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MARINE CORPS (INSERT TYPE COMMAND) ORDER 5040.1

From:  Commanding Officer

To:    Distribution List

Subj:  INTERNAL INSPECTION PROGRAM

Ref:
(a)
MCO 5040.6G
Encl:
(1)
Master Inspection Schedule


(2)
Coordinating Instructions

1.  Purpose.  To establish local guidance and inspection procedures as set forth in the reference.

2.  Cancellation.  None.

3.  Information
    a.  Goals and Philosophy
        (1)
Goals.  The goals of the Commanding Officer’s Internal Inspection Program are twofold.  The first is to ensure that the command is complying with all policies of the Commandant of the Marine Corps.  The second is to ensure that the command is promoting morale, economy, efficiency, effectiveness, and professionalism, while preventing and detecting waste, fraud, and abuse, discrimination, sexual harassment, and related improprieties.

        (2)
Philosophy.  The Internal Inspection Program is based on the philosophy that the inspection process will be continuous, thus, requiring the least number of inspections in order to meet the prescribed goals.  Inspections will be conducted semiannually, or as determined by the Commanding Officer, to monitor the inspection process and review appropriate inspection reports.  Redundancy in the inspection process will be avoided.

    b.  Per the reference, a master inspection schedule will be published ensuring that functional area inspections are conducted as CmdO 5040.1

Date

required by current Marine Corps directives.  In cases where no time frames have been established by Marine Corps directives, the inspections will be scheduled on a semiannual basis.  Enclosure (1) lists the Master Inspection Schedule and associated functional areas.

    c.  Inspections are categorized as follows:

        (1)
Formal.  The Inspector General of the Marine Corps (IGMC), higher headquarters or an outside agency will conduct this type of inspection.  This is a formal, command-wide inspection that makes a comprehensive examination of each functional or commodity area of the command.  This inspection is designed to provide an assessment of the command’s overall compliance with Marine Corps and other applicable directives.  

        (2)
Informal.  This type of inspection examines one or more functional areas and is conducted to assist the Commanding Officer in assessing the overall effectiveness of the command.  Informal inspections are directed by the Commanding Officer or requested by a particular functional area sponsor within the command.  In some cases, they will occur as a follow-up action to known discrepancies.

    d.  The Automated Inspection Reporting System (AIRS) checklist will be used for all inspections.  Current checklists may be obtained from the Internal Inspection Coordinator or the IGMC web site.  The results for both formal and informal inspections will be documented in a Unit Inspection Report (UIR) as described in the reference.  The Internal Inspection Coordinator will maintain completed AIRS checklists and the UIR for every scheduled inspection (formal and informal) for a period of five years.

4.  Reports.  Within thirty days after completing an informal inspection or follow-up, the Internal Inspection Coordinator will issue a Unit Inspection Report to the Commanding Officer.  A comprehensive appraisal of positive highlights, significant problem areas and corrective actions will be included.  The inspection process for any given functional area will only be considered complete when all corrective action has been taken.

5.  Action  

    a.  Command Sponsors for Functional Areas 

        (1)
Maintain a current AIRS checklist for assigned 
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functional areas.  Current AIRS checklists are available from the Internal Inspection Coordinator and the IGMC website.

        (2)
Be thoroughly familiar with all orders, directives and publications related to the assigned functional area.

        (3)
Maintain a functional area turnover binder as directed by the Internal Inspection Coordinator.

        (4)
Complete a self-inspection of assigned functional areas using the current AIRS checklist on a semi-annual basis (best conducted between scheduled informal inspections by the Internal Inspection Coordinator).

        (5)
Have a thorough understanding of assigned functional area subject matter to include required training and recurring reports.

        (6)
Perform as the subject matter expert for the assigned functional areas.

        (7)
Provide expert opinion and advice to the Commanding Officer concerning assigned functional areas.

    b.  Internal Inspection Coordinator

        (1)
Schedule, coordinate and monitor inspections in accordance with the guidelines and instructions contained in the enclosures and the reference.

        (2)
Provide a final report of the results of each informal inspection to the Commanding Officer and maintain an oversight and follow-up system for monitoring, tracking and reporting actions taken to correct identified discrepancies.

        (3)
Obtain current Marine Corps AIRS checklists through the IGMC website.  Check for changes to the appropriate AIRS checklists quarterly.  

        (4)
Provide current AIRS checklists to internal functional area sponsors. 

        (5)
Provide training to internal functional area sponsors as required.
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        (6)
Identify to the Inspector General of the Marine Corps outdated or superseded AIRS checklists, references, programs and policies via the chain of command.

        (7)
Provide to the Commanding Officer expert opinion in all areas concerning the Internal Inspection Program.

        (8)
Coordinate for the Commanding Officer with higher headquarters and outside agency formal inspections.

        (9)
Forward recommended changes to AIRS checklists to the appropriate checklist Functional Area Manager.

