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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-5:  PERSONNEL

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


	
	a.
	CAPR 35-1, para 1-3
	 FORMCHECKBOX 


	
	b.
	Same as 1. above
	 FORMCHECKBOX 


	2.
	Print-out of the Personnel Officer’s specialty tracks from e-Services
	 FORMCHECKBOX 


	
	(
	Documentation of all certifications
	 FORMCHECKBOX 


	3.
	Copies of the Unit Charter, organizational chart and member roster
	 FORMCHECKBOX 


	
	(
	Copies of all submitted CAPFs 27 during the past 12 months.
	 FORMCHECKBOX 


	4.
	Copy of the unit’s organizational chart
	 FORMCHECKBOX 


	5.
	Copies of all membership applications processed during past 12 months.
	 FORMCHECKBOX 


	6.
	a.
	Printout of Unit’s Duty Assignments from e-Services
	 FORMCHECKBOX 


	
	b.
	Copies of each staff officer’s appointment CAPF-2a
	 FORMCHECKBOX 


	
	
	(
	SUI Team member to verify signatures of both incoming and out-going staff officers.
	 FORMCHECKBOX 


	
	c.
	Copy of CAPR 10-3
	 FORMCHECKBOX 


	
	d.
	SUI Team member to inspect each staff officers’ personnel file.
	 FORMCHECKBOX 



	7.
	Documentation of any members placed in suspended status.
	 FORMCHECKBOX 


	
	a.
	Copy of CAPR 35-1 para 2-2
	 FORMCHECKBOX 


	
	b.
	Verification that any suspension actions were forwarded to NHQ CAP/DP
	 FORMCHECKBOX 


	8.
	Copy of unit procedure for completion of CAPFs 60 prior to any member attending any out-of-unit activity.
	 FORMCHECKBOX 


	9.
	a.
	Copy of the Personnel Officer’s delegation of maintenance of CAPFs 45 and 45b for each unit member.
	 FORMCHECKBOX 


	
	b.
	SUI Team member to inspect each member’s CAPFs 45
	 FORMCHECKBOX 


	10.
	Copies of the following for each member:  CAPFs 66; CAPFs 45; CAPFs 15 or CAPFs 12; all CAPFs 2; CAPFs 2a; CAPFs 120; and CAPFs 83; CAPFs 60
SUI Team member to inspect each member’s personnel file.
	 FORMCHECKBOX 


	
	(
	Copy of CAPM 39-2 para 1-8
SUI Team member to inspect inactive personnel records.
	 FORMCHECKBOX 


	11.
	Copy of unit procedures for member transfers.
	 FORMCHECKBOX 


	12.
	Copy of unit’s Personnel Action Plan
	 FORMCHECKBOX 
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Prepare To Have a Successful


Subordinate Unit Inspection








