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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-6:  PUBLIC AFFAIRS

	1.
	a.
	Copy of the CAPF-2a appointing the Public Affairs Officer, copy of the duty assignment e-mail from NHQ, or print-out of duty assignments from e-Services.
	 FORMCHECKBOX 


	
	b.
	Verification that the Wing PAO has been notified of the appointment.
	 FORMCHECKBOX 


	
	c.
	No document required this line

	
	d.
	Same as 1a 
	 FORMCHECKBOX 


	2.
	Copy of the unit’s PAO’s certificate of completion of the HQ AU A4/6 PAO Course 02010
	 FORMCHECKBOX 


	3.
	Copy of the unit PAO’s specialty track ratings from e-Services
	 FORMCHECKBOX 


	
	(
	Copies of all certifications
	 FORMCHECKBOX 


	4.
	Documentation of the unit PAO’s training by the Wing PAO
	 FORMCHECKBOX 


	
	a.
	Same as 3.
	 FORMCHECKBOX 


	
	b.
	Same as 2
	 FORMCHECKBOX 


	
	c.
	Documentation of any Unit/wing/region/national public affairs training courses, workshops, seminars, and field training
	 FORMCHECKBOX 


	
	d.
	Documentation of any attended Seminars and workshops offered by the military and local, state, or national organizations 
	 FORMCHECKBOX 


	
	e.
	Documentation of any Mission Information Officer training
	 FORMCHECKBOX 



	5.
	Copy of unit’s Public Affairs Plan for current year.8:  PUBLIC AFFAI
	 FORMCHECKBOX 


	
	a.
	(1)
	Copy of the unit’s external goals and initiatives
	 FORMCHECKBOX 


	
	
	(2)
	Copy of the unit’s internal public affairs strategies
	 FORMCHECKBOX 


	
	
	(3)
	Copy of the unit’s Public Affairs Crisis Plan
	 FORMCHECKBOX 


	
	
	(4)
	Copy of Wing’s approval of the unit’s Crisis Plan
	 FORMCHECKBOX 


	
	b.
	Copy of the unit PAO’S implementation of and critique of the Crisis Plan.
	 FORMCHECKBOX 


	6.
	Copy of unit PAO’s media contact list.
	 FORMCHECKBOX 


	
	(
	Record of the unit PAO’s meetings with various media outlets, promoting the media’s awareness and understanding of CAP.
	 FORMCHECKBOX 


	7.
	Copy of the unit’s standard plans and procedures for external promotion of key events
	 FORMCHECKBOX 


	8.
	Copy of the unit’s Public Affairs package of materials presenting the background of CAP and its capabilities
	 FORMCHECKBOX 


	9.
	Copy of the list of internal and external websites that the unit PAO utilizes to inform the public about CAP.
	 FORMCHECKBOX 


	10.
	a.
	Documentation of how and when the unit PAO serves as an advisor to the unit commander.
	 FORMCHECKBOX 


	
	b.
	Copies of all unit Public Affairs submissions to Wing, Region or CAP National publications.
	 FORMCHECKBOX 


	11.
	Copy of the unit’s past 12 months of PA newsletters.
	 FORMCHECKBOX 


	12.
	Copies of any multi-media distributed by the PAO during past 12 months.
	 FORMCHECKBOX 


	13.
	Copy of the unit PAO’s action plan for utilizing electronic media, coordinated with the unit IT officer.
	 FORMCHECKBOX 



	14.
	a.
	Roster of any emergency services qualified Public Information Officers
	 FORMCHECKBOX 


	
	b.
	Copy of unit’s Public Affairs action plan for ES missions
	 FORMCHECKBOX 


	15.
	Documentation of how the unit PAO informs the Wing PAO of activities.
	 FORMCHECKBOX 


	16.
	a.
	Copies of the unit’s nomination for PAO of the Year, if any
	 FORMCHECKBOX 


	
	b.
	Same as above
	 FORMCHECKBOX 
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