


Inspectors General Checklist

PROHIBITED ACTIVITIES AND CONDUCT PREVENTION AND RESPONSE (5354.1)

This checklist applies to ALL commands.  Written internal control procedures, i.e., local directives, desktop procedures, checklists, etc., can attribute to a successful functional area and provide continuity.  
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	Section I – Subsection 1 through 6 applies to all commanding officers.  Commanding officers must cultivate a climate and culture of dignity, respect, and trust.  All commanders shall ensure compliance with MCO 5354.1E.  This portion of the checklist is designed to assess what actions the command has taken to prevent and respond to incidents of Prohibited Activities and Conduct.  This section of the checklist is applicable to all slated O5 and O6 level commanders and General Officers in command.  Commanders and Program Managers are reminded that this checklist is designed to evaluate minimum program management requirements.  All tasks contained in MCO 5354.1E must be accomplished as directed.		Subsection 1 – RESPONSIBILITIES	
0101	Has the commander published written command policy effectively implementing MCO 5354.1E?	Reference: MCO 5354.1E, Vol 1, Chap 2, par 020306.A
Result	Comments 
0102	Does the command have trained and appointed SNCO or officer to the position of Equal Opportunity Representative (EOR) to manage the command’s PAC requirements?	Ref: MCO 5354.1E, Vol 1, Chapter 2, 020306.B, Vol 3, Chapter 2, par 0204, Appendix J and Appendix K
Result	Comments 
Subsection 2 – COMMAND CLIMATE ASSESSMENT REQUIREMENTS

0201	Has the command completed all DEOMI Equal Opportunity Climate Survey (DEOCS) requirements as outlined in the reference?	Reference: MCO 5354.1E, Vol 1, Appendix A
Result	Comments 
0202	Did the command complete a DEOCS assessment within 120 days of assumption of command?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 010401
Result	Comments 
0203	Did the command complete its calendar year DEOCS assessment requirement?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 010401
Result	Comments 
0204	Did the commander ensure all personnel administratively attached or assigned to the command have the opportunity to participate in the DEOCS?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 010701
Result	Comments 
0205	Did the commander provide the commander’s intent prior to administering the DEOCS assessment?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 0109
Result	Comments 
0206	Did the commander appoint a certified and actively serving EOA or EOR to serve as the survey administrator responsible for overseeing the assessment process?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 0110
Result	Comments 
0207	Did the commander develop a Corrective Action Plan (CAP) containing the minimum requirements outlined in the reference?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 0112
Result	Comments 
0208	Did the commander share the results of the DEOCS with members of the organization?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 011202.B


0209	Did the survey approving official commander provide the DEOCS report and written CAP to the next higher level commander for review and approval within 30 calendar days of the DEOCS report being made available?	Reference: MCO 5354.1E, Vol 1, Appendix A, par 011202.C.4


0210	Has the command conducted and documented annual visual inspections as outlined in the reference?	Reference: MCO 5354.1E, Vol 1, Appendix B


0211	Has the command conducted visual inspections of all authorized locations on a not less than annual basis?	Reference: MCO 5354.1E, Vol 1, Appendix B, par 0104


0212	Did the command use qualified inspectors to conduct its visual inspection(s)?	Reference: MCO 5354.1E, Vol 1, Appendix B, par 0105


0213	Did the command document the results of its visual inspection(s) in a memorandum for the record with, at a minimum, the information contained in the reference?	Reference: MCO 5354.1E, Vol 1, Appendix B, par 0109


Subsection 3 – OPREP-3 REPORTING

0301	Did the command submit an OPREP-3 SIR with as much information as is available, but should at a minimum contain the date, time, location, unit, installation, personnel involved, and a general description of the alleged prohibited activity and conduct to the MCOC within three duty days of receipt of the complaint by the commander?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 040201.C


Subsection 4 – COMMAND INVESTIGATIONS

0401	Do all PAC related command investigations (CI) comply with time limitations set for in the reference?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 040702


0402	Do CIs that do not comply with investigation timelines, does the case file contain a justification for the extension?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 040702


0403	Does the case file contain a final written report containing the results of the investigation submitted, including any action taken, to the first GCMCA in the chain of command for all PAC complaints?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 040702


0404	Does the case file contain written proof of all notification requirements outlined in the reference?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0408


0405	Does the case file contain an EOA/MEO office compliance review for all command investigations of PAC?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0409


0406	Does the case file contain a legal sufficiency review for all command investigations of PAC?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0410


0407	Does the case file contain a convening authority’s endorsement that either substantiate or not substantiate all accepted complaints of PAC?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0411


0408	Did the unit provide evidence that all substantiated incidents of PAC as outlined in the reference has been documented in the offender’s Official Military Personnel File (OMPF) via a 6105 or page 11 counseling statement?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0412


0409	Did the case file contain the commander’s action taken to resolve the complaint?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0413


