BY ORDER OF THE COMMANDER                                                    607 ASOG OPERATING INSTRUCTION 90-201

607th AIR SUPPORT OPERATIONS GROUP                                                                                                       1 June 2002                                                                 

Command Policy

SELF-INSPECTION PROGRAM

This instruction supplements AFI 90-201, 28 Dec 2001, PACAF Instruction 90-201, 8 Feb 2002, and 7 AF Instruction 90-202, 1 Apr 2000.  It describes the Self-Inspection program and establishes policies and procedures pertaining to the program.  This instruction applies to all 607th Air Support Operations Group Directorates, staff elements and assigned squadrons. 

SUMMARY OF CHANGES

The checklist format has been changed to reflect HHQ guidance and group tracking requirements. Attachment 1 has been added to provide a standardized checklist format for documenting 607 ASOG self-inspections.  Attachment 3 adds a Self-Inspection Matrix listing functional programs required to have Self-Inspection and Continuity binders.  It also identifies programs with standardized group-wide checklists.  A Self-Inspection tracking log is now part of each checklist. All checklists have been added to the group shared network drive for easier access.  Self-Inspection frequency has changed from May/Nov to Jun/Dec to match 7 AF/CVI guidance.  Electronic and computer databases can now be used as tracking and reporting tools, provided other aspects of this instruction are met.  The intent and requirement for reporting noncompliance items has been clarified.

1.  GENERAL.   Squadrons and directorates will conduct semi-annual Self Inspections (SI) to ensure compliance with applicable USAF Common Core Readiness Criteria (CCRC), Common Core Compliance Areas (CCCA), Compliance Inspection Items (CII), USAF/PACAF/Group Special Interest Items (SII) and PACAF Mission Performance Checklists (MPC).  SIs are management tools used to provide commanders and supervisors with an organized method of review.  SIs should be used to evaluate, assess and validate mission requirements, functional processes, readiness or training programs.  The assessments should identify and help eliminate deficiencies in processes or programs.  They also serve as a record of review that allows new personnel the opportunity to prevent repetition of previous process or program deficiencies.  

2.  RESPONSIBILITIES:

2.1. 607 ASOG/CC will:

2.1.1. Ensure subordinate organizations conduct semiannual SIs in June and December.

2.1.2. Provide a consolidated semiannual SI report to 7 AF/CVI by the 15th of July and January.  The report will reflect the completion/noncompletion status of required SIs, document noncompliance items discovered and request assistance for non-compliance items requiring HHQ assistance.

2.1.3. Appoint the 607 ASOG Self-Inspection Monitor (SIM) to manage and coordinate the group SI program.

2.2. 607 ASOG SIM will:

2.2.1. Receive directorate and squadron semi-annual SI reports, consolidate and format the group report for commander approval and track the status of open non-compliance items.

2.2.2. Manage and update the SI program as necessary for best effectiveness and to enhance compliance.

2.2.3. Monitor the progress of SIs and provide guidance to assigned unit personnel regarding the SI program.
2.2.4. Coordinate and identify group-wide checklists for functional areas that have similar functional responsibilities.

2.2.5. Distribute crossfeed information to unit/directorate monitors as necessary.

2.2.6. Provide notification to unit SIMs and commanders on applicable SIIs that require action or documentation.

2.2.7. Suspense, receive and retain all directorate, staff and squadron semi-annual SI
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2.2.8. Ensure assigned organizations update and utilize the consolidated SI checklist format at attachment 1 or an electronic product having the same subject areas, headings and information.  

2.2.9. Provide electronic copies of standard group-wide checklists to directorate and squadron SIMs.

2.2.10. Maintain a SI binder in the format outlined in paragraph 5 or an electronic product that has the same subject areas, headings and information.  The binder shall contain the last two consolidated group SI reports.

2.2.11. Consolidate, coordinate and provide 7 AF/CVI with a report of all non-compliance items identified during group and squadron SIs.  Coordinate and forward to 7 AF/CVI all non-compliance items that require HHQ assistance.

2.3. Squadron Commanders will:

2.3.1.  Appoint a unit SIM and send an electronic copy of appointment letters to group SIM. 

2.3.2.  Monitor the SI program.

2.3.3.  Ensure required functional areas maintain, use and document SIs using approved group-wide checklists or specially tailored checklists for specific functional or program areas.  

2.3.4. Ensure semi-annual inspections are completed, noncompliance items documented and items requiring HHQ assistance are requested.

