERSCOM, USAREC, CAA, ARI, USAREUR, PAE, and FORSCOM on issues, which may affect their operations.

    
e.  Advises ODCSPER and PAE on matters pertaining to development of analytical methods and coordination of research in the areas of recruiting, reenlistment, attrition, retirement, educational assistance, and personnel systems.

    
f.  Provides an environment for active-duty Army analysts to grow in knowledge and to contribute to policy formulation.

    
g.  Provides defense-related case study material on applications of theory taught in the Social Science Department’s core and elective courses.

     (13) Department of Systems Engineering:  

Mission:  To provide high quality undergraduate programs in Systems Engineering, Engineering Management, Operations Research, and Information Systems Engineering in consonance with the Academy purpose, mission, and goals and in support of the USMA Academic Program.  Supervises, coordinates, and participates in the activities of the Operations Research Center, which provides analytical support to the Army General Staff and Army agencies.  Maintains the Department Combat Simulation Laboratory to support cadet education and also faculty and cadet study and research, with current Army models and simulations as well as state-of-the-art information technology.

The Department’s Operations Research Center of Excellence provides a analytical capability for the purposes of enriching cadet education, enhancing the professional development of FA49 faculty, integrating emerging technologies into the Academic Program, and sustaining ties between the Academy and the Army in consonance with the Academy’s purpose, mission, and goals and in support of the USMA Academic Program.

    
a.  Enriches state-of-the art education for cadets.

    
b.  Enhances professional development opportunities for faculty.

    
c.  Continues linkage between the USMA academic program and the needs of the Army.
    
d.  Remains abreast of, and imports to USMA, advanced technology.

    
e.  Strengthens ties between the Academy at large and the Army.
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28-1.  Mission
To command the United States Corps of Cadets (USCC) and to develop within each cadet qualities and attributes of leadership and high standards of physical fitness, to instill the motivation essential to the profession of arms, and to provide a broad basic military education and orientation for a career in the U.S. Army.

28-2.  Functions

   a.  Commands the USCC through tactical officers (TACs) and Cadet Chain of Command.

   b.  Develops within each cadet the commitment essential to the profession of arms by focusing on intellectual, military, physical, moral/ethical, and social development.

   c.  Develops within each cadet the qualities and attributes of leadership with emphasis on character as exemplified by integrity, morality, discipline and a strong sense of duty and responsibility.

   d.  Provides a broad basic military education to cadets.

   e.  Provides an extensive and intensive physical education program requiring the highest standards of physical fitness.

   f.  Provides a broad selection of extracurricular activities directed to augmenting morale, welfare, and moral/social development of the USCC.

   g.  Provides a progressive four-year curriculum of military development for each class within the USCC.

   h.  Provides a disciplinary system which socializes cadets with an understanding of cadet regulations and systems within the USCC.

   i.  Implements the Honor Code and Honor System.

   j.  Selects Non-Commissioned Officers (NCOs) for assignment to and within USCC.

   k.  Provides Officer In Charge (OIC) for cadet council committees.

28-3.  Chief of Staff, USCC

   a.  Supervises, for the Commandant, all aspects of staff functioning within the Office of the Commandant.

   b.  Serves as the principal coordinating agent of, advisor to, and acts for the Commandant in those areas so directed by the Commandant.

   c.  Ensures that all published directives reflect the goals and objectives of the Commandant and are complied with by the USCC and all elements of the Office of the Commandant.

   d.  Takes necessary action, within established guidelines, to resolve matters affecting the accomplishment of the mission of the Office of the Commandant and informs the Commandant of action taken.

   e.  Directs and coordinates staff operations, to include the formulation and publication of operating policies and implementation of decisions of the Commandant.

   f.  Advises and assists Cadet Brigade Staff in the conduct of their duties.

   g.  Maintains coordination with other USMA activities through Garrison Commander and Chief of Staff, USMA.

   h.  Represents the Commandant on the West Point Fund Advisory Committee, Installation Planning Board, Senior Resource Management Advisory Committee, Installation Acquisition Planning Board,

and the Information Management Committee.

28-4.  Special Assistant to the Commandant for Honor Center for the Professional Military Ethic 

   a.  Serves as the principal advisor to the Commandant on matters pertaining to the Honor Code and Honor System.

   b.  Serves as liaison between the Cadet Honor Code and the Commandant.  Trains and advises the Cadet Honor Code.

   c.  Provides guidance regarding honor education and administration of the system.

   d.  Monitors all honor case procedures.

   e.  Coordinates within USCC and USMA on policies and procedures regarding honor matters.

   f.  Informs the staff and faculty on current policies and changes regarding honor matters.

   g.  Represents the Office of the Commandant on committees that deal with honor and moral/ethical matters.
28-5. Chaplain, USCC

   a.  Advises and assists the Commandant in all matters pertaining to the spiritual development of cadets.

   b.  Ensures that the religious and spiritual needs of the cadets are fulfilled.

   c.  Provides counsel and guidance on religious and moral matters when needed or sought by cadets.

   d.  Directs programs for cadet religious activities.

   e.  Directs the religious program for Cadet Basic Training (CBT) and Cadet Field Training (CBT).

   f.  Develops and implements a hospital and cadet clinic coverage plan.

28-6.  Brigade Tactical Department
   a.  Acts on the Commandant's behalf during his absence.

   b.  Supervises the execution of the Commandant's policies governing the USCC.

   c.  Provides oversight for activities of the Leader Development Branch and the Center for Personal Development (CPD).

   d.  Represents the Commandant on the Academic Board, General Committee.

   e.  Implements provisions of the Disciplinary System which imparts an understanding of cadet regulations and systems within the USCC.

   f.  Integrates the focus of the Disciplinary System with the Military Program and the Cadet Leader Development System (CLDS).

28-6.1.  Center for Personal Development

   a.  Serves as staff consultant for psychological programs to the Commandant, Brigade Tactical Officers, Regimental Tactical Officers, and TACs

throughout the year and to the Commanding Officer of CBT during the summer.

   b.  Conducts a program for consultation to TACs and academic counselors during the academic year.

   c.  Maintains contact with other USMA counseling activities through the Counselor's Council and in coordination with the Cadet Health Clinic.

   d.  Provides psychological evaluation and group and individual counseling services to the USCC for problems of stress, adjustment, human effectiveness, behavioral and emotional concerns.

   e.  Provides selection and training for cadet peer counselors.

   f.  Conducts research into problems or trends in area of stress, adjustment, attrition, human effectiveness, and behavioral concerns within the USCC.  Conducts periodic cadet surveys.

   g.  Conducts program evaluation procedures to measure effects of counseling and consultation efforts.

