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[bookmark: _Toc432142135]Preface
[bookmark: _Toc432142136]This continuity document describes recommended procedures for managing the Oregon Wing Office of the Inspector General. 

Nothing in this document supersedes CAP regulations, or the direction of the Oregon Wing Commander. Recommendations for changes to this document can be directed to the Oregon Wing Inspector General.
1. Overview 
Procedures included in this continuity document include: 
· Identification of Subordinate Unit Inspection (SUI) Team Members; 
· Assigning privileges for Inspection Augmentees; 
· Preparing plans of action; 
· Reviewing plans; and
· Other administrative procedures for IG activities.
2.  Identification of Subordinate Unit Inspection (SUI) Team Members
2.1.	The Oregon Wing Office of the Inspector General should work with the ORWG Administrative Officer to prepare a personnel authorization twice each year that includes:
2.1.1. A roster of SUI team member information (name, grade, CAP ID, unit);
2.1.2. The current IG Training Report from the eServices Reports module;
2.1.3. An indication if this SUI team member is also trained as a team leader.

2.2.	This document should be prepared for the Oregon Wing Commander, and copied to:
2.2.1. Oregon Wing unit commanders;
2.2.2. The Oregon Wing Director of Personnel
2.2.3. The Oregon Wing Director of Information Technology;
2.2.4. The team members listed in the memo;
2.2.5. The Pacific Region Inspector General;
2.2.6. A file copy. 

2.3.	Attachment 2 is a sample of such a personnel authorization.

3.	Assigning privileges for Inspection Augmentees
3.1.	The Oregon Wing can facilitate SUI completion by providing access to appropriate reports in eServices via the Web Security Administration (WSA) tools.

3.2.	The Oregon Wing Commander should have the Director of Information Technology direct a WSA to provide the privileges listed in Table 1 to any Inspection Augmentee not also assigned to a position with equivalent or greater permissions. 

	Table 1: Recommended Privileges for Inspection Augmentees
	

	Module
	Area
	Function Area
	Process
	Scope

	AE POA and Activity Report
	View Activity Report
	Aerospace Education
	Read-Only
	Wing

	CAP Safety Education
	Safety Education Reports
	Personnel
	Read-Only
	Wing

	Member Reports
	Aerospace Education
	Mission Support
	Read-Only
	Wing

	Member Reports
	Member Reports
	Mission Support
	Read-Only
	Wing

	Member Search (Restricted)
	Interactive Personnel
	Personnel
	Read-Only
	Wing

	PA and Crisis Plan
	Crisis Plans
	Plans and Requirements
	Read-Only
	Wing

	Safety Information and Reporting System (SIRS)
	Reports
	Operations
	Read-Only
	Wing

	Specialty Track
	Specialty Track
	ET-Senior
	Read-Only
	Wing


4.	Preparing plans of action 
4.1.	Per CAPR 20-1, paragraph 7.4., the ORWG/IG is required to prepare an annual Plan of Action, to facilitate conducting Subordinate Unit Inspections, and that includes IG staff training and education. 
	4.1.1.	Attachment 2 of CAPR 20-3 has a basic Plan of Action that describes the requirements more fully.
	4.1.2.	Attachment 3 of this document has a detailed Plan of Action that can be used to identify additional details, specific to the Oregon Wing.

4.2.	This Plan of Action should be prepared in early December, so it can be shared for input with IG staff, and commanders prior to being submitted to the PCR/IG by the 15 December deadline.
5.	Reviewing plans of Action
5.1.	The Plan of Action should be reviewed approximately quarterly, and discussed with Assistant Inspectors General (IGAs) and the Oregon Wing Commander, to determine if adjustments should be made.

5.2.	The Plan of Action should include goals, and these should be measured when conducting such reviews. These goals and metrics should include:
	5.2.1.	Training additional Inspection Augmentees (IAs), recruiting additional IGAs, and supporting other personnel interested in the Inspector General Specialty Track;
	5.2.2.	Whether or not Subordinate Unit Inspections (SUIs) are being conducted efficiently and effectively;
	5.2.3.	Gauging any relevant metrics for the Complaint Resolution program;
	5.2.4.	Any additional goals/metrics at the discretion of the Oregon Wing IG and Oregon Wing Commander.

