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Memorandum
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Army Program

STAFF ASSISTANCE VISITS

1.  Purpose and Scope:  This memorandum establishes policies and procedures for the Corps of Engineers, Mississippi Valley Division, Rock Island District (CEMVR) Staff Assistance Visits, and assigns responsibilities for implementation.

2.  Applicability:  These procedures are applicable to all CEMVR Advisory, Administrative, and Technical staff offices.

3.  Reference:

    AR 1-201

4.  Explanation of Terms:  A Staff Assistance Visit is designed to assist field sites in performing their mission.  The visit will be conducted by representative(s) appointed by the CEMVR Commander.

5.  Policies:

    a.  These appointed representatives will conduct Staff Assistance Visits of every District field element at least once every 18-24 months.

        (1)  Staff Assistance teams will consist of a team leader and members as determined by the Commander.  Generally, the Deputy District Engineer (CEMVR-DD), Resource Manager, Security Manager, or the Executive Assistant will serve as team leader.

        (2)  The team will observe and evaluate activities that fall under the umbrella of the United States Army Corps of Engineers (USACE) Command Management Program.  The team will evaluate compliance with USACE and Corps of Engineers Mississippi Valley Division (CEMVD) policies and procedures, and the management of administrative, logistical, mobilization, operational, technical and other applicable missions of each CEMVR element.

        (3)  In addition to performing the compliance visit outlined above, team members will provide orientation, two-way communication, and assistance, where applicable, to the visited District field element.

        (4)  Staff Assistance Visits will be conducted of District Area, Resident, Project Offices and facilities, Reservoirs, and Lock and Dam sites; and division and separate staff offices as determined by the Commander.

________________________
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        (5)  A tentative Staff Assistance Visit schedule will be published 30 days prior to the start of each calendar year.

        (6)  The Resource Management Office (CEMVR-RM) will ensure that visited elements receive a letter of notification for Staff Assistance Visits at least 30 days before the visit.  The letter should detail dates, purpose, and scope of the visit (see Appendix A-4 for example).  Unannounced visits may be conducted at any time at the direction of the Commander.

        (7)  An entrance and exit briefing will be conducted.  The team leader, assisted by team members, will plan and conduct an exit briefing prior to departure.  The briefing will highlight findings and recommendations resulting from the visit.  A copy of the completed checklists will be provided to the site manager prior to the Staff Assistance Team departure.

        (8)  Formal written reports of findings and recommendations will be provided to the visited element, their chain of command, and the CEMVR Commander within 30 days of the last day of the visit.  (See Appendix A-5 for example)

    b.  A re-visit, follow-up visit, or subsequent Staff Assistance Visit may be scheduled at the request of the team leader, Commander, or site chief.

6.  Responsibilities:

    a.  The Deputy Commander is delegated approval authority for Staff Assistance Visit policy and program content.  The Deputy Commander will approve the Staff Assistance Visit schedule, assignment of team leaders and members, and recommended changes thereto, if required.

    b.  Resource Manager will provide overall Staff Assistance Visit program management, to include coordination of the planning, scheduling, and reporting associated with Staff Assistance Visits.

    c.  Each division/separate office will review the schedule of Staff Assistance Visits and be responsible for providing team members as determined by the Deputy Commander.

    d.  Divisions/separate offices will establish and maintain a file for each Staff Assistance Visit, to include follow-up documentation.

FOR THE COMMANDER:


LARRY E. JONES


Executive Assistant
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APPENDICES:

APPENDIX A:  Administrative Procedures

APPENDIX B:  Civilian Personnel Advisory Center Checklist

APPENDIX C:  Contracting Checklist

APPENDIX D:  Equal Employment Checklist

APPENDIX E:  Information Management Checklist

APPENDIX F:  Logistics Management Checklist

APPENDIX G:  Operations Division Checklist

APPENDIX H:  Resource Management Checklist

APPENDIX I:  Safety Office Checklist

APPENDIX J:  Security/Law Enforcement Checklist

APPENDIX K:  Team Leader Checklist

DISTRIBUTION:

A+

All Scheduled Sites
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Appendix A

APPENDIX A

ADMINISTRATIVE PROCEDURES

1.  Staff Assistance Visit Concept.

    a.  The major purposes of the Staff Assistance Visits are:

        (1)  To assist the field element's effectiveness by focusing on policy compliance and implementation and emphasizing achievement of the command goals and objectives.

        (2)  To observe how effectively and efficiently the element manages its resources (including time, money, workforce, equipment, and information).

    b.  A written report of findings and recommendations will be provided by the team leader to the site chief, with a copy furnished to the Commander.

    c.  The team will examine how the District element has complied with and implemented management policies instituted by HQUSACE/CEMVD/CEMVR and address known or anticipated problems faced by the District element in its execution of command policy.

    d.  CEMVR-RM will be responsible for coordinating the planning, scheduling, and reporting associated with Staff Assistance Visits.  Final approval of the itinerary and content of the visit report rests with the team leader.

2.  District Preparation for Staff Assistance Visits.  Several steps must be taken prior to a Staff Assistance Visit.  They are:

    a.  CEMVR-RM will publish a Staff Assistance Visit schedule 30 days prior to the start of each calendar year.

    b.  The assistance team will be appointed by Appointment Order.

        (1)  The Staff Assistance team will consist of a team leader and other members as required by assigned task.

        (2)  The CEMVR-RM-Budget, Manpower, and Management Analysis Branch (CEMVR-RM-B), will request that selected divisions/separate offices furnish personnel for team membership.  Team members must have an overall knowledge of USACE, CEMVD, and CEMVR management policies and procedures as well as in-depth knowledge and understanding of their specific areas of responsibility.

        (3)  Composition of the Staff Assistance team and team leader is subject to approval of the Deputy Commander.

