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REPORTING IN PROCEDURES
Reporting in will be required at all times unless otherwise instructed.
Cadets requested or wishing to enter an office and speak to a Cadre Officer will report as follows: 

(1) Knock once (loud enough to be heard) on the door and announce “Cadet (last name), “X” Flight, (Rank, Last name of officer requesting to see).” When told to enter, take the most direct route to within two paces of the desk (eyes caged forward), and salute.
(2) If you have been directed to report, you will state, “Sir (Ma’am), Cadet (last name) reports as ordered.”
(3) If reporting on your own, you will state appropriately “Sir (Ma’am), Cadet (last name) reports.” Once acknowledged by the staff member, the cadet will continue with the question or statement.
(4) Hold your salute until it is returned and dropped and remain standing at attention until you are dismissed or told to be seated.
(5) At the end of the conversation ask, “Will that be all, Sir (Ma’am)?” The officer will acknowledge; take one step back from the location you reported in, salute and state, “Good morning (afternoon or evening), Sir (Ma’am).” After your salute is returned, drop your salute, execute the proper facing movement, an about face is appropriate as you have rendered respect, and depart.
NOTE: If the officer states, “That will be all” or “You are dismissed” before you ask, “Will that be all, Sir (Ma’am),” then do not ask that question; just salute and render the appropriate exit greeting such as, “Good evening, Sir (Ma’am).”

Cadets wishing to enter an office and speak to a Cadre NCO or the Admin Assistant in the main office area will report as follows:
(1) Knock once on the door and announce “Cadet (last name), “X” Flight, (Rank, last name of person wishing to see)”. If you need to enter the main office, request and wait for permission to enter before walking in.
