Guidelines: DDR Reports and Due Dates

 NHQ DDR Reports Due
(Wing/Region level)
Required Reports:
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3-6.  Reporting Requirements. The DDR program maintains accountability in accordance with DoD directives, AFMOA/SGHW guidance and Air Force Instructions for program management and expenditures. Purpose for these After Activity Reports and End of Year Reports assist NHQ/CP in accounting for funds expended, tracking trends and recognizing program achievements. 

a.  After Activity Reports. If a unit receives funding or materials for a DDR activity, whether from AF/SG or other sources, the applicable DDR Program Officer (or designated representative) must submit a completed AAR, via eServices, within 15 days of the completion of the activity. Failure to submit reports on time could jeopardize that unit’s access to future funding. Units are encouraged to submit AARs for all DDR activities after completion, even if the activity did not receive funding. Selected data from the AARs are automatically transferred to the wing End of Year Report. 

b. End of Year Report. All wings will submit a complete DDR End of Year report annually, via eServices, within 30 days of the end of the fiscal year (i.e., 30, October). 
Failure to submit reports on time could jeopardize the approval of future funding requests for the wing. NHQ/CP uses this information to submit a consolidated report to AFMOA/SGHW, through HQ CAP-USAF. 


c. Strategic Plans and Goals.
Develop an annual strategic plan of action and share that plan with subordinate units. The strategic plan should be based on the DDR program goals and objectives published at capmembers.com/ddrgoals. A sample strategic plan is available at the same website. 
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2-3. Minimum DDR Program Standards. 
b. Wing. Each wing that has subordinate units participating in the DDR Program will: 
(1) Appoint a Wing Cadet DDR Program Officer in eServices. 
(2) Strongly consider conducting a National Character Day annually, or ensure it is conducted at the group level, using the curriculum at capmembers.com/characterday. 
(3) Develop an annual strategic plan of action and share that plan with subordinate units. The strategic plan should be based on the DDR program goals and objectives published at capmembers.com/ddrgoals. A sample strategic plan is available at the same website. 
(4) Integrate a drug-free message into the wing-level cadet activities it offers, whenever practical. 
(5) Monitor the submission of After Activity Reports (AAR) from all units in the wing, via eServices (see paragraph 3-6). 
(6) Submit an End of Year report, via eServices (see paragraph 3-6). 
Squadron & Flight. Each cadet and composite squadron or flight that participates in the DDR Program will: 
(1) Integrate a drug-free message into any special weekend activities, whenever practical (see CAPR 52-16, paragraph 4-3b). 
(2) Submit AARs for DDR activities via eServices (see paragraph 3-6). 
(3) Conduct at least two DDR activities annually, one of which must be an outreach activity (see paragraph 1-5c). 
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4-2. Unit Goals. Every cadet unit will establish annual goals that describe the activities, projects and new endeavors the unit plans to accomplish in support of its cadets during the coming year. Goals are to be specific and measurable. Effective 1 October 2014, the unit’s leadership team shall revisit their annual goals quarterly. 
For suggestions on how to create “SMART Goals,” see CAPP 52-15 and Figure 4-1.

NHQ Required Reports Due Dates:

Sep. 30th   DDR End of Year Report to NHQDDR (see explanation above from CAPREG 52-22)
By fully answering the required questions helps NHQ with the annual data relating to your DDR programs within completing the EOY form on E-Services.

 Sep. 30th   All DDR After Activity Reports [AAR’s] all must be completed before closing business day to NHQDDR as final recorded data at the ending of each fiscal year records.  
(See explanation from CAPREG 52-22 3-6a)

















MER DDR REPORTS DUE

Established by MER DCS & MERCPDDRC
(*) Requested to be sent to MERCPDDRO/MERDCSCP

Within MER these have been the established guidelines of our due dates on reports.
Which this has been in place as procedures and processing of all our reporting.
a. Ensuring the finalized data is submitted for NHQCP within their time periods. 
b. Better quality maintaining reports with the most current updating of the recorded information and data.
c.  Reason for MER due date are different then NHQ  gives allowed  time for reviewing and if needed making  any further updates or changes prior to the set due dates from NHQ seen within CAPR 52-22.


AAR’s:

Daily/ Monthly

Beginning with this new change for reporting as of 1, April 2015 for all submitted AAR’s. Must comply with new MER Request for reporting NLT 15 days after the activity or Event to be completed in E-Services. 

Reason: To decrease continued last moment entries, so to eliminates ones submitted after the fact once NHQ closing period of the End of Year data.
 

Quarterly Reports:

Performance Report
(*) These reports are due NLT the 10th of each quarter from the Wings as a brief summary of their performance and progress towards their wings and units annual objectives within the Strategic Plans and Goals.  
Wings Deadline Dates: 
Jan 10, Apr 10,    
Jul 10, Oct 10  
Reason: This information is needed from all Wing. For the MERDDR Quarterly Report sent to the MER DCSCP towards reporting our progress and performance of our DDR Program. MERDDRO Quarterly reports are submitted NLT the 15th to the MERDCS for the sole purpose of being included within the cadet programs report for the Region Quarterly Commanders Staff meeting.








Annually Reports: 

EOY Reports:
Per CAPR 52-22 this must be completed by all wings NLT Oct, 31st   through E-Services. 
(*) MER due date is 15, Oct each year. 
Reminder: Once new EOY for New Year is posted on E-Services all Wing DDRO’s need to make entries with in the first section at top of report form DDRO’s contact information to include any changes.

DDR Strategic Plans and Goals:
 (*) Must be completed NLT Sep. 15th for each New Fiscal Year 
Reason: Per CAPR52-16 4-2 for units and CAPR52-22 3-6b 
All Wings must submit these every year. Send copies to the MERDCSCP and MERCPDDRO.

Another Important Annual Item: 
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b. Nomination Process. Any CAP member may nominate an eligible member for the award. Nominations must describe why the individual is deserving of the award and be submitted in narrative format, per the timeline below: 
By 15 January - Nominations are due at wing headquarters for the wing-level award. 
By 15 February -Wings submit their nomination to the region for the region-level award. 
By 15 March - Regions submit their nomination to National Headquarters/CP for the national-level award. 
By 15 April - National Headquarters coordinates the selection of the national-level award winner with the appropriate individual(s) or committee, as designated by the National Commander. The National Commander is the approving authority for the award.28 CAPR 52-16 19 JUNE 2014 

Please let’s work with reviewing months prior to submitting these award nomination.
By selecting your members through their exceptional achievements and accomplishment within our DDR programs for each year’s overall performance.
       
a. “DDR Member of the Year” this can go to any active member senior or cadet
b. “DDR Wing of the Year” is given for the performance and productivity of the wing annual DDR programs.
c. “Quality Cadet Unit Award” has DDR accomplishments within the required criteria.
d. [bookmark: _GoBack]“Jack Sorenson Award” for cadet programs officer 
