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INSPECTION CHECK LIST 
"'0 I". Refertttrt. to j"strucliofl.l (1'1' 

MaTS FORM 5041/2 (REV -'-67) GENERAL PERSONNEL ADMINISTRATION II bybG b I .• Olllll Ut'llum 1" 011 r 
"lAME OF SHIP O"TE L:Hf.<':K APPLICAIU t llEPART\lI::NT 

o Declt DEllli". D Steward DPur •• r 

S.ctioll I. PERSONNE~ ADMINISTRATION (Organilation) 

YES 1 NO 
REMARKS 

ITEM 

I All work is ~quitably distribut.·d within the' departmf'lIl. : .- .- .. -
2. Vfril;en ':l"ders outline the functions lInrf dutil's of personnf'i. 

3. Pers~nel are familiar with these written orders. 
. 

De~menlal orders and imilrunions are adf'quatt' and effectivC' t 

5. .\dequate inlernal and external security measures are in force. 

;. 
6. }lork il'; pr'Opt"rly planned and coordinated in advance and in detail. 

-'-"---
7. The department suppfvisOf properly administers premium pay pro-

visions with a view lowam economical operations (CMP! 610). 

S-ctioll I. PERSONNEL APMlNISTRATIOH (Dlaci,II ... ) 

8. Pers~lIn('J are instructed to call the ship on absences so as not to 
be considered AWOL (CIIPI630). 

9. propt'r stt'ps have bPen laken 10 prevent breaches of discipline 
(.clsr_"lin~ o{It:IJvt"':1I po11, trGiailig .st:.uio/u, JiSClusio/u, 1I0tiC'~s. 

~tc.) (C.flPI 750, 630. 770). 

10. TIll" dej.>artIDent supervisor is fully acquainlt'd with diSCiplinary 
procedures (CMPI 750). 

Il Penalties for brearhes of discipline are neither 
excessive nor inadequate (CMPI 750). 

12. Adequate investigation is made of .11 facts prior to taking 
disciplinary a('tion (CIIPI 7SiJ).;) , 

13. All disciplinary actions are taken promptly (CMPI 750). 

14. Arimlni!'.lrative practices which would likel,. give rise to 
grit'vances and disriplinary actions are avoided (CMPI 750, 770). 

15. Discipline i~ adminisll'red so as to promot\>' high morale, 

16. There is strict adherence to regulations preSCribed in CMPI 7:,0. 

$.etl ... I. 'PERSOMMR ADMIMISTRATIQtI (Wontl.) 

17. Persounel are properly administered so as to promote high morale. 

16. The department head is always accessible 10 his subordinatl's for 
discu"Ision and ~f'olution of problems. 

19. Overtime work is equitably tlpportio8ed within the department. 

20. Adequate provisiOns are made for leave and liberty (CMPI (30). 

-
21. Special consideration is ~veft when l'eqUired for emergency leave. 
dmws. etc. (CIIPI630). 

. 

22. Recreational facilities and special service.; matt>rial art> adequate. 

23. The Master keeps all bands infonned o~ matters of general 
information. 

24. The Master makes known to all hands the ba:;is for decisions which 

affect thelD personally (rutric'io/l to ship, ~tc.). 

25. Equipment and furniture in the crew mess and day-room are adequate. 

26. The food is wholesome and palatable. 

27. Exchall8e houts aDd Btocks are adequate for crew nt'eds. 

Sectl. I. PERSONNEL ADMINISTRATION (Incentive. and Award.) 

211. Personnel life encouraged to participate in the Beneficial Sugges-
tion Program. 

29. Beneficial Suggestion boxes are accessible and posters are adequate-
and presentable. 

---
30. The J:Seneficial Suggestion Program is properlY implemented. 

31. There is a positive and helpful f'{'view lind in\lesti~ation of all 
suggestions. 

. 1~. Uutstanding work of all employee is re('ognized as required . 

