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BY ORDER OF THE CHIEF,
ANGPD 90-253

NATIONAL GUARD BUREAU



28 SEPTEMBER 2001

Command Policy

COMPLIANCE AND STANDARDIZATION REQUIREMENT LIST


PERSONNEL

NOTICE:  This publication is available digitally on the NGB-SDP WWW site at http://www.ngbpdc.ngb.army.mil.
OPR:  ANG/DPFP (CMSgt A. Bouet)
Certified by:  NGB/CF (Col T. Scherling)

Supersedes ANGPD 90-253, 8 March 1999
Pages:  21


Distribution:  F

This policy directive implements AFPD 90-2, Inspector General -- The Inspection System, and is applicable to all ANG units.  The items listed do not constitute the order or limit the scope of the inspection/assessment.  As a minimum, units will use this policy directive in conjunction with the annual unit self-assessment.  The objective is to identify deficiencies that preclude attainment of required capabilities.  Units will supplement this publication with items developed from appropriate technical data, Air Force Occupational Safety and Health (AFOSH) Standards (STD), local operating instructions (OI), etc., to assess internal compliance.  This policy directive may be used in whole or in part by HHQ/IG during evaluations and exercises.

SUMMARY OF REVISIONS

This document has been revised to update the contents of ANGPD 90-253, based on  feedback from ANGRC OPRs and ANG MPFs input from UCI experience.  

1.  Critical Compliance Objectives (CCO).  Items defined as key result areas for successful mission accomplishment including, but not limited to, items where non-compliance could result in serious injury, loss of life, excessive cost, or litigation.  CCOs are noted as bold text in all caps.

2.  Core Compliance Items (CCI).  Areas that require special vigilance, important to the overall performance of the unit, and essential to operations (these items will be sampled); but these areas are not deemed “Critical.”  Non-compliance would result in some negative impact on mission performance or could result in injury, unnecessary cost, or possible litigation. CCIs are noted as text in all caps.

3.  General Compliance Items (GCI).  Areas deemed fundamental to successful overall performance of the unit (these items may be certified by the commander and will be sampled); but non-compliance would result in minimal impact on mission accomplishment or would be unlikely to result in injury, increased cost, or possible litigation.  General Compliance Items are noted regular text (No bold, no all caps).  

Item

No.
Items
References


Retention  (OPR:  ANG/DPFR)


1.
DOES MILITARY PERSONNEL FLIGHT CHIEF (MPF CHIEF) REVIEW BONUS CASE FILES SUBMITTED FROM ROM WHEN MEMBER IS DUE PAYMENT TO ENSURE THAT SUPPORTING DOCUMENTS ARE INCLUDED?
DODI 1205.21; CRG-DPP-001, Feb 98; ANGI 36-2607

2.
DOES ROM RECONCILE FUNDS OBLIGATED AS REPORTED BY BASE FM, WITH SLRP FUNDS REQUIREMENTS QUARTERLY TO ENSURE THAT TIMELY CORRECTIVE ACTION IS TAKEN? (FOR END-OF-YEAR CLOSEOUTS, RECONCILE LAST QUARTER REQUIREMENTS NLT 1 AUGUST) 
DODI 1205.21; CRG-DPP-001 Feb 98; ANGI 36-2607

3.
DOES ROM USE THE RETENTION OFFICE MANAGER PRODUCTIVITY SYSTEM (ROMPS) MANDATED BY ANG/DPFR, FOR ASSISTANCE IN MANAGING THE ANG INCENTIVE PROGRAM, TO INCLUDE TRACKING OF FUNDS, COMPLETING OF FORMS, AND PRODUCING BONUS STATUS REPORT?
DODI 1205.21; CRG-DPP-001; Feb 98; ANGI 36-2607

4.
DOES ROM RECONCILE AMOUNT OF STUDENT LOAN PAYMENT AND LENDING INSTITUTION BETWEEN THE PAYMENT AUTHORIZATION LETTER AND ACTUAL PAYMENT DOCUMENT RECEIVED FROM MILITARY PAY?
DODI 1205.21; CRG-DPP-001, Feb 98; ANGI 36-2607

5.
DOES ROM SEPARATE BONUS CASE FILES THAT ARE APPROVED AND RETURNED BY MPF CHIEF, PENDING COMPLETION OF PAYMENT TO MEMBER?
DODI 1205.21; CRG-DPP-001;  Feb 98; ANGI 36-2607

6.
DOES ROM PERIODICALLY REVIEW BONUS CASE FILES TO ENSURE THAT PAYMENT HAS BEEN PROCESSED (NGB FORM 38-4) RETURNED FROM MILITARY PAY?
DODI 1205.21; CRG-DPP-001,  Feb 98; ANGI 36-2607

6.1.
ARE BONUS CASE FILES CONSTRUCTED FOR EACH ENLISTED MEMBER ENTERING ANY OF THE ANG INCENTIVE PROGRAMS?  
DODI 1205.20; DODI 1250.1; ANGI36-2607

6.2.
DOES ROM CONDUCT EXIT INTERVIEWS WITH MEMBERS WHO HAVE DECIDED TO SEPARATE OR ARE UNDECIDED ABOUT REENLISTMENT?  ARE REASONS DOCUMENTED?
DODI 1205.21; ANGI 36-2607

6.3.
DOES ROM HAVE AN ACTIVE CAREER MOTIVATION PROGRAM (CMP) ESTABLISHED AND HAVE UNIT CAREER ADVISORS (UCA) BEEN APPOINTED AND TRAINED?
DODI 1205.21; ANGI 36-2607

6.4.
DOES THE ROM VERIFY ELIGIBILITY, AND ,IF ELIGIBLE, PREPARE THE APPROPRIATE INCENTIVE WRITTEN AGREEMENT UPON APPOINTMENT OR ENLISTMENT?
DODI 1205.21; ANGI 36-2607

6.5.
DOES THE ROM REVIEW THE FOLLOWING WITH ALL MEMBERS ENROLLED IN ANG INCENTIVES: WRITTEN AGREEMENT, MEMBERS OBLIGATION, IDENTITYOF CAUSES FOR TERMINATION, SPECIFICATION PROCEDURES FOR RECOUPMENT OF PAYMENTS, BRIEFING MEMBERS ON PAYMENT DATES AND AMOUNTS?  DOES THE ROM ENSURE THAT MEMBERS INITIAL AND SIGN AGREEMENT AS REQUIRED AND IS IT FILED IN THE BONUS CASE FILE?
DODI 1205.21; ANGI 36-2607

6.6.
DOES THE ROM FORWARD THE STIPEND PROGRAM WRITTEN AGREEMENT, STIPEND APPLICATIONS WORKSHEET, AND COMPLETED AF FORM 3046 (CERTIFICATE OF ENROLLMENT) TO ANG/DPFR FOR REVIEW (APPROVAL/DISAPPROVAL)?
DODI 1205.21

DODD 5010.38

ANGI 36-2607

6.7.
DOES THE INCENTIVE (BONUS) CASE FILES CONTAIN (AS A MINIMUM):  NGB FORM 38-5, INCENTIVE CASE FILE COVER SHEET, NGB FORM 38-4, INCENTIVE (BONUS) PAYMENT AUTHORIZATION, ORIGINAL SIGNED AND DATED WRITTEN AGREEMENT, COPY OF THE STATE INCENTIVE AFSC LIST AND ANNUAL ALL STATES LOG LETTER?
DODI 1205.21

DODD 5010.38

ANGI 36-2607

6.8.
Does the ROM receive an Incentive Program (bonus) Eligibility Verification worksheet form on each potentially eligible member from the recruiting office?  
DODI 1205.21

ANGI 36-2607

6.9.
DOES ROM FORWARD ANNUAL FUNDING REQUEST TO ANG/DPFR THROUGH THE RRS FOR FUNDING AUTHORITY?
DODI 1205.21; CRG-DPP-001, Feb 98; ANGI 36-2607

