FACT SHEET

ATCC-MM/(757) 727-4601

11 April 2003

SUBJECT: Army ROTC Reimbursable Out-of-Pocket Recruiting Expenses

1.   Purpose. To provide battalion and brigade members the regulatory guidance on and revised procedures for requesting reimbursement of out-of-pocket (OOP) recruiting expenses.

2.   Facts.

a. Policy on reimbursement of out-of-pocket expenses defrayed from personal funds in the performance of recruiting duties is covered by the Joint Travel regulation (JFTR, volume I, para U7030) and paragraph 7-2b(6) and Appendix C, Cadet Command Regulation 145-4.

b. Such OOP expenses must be submitted for reimbursement separately from other, non-recruiting related expenses.  Recruiting expenses are those incurred when making initial or follow-up contacts with individuals not enrolled in Army ROTC.  Reimbursement is from advertising funds, and must be budgeted in the Local Advertising Procurement System (LAPS), either in the Marketing Action Plan Budget or in a trimester order.  Units must plan for approximate OOP amounts so they do not have to cancel other activities to balance the budget.

c. Reimbursement will not exceed $75 in any month, and is not authorized for expenses covered by other regulations or elsewhere in the JFTR (e.g., temporary duty and local travel expenses).  Reimbursement is authorized for the recruiter’s meal as well as the prospect’s meal when the meal is incidental to the conversation and not partaking would be inappropriate.  Tips are NOT an authorized expense under this section of the JFTR and will not be reimbursed.

d. While the Recruiting Operations Officer (ROO) is often the primary recruiter, PMSs may assign recruiting missions to any cadre member(s) and may take on recruiting duties themselves. When these cadre members incur a recruiting expense such as the cost of a prospect’s lunch, they can and should claim the expense, with PMS approval and sufficient LAPS funds budgeted.  The PMS or Brigade Commander signature as the Certifying Officer on Standard Form 1164, Claim for Reimbursement for Expenditures on Official Business, serves as approval and verification that the cadre member is authorized to request reimbursement (no additional memorandum is required).  CC Reg 145-4 lists authorized expenses, which are generally limited to:

(1) Snacks, non-alcoholic beverages, and occasional but not frequent lunches and dinners when purchased by the cadre member for prospective enrollees and their immediate families or other individuals who directly assist in the recruiting effort.  (NOTE: Meals covered by this authority should be spontaneous in nature or planned in the short-term.  Pre-planned group events, refreshments for open houses, etc., may be budgeted and contracted using advertising funds in accordance with chapter 7 of CC Reg 145-4 but cannot be funded from out-of-pocket expenses nor reimbursed using these procedures.)

(2) Parking fees incurred while at itinerary stops.

(3) Official telephone calls.

(4) Purchase of photographic copies of vital documents necessary for ROTC enrollment, including birth certificates, school transcripts, diplomas, registration certificates, etc.  NOTE: Reimbursement of items such as photo developing or booth rental are not authorized OOP recruiting expenses. These costs are ordered from local advertising funds through LAPS.

e. The procedures to request reimbursement of authorized OOP recruiting expenses follows.  The requirement to submit an original DA 3892-R has been rescinded; only the SF 1164 is required.  Claimants will use the SF 1164 to itemize expenses.  NOTE: Contract employees do not follow these procedures, but request reimbursement from the contractor, following their procedures.  The contractor will then bill the Command for these expenses.

(1) Claimant will forward completed SF 1164 to the assigned Region Desk Officer (RDO) in the Marketing and Public Affairs (MPA) Directorate at HQCC.  The requirement for the original signature has been rescinded; fax copies are authorized so long at the recruiter maintains the original at the battalion.  PMS or brigade commander MUST sign block 9.  Forward SF 1164 to:
Headquarters, U.S. Army Cadet Command

Marketing & Public Affairs Directorate

ATTN: ATCC-MM (__ Region Desk Officer)

57 Patch Road, Building 57

Fort Monroe, VA 23651-5000 

FAX:  757-788-5490

(2) RDO will review the claim and sign block 8 as Approving Official, and forward the form to the Resource Management Directorate (RMD), HQCC, for accounting classification.  Once funds have been authorized, RMD will forward to the servicing DFAS for reimbursement.

f. Instructions for completing SF 1164:

(1) Block 1. Enter claimant’s unit of assignment.

(2) Block 2. Leave blank.

(3) Block 3. Leave blank.

(4) Block 4a. Enter claimant’s last name, first name and middle initial.

(5) Block 4b. Enter claimant’s social security number.

(6) Block 4c. Enter mailing address for payment.

(7) Block 4d. Enter claimant’s office telephone number, including area code.

(8) Block 5. Leave blank.

(9) Block 6a. Enter date(s) on which claimed expenses were incurred (first line).

(10) Block 6b. Enter code C (Other Expenses), or B (Telephone).  Do not use A.

(11) Block 6c. ON THE FIRST LINE, ENTER “U7030 JFTR - Recruiting Expenses."  On subsequent lines, enter the primary explanation of expenditures.  For meals, enter the name of each individual followed by the meal code, B = breakfast, L = lunch, D = dinner, S = snack.  For recruiter meals taken with prospects, enter “Recruiter.”  (One recruiter meal payable per event.)  For other expenses, provide the recipient or organization name, e.g. “Clinton Co. College Fair.”

(12) Block 6d. Enter secondary explanation of expenditures if necessary, e.g. for the college fair, enter the specific expense, e.g. “Booth Fee.”

(13) Blocks 6e through h. Leave blank.

(14) Block 6i. Enter total amount of expenses claimed.  Subtract any tips or gratuity.

(15) Block 7. Enter total amount sum from Block(s) 6i.

(16) Block 8. Leave blank.

(17) Block 9.  PMS or Brigade Commander must sign verifying both the eligibility of the claimant to request reimbursement as well as each itemized expense.

(18) Block 10. Signature of individual filing claim.

(19) Blocks 11a-11c and Block 12. Leave blank.

g.   Direct any questions on policy or procedures, or vouchers not paid within 21 days, to the appropriate RDO at HQCC or to the Recruiting & Retention Division, RROD, at 757-788-3076.