2.3.5. Approve the unit SI report and provide to group SIM no later than 30 June and 30 December.  Review and provide monthly updates on open findings to ensure non-compliance items are corrected

2.3.6. Ensure POCs are assigned and results completely documented for assigned SII suspense’s.

2.4. Unit/directorate SIMs will:

2.4.1. Monitor the progress of semi-annual SIs and track the status of all open non-compliance items in the unit.

2.4.2. Distribute crossfeed information to functional areas as necessary.  

2.4.3. Receive and coordinate suspenses for SIIs from the group SIM for the commander.

2.4.4. Coordinate and recommend group-wide checklist modifications to the group SIM.   

2.4.5. Maintain centralized electronic copies of group-wide checklists and tailored functional area checklists. 

2.4.6. Maintain a unit SI binder in the format outlined in this instruction or an electronic product that has the same subject areas, headings and information.  The binder shall contain the last two consolidated unit SI reports
2.4.7. Maintain the most recent two copies of HHQ inspections reports (CERI, UCI, ORI, SAV, etc.).  Consolidate open findings into the unit’s SI tracking log and monitor corrective actions until closure.
2.4.8. Consolidate inspection results and noncompliance item information and provide to the commander for review and approval.  

2.4.9. Review functional area SI binders during semi-annual SIs.
2.4.10. Number findings by unit, calendar year and order discovered (i.e., 607WS-00-1).
2.4.11. Request, receive and consolidate monthly SI updates for each non-compliance item discovered until they are closed.  After unit commander’s review/approval, forward the updated consolidated tracking log to the group SIM.  

2.4.12. Provide electronic copies of any modified group-wide checklists to the group SIM.

2.5. Functional areas will:

2.5.1. Conduct semi-annual inspections in June and December or as directed. Record the results of each SI compliance item by annotating a ‘yes’, ‘no’ or ‘n/a’ for every item on the SI checklist.  Each item identified with a ‘no’ is a non-compliance item.  

2.5.2. Newly assigned functional managers will conduct inspections within 20 working days of being assigned the duty.  

2.5.3. Complete required information on the tracking sheet at the end of each SI checklist.  Fully describe the problem, the actions being taken to close the item, and the expected or actual closure date. 

2.5.4. Communicate with the supervisors or section/division/functional area chiefs on the status of all open inspection items as required.  Coordinate and document fix actions. 

2.5.5. Send completed SI checklist and updated tracking log to the unit/directorate SIM after section/division review if applicable.

2.5.6. Update SI tracking sheet for all open items each month and forward to the unit SIM.

2.5.7. Ensure group-wide checklists are amended for unique requirements not applicable to similar areas across the group.

2.5.8. Maintain a SI binder in the format outlined in this instruction.  

2.5.9. Monitor and report the results of assigned SII’s.

2.5.9.1. Provide the SIM with an OPR update listing for functional areas and SII with each report.  

3. REPORTS.  The following information should be included in the semi-annual SI report to the group SIM.

3.1. If necessary, a statement indicating which SIs were postponed and the reason for postponement.  

3.2. A consolidated tracking log with noncompliance item information.

3.3. Special interest items (SII) discrepancies and updates.

3.4. Items requiring HHQ assistance.

3.5. Reports, checklists, binders and other items referenced in this instruction can be cross-referenced to a centralized file.  Units can utilize authorized government provided software and computer databases for use as tracking and reporting tools, and computer or network storage of electronic files or folders/binders provided all other aspects of this instruction are met. 

4.  SPECIAL INTEREST ITEMS.  The group SIM will send SIIs to unit commanders through the unit SIM.  Copies of SIIs or related items can normally be obtained on the Internet at http://www.osan.af.mil/7af/7af-cvi/). If the SII applies:

4.1. The commander will assign an OPR.  The unit SIM will provide the OPR name, rank, office symbol, phone number, DEROS, and forward to the group SIM.  

4.2. SII reports will be sent to the group SIM and include an Estimated Completion Date (ECD).

5.  SELF-INSPECTION BINDER/FOLDER FORMAT.  All unit functional areas listed on attachment 3 will maintain SI folders.  The SI folder will include the following:

5.1. Table of Contents.

5.2. Record of Reviews and Inspections.

5.3. Appointment letters showing who is responsible for performing functional area SIs, Special Interest Items inspections/reports, and who is appointed the unit SIM.

5.4.  A copy or reference to 607 ASOG OI 90-201.

5.5. A blank functional area SI checklist covering the functional area and checklists completed during the past 2 semi-annual inspections.  All checklist items used will have been previously coordinated with the unit and group SIM to ensure the most current approved reference and applicability. 