        (4)  The CEMVR-RM representative will serve as overall program coordinator for the Staff Assistance team.

    c.  Assistance team preparation.
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        (1)  CEMVR-RM-B, in conjunction with divisions and separate offices throughout CEMVR, will ensure that checklists on all functional areas and special topic areas are developed and provided to team members prior to their departure on a Staff Assistance Visit.  Unannounced visits may be conducted at any time at the direction of the CEMVR Commander. Checklist topics and questions will be broad enough to cover all functional areas to alleviate the necessity for frequent updates.  Checklists will be written so that team members can:

            (a)  Ascertain how well the organization visited is being run;

            (b)  Determine how well policy from higher levels is interpreted and implemented; and

            (c)  Determine if the District element has been adequately resourced to accomplish its missions.

        (2)  The team leader will establish the overall objective of the visit and assign functional areas to the team member with the most experience in a particular subject area.  The team leader will be responsible for assuring that all functional areas and items of specific command interest are provided adequate coverage.

3.  District Site's Preparation for Staff Assistance Visits.  The visited site will:

    a.  Prepare an inbriefing, including safety instructions, for the assistance team.

    b.  Provide facilities where team members can meet and prepare reports.

4.  Conduct of Staff Assistance Visit by CEMVR Team.  The CEMVR Staff Assistance team responsibilities are:

    a.  Team members will have latitude in conducting Staff Assistance Visits, but will focus particular attention on certain major items.  These items are:

        (1)  Compliance with HQUSACE, CEMVD, and CEMVR policies and procedures.

        (2)  Mission performance.

        (3)  The management of administrative, logistical, mobilization, operational, technical, and other applicable missions.

        (4)  The identification of major problems.

        (5)  Any additional items as determined by the CEMVR Commander.

        (6)  Assistance to the element, as time allows, during the visit by offering advice, performing updates, and recommending improvements.

    b.  The team leader will conduct an exit briefing during which time each team member will discuss their findings.
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5.  Visit Report.

    a.  CEMVR-RM-B will consolidate the team's observations into a final report to be signed by the team leader.  The report will include the team leader’s observations concerning the effectiveness of local implementation of USACE, CEMVD, and District goals and objectives.  Each team member will provide written comments and a copy of their completed checklist to CEMVR-RM-B within two working days of the inspection.

    b.  The report will be forwarded to the element within 30 days after completion of the visit, with a copy furnished to the CEMVR Commander.
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CEMVR-RM (11-1-3)







(Date)

MEMORANDUM FOR

SUBJECT:  Staff Assistance Visit

1.  The purpose of this memorandum is to remind you that the Staff Assistance Visit to _____________________ is planned for ______________.

2.  A copy of CEMVR-RM Memorandum 11-1-3, subj: Staff Assistance Visits, is attached for your information and review.  Appendices to this memorandum are the checklists that each representative will use in evaluating their required criteria.  A copy of this memorandum can also be found on the Shared directory under Regs and the Staff Assistance Visit bulletin board found in Microsoft Exchange.

3.  A member from the applicable Project Office will accompany the Team Leader on all Staff Assistance Visits.

4.  If you have any questions about your upcoming Staff Assistance Visit, please call the undersigned at 309/794-5752 or extension 5752.

Atch





Annette M. Bealer







Management Analyst

CF:

CEMVR-DD

CEMVR-EX

Office/Division Chief (CEMVR-OD or CEMVR-CD)

Project Manager, if applicable

Staff Assistance Visit Team
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CEMVR-RM-B                                         DATE:

MEMORANDUM FOR _________________________________

               (Chief, Visited Element)

SUBJECT:  Summary of Staff Assistance Visit, ________________

                                             (Date of Visit)

1.  Purpose.  Summarize the results and comments of the Staff Assistance Visit.  The information in this summary has already been discussed with you and your staff.  This summary merely places those comments in written form.  No response is required, but your comments and feedback are always welcome. 

2.  Comments.


a.  Overall Assessment and Strategic Vision (Team Leader). (Reserve for Comments).


b.  Civilian Personnel Advisory Center (CPAC). (Reserve for Comments).


c.  Contracting. (Reserve for Comments).

d.  Equal Employment. (Reserve for Comments).

e.  Information Management. (Reserve for Comments).


f.  Logistics Management. (Reserve for Comments).


g.  Operations. (Reserve for Comments).

h.  Resource Management. (Reserve for Comments).


i.  Safety. (Reserve for Comments).

j.  Security and Law Enforcement. (Reserve for Comments).

Please extend our thanks to your employees for a constructive Staff Assistance Visit.  I would also like to thank all of the team members for their efforts. 

4.  Point of contact is Annette Bealer, CEMVR-RM-B, at extension 5752.

                               //s//

                         (Signature Block of 

                         Staff Assistance Visit Team Leader)

CF:  DE, (Name)


OD, (Name)

SO, (Name)
     DD, (Name)


PC, (Name)

EE, (Name)
     OD, (Name)


SL, (Name)

IM, (Name)
     LM, (Name)


CT, (Name)

RM-B (Permanent File)
     OD, (Name)


RM, (Name)
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CIVILIAN PERSONNEL ADVISORY CENTER CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

PERFORMANCE MANAGEMENT
1.  Are Checklists/support forms accurate and completed on time?

Response:  YES____  NO____  NA____

Remarks:

2.  Are Mid-point Reviews properly documented?

Response:  YES____  NO____  NA____

Remarks:

3.  Are Performance Evaluations accurate and on time?

Response:  YES____  NO____  NA____

Remarks:

4.  Are Position Descriptions on file for each employee?

Response:  YES____  NO____  NA____

Remarks:

EMPLOYEE RECORDS
1.  Are Seasonal Agreements signed and maintained in the file?

