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Recrultbting District Richmond’s CEP.

Surpase.  To provide policy and procedures for Navy

2. Cancellation., NRDRICHINST 5040.1A

Discussion. Identifying discreparcies during a National
“TALHLQEHTQAﬁ—(NTT} visir 1s not an effective and eriilcienrt way
Do elsurs Lhe various programs are 1n compllance with
reguiarions. Therefore, the CEP primary objectives are to:

a. Tnsure the gperational and maczerial readiness of Navy
Recruiting Digtrict Richmond.

. Assist and improve the performance, efficiency,
cffeotiveness, and gquality of life of NRD Richmond. Evaluations
provide miggzion-relevant assessments and recommendations that
are btimely, accurate, candid, and objective,

<. Recognize and disseminate good business practices along
wiTh _ezsons learned.

1. Policy. The CEP will ensure that the command has an
effective, ongoeing self-evaluation process and that ensures each
Departmoent Head, Zone Supervisor, and Program Manager is
contlpuoiely inproving theilr areas of regponsibilibty. When NI
oroany other organivation visits NED Richmond, we will alilready
wnow Che areas in which we are deficient and have corvrective

act in place. CED s divided into two categorieo:

s
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a. Deparlments/bPrograms Evaluations.

{1} The NRD Richmond Training Department is the primary
assessment agent. They will coordinate and conduct scheduled
assessments utilizing reference (a) and enclosure (1). (OPO
Department evaluaticn will also utilize enclosure {4y .

(2} At a minimum, each Department/Program will have a
CEP conducted semi-annually and pricer to Lurnover.

{2y The command will utilize evaluations for compliance
of estaplished COMNAVCRUITCOM directives and ascertain the
effectivencss of COMNAVCRUITCOM-wide poiicy and support
mechanisms.  ''he checkllists do not represent policy; rather they
are guidelines for evaluating compliance with existing policy.
The checklists are located as separate enclosures under
rafarence {a).

(4) Each evaluation will be assigned a grade of
"Satisfactory” (SAT) or “Unsatisfactory” (UNSAT), based on a
passing grade of 70% in both critical and total hits.

(5} Using enclosure (5), a POALM will be put in place
and a copy sent Lo the Training Deparcment by the fifth working
day following the CEP and updated monthly until complete.

(6) A debrief will be held with the Executive Officer,
CMC, Department Head, Program Manager, and Command Trainer by

the tenth working day following the evaluation.

b. Zone Evaluations.

(1) Fach Yone at a minimum will be evaluated annually.
zone evaluations do not replace the Eanlisted Production
Department responsibility to conduct separate production-
oriented station visits or reqgquired production inspections.
vone evaluations will provide a snapshot of the operaticonal
readiness and morale 0of each zone, help identify problem areas
and provide a gateway to implement corrective actions.

{2} The NRD Richmond Tralning Department is the primary
agsesgsment agent. Asgsegsments will be conducted utilizing
reference {(a) and enclosures (1) threough (4}.

(3) sone evaluations will normally occur during the
first or second week of the month. This timing is meant to
minimize the effect of the evaluations on the production process.
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Alternative gcheduling is authorized, but the irpact on
production should be considered.

{4) The Command Trainer is responsible for coordinating
and scheduling the actual date and vtime of the evaluation at
Teast two weeks pricr Lo the scheduled date.

(5) Upon arrival of the evaluation team, a.l recrulters
shall muster in ranks for a personnel inspection to be conducted
by one of the team inspectors. Recruiters shall be in the

wniform of the day for the inspection.

{6) A recrulter round-table will be condicted with the
oM during the evaluation team visit to discuss recruiter
cguality of life lssuss and headaquarter’s special interest ltems.
The discussion should last no longer than one-hour and once
completed, the recruiters will be dismissed to continue their
WOrk day.

{7} As a guldeline, evaluations shall last no longer
than four hours per station., Thesgse guidelines are meant both to
highlight the importance of the evaluation and to minimize the
impact to applicant processing and production.

5. Action.

a, Executive Officer.

(1} TImplement the CEP schedule to all Department Heads,
zone Supervisors, and respective personnel who have programs in
accordance with reference (a).

(2} Review thig instruction amnually and update as
necessary Lo reflect current COMNAVCRUITCCM and Region Zast

policies and procedures.

