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BRIGADE HEADQUARTERS

ORGANIZATIONAL INSPECTION PROGRAM

PERSONNEL AND ADMINISTRATION DIRECTORATE CHECKLIST

For use of this form, see CDT CMD Reg 145-8-4; the proponent agency is ATCC-PA


	BRIGADE _________________________________________DATE _____________ BRIGADE REPRESENTATIVE(S)______________________________________

INSPECTOR(S)______________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	1.  General Administration.  Are the following publications on hand, on order, or

accessible through web site at the unit?  
	 

	
	

	2.  Military Evaluations Forms. (AR 623-105 and AR 623-205)
	
	
	

	     a.  Are rating schemes current and forwarded to region quarterly?
	
	
	

	     b.  Is there a suspense system in place?  Are suspense rosters for evaluations that are due sent to battalions?
	
	
	

	     c.  Is counseling conducted and annotated on DA Form 67-9-1 support form (OER)

and/or DA Form 2166-8-1 counseling checklist (NCOER)?
	
	
	

	     d.  Are reports submitted to region IAW suspense dates?
	
	
	

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

	     a.  Is there a suspense system in place? Are suspense rosters for evaluations that are due sent to battalions?
	
	
	

	     b.  Are civilian evaluations completed in a timely manner?
	
	
	

	     c.  Are appropriate initial and mid-year counselings occurring? 
	
	
	

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

	     a.  Is there a tracking suspense in place to ensure awards are submitted?
	
	
	

	     b.  Are awards submitted to region in a timely manner?
	
	
	

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

	     d.  Does the unit maintain and use projected loss roster?
	
	
	

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

	     a.  Are civilian awards submitted to region 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 30 days of the ending date)?
	
	
	

	6.  Civilian Timekeeping (DOD FMR Vol 8)
	
	
	

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

the Region HQs Timekeeper?
	
	
	

	     b.  Are time cards verified properly by supervisors?
	
	
	

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

authenticated in advance?
	
	
	

	     d.  Are time cards retained for 6 years?  (File Number KE6: 37-105d Time and Attendance Report & Leave Record Cards)
	
	
	

	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 kept in unit files for personnel in weight control programs? (para 21c)
	
	
	

	     e.  Are DA Forms 268 forwarded to Region to initiate all flags?
	
	
	

	     f.  Are units submitting DA Forms 268 to remove all flags?
	
	
	


	BRIGADE _________________________________________DATE _____________ BRIGADE REPRESENTATIVE(S)______________________________________

INSPECTOR(S)______________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

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

	     a.  Are Privacy Act statements prepared on all forms subject to the Privacy Act? (AR

340-21, para 1-9 and 4-2)
	
	
	

	     b.  Are responsible individuals aware of the proper channels for processing 

requests?  Do they know who region PA/FOIA officer is?
	
	
	

	c.  Are requests for information forwarded in a timely manner? (AR 25-55, Sec 1503)
	
	
	

	9.  Standards of Conduct (Joint Ethics Regulation)
	
	
	

	     a.  Is a copy of the 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/E-MILPO In/Out Processing.
	
	
	

	     a.  Are PCS leave form/orders submitted to region within 24 hours of arrival?
	
	
	

	     b.  Are soldiers’ submitting Military Pay, Travel, DITY, Travel Lodging Expenses

 (TLE), and 201 files to region within 72 hours of arrival?
	
	
	

	     c.  Are soldiers’ updating their SGLV/DD 93 as required by AR 600-8-1?
	
	
	

	     d.  Is new personnel government credit card being transferred to brigade’s

hierarchy?
	
	
	

	     e.  Are personnel completing the Government Travel Card Briefing within 30 days of

arrival and annually (January)?
	
	
	

	      f.  Is soldiers’ travel card being deactivated prior to departure?
	
	
	

	     g.  Is HFL 627 being submitted to region 30 days prior to departure?
	
	
	

	11.  Leave Program
	
	
	

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

	     b.  Is unit maintaining a leave control log?
	
	
	

	     c.  Is brigade commander verifying the UCFR to ensure that soldiers are charged

correctly IAW leave dates?
	
	
	

	     d.  Is a leave program established to prevent use/lose leave?(para 2-22b)
	
	
	

	12.  Soldier Deployability
	
	
	

	     a.  Is brigade tracking/ensuring soldiers’ dental readiness?
	
	
	

	     b.  Is brigade tracking/ensuring soldiers’ are screened for HIV every 2 years?

(AR 600-110, para 2-2h)
	
	
	

	     c.  Is brigade tracking when soldiers’ physical examinations are due?
	
