[image: image1.png]


[image: image2.png]



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: PROFESSIONAL DEVELOPMENT

	1.
	a.
	Copy of the CAPF 2a or copy of e-mail notification of duty assignment from NHQ appointing the Professional Development Officer (PDO)
	 FORMCHECKBOX 


	
	b.
	Same as above
	 FORMCHECKBOX 


	2.
	(
	Copy of Specialty Track ratings from e-Services
	 FORMCHECKBOX 


	
	(
	Documentation of all certifications
	 FORMCHECKBOX 


	3.

	a.
	Copy of letter of delegation from the unit Personnel Officer
	 FORMCHECKBOX 


	
	b.
	SUI Team member to inspect all the unit’s CAPFs 45bs 45
	 FORMCHECKBOX 



	4.
	a.
	SUI Team member to inspect the unit’s Professional Development Reference Library
	 FORMCHECKBOX 


	
	b.
	(1)
	SUI Team member to inspect the unit’s Professional Development Reference Library to insure library is current and separate from all Administrative Files.
	 FORMCHECKBOX 


	
	
	(2)
	(
	CAPR 50-17
	 FORMCHECKBOX 


	
	
	
	(
	CAPR 35-5, CAP Officer and Noncommissioned Officer Appointments and Promotions
	 FORMCHECKBOX 


	
	
	
	(
	CAPR 39-3, Award of CAP Medals, Ribbons, and Certificates
	 FORMCHECKBOX 


	
	
	
	(
	CAPR 50-4, Test Administration and Security
	 FORMCHECKBOX 


	
	
	
	(
	All senior member specialty track study guides
	 FORMCHECKBOX 


	
	
	
	(
	All Specialty Track SQTRs and Specialty Track Mentor designation from (PD-STM)
	 FORMCHECKBOX 


	
	
	
	(
	Current Air Force Distance Learning (AU A4/6) Catalog
	 FORMCHECKBOX 


	
	
	
	(
	Federal Aviation Administration (FAA) publications pertaining to CAP
	 FORMCHECKBOX 


	
	
	
	(
	Training materials from the American Red Cross
	 FORMCHECKBOX 


	
	
	
	(
	Training materials from the Federal Communications Commission
	 FORMCHECKBOX 


	
	
	
	(
	Training materials from the FEMA
	 FORMCHECKBOX 


	
	
	
	(
	Training materials from the USAF
	 FORMCHECKBOX 


	
	
	
	(
	Mission Pledge card; CAP Enduring Competencies card; uniform wear mini-posters; CAP grade (rank) mini-posters; the Civil Air Patrol Ethics policy; the CAP Great Start booklet for adults; CAP member static sticker.)
	 FORMCHECKBOX 



	5.


	a.


	(
	Copy of unit’s Level One report from e-Services
	 FORMCHECKBOX 


	
	
	(
	Copy of unit’s CPPT report from e-Services
	 FORMCHECKBOX 


	
	
	(
	Copy of unit’s OPSEC report from e-Services
	 FORMCHECKBOX 


	
	
	(
	Copy of unit’s Equal Opportunity report from e-Services
	 FORMCHECKBOX 


	
	
	(1)
	Report of unit members who have NOT completed Level One
	 FORMCHECKBOX 


	
	
	(2)
	Copy of unit’s Level One orientation program
	 FORMCHECKBOX 


	
	b.
	Documentation of unit’s Level One Summary Conversations
	 FORMCHECKBOX 


	
	c.
	Copies of all unit processed CAPFs 11 during past 12 months.
	 FORMCHECKBOX 


	
	d.
	Copy of unit’s CPPT report (including Cadets) from e-Services
	 FORMCHECKBOX 


	
	
	(1) 
	Documentation of unit’s CPPT records for Cadets turning 18
	 FORMCHECKBOX 


	
	
	(2) 
	Copy of all Cadet promotions during past 12 months
	 FORMCHECKBOX 


	
	e.
	Copy of unit’s implementation plan for the Specialty Track SQTR / STM requirement of NC Wing supplement to CAPR 50-17
	 FORMCHECKBOX 


	
	
	(1)
	Copy of each unit member’s PD-STM designation.
	 FORMCHECKBOX 


	
	
	(2)
	Copies of all unit members’ active SQTR forms
	 FORMCHECKBOX 


	
	
	(3)
	Copies of all Specialty Track SQTR forms signed by the unit CC prior to any Specialty Track rating being entered into e-Services.
	 FORMCHECKBOX 


	6.
	Documentation of unit’s Professional Development Award presentation plan.
	 FORMCHECKBOX 


	7.
	a.
	Copy of CAPF-2a or duty assignment email from NHQ for the appointment of the unit’s Test Control Officer
	 FORMCHECKBOX 


	
	(
	Copy of CAPF-2a or duty assignment email from NHQ for the appointment each of the unit’s Test Administrators
	 FORMCHECKBOX 


	
	b.
	Verification of age of the TCO and all TAs
	 FORMCHECKBOX 


	
	c.
	Copy of the most recent letter of appointment of the TCO and all TAs
	 FORMCHECKBOX 


	
	d.
	Verification that the letters of appointment were sent to Wing HQ
	 FORMCHECKBOX 


	
	e.
	Copy of the unit’s procedures regarding test compromises.
	 FORMCHECKBOX 


	
	f.
	Copy of the unit’s procedure for keeping the TCO and TAs aware of test material security requirements.
	 FORMCHECKBOX 


	8.
	a.
	Copy of the unit’s Test Inventory Log
	 FORMCHECKBOX 


	
	b.
	SUI Team member to compare format of the unit’s Test Inventory Log to CAPR 50-4 Attachment 2.
	 FORMCHECKBOX 


	
	c.
	Copy of the unit’s procedure for entering transactions onto the Test Inventory Log.
	 FORMCHECKBOX 


	9.
	a.
	Test Inventory Log
	 FORMCHECKBOX 


	
	b.
	Test Inventory Log
	 FORMCHECKBOX 


	10.
	a.
	SUI Team member must inspect the security of testing materials and log.
	 FORMCHECKBOX 


	
	b.
	Unit’s procedure for changing the lock combination
	 FORMCHECKBOX 


	
	c.
	Test Inventory Log
	 FORMCHECKBOX 


	
	d.
	SUI Team member to inspect testing material storage cabinet for any extraneous materials.
	 FORMCHECKBOX 


	
	e.
	Copies of the unit’s test routing log.
	 FORMCHECKBOX 



	11.
	a.
	Copy of the unit’s testing materials destruction procedure.
	 FORMCHECKBOX 


	
	b.
	Test Inventory Log
	 FORMCHECKBOX 


	
	c.
	Copy of how and when the Wing TCO is notified of testing material destruction.
	 FORMCHECKBOX 
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