[image: IG Banner]
Command Evaluation

[image: IG Banner]
Total Force Management
(Previously Manpower Management)
[bookmark: _GoBack]Revised November 2014
	References:	
A. OPNAVINST 1000.16K, Navy Total Force Manpower Policies Procedures
B. OPNAVINST 7220.17, Special Pay for Medical Corps, Dental Corps, Medical Service Corps, and Nurse Corps Officers
C. NAVMAC Activity Manpower Management Guide (AMM-G)
D. BUMEDINST 5310.8, Manpower Requirements Determination (REDE)
E. BUMEDINST 5312.3, Defense Medical Human Resources System-Internet
F. BUMEDINST 5450 (applicable) series, Mission, Functions, and Tasks 
G. NAVMED POLICY 07-004, Standard Organization Guidance
H. Annual NAVADMINs for Special Pay
I. BUMED Special Pays Website:
http://www.med.navy.mil/bumed/Special_Pay/Pages/default.aspx 
	Command POC:



DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program or inspectable area.

	Reference
	Standard
	Yes
	No
	Echelon Applicability
	Comments/Notes

	
	
	
	
	2
	3
	4
	5
	

	
	Who is the Command’s designated Human Resources (HR) (manpower and personnel) point of contact?
	
	
	√
	√
	√
	
	

	All
	Are applicable manpower references on file or accessible electronically and utilized?
	
	
	√
	√
	√
	
	.

	
	Has the designated HR point of contact attended the Manpower 101 course?
	
	
	√
	√
	√
	
	*BUMED M1 offers a Total Force Manpower Course in Jacksonville, FL. While not required, this course is highly recommended for personnel who work in the Manpower Department. 

	
	Who does the Command contact for manpower issues?
	
	
	√
	√
	√
	√
	*Provide points of contact at the Regional and BUMED level.

	
	Does the designated HR point of contact have a TFMMS Web account (to include a SAAR form on file)?
	
	
	√
	√
	√
	
	*Provide a copy of SAAR Form.

	
	When was the most recent Activity Manpower Document (AMD) downloaded?  

What is the date the activity last reconciled their AMD and how often is this done?
	
	
	√
	√
	√
	
	*Provide a copy of current AMD.

	
	Has the activity submitted any Manpower Change Requests (MCR) to their respective Navy Medicine Region to update their AMD?

If so, what is the current status of the MCR? 
	
	
	√
	√
	√
	
	*Provide a list of current packages submitted and the correspondence issue number associated with MCR.

	
	What are the issues and/or concerns regarding billets and manning for the command?
	
	
	√
	√
	√
	√
	

	BUMEDINST 5450 series 
	Do you have a Mission, Functions, and Tasks (MFT) Statement? 

Has the Command’s MFT been reviewed in the past 3 years, or by the current Commanding Officer?

Is a copy on file with Region/BUMED?
	
	
	√


√



√
	√


√



√
	√


√



√
	
	*Provide a copy of the activities approved MFT.

	NAVMED POLICY
 07-004 
	Are the MFT, Command Organization Chart and AMD aligned? 

Do these documents comply with current Standard Organization Guidance?
	
	
	√



√
	√



√
	



√
	
	

	
	Who is the DMHRSi HR Specialist and Manager point of contact?

Who performs the data entry for DMHRSi?
	
	
	√
	√
	√
	
	

	
	Have the DMHRSi personnel received training on how to navigate and enter information into the system?
	
	
	√
	√
	√
	
	*DMHRSi program managers at BUMED M14 can be reached at 
904-542-7200 ext 8131 or 8102

	
	What date was the last fit-to-fill report pulled? 

What is the Command’s overall fit-to-fill percentage?
	
	
	√


√
	√


√
	√


√
	
	*Provide fit-to-fill report from DMHRSi reporting tool.

	
	How many positions are multi-encumbered? 

How many positions have an invalid assignment?

How many positions are vacant?
	
	
	√

√

√
	√

√

√
	√

√

√
	
	*Review fit-to-fill report questions 3, 6 and overall percentage. For vacant positions look under manpower report type.

	
	Who is the Special Pays point of contact?

Who performs the data entry and update for the Special Pays UIC report? 
	
	
	√


√
	√


√
	√


√
	
	

	OPNAVINST 7220.17

Annual NAVADMINs
For Special Pay

BUMED Special Pay Website
	Are applicable special pays references available, on file and utilized?
	
	
	√
	√
	√
	
	

	
	Does the Command have a system for tracking special pays for qualified staff members and provide renewal and eligibility information about  members special pay to ensure maximized member benefit?
	
	
	√
	√
	√
	
	*If no, why is a tracking system not in place and what is the command's plan for putting one in place?
*If yes, describe the tracking system.

	
	Does the Command maintain copies of all special pay requests submitted to Chief, BUMED M1?

Is the Commanding Officer, or Acting Commanding Officer, the only person who signs command endorsements for special pays, no "By direction"?
	
	
	√
	√
	√
	
	*Provide a Special Pays file for each Corps.

	
	What is the Command’s process for verifying that that members receiving special pay  are privileged and practicing?
	
	
	√
	√
	√
	
	

	
	Are all Medical, Dental, Medical Service, and Nurse Corps special pay requests forwarded to Chief, BUMED M1within 30 days from the effective date or announcement authorizing the special pays for approval?
	
	
	√
	√
	√
	
	*If yes, please provide a brief description of how the special pay requests are tracked to ensure they are forwarded to Chief, BUMED M1 within 30 days from the effective date, or announcement authorizing the special pays for approval.

	
	Are all retroactive special pay requests that are submitted more than 30 days from the effective date endorsed by the Commanding Officer with sufficient justification explaining why the officer could not submit the request on time (e.g. not for personal reasons, nor due to members own fault)?
	
	
	√
	√
	√
	
	* Retroactive requests should be the exception and not the normal processing of special pays.


Additional Comments
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