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MEMORANDUM FOR Region/Brigade/Battalion Commanders  

SUBJECT:  Timelines for Administrative Conditions and Waiver Requests for Non-contracted Cadets

1.  This memorandum outlines guidance for the timely initiation and completion of administrative conditions and/or waiver requests for non-contracted cadets pending contracting.  

2.  It is imperative that non-contracted cadets entered into CCIMS with pending administrative conditions be resolved in a timely manner.  The “B” and “R” status entered into CCIMS are used by Cadet Command to project commission numbers within mission sets.  

3.  Effective immediately, in order to ensure these projections are accurate and current, the battalions must initiate action within 21 working (w) days in order to resolve administrative conditions or submit a waiver request to the appropriate approval authority.

4.  Once battalions have initiated action, the timelines below will be used for completion of administrative conditions or waiver requests, depending on the approval authority level.  For example, if Cadet Command is the approval authority level, the request must be completed within 30 working days of receipt, provided the action is complete and contains the required supporting documentation.   





APPROVAL AUTHORITY LEVEL    TIMELINE
            Battalion                  10 w days*

            Brigade                    10 w days

            Region                     10 w days

            Cadet Command              30 w days

  *NOTE EXCEPTION:  Height/weight and APFT (scholarship) requirements: Cadets must 

  meet these requirements by 15 Dec or 15 Apr (mid-year entry) or initiate a request 

  for extension to HQCC NLT 5 days after the suspense date.

  Medical qualification requirements: Medical determination must be finalized within

  six months of completion of the physical.  If after 6 months the cadet is not

  qualified, the PMS may extend the medical determination for 30 days.  
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5.  Requests for waiver, extension of the suspense or any other exceptions will be forwarded from the battalion directly to the approval authority, unless otherwise instructed by the region commander.  Region commanders should keep in mind that actions required to flow through the brigade and/or region will increase the processing time.  

6.  Once the conditional status is resolved or the cadet is no longer eligible for contracting, update CCIMS within 5 working days.  If the cadet contracts, change the status to “E”.  Nonscholarship MS III cadets in “B” status who become ineligible for contracting, change status to “T” (which will place the cadet in a non-contract drop status) and add the number to the PAN File in the CCIMS Student Management module.  Scholarship cadets in “R” status who fail to meet the contracting eligibility criteria, but desire to remain in the basic course as a non-contracted cadet, will be changed to status “Z” (probable-awaiting Advance Course enrollment); otherwise change status to “T” (which will place the cadet in a non-contract drop status) and add the number to the PAN File in the CCIMS Student Management module.

7.  The Cadet Command POC for monitoring conditional cadets is MAJ William Warner, Operations Division, (757) 788-4606; waiver requests is Ms. June Reams, Cadet Actions & Standards Division, (757) 788-4534; and scholarships issues is Ms. Linda Morris 

(757) 788-4559.  
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