NAVY ABSENTEE COLLECTION AND INFORMATION CENTER (NACIC)
INSPECTION GUIDELINES
Inspection Site:     _________________________________________________________________

Inspector:           _________________________________________________________________

Inspection Date(s):  ____________________     Inspection Grade:  ____________________
Last Inspection:     ____________________
=======================================================================================

STAFF ASSIGNED (OFFICER/CIVILIAN/ENLISTED):
            Authorized (AMD): Date: _______________:  Total __________

            NMP:              Date: _______________:  Total __________
            On Board:         Date: _______________:  Total __________
=======================================================================================REFERENCES: (a) NACIC SOP, Jan 09


(b) SECNAVINST 1640.9C 


(c) BUPERSINST 1600.6B


(d) OPNAV 5350.4D


(e) PERS-00D SOP, Jan 09


(f) MILPERSMAN 1306-900 7 Jun 05 and -931 15 Mar 07



(g) OPNAVINST 6110.1H



(h) NACICINST 1000.1F



(i) NACIC MEMORANDUM 4 Jan 10



(j) NACIC INSTRUCTION 5500.1B
=======================================================================================

I.
POLICY (PO)
PO-001.  Are local policies published to implement an efficient and effective program?  Reference (a).
                                                        □  Yes    □  No

Note/Corrective Action(s): ________________________________________________________

___________________________________________________________________________________

=======================================================================================

PO-002.  Does NACIC provide required [monthly] reports to PERS-00D?  Reference (a), para 9908.b.
                                                        □  Yes    □  No

Note/Corrective Action(s): ________________________________________________________
___________________________________________________________________________________

=======================================================================================

PO-003.  Does the OIC (or his representative) sign only those confinement orders which directly involve the detainment of deserters, absentees, or prisoners for further transfer?  Reference (b) page 7-31.

                                                        □  Yes    □  No

Note/Corrective Action(s): ________________________________________________________

___________________________________________________________________________________

=======================================================================================

II.
PHYSICAL PLANT (BUILDING MAINTENANCE) (PP)
PP-001.  Are adequate support facilities provided to the NACIC by the station?  

                                                        □  Yes    □  No

Note/Corrective Action(s): ________________________________________________________
___________________________________________________________________________________

=======================================================================================

III.
STAFFING AND ORGANIZATION (ST)
ST-001.  Does the OIC exercise NJP authority over NACIC staff?  Reference (a), para 9901.h.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-002.  Is the NACIC organizational structure consistent with the Activity Manning Document (AMD)?  Reference, NACIC EDVR.
AUTHORIZED BILLET ALLOWANCE
Officer:
      Enlisted:      Civilian:
STAFF ONBOARD AT TIME OF INSPECTION
Officer:        Enlisted:      Civilian:
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-003.  Are measures in place to ensure NACIC escorts treat all apprehended deserters 
fairly and with respect?  Reference (c), page 7-31.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-004.  Does the unit have a urinalysis program and coordinator ?  Reference (d).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-005.  Is PERS-00D notified when a member "pops positive" in a urinalysis test?  
Reference (d).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-006.  Does the OIC review the unit manpower authorization annually and submit recommended changes to NPC?  Reference NACIC EDVR and AMD.

Date of current AMD:  ______________________________________
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-007.  Are SOPs maintained and updated periodically?   Reference (e) Page iii.

Date of last review:  ______________________________________
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-008.  Are escorts that are disqualified from the program relieved and reassigned?  Reference (f), paragraph 5.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

ST-009.  Have all incoming personnel been screened IAW Reference (f)?
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ST-010.  Does the OIC certify and forward semi-annual PRT summary results to PERS-00D?  
Reference (g).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

IV.
ASSIGNMENT AND PROCESSING OF APPREHENDED AND SURENDERED DESERTERS (DP)
DP-001.  Does NACIC ensure that the command to which the deserter was returned notifies NACIC of the disposition of the case within 60 days?  Reference MILPERSMAN 1600-070.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

DP-002.  Does NACIC follow up with tracer messages to those commands from which case 
dispositions have not been received within 60 days?  Reference (i).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

