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MEMORANDUM FOR:  SEE DISTRIBUTION

SUBJECT:  Fiscal Year 2002/2003 Integrated Training Area Management (ITAM) Workshop Letter of Instruction (LOI)

1. Purpose:  This memorandum disseminates the enclosed Fiscal Year 2002/2003 Integrated Training Area Management (ITAM) Workshop Letter of Instruction (LOI). The LOI defines responsibilities for the ITAM Workshop host installation and its Higher Command, ITAM Installation Steering Committee (IISC), Army Training Support Center (ATSC), Army Environmental Center (AEC), and the ITAM Workshop Support Contractor.  The IISC and host installation may propose minor variations; however, the LOI will remain the standard ITAM Workshop planning guidance.

2. References:
a. Army Regulation 350-4, Integrated Training Area Management.

b. Integrated Training Area Management Installation Steering Committee (ITAM IISC) LOI.

c. ITAM Call for Host Installation.

d. ITAM Call for Papers.

3. Proponent:  Proponent for this LOI is the Training Simulations Division, Training Directorate, ODCSOPS, HQDA (DAMO-TRS).

4. Review Cycle: This LOI is subject to review annually.
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1. Background: 
a. The ITAM Installation Workshop originated with the Land Rehabilitation and Maintenance, or LRAM, steering committee and workshop.  In 1992, Army Natural Resource Management (NRM) staff identified the need for a workshop where installation staff could come together and share information relating to LRAM projects.  The first LRAM Workshop, held at Fort Sill, Oklahoma was well attended and general consensus was that the Workshop should be held on annually.  A group of attendees agreed to accept the responsibility for planning future workshops, and formed the initial LRAM Steering Committee.  Additional workshops were held at Fort Carson, 1993; Aberdeen Proving Ground, 1994; Fort Rucker, 1995; and Fort McCoy, 1996.

b. LRAM was and is a component of the ITAM program; the ITAM Program Managers attended both the 1994 and 1995 LRAM Conferences where it became evident that the scope of both the workshop and steering committee should be broadened to include all four components of ITAM; as well as key aspects of Army conservation and land management. 

c. The recommendations to sanction and broaden the scope of the workshop and steering committee were approved by the ITAM Council of Colonels on 6 Feb 96.  Since the original LRAM focus evolved to the full ITAM program, ITAM Workshops have been hosted by Fort Sam Houston, 1997; Yakima Training Center, 1998; Camp Ripley, MN, 1999; jointly hosted by Fort A.P. Hill, ATSC, and AEC in Richmond, VA, 2000; and Fort Campbell, KY, in Nashville, TN, 2001.

d. Based upon the installation funding and man-year requirements to host the workshop, the ITAM Council of Colonels approved funding for the host installation to pay for workshop requirements not covered by the workshop registration fee. Further, in February 1999 the ITAM Council of Colonels approved contracting out the administrative support of the ITAM Workshop through the Executive Agent. 

e. In June 2000, the ARSTAF elected to establish the Army Range Sustainment Integration Council (ARSIC), to facilitate improved program policy and resource allocation across the program affecting live training execution and support. 

2. Concept:  The following provisions outline the scope, concept of operations, and responsibilities for the ITAM Installation Workshop.

a. The ITAM Workshop is held on an annual basis to facilitate the sharing of lessons learned and new technologies that enhance Army and DOD land management practices.

b. Installation input and direction for the workshop is managed through an ITAM Installation Steering Committee (IISC).

c. The workshop supports the Army’s ITAM program by:

(1) Providing a forum for reinforcing the Army’s ITAM policies and procedures, and improving the management of training lands through best management practices.

(2) Providing a forum for scientific exchange of technologies, ideas, experiences, and lessons learned that relate to the application of ITAM on military training and testing lands.

(3) Providing input on requirements if requested by the Army Range Sustainment Integration Council (ARSIC) – previously the ITAM Council of Colonels.

(4) Facilitating integration of the Army’s ITAM Program, Range and Training Land Program (RTLP), Conservation Program, and master planning.
3. Designated Responsibilities:

a. DA Program Manager:

(1) Approve ITAM Workshop location.

(2) Forward acceptance memorandum through the Higher Command to the designated ITAM Workshop host installation.
(3) Provide Sustainable Range/ITAM program update at the ITAM Workshop General Session.


(4) Publish ITAM Workshop LOI as required.

b. The IISC:

(1) Prepare the annual ITAM Workshop Call for Host Installation and Papers.

(2) Receive installation requests to host the ITAM Workshop and provide a recommendation, with a copy furnished the ITAM program Executive Agent, to the ITAM Program Manager for approval by DAMO-TR.

(3) Determine the theme for each annual ITAM workshop.

(4) Appoint an abstract Point of Contact. Screen, approve, and organize oral and poster abstracts for presentation at the workshop. Replace any canceled presentations with previously non-selected abstracts and notify the Workshop contractor.

(5) Provide IISC Chair as Point of Contact for the administrative support contract Project Management Plan (PMP) reviews.

(6) Participate in the ITAM Workshop contract PMP reviews as required.

