OPERATING INSTRUCTION
NYW Cadet Programs

Administration
http://www.nywgcadets.org/
2001 NEW YORK WING ENCAMPMENT

I. PURPOSE

A. To inform members of Admin Staff on their duties by:

1. Developing a guideline for all staff members

2. Listing the encampment and staff/unit policies

3. List the duties of the Admin Staff

B.  Reference for Admin staff members for the encampment

II. ENCAMPMENT POLICIES

A. In-processing  (in-flight cadets)

1. Cadets will formally report to the designated tables.

2. Admin staff will check for the following items:

i. CAPF 31

ii. Hold Harmless Agreement

iii. Permission for Emergency Medical Treatment

iv. CAP ID

v. Encampment Dues ($125)

3. Ensure all required signatures are there.

4. Forward cadets who hasn’t paid encampment due to Finance

5. See Attachment A for in-processing route.

6. Have cadet review their check-in packet before dismissing them to receive their T-shirts.

B. In-processing (staff members)

1. Same as above

C. In-processing (latecomers)

1. Same as above, but update MSA addendum

D. Out-processing

1. Cadets will formally report to the designated tables.

2. Give the cadet his/her graduation packet.

3. Dismiss them for departure.

III. STAFF POLICIES

A. Copy Machine Use

1. The use of the copy machine will be on a first-come, first-serve basis.

2. The sign-up sheet will be posted daily before breakfast

3. A cadet will be assigned to be in charge of copies daily.

i. He/She will ensure all copies are made on time

ii. He/She will keep track of the sign-up sheet for that day

4. Sign up for copies must be at least 30 minutes for they are needed

B. Free Time

1. When you are finished with your assigned task, help other members of your department finish theirs.

2. Do not loiter; it sets a bad example for the basic cadets.

IV. ENCAMPMENT SPECIFIC DUTIES

A. Administrative Check-in Sheets

1. During in-processing, after a cadet has finished checking his/her check-in packet, separate the Admin check-in sheet from the other forms

2. Forward the CAPF 31s, Hold Harmless Agreements, and Permission for Emergency Medical Treatment forms to the MED OIC.

3. Three (3)-hole punch the Admin Check-in sheets and store in a binder

B. Graduation Packets

1. Admin will begin the assembly of the graduation packets on 29 July

2. Each packet contains:

i. Certificate of Accomplishment

ii. Encampment ribbon OR clasp

iii. Copy of Military Support Authorization (MSA)

iv. Copy of Encampment Roster

v. Copy of P1

vi. Form 7 for cadets who have participated in an orientation flight

C. Inter-flight Mail Service

1. Service will begin on 29 July

2. Collection will be at 2100 daily

3. Mail be ready for distribution to flight sergeants by 0700

V. MISCELLANEOUS – Read and follow NETM regarding staff members. Basic cadets look up to us; therefore we must set the example. Always keep your INTEGRITY!!

C/2d Lt Kayu Ng, CAP

Administration Officer-in-charge
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