V.
OPERATIONS (OP)
OP-001.  Is there a NACIC staff member on duty at the NDIP at all times?  Reference (a), para 3301.a.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-002.  Does the NDIP maintain a real-time count of all active deserters?  Reference 
(i).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-003.  Does NACIC prepare a "temporary warrant" NCIC entry when the command has prepared and submitted the required declaration of desertion message, the whereabouts (location) of the deserter are known, but the DD Form 553 has not yet been received?  Reference (a) 3303.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-004.  Is PERS-00D notified in all cases of escape of a detainee?  Reference (a), para 3301, page 3-5.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-005.  Are "Other Service" fund cites used in claiming travel reimbursement after transporting "Other Service" deserters?  Reference (a), para 4402.c
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-006.  Do escort teams provide the necessary paperwork to be completed by civilian 
law enforcement personnel informing them of payment procedures when they make 
claims for rewards and/subsistence?  Reference (a), para 9907.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-007.  Do escorts make a complete inventory of personal property and valuables of a 
detainee at the time of pick up with a hard copy receipt given to the detainee?  
Reference (a), para 5513.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-008.  If detainee is taking prescribed medication, is the information documented on the DD 2708 and the Mission Trip Log?  Reference (a), para 5515.

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-009.  Are all official telephone calls made during a mission documented on the Mission Trip Log and the Escort Call-In Log?  Reference (a), para 5521.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-010.  Do escorts drive more than ten hours within any 24 hour period without authority?  Reference (a), para 5517.g.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-011.  Are travel vouchers completed by each escort within five working days after the completed mission and submitted to the servicing PSD via the AOIC or OIC?  Reference (a), para 9904.a.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-012.  Are all apprehension requests first approved by NACIC E-7 or above?  Reference 
(a), para 8804.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-013.  Are detainee pick-ups made within five days of the time of issuance of the MA?  
Reference (a), para 5516.c.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-014.  Are movement case files maintained for two fiscal years?  Reference (a), para 4407.a(2).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-015.  Are messages sent to deserter's parent command when service records are not received at the unit at the 150 day mark (120 days by MILPERSMAN and 30 days for mail delay?)  Reference (a), para 2202.e
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

OP-016.  When the unit is notified that a deserter is being held by civil authorities (IHCA), does the unit check at least every 14 days on the status of the individual?  Reference (a), para 3308.a(5).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

VI.
ADMINISTRATIVE MATTERS (AD)

AD-001.  Is delegation of signature authority during the OIC's absence issued in writing to the AOIC with PERS-00D included on the distribution?  Reference Manual for Courts-Martial, R.C.M. 304 (b) (3).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-002.  Are unit members engaged in off-duty employment approved for such employment 
by the OIC in writing.(i.e., special request chit) Reference (a), para 5503.f.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-003.  Does the OIC forward all award recommendations, letters of recognition, etc., to PERS-00D 90 days prior to the intended date of presentation? Reference (a), para 9901.g.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-004.  Has the unit established and maintained a "recall" telephone list which indicates where the members' NOK may be reached (home and work telephone numbers and addresses)?  Reference OPNAVINST 3120.32C, 620.8
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-005.  Do unit members who are not on a mission wear the prescribed uniform of the 
day?  Reference (h), para 5.c.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-006.  Are all newly assigned personnel assigned a sponsor to assist with check-in procedures, orientation, and indoctrination?  Reference (a), para 9901.f.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-007.  Does the OIC report any proposed disciplinary actions against unit members to 
PERS-00D? Reference (a), para 9901.h.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

AD-008.  When the OIC suspends a member from escort duty pending final resolution of a misconduct issue (e.g., abuse of alcohol or controlled substances), is this action forwarded to PERS-00D for information?  Reference (a), para 5504.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-009.  Are copies of FBI and NCIS audits kept on file for two cycles of audits?  
Reference (i).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-010.  Do members pay in full all outstanding government travel card charges prior to transferring out of the command?  Reference (a), para 9905.a.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-011.  Are the following logs maintained:  Reference (a), para 3304, 7703.d, 7703.f, and 9908.a.

a.  Escort Call-In log 

b.  Movement Authorization (MA) log

c.  OPTAR log

d.  Reward/Subsistence log

e.  Escort Travel Voucher log

f.  Vehicle Dispatch/Equipment log

g.  Controlled Equipment log

h.  Mission Trip Log

i.  NCIC Inquiries and Warrant log

j.  Motor Equipment Utilization Report (MEUR)
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-012.  Is a Monthly Vehicle Report and Monthly Activity Report provided to PERS-00D?  Reference (a), para 9908.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-013.  Has each member of the unit been issued a Government Credit Card?  Reference (a), para 9905.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-014.  Do all travel orders direct the use of the Government Credit Card?  Reference (a), para 9905.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-015.  Is a monthly report of Prisoner/Absentee Moves prepared, submitted, and maintained which reflects where the escorted individual was picked up, where taken to, the date of movement, and who the escorts were?  Reference (a), para 9908.b.

