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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-7:  SUPPLY

	1.
	Copy of the CAPF2a, duty assignment email from NHQ or duty assignment section from e-Services appointing the Supply Officer.
	 FORMCHECKBOX 


	
	a.
	Copy of CAPR 35-1
	 FORMCHECKBOX 


	
	b.
	Same as 1 above
	 FORMCHECKBOX 


	
	c.
	If applicable, copy of the joint inventory taken by incoming and out-going Supply officers.
	 FORMCHECKBOX 


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


	
	(
	Documentations of all certifications
	 FORMCHECKBOX 



	3.
	Copy of most recent annual inventory
	 FORMCHECKBOX 


	
	a.
	Verification that all pending issues, transfers and retirements have been completed
	 FORMCHECKBOX 


	
	b.
	Verification of the most recent 100% “eyes on” inventory.
	 FORMCHECKBOX 


	
	c.
	Copy of the most recent “condition check report” of all non-expendable property
	 FORMCHECKBOX 


	
	d.
	SUI Team member to verify that all non-expendable property is properly tagged and entered appropriately into ORMS.

	
	e.
	SUI Team member to verify that all items recorded on the most recent inventory as “missing” have been so recorded in ORMS

	
	f.
	SUI Team member to verify that any non-expendable property discovered during last inventory has been researched for origin prior to entry into ORMS.
	 FORMCHECKBOX 


	
	g.
	Validation document of all off-site property including it’s location.
	 FORMCHECKBOX 


	
	h.
	SUI Team member to verify that all ORMS entries have been properly certified.
	 FORMCHECKBOX 


	
	i.
	Documentation of unit commander’s formal acknowledgement of the completed inventory.
	 FORMCHECKBOX 


	
	j.
	Documentation of any on-loan property and verification of an eyes-on inspection of location and condition.
	 FORMCHECKBOX 


	4.
	Documentation of all efforts to recover property from members who have terminated their membership in CAP, failed to remain active, or transferred to another unit.
	 FORMCHECKBOX 


	
	SUI Team member to verify any above property has been documented and uploaded into ORMS.
	 FORMCHECKBOX 


	5.
	
	 FORMCHECKBOX 


	
	SUI Team member to verify that all unit non-expendable property records have been transferred to ORMS.
	

	
	a.
	SUI Team member to verify that all documentation created prior to 1 October 2009 been retained in accordance with CAPR 10-2, Files Maintenance and Records Disposition
	 FORMCHECKBOX 


	
	b.
	SUI Team member to verify that ORMS been used to retain scanned copies of DD Forms 1348-1A, reports of survey, bills of sale, donation receipts, purchase receipts and other acquisition or disposal records
	 FORMCHECKBOX 



	6.
	a.
	Copies of all CAPFs 27 used in the past 12 months
	 FORMCHECKBOX 


	
	
	SUI Team member to verify that the above transaction was entered into ORMS within 7 days
	 FORMCHECKBOX 


	
	b.
	SUI Team member to verify the proper use of CAPF 111
	 FORMCHECKBOX 


	
	c.
	SUI Team member to verify the proper use of CAPF 111
	 FORMCHECKBOX 


	7.
	a.
	SUI Team member to verify that all expendable property obtained from federal sources is properly marked:  DRMO
	 FORMCHECKBOX 


	
	b.
	SUI Team member to verify this property has been recorded in ORMS
	 FORMCHECKBOX 


	8.
	Documentation of all donated property.
	 FORMCHECKBOX 


	
	(
	SUI Team member to verify records in ORMS
	 FORMCHECKBOX 


	9.
	Documentation of all reports of property loss or damage.
	 FORMCHECKBOX 


	
	a.
	SUI Team member to verify that the above was properly reported within 7 days of discovery.
	 FORMCHECKBOX 


	
	b.
	SUI Team member to verify that a loss report was initiated in ORMS
	 FORMCHECKBOX 



	10.
	Copies of all Reports of Survey initiated during the past 12 months.
	 FORMCHECKBOX 


	
	a. (d.)
	Copy of the official appointment of the impartial investigator
	 FORMCHECKBOX 


	
	b. (e.)
	SUI Team member to verify that investigating officers have published their findings in the RoS function of ORMS.
	 FORMCHECKBOX 


	
	c. (f.)
	(1)
	Copies of the RoS findings.
	 FORMCHECKBOX 


	
	
	(2)
	Copies of the RoS findings.
	 FORMCHECKBOX 


	
	
	(3)
	Copies of the RoS findings.
	 FORMCHECKBOX 


	
	d.

(h.)
	Copies of the RoS findings.
	 FORMCHECKBOX 


	
	e.

(i.)
	Copies of the RoS findings.
	 FORMCHECKBOX 


	
	f.

(j)
	SUI Team member to verify that a copy of the Ros was scanned & uploaded into ORMS.
	 FORMCHECKBOX 


	
	g.

(k.)
	Copy the Wing or Region commander’s final decision on any lost or damaged non-Federal property.
	 FORMCHECKBOX 


	11.
	SUI Team member to inspect all property storage areas.
	 FORMCHECKBOX 


	12.
	a.
	Copy of unit procedures for managing its Real Property Program, if applicable.
	 FORMCHECKBOX 


	
	B.
	Copy of all records pertaining to any real property owned, leased, rented or occupied by the unit.  SUI Team member to compare records to the entries maintained in ORMS.
	 FORMCHECKBOX 



Prepare To Have a Successful


Subordinate Unit Inspection
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