Response:  YES____  NO____  NA____

Remarks:

2.  Are employee files current and easy to reference?

Response:  YES____  NO____  NA____

Remarks:

3.  Are appropriate materials in the employee files (i.e., no medical or outdated counseling memos)?

Response:  YES____  NO____  NA____

Remarks:

4.  Is emergency contact information available for each employee?

Response:  YES____  NO____  NA____

Remarks:

5.  Is a computer accessible for all employees wishing to access ABC, EMSS, TSP, and Resumix?

Response:  YES____  NO____  NA____

Remarks:
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6.  Is ABC personal information maintained in the employee's folder?  If so, is guidance being followed?

Response:  YES____  NO____  NA____

Remarks:

REFERENCE MATERIALS
1.  Is Weingarten notice posted on bulletin board?

Response:  YES____  NO____  NA____

Remarks:

2.  Are Work/Leave schedules posted?

Response:  YES____  NO____  NA____

Remarks:

3.  Are Vacancy Announcements posted?

Response:  YES____  NO____  NA____

Remarks:

4.  Are Employee Assistance Program Brochures posted?

Response:  YES____  NO____  NA____

Remarks:

5.  Is Negotiated Agreement available?

Response:  YES____  NO____  NA____

Remarks:

6.  Are Personnel regulations available?

Response:  YES____  NO____  NA____

Remarks:

7.  Is Employee Almanac available?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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CONTRACTING CHECKLIST

CONDUCTED BY:  __________________________

SITE:  __________________________________

DATE:____________________________________

ORDERING OFFICER ACTIVITIES

Names of Ordering Officers at activity:

Card Holders:   _____________________________________

                _____________________________________

                _____________________________________

1.  Are Ordering Officers operating within the scope and limitation of their authority:

Response:  Yes_____   No_____  NA_____

Remarks:

2.  Are Ordering Officers splitting purchase transactions to avoid monetary limitations?

Response:  Yes_____   No_____  NA_____

Remarks:

3.  Are Ordering officers delegating their authority to others?

Response:  Yes_____   No_____  NA_____

Remarks:

4.  Are Ordering Officers submitting correct and timely information for Procurement Reporting Purposes (1057 information)?

Response:  Yes_____   No_____  NA_____

Remarks:

5.  Are Purchase Order files organized and documentation in file?

Response:  Yes_____   No_____  NA_____

Remarks:

6.  Are Blanket Purchase Agreements being used?

Response:  Yes_____   No_____  NA_____

Remarks:

7.  Are SF44’s being used?

Response:  Yes_____   No_____  NA_____

Remarks:
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VISA CREDIT CARD PROGRAM

1.  Are copies of all documentation in the file?

Response:  Yes_____   No_____  NA_____

Remarks:

2.  Is the credit card being used by other than authorized employee?

Response:  Yes_____   No_____  NA_____

Remarks:

3.  Are any unauthorized purchases being made on the credit card?

Response:  Yes_____   No_____  NA_____

Remarks:

VISA CHECK PROGRAM

1.  Are VISA Checking Accounts being used in accordance with regulations? (Only used for isolated cases under $2,500.00 when customer does not take VISA.)

Response:  Yes_____   No_____  NA_____

Remarks:

2.  Are VISA checks and pertinent files kept in a locked safe?

Response:  Yes_____   No_____  NA_____

Remarks:

RESIDENT CONTRACTING OFFICER – AREA OFFICES

1.  Are copies of FAR, DFAR, AFAR, and EFAR Regulations available and current at the area office?

Response:  Yes_____   No_____  NA_____

Remarks:

COMMENTS/ACTION ITEMS:__________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

C-2

Memorandum 11-1-3

14 February 03

Appendix D

EQUAL EMPLOYMENT CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

1.  Are all current District policy letters downloaded from the District Intranet into the Official Bulletin Board Book? 

Response:  YES____  NO____  NA____

Remarks:

2.  Are the current Mississippi Valley Division Equal Employment Opportunity (EEO) policy letters posted on Official Bulletin Board?

Response:  YES____  NO____  NA____

Remarks:

3.  Is the Army EEO Vision statement poster posted?  (If not I carry or send these)

Response:  YES____  NO____  NA____

Remarks:

4.  Is the current EEO Picture Bulletin Board posted?  (If not, I carry or send these)

Response:  YES____  NO____  NA____

Remarks:

5.  Does the site have a copy of CEMVR-EE Regulation 690-1-23 (Special Emphasis Program) available for employee review?

Response:  YES____  NO____  NA____

Remarks:

6.  Is the current Affirmative Employment Program Plan posted on the Official Bulletin Board?  (If not I carry or send these)

Response:  YES____  NO____  NA____

Remarks:

7.  Do interviews with employees indicate a work atmosphere of fairness?  Are there any other issues of concern to share with management?

Response:  YES____  NO____  NA____

Remarks:

8.  Have all employees attended CO2 and POSH training?

Response:  YES____  NO____  NA____

Remarks:
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9.  Is there anything that EEO can do to be of assistance to management?


(i.e. POSH, CO2, Recruitment Assistance, training, etc.)

Response:  YES____  NO____  NA____

Remarks:

10. How does the site support the Affirmative Employment Program?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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Appendix E

INFORMATION MANAGEMENT CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

MODERN ARMY RECORDKEEPING SYSTEM (MARKS) AR 25-400-2 FILES CHECK LIST

Are the records being filed according to MARKS, AR 25-400-2 guidelines?

Response:  YES____  NO____  NA____

Remarks:

TELECOMMUNICATIONS
Do the phone lines and systems properly function?

Response:  YES____  NO____  NA____

Remarks:

PC AND NETWORK CHECKLIST

1.  Are passwords being changed periodically?

Response:  YES____  NO____  NA____

Remarks:

2.  Are backup procedures in place and being followed?  

Response:  YES____  NO____  NA____

Remarks:

3.  Are personal folders being utilized in Microsoft Exchange and/or Microsoft Outlook?

Response:  YES____  NO____  NA____

Remarks:
4.  Are employees familiar with the procedures of contacting IM if there is a problem with the operating system or ordering new equipment?