28-6.2.  Regiments (1-4)

   a.  Commands the A Regiment, United States Corps of Cadets, composed of three battalions/nine companies with an average strength of 1050 cadets.

   b.  Supervises company tactical officers and NCOs in executing the mission of developing in each cadet the attributes of leaders of character with emphasis on integrity, morality, discipline and a strong sense of duty and responsibility.

   c.  Creates a positive command environment which supports intellectual development.

   d.  Contributes to assimilation of a broad basic military education.

   e.  Promotes high standards of physical fitness.

   f.  Inspires each cadet to continue professional growth and a lifetime of service to the Nation.

   g.  Responsible for the professional development of all officers and non-commissioned officers.

   h.  Serves on boards and committees as directed.

   i.  Commands and directs the administration, discipline, and welfare of cadets assigned to their regiment.  

   j.  Conducts military training during the summer, academic year, and Reorganization Week.

   k.  Procures and maintains all regimental equipment and supplies.

   l.  Manages the regimental safety, fire prevention, and security programs.

   m.  Serves as building commandant for cadet barracks.

   n.  Administers the Leadership Assessment and Disciplinary Systems in the company.  Maintains discipline through active supervision of the Cadet Chain of Command and inspection of company operations.

   o.  Participates in the active duty/cadet "Mentorship Program" and abets the execution of cadet METL.

28-7.  Department of Military Instruction (DMI)
   a.  Prepares the program of military instruction to be published as part of the USCC program of instruction and acts as the primary agent and source of continuity for all cadet military skills training

in USCC.

   b.  Develops and coordinates the Military Science and Training (MSAT) component within the Military Program (Greenbook), to include related briefings, publications, and administration.

   c.  Designs, develops, conducts, and evaluates military science courses, the Service Orientation Course, and the Sandhurst Military Skills Competition.

   d.  Designs, develops, conducts, and evaluates military skills training for CBT and CFT.

   e.  Designs, develops, coordinates, and monitors CAT.

   f.  Develops, coordinates, and executes the Level III (Post) and Level II (USCC) Officer Professional Development (OPD) programs for the USMA/USCC staff and faculty.

   g.  Coordinates, conducts, and monitors Officer Foundation Standards I (OFS-I) precommissioning education and training requirements for cadets.

   h.  Provides and coordinates career counseling for cadets and military staff and faculty.

   i.  Establishes, requests, and coordinates through Directorate of Operations Plans and Security (DOPS),

USMA, the personnel and equipment augmentation requirements for academic year military science and summer military training programs.

Coordinates directly with augmentation unit(s) or agencies as necessary.  Exercises operational control over augmentation units.

   j.  Forecasts, coordinates, executes, and monitors the fiscal budget to support the military science and training programs in support of the Corps of Cadets.

28-7.1.  Military Science Branch

   a.  Designs, develops, conducts, and evaluates all military science courses presented to the Corps of

Cadets.

   b.  Coordinates with the Department of History military science elective courses in support of the Military Art and Science (MA&S) field of study.

   c.  Assists in the design, development, and evaluation of the Military Program (Greenbook).

   d.  Determines the requirements for and coordinates the use of classrooms, lecture halls, auditoriums, and other instructional support of military science courses.

   e.  Determines the requirements for and coordinates the use of USMA staff and faculty, as well as

augmentation personnel, in support of military science core courses.

   f.  Designs, develops, conducts, and evaluates training courses for newly assigned DMI instructors, military science course directors, and USMA staff and faculty and augmentation personnel in support of military science courses.

   g.  Coordinates with the Office of the Dean for all academic administration, to include grades, deficient and merit cadets, and Graybook data.

   h.  Acts as the focal point for the implementation of the OFS-I program and its integration into the Military, Physical, and Academic Programs.

   i.  Provides personnel to support cadet summer training.

   j.  Proponent for USMA Regulation 350-1, Military Intersession.

28-7.2.  Military Training Branch
   a.  Designs, develops, and evaluates the conduct of CAT, CFT, and military skills training for CBT.

   b.  Designs, develops, conducts, and evaluates the Service Orientation Course (MI 410) and Transition from Gray to Green course (MS 401C).

   c.  Assists in the design, development, and evaluation of the Military Program (Greenbook).

   d.  Plans for the equipment, personnel, and fiscal resources to support CBT, CFT, and CAT.

Supervises the development of the Summer Augmentation Support document.  Coordinates with DOPS, USMA and augmentation units in support of cadet summer training.

   e.  Plans, conducts, and evaluates Cadet Air Assault Training at Camp Smith, New York.

   f.  Plans, coordinates, and distributes the Summer Training Master Schedule.

   g.  Provides and/or coordinates liaison between DMI, augmentation unit(s), other posts or units, Commander, CBT and Commander, CFT.  Provides committee OIC/NCOIC personnel to support CBT and CFT.

   h.  Assists in the coordination, implementation, and evaluation of OFS-I precommissioning training requirements.

   i.  Plans, coordinates, and executes officer branch selection and first duty assignment selection for the graduating First Class Cadets.

   j.  Provides and coordinates career counseling for cadets and USMA staff and faculty.

   k.  Provides instructors for military science courses.

   l.  Proponent for USMA Regulation 350-YY, Cadet Training Program, and USMA Regulation 350-XX,

USMA Branching Procedures.

28-8.  Department of Physical Education

  a.  General
   (1)  Plans, directs, and administers courses in the subject area of physical education, including the Intramural Athletic Program, and determines, through grading and evaluation, the proficiency of all cadets; conducts research in the field of physical activity and testing; establishes methods of instruction and determines instructional emphasis for each course; arranges for the appearance of speakers and lecturers in support of the curriculum; directs academic administration including assignments, estimation of the progress of cadets, and maintenance of academic records; monitors the weight control program; and plans, coordinates, and conducts the physical development portions of the CBT and CFT.

   (2)  Supervises selected cadet competitive athletic clubs.

   (3)  Directs the preparation, revision, selection, and/or procurement of physical education instructional material and teaching aids; budgets for, selects, and procures athletic uniforms, equipment, and supplies for the physical education and intramural athletic programs; operates gymnasium complex and outdoor athletic fields and facilities.

   (4)  Identifies the need for and recommends to the Commandant the hiring of personnel; plans, directs, coordinates, and supervises their training program including graduate study.

   (5)  Manages maintenance personnel for assigned athletic facilities.

   (6)  Certifies/trains cadets as Master Fitness Trainers.

  b.  Instruction Teams

   (1)  Supervises the planning, preparation, coordination, and administration of the physical education program.

   (2)  Assigns instructors to various instructional teams under the supervision of the Director of Instruction.

   (3)  Organizes and supervises the developmental programs for instructors by arranging outside training, conferences, and cross training within the department.

   (4)  Plans, coordinates, and programs the Master Fitness Trainer curriculum into the Department of Physical Education (DPE) curriculum.