5.5.1. Compliance item checklists can be maintained on electronic media or database.  If maintained on electronic media or in a database, separate tailored output report forms will be developed for screen or printer output which allow viewing of all original results, follow-up and fix actions.  Separate reports will be available and grouped by:

5.5.1.1. Non-compliance items documented from each functional area’s semiannual inspections.  

5.5.1.2. A consolidated unit non-compliance item listing including closure date and fix actions.   

5.5.1.3. Applicable Special Interest Item reports.

D. FOSTER BITTON, Colonel, USAF

                                                                                                   
Commander

3 Attachments:

1. Sample Self Inspection Checklist

2. Consolidated Tracking Log

3. Self Inspection Matrix

Attachment 1

SAMPLE SELF INSPECTION CHECKLIST

Functional Area:  ________________
Inspection Date: ____________
  Rank/Name: ______________________ 

Office: __________ Phone: _____________  

1.  When completed, this form becomes the Self Inspection report for this program or functional area.  A copy will be maintained in the SI binder and forwarded to the unit SIM for inclusion in the consolidated unit SI report up channel.

2.  The following minimum inspection items are required by law, executive orders, DoD directives, and safety guidelines, that, if not complied with, could result in significant legal liabilities, penalties, or mission impact.

3.  The referenced Instructions should be checked during all Self Inspections to ensure they are current and this form updated accordingly.
4.  Compliance Areas

	AFI 90-201, Attachment 6, CCCAs:
	YES
	NO
	N/A

	A6.3.6. Communications and Information
	
	
	

	A6.3.6.1. Evaluate training to support mission critical communication systems
	
	
	


5.  Functional Checklist Items

	
	YES
	NO
	N/A

	Air Force Level Checklist Items: 
	
	
	

	There are no checklists at this level.
	
	
	

	
	
	
	

	PACAF Level Checklist Items:
	
	
	

	
	
	
	

	PACAFDIR 90-212, 17 Aug 01
	
	
	

	
	
	
	

	A1.1.1. (#) Are equipment accountability procedures in place? (AFI 33-112, para 11.2)
	
	
	

	A1.1.1.1. Has all equipment been entered into the Information Processing Management System (IPMS)? (AFI 33-112, para 11.2)
	
	
	

	
	YES
	NO
	N/A

	A1.2. MAINTENANCE CONTROL 

(All references are in AFI 21-116 unless otherwise indicated)
	
	
	

	A1.2.1. Facility Requirements
	
	
	

	A1.6. MAINTENANCE TRAINING
	
	
	

	A1.6.1. Work Center
	
	
	

	
	
	
	

	Numbered Air Force (7 AF) Level:
	
	
	

	There are no checklists at this level.
	
	
	

	
	
	
	

	Group Level Checklist Items:
	
	
	

	607 ASOG OI 37-2, 7 Nov 01
	
	
	

	Continuity Folder Format.  Is the Continuity Binder IAW 607 ASOG OI 37-2?
	
	
	

	
	YES
	NO
	N/A

	607 ASOG 0I 90-201, Jun 02
	
	
	

	Self-Inspection Folder Format.  Do the unit functional areas maintain self-inspection folders IAW 607ASOG OI90-201? 
	
	
	


6.  Special Interest Items (SII)

	
	YES
	NO
	N/A

	Air Force Level:
	
	
	

	There are no Special Interest Items at this level that apply
	
	
	

	
	
	
	

	PACAF Level:
	
	
	

	There are no Special Interest Items at this level that apply
	
	
	

	
	
	
	

	Numbered Air Force:
	
	
	

	There are no Special Interest Items at this level that apply
	
	
	

	
	
	
	

	Group Level:
	
	
	

	There are no Special Interest Items at this level that apply
	
	
	


7.  Consolidated Tracking Log with discrepancy tracking, notes, and comments:

(List all the discrepancies in order here for the above sections.  Put the section in BOLD, follow with the problem, solution, POC, and expected completion date.  Annotate after the number if this is a MAJOR discrepancy)

	OPR:
	Trk No:
	Ref:
	Problem, Monthly Tracking, and Fix Action:
	Closure Date:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Checklists will be in the format specified in this instruction and provided by the group SIM. Checklists should include only those compliance items related to the specific functional or program area.

Attachment 2

Example Unit/Directorate Consolidated Tracking Log for Monthly Updates to the group 

	OPR:
	Trk No:
	Ref:
	Problem, Monthly Tracking, and Fix Action:
	EST/ACT

Closure Date/

	SCMB /

MSgt Joseph  / 723-6666
	604ASOS-02-01
	May SI
	5 May 02:  Hazardous chemicals are not properly stored in approved storage containers as required by AFOSH standards.