0410	Does the unit have complete file copies (to include all endorsements) of each PAC-related Command Investigation processed during the past 2 years? [Must include endorsement from HHQ as appropriate]	Reference: SECNAV M-5210.1 CH-1, part III, chap 5; JAGINST 5800.7F, chap II, sect 0209f(3) and MCO 5354.1E, Vol 3, Chapter 4, par 0415


0411	Did the command request for administrative closure, utilizing the Appendix I of the reference, to the EOA/MEO office?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0416


Subsection 5 – DASH REPORTING

0501	Did the commander ensure all reportable information and source documents were submitted to the supporting MEO/EOA Office for required DASH reporting?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 040201.B; Vol 3, Chap 7, par 070501.D


0502	Did the commander provide written justification for all dismissed allegations or complaints to the MEO office for archiving in the DASH system?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0404


Subsection 6 – TRAINING

0601	Does the command ensure Marines and Sailors are trained to prevent incidents of PAC using only the approved training material?	Reference: MCO 5354.1E, Vol 1, Chap 2, par 020305.B


0602	Does the command ensure Marines and Sailors training record is updated in MCTIMS using the appropriate training code?	Reference: MCO 1553.3


	Section II – Subsection 7 - Demonstrated commitment from leadership is an essential element for the success of the Marine Corps MEO program.  General Officers in command and those with GCMCA are responsible for the appropriate oversight of their MEO programs.  General Officers in command shall ensure compliance with the policy and procedures prescribed in MCO 5354.1E.  This section of the checklist is designed to evaluate oversight responsibilities of General Officers in Command and those Commanders with GCMCA.		Subsection 7 – COMMANDING GENERALS AND COMMANDERS WITH GCMCA

0701	Does the Commanding General’s policies and procedures identify local prevention efforts and response procedures, to include education and awareness, and responsibilities in accordance with the reference?	Reference: MCO 5354.1E, Vol 1, Chap 2, par 020304.1


0702	Does the Commanding General or GCMCA have protocols in place to ensure all DASH reports submitted to HQMC (MPE) are complete and accurate?	Reference: MCO 5354.1E, Vol 1, Chap 2, par 020304.4


0703	Has the GCMCA developed and published procedures for receiving and processing requests for reconsideration of dismissal?	Reference: MCO 5354.1E, Vol 3, Chap 4, par 0405


0704	Has the GCMCA developed and published procedures for receiving and processing appeals?	Reference: MCO 5354.1E, Vol 3, Chap 6


Section III – Subsection 8 - MEO offices, and the Equal Opportunity Advisors (EOAs) assigned to them, are responsible for the initial intake, prima facie assessment, review and advice to the commander.  They oversee the processing and tracking of all reports alleging prohibited activities and conduct in accordance with this MCO 5354.1E.  EOAs will enter and manage all complaints appropriately in the Discrimination and Sexual Harassment (DASH) reporting system.  EOAs work closely with commands to ensure complainants are provided a fair and effective complaint resolution system. This portion of the checklist is designed to evaluate the actions of the EOA/MEO office.  This section of the checklist is applicable to all EOA/MEO Offices.		Subsection 8 – EOA/MEO OFFICE RESPONSIBILITIES

0801	Does the EOA/MEO office provide monthly updates to all supported GCMCAs as outlined in the reference?	Reference: MCO 5354.1E, Vol 3, Chap 2, par 020204


0802	Does the EOA/MEO office enter and manage all complaints appropriately in the DASH?	Reference: MCO 5354.1E, Vol 3, Chap 2, par 0201


0803	Does the EOA/MEO office conduct and maintain in-take interviews using the Complainant’s Notice of Rights and Responsibilities template?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 0502


0804	When complaints meet prima facie based upon the criteria in the reference, does the EOA/MEO office frame the complaint for the commander and forward to the commander for appropriate action using the complaint analysis template?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 050301 and Appendix B


0805	When complaints do not meet prima facie based upon the criteria in the reference, does the EOA/MEO office complete the complaint analysis template and advise the commander and/or the appropriate agency for redress or further assistance?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 050302 and Chap 4, par 0403


0806	Does the EOA/MEO office meet with complainants to obtain a complainant resolution statement (CRS) after the commander decision to substantiate or not substantiate their complaint.	Reference: MCO 5354.1E, Vol 3, Chap 5, par 0507 and par 050602


0807	Does the EOA/MEO office conduct follow-up assessment with complainants and subjects within 45 days of final command action to ensure there have been no incidents of reprisal or retaliation?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 050902


0808	Is the EOA/MEO office conducting Equal Opportunity Representative (EOR) training for supported commands?	Reference: MCO 5354.1E, Vol 3, Chap 2, par 020306


0809	Does the EOA/MEO office track compliance with command climate assessment requirements on behalf of the supported GCMCA?	Reference: MCO 5354.1E, Vol 3, Chap 2, par 020307


0810	Does the EOA/MEO counsel complainants on their ability to request for reconsideration of dismissal?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 0504


0811	Were the complainant(s) and subjects briefed on their appeal rights by the EOA/MEO office?	Reference: MCO 5354.1E, Vol 3, Chap 5, par 0508, and Chap 6, par 0601 and 0602







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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