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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 E-1:   COMMANDER

	1.
	Copy of commander’s action plan for assigning the right members to the right duty assignments, especially for essential positions.
	 FORMCHECKBOX 


	2.
	Copy of commander’s procedure for enduring that all members complete mandated training.
	 FORMCHECKBOX 


	
	(
	Copy of commander’s procedures for any allegation of sexual/physical abuse involving a cadet.
	 FORMCHECKBOX 


	3.
	Copy of the unit’s procedure for ensuring 100% OPSEC training compliance
	 FORMCHECKBOX 


	
	a.
	Copy of the unit’s procedures for controlling the input of new emergency services specialty qualifications, renewal of expiring qualifications, or printing of new CAPF 101s in Operations Qualifications for individuals who have not completed OPSEC training and agreed to the Non-Disclosure Agreement (NDA)?
	 FORMCHECKBOX 


	
	b.
	Copy of the unit’s procedures for controlling participation in operational missions and/or the releasing of sensitive information to members who have not completed OPSEC training or agreed to the NDA
	 FORMCHECKBOX 


	4.
	Copy of the unit commander’s completion certificate for the Aircraft Ground Handling Video Training Requirement.
	 FORMCHECKBOX 



	5.
	Copy of the unit’s Financial Action Plan for the current year.
	 FORMCHECKBOX 


	
	a.
	Copies of the Finance Committee’s attendance rosters for the past year
	 FORMCHECKBOX 


	
	b.
	If the unit does not participate in the Wing Banker Program, provide copies of quarterly financial audits for the past 4 quarters.
	 FORMCHECKBOX 


	
	c.
	Copy of unit procedure for gaining wing commander approval for all fund raising projects.
	 FORMCHECKBOX 


	
	d.
	Copy of all CAPFs 171 for each year of the current unit commander’s tenure.
	 FORMCHECKBOX 


	6.
	Copy of the unit’s internal procedures for safeguarding supplies and equipment against theft or misuse.
	 FORMCHECKBOX 


	
	(
	Copies of all RoS requested since the last SUI, as well as documentation of any necessary pecuniary liability.
	 FORMCHECKBOX 



	7.
	Copy of the unit’s ground and flying safety records for the past 2 years.
	 FORMCHECKBOX 


	
	a.
	Written description of unit CC’s involvement in the safety program.
	 FORMCHECKBOX 


	
	b.
	Copy of the unit’s mishap notification procedure.
	 FORMCHECKBOX 


	
	c.
	Unit procedure for implementing ORM into all the unit’s activities.
	 FORMCHECKBOX 


	
	d.
	Copy of the unit’s flight release procedures, specifically regarding safety.
	 FORMCHECKBOX 


	8.
	Documentation of the unit’s membership demographics (recruiting and retention for both cadets and seniors) for the past 2 years
	 FORMCHECKBOX 


	
	a.
	Documentation of all activities designed to encourage parental participation for past two years.
	 FORMCHECKBOX 


	
	b.
	If a member has been terminated, copies of procedure and all termination documentation.
	 FORMCHECKBOX 


	
	c.
	Copy of unit procedures for member suspension.
	 FORMCHECKBOX 



	9.
	a.
	Written description of command enforcement of both DOD and CAP’s equal opportunity  program, policies and procedures.
	 FORMCHECKBOX 


	
	
	(
	Copy of DOD Directives:  5500.11, 1020.1, and AFI 36-2707.
	

	
	b.
	Unit log of all CAP Nondiscrimination Policy briefings for the past three years.
	 FORMCHECKBOX 


	
	c.
	Copy of all unit records regarding the above.
	 FORMCHECKBOX 


	
	d.
	Copy of EO training report from e-Services.  Indicate the number of members who have NOT completed the training in the box to the right.
	   
	 FORMCHECKBOX 


	
	e.
	Copy of unit procedure for handling/reporting EO complaints.
	 FORMCHECKBOX 


	10.
	Written description of unit CC’s process for handling IG and Fraud, Waste and Abuse complaints and how the CC interacts in the IG process.
	 FORMCHECKBOX 


	11.
	Copy of the unit’s internal communication procedures.
	 FORMCHECKBOX 


	
	(
	Schedule of Unit Staff meetings and copies of the minutes from such meetings:  past 12 months.
	 FORMCHECKBOX 


	12.
	Written description of CC’s procedure for ensuring the unit’s files disposition plan meets the unit’s need for continuity.
	 FORMCHECKBOX 


	13
	Copy of CC’s procedure of holding periodic uniform inspections and enforcement of CAP uniform standards and regulations.
	 FORMCHECKBOX 
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