Response:  YES____  NO____  NA____

Remarks:

5.  Is use of virus protection software being utilized?

Response:  YES____  NO____  NA____

Remarks:

6.  Who is the designated POC for computer related issues and network problems?

Response:  YES____  NO____  NA____

Remarks:
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7.  Are there any issues or requirements that you would like to discuss with Information Management today?

Response:  YES____  NO____  NA____

Remarks:

8.  Have copies been made of all computers on site, including the following: any physical hard drive, Internet favorites, and Internet cache (Internet cache,  is the history of what has been viewed)?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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Appendix F

LOGISTICS MANAGEMENT CHECKLIST

FACILITIES/ENVIRONMENTAL MANAGEMENT REVIEW CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

SPACE MANAGEMENT

1.  Are work areas well maintained and environmentally suitable?

Response:  YES____  NO____  NA____

Remarks:

2.  Are work areas free of clutter and excess furniture?

Response:  YES____  NO____  NA____

Remarks:

3.  By what method are facilities maintained; i.e. in-house labor, contractor services, or service from government agencies?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:____________________________________________________

__________________________________________________________________________

__________________________________________________________________________

SUPPLY MANAGEMENT REVIEW CHECKLIST

ACQUISITION OF PROPERTY

1. Before purchases over $5000 are made for Floating Plant, Mobile Land Plant, and General Purpose equipment, has a justification document been prepared and approved by the Deputy Commander? Has the justification letter been filed in the equipment records for the life of the equipment?

Response:  YES____  NO____  NA____

Remarks:

2. Is the required PR&C information entered correctly in CEFMS for all personal property purchases? This includes the proper resource codes, quantities, complete description of the purchased item(s), and any instructions regarding the item as an accessory or replacement, including the parent barcode(s) to be adjusted, and any trade-in allowances.

Response:  YES____  NO____  NA____

Remarks:
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RECEIPT OF PROPERTY

1.  Do receiving agents receive the purchased items in CEFMS, and forward a copy of the receiving reports to the PBO to assure all non-expendable items are added to the property book? Do the receiving reports include all required information, including full PR&C, manufacturer, model, serial number, and replacement/trade-in information? (ER 700-1-1, Chap 3, para 3-5) 

Response:  YES____  NO____  NA____

Remarks:

2.  Are receiving agents bar coding non-expendable property and pilferable items immediately after receipt and acceptance? (ER 700-1-1, chap 3, para 3-7) Are receiving agents maintaining a file which accounts for used barcodes versus unused/available barcodes?

Response:  YES____  NO____  NA____

Remarks:

CONTROL OF PROPERTY

1. Are employees aware of their responsibility for property, even if he/she has not signed a hand receipt for it? (ER 700-1-1, chap 3, para 3-10)

Response:  YES____  NO____  NA____

Remarks:

2.  Have Hand Receipt Holders been appointed in writing and trained on how to account, care for, and safeguard government property? (ER 700-1-1, chap 3, 

para 3-10)

Response:  YES____  NO____  NA____

Remarks:

3.  Are inventories conducted on time?

Response:  YES____  NO____  NA____

Remarks:

4.  Did the PBO check 10% or more of the property during this visit against the property book, particularly verifying the existence of previously hand entered items?

Response:  YES____  NO____  Discrepancies____

Remarks:

LOST, DAMAGED, OR DESTROYED PROPERTY

1.  Are all accident/incident and mishap reports being sent to the PBO for review to assure that all lost, damaged, or destroyed property is properly accounted for? (ER 700-1-1, chap 3, para 3-32)

Response:  YES____  NO____  NA____

Remarks:

2.  Are Reports of Survey for missing property items presented to the approving authority within 15 days? (AR 735-5, chap 13, para 13-13)

Response:  YES____  NO____  NA____

Remarks:
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DISPOSITION OF PROPERTY

1.  Do Hand Receipt Holders promptly report unneeded and unauthorized property to the Logistics Management Office for turn-in and final disposition? (ER 700-1-1, chap 5 para 5-2)Do Hand Receipt Holders attempt to trade-in property to vendors when new equipment is purchased, thus saving in disposal costs and offset of the acquisition price? 

Response:  YES____  NO____  NA____

Remarks:

WAREHOUSE OPERATIONS

1.  Are items left outside in an open storage area protected from rain and weather elements? (DOD 4145.19-R-1, chap III)

Response:  YES____  NO____  NA____

Remarks:

2.  Are durable items properly accounted for on a durable register or other format or accounted for individually against the parent barcode in APPMS?  Has the PBO been apprised of additions, deletions, replacements or other changes affecting the overall value of the parent barcode in APPMS?

Remarks:

COMMENTS/ACTION ITEMS:____________________________________________________

__________________________________________________________________________

__________________________________________________________________________

VEHICLE MANAGEMENT REVIEW CHECKLIST

VEHICLE ISSUE/MOTORPOOL

1.  Does the activity manage or operate an administrative motor pool?  

(ER 56-2-1, para 2-2a, AR 58-1, para 2-2a)

Response:  YES____  NO____  NA____

Remarks:

2.  Are any vehicles assigned exclusively to one official or employee?  If so, was an exception granted? (ER 56-2-1, para 2-7, AR 58-1, para 2-8)

Response:  YES____  NO____  NA____

Remarks:

VEHICLE USAGE

1.  Are vehicle dispatch records reviewed to determine whether vehicles are efficiently and effectively utilized?  If not, why not?  (ER 56-2-1, para 2-7, 

AR 58-1, para 2-2b)

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:____________________________________________________

__________________________________________________________________________

__________________________________________________________________________
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DISTRICT MAINTENANCE OFFICER CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

1.  Does the site have a copy of the District Maintenance Plan? 

Response:  YES____  NO____  NA____

Remarks:

2.  Does the site have a copy of orders for the Maintenance Manager/Coordinator?

Response:  YES____  NO____  NA____

Remarks:

3.  Have Personal Property Equipment Record Jackets/History Folders been established?

Response:  YES____  NO____  NA____

Remarks:

4.  Is the site's Maintenance Manager/Coordinator doing their monthly equipment utilization walk-through?

Response:  YES____  NO____  NA____

Remarks:

5.  Is the performance of scheduled maintenance and repairs being documented?

Response:  YES____  NO____  NA____

Remarks:

6.  Does the site retain, record, and transfer maintenance data of appropriate equipment records of all applicable records into an automated or manual maintenance management system?

