Checklist:  Acting Inspector General
(As of 7 November 2006)

	Item
	Description:  Acting Inspector General 
	Y
	N

	1
	AIG is approved by MEDCOM and has the approval letter on file (AR 20-1, Chapter 2)?
	
	

	2
	Is the AIG on orders by the command (AR 20-1, Chapter 2)? 
	
	

	3
	Has the AIG been trained and taken the IG oath?  If so, when? (AR 20-1, Chapter 2)? 
	
	

	4
	Where is the AIG’s office located in relationship to the command suite? Is the office accessible and conducive to customers?
	
	

	5
	Has the AIG posted notices to the MTF personnel on bulletin boards within the command indicating who he/she is as well hours of availability for IG assistance?
	
	

	6
	The NARMC IG name and contact information is posted?  
	
	

	7
	Are the rights of employees to present complaints posted?
	
	

	8
	Has the AIG been removed from duty rosters to include AR 15-6 investigations, commander’s inquiries and report of surveys (AR 20-1, Chapter 2)?
	
	

	9
	Is a log being maintained for assistance IGARs received?
	
	

	10
	Are IG files being maintained IAW the ARIMS (MEDCOM Inspectors Guide)?
	
	

	11
	Are there any open IG cases on file?  Any closed cases on file? (MEDCOM Inspectors Guide)
	
	

	12
	Are AIG files secured in a locked file drawer with access limited to the AIG (MEDCOM Inspectors Guide)? 
	
	

	13
	Is the AIG familiar with his/her duties as an AIG?
	
	

	14
	Does the AIG understand how to complete and process a DA Form 1559, IG Action Request?
	
	

	15
	Does the AIG understand responsibilities as part of the OIP - Staff and IG inspections?
	
	

	16
	Did the AIG properly prepare for the OIP-Staff/IG inspections with his/her MTF?
	
	

	18
	Has the AIG met and established a relationship with the Post IG?
	
	

	19
	Has the AIG developed a continuity book including AIG duties (both assistance and inspections), references and NARMC IG POC information?
	
	