6.10.
DOES ROM MAINTAIN STATUS OF INCENTIVE FUNDS RECEIVED AND UTILIZED?
DODI 1205.21; CRG-DPP-001, Feb 98; ANGI 36-2607

6.11.
DOES ROM FORWARD BONUS STATUS REPORT TO RRS MONTHLY FOR REVIEW?  DOES ROM FORWARD ANG 599R, RETENTION BUDGET AND LOSS REPORT, TO ANG/DPFR QUARTERLY THROUGH RRS?
DODI 1205.21; CRG-DPP-001 Feb 98; ANGI 36-2607

6.12.
Are All State Log Letters and AFSC listings kept on file for a minimum of seven years?
DODD 1205.20; DODI 1205.21; ANGI 36-2607

7.
IS CARE TAKEN TO SAFEGUARD BLANK MGIB FORMS (DD 2384-1 & 2366), AND HAS THE WING OR SQUADRON COMMANDER APPOINTED AN OFFICER OR NCO (E-6 OR HIGHER), THAT REQUISTIONS, CONTROLS AND ISSUES THE FORMS?  IS IT THE ROM? (DODI 1342.23)
DODD 5010.38; DODI 1322.17; DODD 1322.16; ANGI 36-2607

7.1.
DOES ROM BRIEF MEMBERS ON THE MGIB-SR & CHAPTER 30 ENTITLEMENTS UPON THEIR ENLISTMENT, APPOINTMENT OR START OF AGR TOUR?
DODI 1322.17; ANGI 36-2607

7.2.
DOES THE ROM ISSUE TO THOSE MEMBERS ELIGIBLE FOR MGIB-SR & CHAPTER 30 BENEFITS THE PROPER FORMS (DD FORM 2384-1 OR DD FORM 2366) NOTICE OF BASIC ELIGIBILITY (NOBE)?
DODI 1322.17; ANGI 36-2607

7.3.
IS ORIGINAL OF FORMS (DD 2384-1 & DD 2366) FILED AS A PERMANENT PART OF THE MEMBERS PERSONNEL RECORDS?
DODI 1322.17; ANGI 36-2607

7.4.
DOES THE ROM UPDATE THE MEMBERS RECORD IN MILMOD TO SHOW CURRENT MGIB ENTITLEMENT DATA (CHAPTER 1606 & 30)
DODI 1322.17; ANGI 36-2607

7.5.
HAS THE ROM ATTENDED THE RETENTION COURSE?
DODI 1205.21; ANGI 36-2607

7.6.
Does the ROM ensure that newcomers’ orientation sponsorship program is conducted at the unit for newly assigned members and their families? 
DODI 1342.23; ANGI 36-2607

7.7.
Are members aware of the services provided by the National Committee for Employer Support of the Guard and Reserve (ESGR)?  
DODI 1205.22; DODD 1250.1; ANGI 36-2607

7.8.
Does the Retention Office Manager serve as the unit point of contact (POC) for Family Support Programs?
DODI 1342.23; ANGI 36-2607


Recruiting  (OPR:  ANG/DPFR)


8.
DO RECRUITERS UNDERSTAND WHO CAN OBLIGATE GOVERNMENT FUNDS?  WHO CAN PURCHASE ADVERTISING? USE OF BILLBOARDS? PURCHASE OF PROMOTIONAL ITEMS? USE OF IMPAC CARD? 
DODD 5010.38; ANGI 36-2602

8.1.
IF CENTER OF INFLUENCE VISITS ARE CONDUCTED, DOES THE RECRUITING OFFICE SUPERVISOR (ROS) MAINTAIN RECORDS IDENTIFYING ATTENDEES, EXPENDITURE RECORDS, AND AN AFTER ACTION REPORT?
TITLE 37 U.S.C. 428; ANGI 36-2602, PARA 1.9

8.2.
IS THE RECRUITING OFFICE SUPERVISOR (ROS) APPOINTED AS COST CENTER MANAGER (CCM) FOR RECRUITING FUNDS?  DOES ROS ATTEND THE FINANCIAL MANAGEMENT BOARD (FMB) AND FINANCIAL WORKING GROUP (FWG) MEETINGS?  ARE RECRUITING FUNDS BEING USED IAW PRESCRIBED REGULATIONS/GUIDELINES?  DOES ROS UNDERSTAND USE OF FORM 9?
DODI 7000.10; DODD 5010.10; ANGI 36-2602, PARA 1.3.4.

8.3.
DO RECRUITERS UTILIZE OUT OF POCKET EXPENSES? IF USED, ARE STANDARD FORMS 1164 VALIDATED WITH RECEIPTS AND ON FILE FOR THREE YEARS?
DODI 5154.29; DODD 5010.38; ANGI 36-2602, PARA 1.6

8.4.
Do recruiters complete Incentive Bonus Eligibility Verification worksheet on potentially eligible members and forward to the ROM?
DODD 1205.20; DODI 1205.21; ANGI 36-2607

8.5.
Has the ROS attended the ROS course and have production recruiters attended the Recruiting Enhancement Advertising workshop course?
DODI 1205.21; ANGI 36-2602

8.6.
Does ROS conduct upgrade training for all newly assigned recruiters?  Is training documented in members AF Form 623?
ANGI 50-7; DODI 1205.21

8.7.
Do recruiters maintain Personnel Interview Records (PIRS-Case files) for all applicants and are they kept on file for at least one year?
ANGI 36-2002; DODI 1205.21

8.8.
Have recruiters established an effective local advertising plan that contains a mix of high school visits, contacts with radio/TV stations, literature placement, news releases and community contacts?  Does the local advertising plan reflect the same theme as national advertising programs?
ANGI 36-2602; DODI 1205.21


GSU Recruiting/Retention NCO  (OPR:  ANG/DPFR)


9.
IF CENTER OF INFLUENCE VISITS ARE CONDUCTED, DOES THE RRNCO MAINTAIN RECORDS IDENTIFYING ATTENDEES, EXPENDITURE RECORDS, AND AN AFTER ACTION REPORT?
TITLE 37 U.S.C. SEC 438; ANGI 36-2602

9.1.
IS RRNCO APPOINTED AS COST CENTER MANAGER (CCM) FOR RECRUITING/RETENTION FUNDS?  IS AN APPOINTMENT LETTER ON FILE?  DOES RRNCO ATTEND FMB/FWG MEETINGS?  ARE FUNDS BEING USED IAW PRESCRIBED REGULATIONS/GUIDELINES?
DODI 7000.14; DODD 5010.38; ANGI 36-2602

9.2.
DOES RRNCO UTILIZE OUT OF POCKET EXPENSES?  ARE SF 1164s VALIDATED WITH RECEIPTS  AND ON FILE FOR THREE YEARS?
DODI 5154.29; ANGI 36-2602

9.3.
DOES RRNCO CONDUCT EXIT INTERVIEWS WITH MEMBERS WHO HAVE DECIDED TO SEPARATE OR UNDECIDED ABOUT REENLISTMENTS?
DODI 1250.21; ANGI 36-2607

9.4.
DOES RRNCO ACCOMPLISH A DD FORM 2384-1 NOTICE OF BASIC ELIGIBILITY (NOBE) ON ALL MEMBERS ELIGIBLE FOR THE MGIB-SR AND FORWARD THE ORIGINAL TO THE HOST BASE ROM TO BE FILED AND CODED INTO THE PDS?
DODI 1322.17; ANGI 36-2607

9.5.
DOES RRNCO VERIFY THAT NEWLY ASSIGNED AGR MEMBERS ARE BRIEFED ON CHAPTER 30 MGIB ENTITLEMENTS AND BENEFITS?  IS DD FORM 2366 COMPLETED AND FORWARDED TO HOST BASE ROM FOR FILE AND CODING INTO THE PDS FOR THOSE ENROLLED OR DECLINED?
DODD 1322.16; ANGI 36-2607

9.6.
HAS THE RRNCO ATTENDED THE BASIC RETENTION COURSE?
DODI 1205.21; ANGI 36-2607

9.7.
Does the RRNCO ensure that a Newcomers Orientation Sponsorship program is conducted at the unit for all new members and their families?
DODI 1342.23; ANGI 36-2607