	
	

	     d.  Do all single soldiers/dual military personnel that require a family care plan have

an approved family care plan IAW AR 600-20?
	
	
	

	     e.  Are quarterly Non-Deployability Reports submitted to region IAW with suspense 

date?
	
	
	

	13.  Federal Voting Assistance Program (DODI 1000.4)
	
	
	

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

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


	BRIGADE _________________________________________DATE _____________ BRIGADE REPRESENTATIVE(S)______________________________________

INSPECTOR(S)______________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	14.  Miscellaneous
	
	
	

	     a.  Is an EO program established? (AR 600-20, chap 6)
	
	
	

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

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

	     d.  Is urinalysis testing conducted through contracting?  If so, are they reporting # of tests taken monthly through region to Cadet Command?
	
	
	

	     e.  Are reporting procedures in place regarding serious incident reporting (SIRs)?  

(AR 190-4 and Cdt Cmd Policy Memo 9, dated 5 Dec 03)
	
	
	

	      f.  Are TDY dates annotated in PERSTEMPO for all active duty personnel?
	
	
	

	     g.  Are UCFRs submitted to region by the 7th of every month?
	
	
	

	     h.  Are 162s/095s submitted to region by the 7th of every month?
	
	
	

	      i.  Is the Region notified when initial/removal flag actions are required?
	
	
	

	      j.  Is a sponsorship program established, i.e. welcome letters/sponsor?
	
	
	


	Cadet Actions
	
	
	

	ITEM
	YES
	NO
	N/A

	1.
Are cadet actions reviewed IAW the criteria established in AR 145-1 and CDT 

CMD Pam 145-4, including Leaves of Absence (LOA) Requests?  (AR 145-1, para 3-

38, 3-48 and CDT CMD Pam 145-4, Ch 03, para 5-3)
	
	
	

	a.
Verify that LOA requests contain proper supporting documentation IAW CDT 

CMD Pam 145-4, Ch 03 and the "Support Documentation for Cadet Actions Matrix"?
	
	
	

	b.
When approving an LOA, does the Brigade Commander ensure that the statutory 

age requirement (scholarship cadets) is met because of delay in the commissioning date?  Or that an age waiver has been approved by the PMS, if appropriate, for nonscholarship cadets?
	
	
	

	c.
Has Brigade Commander exceeded his authority to authorize an LOA not to 

exceed 2 years for students enrolled in internship, off-campus studies (to include study abroad) or other academic studies required by the academic institution to obtain a baccalaureate degree?
	
	
	

	d.
Are the beginning and ending dates of the LOA clearly stated in the request?


	
	
	

	2.
Probation Requests (Cdt Cmd Pam 145-4, para 4-5 and App B).
	
	
	

	a.
Verify that Probation requests contain proper supporting documentation IAW CDT 

CMD Pam 145-4, and the "Support Documentation for Cadet Actions Matrix"?
	
	
	

	b.
If the requests for probation were disapproved, did the return endorsement to the 

battalion contain instructions to initiate termination of the scholarship or disenrollment, as appropriate?
	
	
	

	c.
Are Brigades monitoring battalions to ensure the Cadet Data Base is updated on 

cadets acted on at their level?
	
	
	


	BRIGADE _________________________________________DATE _____________ BRIGADE REPRESENTATIVE(S)______________________________________

INSPECTOR(S)______________________________________________________


PERSONNEL AND ADMINISTRATION

	ITEM
	YES
	NO
	N/A

	3.  Administrative Suspension
	
	
	

	     a.  Are those scholarship cadets who are not meeting the retention standards of their
	
	
	

	contract placed on administrative suspension?
	
	
	

	     b.  If they are not, does the Brigade Commander know that they are not, and why?
	
	
	

	4.  Cadet Urinalysis (On Campus)
	
	
	

	     a.  How many cadets have been tested on campus this year?
	
	
	

	     b.  Is the Brigade Commander authorizing these tests?
	
	
	

	5.  Electronic Actions 
	
	
	

	     a.  Are electronic actions done properly?  Are they processed within 24-48 hrs?  Is there a record of these actions?
	
	
	

	6.  DAMIR, CAI
	
	
	

	     a.  Is the DAMIR sent out to the schools in a timely manner?  Is the Brigade consolidating responses and meeting the suspense to HQCC?    
	
	
	

	     b.  Is the CAI conducted IAW CCR 145-12?
	
	
	

	Accessions
	
	
	

	1.  Are all accession packets reviewed at Brigade prior to submitting to HQCC Accessions for the OML Validation Panel and DA Selection and Branching Board?
	
	
	

	
	
	
	

	REMARKS:
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