5 Jun 02: New storage containers on order.  Expected delivery is 5 Jul 02.

5 Jul 02: Wrong containers delivered. Incorrect part number and stock number – not what we need.   Refused delivery because item is not a suitable substitute.
	5 July 2002

	
	604ASOS-02-02
	
	
	

	
	
	
	
	

	
	
	
	
	


Attachment 3

Self-Inspection Matrix

	
     PROGRAM or FUNCTIONAL AREA
	Governing MPC
	Required Folder
	607 ASOG Staff
	604 ASOS
	607 CBCS
	607 WS
	TROKA ALO

	     1. Training or Unit Training Mgr
	90-202
	C.F.
	X (DO)
	X
	X (CCT)
	X
	X

	 
	90-203
	S.I.F. (Pg 72)
	X
	X
	X (CCT)
	X
	X

	     2. Stan/Eval
	90-202
	C.F.
	X (DO)
	X
	N/A
	N/A
	X

	     3. SORTS (group-wide Checklist)
	90-202
	C.F.
	X (XP)
	X
	X
	X
	X

	 
	 
	S.I.F.
	X
	X
	X
	X
	X

	     4. Wpns/Tactics
	90-202
	C.F.
	X (DO)
	N/A
	N/A
	N/A
	N/A

	 
	 
	S.I.F.
	X
	N/A
	N/A
	N/A
	N/A

	     5. Plans (group-wide Checklist)
	90-202
	C.F.
	X (XP)
	X
	X (SCXP)
	X
	X

	 
	 
	S.I.F. (Pg 36)
	X
	X
	X (SCXP)
	X
	X

	     6. Files Mgmt & Fx Area
	37-2
	C.F.
	X (CCA)
	X
	X (CSS)
	X (CSS)
	N/A**

	     7. Records Mgr
	90-202
	S.I.F. (Pg 33)
	X
	X
	X (CSS)
	X (CSS)
	N/A**

	     8. ADPE (group-wide Checklist)
	90-212
	C.F.
	X
	X
	X
	N/A
	N/A**

	 
	 
	S.I.F.
	X
	X
	X
	N/A
	N/A**

	     9. Armorer/Munitions/CATMS
	37-2
	C.F.
	X (XP)
	X
	X
	N/A
	N/A**

	 
	 
	S.I.F.
	X
	X
	X
	N/A
	N/A**

	     10. CC Support Staff 
	90-203
	C.F.
	X (CCA)
	X
	X (CSS)
	X (CSS)
	N/A**

	          (group-wide Checklist)
	 
	S.I.F.
	X
	X
	X (CSS)
	X (CSS)
	N/A**

	     11. Communications
	 
	 
	 
	 
	 
	 
	 

	        a. C-E Maint  (group-wide Checklist) 
	90-212
	C.F.
	X
	X***
	X
	N/A
	N/A

	        b. C-E Ops/HVAC
	TBD#
	S.I.F.
	N/A
	X***
	X (SCC)
	N/A
	N/A

	        c. Power Pro
	90-212
	C.F./S.I.F.
	N/A
	N/A
	X (SCV)
	N/A
	N/A

	        d. Vehicle Maintenance 
	90-223
	C.F.
	X
	X***
	X
	X
	X

	 
	37-2
	S.I.F.
	X
	X
	X
	X
	X

	     12. Force Protection (group-wide Checklist)
	90-215
	C.F.
	X (XP)
	X
	X
	X
	N/A**

	 
	 
	S.I.F.
	X
	X
	X
	X
	N/A**

	     13. Mobility & UDM (group-wide Checklist)
	37-2
	C.F.
	X (XP)
	X***
	X
	X
	X

	 
	90-212
	S.I.F. (Pg 44)
	X
	X***
	X
	X
	X

	     14. Resource Advisor (group-wide Checklist) 
	37-2
	C.F.
	X (CCR)
	X
	X
	X
	N/A**

	 
	90-212
	S.I.F. (Pg 52)
	X
	X
	X
	X
	N/A**

	     15. Safety (group-wide Checklist)
	 
	C.F.
	X (DO)
	X***
	X
	X
	N/A**

	 
	37-2
	S.I.F.
	X
	X***
	X
	X
	N/A**

	     16. Security
	 
	C.F.
	X
	X
	X
	X
	N/A**

	 
	37-2
	S.I.F.
	X
	X
	X
	X
	N/A**

	        a. COMPUSEC
	90-212
	*
	X (XP)
	*
	*
	*
	N/A**

	        b. Info Assurance
	90-212
	*
	X (CCA)
	*
	*
	N/A
	N/A**

	        c. OPSEC
	37-2
	*
	X (DO)
	*
	*
	*
	N/A**

	     17. CAMS
	90-212
	S.I.F. (Pg 31)
	N/A
	X***
	X
	N/A
	N/A


* Security sub-areas can all be covered in a single program under Security or with individual programs

** TROKA ALO areas covered by 607 ASOG Staff

*** Represents PACAF tailored MPC for 604 ASOS that has not been published yet, but will be inspected.
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