   (5)  Collects and analyzes relevant data which will facilitate the decision making process pertaining to individuals, test standards and test protocol.

   (6)  Plans, coordinates, and implements the physical development portions of CBT and CFT.

   (7)  Plans, coordinates, and implements the Physical Individual Advanced Development programs.

   (8)  Abstracts, organizes, integrates, and interprets a wide range of complex physiological traits, aptitudes, and characteristics of USMA cadets in relation to existing and hypothetical needs of the Army in the foreseeable future.

   c.  Facility Operations Team
   (1)  Determines requirements, prepares specifications, and initiates procurement action for equipment and supplies.  Provides stock control, maintenance, storage, distribution, and disposal for DPE supplies and equipment.

   (2)  Recommends to the Deputy Director an annual operating budget and the year end funds list.

   (3)  Represents the Department at all major planning conferences that involve maintenance, renovation, construction, or allocation of funds for DPE controlled facilities, supplies, or equipment.

   (4)  Coordinates transportation requirements in support of cadet intramural activities.

   (5)  Identifies minor repairs in the gymnasium and submits necessary work requests.

   (6)  Coordinates the allocation and scheduling of athletic facilities and equipment with outside agencies.

   (7)  Provides custodian services in support of all operations in the gymnasium and for facilities under the control of the department.

   (8)  Provides for the physical security of the gymnasium.

   d.  Competitive Sports Team

   (1)  Plans, coordinates, and supervises the cadet administration of the Brigade Intramural Program.  Compiles and publishes Bankers Trophy Point Standings at the end of each season and submits these standings for inclusion in the Superintendent’s Trophy.

   (2)  Supervises and coordinates responsibilities for competitive athletic clubs.

  e.  Sports Medicine Team

   (1)  Provides emergency, preventative, and rehabilitative techniques for athletic injuries.

   (2)  Provides and administers programs in weight management and in the development of proper military appearance.

   (3)  Plays a role in supervising the planning, coordination, and administration of theoretical and applied short-term and complex long-range physical education research projects of considerable breadth that have been identified as research areas of exceptional importance and interest to USMA.

   f.  Administrative Team
   (1)  Provides all administrative and budget services to DPE (i.e. civilian pay, TDY, etc.)

   (2)  Manages all officer assignments to the department and all civilian hiring to the department in conjunction with CPO.

   (3)  Assigns all officers to administrative positions under the direction of the Deputy Director.

   (4)  Manages the incentive awards program.

  g.  Instructional Support Team

   (1)  Plans and administers the use of ADP systems for DPE (Information Systems Office).

   (2)  Supervises and directs the testing of Fourth Class and Upperclass fitness tests (Testing Office).

   (3)  Evaluates each cadets level of physical fitness in an accurate and timely manner (Testing Office).

   (4)  Collects and analyzes testing data by class, gender, event, and by test (Testing Office).

   (5)  Responsible for cadet sectioning and cadet grade input (Class Coordinators).

   (6)  Responsible for ensuring cadet data is updated in the guidance system and that cadets are counseled about their physical development status (Guidance Office).

   (7)   Determines the "#1" Cadet Man/Woman in Physical Education for each class as well as the "#1" First Class Cadet Man/Woman in Physical Education for the four year period upon the completion of each academic year.  Determines awardees for the Distinguished Physical Fitness Star (Guidance Office).

28-9.  S-1 Division
   a.  Coordinates the administrative support and personnel management to the Office of the Commandant and USCC.

   b.  Originates, reviews, revises, authenticates, and publishes documents for the USCC.

   c.  Advises and assists the Cadet Brigade Adjutant and staff in the conduct of their duties.

   d.  Plans and executes administrative and personnel responsibilities for USCC special events.

   e.  Provides word processing support to the Office of the Commandant and USCC.

   f.  Publishes the Cadet Daily Bulletin and USCC Social Roster.

   g.  Coordinates the Hometown News Release Program for USCC.

17-6.  Officer/Enlisted/Civilian Personnel Management Branch
   h.  Manages military personnel actions and assignments for officers and enlisted personnel assigned to the Office of the Commandant.

   i.  Monitors officer graduate school programs, USCC Sponsorship Program, and academy exchange programs.

   j.  Manages the TAC Officer Selection Program for USCC.

   k.  Coordinates housing for incoming military personnel.

   l.  Processes personnel actions for civilian employees assigned to the Office of the Commandant.

  m.  Manages the commercial solicitations to USCC.

   n.   Publishes the Superintendent's Award Criteria and compiles all USCC input data for the Office of the Commandant.

17-7.  Cadet Personnel Actions Branch
   o.  Processes cadet pay and personnel actions and associated administrative records and forms.  Maintains and administers cadet personnel files.

   p.  Prepares strength accounting and reports concerning the USCC.

   q.  Coordinates with HQDA on specialty selection and assignment.  Provides graduation reports to  HQDA.

   r.  Coordinates commissioning physicals with the Cadet Health Clinic.  Monitors Flight Aptitude Standard Test and Flight Physicals for Aviation Branching.

28.10  S3 Division   17-8.  Administrative Operations and Plans Branch  
   a.  Generates OPORDS and/or implements instructions for all major activities/events involving the Office of the Commandant and the Corps of Cadets.  Prepares USCC Admin Memos, Circulars, and Operations Orders (OPORDS) when appropriate for major Corps events and holidays.

   b.  Originates, reviews, and revises USCC Regulation 190-1, and USCC Pamphlet 10-1.

   c.  Directs the officer-in-charge program; maintains instructions and duty roster.

   d.  Manages the physical security for USCC.  Supervises operation of the Central Guard Room.

   e.  Processes social function requests and special pass requests.  Authenticates cadet summer training travel orders.

   f.  Maintains liaison with the Office of the Dean on academic matters.  Prepares reports to the Dean.

   f.  Monitors the activities of foreign cadets.

   g.  Coordinates and supervises the administration of the Fourth Class Military Family Orientation Program.

   h.  Develops the Commandant's Annual Planning Guidance, the Commandant's Operational Concept, the USCC Master Planning Schedule.

   i.  Coordinates all scheduling for the Corps of Cadets in conjunction with other USCC organizations and the USMA Staff activities.

   j.  Develops the drill and ceremony training plan, plans and executes train the trainer, and publishes Supplements 1 and 2 to FM 22-5.

   k.  Plans, coordinates, budgets, and supervises cadet participation in all parades, ceremonies, and trips away from USMA, including cadet trip sections.

   l.  Coordinates all official visitor itineraries for the Office of the Commandant and the Corps of Cadets.

   m.  Coordinates all visits by Reserve Officer Training Corps (ROTC) and the United States Military Preparatory School (USMAPS).

   n.  Prepares and updates the Commandant's Command Briefing.