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

AD-016.  Has an official travel order file been established and maintained for seven years?  Reference (a), para 9904.c
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

VII.
SPECIAL INTEREST (SI)
SI-001.  Are media requests for information referred immediately to PERS-00D for coordination with NPC PAO?  Reference (a), para 8803.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

SI-002.  Is PERS-00D notified in any case which has a potential for press interest?  Reference (a), para 8803.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

SI-003.  Do unit members respond to requests for information providing only information which may be released to the public IAW the Privacy Information Act of 1974, P.L. 93-579 (5 U.S.C. 552a)? Reference (a), Chapter 8.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

SI-004.  Is PERS-00D advised when a deserter has been located who is a "pillar of the community" or has a potential for special media interest prior to making an apprehension request?  Reference (a), para 8803.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

VIII.
INVESTIGATIONS (IN)
IN-001.  Are all investigative notes for each active deserter maintained in CORMIS?  Reference (a), para 8802.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

IN-002.  From inception of a deserter case file to closing of the case (residual files), does each file contain (as a minimum)?  Reference (a), para 2201.a.

a.  A copy of the DD Form 553.

b.  A copy of the declaration message.


c.  DMV check at home of record, duty station, and location from which deserted.

d.  Letters to utility companies (if applicable).

e.  Photograph (where available).

f.  Investigative notes (if applicable).

g.  Copy of NCIC warrant.

h.  POLLS printout of current ACC status.

i.  Detainer to law enforcement agency.

j.  Cancellation or clearing of NCIC warrants.

k.  Movement authorization.

l.  Return to Military Control (RMC) message.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

IX.
DESERTER INFORMATION POINT (DI)
DI-001.  Are active deserter case files filed alphabetically?  Reference (a), para 2201.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

DI-002.  Are residual files (closed cases) kept more than two fiscal years?  Reference (a), para 2201.c.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================
DI-003.  Is the DIP Watchbill published monthly and prominently displayed? .Reference (a), para 3301.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

X.
SUPPLY (SU)
SU-001.  Are mission essential pieces of equipment accounted for on a NAVSUP 306 Reference (c), para 6.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

SU-002.  Is unit mission equipment (handcuffs, waist chains, etc.) identified by either a manufacturer's serial number or unit assigned serial number (etched)?  Reference (a), Chapter 7, NAVSUPINST 4200.85C, NAVSUPINST 4440.115G.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

XI.
ESCORTS (ES)
ES-001.  Do members wear conservative business attire when on an escort mission?  Reference (h), para 6.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ES-002.  Is the consumption of alcoholic beverages prohibited in the eight hours prior to commencement of a mission and during the mission?  Reference (a), para 5504.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

XII.
TRAINING (TR)
TR-001.  Does the unit maintain a current SOP?  Reference (j).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-002.  Have all unit members read the current SOP and signified so by signing and dating the updated signature sheet?  Reference (j).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-003.  Does the OIC maintain an aggressive pre-service and in-service training program?  Reference (j).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-004.  Does the Training Petty Officer monitor and document all pre-service and in-service training evolutions for each unit member?  Reference (j).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-005.  Does the unit have and maintain a tracking system that ensures required pre-
service and in-service training is conducted and documented in each member's 
training record?  Reference (j)

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-006.  Does the unit maintain a reference library for all applicable instructions, publications, and directives?  Reference (j).

                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-007.  Do newly assigned unit personnel complete the DAP self-paced course and the NACIC Pre-service JQRs for escort within the first month?  Reference (a), para 6601.b.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-008.  Does the pre-service training program include fingerprinting, search techniques, use of restraints, use of force/deadly force, and preparation of travel claims?  Reference (a), para 6601.b.(11).
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-009.  Are all personnel assigned escort duties certified through pre-service training and testing?  Reference (a), Chapter 6.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

TR-010.  Are training folders established and maintained on all assigned to the unit?  Reference (a), para 6606.
                                                        □  Yes    □  No

Note/Corrective Action(s):  _______________________________________________________

___________________________________________________________________________________

=======================================================================================

ACKNOWLEDGEMENTS

Signature of the Inspector:  ____________________________________ Date: ____________

Signature of OIC:            ____________________________________ Date: ____________

A copy of this Inspection Guide will be maintained by NACIC and presented, along with any separate supportive note/corrective actions, to the PERS-00D Inspector at their next on site visit, per OPNAV 1620.3 paragraph 1013 1.
Signed Original to:

PERS-OOD

Copy to:

NACIC
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