[SH Command Trainer.

{1) Ensure the each team evaluated submits a POA&M,
uging enclogure (1), to the Command Trainer NLT five working
days following the evaluation.

{21 Schedule all CEP evaluations.
{3) TUse cutside resources as necessary to ensure a

rhorough and fair evaluation 1s provided for each Department
Head, Zone Supervigor, and Program Manager .
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(4}  Attend evaluation pest-brief with the Executive
Officer, CMC, Department Head, Zone Supervisor, Program Manager,
and speciflc outbside resources used.

(%} Track all POA&M's through completion of all chits.
(8) Provide rraining and follow-up inspection date to
ensure all UNSAT marks are corrected no later than 90 days after

rthe evaluation.

{7y Maintain all CEpP’s and POA&M’'s in the Command
Tralining File for two vears.

C. Depariment Heads/Program Managers.

(1) <Contact the Command Trainer for additional guidance
upon notification of the upcoming evaluation.

(Z2) Ensure all IT systems and administrative
requirements ave in place.

(3) Ensure a POA&M is in place and routed to the
Command Trainer by the fifth working day feollowing the
evaluation, with updates routed by the fifth working day of each
month until completed. Ensure appropriate action is taken to
correct all deficiencies, with particular attenticon to immediate
and critical areas.

{4) Maintain copies of completed eovaluations and
monilLor for trends for a period of two years.

d. Zone Supervisors.

(1) Meet the evaluators(s) and formally presenz cach of
the stations under thelr purview.

(2} At least two weeks pricor to evaluation, coordlnate
witlh the Command Traliner to schedule the actual date, time, and
location of the evaluation.

{3} Agsist in completing the evaluation checkl st to
inciude as a minimum: a facilitiles evaluation, minor property
inventory, training jacket review, production svstems, and other
items indicated on enclosure (2).
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(4) Frnsure a POA&M, using enclosure (1), 1s in place
and routed to the Commnand Trainer by the fifth working day
following the evaluation.

(%) Update and route the POA&M by the fifth working day
0! each month until completed.

(6  Ensure appropriate action is taken to correct all
deficiencies with particular attention te critical areas.

{7} Maintalin coples of completed evaluations for a
period of two yvears and monlitor for trends.

= Recruliter-in-Charge.

1y  Agsemble ai!l required materials for the svaluation.

12y Complete and provide enclosure (Z) to the
evaliation team upon arrival.

{3) Assist the Zone Supervisor and evaluation team in
complering the evaluation checklists.

WM. 5. O'QUNNOR

Diztribution:
NRDRICHINST H216.1H

Llst IV



PAGE 2 DISCREPANCIES

OF

ESR APPLICATION NOT COMPLETE

OF

PAGE 4 UPDATE DISCREPANCIES {AWARDS,PQS,COURSES)

OF

AWARD DISCREPANCIES (GC, REC. RIBBCN, EOT, ETC)

OF

RECALL BiLL DISCREPANCIES

OF

EVAL/FITREP DISCREPANCIES

QF

PAY ISSUES

OF

SGLI DISCREPANCIES

OF

MISSING COLLATERAL DESIGNATION LETTERS

QOF

STAMP INVENTORY

SAT /UNSAT /NA

FINAL GRADE| X [ OF | X
LASTGRADE| X | oF | X
OVERALL | SAT/UNSAT

FAILURES

MEDICAL WAIVERS

PERSONNEL ON FEP

FEP DOCUMENTATION CURRENT

PHA CURRENT AND COMPLETE

PT SCHEDULED AND REGULARLY ACCOMPLISHED

FINAL GRADE| X | oF | X
LASTGRADE{ X joF | X
OVERALL | SAT/UNSAT
MEO {;
NAVPERS 5354/2-NAVY /FORMAL EO/SEXUAL HARASSMENT CO
AVAILABLE? YES /NO
DO MEMBERS UNDERSTAND THE GRIEVANCE PROCEDURES? YES fNO
IS THE GRIEVANCE PROCEDURE POSTER PROMINENTLY DISPLAYED? YES /NO
IS THE CMEO'S CONTACGT INFORMATION PROMINENTLY DISPLAYED? YES /NO
IS THE IRS BOOXLET AVAILABLE? YES / NO
DO MEMBERS UNDERSTAND THE IRS PROCEDURES YES !/ NO

