UNIT FAMILY READINESS ESSENTIALS ASSESSMENT CHECKLIST: 1 Apr 04

	DATE INSPECTED
	

	UNIT INSPECTED
	

	RUC
	

	INSPECTORS
	

	INSPECTOR/INSTRUCTOR
	

	SMCR COMMANDER
	


PURPOSE OF INSPECTION:  The purpose for this inspection is to ensure all Family Readiness Support Functions are in place and will assist the SMCR unit in the event of deployment.

	1.  Is the Commanding Officer engaged in the unit’s Family Readiness Program ? See Force Order P3060.3C
	YES
	NO

	Assessor Notes: The command must meet both challenges below:

· Does the Commander meet regularly with the Key Volunteer Advisor and Key Volunteer Coordinator?  (Monthly/Quarterly/Semi-annually)

· Has the CO published Family Readiness policy and guidance for his unit ? 


	2.  Has the Family Readiness Officer (FRO) been appointed in writing and is the FRO trained ?
	YES
	NO

	Assessor Notes: The command must meet all challenges below:

·  Is the FRO appointed in writing by the current CO ?

· Does the FRO maintain a Turnover / Desktop folder ?

· Is there contact between the FRO and KVN? If so, what is the frequency of contact ?

· Has the FRO received any training, i.e. completed the FRO training modules located at http://www.usmc-mccs.org/MCFTB/Key_Vol/kvn_trainingmanuals.asp ? 



	3.  Is the FRO or a trained alternate FRO part of the "remain behind" / Site Support staff ?  
	YES
	NO

	Assessor Notes: The command must meet all challenges below:
· Will the currently assigned FRO remain at the Home Training Center (HTC) when the unit is activated ?

· If not, is there an alternate FRO assigned to the Site Support Staff ?



	4.  Has a Key Volunteer Advisor (KVA), Key Volunteer Coordinator (KVC) and Key Volunteers (KVs) been appointed in writing and trained ?
	YES
	NO

	Assessor Notes: The command must meet all challenges below:
· Are the KVA, KVC and  KV's appointed in writing by the current CO ?

· Are the KVA, KVC, and KV's trained ? Have they completed the KV training modules located at http://www.usmc-mccs.org/MCFTB/Key_Vol/kvn_trainingmanuals.asp ?.



	5.  Does the unit have a Family Readiness budget and budget execution plan?  
	YES
	NO

	Assessor Notes: The command must meet all challenges below:
· Does the unit know how to access Family Readiness funding ( i.e. KV funds and NAF Unit funds) ?  NAF funds are requested to HQMC.  KV funds are requested from the unit's battalion or squadron level commands.  Request forms are located at  http://www.mfr.usmc.mil/hq/mccs/ 

· Does the budget include funding for Family Days, mail-outs,  newsletters, and Key Volunteer (KV) Recognition ?  

· Are physical records of FRO and KVN funding requests, expenditures and reimbursements maintained ?  Look for these documents in the FRO Turnover / Desk Top binder. 



	6.  Does the unit publish a Family Readiness newsletter ?  
	YES
	NO

	Assessor Notes: The command must meet all challenges below:
· Are the unit’s SMCR, activated IRR Marines and their families( in the area)  included in the Family Readiness Newsletter distribution ?

· Is the Newsletter content informative and relevant ?

· Is the Newsletter published with reasonable frequency ? (Monthly / Quarterly / Semi-annually)



	7.  Does the FRO and KVs have access and the knowledge to review KV training modules located on the internet ?   
	YES
	NO

	Assessor Notes: The command must meet all challenges below:
· Can the FRO and KVN access KV training modules at  http://www.usmc-mccs.org/MCFTB/Key_Vol/kvn_trainingmanuals.asp 

· Does the Unit provide the KVN with reasonable access to computer resources ?  


	8.  Does the FRO, KVA and KVN have access to HQMC and MFR Family Readiness information available on the internet ?
	YES
	NO

	Assessor Notes: The FRO and/or  KVN must demonstrate the ability to access:

· Family Readiness information on the HQMC website : http://www.usmc-mccs.org/MCFTB/fa_te_build_main.html
· MFR MCCS website: http://www.mfr.usmc.mil/hq/mccs/


	9.  Are the unit CO, XO, SgtMaj/1stSgt, FRO, and KVN aware of the information available at MCCS One Source (http://www.usmc-mccs.org/ MCFTB/OneSource/index.cfm) ?
	YES
	NO

	Assessor Notes:  The unit Commander, XO, SgtMaj / 1stSgt, FRO and KVs must demonstrate awareness of the MCCS One Source website and the family readiness information it contains.  Be familiar with website and ask specific questions about information and files on the site. 

	10.  Are KV Gratuitous Service Agreements on file ?
	YES
	NO

	Assessor Notes:  These agreements are (in most cases) contained in the FRO's Turnover / Desktop binder.  Ensure they are signed by all current KVs. 

	11.   Does the unit have a KV recognition program ?
	YES
	NO

	Assessor Notes:  Look for Letters of Appreciation, certificates, or items presented to KVs at Family Days of other occasions.  Check the dates---should be less than one year old.  

	12.  Does the unit's Family Readiness program include all Active duty, SMCR, IRR Marines and their families in the area ?  
	YES
	NO

	Assessor Notes:  The FRO should produce a roster / database of local Marines of all components.  The roster should include (at minimum) the Marine's fname, lname, address and phone number.     


	SUMMARY OF FINDINGS IN FUNCTIONAL AREAS ABOVE

	No Assist if greater than 80%.

Assist of less than 80%.
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	ASSIST
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