17-9.  S3/S4 Division
   o.  Plans, coordinates, and supervises operational and ceremonial activities for the Office of the Commandant and USCC.

j. Plans and monitors the operation of the budget for the Office of the Commandant and USCC.

p.  Plans, coordinates and supervises the conduct of all Drill and Ceremonies for the Office of the Commandant and the Corps of Cadets.  Plans, coordinates, and supervises the Cadet Spirit Support Plan for the Office of the Commandant and USCC.  Supports the Cadet Spirit Captain and the officer representatives for the Cadet Band, Rabble Rousers, and the Rally Committee.

   q.  Coordinates with the Treasurer, USMA on all matters pertaining to the planning and administration of the Cadet Budget.

   o.  Schedules and coordinates the Commandant's Command Briefing.

   r.  Reviews, consolidates, and prepares USCC input to the Quarterly Activities Report, Superintendent's annual Historical Report, and the USMA Circular 1-1.

   s.  Plans, coordinates, publishes, and supervises the OPORDS and/or implementing instructions for all

major USCC events to include Reorganization Week, Graduation Week, Plebe Parent Weekend, Army-Navy/Amy-Air Force Week; all home and away football games, and the Royal Military Academy (RMC) exchange program.

28-11.  S4 Division  17-11.  Resource Management Branch 

   a.  Coordinates the preparation and execution of the annual operating budget for USCC to include the Summer Augmentation Program.

   b.  Represents the Office for the Commandant on the Program Budget Advisory Committee (PBAC).

   c.  Consolidates, develops, and revises data used for manpower documentation in support of the Commandant's mission.

   d.  Ensures USCC operates within the guidelines of AR 37-1.

   e.  Prepares the USCC Five Year Budget Plan and Resource Management Update (RMU).

   f.  Prepares a plan for the reprogramming of any available funds to ensure command priority projects are funded.

   g.  Prepares the USCC year-end unfinanced requirements list.  Ensures any uncommitted funds are utilized for the purchase of year-end unfinanced requirements.

h. Plans and manages civilian payroll.

17-12. Logistics Branch

   i.  Plans, coordinates, and controls matters pertaining to supply, maintenance, movements, and services in support of USCC to include logistics support for Cadet Basic Training (CBT) and Cadet Field Training (CFT).

   j.  Plans, coordinates, and controls the logistical support of the USCC and the Office of the Commandant.

   k.  Monitors the requisition, procurement, distribution, storage and security of supplies and equipment and maintenance of material records.

   l.  Supervises laundry and dry cleaning pickup and delivery service for the Corps of Cadets.

   m.  Supervises transportation support for the USCC and the Office of the Commandant.

   n.  Plans, coordinates, and executes the Cadet Uniform Show.

   n  Publishes the Logistics Newsletter

   o  Plans and coordinates the Cadet Parking Plan and issues parking passes.

   p.  Coordinates cadet meal requirements with Directorate of Logistics (DOL).

q. Conducts all cadet driver testing for military driver’s license.


28-11.1.  Engineer Branch
   a.  Provides custodial services for all barracks, buildings and areas assigned to the USCC except the gymnasium and those areas maintained by Directorate of Cadet Activities (DCA) or Directorate of Housing and Public Works (DHPW).

   b.  Provides manpower for details as directed by the Chief of Staff, USCC.

   c.  Allocates barracks and office space for the USCC and the Office of Commandant.  Ensures the designation of building commandant for all buildings under the purview of the Commandant.

   d.  Coordinates the maintenance and repair of all structures and facilities under the review of the Commandant to include engineer, communication, electronic, and intercom/public address systems repair.

   e.  Monitors and coordinates all construction, alteration, and rehabilitation projects involving structures and facilities under the purview of the Commandant.  Initiates future construction requirements for USCC through an annual five year maintenance program.

   f.  Serves as Fire Marshal for the Office of the Commandant.

   g.  Coordinates snow removal in the area of cadet barracks.

   h.  Coordinates the Utilities Conservation Program for USCC.

   i.  Represents the Commandant on the Installations Planning Board.

   j.  Implements the physical security program for USCC through the automated key control system.

28-12.  Systems and Planning Division  Special Assistant to the Commandant for Systems and Planing Division

   a.  Provides policy advice to the Commandant with respect to maintaining continuity in all USCC systems including Military Development, Discipline, and Conduct; the Honor System; CFT; CBT; and the USCC organization.

   b.  Conducts and recommends strategic planning focus on all matters within the purview of the Office of the Commandant.

   c.  Develops the operation concept for the Corps of Cadets from the Commandant's Mission Essential Task List (METL).

   d.    Plans and coordinates the USCC portion of the Orientation of Newly Assigned Personnel (ONAP)

and Special Olympics.

   e.  Serves as the proponent for USCC Circular 351-2, Cadet Leader Development System and USCC Regulation 701-1, Billeting.

   f.  Provides oversight for Regulations, USCC to maintain consistent philosophy with Regulations, USMA.

   g.  Represents Commandant on Museum, Historical and Memorialization Committee, Housing Advisory Committee, Human Resources Committee, and USMA Affirmative Actions Panel.
   h.  Through the Instructional Development Officer (IDO) reviews and recommends modifications as necessary to the overall design and presentation of Honor, Consideration of Others and Leader instruction.

   i.  Conducts instructor evaluations in order to provide feedback and recommendations to assist instructors in modifying teaching techniques and strategies.

   j.  Assists instructors (TAC and cadets) as required/needed with analysis, planning and execution of Cadet Professional Development Classes.

   k.  Accumulates and analyzes feedback from instructors and students to improve the Cadet Professional Development Program.

   l.  Serves as staff consultant for leadership programs to the Commandant, the Commanding Officer of CBT, CFT, and Summer Garrison Regiment (SGR) during the summer, and TACs throughout the year.

   m.  Assigns cadets to CBT, CFT, and academic year units.  Administers the Cadet Chain of Command selection process and the summer cadet cadre and committee assignments.

   n.  Develops, implements, and conducts training for TACs, cadets, and USMA staff and faculty on the Leadership Evaluation and Developmental Ratings (LEADR) system.

   o.  Analyzes cadet performance opportunities in terms of learning, performance opportunity characteristics, and opportunity for observation and evaluation, feedback, and recommendation.  Manages chain of command assignments for the Corps of Cadets.

   p.  Provides for and coordinates evaluations of the effectiveness of leadership systems within USCC.

   q.  Develops, implements, and evaluates the leader performance grading and evaluation system.