9.8.
Does the RRNCO complete the Incentive Bonus Eligibility Verification worksheet on all potentially eligible members and forward to host base ROM for determination?
DODD 1205.20; DODI 1205.21; ANGI 36-2607

9.9.
Does RRNCO have an active career motivation program (CMP) and have unit career advisors (UCAs) been appointed and trained?
DODI 1205.21; ANGI 36-2607


Personnel Systems Manager  (OPR:  ANG/DPF)


10.
ARE PERSONNEL SYSTEM MANAGEMENT PROCEDURES IN PLACE AND BEING UTILIZED?
AFCSM 36-699

10.1.
DOES THE PSM OFFICE ACCOMPLISH A TR ANALYSIS AFTER EACH END OF WEEK (EOW) SUSPENSE AND ADVISE THE MPF COMMANDER/SECTION CHIEFS ON REPEAT CONDITIONS AND TRENDS?
AFCSM 36-699 VOL 6, TABLE 24.1 ITEM 29

10.2.
ARE FILE MONITOR TRS AND REJECTS ANALYZED TO DETERMINE CAUSE AND MONITORED BY PSM TO ENSURE THAT THE APPROPRIATE WORK CENTER TAKES CORRECTIVE ACTION?  
AFCSM 36-699 VOL 6, TABLE 24.1, ITEM 17

10.3.
ARE REJECTS AND PURGES ANALYZED TO DETERMINE CAUSE AND MONITORED BY PSM TO ENSURE THAT THE APPROPRIATE WORK CENTERS TAKES CORRECTIVE ACTION?
AFCSM 36-699, VOL 6, TABLE 24.1, ITEM 20

10.4.
ARE PROCEDURES IN PLACE TO CHECK SYSTEM DATA INTEGRITY BY PERIODICALLY RUNNING AUDIT DISCOVERER QUERIES THAT IDENTIFY POSSIBLE OVERDUE ACTIONS WITHIN MILMOD?  
AFCSM 36-699, VOL 6, PARA 24.3.6., TABLE 24.1 AND VOL 1, TABLE 1.3., ITEM 9

10.5.
ARE PROCEDURES IN PLACE TO CHECK SYSTEM DATA INTEGRITY BY PERIODICALLY RUNNING AUDIT DISCOVERER QUERIES THAT IDENTIFY POSSIBLE ERRONEOUS PERSONNEL DATA?
AFCSM 36-699, VOL 1, TABLE 1.3., ITEM 9 AND AFCSM 36-699, VOL 6, PARA 24.2.5.

10.6.
ARE PROCEDURES IN PLACE TO CHECK SYSTEM DATA INTEGRITY BY PERIODICALLY RUNNING AUDIT DISCOVERER QUERIES THAT IDENTIFY POSSIBLE ERRONEOUS PERSONNEL DATA FOR THE DATA ITEMS THAT REQUIRE 100% ACCURACY?  (SSAN, ANG-TECH-ID, ANG-ACDU-STATUS, ANG-ACDU-TOUR-START-DATE, ANG-ACDU-TOUR-STOP-DATE, SVC-COMP)
DODI 7730.54, PARA 5.6.1.

10.7.
ARE PROCEDURES IN PLACE TO CHECK SYSTEM DATA INTEGRITY BY PERIODICALLY RUNNING AUDIT DISCOVERER QUERIES THAT IDENTIFY POSSIBLE ERRONEOUS PERSONNEL DATA FOR THE DATA ITEMS THAT REQUIRE 98% ACCURACY?  (NAME-PERS, DOB, SEX-SVC-MBR, MARITAL-STATUS, ACAD-VOC-EDUC-LEVEL-HIGH, GR-CURR-DOR, GR-CURR, PAY-DATE, TFCSD, ETS, AFQT-PTCL, PAS, ANG-STATE-CODE, NGIB-ELIG-START-DT, RESC-NGIB-ELIG-STAT)
DODI 7730.54, PARA 5.6.2.

10.8.
ARE DAILY PC-III STATUS REPORTS REVIEWED TO ENSURE REFRESH STATUS AND TO EVALUATE DATA FLOW AND DAILY SYSTEM STATUS?
AFCSM 36-699, VOL 6, TABLE 1-1, ITEM 2

10.9.
DOES THE PSM MAINTAIN A FILE OF AUTHORIZED SYSTEM USERS?
AFCSM 36-699, VOL 6, TABLE 1.2., ITEM 16 AND PARA 25.4.1.4.

10.10.
ARE THE SYSTEMS OF RECORDS, AND PERSONNEL LISTINGS CONTAINING DATA COVERED BY THE PRIVACY ACT, ADEQUATELY SAFEGUARDED AND MARKED?
AFI 33-132; AFI 33-219


Readiness  (OPR:  ANG/DPF)


11.
ARE EFFECTIVE PROCEDURES ESTABLISHED TO ENSURE PROCESSING FOR BOTH INCOMING AND CREATING OF OUT-GOING DATA PATTERN TRAFFIC (DPT) (TICS 40E, 252, 870, ETC.)?  ARE MINI-RECORDS BEING SENT WITHIN ESTABLISHED GUIDELINES?
AFI 10-215, PARA 1.13.5., AFCSM 36-699 VOL I, PARA 5.6. AFMAN 171-626

11.1.
ARE PERSONNEL READINESS FUNCTIONS (PRF) MEMBERS TRAINED ON CONNECTING TO RED MINI VIA DIAL-UP MODEM OR SIPERNET; AND DO THEY POSSESS LOGIN AND PASSWORDS?
AFI 10-215, PARA 1.13.9. AND RED MINI USER'S GUIDE

11.2.
HAS A PROGRAM BEEN ESTABLISHED TO ENSURE TRAINING OF PERSCO TEAM MEMBERS, PERSONNEL READINESS CENTER AUGMENTEES, AND PERSONNEL DEPLOYMENT FUNCTIONS?  
AFI 10-215, UMP III PT 2, JCS MEMO OF POLICY #11

11.3.
IS THE PRF SERVING AS THE BASE OPR FOR PERSONNEL MATTERS DURING CONTINGENCY WARTIME EXERCISE AND EMERGENCY OPERATIONS?  
AFI 10-215, PARA 1.13.1., DODD 1200.7

11.4.
IS THE MPF MONITORING THE DUTY STATUS PROGRAM?  IS THE MPF PROVIDING TRAINING TO THE UNITS AND CONDUCTING QUALITY REVIEWS?  
AFCSM 36-699, VOL I, PARA 5.67.

11.5.
ARE PROCESSES IN EFFECT TO ENSURE THAT UNIT COMMANDERS ARE QUICKLY NOTIFIED OF DEPLOYMENT TASKINGS?  IS COMPLIANCE WITH THE TDY REPORTING INSTRUCTIONS AND PROCEDURES ENFORCED?
AFI 10-215, PARA 1.13.7., DODD 1200.7

11.6.
ARE PROCEDURES ESTABLISHED TO MAINTAIN STRENGTH ACCOUNTABILITY FOR BOTH DEPLOYED TDY AND TDY AUGMENTATION FORCES USING THE MANPER-B SYSTEM?  
AFI 10-215, PARA 1.13.4. 

11.7.
ARE PROCEDURES ESTABLISHED FOR THE PROMPT MOBILIZATION OF MEMBERS AS DIRECTED BY MAJCOMS DURING A RESPONSE TO A CRISIS ACTION OR CONTINGENCY OPERATION?  
AFH 10-416

11.8.
ARE DELAYS AND EXEMPTIONS PROCESSED IN ACCORDANCE WITH AFH 10-416? 
AFH 10-416

11.9.
ARE MEMBERS TO BE MOBILIZED (VOLUNTARY OR INVOLUNTARY) SCREENED TO ENSURE THAT THEY WILL NOT ENTER ACTIVE DUTY SANCTUARY?  
10 U.S.C. 12646 OR 12686

11.10.
ARE MEMBERS TO BE MOBILIZED SCREENED FOR ELIGIBILITY FOR THE MOBILIZATION/DEPLOYMENT REQUIREMENT?  
DODD 1200.7

11.11.
DOES THE MPF UPDATE APPROPRIATE MOBILIZATION PERSONNEL TRANSACTIONS IN MILMOD WHEN MEMBERS ARE MOBILIZED (VOLUNTARY OR INVOLUNTARY)?   
DODD 1235.10, AFCSM 36-699, VOL I, PARA 7.23.