Response:  YES____  NO____  NA____

Remarks:

7.  Has the site compiled and submitted an updated list of spare parts over 10k into CEFMS? (1. $10,000 or more at present, 2. Long Lead Time consideration, 

3. Required for Safety, 4. Mission Essential) 

Response:  YES____  NO____  NA____

Remarks:

8. Does the site have excess equipment?

Response:  YES____  NO____  NA____

Remarks:

9. Was an updated list of "Reportable" Equipment, along with the Equipment Usage Report, provided to the District Maintenance Officer (DMO)? (EP 750-1-1, 

dtd 30 Nov 97, Pgs 1-26 - 1-29)

Response:  YES____  NO____  NA____

Remarks:
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10. Is the site in compliance with the Army Oil Analysis Program (AOAP)? 

(EP 750-1-1, dtd 30 Nov 97, Chap. 5)

Response:  YES____  NO____  NA____

Remarks:

11. Is the site compliant with the Test, Measurement and Diagnostic Equipment Program (TMDE)? (EP 750-1-1, Chap. 8)

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:____________________________________________________

__________________________________________________________________________

__________________________________________________________________________
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Appendix G

OPERATIONS DIVISION CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

1.  Are Maintenance records/cards on file and current?

Response:  YES____  NO____  NA____

Remarks:

2.  Is general appearance of Site & operating equipment in good order?

Response:  YES____  NO____  NA____

Remarks:

3.  Is facility in ERGO Compliance?

Response:  YES____  NO____  NA____

Remarks:

4.  Does site utilize energy conservation and are they in compliance?

Response:  YES____  NO____  NA____

Remarks:

5.  Are Crane Safety/Maintenance records (if applicable) in order?

Response:  YES____  NO____  NA____

Remarks:

6.  Does Site manager need assistance in any way?

Response:  YES____  NO____  NA____

Remarks:

7.  Are there policy/support issues that CEMVR-OD or CEMVR-OD-T can help with?

Response:  YES____  NO____  NA____

Remarks:

8.  Are there questions/concerns from site personnel?

Response:  YES____  NO____  NA____

Remarks:

9. Does the site have any endangered/threatened species of concern that are being monitored?

Response:  YES____  NO____  NA____

Remarks:
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10. Does the site have a complete Recreation Master Plan?  If so, what is the status regarding the need to update the document?

Response:  YES____  NO____  NA____

Remarks:

11. Is the site complying with the Wage Grade Training Program?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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Appendix H

RESOURCE MANAGEMENT CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

1.  Are the following current and posted? (If not, these will be provided.)

a.  Chain of Command photos?

    Response:  YES____  NO____  NA____

    Remarks:

b.  Corps of Engineer's Strategic Vision pamphlet?

    Response:  YES____  NO____  NA____

    Remarks:

c.  MVR Strategic Goals?

    Response:  YES____  NO____  NA____

    Remarks:

d.  Rock Island District Vision/Mission pamphlet? 

    Response:  YES____  NO____  NA____

    Remarks:

e.  Rock Island District Operations Plan?

    Response:  YES____  NO____  NA____

    Remarks:

f.  U.S. Army Corps of Engineers Rock Island District Lincoln Awards for 

    Excellence book (APIC)?    

    Response:  YES____  NO____  NA____

    Remarks:

g.  Operating Budget and Cost of Doing Business booklet?

    Response:  YES____  NO____  NA____

    Remarks:

h.  CEMVR's Organization Chart and Mission and Functions Statement?

    Response:  YES____  NO____  NA____

    Remarks:

i.  CEMVR Memorandum 11-1-3, Staff Assistance Visit?

    Response:  YES____  NO____  NA____

    Remarks:
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j.  Suggestion Forms (DA 1045)?

    Response:  YES____  NO____  NA____

    Remarks:

2.  Does the site have their Mission Statement posted?

Response:  YES____  NO____  NA____

Remarks:

3.  Is RM assistance concerning CEFMS questions/problems resolved to your satisfaction?

Response:  YES____  NO____  NA____

Remarks:

4.  Is site in compliance with the Indirect Costing Policy (ER 37-2-10, Chapter 22, pgs 4-5) for charging their labor?

Response:  YES____  NO____  NA____

Remarks:

TRAINING
1.  Are 5-year Individual Development Plans updated annually, signed, and on file?

Response:  YES____  NO____  NA____

Remarks:

2.  Is Site Mission Essential Task List available?

Response:  YES____  NO____  NA____

Remarks:

3.  Are all Employees' Individual Task Lists available?

Response:  YES____  NO____  NA____

Remarks:

4.  Does site have a copy of the Commander's training guidance?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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Appendix I

SAFETY OFFICE CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

TRAINING

1.  Are operators trained and licensed on equipment?

Response:  YES____  NO____  NA____

Remarks:

2.  Are operator training records available?

Response:  YES____  NO____  NA____

Remarks:

3.  Are weekly safety meetings conducted and documented?

Response:  YES____  NO____  NA____

Remarks:

4.  Are records of OSHA inspections available?

Response:  YES____  NO____  NA____

Remarks:

5.  Are 2 CPR/First Aid trained personnel assigned to every shift?

Response:  YES____  NO____  NA____

Remarks:

OCCUPATIONAL HEALTH

1. Have Medical Surveillance Physicals been completed?

Response:  YES____  NO____  NA____

Remarks:

2.  Has the Hazardous Material Inventory been accomplished?

Response:  YES____  NO____  NA____

Remarks:

3.  Has Hazards Communication Training been conducted at least annually?

Response:  YES____  NO____  NA____

Remarks:

PROTECTIVE EQUIPMENT

1.  Is PPE available (eye, hearing, & skin exposure protection)?

Response:  YES____  NO____  NA____

Remarks:
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2.  Are personal flotation devices available and in good shape?