33. Junior officers and crew members are E'p.couraged to up-grade 
themselves roft-ssionallv. 
34. Outstanding officers and men are recommended for promotiorl. .______e-_ -l 35. P."o""i ". r,mili ... i,h 'he Ci,ilioo M,ri" pmo""i Promo,io" I 
Program /eMPI 3#J GOld s"l'plr"~lItGL 1/llIIructioll~ of tl.e cOl(lIllanr 

command). i 



. '-.-.---- • 
PERSOl*CEL ADMINISTRATION 

~~~ • a.d AwMl.) 

ITEM ns I NO 
REMARltS 

36. The ship has submitted evaluation forms for licensed and unlicensed 
pet'sonnel for promotion of civilian marine personnel in accordance with 
CMPI 340 and local instructions. 

Section I. PERSONNEL ADMINISTRATION (T'.i"i",) 

37. A leadership program is being conducted (COItlSTSINST ,5390.1) 

38. An adequate ola.the.job training program is in force within the 
Dep-artment (CIIPI 4/0). 

39. The department head has assumed his responsibilities for the training 
of departl'4flnt personnel (CMPJ 410). 

40. Soi.,y I ... being "",.oed in .U job '"i.ing. 

~en7~~~:~ and assisted to prepare for the next higher 
(CIIPI 410). 

42. nit' department head has received training in small arms familiarization 
in-accordance .ith COMSTSINST 12410.3. 

013. Department personnel are familia,r whh amef8e;ncy sipals. set fonh in 
the Standard Station BilL 
----------~.- . 
:!~t~he, tW040ur Refresher Training Course in food sanitatio'n is being 

.. out ~mi-annually. (SttllJorl Dflpt. o"'y) 

45.' .;' ~ .. !!!!:~~~:itiDg ~nn!';~I:;l~~a" is used to give job 
. 

:) Dew . (Ste •• td 

46. Officers with U. S. "aval ~e Of affiliated with 

U. S. Nav:I,:~~::eth~' . '. ~ :10 ! in Navy C:orrespolldence 
Courses to . ,I 1I"'~'h. • 

!iMS~~ '(CW.:o~~v • • ,........ . . I!, or their ship and the mi!uion 
. 

S.dl .... I. " .. ,tilt ... QuorJer.) 

·Th. ,..,.rol condition of the fottewhl, i, .otisf.ct., with ..... ,d to b.rthing .. uotters: 

48. ,;: 
I. 

49. \. 

SO. , 

51. Decks. 
. 

52. Bunks. . . 
. 

53. Color scheme. 
." 

54. Heads. 

55. Furniture. 

s.ctl .. I. (P,.~lIcotl.",) • 
Are th. followl .. ,ublicatic., curt __ .... t •• td by ship" d.po'tnwnt h.ads: ; 

56. I P-II33. 

57. CNPI 352. 

S8. CNPI 610. 

59. CMPI 750. 

s.ctt. I. f' ....... OIl Deflcl ... cl •• ) 
.. , If All deficie.cl:ea noted in·the previous administrative inspectioll have 

beeD corrected. flf "No", lid Olt,. rUfI.;IIilll ."co"tctcd oflficill"ctu and 
tfl •• OIl. fo, ,.., corrfl.d", j" "Rfl"..r'." J. 

• ond .,ad .... ;.,.d Ih;. I i. , ••• ,d· 10 

'" IW.,.HT "CTOR 10RAD. 

,,,-, S."' .. II. ~ 
1. ,er-;:sent a clean. neat and alert appearance (CMPf 594). 

2. --~s or crew are in , with CMPI 59.,' I 
3. Ali ,with l po~ •••• 

. 5512.1. 
Cards (D D f 0"" ,489-N) in 

4. I .. ~, • and 

5. ". , ot ,he .e. • ob,med wi,h "ganl '0 tonk. 

6. Orftcial and unofficUlI visitors are treated ... ith courtesy. 

SecH." II. PERSONNEL APPEARANCE/BEARING (p,:." ... on Deflci ... ci •• ) 

All defich'ncit's nntt"d in the- p"'vious administrative inspection havf" 
been corrected. (If ""'u". list ally re",uillin,( uncorrede,{ deficiell,",e~ alld 
reas",.,.. ("r 110/ eorredj"fC ill ··Rt'cm<Jd, ..... ). 

Mark-percentag. and grade aSSigned thiS department In regard to Personnel AppeCilrance/B .... lng. 
SIGNATURe OF INSPECTOR MARK-PERCENTAGE WEIGMT FACTOR GRAOE 

I 
} 

h75 
.~.-. 


