	Master Level Training Checklist

	To complete the Master level of the Personnel Officer specialty track, the member must (Region-level Candidates should substitute Region where applicable):

	Knowledge, Training, and Performance Requirements
	OJT, DP, or CC
Initials and Date

	Complete Level III of the Professional Development Program.
	[bookmark: Text1]     
	    

	Work with one or more other departments or echelons to ensure that all member personnel and training records are up to date or assist another unit ensure all their member’s personnel and training records are up to date.
	     
	     

	Describe in detail or demonstrate the ability to process personnel actions using Personnel Authorizations.
	     
	     

	Prepare and submit a combination of 5 or more comprehensive award nominations, annual award nominations or outside organization award nominations.
	     
	     

	Serve on a group or higher awards and decorations committee and implement a group of higher awards ceremony or orchestrate a formal change of command ceremony at any level.
	     
	     

	Identity by sight the correct wear of all CAP uniforms.
	     
	     

	Describe in detail or demonstrate the ability to process all the personnel related actions associated with the change of command. (See list above)
	     
	     

	Describe in detail or demonstrate the ability to process suspensions and termination including coordination with JA and CC and all appeals processes.
	     
	     

	In conjunction with RR analyze and report on membership trends and the causes for retention/growth/loss of members in 3 or more units.  
	     
	     

	Mentor a member through a lower level of the DP track or provide 8 hours of DP specific training or serve on two SUI teams.  
	     
	     

	Receive a “satisfactory” or equivalent rating on an outside evaluation.
	     
	     

	Attest to having no outstanding reports, action items or alike.
	     
	     

	Successfully complete the online CAPP 200 test for the Master Rating.
	     
	     

	Complete 18 months experience as a Personnel Officer or assistant, 6 months of which must be at the group level or higher with a senior level personnel rating.
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