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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: Detailed Inspection Plan for Personnel reporting Procedures 

1. DIRECTIVE: On 11 September 2002, The Adjutant General (TAG) directed the Inspector 

General (IG) to conduct a Special Inspection concerning the accuracy of Personnel Reporting Procedures used in the Maine Army National Guard (MEARNG). The TAG signed the Inspection Directive on 11 September 2002 -(see enclosure). 

2. INSPECTION GOAL: The goal of the inspection is to determine if the MEARNG is submitting accurate personnel reports beginning at the unit level. 

3. OBJECTIVES: The objectives for this assessment are as follows: 

a. Assess the accuracy of USR Personnel Reports. 

b. Determine if the Maine ARNG has doctrinally and culturally integrated proper USR Personnel Reporting procedures into the USR reporting process at the unit level. 

c. Assess the effectiveness USR personnel reporting procedures used to determine lessons learned for future promulgation to other units. 

4. TASK ORGANIZATION: The Inspector General from the MEARNG will conduct the 

assessment by inspecting 8 MEARNG units. 

5. INPECTED UNITS: The inspection win involve the following units and staff agencies on the dates indicated: 

18 October:  STARC (DCSPER)

21 October:  HSC/1-33 ENG 

24 October: C/1-33 ENG 

28 October: HQs/1-33 ENG 

30 October: 240th ENG Grp 

7 November:  286 QM BN (AM)

7 November:  1136 TC CMD (PM) 

20 November:  1-152nd Maint Co (AM) 

20 November:  52nd TRP CMD (PM)

6. INSPECTION APPROACH: I will spend one-half day inspecting each unit. The respective unit will draft an itinerary for the Inspection Team based upon the guidance outlined in paragraph nine of this document. The basic inspection approach at each location will be to in-brief the unit leaders present; review relevant documents related to Personnel Reporting in the unit, survey available personnel specialists, interview Battalion Commanders or their representatives, and out-brief the unit leaders and staff members and provide general feedback. 

a. Personnel to Interview  (see paragraph seven below for specific requirements): 

· MEARNG DCSPER

· Battalion Commander / XO / CSM / S-3 or their representative.

· Unit Personnel NCO

b. Documents to Review in Advance: 

· 240th ENG Group and 52nd TRP CMD OCT USR Personnel Documents –include subordinate units as well (Without “P” Level)

· Unit SOPs relating to Personnel Reporting

· Unit Personnel Management programs and policies

· Copies of Unit AAA-162 from 15 October 2001 to 15 October 2002 

· Monthly Non-deployable roll ups from 15 Oct 2001 to 15 October 2002

· Any personnel tools (matrices, worksheets, cards, and so on) or unit SOPs that address the personnel strengths or reporting.

· Results of any previous personnel inspections or assessments, to include results used as lessons learned

7. INTERVIEW REQUIREMENTS: The following table outlines the specific interview and sensing-session requirements. 

	INTERVIEW
	CDR
	CSM
	XO/S3
	DCSPER
	BN     Adjutants
	Personnel

NCOs
	Unit Safety

Officers

	Individuals

Interviewed
	1
	OR 1
	OR 1
	1
	1
	1
	

	SENSING

SESSIONS
	XXX
	XXX
	XXX
	XXX
	XXXX
	XXXX
	XXXX

	Co CDR/1SG
	
	
	
	
	
	
	

	Junior Officers
	
	
	
	
	
	
	

	NCOs
	
	
	
	
	
	
	

	Total Contacted
	1
	OR 1
	OR 1
	1
	1
	1
	


a. Classroom and Interview Location Requirements.  Individual interviews can occur in the interviewee's office or in a similar location that is free from interruptions and telephone calls.  The unit should schedule these interviews to last no more than one hour. 

8. SPECIAL AREA OF INTEREST. The IG will not address a Special-Interest Items during this inspection. 

9. INSPECTION ITINERARIES: The IG requests a draft itinerary that meets the requirements listed in paragraphs six and seven no less than 10 days before the day of the scheduled inspection. These itineraries should be sent directly to the IG. The IG Leader will work with each unit to determine which itinerary best allows the Inspection Team to meet the objectives listed in paragraph three. The intent of each inspection team is to conduct this assessment with minimal disruption to ongoing training. The IG requires no special calendar arrangements except for the scheduling of interviews and in- and out-briefings. A sample itinerary for a one- day unit inspection is as follows:

0830-0845 In-Brief Commander and/or available Unit Leaders 

0900-1000 Interview Commander OR XO OR CSM OR S3

1000-1100 Sensing Session with Battalion Adjutants and Personnel Sergeants 

1100-1200 Review Documents 

1220-1230 Out-Brief Commander and/or Unit Leaders 

10. PRE-INSPECTION DOCUMENT REQUEST: The IG requests that each unit send the following documents -as they apply --to the IG: 

· 240th ENG Group and 52nd TRP CMD OCT USR Personnel Documents (Without “P” Level)

· Unit SOPs relating to Personnel Reporting

· Unit Personnel Management programs and policies

· Copies of Unit AAA-162 from 15 October 2001 to 15 October 2002 

· Monthly Non-deployable roll ups from 15 Oct 2001 to 15 October 2002

· Any personnel tools (matrices, worksheets, cards, and so on) or unit SOPs that address the personnel strengths or reporting.

· Results of any previous personnel inspections or assessments, to include results used as lessons learned

The intent of this document request is to view only those documents that relate to Personnel Reporting in the unit. Avoid sending documentation that does not apply to Personnel Reporting. These documents are due to the IG not later than 10 days before the scheduled inspection. Electronic versions of these documents sent via email are acceptable.

10.  RESOURCES: The IG will travel to each unit using a locally procured TMP van. The team members do not require any additional transportation. 

12. ADMINSTRATIVE SUPPORT REQUIREMENTS: The IG may require the following administrative support assistance from each unit

a. Desk space 

b. Access to a computer 

c. Printer and copying support

13. REPORT COMPLETION TIMELINE: The results of the inspection will be contained in a written report distributed throughout the MEARNG following the TAG’s approval of the results. The schedule to complete the report is as follows: 

a. Out-brief the TAG: 22 December 2002

b. Complete report: 10 January 2003

14. SUSPENSE SUMMARY: A summary of the suspenses contained in this document is as follows: 

a. Draft itineraries due to the Inspection Teams no less than 10 davs before the date of the scheduled inspection. 

b.  Requested documents due to the Inspection Teams not later than 10 days before the day of the scheduled inspection. 

15. POC for this inspection is MAJ Piggott, (207) 626-7872 or DSN: 476-7872,  James.Piggott@me.ngb.army.mil 








//Original Signed//








JAMES C. PIGGOTT








MAJ, IG








Inspector General

Encl 

Inspection Directive 

DISTRIBUTION: 

Deputy Chief of Staff for Personnel

Commander, 240th Eng Grp 

Commander, 52nd TRPCMD 

Commander, 1st Battalion, 33rd Engineer 

Commander, Headquarters Support Company, 1st Battalion, 33rd Engineer

Commander, C Company, 1st Battalion, 33rd Engineer  

Commander. 286 POL Battalion 

Commander, 1136 Transportation Company 

Commander, 1-152nd Maint Co 