11.12.
DOES THE MPF UPDATE APPROPRIATE MOBILIZATION TRANSACTIONS IN MILMOD WHEN MEMBERS ARE DE-MOBILIZED?  
DODD 1235.10; AFCSM 36-699, VOL I, PARA 7.23.

11.13.
HAS A SORTS MONITOR BEEN APPOINTED TO PERFORM THE MONTHLY PERSCO SORTS REPORT?  
AFI 10-201, PARA 1.17.

11.14.
DOES THE MPF SORTS MONITOR PERFORM SORTS REPORTING FOR PERSCO AT LEAST EVERY 30 DAYS, OR WHEN A CHANGE OCCURS (WHICHEVER IS SOONER)?  
AFI 10-201, PARA 1.3. AND PARA 1.17.2.3.


Enlistments  (OPR:  ANG/DPF)


12.
ARE ALL PACKAGES SUBMITTED FOR ENLISTMENT QUALITY CHECKED TO ENSURE THAT ENLISTMENT CRITERIA HAS BEEN MET?
ANGI 36-2002, CHAP 1

12.1.
IS A PROCESS IN PLACE TO ENSURE THAT THE BASE SECURITY MANAGER RECEIVES (SF 86) ENTNAC PAPERWORK WITHIN THREE WORKDAYS OF ENLISTMENT FOR ALL NPS PERSONNEL?
ANGI 36-2002, CHAP 1

12.2.
ARE TERMS OF ENLISTMENT AND GRADE DETERMINATIONS MADE PROPERLY?
ANGI 36-2002; TABLES 1.6. THRU 1.8.

12.3.
ARE DATE OF RANK ADJUSTMENTS MADE IN ACCORDANCE WITH GOVERNING DIRECTIVES?
ANGI 36-2002, TABLE 1.9.

12.4.
ARE ALL PRIOR SERVICE DOCUMENTS CHECKED TO DETERMINE ELIGIBILITY FOR ENLISTMENT AND CREDITABLE SERVICE FOR RETIREMENT?
ANGI 36-2002, TABLE 1.10

12.5.
ARE REQUIRED REMARKS ENTERED ON THE DD FORM 4 WHEN APPLICANTS ENLIST UNDER A CONDITIONAL ENLISTMENT?
ANGI 36-2002, CHAP 2

12.6.
UPON ENLISTMENT OF AN APPLICANT UNDER A CONDITIONAL RELEASE, IS A COPY OF THE DD FORM 4 IMMEDIATELY FORWARDED TO THE LOSING UNIT?
ANGI 36-2002, CHAP 2

12.7.
DOES A FEDERALLY RECOGNIZED OFFICER OF THE NATIONAL GUARD OF THE STATE, ADMINISTER THE OATH OF ENLISTMENT ON THE DD FORM 4 IN A DIGNIFIED MANNER AND APPROPRIATE ENVIRONMENT?
ANGI 36-2002, CHAP 2

12.8.
ARE ENLISTMENT WAIVERS SUBMITTED IN THE PRESCRIBED FORMAT?  UPON ENLISTMENT OR APPOINTMENT ARE ALL REQUIRED ACCESSION TRANSACTIONS INPUT INTO MILMOD WITHIN FIVE DAYS?
ANGI 36-2002, ATCH 11; AFCSM 36-699, VOL 1, CHAP 8

12.9.
Are all enlistment procedures for Palace Chase enlistments adhered to?
ANGI 36-2002, CHAP 3

12.10.
Are special category enlistments processed IAW governing directives?
ANGI 36-2002, CHAP 5

12.11.
Are all required questionnaires and statements accomplished?
ANGI 36-2002, ATCHS 3,5,7,9, 10, AND 12 

12.12.
Are DD Dorms 1966 completed?
ANGI 36-2002, ATCH 8


Separations  (OPR:  ANG/DPF)


13.
IS A PROCESS ESTABLISHED TO ENSURE ONLY THOSE ANG MEMBERS ELIGIBLE FOR SEPARATION ARE DISCHARGED?
AFCSM 36-699, VOL 1, CHAP 7

13.1.
UPON NOTIFICATION, IS THE PROJECTED SEPARATION DATE INPUT NLT 15 DAYS PRIOR TO THE EFFECTIVE DATE OF DISCHARGE?
AFCSM 36-699, VOL 1, CHAP 7

13.2.
ARE ALL AIRMEN AND OFFICER SEPARATIONS PROJECTED IN MILMOD UPON OFFICIAL DOCUMENTATION OF SEPARATION?
AFCSM 36-699, VOL 1, CHAP 7

13.3.
IS APPROPRIATE TRANSACTION IN MILMOD USED TO SEPARATE INDIVIDUALS AFTER THE EFFECTIVE DATE?
AFCSM 36-699, VOL 1, CHAP 7

13.4.
ARE CANCELLATION OF PROJECTED SEPARATION TRANSACTIONS USED APPROPRIATELY IN MILMOD?
AFCSM 36-699, VOL 1, CHAP 7

13.5.
ARE SEPARATIONS DOCUMENTS, INCLUDING DISCHARGE ORDERS, ACCOMPLISHED IAW GOVERNING DIRECTIVES?
AFI 36-3209; AFI 33-328

13.6.
ARE RECORDS AND DISCHARGE DOCUMENTS DISTRIBUTED IAW APPLICABLE DIRECTIVES?
AFI 36-3209

13.7.
ARE MEMBERS BRIEFED ON RTAP BENEFITS AND ARE SEPARATION DOCUMENTS PROPERLY PREPARED WITH RTAP CODES AND INFORMATION WHEN MEMBERS ARE INVOLUNTARILY SEPARATED WITHOUT CAUSE?
PUBLIC LAW 102-484

13.8.
ARE PROCEDURES ESTABLISHED WHEN OUT-PROCESSING PERSONNEL?
AFI 36-2102

13.9.
IS DD FORM 214WS/DD FORM 214 PROPERLY PREPARED FOR COMPLETION OF INITIAL ACTIVE DUTY TOUR?
AFI 36-3202, CHAP 4

13.10.
IS THE DD FORM 214WS/DD FORM 214 PROPERLY PREPARED FOR PRIOR SERVICE MEMBERS COMPLETING 90 OR MORE CONSECUTIVE DAYS OF ACTIVE DUTY OF ACTIVE DUTY FOR TRAINING? 
AFI  36-3202, CHAP 4

13.11.
IS THE DD FORM 214SW/DD FORM 214 PROPERLY PREPARED FOR COMPLETION OF ACTIVE GUARD RESERVE TOURS?
AFI 36-3202, CHAP 4

13.12.
IS PROJECTED SEPARATION TRANSACTION INPUT INTO MILMOD ON RECEIPT OF AF FORM 131 (AT LEAST 60 BUT NOT MORE THAN 90 DAYS) AND FOR AF FORM 1160 (AT LEAST 60 DAYS BUT NOT MORE THAN 120 DAYS) PRIOR TO THE RETIREMENT EFFECTIVE DATE?
AFCSM 36-699, VOL 1, CHAP 7; ANGI 36-3209, CHAP 5

13.13.
ARE INDIVIDUALS SEPARATED FROM THE ANG AND TRANSFERRED TO ARPC AT LEAST TWO DAYS PRIOR TO THE RETIREMENT EFFECTIVE DATE? 
AFCSM 36-699, VOL 1, CHAP 7