5.3.	These reviews should be documented via a Memorandum for Record, sent to ORWG IG Staff for input, and incorporating the input provided.
	5.3.1.	Each Memorandum should be attached to the Plan of Action it pertains to.
	5.3.2.	These Plans of Action and attached Memoranda should be retained and disposed of as administrative reports, per CAPR 10-2 (Table 1. Administration, Rule 7.).


6.	Other administrative procedures for IG activities.
6.1.	After completion of the on-site visit of an Oregon Wing unit, such as a Subordinate Unit Inspection or Unit Visit (formerly known as a Staff Assistance Visit or SAV) the Oregon Wing Inspector General should work with the ORWG Administrative Officer to prepare a Participation Letter identifying which personnel participated.
6.1.1.	This document should be copied to (A) the team members listed in the memo; and (B) a file copy, retained to document compliance with Compliance Inspection Tab E-3, Question 7. 
6.1.2.	Attachment 6 is a sample of such a personnel authorization.

6.2.	The ORWG/DO and ORWG/FM both have budgetary responsibilities that require input from the ORWG/IG. 
6.2.1.	The DO has to prepare the annual Training Plan in eServices by 31 July, which includes the aircraft and ground vehicle fuel for the SUI program. 
6.2.2.	In May, the IG should send information to the DO, regarding which units will be inspected in the upcoming FISCAL YEAR, and accounting for approximately how much to budget for travel.
6.2.3.	The Finance Committee (action, ORWG/FM) must ensure their annual budget for the upcoming FISCAL YEAR is input in Quickbooks® each year by 1 October.
6.2.4.	The IG should have an estimate of the administrative, training (IGSC, or IG College) and other costs the IG staff will need for the upcoming year, and submit this to the FM for inclusion in the budget.
6.2.5.	In this climate of flat budgeting, it would be prudent to identify possible sources of revenue to offset these costs as well. 

7. Continuous Compliance Program
7.1	The Pacific Region has instituted a Continuous Compliance Program, which is essentially a regimen of perpetually uploading SUI and CI documentation into the eServices Inspector General module.

7.2	The Oregon Wing Compliance Officer and their subordinate unit counterparts are performing an administrative function by reminding the staff at their echelon to review and update their documents, and then facilitating uploading the documents into eServices.

7.3	While this is not an Inspector General function, it is important for the Inspector General Staff to provide supportive guidance as the SME for compliance and inspections. If a unit is having trouble uploading the documentation, a member of the IG staff with appropriate permissions may conduct the upload on their behalf.



7.4	Additionally, the IG should periodically review Compliance Inspection Tab E-3 and the associated attachments placed in eServices for currency and accuracy. Table 2 shows the naming convention for these compliance items.

	Table 2: Continuous Compliance File Naming Convention

	Item
	Name

	CI Tab E3
	E3_Worksheet_Version_Dated_ddMMMyy_Completed_ddMMMyy.pdf

	IG Member Search Report
	E3_Q001_LastName_Member_Search_Report.pdf

	IGA(s) Member Search Report
	E3_Q002_LastName_Member_Search_Report.pdf

	Documentation of SoR Files
	E3_Q004_Document_Name.pdf (email, memo, etc)

	SUI Schedule (Dashboard Screenshot)
	E3_Q005_Dashboard_Inspector_General.pdf

	IG Couse Completion
	E3_Q007_IG_Course_Completion_Report_ddMMMyy.pdf

	IG Duty Assignment Report
	E3_Q000_IG_Duty_Assignment_Report_ddMMMyy.pdf



8. Updating this Continuity Document
8.1	This is a living document, much like the worksheets, reports, and templates used by the Inspectors General across CAP. It should be expected to adapt, change, and be continuously refined by those who use it.

8.2	In order to promote continuity, transparency, accountability, and the other admirable “-ilities,” this document should be published to the Oregon Wing website, on the Inspector General page. This will allow easy access for IG staff, as well as an easily accessible location for reference on-the-go. 