Develops, implements, and assesses leader development and unit climate measures.  Posts military development grades.

   r.  Manages the Military Program in the Office of the Commandant and is the proponent for the Greenbook.

   s.  Serves as liaison with the Office of the Dean for Service Academy Exchange and Foreign Academy

Exchange.

   t.  Administers the USCC Alcohol and Drug Program, Human Resources, and Consideration of Others.

   u.  Establishes and maintains consistency across USCC regarding discipline and punishment.

   v.  Maintains, updates, and interprets regulations for the United States Corps of Cadets.

   w.  Operates and monitors the Cadet Discipline System to include investigations for personnel assigned to.

   x.  Serves as the proponent for USCC Regulation 600-1 and 351-1.

28-13.  Information Systems Branch
   a.  Designs and implements USCC Automation and Information Support Programs.

   b.  Coordinates, prioritizes, and monitors requests for installation of all telephones for USCC Staff and

agencies, and for the Corps of Cadets. 

   c.  Performs systems administration duties for USCC multi-user computers, file servers, web servers, and application servers.

   d.  Performs data base administration duties for Cadet Information Data Base records.

   e.  Provides programming support to USCC in the form of data query and one time use programs that will be maintained by the division.

   f.  Performs automated data processing (ADP) security officer functions for the Office of the Commandant in coordination with the Directorate of Information Management (DOIM) ADP Security Officer.

   g.  Processes systems change requests as needed to request programming modification for DOIM supported USCC automation systems.

   h.  Develops functional descriptions as needed to request programming support from the DOIM for new USCC automation systems.

   i.  Coordinates USCC information management efforts by maintaining an Information Management Plan and by approving capabilities requirements for additional equipment which are supported by the plan.

   j.  Processes requests for new computer accounts and requests for automation equipment repair.

   k.  Maintains a forms supply for the Corps of Cadets and requests forms as needed for the Office of the Commandant.

   l.  Controls the USCC publications library.

   m.  Operates the USCC distribution center for official mail and correspondence.

17-13.  Current Operations Branch
28-14.  Directorate of Cadet Activities
   a.  Advises the Commandant on all matters pertaining to the extracurricular activities of the USCC.

   b.  Operates the Cadet Store and Cadet Bookstore.

   c.  Operates food service facilities for use by cadets and their guests.

   d.  Develops and implements financial management plan for social and extracurricular activities and restaurant operations.

   e.  Provides a balanced program of extracurricular activity which offers athletic, recreational, academic, religious, hobby, committee, and service opportunities for cadets.  Additionally, an extensive cultural arts program offers entertainment and develops an appreciation for different forms of art.

   g.  Provides social activities including traditional special events and formal and informal dances.  Ensures an understanding of expected social standards.

   h.  Manages cadet reception halls, lounges, club rooms, restaurants, entertainment centers, recreation, and storage areas, to include decor, furnishings, custodial services, and other maintenance.

i. Acts as the administrator and custodian of the Cadet Activities Fund (CAF).

28-14.1.  Support Branch
   a.  Plans, develops, administers, coordinates and provides technical supervision to the DCA staff elements in preparation and execution of the Directorate’s Appropriated and Nonappropriated programming and budget documents.

   b.  Develops requirements for special grants and provides the necessary interface with the West Point Fund and Daughters of the U.S. Army.

   c.  Ensures proper accounting procedures in the obligation of funds, receipt for supplies or services, payment of bills, and billing for funds due DCA.  Coordinates with the Defense Accounting Office (DAO) to ensure their compliance with DCA requirements.

   d.  Serves as the Directorate’s Centralized Procurement Office and the interface with the Directorate of Contracting.  Negotiates non-appropriated fund contracts for supplies and services ensuring compliance with applicable requirements.

   e.  Manages the cadet publications program, including the Howitzer (yearbook), Pointer Magazine, Mortar, and Bugle Notes.

   f.  Manages resale activity (excluding cultural programs):  either through cadet consolidated bulk sales or individual sales.

   g.  Provides personnel administration services for DCA.

   h.  Requisitions, receives, stores, and issues equipment, supplies, weapons, ammunition, and furnishings for the DCA staff and cadets in support of extracurricular clubs.  Serves as the Property Book Officer (PBO) of Appropriated and Nonappropriated property for the DCA.

   i.  Coordinates transportation and temporary duty travel requirements for extracurricular activity club trips.

   j.  Manages the Commercial Sponsorship Program for DCA.

   k.  Provides information management activities to perform systems planning and coordination, assuring effective use and application of automation resources.  

   l.  Administers all extracurricular club activities and ensures club activities conform to establish policy and procedures and the Academy Schedule.

   m.  Develops NAF budget to support club activities.  Develops AF budget to support travel, supplies, and services for extracurricular activities.

   n.  Processes trip requests.

   o.  Manages and controls all facilities for the DCA.

   p.  Programs and budgets for necessary maintenance.  Issues and tracks all facilities related work orders.

   q.  Integrates scheduling requirements of DCA, USCC, and other activities utilizing DCA facilities.  Ensures manpower is available to meet logistical requirements.

   r.  Maintains accountability for all building furniture and property.

28-14.2.  Cultural Arts Branch
   a.  Accommodates and facilitates cadet, institutional, and community participation in the use of the Eisenhower Hall complex.  Develops cultural, educational, and special events.

   b.  Negotiates with entertainment management companies, artists, and agents to establish program, fee, and production details, and with the National Alliance of Theatrical Stage Employees for a modicum of stage support.  Implements and enforces finalized contracts.

   c.  Ensures that proper royalty clearance has been authorized for theatrical events originating in or booked for the Eisenhower Hall Theater.  Monitors data relative to live musical events to comply with musical copyrighted legislation.

   d.  Supervises and directs cadets in the necessary production and technical support requirements for various attractions.

   e.  Instructs cadets in public speaking, acting, directing, interpretation, and producing of dramatic/cultural presentations.

   f.  Develops budget to support the cultural, educational, and entertainment activities.

   g.  Provides production services including the use of a comprehensive mailing list, timely press releases, and dissemination of printed program materials.

   h.  Operates a box office in support of all ticketed attractions.

   i.  Develops and directs visual art exhibits and ancillary activities in 1929 Gallery.

   j.  Coordinates and insures execution of production details with technical staff insofar as official lectures, forums, seminars and special events which are presented in the Eisenhower Hall Complex.

   k.  Plans, coordinates, and assists cadets in the preparation of traditional special events.

   l.  Develops an annual program of formal and informal dance and informal entertainment.

   m.  Provides hostess support activities for cadets, their families, and friends.

   n.  Coordinates with booking agents for bands and other attractions scheduled for cadet entertainment at hops.

   o.  Conducts cadet social training.

   p.  Coordinates the entire social programs schedule with other USCC and USMA activities.

   q.  Schedules cadet guard support for DCA facilities.