13.14.
DOES THE MPF PARTICIPATE IN THE ARPC VOLUNTARY SELF-HELP PROGRAM?  
AFCSM 36-699, VOL 1, CHAP 10

13.15.
WHAT ACTION DOES THE SECTION TAKE ON PCARS REJECTS?
AFCSM 36-699, VOL 1, CHAP 10

13.16.
ARE NON-PAY AND NON-ECI CORRESPONDENCE COURSE POINTS INPUT?
AFCSM 36-699, VOL 1, CHAP 10

13.17.
ARE AF FORMS 526 DISTRIBUTED TO THE MEMBERS?
AFCSM 36-699, VOL 1, CHAP 10

13.18.
DOES THE MPF MAINTAIN A LIST OF ENLISTED MEMBERS THAT HAVE BEEN APPROVED FOR RETENTION TO VERIFY AUTHORIZATION TO REENLIST OR EXTEND?
ANGI 36-2606, CHAP 3

13.19.
DOES THE MPF UPDATE SEL-RETENT-STAT IN MILMOD FOR ALL MEMBERS AS SOON AS POSSIBLE AFTER THE REENLISTMENT/RETENTION DECISION, BUT NOT LATER THAN 1 OCTOBER?
ANGI 36-2606, CHAP 3

13.20.
DOES THE MPF UPDATE MILMOD TO PROJECT THE LOSS OF ALL MEMBERS NON-RETAINED?
ANGI 36-2606, CHAP 3 AND AFCSM 36-699, CHAP 7

13.21.
Have assigned PCARS clerks attended the ARPC PCARS training class at ARPC PCARS?  


13.22.
Are all forms (DD Form 214 and DD Form 214WS) secured after duty hours?
AFI 36-3202, SEC C, PARA 8.


Customer Support  (OPR:  ANG/DPF)


14.
ARE PROCEDURES ESTABLISHED TO ADVISE MILITARY MEMBERS OF THEIR RESPONSIBILITY TO ENSURE THAT ALL ELIGIBLE FAMILY MEMBERS ARE ENROLLED IN THE DEFENSE ENROLLMENT ELIGIBILITY REPORTING SYSTEMS (DEERS) THROUGH RAPIDS?
DODI 1000.13, AFI 36-3026, PARA 3.1.

14.1.
IS THE CROSS-SERVICING AGREEMENT BEING MET BY VERIFYING ELIGIBILITY, ENROLLING INDIVIDUALS IN DEERS, AND ISSUING ID CARDS UPON PRESENTATION OF PROPER DOCUMENTATION NO MATTER WHAT BRANCH OF THE UNIFORMED SERVICES?
DODI 100.13, AFI 36-3026, PARA 1.2.

14.2.
ARE RAPIDS LOGIN ID/PASSWORDS ISSUED FOR EACH SYSTEM USER IAW GUIDELINES OUTLINED IN DOCUMENTATION ISSUED  BY THE DEERS/RAPIDS PROGRAM OFFICE?
AFI 36-3026, PARA 5.3.

14.3.
ARE ID CARD AUDIT TRAIL REPORTS BEING PRODUCED ONCE A MONTH AT SERVER AND REMOTE SITES?
AFI 36-3026, PARA 5.4.1.1.; 5.4.2.

14.4.
ARE DD FORMS 1172 THAT ISSUE PERMANENT CARDS TO FAMILY MEMBERS BEING BATCH PROCESSED WEEKLY TO THE DMDC SUPPORT OFFICE FOR OPTICAL SCANNING, THEREFORE ELIMINATING FILING AT EACH ISSUING ACTIVITY?
AFI 36-3026, PARA 2.3.6.

14.5.
Is RAPIDS training being conducted for newly assigned users, as well as closing the office for at least two hours when field service representatives visit to conduct RAPIDS training?
AFI 36-3026, Para 5.4.

15.
ARE EFFECTIVE PROCEDURES UTILIZED TO MANAGE THE WEIGHT MANAGEMENT PROGRAM (WBFMP)?
ANGI 40-502 

15.1.
ARE PROCEDURES IN PLACE TO ENSURE THAT 100% OF THE POPULATION IS WEIGHED ANNUALLY?
ANGI 40-502, PARA 2.2.2.; DODI 1308.1

15.2.
Has the customer support section ensured that each unit commander appoint in writing, a designated officer to act on the commander's behalf during UTAs WBFMP matters?
ANGI 40-502, PARA 2.8.2., 2.8.5; DODI 1308.1

15.3.
Has the customer support section ensured that each unit commander appoint a WBFMP manager and an assistant of the opposite gender to ensure that body fat assessments are performed by an individual of the same gender?
ANGI 40-502, PARA 2.9., NOTE 2

15.4.
Does customer support ensure that the unit commanders are consistent with policy and procedures for the WBFMP in accordance with ANGI 40-502 and DODI 1308.1?
ANGI 40-502; DODI 1308.1

16.
ARE MONTHLY PHYSICAL FITNESS COMPUTER GENERATED PRODUCTS PROVIDED TO EACH UNIT COMMANDER AND MONITOR FOR UTAS?
ANGI 40-501, DODI 1308.3

17.
ARE LOCAL PROCEDURES ESTABLISHED TO ENSURE PROMPT CASUALTY REPORTING, HUMANE NOTIFICATION, AND COMPASSIONATE ASSISTANCE IS PROVIDED NEXT-OF-KIN WHEN A CASUALTY OCCURS?
DODI 1300.18, DODI 1300.9, AFI 36-3002, CHAP 6

17.1.
ARE INITIAL CASUALTY MESSAGES TRANSMITTED TO THE AIR FORCE CASUALTY CENTER (ARPC/DPWC AND ANG/DPFO) IN A TIMELY MANNER (WITHIN 4 HOURS OF NOTIFICATION)?
AFI 36-3002, CHAP 6

17.2.
HAS THE MPF COMMANDER APPOINTED AND TRAINED A CASUALTY AUGMENTATION SUPPORT TEAM (CAST) TO ASSIST THE CASUALTY ASSISTANCE REPRESENTATIVE (CAR) FOR SITUATIONS INVOLVING MULTIPLE CASUALTIES?  HAS THE MPF COMMANDER APPOINTED AND TRAINED CASUALTY NOTIFICATION OFFICERS TO PERFORM CASUALTY NOTIFICATION DUTIES?
AFI 36-3002, CHAP 1, PARA 1.3.5.l AND 1.3.6.

17.3.
DOES THE MPF ENSURE THAT ONE COPY OF THE DD FORM 93, WITH AN ORIGINAL SIGNATURE IS ALWAYS ON FILE IN THE UPRG?
AFI 36-3002, CHAP 7, PARA 7.4.2.2.

18.
IS THE AWARDS AND DECORATIONS PROGRAM EFFECTIVELY ADMINISTERED?
AFI 36-2803

AFI 36-2805

ANGI 36-2802

19.
IS THE OPR PROGRAM EFFECTIVELY ADMINISTERED?
AFI 36-2406

19.1.
DOES DPMPE ADMINISTER THE PERFORMANCE REPORT PROGRAM FOR ALL UNITS SERVICED?
AFI 36-2406, CHAP 3

19.2.
HAS THE MPF COMMANDER ESTABLISHED SUSPENSE CONTROLS TO ENSURE PROMPT SUBMISSION OF OPRS?
AFI 36-2406, CHAP 3

19.3.
DO APPOINTMENT PACKAGES CONTAIN DOCUMENTS REQUIRED AND IS A CHECKLIST USED TO ENSURE THIS?  IS AFI 36-2005 CHECKED FOR REQUIREMENTS AND ELIGIBILITY?
ANGI 36-2005

19.4.
ARE FEDERAL RECOGNITION BOARDS ESTABLISHED AS REQUIRED?
ANGI 36-2005

19.5.
ARE PROFESSIONAL APPOINTMENT PACKAGES CONSTRUCTED IAW APPLICABLE CHAPTERS?
ANGI 36-2005

19.6.
DOES DPMPE REVIEW CORRESPONDENCE ON RESERVE OFFICER PERSONNEL MANAGEMENT ACT (ROPMA) AND OTHER COMPUTER PRODUCTS TO DETERMINE OFFICER ELIGIBILITY?
NGR (AF) 36-4



