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2 Oct 1996


MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:   Visitor Information

	1.  Regulatory

     Change
	This memorandum is an interim change to Fort Huachuca Memorandum 350-22, Lesson Plans and Visitor Folder Content, 25 March 1992.



	2.  Applicability
	This guidance applies to all Military Intelligence training elements.



	3.  Supersession
	Effective immediately the procedures below, based on TRADOC Regulation 351-xx, Total Army School System (TASS), Draft

5 April 1996, paragraph 4-6, supersede those published in Fort Huachuca Memorandum 350-22, Section III, comprising paragraphs 3-1 through 3-3.



	3.  Policy
	a.  Purpose  Visitor information serves as a guide to visitors reviewing instruction.



	

	b.  Use  Make visitor information readily available in a designated visitor area.  In general instructional classrooms, this will be on a visitor table in the back of the classroom.  In special training situations, e.g., small group instructional settings, field training environments, set up a visitor area in the most convenient, practical way.

 

	

	c.  Visitor Information  Provide all the following materials in the visitor area.

(1)  Visitor Sign-in log.  Include columns for the visitor’s name and the date.

(2)  Current class roster or seating chart.

(3)  Training Schedule.
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	c.  Visitor Information (continued)
4)  Instructor biographical data.  Note:  This may be added to the Visitor Folder (paragraph d. below) or placed separately in the visitor area. An example of an instructor biographical data sheet is at enclosure 1.



	

	d.  Visitor Folder  Include the following materials in the visitor folder, and prominently mark the cover “Visitor Folder.”

(1)  Section 1.  The lesson plan.  If the lesson plan is in the TRADOC Reg 350-70 format, include Sections I through V.  For older lesson plans following the FH Memo 350-22 format, include both the Administrative Data Sheet (formatted per Appendix B of FH Memo 350-22) and the presentation section (per Appendix C of FH Memo 350-22).

(2)  Section II.  Student handouts.  Provide copies of all materials handed out to students in class.

(3)  Section III.  A blank evaluation form.  Use Fort Huachuca Form 1477-R, Instructor Evaluation Form (enclosure 2).     



	4.  Point of 

     Contact

	My point of contact for this matter is Dr. Glenn Kjos, (520) 538-1139, DSN Prefix 879, fax (520) 538-6198.



	2 encl
	




Signed Russell W. Watson




           for  ROBERT C. WHITE, JR.






COL, MI






Director of Operations,






  Training, and Doctrine/G3
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Distribution:

Commander, 111th MI Bde

Commandant, Noncommissioned Officer Academy, US Army Intelligence Center

Deputy Assistant Commandant, US Army Intelligence Center

Commander, 304th MI Bn, 111th MI Bde

Commander, 305th MI Bn, 111th MI Bde

Commander, 309th MI Bn, 111th MI Bde

Commander, 326th MI Bn, 111th MI Bde

Commander, 344th MI Bn, 111th MI Bde

Commander, 6th Bn, 3rd Bde, 98th Div (IT)

Commander, 6th Bn (MI), 108th Div (IT)

Commander, 2nd Bn (MI), 84th Rgt, 3rd Bde

Commander, 6th Bn (MI), 3rd Bde, 95th Div (IT)

Commander, 5th Bn (MI), 104th Div (IT)

Example Instructor Biography
DEPARTMENT OF THE ARMY

30xth Military Intelligence Battalion

111th Military Intelligence Brigade

Fort Huachuca, Arizona  85613-6000
Instructor Biography

Name: _________________________________________________   Rank: __________________

Military Occupational Specialty: ___________     MOS Award Date: __________________

BNCOC Completion Date: _______________      ANCOC Completion Date: _____________

Basic Instructor Training Course Completed Date: ____________________

Instructor Identifier Awarded Date: ____________________

Additional Staff and Faculty Development courses completed and dates: ____________

____________________________________________________________________________________

Experience relevant to this Instructor Assignment (examples:  assignments that relate to this subject matter, functional courses completed, civilian experience.  List as many as appropriate). _____________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Note:  The example refers to a noncommissioned officer instructor; appropriate modifications must be made for a commissioned officer, warrant officer, or Department of the Army civilian instructor.







Encl 1

Note:  Enclosure 2 is the Intelligence Center Instructor Evaluation Form.  This is a very large file, 278 KB, so it is not being included with this file.  You may already have copies of this form.  If you do not, you can download the separate file eval1010.doc, or contact the POC to get a copy.