Response:  YES____  NO____  NA____

Remarks:

3.  Are signs posted requiring protective equipment/clothing where required?

Response:  YES____  NO____  NA____

Remarks:

4.  Are ring buoys every 200’ along lock wall?

Response:  YES____  NO____  NA____

Remarks:

5.  Is the 70’ of line protected and in good condition?

Response:  YES____  NO____  NA____

Remarks:

6.  Are life boats provided, properly equipped, and in good working order?

Response:  YES____  NO____  NA____

Remarks:

7.  Is there lock-out/tag-out equipment available?

Response:  YES____  NO____  NA____

Remarks:

8.  Are protective airway masks available at facility and in life boats?

Response:  YES____  NO____  NA____

Remarks:

PROGRAM MANAGEMENT

1.  Have the Activity Hazard Analyses been completed for all phases and updated?

Response:  YES____  NO____  NA____

Remarks:

2.  Have the Position Hazard Analyses been completed for employees?

Response:  YES____  NO____  NA____

Remarks:

3.  Are crane check sheets/start-up procedures in the cranes?

Response:  YES____  NO____  NA____

Remarks:

4.  Are the tow haulage units routinely inspected for cable damage and 

lubrication, ensuring hook utilization?

Response:  YES____  NO____  NA____

Remarks:
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5.  Are there yellow warning lines painted on concrete (adjacent to tow haulage units) to indicate cable danger area?

Response:  YES____  NO____  NA____

Remarks:

6. Are fire extinguishers present and inspected monthly?

Response:  YES____  NO____  NA____

Remarks:

7. Are emergency telephone numbers conspicuously posted at project office?

Response:  YES____  NO____  NA____

Remarks:

8. Are first aid kits available and in good shape?

Response:  YES____  NO____  NA____

Remarks:

9. Is shop facility equipment in compliance with safety standards?  (i.e., machine guards, electrical cords, bench grinders, compressed gas cylinders, etc.)

OSHA inspection will be conducted at the same time as the Staff Assistance Visit.  If you have questions, please call the Safety Office @ x-5280 or x-5346.

Response:  YES____  NO____  NA____

Remarks:

10. Is the overall appearance of the facility better than the last Staff Assistance Visit?  If not, why?

Response:  YES____  NO____  NA____

Remarks:

COMMENTS/ACTION ITEMS:_____________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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Appendix J

SECURITY/LAW ENFORCEMENT

(Physical Security Check List, ENG Form 4930-R, is being utilized as the Checklist for SL)

J-1
	PHYSICAL SECURITY CHECKLIST

(USACE Suppl 1 to AR 190-13)
	DATE OF SURVEY
	DATE OF INITIAL SURVEY
	DATE OF PREVIOUS SURVEY

	PART I-GENERAL

	PREPARING AGENCY
	NAME AND ADDRESS OF INSTALLATION OR FACILITY SURVEYED

	NAME OF COMMANDER
	NAME OF INSTALLATION OR FACILITY SECURITY MANAGER

	NAME(S) OF PERSON(S) AND TITLE(S) INTERVIEWED (Entrance)
	INSTALLATION ACREAGE
	NUMBER OF BUILDINGS

	
	NAME OF INSPECTING PERSONNEL (Grade,  Title, Organization)

	NAME(S) OF PERSON(S) INTERVIEWED (Exit)
	

	MILITARY
	CIVILIAN
	SECURITY FORCE
	SIGNATURE

	PART II-Fencing

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	Have critical areas been identified? (App F, FM 19-30)

Is the perimeter barrier a chain-link fence? (Para 5-2, FM 19-30)

Is the perimeter barrier a specifically authorized design? (Para 5-4, FM 19-30)

Is nine gauge or heavier mesh used? (Para 5-4a, FM 19-30)

Mesh openings no larger than 2 inches? (Para 5-4e, FM 19-30)

Fence edge twisted and barbed at the top and bottom? (Para 5-4a, FM 19-30)

Bottom of fence within 2 inches of solid ground? (Para 5-4a, FM 19-30)

Topguard 12 inches high and strung upward and outward at 40( angles? (Paras 5-4e, FM 19-30)

Recommend a clearance of 20-ft minimum between a perimeter barrier and exterior structures, parking areas and natural or man made features? (Para 5-12b, FM 19-30)

Is the perimeter posted with “U.S. Property-No Trespassing” signs (NSN 9905-559-2971)?

        (Para 5-11, FM 19-30)

If building walls, floors, or roofs form part of the perimeter barrier, do they provide security equal to the associated barrier? (Para 5-6, FM 19-30)

Are utility openings of 10 inches or more in diameter, that pass through perimeter barriers, Secured by security screening or mesh? (App E, AR 190-51)

Do gates provide security equal to associated barrier? (Para 5-4f, FM 19-30)

Are all gates secured with casehardened, steel padlocks and chains or hasps?

        (AppE, AR 190-51)

15.   Are hasp nuts and bolts tackwelded or have the threads been deformed to prevent 

        easy removal (Para 5-18e, FM 19-30) (App C, AR 190-51)
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	PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART III- LIGHTING

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	16.    Is adequate lighting provided during hours of darkness? (Para 6-1, FM 19-30)

Do the lights provide adequate illumination for observation of critical areas?

(Para 6-7(3), FM 19-30)

Are repairs to lights and replacement of inoperative lamps accomplished immediately?