19.7.
ARE PROMOTION REQUESTS PROCESSED IAW NGR (AF) 36-4?
NGR (AF) 36-4, CHAPS 2 AND 3

19.8.
Does DPFE verify the accuracy of senior rater IDs (SRID) and Personnel Accounting Symbol (PAS) codes?
AFI 36-2406, Chap 8

19.9.
Does DPFE review performance recommendation form (PRF) to ensure administrative accuracy?
AFI 36-2406, Chap 8

20.
IS THE NGB FORM 26, ANG ACTIVE DUTY PERFORMANCE RATING, COMPLETED AND PREPARED IAW ANGR 39-62?
ANGR 39-62

21.
ARE PROMOTION ELIGIBILITY LISTINGS DISTRIBUTED TO UNIT COMMANDERS?
ANGI 36-2502

21.1.
DOES DPMPE ENSURE THAT GRADE CEILINGS ARE NOT EXCEEDED?
ANGI 36-2502 AND 36-2101

21.2.
ARE MEMBERS ON THEIR IADT TOUR PROMOTED WHEN ELIGIBLE?
ANGI 36-2502

21.3.
ARE ALL PROMOTIONS (E-2 TO E-9) UPDATED IN MILMOD IN A TIMELY MANNER?
AFCSM 36-699, VOL 1, CHAP 7

21.4.
Does DPFE complete and distribute promotion orders?
ANGI 36-2502

22.
DOES DPMPE ENSURE THAT DEMOTIONS ARE PROCESSED AND IN ACCORDANCE WITH GOVERNING DIRECTIVES?
ANGI 36-2503

22.1.
IS THE LETTER OF INVOLUNTARY/VOLUNTARY DEMOTION NOTIFICATION BEING ACCOMPLISHED AND DOES IT INCLUDE SPECIFIC REASON FOR THE PREPARED ACTION AND A SUMMARY OF SUPPORTING FACTS?
ANGI 36-2503

22.2.
ARE DEMOTION REQUESTS REVIEWED BY LEGAL OFFICE TO ENSURE LEGAL SUFFICIENCY?
ANGI 36-2503

22.3.
DOES DPFE PUBLISH DEMOTION ORDERS AND NOTIFY THE MEMBER BY ENDORSEMENT THROUGH MEMBER’S COMMANDER?
ANGI 36-2503


Testing  (OPR:  ANG/DPFP)


23.
IS THE TESTING PROGRAM OPERATED IAW THE PROVISIONS OF AFI 36-2605?
AFI 36-2605, DODI 7280.3, DODD 1322.8 AND 1322.25, DEPH

23.1.
ARE CONTROLS ESTABLISHED TO PROPERLY SAFEGUARD  TEST MATERIALS?
AFI 36-2605, PARA 1.13.

23.2.
ARE AF FORMS 310 OR TEST MATERIAL INVENTORY (TMI) CERTIFICATE OF DESTRUCTION SIGNED BY THE DESTROYING AND WITNESSING OFFICIALS AND DOES THE WITNESSING OFFICIAL MEET THE PROPER GRADE REQUIREMENT? (EXCEPTION:  A WITNESSING OFFICIAL IS NOT REQUIRED IF THE MATERIAL IS CONTROLLED.)
AFI 36-2605, PARA 4.3.; DODI 7280.3

23.3.
DOES THE  TEST CONTROL OFFICER (TCO) CONDUCT A JUNE TEST MATERIALS INVENTORY (TMI) WITH AN IMPARTIAL INDIVIDUAL? 
AFR 36-2605, CH 4, PARA 4.2.2.; DODI 7280.3

23.4.
IS THE EDUCATION TESTING PROGRAM OPERATED IAW THE PROVISIONS OF DODD 1322.8 AND DODI 1322.25, THE CURRENT DANTES EXAMINATION PROGRAM HANDBOOK (DEPH) AND AFI 36-2306?
DEPH, AFI 36-2306, DODD 1322.8 AND 1322.25


Training  (OPR:  ANG/DPD)


24.
IS THE TRAINING PROGRAM BEING FOLLOWED BY THE BASE EDUCATION AND TRAINING MANAGER (BETM) IAW AFI 36-2201?
AFI 36-2201, DODD 1322.18; DODI 1322.20

24.1.
DOES THE BETM SERVE AS THE BASE OPR FOR OJT BY IMPLEMENTING AND MANAGING OJT POLICY AND PROCEDURES?
AFI 36-2201, PARA 4.8.1.

24.2.
DOES THE BETM SERVE AS THE BASE TRAINING ADVISOR BY ADVISING COMMANDERS, UNIT PERSONNEL, AND TRAINING ACTIVITIES ON WAYS TO IMPROVE THEIR OJT PROGRAMS AND RECOMMENDING COST EFFECTIVE METHODS TO MEETING SPECIALTY QUALIFICATION AND SKILL LEVEL UPGRADE REQUIREMENTS?
AFI 36-2201, PARA 4.8.2.

24.3.
DOES THE BETM CONDUCT BASE TRAINING MANAGER MEETINGS AT LEAST QUARTERLY?  ARE MEETING MINUTES PROVIDED TO SUPPORT UNITS AND MAJCOM TRAINING MANAGERS?
AFI 36-2201, PARA 4.8.10.

24.4.
 DOES THE BETM HELP RESOLVE PROBLEMS AND BRING UNRESOLVED ISSUES TO INSTALLATION COMMANDERS OR MAJCOM TRAINING MANAGERS?
AFI 36-2201, PARA 4.8.6.2.

24.5.
 DOES THE BETM SERVE AS THE BASE POC FOR TRAINING FEEDBACK AND EXTERNAL TRAINING EVALUATIONS AND SURVEYS?
AFI 36-2201, PARA 4.8.7.

24.6.
DOES THE BASE TRAINING MANAGER SERVE AS TEST CONTROL OFFICER (TCO) FOR MANDATORY CDC COURSE EXAMINATIONS (CE)?
 AFI 36-2201, PARA 4.8.12.

24.7.
 DOES THE BETM CONDUCT STAFF ASSISTANCE VISITS EVERY 18 MONTHS ON THE UETMS OR ADDITIONAL DUTY TRAINING MANAGER’S RESPONSIBILITIES AND SUBMIT A WRITTEN REPORT TO THE UNIT COMMANDER WITH AN INFORMATION COPY TO THE COMMAND TRAINING MANAGER?
 AFI 36-2201, PARA 4.8.4.2.

24.8.
 DOES THE BETM ADMINISTER THE “AIR FORCE TRAINING COURSE” PROGRAM, TRAINING PERSONNEL TO TEACH THIS COURSE, AND INSTRUCTING THE COURSE AS REQUIRED?
AFI 36-2201, PARA 4.8.4.3.

24.9.
DOES THE TRAINING MANAGER ASSIGN AND COORDINATE TRAINING STATUS CODES (TSC) TO IDENTIFY CHANGE AND MANAGE AIRMEN QUALIFICATION AND SKILL LEVEL UPGRADE ACTIONS? 
AFI 36-2201, PARA 4.8.11 AND 4.8.11.1.


Unit Programs  (OPR:  ANG/DPFP.  If complying with comment or not complying, please specify unit)


25.
ARE COMMANDER SUPPORT STAFF PERSONNEL MANAGING UNIT PROGRAMS EFFECTIVELY?
AFCSM 36-699, TABLE 1.10.

25.1.
DOES THE UNIT ORDERLY ROOM UPDATE, MAINTAIN AND CORRECT DUTY STATUS (OTHER THAN CONTINGENCIES IN THE PERSONNEL DATA SYSTEM) WHEN AN INDIVIDUAL IS, OR WILL BE, PROJECTED TO BE IN A DUTY STATUS OTHER THAN PRESENT FOR DUTY (PDF) AND SUBSEQUENT RETURN TO DUTY?
AFCSM 36-699, VOL 1, PARA 5.65.2.

25.2.
DOES THE UNIT USE TDY ORDERS TO PROJECT, CONFIRM, DELETE AND CORRECT TDY DATA AT THE EARLIEST POSSIBLE DATE?
AFCSM 36-699, COL 1, PARA 5.65.2.1.7.

