Inspectors General Checklist

MARINE CORPS PRINTING AND PUBLICATIONS MANAGEMENT PROGRAM 5600		
This checklist applies to all levels of Air, Ground, Logistics, and Installations.
		
Functional Area Sponsor: HQMC ARDE 	Name of Command
Subject Matter Expert: Mr. Collin Northrup	Date
(DSN) 224-1712 (COML) 703-614-1712	Inspector
Revised: 6 February 2019	Final Assessment	Discrepancies:      Findings:    
Overall Comments:  Place Here            
Subsection 1 – COMMAND PRINTING OFFICERS
0101	Has the commander appointed in writing a commissioned/warrant officer, staff non-commissioned officer (SNCO), or civilian employee equivalent to perform the duties of the Command Printing Officer (CPO)?	     A.  If a Major Subordinate Command (MSC) or Marine Corps Installation with Combat Camera (COMCAM) activity, has the commander assigned in writing the military or civilian officer in charge (OIC) of the COMCAM as the CPO for the command?	          Reference: MCO 5600.31B, par 4a(2)(a)1.a.		     B.  If an independent command or Marine Corps activity, has the commanding officer/OIC appointed in writing a commissioned/warrant officer, senior SNCO, or civilian employee equivalent to perform the duties of the CPO?	          Reference: MCO 5600.31B, par 4a(2)(a)1.c.
Result	Comments 
0102	Has the CPO provided a copy of their appointing letter/orders, along with the POC information, to CMC (ARDE)?	Reference: MCO 5600.31B, par 4a(2)(a)1.
Result	Comments 
Subsection 2 – DOCUMENT SERVICES
0201	Has the unit obtained any document services from commercial vendors? (Prohibited)	Reference: MCO 5600.31B, par 4a(2)(c)1
Result	Comments 
0202	Does the unit obtain document services in this order of preference:  (1) local COMCAM, (2) local DLA Document Services (DLADS), (3) Marine Corps Central Printing/Publishing Management Office (MCCPPMO, aka HQMC ARDE)?	Reference: MCO 5600.31B, par 4a(2)(c)2.4.5.
Result	Comments 
0203	Has the unit’s GCPC holder procured any document services from entities other than DLADS – formerly DAPS? (Prohibited)	Reference: MCO 5600.31B, par 4a(2)(c)3.
Result	Comments 
Subsection 3 – ENABLING EQUIPMENT 
0301	Does the unit obtain formal written approvals from the CPO/HQMC ARDE for commands/activities not supported by a COMCAM prior to procuring enabling equipment [includes all copiers, multi-functional devices (MFD), reprographic/document imaging equipment, purchases, leases, or short-term rentals]?	Reference: MCO 5600.31B, par 4a(2)(d)
Result	Comments 
0302	Does the CPO forward requirements for production-level enabling equipment (equipment with an “X” in column (1) of the equipment tables in Joint Committee on Printing Number 26 (JCP No. 26), Government Printing and Binding Regulations) to the Marine Corps Central Printing and Publications Management Organization (MCCPPMO, aka HQMC ARDE) for review and approval prior to procurement?	Reference: MCO 5600.31B, par 4a(2)(d)2.c.
Result	Comments 
0303	Are all government owned and leased enabling equipment items accounted for as Information Technology Asset Management (ITAM) items on the using unit’s garrison property records?	Reference: MCO 5600.31B, par 4a(2)(a)5.
Result	Comments 
Subsection 4 – SUBORDINATE ELEMENT MISSIONS 
0401	Has the command/activity established an Individual Activity Account Code (IAAC or IAC), and is the IAC properly maintained within the Marine Corps Publications and Distribution System (MCPDS)?	Reference: MCO 5600.31B, par 4b(1) and (3)
Result	Comments 
0402	Has the command established a unit-level Publications Management Program?	Reference: MCO 5600.31B, par 4b(2)
Result	Comments 
0403	Has the unit adopted the “Best Printing Practices” as delineated in enclosure (1) of MCO 5600.31B?	Reference: MCO 5600.31B, Encl (1)
Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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