





15 May 2006

MEMORANDUM FOR TEXAS WING GROUP, SQUADRON AND FLIGHT COMMANDERS

FROM:
   TXWG/IG 


Headquarters, Texas Wing


P.O. Box 154997


Waco, TX 76715

SUBJECT:
Instructions for Using the CAP Unit Self-Assessment (USA) Guide (Texas Wing Version)

1.
The CAP Unit Self-Assessment Guide (Texas Wing Version) is based on the CAP Subordinate Unit Inspection (SUI) Guide published by NHQ CAP/EXAI and dated 1 October 2005.  This guide reflects a minimum list of expectations of units below the wing level.

Submit your CAP Unit Self-Assessment in electronic format (i.e., on floppy disk or as an attachment to an e-mail) to your next level in the chain of command.

The Guide is written in Microsoft Word format.

Do not alter any of the questions in an attempt to evade answering them, etc.  Doing so invalidates the entire USA.

Answers to the functional area questions should be in narrative format with “yes” and “no” answers kept to a minimum.  

Provide your answers or responses to each question immediately following the question.  For example: “How many cadets have been given orientation flights this year?”  Answer: or Response:  11.  “Are all member duty assignments processed properly?”  Answer: or Response:   All squadron staff assignments are made using  CAP Form 2a.  Member personnel files were checked for CAP Form 2a’s denoting staff assignments, and all are current.  The Personnel Officer’s copies are also current.

For those questions that ask you to produce documents or files, simply state whether you have the document or file on hand.  Do not attach copies to the USA report.

Functional tabs that do not pertain to a unit may be skipped but indicate so on the CAP Unit Self-Assessment Guide Index next to the functional tab.  For example, a unit without an aircraft would not be subject to the Aircraft Management tab and would state:  “Unit does not have an assigned CAP aircraft”.

Unit commanders will designate a member of their unit (with word processing expertise) to consolidate staff responses and prepare the report in the format originally provided. 

Be sure to identify your unit on each page of your self-assessment.  Also provide a date of the report.  Note:  the unit designation and date on each page of the self-assessment is in “header” format.

GEORGE E. SCHANK, LtCol, CAP

Texas Wing Inspector General