25.3.
IS THE UNIT COMMANDER ENSURING THAT ALL PERSONNEL ARE WEIGHED AT LEAST ANNUALLY?
ANGI 40-502, PARA 2.2.2.  AND 3.1. 

25.4.
ARE UNIT COMMANDERS TAKING APPROPRIATE ADMINISTRATIVE ACTION WHEN A PERSON DOES NOT MAKE SATISFACTORY PROGRESS IN THE WBFMP?
ANGI 40-502, PARA 2.8.1. 

25.5.
ARE WBFMP CASE FILES BEING MAINTAINED IAW THE GOVERNING DIRECTIVES?  ARE BODY FAT MEASUREMENTS BEING PERFORMED CONSISTENTLY?
ANGI 40-502, PARA 2.8.1., PARA 21, TABLE 1 

25.6.
DOES THE COMMANDER ENSURE THAT ALL SINGLE PARENTS, MILITARY COUPLES WITH FAMILY MEMBERS, AND MEMBERS WITH CIVILIAN SPOUSES WHO HAVE UNIQUE SITUATIONS ARE COUNSELED ON FAMILY CARE RESPONSIBILITIES AND HAVE A WORKABLE PLAN (AF FORM 357) ON FILE?
AFI 36-2908, PARA 1.2.

25.7.
Are CSS personnel reviewing daily/weekly transaction registers (TR) from PC-III, or for non-PC-III units, are they receiving manual TRs from the MPF?  Are CSS personnel initiating system updates in a timely manner?  Is aggressive follow-up action being appropriately taken to clear rejects and repeat items?
AFCSM 36-699, PARA 2.34. AND 7.2.2.4.1.

25.8.
Has the commander established an effective suspense system for ensuring unit OPRs/EPRs are tracked and submitted to the MPF in a timely manner?
AFI 36-2406, PARA 3.8.5.9. AND TABLE 3.6, NOTE 1; AND ANGR 39-62


Unit Training Program  (OPR:  ANG/DPD.  If complying with comment or not complying, please specify unit)


26.
DOES THE UNIT COMMANDER EMPHASIZE TO ALL LEVELS OF SUPERVISION THE IMPORTANCE OF TRAINING?
AFI 36-2201, PARA 4.9.1.

26.1.
HAS THE COMMANDER APPOINTED A UETM TO AUTHORIZED 3S2X1 POSITIONS?

-- IF NO 3S2X1 ASSIGNED, THEN APPOINT AN ADDITIONAL DUTY TRAINING MANAGER IN WRITING AND FORWARD A COPY OF THE APPOINTMENT LETTER TO THE BETM?
AFI 36-2201, PARA 4.9.1.2.

26.2.
DOES THE UETM COORDINATE POLICY AND PROGRAM CHANGES AND UNIT TRAINING PUBLICATIONS, SUPPLEMENTS, AND OPERATING INSTRUCTIONS WITH WORK CENTERS, UNIT COMMANDER, AND BETM (OR MAINTENANCE TRAINING, AS APPROPRIATE)?
AFI 36-2201, PARA 4.10.3.

26.3.
DOES THE UETM SERVE AS THE UNIT TRAINING ADVISOR BY IMPLEMENTING, CLARIFYING, COORDINATING, AND MANAGING OJT POLICIES AND PROCEDURES?
AFI 36-2201, PARA 4.10.1.

26.4.
DOES THE UETM ENSURE THAT TOOLS ARE AVAILABLE TO ACCOMPLISH OJT AND THAT TRAINING IS PROPERLY DOCUMENTED FOR UNIT PERSONNEL?
AFI 36-2201, PARA 4.9.2., 4.9.2.1, 4.9.2.2.AND 4.9.2.3.

26.5.
DOES THE UETM ENSURE THAT SUPERVISORS CONDUCT AND DOCUMENT INITIAL EVALUATIONS WITHIN THE FIRST 90 DAYS OF ASSIGNMENT TO DETERMINE AND BRIEF TRAINEES ON, QUALIFICATIONS, OJT RESPONSIBILITIES, FORMAL TRAINING AND CDC REQUIREMENTS?
AFI 36-2201, PARA 4.9.5.

26.6.
DOES THE UETM TRAIN UNIT PERSONNEL OR COORDINATE TRAINING WITH THE BETM TO ENSURE THAT PERSONNEL CAN PERFORM THEIR OJT RESPONSIBILITIES?
AFI 36-2201, PARA 4.10.6.

26.7
DOES THE UETM INSTRUCT AND ADMINISTER THE AIR FORCE TRAINING COURSE FOR THE UNIT?  IF THE UETM IS NOT A 3S2X1 OR QUALIFIED INSTRUCTOR, CONTACTS THE BASE TRAINING OFFICE FOR ASSISTANCE.
AFI 36-2201, PARA 4.10.6.1.

26.8.
DOES THE UETM CONDUCT UNIT TRAINING MEETINGS AT LEAST QUARTERLY?
AFI 36-2201, PARA 4.10.10.  

26.9.
DOES THE UETM MANAGE CAREER DEVELOPMENT COURSE (CDC) PROGRAM FOR THE UNIT IAW ATTACHMENT 3
AFI 36-2201, PARA 4.10.12.

26.10.
DOES THE UETM FORMALLY ASSESS UNIT TRAINING PROGRAMS EVERY 18 MONTHS AND SUBMITS WRITTEN REPORT TO BETM WITHIN 30 DAYS OF COMPLETION?
AFI 36-2201, PARA 4.10.17.


Unit Career Advisor (OPR:  ANG/DPFR)


27.
HAS THE UNIT COMMANDER ESTABLISHED AN EFFECTIVE CAREER MOTIVATION PROGRAM?
ANGI 36-2607, PARA 1.2.4.1.

27.1.
Has the unit commander appointed a mid-career or career NCO (SSgt – MSgt) as their Unit Career Advisor (UCA) and ensured that no other additional duties have been assigned?
ANGI 36-2607, PARA 2.7.1. AND PARA 2.7.1.3.

27.2.
Does the unit commander conduct the initial interview of all newly assigned members and reenlistment interviews at least 6 months prior to ETS?  Are the interviews documented using NGB Form 173-1?
ANGI 36-2607, PARA 2.1.1.1, PARA 2.1.1.3, AND TABLE 2.1.

27.3.
Has the UCA received retention training from the Retention Office Manager (ROM)?  Does the UCA attend the ROM’s quarterly retention/training meetings?
ANGI 36-2607, PARA 2.7.1.3., AND PARA 2.7.2.

27.4.
Does the UCA maintain the NGB Form 173, Record of Retention Interviews, for all assigned members with less than 20 years total military service?
ANGI 36-2607, PARA 1.2.4.2.6.

27.5.
Does the UCA ensure that supervisors receive the NGB Forms 173 and 173-1 in sufficient time for them to conduct their annual career interviews?  Does the UCA maintain a suspense control for tracking interview actions? 
ANGI 36-2607, PARA 2.1.1.1.1. AND PARA 2.1.2.2.

27.6.
Does the UCA keep the unit commander informed on all aspects of the Career Motivation Program (CMP)? Does the UCA keep assigned members and supervisors informed of ANG career opportunities and benefits?
ANGI 36-2607, PARA 1.2.4.2. AND PARA 1.2.4.2.3.


Professional Military Education Program  (OPR:  ANG/DPDE)


28.
DOES THE COMMANDER HAVE A SELECTION PROCESS FOR MEMBERS TO PARTICIPATE IN RESIDENT Professional Military Education (PME) PROGRAMS?
ANGM 36-2301

28.1.
DOES COMMANDER ENSURE THAT ALL SELECTED MEMBERS MEET ELIGIBILITY CRITERIA?
ANGM 36-2301 PARA 2.3.

28.2.
IS A LETTER OF APPOINTMENT FOR PROGRAM/COURSE MANAGERs AND INSTRUCTORS/ADMINISTRATORS SIGNED BY THE COMMAND MAINTAINED?
ANGM 36-2301 PARA 2.3.