8.3	Questions, concerns, recommendations, or comments should be directed to the Oregon Wing Inspector General. 
Supersedes: None	OPR:  ORWG/IG
Distribution: ORWG Website	
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Attachment 1
Oregon Wing Office of the Inspector General Glossary of Terms

[bookmark: _GoBack]IA-	Inspection Augmentee. An inspection team member not also serving as an Inspector General or Deputy Inspector General. (see also, Inspection Team Member)

IG -	Inspector General

IGA -	Assistant Inspector General

IG Staff -	All Oregon Wing personnel involved in the IG program, including the Inspector General, Assistant Inspectors General, Inspection Augmentees (an additional duty), and Investigating Officers (a temporary duty assigned by the Wing Commander).

Inspection Team Member -	Inspection Team Members include IG staff, and are identified on a Personnel Authorization.  These members conduct Subordinate Unit Inspections.


Attachment 2
Sample Inspection Team Personnel Authorization
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action (CONTINUED)
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action (CONTINUED)
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action (CONTINUED)
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action (CONTINUED)
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Attachment 3
Sample Annual Oregon Wing SUI Plan of Action (CONTINUED)
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Attachment 4
Sample Inspection Team Participation Letter
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Attachment 2

APLAN OF ACTION FOR IMPLEMENTATION
OF A SUBORDINATE UNIT INSPECTION (SUI) PROGRAM

For the Orcgon Wing.
Prepared by: Lt Col Edward A. Bos, CAP

‘Mandatory Compliance Issues based on the CAPR 20-3:

Please sce Attachment 2.1: eServices IG Course Completion Training report dated
30MAY 2018,

Please see Attachment 22: ORWG SUI Inspection Schedule (similar information is
available in the eServices Commanders Dashboard Utilty).

Please sce Attachment 2.3: FY 2019 ORWG SUI Training and Flying Plan (pending
final approval).

Note: There are no Oregon Wing Headquarters Operating Instructions, Oregon
Wing Supplements, or Pacific Region Supplements that indicate any additional
compliance items for the 2019 ORWG SUI Program.

G “Best Practices™
The ORWG/G will hold an 1G Information session during the Oregon Wing
Conference.

The Oregon Wing will invite interested personnel to take the Inspection
Augmentee course via the eServices Learning Management System.

‘The Oregon Wing will hostthe Pacific Region Conference in 2019, This would be
an ideal time to coordinate an associated IG Senior Course.

The Orcgon Wing Inspector General andlor designees will also maintain
information on the Oregon Wing websit, n the Inspection General page.

Discretionary Palicy by a Wing/Region Commander or 1G

* The Oregon Wing and the Pacific Region have not published any additional
requirements for SUI team member, outside of what is required per CAPR 20-1
and CAPR 20-3.





image7.png
* Oregon Wing SUI Team members are encouraged to wear the Polo-shirt
combination uniform as their primary uniform during SULs. The secondary
option would be the minimum required uniform (e cither the Class-B uniform
combination or corporate aviator-shirt combination, with only required
‘accoutrements). Finally, any other properly worn CAP uniform, at the discretion
of the SUI Team Leader.

Subordinate Unit Inspections should be conducted in-person, on-site, and
outside of regularly scheduled unit meetings to the greatest estent possible.
Deviations from this should be avoided, and will be discussed between the
Orcgon Wing IG, Inspection Team Chicf, and the commander of the unit being
inspected.

In according to the attached guidance from the CAP 1G Team (Attachment 2.4)
Groups and Squadrons are required to be inspected IAW CAPR 203, but
Flights are not similarly required. The Oregon Wing 1G will work with any units
chartered as Flights in 2019 to ensure they have adequate support and guidance,
‘but wil not il a formal SUI report for those units.

FOR THE COMMANDI

Lt Col Edward A Bos, CAP
Inspector General
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‘Attachment 2.2: 2019 Oregon Wing Subordinate Unit Inspection Schedule

PCROR-114  Tillamook County Composite Squadron January 2019
PCR-OR-050 High Desert Composite Squadron March 2019
PCR-OR-037 Grants Pass Composite Squadron May 2019
PCROR034  Washington County Composite Squadron July 2019
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Attachment 2.3
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