FINAL. GRADE| X | oF | X
LASTGRADE| X | oF | X
OVERALL | SAT/UNSAT

Encl. (1)




CEP ALL HANDS CHECKLIST

TP

MEMBERS HAVE STANDARDIZED TRAINING JACKET

OF

GMT TRAINING CURRENT/DOCUMENTED

OF

FORMAL TRAINING CURRENT/DOCUMENTED

OF

INDOCTRINATION TRAINING DOCUMENTED

OF

RDB RESULTS DOCUMENTED

CF

PQS ASSIGNED AND CURRENT

OF

DESIGNATIONMWAIVER LETTERS CURRENT

OF

PQS DELINQUENT

BOARD QUALIFIED FOR POSITION

PSSA COMPLETE

PSC COMPLETE

INSPECTION HISTORY (CURRENT +2) MAINTAINED

TRAINING POC IDENTIFIED: (NAME)

NO

FINAL GRADE} X | oF | X
LASTGRADE| X | oF | X
OVERALL SAT/UNSAT

CAREER COUNSELOR CH

“MEMBERS WITHIN 9 MOS OF PRD WITH NO ORDERS

OF

MEMBERS WITH ORDERS - SCREEENING COMPLETE?

OF

SEPARATING MEMBERS W/IN 1 YEAR?

OF

TAP CLASS SCHEDULED FOR SEPS?

OF

RE-ENLISTMENTS WITHIN 6 MONTHS?

OF

LEADERSHIP COURSE REQUIREMENT FOR E5 EXAM

OF

LEADERSHIP COURSE REQUIREMENT FOR E6 EXAM

OF

LEADERSHIP COURSE REQUIREMENT FOR E7 EXAM

QF

CPQ LEADERSHIP REQUIREMENT

OF

CDB ANNUAL REQUIREMENT COMPLETE

OF

{FINAL GRADE} X | oF | X
LASTGRADE| X |oF | X
OVERALL | SAT/UNSAT

Encl. (1)




CEP ALL HANDS CHECKLIST

DO ALL RECRUITERS HAVE A FUNCTIONAL LAPTGOP YES /i NO
DOES OFFICE HAVE ACCESS TO A SCANNER? YES f NO
CUSTODY SHEETS VALID FOR EACH RECRUITER YES / NO
NORTON VIRUS DEFINITION FILES UPDATED (NON-NMCI) YES/NQ
MICROSOFT PATCHES, IAVAS UPDATED {NON-NMCI) YES I NO
UNAUTHORIZED SOFTWARE (ALL PC'S) _ YES ! NO
DOES THE STATION HAVE A FUNCTIONAL HIGH SPEED INTERNET SERVICE YES { NO
REMOVE ANY EQUIPMENT NOT BEING USED AGTION ITEM
FINAL GRADE| X | oF ] X
LASTGRADE| X | oF| X

OVERALL | SAT/UNSAT

MINOR PROPERTY INVENTORY UP TO DATE YES / NO

DO ALL PRODUCTION PERSONNEL HAVE CELL PHONE YES { NO
TRAVEL SUPPORT EXC |GOOD|FAIR POCR
PURCHASING SUPPORT EXC |Goon| FAlR POCR
VEHICLE SUPPORT EXC |GoOD|FAIR POOR
FURNITURE CONDITION EXC | GOOD| FAIR POOR
JANITORIAL SERVICES EXC |GOOD|FAIR POOR
STATION LEASE ON FILE? YES / NO
UP 70O DATE NOT UP TO DATE EXPIRATION DATE
PARKING ISSUES? YES/NO
CIRCLE SERVICE COLLOCATED WITH YOU AR/ MC/ AF/ CGI NG
# OF ENLISTED RCTRS ZONE SUP OFFICER RCTRS
NUMBER OF VEHICLES
1S QUARTERLY SAFTEY STANDDOWN TRAINING DOCUMENTED YES { NO
REMOVE EXCESS EQUIPMENT  ACTIONITEM

EQUIPMENT NEEDED/NEED SERVICED:

SUPPLIES NEEDED:

FINAL GRADE| X | ofF [ X
LASTGRADE| X JoF | X

OVERALL | SAT/UNSAT

Encl. (1)




STATION ASSIGNED:

VEHICLE INSPECTION CHECKLIST

VEHICLE NUMBER:

OP.