28.3.
DOES THE BASE TRAINING OFFICE PROVIDE MEMBERS: 

1.3.1. A COPY OF ANNOUNCEMENT MESSAGES?

1.3.2. ARE MEMBERS INFORMED WHEN APPLICATIONS ARE BEING ACCEPTED FOR ALL AREAS OF PME?

ARE APPLICATION PACKAGES REVIEWED FOR ACCURACY AND COMPLETENESS?
ANGM 36-2301 PARA 2.3.

28.4.
HAS THE AIRMAN LEADERSHIP SCHOOL (ALS) PROGRAM MANAGER:

1.4.1. PROVIDED AN ANNUAL ALS PLAN (TO INCLUDE INSTRUCTOR FUNDING) FOR NEXT FISCAL YEAR SUBMITTED TO ANG/DPDE AND TEC/CNN NO LATER THAN 31 MAR, AND MAINTAINED?

1.4.2. IS REQUEST FOR TLN’S AND FUNDING SUBMITTED TO ANG/DPDE NLT 60 DAYS PRIOR TO CLASS START DATE?

1.4.3. IS A LIST OF GRADUATING STUDENTS SENT TO ANG/DPDE AND TEC/CNN IMMEDIATELY UPON COURSE COMPLETION?
ANGM 36-2301 PARA 2.3., 2.4.1.

28.5.
SATELLITE NONCOMMISSIONED OFFICER ACADEMY NCOA SITE ADMINISTRATOR

1.5.1. IS THE ANNUAL SATELLITE NCOA PROGRAM PLAN FOR THE FISCAL YEAR SUBMITTED TO ANG/DPDE AND TEC/CNN NO LATER THAN 31 MAR OF EACH YEAR, AND MAINTAINED?

1.5.2. ARE REQUEST FOR TLN’S AND FUNDING SUBMITTED TO ANG/DPDE NLT 45 DAYS PRIOR TO CLASS START DATES?

1.5.3. IS A LIST OF GRADUATING STUDENTS SENT TO ANG/DPDE AND TEC/CNN IMMEDIATELY UPON COURSE COMPLETION?

1.5.4. ARE WORKDAY REQUESTS FOR INSTRUCTORS SUBMITTED TO ANG/DPDE NLT 45 DAYS PRIOR TO CLASS START DATE?
ANGM 36-2301 PARA 2.4.1., 2.6.

28.6.
REMOVALS:

IS ANG/DPDE NOTIFIED 60 DAYS PRIOR TO CLASS START DATE FOR ALS AND NCOA AND SNCOA?  ARE PROPER PROCEDURES FOLLOWED TO WITHDRAW A MEMBER FROM THE SNCOA?
ANGM 36-2301 PARA 4.6.


Education Services Program  (OPR:  ANG/DPDE)


29.
 DOES THE BASE EDUCATION AND TRAINING OFFICE (BETO) SERVE AS THE BASE LEVEL POC FOR THE PME PROGRAM?
ANGMAN 36-2301, PARA 2.3.

29.1.
PROGRAM ADMINISTRATION: 
 

29.1.1.
HAS AN EDUCATION NEEDS ASSESSMENT BEEN ACCOMPLISHED?
AFI 36-2306

29.1.2.
ARE CURRENT STUDENT RECORDS, AF FORM 186, INDIVIDUAL RECORD, DETAILING STUDENT PROGRESS AND SUPPORTING TRANSCRIPT DOCUMENTATION KEPT ON FILE USING ESTABLISHED RECORD KEEPING PROCEDURES?
AFI 36-2306; DODI 1322.25

29.2.
TUITION ASSISTANCE (TA) PROGRAMS:


29.2.1.
ARE STUDENTS INFORMED CONCERNING THE AVAILABILITY OF AIR FORCE (AGR), ANG AND STATE TA PROGRAMS?
AFI 36-2306

29.2.2.
ARE PROCEDURES IN PLACE TO VALIDATE TA ASSISTANCE?
AFI 36-2306

29.2.3.
HAVE PROCEDURES BEEN ESTABLISHED TO RECOUP TA FUNDS FOR STUDENTS FAILING TO MEET ESTABLISHED CRITERIA?
AFI 36-2306

29.3.
COUNSELING SERVICES:


29.3.1.
ARE ALL PERSONNEL NOT HAVING AN ASSOCIATE OR BACCALAUREATE DEGREE IDENTIFIED?
AFI 36-2306

29.3.2.
ARE PERSONNEL MADE AWARE OF DANTES, CCAF, PME, ECI, AND COMMISSIONING PROGRAMS?
DODI 1322.8, 4.4,5.2.

29.3.3.
DO EDUCATION OFFICERS RECEIVE ADEQUATE TRAINING, E.G., DANTES, TCO, CCAF WORKSHOPS?
DODI 1322.17.

29.3.4.
ARE STUDENTS MADE AWARE OF THE REGULATORY GUIDANCE, DOD DIRECTIVES, AND PUBLIC LAWS GOVERNING EDUCATION FINANCIAL ASSISTANCE?
DODI 1322.25

29.4.
DEFENSE ACTIVITY FOR NON-TRADITIONAL EDUCATION SUPPORT TESTING OPERATIONS (DANTES DEPH, VOLS I & II)  DANTES TEST SITES ONLY
DODI 1322.25, ENCLOSURE 7

29.4.1.
HAVE THE PRIMARY TEST CONTROL OFFICER (TCO) AND ALTERNATE TEST CONTROL OFFICER (ATCO) ESTABLISHED A STANDARD PROCEDURE OUTLINING AND SPECIFYING THE OPERATIONAL DETAILS OF A STOCKING OR NON-STOCKING DANTES TESTING CENTER?
DODI 1322.25 ENCLOSURE 7

29.4.2.
ARE QUARTERLY AND ANNUAL INSPECTIONS (31 DEC) HELD AND ARE REPORTS FILED WITH DANTES AND ANG IN A TIMELY MANNER?
DODI 1322.25, ENCLOSURE 7

29.4.3.
IS THERE A DEDICATED SAFE FOR DANTES TEST MATERIAL ON THE IMMEDIATE PREMISES AND ARE THE APPROPRIATE FORMS USED TO RECORD ACCESS TO THE CONTENTS OF THIS SAFE?
DODI 1322.25, ENCLOSURE 7

29.4.4.
ARE PERSONNEL BEING TESTED, MONITORED, AND SUPERVISED IN THE MANNER PRESCRIBED BY DANTES GUIDANCE?
DODI 1322.25, ENCLOSURE 7


Community College of the Air Force


30.
ARE EDUCATION OFFICE PERSONNEL FAMILIAR WITH THE PROCEDURES REQUIRED TO HAVE THE SERVICE MEMBER’S TRANSCRIPT EVALUATED?
AFI 36-2304

30.1.
IS THE AF FORM 968 USED TO ACCOMPANY THE REQUEST FOR TRANSCRIPT EVALUATION?
AFI 2304

31.
COMPUTER SUPPORT:
AFI 36-2304

31.1.
DOES THE EDUCATION OFFICE HAVE ADEQUATE COMPUTER EQUIPMENT AND HARDWARE SUPPORT?  
AFI 36-2304

32.
QUALITY ASSURANCE PROCEDURES:


32.1.
ARE EDUCATION PROGRAMS PROMOTED, ADVERTISED AND VALUED IN LIGHT OF THEIR IMPORTANCE TO MISSION READINESS?
AFI 36-2304


Distributed/Distance Learning  (OPR:  ANG/DPDD


33.  
AS THE BASE OPR FOR THE DISTRIBUTED/DISTANCE (DL) LEARNING PROGRAM, IS THERE AN INDIVIDUAL ASSIGNED AS THE BASE DL PROGRAM MANAGER (BDLPM) OR ASSIGNED THE ADDITIONAL DUTIES OF BDLPM IN THE BASE OJT OFFICE?
AFI 36-2201, 12 April 00

PAUL A. WEAVER, JR., Major General, USAF

Director, Air National Guard
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DEBRA N. LARRABEE, Colonel, USAF

Chief, Support Services

