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Use this guide to prepare your documentation required for a successful SUI.

This guide is “squadron specific”.  See separate guide for a Group inspection.

	TAB D-4:   ADMINISTRATION


	1.
	Copy of the CAPF-2a, Duty Assignment email from NHQ, or printout of duty assignments from e-Services for the Administrative Officer
	 FORMCHECKBOX 


	
	a.
	Copy of CAPR, para 1-3
	 FORMCHECKBOX 


	
	b.
	Same as 1. above
	 FORMCHECKBOX 


	2.
	Copy of the Administrative Officer’s specialty track ratings from e-Services.
	 FORMCHECKBOX 


	
	(
	Documentation of all certifications
	 FORMCHECKBOX 


	3.
	a.
	SUI Team member to inspect the Unit’s printed or electric copy of all CAP publications.
	 FORMCHECKBOX 


	
	 b.
	(1)
	If the unit’s copy of CAP publications is printed, SUI Team member to verify that all documents are up-to-date.
	 FORMCHECKBOX 


	
	
	(2)
	Copy of the Administrative Officer’s documentation of CAP publications spot-checks.
	 FORMCHECKBOX 


	4.
	Copy of the unit’s procedure for publishing and conflicts.
	 FORMCHECKBOX 


	
	a.
	Copies of all Unit supplements and operating instructions.
	 FORMCHECKBOX 


	
	b.
	Copies of all higher authority reviews for all unit published supplements and/or operating instructions during the past 12 months.
	 FORMCHECKBOX 


	
	c.
	Copy of the OPR’s log for certifying currency of all such publications and the essential nature of each.
	 FORMCHECKBOX 


	
	d.
	Same as 4. above
	 FORMCHECKBOX 



	5.
	Copy of CAPR 10-3 and copies of any of the following prepared in the last 12 months:  administrative authorizations (Transportation Authorizations (TAs), Personnel Authorizations (PAs), and Participation Letters (PLs)) prepared, reproduced and distributed by the unit.
	 FORMCHECKBOX 


	6.
	Copy of the unit’s internal and external communications plan and procedures
	 FORMCHECKBOX 


	7.
	SUI Team member to verify that all administrative communications are completed IAW CAP guidelines.
	 FORMCHECKBOX 


	
	(
	Copy of unit’s administrative action plan
	 FORMCHECKBOX 


	8.
	a.
	Copy of unit’s formal filing plan.
	

	
	b.
	SUI Team member to verify that Administration files are separate from other unit files.
	 FORMCHECKBOX 


	
	c.
	SUI Team member to verify that cut-off instructions are being followed as per CAPR 10-2 para 9
	 FORMCHECKBOX 


	
	d.
	Copy of unit’s procedure for screening records for historical significance as per CAPR 10-2 para 10
	 FORMCHECKBOX 


	
	e.
	Copy of unit’s schedule for archiving administrative files and securing them in a remote location.
	 FORMCHECKBOX 



Prepare To Have a Successful


Subordinate Unit Inspection
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