(7) Conduct a pre-Workshop meeting prior to the Spring ITAM PMR for final Workshop coordination.  Finalize the ITAM workshop schedule of events.

(8) Receive request for breakout sessions and recommend to DA Program Manager for approval.

(9) The IISC Chair will perform duties as the Master of Ceremonies for the workshop general sessions.

(10) Moderate the workshop abstract and breakout sessions and record attendance.

(11) Design and provide Certificate of Appreciation to oral and poster abstract presenters.

(12) Design ITAM Workshop Critique Sheet and provide to the administrative support contractor for distribution and collection during the workshop.

(13) Analyze critique sheet data and recommend changes to future workshops at the post ITAM Workshop After Action Review (AAR).

(14) Review the ITAM Workshop LOI and recommend changes to the post ITAM Workshop AAR.

(15) Chair the post ITAM Workshop After Action Review.

c. Host installation:

(1) Submit request to host ITAM Workshop through the Higher Command.

(2) Identify installation Workshop POC to assist with the planning, organizing, and conduct of the workshop.

(3) Identify potential Workshop hotels and conference facilities. The potential hotel facilities should have: 

(4) Lodging for a minimum of: 

1. 250 for Sunday 

2. 450 for Monday, Tuesday, Wednesday 

3. 400 for Thursday 

(5) 15 government and 50 vendor displays (Note: If unable to provide space for 50 vendor displays, notify ATSC of the maximum number the hotel facility can accommodate.) 

(6) Poster presentation room or area  (minimum of 25 4’X8’ poster boards)

(7) Four meeting rooms (one room for 30 people)

(8) Support operations (one room sufficient to accommodate operations activities)

(9) General session Room for Tuesday and Thursday morning or as required (500 people) 

(10) Six oral presentation (100 people) rooms

(11) One briefing and presentation preparation room with audiovisual support. 

(12) Meeting room for a GIS and LCTA breakout session (250 people for GIS and 200 people for LCTA)    

(13) Meeting room for 50 people to attend the Range and Training Land Program meeting.

(14) Meeting rooms for MACOM breakout sessions. 

(15) All rooms should have capability of being reserved for a 24-hour day and may be used for ADHOC meetings at the end of the daily sessions.

(16) Prepare memorandum documenting recommended hotel in accordance with (IAW) Joint Travel Regulations (JTR).

(17) Coordinate with ATSC for preliminary planning for hotel and contract support subsequent to receiving DA approval.

(18) Designate Workshop dinner facility.  

(19) Identify and coordinate protocol for the General Session Key Note Speaker.

(20) Provide Bio of Key Note Speaker.

(21) Provide Honor Guard for Workshop General Session.

(22) Provide person to introduce Key Note Speaker.

(23) Plan and obtain Higher Command approval of an installation field trip prior to the AAR meeting.

(24) Conduct an installation field trip IAW with Higher Command approval.

(25) Identify Field Trip unique funding requirements to ATSC for approval, limited to $7,500.

(26) Participate at the Feb/Mar IISC meeting at the agreed upon hotel facility. Provide transportation to the IISC for the Feb/Mar meeting to review the planned installation field trip.

(27) Recommend to the IISC the ITAM workshop logo to be placed on a hat, shirt, and other items as required.

(28) Prepare Workshop welcome letter from host installation commander.

(29) Provide assistance and information to the administrative contractor for Workshop Invitation and Welcome Packet

(30) Participate in the PMP reviews as required.

(31) Provide contract administrative support AAR comments to ATSC NLT 30 days following close of the workshop.

(32) Participate in the both the post ITAM Workshop AAR for the previous Workshop and following completion of the hosted Workshop.

d. Army Training Support Center (ATSC):

(1) Contract for ITAM Workshop administrative support including:

(a) Workshop hotel and/or conference facilities.

(b) Audiovisual.

(c) Computer hardware and software.

(d) Internet connection.

(e) Field trip transportation.

(f) Food and beverage items for the breaks and social.

(g) Workshop contractor display area.

(h) Workshop dinner.

(i) Workshop souvenir.

(j) Thursday lunch for field trip attendees.

(k) Publication in Commerce Business Daily for Workshop contractor displays.

(2) Conduct monthly Workshop contract PMP reviews as required.

(3) Provide Task Monitor as required.

(4) Provide contract oversight during workshop planning and execution

(5) Designate the ITAM Workshop hotel to be contracted for with concurrence of the host Higher Command and installation.

(6) Specify the type and quantity of Workshop audio-visual equipment.

(7) Coordinate with AEC for both the GIS and LCTA breakout sessions for requirements including audiovisual, computers, software, and internet connection. 

(8) Specify the number of breaks and socials supported with food and beverage based on number of pre-registered attendees.

(9) Provide funding in the contract, up to $7,500, for host installation unique field tour requirements.

(10) Establish the ITAM Workshop registration fee with concurrence from the ITAM Executive Management Council (EMC).

(11) Prepare and maintain an ITAM Workshop Support Milestone Chart, Enclosure One. 

(12) Provide a Point of Contact (POC) for the Range and Training Land Program (RTLP) portion of the Workshop.