(Para 6-4a & 6-9, FM 19-30)


	
	
	

	PART IV- DOORS, WINDOWS, LOCKS

	Are exterior doors secured with a 1 inch throw deadbolt locking device or case-hardened

        Steel padlock? (App C, AR 190-51)

Are exposed hingepins and hasps to all exterior doors protected to prevent removal?

(App C, AR 190-51)

Are all ventilators and windows in excess of 96 square inches, or other means of entry,

        Covered with steel bars or security screening? (Para 5-5b, FM 19-30 & App C, AR 190-15)

22.   Are all windows secured from the inside? (Para 5-6c, FM 19-30)


	
	
	

	Part V- KEY CONTROL

	23.   Are all locks rotated annually? (Para D-5, Subpara C, App D, AR 190-15)

Are key control procedures in compliance with? (App D, AR 190-51)

Are keys secured in a locked cabinet after duty hours? (App D, AR 190-51)

Are locks changed immediately after a theft or loss of a key? (App D, AR 190-51)

Are keys inventoried at least semi-annually? (App D, AR 190-51)

Are master keys used? ( App D, AR 190-51)

Are key registers kept separate from the keys? (App D, AR 190-51)

Has a key custodian been appointed in writing? (App D, AR 190-51)

Is the key box locked when left unattended? (App D, AR 190-51)s


	
	
	

	PART VI- INTRUSION DETECTION SYSTEMS (IDS)

	Has an IDS been installed? (If not, explain why the IDS system has not been installed.)

Has an SOP been established for the operation of the IDS? (Management)
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	PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART VI-INTRUSION DETECTION SYSTEMS (IDS) (CONT’d)

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	Does the SOP include:

Instructions for regular testing, activation/deactivation, and response?

(Para 7-39b, FM 19-30)

Requirements for a logbook to be kept to indicate alarm activations by date, time,

and type (actual or false)? (Management)

Is a daily record kept of the number of alarms and any malfunctions experienced with

the IDS? (Para 7-39(f) – FM 19-30)  

According to the user’s evaluation, is the IDS efficient? (App R, FM 19-30)

At the time of the inspection/survey, was the IDS functioning properly?

(Para 7-39b, FM 19-30)

Is the IDS suitable to facility’s location, environment and threat level? If not,

explain in remarks section. (App R, FM 19-30)

Are all components located outdoors protected from the weather and willful tampering?

Is the IDS equipped with a power status indicator module? (Para 7-18, FM 19-30)

Is an alternate power source used to provide continuous operation in case of power outage?

(Para 7-39, FM 19-30)

Are spare parts, such as bulbs and fuses, readily available to the user? (Para 7-39, FM 19-30)

Is a Duress capability built into the IDS? (Para 7-5, FM 19-30)


	
	
	

	PART VII-POL AND VEHICLES

	Are vehicle keys removed from unattended vehicles? (Para 3-5, AR 190-51)

Are Corps vehicles adequately secured after duty hours? (Para 3-5b, AR 190-51)

Are pilferable items left exposed in unattended vehicles? (Para 3-5, AR 190-51)

Recommend that locking gas caps or spring type gas guards be used on all Corps vehicles?

(Para 3-13, AR 190-51)

48.   Are pickup truck spare tires secured by case-hardened padlocks and chains?

(Para 3-5, AR 190-51)

49.   Are government credit cards and vehicle keys kept in a locked container when not in use?

(Para 3-13, AR 190-51)

Are pilferable POL items adequately secured after duty hours? (Para 3-13, AR 190-51)

Is the POL pump nozzle locked after duty hours? (Para 3-13b, AR 190-51)

Are the filler caps to bulk storage tanks secured after duty hours? (Para 3-13b, AR 190-51)

Is the use and inventory of all POL items documented? (AR 703-1, Para 3-18 and 7-4)
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	PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART VIII-BOATS AND MOTORS

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	Are boats and trailers parked in a secure area after duty hours? (Para 3-8c, AR 190-51)

Are outboard motors and fuel tanks secured when not in use? (Para 2-5b & 3-6b, AR 190-51)

Are small boats removed from the water or secured otherwise when not in use? (Management)

Are boats, trailers, and motors marked for easy identification? (App F, AR 190-51)

Are sea cocks and valves secured to prevent sinking of the vessel? (Management)

Are fuel storage areas secured when boat is not occupied? (Management)


	
	
	

	PART IX-POWERHOUSE, LOCKS AND DAMS

	Is there a public viewing area with well defined limits? (Para 16-5a, FM 19-30)

61.   Are all entrances/exits beyond the public viewing are secured to prevent visitors access

to vulnerable areas? (Para 16-5a, FM 19-30)

62.   Are unescorted visitors prohibited from carrying package into vulnerable areas?

(Para 16-6b, FM 19-30)

63.   Are control rooms secured by chains and padlocks or other adequate locking devices?

(Para 16-12c, FM 19-30)


	
	
	

	PART X-IMPREST AND RECREATION FEE FUNDS

	64.   Are both funds kept separate? (Para 15b(4), AR 37-103-1)

65.   Are safes locked when unattended utilizing a DA Form 672? (Para 5-202, AR 380-5)

66.   Are locks and safe combinations changed at least every six months or upon change of the 

Key custodian? (Para 3-77b, C64, AR 37-103)

67.   Date of last safe combination/lock change?__________________________________

(Para 3-77b, C64, AR 37-103)

68.   Are safes chained or bolted to the floor or other immovable object?

(Para 3-77b, C64, AR 37-103)


	
	
	

	PART XI-AUTOMATED DATA PROCESSING SYSTEM (ADP)

	69.   Is an ADPS in use? (If no, proceed to part XII, if yes, complete part XI)

70.   Is the ADPS area under continuous surveillance (Human or Electronic)?

71.   Is access to data files and media libraries restricted  to those whose official duties require

Access to them? (Para 3-4c, AR 380-380)
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	PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART XI-AUTOMATIC DATA PROCESSING SYSTEM (ADP)

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	72.   Is the ADPS area protected from natural disasters, such as fire or flood?