28-14.3.  Restaurant Branch
   a.  Provides restaurant and carry-out food service at four primary locations and other locations as required.  Supervises operation of the food service and games concessionaires.

   b.  Develops the budget to support restaurant operations.

   c.  Procures, stores, issues, and prepares items sold in the restaurant.

   d.  Supports cadet social, cultural, recreational, and educational programs as required.

   e.  Provides specialized catering services as requested.

   f.  Establishes sales prices on items sold in the restaurant in accordance with DCA guidance.

   g.  Provides proper accountability for all property and merchandise.
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29-1.  Directorate of Admissions - Mission

   a.  To enroll outstanding men and women each year who are motivated towards completion of

West Point and a military career.

   b.  To enroll a class of desired composition and diversity:  Scholars, Leaders, Athletes, Minorities,

Women, and Soldiers.

29-2.  Functions

   a.  Coordinates all actions resulting in contact with candidates.

   b.  Encourages outstanding potential leaders among the young men and women of the country to seek admission to the USMA for the purpose of pursuing a career as an officer in the Army.

   c.  Prepares and maintains personnel files on candidates.

   d.  Coordinates candidate testing and provides candidate advisory services.

   e.  Coordinates alumni admissions activities to include associated admissions support organizations and individuals at the local level.

   f.  Plans, coordinates, and controls the data processing requirements for the admissions programs.

   g.  Oversees the execution of the Liaison Officer (LO) Program.

   h.  Reviews, reports and controls flow of information.

   i.  Coordinates, directs, and supervises special field projects.

29-3.  Admissions Support Branch 

   a. Coordinates or provides for all administrative, logistical, marketing, and medical and physical

aptitude testing support required to enroll a class of outstanding, highly motivated candidates to

USMA, United States Military Academy Preparatory School (USMAPS), and the West Point Preparatory Scholarship Program (WPPSP).

   b.  Develops programs and procedures required to administer the admissions candidate process in compliance with current legislation and directives.

   c.  Supervises and monitors all budgetary actions within DAD.

   d.  Manages all administrative and personnel actions, training, and logistical support for DAD.

   e.  Supervises all mailing projects, internal distribution, and direct/indirect contact programs with candidates and potential candidates.

   f.  Manages the Admissions Public Relations Program to include the Cadet Public Relations Council, cadet hometown and special events visits, and the daily and overnight candidate orientation programs.

   g.  Manages the Admissions Marketing Program to include the production of multi-media materials used by DAD in promotion, publicity, public relations, and informational campaigns.

   h.  Develops, maintains and supervises all data processing requirements for the DAD.

   i.  Maintains current vacancy status of all cadetships and assigns the final entrance vacancy assignments in conjunction with PERSCOM.

   j.  Prepares and maintains all statistical records and reports concerning USMA candidates and controls the dissemination of candidate information.

   k.  Prepares slates of candidates authorized admission for approval by the Admission Committee.

   l.  Directs the conduct of candidate medical testing and manages the medical waiver process.

   m.  Establishes and supervises testing procedures, test sites, and compiles results for the Physical Aptitude Exam.

   n.  Represents DAD/USMA at conferences, meetings, and workshops.

   o.  Undertakes special projects as required (e.g., Congressional staff visits, surveys, statistical reviews, and studies) and assists, as required, in candidate file evaluation.

   p.  Plans, coordinates and executes the Invitational Academic Workshop.

   q.  Provides personnel services for the LO Program to include processing efficiency reports, retirement point accounting, personnel career guidance, and training requirements.

   r.  Works closely with the U.S. Army Reserve Personnel Center (ARPERCEN) in identifying qualified applicants for the LO Program; prepares attachment orders for selected LOs.

   s.  Prepares and supervises the budget for the LO Program.

   t.  Plans, coordinates and executes the annual June LO Training Conference.

29-4.  Recruiting and Enrollment Branch

   a.  Manages the activities of field agencies, organizations, and individuals participating in the admissions program on a regional basis throughout the country.

   b.  Informs and trains educators, Congressional staffers and other groups that are in a position to influence outstanding youth of the quality and scope of activities at the USMA, and of the nature of a military career.

   c.  Locates outstanding young men and women who are, or might be interested, in attending the USMA and in pursuing a career as an officer in the Army.

   d.  Motivates outstanding young men and women by ensuring that they are fully informed of the advantages which accrue from a USMA education and a military career.

   e.  Assists outstanding young men and women in taking the steps necessary to obtain an appointment to the USMA.

   f.  Establishes and maintains candidate files.

   g.  Evaluates candidate records.

   h.  Conducts screen of preliminary candidate data and recommends file initiation or closing, as appropriate.

   i.  Conducts briefings, conferences, and other activities for visitors who are concerned with admissions activities.

   j.  Manages the USMAPS admissions program.

   k.  Manages the West Point Preparatory Scholarship Program in conjunction with the Association of Graduates.

   l.  Manages the Congressional Contact Program and the Equal Admissions Opportunity Program.

   m.  Manages the support of DAD Admissions Field Force in coordination with the Recruiting and Enrollment Branch.

   n.  Program manager for all USAR Military Academy Liaison Officers (LOs).
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30-1.  Mission

Provide academic, military, and physical instruction in a moral-ethical military environment to prepare and motivate candidates for success at the United States Military Academy.

30-2.  Functions

    a.  Provides counseling, guidance, evaluation and leadership to assist in the personal and professional

development of cadet candidates.  

    b.  Provides instruction and training in support of the school mission.  Help candidates develop character, leadership, motivation, and sound study habits.

    c.  Plans, coordinates, and administers the varsity athletic program and the cadet candidate physical development

program.

    d.  Establishes and reinforces a positive command climate discipline consistent with Army values.

    e.  Provides or obtains the following administrative and logistical services to support the full-time student

body:  billets, information technology and resources, dining facility, budget and manpower management, organizational and unit supply, secretarial services.

30-3.  Office of the Commandant 

Senior commander at the United States Military Academy Preparatory School (USMAPS).  

    a.  Provides guidance and command supervision for all USMAPS departments, programs, and support elements to ensure accomplishment of school mission.

    b.  Coordinates with USMA to ensure support and assistance required for accomplishment of school

mission and ensure entrance of qualified cadet candidates to USMA.

    c.  Provides counseling, guidance and leadership to assist in the personal and professional development

of cadet candidates.

    d.  Recommends cadet candidates for USMA appointment upon successful completion of the USMAPS program.

    e.  Coordinates the functions of all departments and staff sections of the school.

    f.  Directs and coordinates school operations to include formulation and publication of operating policies,

insures compliance with all Headquarters Department of the Army (HQDA) directives and regulations, and implements all policies, procedures, and directives prescribed by the Superintendent.

    g.  Maintains a viable program to prevent fraud, waste, and abuse.

    h.  Serves as chief negotiator and point of contact for labor union representatives.

    i.  Supervises the Cadet Candidate Extracurricular Fund.

    j.  Approves the school’s calendar.

    k.  Executes established policies and standards pertaining to cadre personnel to include their

performance, health, welfare, conduct, appearance, personnel management, and training.

    l.  Performs inspection of command activities, facilities, and personnel.

    m.  Monitors training to include all components of the Individual Training Evaluation Program (ITEP).