                                I. M. COMMANDER

DISTRIBUTION:  A     

MASTER INSPECTION SCHEDULE

AIRS NUMBER
FUNCTIONAL AREA 
INSPECTION MONTH
020
REQUEST MAST
JAN/JUN

030
HOMOSEXUAL CONDUCT POLICY
JAN/JUN

040
CAREER PLANNING
JAN/JUN

060
PUBLICATIONS AND DIRECTIVES
JAN/JUN

061
RECORDS MANAGEMENT PROGRAM
JAN/JUN

062
GENERAL ADMINISTRATION
JAN/JUN

063
PERFORMANCE EVALUATION SYSTEM
JAN/JUN

065
PRIVACY ACT
JAN/JUN

066
PROMOTION
JAN/JUN

070
PERSONNEL ADMINISTRATION
JAN/JUN

071
AWARDS AND DECORATIONS
JAN/JUN

080
MARINE CORPS TOTAL FORCE SYSTEM
MAR/AUG

090
LEGAL ADMINISTRATION
MAR/AUG

100
POSTAL AFFAIRS
MAR/AUG

120
PERSONAL AFFAIRS
MAR/AUG

121
SEPARATIONS AND RETIREMENT
MAR/AUG

122
TRANSITION ASSISTANCE MGT PROG
MAR/AUG

123
PERSONNEL SPONSORSHIP
MAR/AUG

131
GROUND SAFETY
MAR/AUG

140
MOTOR VEHICLE SAFETY
MAR/AUG

150
PUBLIC AFFAIRS
MAR/AUG

190
EQUAL OPPORTUNITY PROGRAM
MAY/OCT

200
SUBSTANCE ABUSE PROGRAM
MAY/OCT

210
ABSENTEE VOTING PROGRAM
MAY/OCT

290
OFFICER UNIFORM INSPECTION
MAY/OCT

300
STAFF NCO UNIFORM INSPECTION
MAY/OCT

310
PERSONNEL INSPECTION
MAY/OCT

340
PHYSICAL FITNESS PROGRAM
MAY/OCT

350
BODY COMPOSITION PROGRAM
MAY/OCT

382
BATTLE SKILLS TRAINING
MAY/OCT

384
TROOP INFORMATION PROGRAM
JUL/DEC

385
DISTANCE PME
JUL/DEC

390
MCI PROGRAM
JUL/DEC

420
COLOR GUARD
JUL/DEC

460
HISTORICAL PROGRAM
JUL/DEC

500
MEDICAL
JUL/DEC

510
DENTAL
JUL/DEC

670
HOUSEKEEPING
JUL/DEC

992
GOVT TRAVEL CHARGE CARD
JUL/DEC

994
SUICIDE PREVENTION PROGRAM
JUL/DEC
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COORDINATING INSTRUCTIONS

1.  Reporting Instructions
    a.  Upon completion of each functional area inspection, an inspection report will be submitted to the Commanding Officer.  Use the format found in the reference, enclosure (5).  This report, as a minimum, will include:

        (1)
Completed Automated Inspection Reporting System (AIRS) checklist.

        (2)
Noted discrepancies (to include repeat discrepancies).

        (3)
Assigned evaluation (mission capable or non-mission capable).

        (4)
Recommendations for corrective action(s).

        (5)
Remarks as to the overall effectiveness or condition of the areas and functions inspected, including observations as to the effectiveness or improvement, to include internal control systems to deter and detect fraud, waste and abuse.

    b.  The original copy of the functional area inspection will be presented to the Commanding Officer for review.  Upon review, the original will be maintained in the Internal Inspection Program turnover binder.  A copy of the original will be provided to the command sponsor of the functional area for inclusion into the functional area turnover binder.

    c.  The Internal Inspection Coordinator will consolidate functional area reports into a Unit Inspection Report (UIR), using guidelines identified in the reference.  A summary will be included with reports of inspection covering all items inspected.

    d.  The Internal Inspection Coordinator will submit to the Commanding Officer a narrative of action(s) taken to correct discrepancies within thirty days following receipt of a status of findings report.  The original will be maintained in the Internal Inspection Program turnover binder and a copy will be provided to 

ENCLOSURE (2)
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the functional area sponsor for inclusion into the functional area turnover binder.

    e.  The initial report on corrective action taken will be updated and briefed to the Commanding Officer as directed until the last discrepancy is corrected.

2.  Scheduling.  The Command Inspection Coordinator will maintain and publish the schedule of inspections upon approval of the Commanding Officer.

3.  Inspection guidelines
    a.  Inspection checklists (or guidelines for locally assigned functional areas that do not maintain an AIRS checklist) serve as a guide in preparing for a formal or informal inspection.  AIRS checklists should be used in the preparation for inspections.

    b.  Each functional area sponsor is responsible for the preparation and update of the functional area turnover binder for each area assigned.

    c.  Previous inspections results will be reviewed and particular attention will be directed to those items noted as a discrepancy during previous inspections.

4.  Assignment of Inspection Evaluations
    a.  Mission Capable.  The functional area is complying with the doctrine, policies and procedures of the Commanding Officer and other higher authority except for minor discrepancies.

    b.  Non-mission capable.  The functional area is not complying with doctrine, policies and procedures of the Commanding Officer and other higher authority, there are a significant number of trend discrepancies in the functional area, or both.

ENCLOSURE (2)
ENCLOSURE (1)
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