(Para 3-4d, AR 380-380)

73.   Is security provided by at least two separate individual barriers or electronic systems

for mission essential ADPS areas? (Para 3-7c, AR 380-380)

74.   Are remote terminals located in an area secured and monitored after duty hours?

(Para 3-11a, AR 380-380)

75.   Are buildings or rooms housing uninterruptible power sources for ADPS provided an

adequate level of security? (Para 3-14a, AR 380-380)

76.   Has an ADPSSO, NSO, TASO as appropriate been assigned in writing?

(Para 1-4k, 1, n, AR 380-380)

77.   Has a sensitivity level been assigned to each automated system or facility according to

paragraph 1-8 or AR 380-380? (Para 2-3d, AR 380-380)

78.   Has an accreditation document been prepared and on accreditation statement been signed

by the accreditating authority? (Para 10-3, and Appendix I; para 10-5 and figure 10-1, AR 380-380)

79.   If an ADP system is designated non-sensitive is there on analysis on file supporting this

Designation and approved by the SSM? (Para 1-8d, AR 380-380)

80.   Has on accreditation review been conducted within the required time frame?

(Para 10-4d, AR 380-380)

Date of Accreditation Review__________________ Sensitivity Level________________

81.   Have ADP sensitive positions been designated? (Para 1-10c, AR 380-380)

82.   Are passwords being controlled and changed as required? (Para 5-3, AR 380-380)


	
	
	

	PART XII-MISCELLANEOUS

	Is there a proper procedure in effect that assures accountability of all property? (AR 735-5)

84.   Are unauthorized persons kept from storage areas?

85.   Are tools and supplies adequately protected from pilferage? (Para 3-7b, AR 190-51)

86.   Is all equipment adequately marked to aid in identification? (Para 3-7c, AR 190-51)

87.   Are all tools stored in locked boxes, buildings, or vehicle tool boxes? (Para 3-7b, AR 190-51)

88.   Is the employee parking area separate from the Corps vehicle parking area?

(Para 3-5, AR 190-51)

89.   Are the names, locations, and phone numbers of the Security Officer and local law

enforcement agencies posted in an appropriate place? (Para 1-7h(2)(b), AR 190-31)

90.   Is the Physical Security Plan current and adequate?
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PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART XI-AUTOMATIC DATA PROCESSING SYSTEM (ADP)

	ITEM
	SATISFACTORY
	UNSATISFACTORY
	N/A

	91.   Does the Physical Security Plan include the minimum annexes found in para 2-6, AR 19-13?

92.   What is the date of the current Physical Security Plan? __________________________

93.   Date of the latest change to the Physical Security Plan? __________________________

94.   Is the facility responsible for the storage of classified materiel? ___________________________

95.   If #94 is yes, are classified documents safeguarded in accordance with AR 380-5 and

USACE Supplement 1 thereto?

96.   Have project personnel received training/briefing for:

SAEDA (AR 381-12)

OPSEC

Is their annual Security Indoctrination (ENG Form 3644) properly annotated?

97.   Is this facility/project part of the Physical Security Improvement Program?
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PHYSICAL SECURITY CHECKLIST (Cont’d)

	PART XIII-REMARKS

	FINDINGS/RECOMMENDATIONS



	RECURRING DEFICIENCIES



	GENERAL OBSERVATIONS
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Appendix K

TEAM LEADER CHECKLIST

CONDUCTED BY:____________________________

SITE:____________________________________

DATE:____________________________________

STRATEGIC VISION

Does the site supervisor understand their role in the strategic priorities?

Response:  YES____  NO____  NA____

Remarks:

PHYSICAL CONDITION OF SITE

1.  Is each building clean and safe?

Response:  YES____  NO____  NA____

Remarks:

2.  Are the roads and grounds maintained well?

Response:  YES____  NO____  NA____

Remarks:

3.  Is there adequate security at the site?

Response:  YES____  NO____  NA____

Remarks:

4.  Is the site free of safety hazards?

Response:  YES____  NO____  NA____

Remarks:

5.  Are there adequate supplies on hand? (not excessive)

Response:  YES____  NO____  NA____

Remarks:

EQUIPMENT UTILIZATION PROGRAM

1.  Are there any excess spare parts?

Response:  YES____  NO____  NA____

Remarks:

2.  Are all the spare parts logged into CEFMS?

Response:  YES____  NO____  NA____

Remarks:

3.  Is there any excess equipment?

Response:  YES____  NO____  NA____

Remarks:

K-1

4.  Was an updated list of equipment provided?

Response:  YES____  NO____  NA____

Remarks:

5.  Was the previous month’s usage report on file?

Response:  YES____  NO____  NA____

Remarks:

6.  Was the previous month’s site walk-through accomplished and report on file?

Response:  YES____  NO____  NA____

Remarks:

7.  Have discrepancies from the last Commander’s walk-through been corrected?

Response:  YES____  NO____  NA____

Remarks:

8.  Conduct and document a Commander’s walk-through.  Final report will be provided by ___________________________.

Response:  YES____  NO____  NA____

Remarks:

COMMAND SUPPLY DISCIPLINE 

1.  Conduct and document a Commander's review of property.  Final report will be provided by _________________.

2.  Is the site conducting its inventories?

Response:  YES____  NO____  NA____

Remarks:

MISCELLANEOUS

1.  Any personnel issues noted?

Response:  YES____  NO____  NA____

Remarks:

OVERALL ASSESSMENT:___________________________________________________

______________________________________________________________________

______________________________________________________________________

COMMENTS/ACTION ITEMS:________________________________________________

______________________________________________________________________

______________________________________________________________________
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