REGION HEADQUARTERS

ORGANIZATIONAL INSPECTION PROGRAM

PESONNEL AND ADMINISTRATION DIVISION CHECKLIST
For use of this form, see Cadet Command Regulation 145-8-1, the proponent agency is ATCC-PA


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	1.  Military Evaluation Reports (Personnel Evaluations).  (AR 623-105 and AR 623-205)
	
	
	

	     a.  Are rating schemes current?
	
	
	

	     b.  Is there a suspense system in place?  
	
	
	

	     c.  Is counseling conducted and annotated on DA Form 67-9-1 support form (OER) and/ or DA Form 2166-8-1 counseling checklist?
	
	
	

	    d.  Are reports submitted prior to PSC/HQDA suspense dates?
	
	
	

	2.  Civilian Evaluation Forms (AR 690-400/DA Pam 690-400)
	
	
	

	     a.  Is there a suspense system in place?
	
	
	

	     b.  Are civilian evaluations completed in a timely manner?
	
	
	

	     c. Are appropriate initial and mid-year counseling occurring?
	
	
	

	3.  Military Awards and Decorations.  (AR 600-8-22, para 1-14)
	
	
	

	     a.  Is there a suspense system in place?
	
	
	

	     b.  Are awards submitted to higher headquarters in a timely manner?
	
	
	

	4.  Civilian Awards and Decorations (AR 672-20, para 5-6)
	
	
	

	     a.  Are awards submitted to higher headquarters in a timely manner?
	
	
	

	     b.  Are all awards presented prior to recipient's departure?  
	
	
	

	     c. Are annual performance awards (if appropriate) submitted in a timely manner (within 60 days 

of the ending date)?
	
	
	

	5.  Civilian Timekeeping (DOD FMR Vol 8)
	
	
	

	     a.  Are procedures in place for submitting time cards and/or changes to timecards?
	
	
	

	     b.  Do supervisors properly verify time cards?
	
	
	

	     c.  Is there a system in place to ensure overtime is properly documented and authenticated in advance?
	
	
	

	     d.  Are time cards retained for 5 years?
	
	
	

	REMARKS:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	6.  Reenlistment.  (AR 601-280)
	 

	
	

	a. Have reenlistment NCO and officer been appointed in writing? (para 9-10)
	
	
	

	b. Has the Region Commander, or his designated representative,

conducted required interviews, for personnel E-7 and below?  (Appendix C)
	
	
	

	c. Are results of Commander's interviews and counseling sessions recorded on DA

Form1315? (Appendix C)
	
	
	

	7.  The Army Weight Control Program.  (AR 600-9)  
	
	
	

	     a.  Are semi-annual weigh-ins conducted as required?  (para 20a)
	
	
	

	b. Are personnel exceeding the weight limit administered body fat content 

measurements?  (para 20a)
	
	
	

	     c.  Are personnel exceeding body fat measurement placed in weight control program (para 21b) and their records flagged under the provisions of AR 600-8-2,para 1-13d?
	
	
	

	     d.  Are records maintained in unit files for personnel in weight control programs?  (para 21c)
	
	
	

	8.  Privacy Act/Freedom of Information Act (FOIA).  (AR 25-55/AR 340-21)  
	
	
	

	     a.  Are responsible individuals aware of the proper channels for processing quests?  Do they know who the CC PA/FOIA officer is?
	
	
	

	     b.  Are Privacy Act Statements prepared on all forms subject to the Privacy Act?  (AR 340-21,para 1-9 and 4-2)
	
	
	

	      c.   Is an accurate accounting record being maintained IAW paragraph 3-4, AR 340-21, concerning release of information on individuals?
	
	
	

	 9.  Standards of Conduct (Joint Ethics Regulation).  
	
	
	

	      a.  Is a copy of JER, Standards of Conduct for Department of the  Army Personnel, on hand?
	
	
	

	      b.  Have all DA personnel been briefed on the new JER on the standards of conduct?
	
	
	

	     c.  Does the presentation of gifts and donations to DA personnel comply with JER?
	
	
	

	10.  Finance/SIDPERS Inprocessing.
	
	
	

	       a.  Is there a system in place to report arrivals within 24 hours?
	
	
	

	       b. Is there a system in place to ensure soldiers complete Military Pay, Travel, DITY, and Travel 

Lodging Expenses (TLE) and 201 file is forwarded to Region within 72 hours of arrival?
	
	
	

	       c.  Is there a system in place to ensure new personnel transfer the government credit card to their respective region’s hierarchy?
	
	
	

	REMARKS:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	11.  Leave Program. (AR 600-8-10)
	 

	
	

	       a. Are all leaves forwarded to Region for a control number before leave start date?
	
	
	

	       b. Are all leaves given a control number? (table 4-2)
	
	
	

	       c. Is there a leave control log?
	
	
	

	       d. Is a leave program established to prevent use/lose leave?  (para 2-2b)
	
	
	

	12.  Soldier Deployability.
	
	
	

	       a. Is there a system in place to ensure dental readiness?
	
	
	

	       b. Is there a system in place to ensure soldiers’ physicals are updated?
	
	
	

	       c.  Is there a system in place to ensure single soldiers/dual military personnel have an 

approved family care plan?
	
	
	

	13.  Federal Voting Assistance Program (DODI 1000.4)
	
	
	

	    a.    Who is the Region Voting Assistance Officer?  Is he/she on Orders?
	
	
	

	    b.    Has the Voting Assistance Officer attended the local workshop?  Is continuity book on hand?
	
	
	

	    c.    How is 100% of cadre informed of absentee voting procedures?


	
	
	

	14. Miscellaneous.
	
	
	

	       a.  Is a sponsorship program established?  (AR 600-8-8, para 1-7)
	
	
	

	       b.  Is an alcohol and drug abuse control program established and directed by the Region Commander?  (AR 600-85, para 1-6)
	
	
	

	       c.  Is random urinalysis testing conducted?  (AR 600-85, para 10-13)
	
	
	

	REMARKS:
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