INOP.

COMMENTS

ENGINE
COMPARTMENT

OJL LEVEL

TRANSMISSION FLUID

BRAKE FLUID

BATTERY

COOLANT

WINDOW CLEANER

BELTS 1

LHIOSES

ELUCTRICAL

[ BEADLIGHTS NFLOW

TURN SIGNALS

BRAKE LIGHTS

BACK UP LIGHTS

PARKING LIGITS

HORN

WIPERS/WASHER

INTERIOR LIGHT (5)

EXTERIOR

| TiRES

WIPER/ABLADLES

IDENTS/LENSES

WINDOWS

MIRRORS

LOCKS

CLEANLINESS

INTERIOR

SEAT BELTS

ACCIDENT KITS

SPARE TIRE

JACK

CLEANLINESS

WINTER ITEMS

BLANKET

ICE SCRAPER/BRUSH

SHOVEL

General Comments:

Inspected by:

Mileage:

Date:

Encl. (2)



Facility No:

NRD RICHMOND

FACILITY INSPECTION SHEET

Address 1;

Address 2:

Lease No:
Janitorial Contract: Yes [ or No [
Yes [ Jor No []

City,State, ZIP:

Inspection Date:

Inspecior's Name {print):

Leased Parking:

OVERALL RATING (select or enter E,S5 M or U. See Legend):

Remarks:

oA W

Select or enter an option from the form field based on the legend below.

Location w/in Cammunity

Location w/in Building
Access to Building
Exterior Condition
Interior Condition

Doors and Windows
Ceilings

Floors

Walls

Lavatory Facitities
Partitioning

o a0 T w

a. Between Services
b. Around Test Areas
c. Test Areas

Space Adaptability
Parking Agregments

9. Space Adequacy

a
b
c.
d
g

Cffice Area
Reception-Joint?
Display-Joint?
Storage-Joint?
Testing—Joint?

10,  Service and Utilities

a. Air/Heating

b. Electric (Lighting)

c. Water

d. Janitorial Supglies

e. Janitorial Services
11. Signs

a. Internal

b. External

LEGEND
E EXCELLENT
S SATISFACTORY
M  MARGINAL
U UNSATISFACTORY

Encl.{3



RINC:

INSPECTED BY:

FINAL GRADE| X [OoF| X
LASTGRADE| X |oF| X
OVERALL | SAT/UNSAT

YES NO

YES NO

YES NG

YES NO

YES NO

YES NO

Encl. (4)




YES

+ NO
REMARKS:

E NR YES NO
REMARKS:

YES NO
REMARKS:

L #DAYS
REMARKS:
REMARKS:
REMARKS:
#

REMARKS:

Encl. (4)




REMARKS:

R #
YES NO
REMARKS
= YES NO
REMARKS:
YES NO

DO

REMARKS:

STATION WEAKNESSES:

RECOMMENDED ACTION:

INSPECTOR:

RINC/ZONE SUPE

Encl. (4)




Daie of Assessment:

Date of POGAM update:

Highlight Critical Items in Yellow

NRD RICHMOND CEP PLAN OF ACTION AND MILESTONES (POAM)

co

Dept/Program:

X0

DEPT II

CT

Encl. (5)




NRD RICHMOND CEP PLAN OF ACTION AND MILESTONES {POAMj)

Highlight Critical 1tems In Yellow

Dept Head/Program Manager: AsSessor:

CT's Comments:

Dept Head (for Pgm CEP only) Comments:

XO's Comments:

CO's Comments:

Encl. {5)




NRD RICHMOND CEP SCHEDULE

DEPT/ PGM/ ZN

JAN FEB | MAR

APR

MAY | JUN

JUL

AUG

SEP

OCT

NOV

DEC

ADMINISTRATION

CMEQ

>

>

PAO

LEADS

SUPPLY

>

>

BA

EDSPEC

OPO

EPDS

NUCLEAR PGM

>

NSO/NSW PGM

SPEC INTERESTS

>

CMC

>

EPO

CR

ZONE 1

ZONE 2

ZONE 3

ZONE 4

ZONE 5

ZONE 6

ZONE 7

ZONE 8

ZONE 9

ZONE 10

Encl. (B)