(13) Provide secretarial support to summarize workshop critique sheet data for the IISC.

(14) Plan and coordinate the post ITAM Workshop AAR meeting at the site of the next proposed Workshop. If the proposed Workshop hotel facility is unavailable for the post ITAM Workshop AAR, coordinate for a meeting site within close proximity.

e. Army Environmental Center:

(1) Publish the following documents provided by the IISC on the ITAM Web site:

(a) Call for Papers.

(b) Call for Host Installation.

(c) Workshop invitation.

(d) Electronic submission of abstracts.

(e) Electronic workshop registration.

(f) ITAM Workshop vendor invitation.

(g) ITAM Workshop proceedings.

(h) ITAM Workshop registration list.

(2) Develop and present to the EMC for approval the Geographical Information System (GIS) and Land Condition Trend Analysis (LCTA) breakout sessions.

(3) Provide GIS and LCTA breakout session requirements including room capacity, audio-visual, computer hardware and software, and Inter Net connection to ATSC.

(4) Conduct the GIS and LCTA breakout sessions.

(5) Develop and conduct additional breakout sessions, as required.

(6) Provide the pre-registration database for final workshop registration.

(7) Participate in the administrative contract PMP reviews as required.

(8) Participate in the post ITAM Workshop AAR.

f. Administrative Support Contractor (IAW appropriate contractual instrument):

(1) Provide overall coordination of all workshop activities in support of the host installation, IISC, ATSC, and AEC.  Lead point of contact is the ATSC COR and designated Task Monitor.

(2) Prepare Project Management Plan (PMP) and monthly updates.

(3) Host the monthly telephone Workshop contract PMP reviews as required.

(4) Contract for and host the Post ITAM Workshop AAR meeting and the IISC February/March meeting.

(5) Publish and solicit in the Commerce Business Daily for vendor displays at the workshop.  Coordinate with selected vendors depending on space availability.

(6) Recommend an ITAM Workshop registration fee to ATSC based on projected cost estimates and number of pre-registered attendees.

(7) Design, in coordination with host installation and IISC, workshop invitation and mail out to prior year workshop participants and provide an electronic format to AEC no later than 30 May.

(8) Contract for food and beverage items for designated breaks, social, dinner, and Thursday field trip lunch.

(9) Contract for the hotel and/or convention center facilities for lodging, office space, meeting rooms, and contractor, government and attendee poster exhibit facilities.

(10) Contract for over-flow hotel lodging depending on number of available rooms at the designated hotel.   

(11) Contract for transportation for the host installation field tour and any other COR designated transportation requirements.

(12) Allocate from approved delivery order, up to $7,500 for host installation field tour unique requirements.

(13) Contract for Audio Visual, computer hardware and software, and Internet support.

(14) Contract with designated workshop dinner facility. 

(15) Provide reproduction capability.

(16) Procure workshop memento for resale to workshop attendees using the logo provided by the host installation.

(17) Registration:

(a) Conduct pre- and on-site registration, including developing and mailing out pre-registration packets, collecting fees necessary to defray the cost of the workshop.

(b) Establish and maintain a workshop registration table and/or Workshop Help Desk, Sunday through Thursday, and an Operations Center, Sunday through Thursday.

(c) Collect copies of computer presentations at registration for pre-loading.

(d) Provide to each paid registered attendee a welcome packet that includes as a minimum: Welcome letter signed by host installation; schedule; Name Tag; copy of each abstract accepted for presentation; bio of key note speaker; information provided about the host installation; tourist information about the local area; any planned activities during the evening hours.

(e) Provide a separate receipt to each paid registered attendee for reimbursable and non-reimbursable registration fees.

(18) Provide workshop attendee list in electronic format for posting on the ITAM Web Page.

(19) Provide Poster display boards, 4’ X 8’ bi- or tri-fold boards that sit on an 8-foot table for approved poster abstracts.

(20) Provide large-scale workshop direction signs and presentation schedule at each breakout room.

(21) Provide for an attendee message service and message board.

(22) Participate in the post ITAM Workshop AAR.

g. Host Installation Higher Headquarters:

(1) Approve and forward to IISC Chair request to host the ITAM Workshop.

(2) Approve the proposed host installation field trip plan.

(3) Participate in the post ITAM Workshop AAR.
4. Funding:
a. The Contractor is authorized to solicit a workshop registration fee from attendees.  The registration fee is to defray cost of the workshop including light refreshments IAW the JTR.  The registration fee may not be used to defray cost of items normally covered by per diem (e.g., meals, lodging, transportation).  Attendees are not authorized reimbursement for personal items (T-shirts, hats, Workshop dinner, etc.) and costs of personal items may not be included in the registration fee. Attendees are authorized reimbursement for the registration fee as part of the TDY expenses IAW Joint Travel Regulations for military personnel, and Joint Federal Travel Regulations for civilian personnel.  These limitations apply to personnel traveling at the invitation of the military and/or Federal Government.

b. An allocation of HQDA ITAM funds will be provided to the ITAM Executive Agent to contract for the administrative support that has been approved by the HQDA ITAM proponent (Director of Training, ODCSOPS) during the Workshop planning process.
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