30-3.1.  Deputy Commandant.

To assist the Commandant in commanding USMAPS and exercise field grade UCMJ authority over the school battalion.

    a.  Coordinates the functions of all departments and sections of the school.

    b.  Direct school operations to include formulation and publication of operating policies and compliance with HQDA directives and regulations.

    c.  Coordinates all base operations support with the garrison staff.

    d.  Commands cadre detachment of 42 officers and enlisted personnel.

    e.  President for all Commandant’s Boards.

    f.  Oversees the budget to include OMA, the Monell Gift, and the Cadet Candidate Extracurricular Fund.

    g.  Implements all school policies, procedures, and directives.    



30-3.2. Operations Officer/Company Commander.

As an element of the Office of the Commandant, performs Headquarters Company Command and Operation duties that include company grade Article 15s for the cadre, personnel management, protocol, and school event coordination for the headquarters and cadre detachment.  

    a.  Plans and coordinates all major school activities and events, the long and short range calendars, and VIP visits.

    b.  Coordinates and prepares official reports and documents such as the Monthly Report, significant events to DOPS, review and analysis, Standard Operating Procedures (SOPs) and policy files, Organizational and Functions Manual, and other rosters and documents as are necessary for the administration of the school.

    c.  Coordinates, plans, and schedules official VIP visits, liaison visits, and exchange visits and liaison as directed.

    d.  Oversees the Cadet Candidate Sponsor program.

    e.  Advises the Commandant on requisition and assignment of personnel.  Projects and manages all officer

and enlisted replacements in coordination with USMA AG.  Programs necessary schools for assigned

personnel.  

    f.  Serves as the principal coordinator for all statistical data produced by or needed by the school.  

    g.  Suspense’s, guides, and coordinates all Efficiency Reports (officer and enlisted) with Personnel Service Center.

    h.  Coordinates all elimination’s, reductions, or Court Martial Board actions with Staff Judge Advocate and

other interested agencies.  Prepares documentation and coordinates with the Staff Judge Advocate for all non-judicial punishment under the Uniform Code of Military Justice (UCMJ) occurring within USMAPS.

    i.  Provides advice or assistance in matters pertaining to service benefits and in all other actions under the Personnel Affairs Program.

    j.  Advises and counsels military personnel on military financial matters.

    k.  Maintains and monitors the unit reference library of administrative publications, unit administrative

files, SIDPERS requirements and transactions, blank forms control program, HQ USMAPS awards program,

Meal Card Control, and HQ USMAPS C-07 Report (Unit Manning Report).

    l.  Operates the unit mailroom for cadre and cadet candidate personnel.

    m. Responsible for the leadership and management of the Public Affairs Office.

30-4.  Resource Management Directorate
To direct the logistical support and fiscal management aspects and functions of the United States Military Preparatory School.  

    a.  Serves as the School Comptroller and exercises control over the financial and manpower resources of

the command.

    b.  Develops and maintains a system of financial and management services including appropriated and non-appropriated fund accounting, budgeting, management, financial reporting, internal auditing, management analysis, and manpower management.

    c.  Formulates and accounts for the Command Operating Budget, and prepares and coordinates the Budget Execution Review.

    d.  Plans, organizes, directs and controls the overall USMAPS Manpower and Equipment Control Program.

    e.  Responsible for materials and supplies, management and inherent plans, policies and programs as they

pertain to logistic requirements, to include procurement, supply, maintenance, and related activities and

services to support the logistic needs of the command.

    f.  Serves as the USMAPS Civilian Personnel Staff Officer and Civilian Training Officer and coordinates

all civilian personnel actions with Fort Monmouth Civilian Personnel Office, the Finance and Accounting

Office, CECOM and the Defense Finance and Accounting Services (DFAS).

    g.  Operates the USMAPS dining facility.

    h.  Coordinates all TDY for school activities and personnel.

    i.  Responsible for the fiscal management of the Cadet Candidate Extracurricular Fund, a Nonappropriated

Fund.

    j.  Serves as Unit Facilities Coordinator and is responsible for accountability, repair, maintenance and appearance of school buildings, facilities and grounds and coordinates all major and minor construction requirements.

    k.  Serves as representative on school and post committees and boards, i.e., Suggestion Program Officer, Telephone Control Officer, and School Activities Fund Manager.

    l.  Responsible for all transportation requirements to support the overall USMAPS mission.

30-5.  Battalion Tactical Department (BTD)

    a.  Maintains and administers records and files, privileges, disciplinary system, Cadet Candidate Leadership Evaluation System, Cadet Candidate Regulations, and the Cadet Candidate Honor Systems.

    b.  Performs the planning and training functions for the Cadet Candidate Battalion that include supervising

the cadet candidate orientation training and inprocessing program; appointment of cadet candidates to positions

within the Chain of Command and periodic rotation of the positions; coordination with USCC and USMA

the Annual West Point Trip for cadet candidates; and conducting of all military, honor, moral, ethical, and

leadership instruction.

    c.  Assists the Director of Athletics with the planning, scheduling and supervising of all physical training,

testing, and intramural athletic program.

    d.  Plans and supervises the cadet candidate counseling teams within USMAPS.  Counsels and evaluates

cadet candidates in all areas of performance essential to their qualification for admission to USMA.

    e.  Tracks the medical status of cadet candidate assigned and works with Patterson Army Community

Hospital and Keller Army Hospital, West Point to schedule medical appointments for cadet candidates needing additional medical evaluations.

    f.  Coordinates with DODMERB Office and West Point Admissions for cadet candidates concerning medical qualifications for USMA.

    g.  Assist in the inprocessing of regular Army and Reserve Component soldiers to USMAPS in accordance

with school policies and AR 351-12.

    h.  Responds to all initial inquiries from military, governmental, and civilian personnel concerning admission requirements, school procedures, and students.  Refers further inquiries to USMA Director of Admissions.

30-6.  Department of Physical Education and Athletics

    a.  Plans and supervises the development and implementation of the cadet candidate physical education

program.

    b.  Plans and supervises the development, scheduling, and implementation of the cadet candidate athletic program.

    c.  Schedules contests for varsity and club squad teams.

    d.  Executes the cadet candidate intramural program 

    e.  Oversees activities of all athletic clubs and provides appropriate support.

    f.  Provides the minor medical and physical therapy needs of the varsity, club, and intramural athletic teams.   

    g.  Monitors height/weight of all cadet candidates and advises them regarding height/weight standards and designs a program to enable the candidate to meet the standards.

    h.  Administers physical testing in order to determine if cadet candidates meet Army and USMA physical standards.

    i.  Develops and provides individually tailored remedial programs to enhance fitness levels of deficient candidates.

    j.  Acts as the primary source of referral between West Point and USMAPS and Patterson Army Hospital

for athletic injuries.

    k.  Orders, maintains and issues all athletic equipment and supplies.

    l.  Participates on counseling teams to provide guidance for the total development of each cadet candidate.

    m.  Acts as a liaison with USMA’s ODIA and DPE regarding the athletic program, recruited athletes and

physical education.

30-7.  Academic Department Heads

    a.  General
     (1)  Monitors, evaluates, and implements policy decisions of the Department. Conducts academic program curriculum development and review, to include scheduling, testing, teaching methods, texts, training aids, educational plant, and faculty; prepares and publishes the annual Program of Instruction and necessary SOPs.

     (2)  Develops and maintains a comprehensive curriculum which will adequately prepare cadet candidates

for academic qualification for West Point and annually review same.  Coordinates with USMA Academic Departments for their appraisal.

     (3)  Maintains academic records unique to USMAPS (less official military personnel records) on all cadet candidates, applicants, and departed students; prepares and authenticates transcripts and similar documents.

     (4)  Collects and maintains statistical data, as appropriate, or as directed by the Commandant; performs institutional research studies.  Provides annual, year-end summary.

     (5)  Administers national tests, which include the Scholastic Assessment Test and American College Test.

     (6)  Oversees computer maintenance of academic records.

     (7)  Provides guidance for and ensures the continued and progressive development of the faculty through attendance at conferences and schools as appropriate to the mission. Conducts in-service and professional development sessions.

     (8)  Conducts academic boards to review cadet candidates failing to make satisfactory academic progress

in order to consider remediation requirements, privilege adjustments, and recommendation for separation.

     (9) Provides oversight on all academic testing used by the USMAPS.

    b.  Specific
     (1)  Department of English
       a.  Prepares and provides for instruction in English grammar, logic, composition, rhetoric, vocabulary development, reading improvement, word processing, and literary genres to all cadet candidates.  Conducts

annual curriculum review.

       b.  Creates, develops, and implements the Standard Program of Instruction as well as special instructional programs for cadet candidates with specific needs such as the fundamental and advanced courses.

       c.  Creates, administers and revises appropriate academic examinations and quizzes.

       d.  Reviews and revises textbooks, booklets, and supplementary worksheets; creates new supplementary worksheets and booklets as needed.

       e.  Provides a full departmental counseling program for all cadet candidates, and maintains academic records

on all cadet candidates in subject area.

       f.  Maintains liaison with the English, History and Foreign Language Departments, USMA, regarding the USMAPS English program and its relevance to the academic program at USMA.

       g.  Reviews new academic texts on the market; recommends new texts to the Dean for approval.

       h.  Ensures the continuing progressive and professional development of departmental faculty members.  

Conducts year round in-service and professional development sessions with teaching staff.

       i.  Provides for attendance at regional and national conferences in regard to subject areas, as appropriate. 

     (2)  Department of Mathematics
       a.  Prepares and provides for instruction in algebra, geometry, plane trigonometry, discrete mathematics, introduction to calculus, and any other related mathematical subjects deemed necessary or valuable as

preparation for admission to and studies at USMA, to include use of the computer and handheld calculator.  Conducts annual curriculum review.

       b.  Creates, develops and implements the standard program of instruction as well as special instructional programs for cadet candidates with specific needs such as the fundamental and advanced courses.

       c.  Assists the designated POI developers in creating and revising appropriate academic quizzes and examinations.

       d.  Reviews and revises textbooks, booklets, and supplementary worksheets and materials as needed.

       e.  Provides a full departmental counseling program for all cadet candidates, and maintains academic

records on all cadet candidates in subject areas.

       f.  Maintains liaison with the Mathematics and Graphic and Computer Science Departments, USMA,

and other mathematically-oriented departments regarding the USMAPS Mathematical Sciences Program

of Instruction and its relevance to the academic program at USMA.

       g.  Reviews new academic texts on the market; recommends new texts to the Dean for approval.

       h.  Ensures the continuing progressive and professional development of departmental faculty members.

Conducts year round in-service and professional development sessions with teaching staff.

       i.  Provides for attendance at regional and national conferences in regard to subject area as may be

appropriate.

Chapter 31

USMA Band 
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31-1.  Mission
The United States Military Academy Band provides musical support for official ceremonies and events for the United States Military Academy and its tenant units; United States Corps of Cadets training and educational activities; and the Army intercollegiate athletic programs.

31-2.  Functions

Provides music for public relations concerts, patriotic events, national holiday celebrations,

radio and television programs, music education centers of influence, and national and international

level performances as directed by Headquarters, Department of the Army.

31-3.  Marching Band 

    a.  Provides musical support for United States Corps of Cadets reviews, meal formations, honor guards, and sports activities.

    b.  Provides musical support for Academy ceremonies and military funerals.

    c.  Performs in neighboring communities for patriotic celebrations/events and celebrations of national holidays.

    d.  Provides musical support for military ceremonies at installations without an assigned military band.

31-4.  Concert Band
    a.  Performs annual concert series at the United States Military Academy.

    b.  Performs in neighboring communities for public relations concerts and patriotic celebrations/events.

    c.  Performs at official Academy ceremonies.

    d.  Provides music to support Department of the Army recruiting and publicity programs by participation in radio and television broadcast and other functions. 

31-5.  Jazz Knights
    a.  Performs for official Academy functions.

    b.  Performs in neighboring communities for public relations concerts and patriotic celebrations/events.

    c.  Performs in local high schools and colleges in support of the US Army Recruiting mission.

    d.  Participates in Concert Series at the United States Military Academy.

    e.  Provides music to support Department of the Army recruiting and publicity programs by participating in radio and television broadcasts and other civil functions.

31-6.  Field Music  (Hellcats) Group
    a.  Provides musical support for United States Corps of Cadets reviews, meal formations, and drills.

    b.  Participates in Academy ceremonies.

    c.  Provides buglers for all off-post military funerals.

    d.  Performs in neighboring communities for patriotic celebrations/events.

31-7.  Support

    a.  Coordinates all operational commitments for each musical performance.

    b.  Provides battalion level administrative and logistical support.

    c.  Coordinates procurement of musical instruments, uniforms, technical support equipment, sheet music, and maintenance items.   

    d.  Orders, catalogs, and maintains music for all performing groups.

    e.  Provides audio and lighting support to the band, including recording and sound reinforcement.

    f.  Operates a full time instrument repair facility.

    g.  Provides music arrangements for marching band, concert band, jazz band, field music group, and vocalist.
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