IMSO Inspection Checklist
General 
What is the IMSO mission? 
Have IMSO key personnel names and contact information, including emergency, after hours contact information, been forwarded to SATFA within five working days of change? 

Are IMSO office and other installation personnel aware of their responsibilities in AR 12-15 and other pertinent SATP references concerning IMSs? 

Does the IMSO routinely use 

    a. AR 12-15? 
    b. SAN Web/IMSO Web? 
    c. International Training Management web site?
    d. SATFA AKO Knowledge Center
? 
    
Is the IMSO office adequately staffed? If not, why? What is the actual versus required personnel situation?  Actions taken to make adjustments?  Copy of latest TDA on hand?
Have IMSO office personnel

a. Attended DISAM Training Officer (TO) Course? 

b. Attended Cross-Cultural Communications Course (CCC)?

c. Completed the DISAM International Programs Security Requirements (IPSR) Course? 

d. Begun/completed International Affairs Certification?
Visited SATFA (IMSO and FSP Manager, at a minimum)?
Participated in IMSO conference/training program/regional workshop? 

Does IMSO office present a good first impression to IMS? 

Does IMSO office have area for students to gather informally? 

Are IMSO office personnel helpful, friendly and professional? 

Does IMSO have space for private discussions with IMS? 

Does IMSO have problems complying with regulations/requirements (management constraints, conflicting/unnecessary guidance)? 

Does IMSO have a web page?  

Does IMSO have generic IMSO email address?
Program Management/Student Life Cycle Support

IMSO Web - 

Using the IMSO Web, run STL to obtain and verify arrival data.  Enter IMS information and appropriate progress messages – arrived, enrolled, completed, departed within 5 working days of occurrence.  Add other pertinent progress messages as warranted such as change in duration of training, academic difficulty, academic achievement etc.  

Maintain current POC and activity information for all associated training activities. 

Enter complete and accurate international only notes for individual courses maintaining currency and relevancy.   Semi-annually check to ensure course scope and pre-requisites are current.

IMS Life Cycle Support – 

Provide IMS arrival roster 2 weeks in advance to appropriate post personnel such as lodging, dining facility, hospital/clinic, MPs, etc.  Make billeting and airport transportation arrangements.  

Are quarters appropriate for IMS rank?


Ensure individual picking up IMS at airport is briefed on SATP and, if possible, of equal rank to IMS.

Arrange for other IMS and accompanying authorized dependent(s) life cycle support such as identification cards (CAC with appropriate permissions for IMS), pay and assorted other financial issues, medical issues to include dental, housing, in and out-processing briefings, official photos, post and school orientation.  Endeavor for IMS to complete without missing any academic time.
Prepare student file for each IMS.
Administer ECL test (if applicable) within 3 to 5 days of IMS arrival.  Notify SATFA and DLI concerning students who fail to achieve prerequisite ECL.
Request/provide school position on ECL waiver as necessary.

Brief IMS IAW AR 12-15.
 
Prepare students to function in the U.S.
 
Provide handout containing key information presented during orientation.
 
Have students sign statement stating they understand all information, and have them initial by each key point.
 
Official photos if necessary.   Upload to IMSO web.


Review ITO with student; obtain amendment from SAO if necessary or endorse if necessary. 

Issue ID cards (CAC with appropriate permissions) to IMS.
 
Issue ID cards to accompanying authorized dependents, if any. 

Arrange for TLA payment to authorized students.
 
Develop, maintain, instruct and update IMS prep course as required.

Act as a prep course/course manager for international only training to include FSP week in DC.  

Monitor IMS academic progress.  
Perform counseling as needed in writing.
Apprise SATFA country program manager (CPM) within one day of initial notification that an IMS is experiencing academic difficulty (or other difficulties such as disciplinary, dependent, medical, personal).  In conjunction with managerial/instructional personnel and SATFA CPM coordinate/develop remedial training or other course of action for IMS.  Enter appropriate progress messages in IMSO web. 
Coordinate with training departments at least two weeks in advance to receive written approval for student participation in officially published/ selected country holiday(s).
Ensure DLI questionnaires received for DLI graduates are completed by both IMS and their instructors and returned by IMSO to DLI within required timeframe.

Make departure arrangements for IMS and schedule pre-departure briefing.  Ensure IMS have cleared personal obligations (especially billeting) prior to departure.  Brief IMS on baggage allowances.

Notify gaining training activity/installation at least 15 days prior to scheduled arrival of IMS for follow on training.  Forward complete IMS personnel and training records (retaining full copy of each) to gaining installation to arrive as soon as possible but NLT 10 days after IMS arrival.
Mail retainable instructional material (RIM) to appropriate address as stated on IMS international travel orders (ITO) within 5 days of IMS completion of training.

Attend IMS graduations.

Conduct safety briefings. 

Provide students access to e-mail and variety of news sources. 


Complete International Student Academic Report and forward to SAO within 60 days of IMS graduation.  If report is complete and signed prior to IMS departure, IMSO may provide a copy to graduating IMS.
Maintain in-house student database containing student roster-type information, such as billeting info, number of class absences (excused/non-excused), number of tardy slips, dependent info, medical policy information, etc, dates of arrival/departure, flight arrangements, etc.
Conduct regular supply and equipment inventory in keeping with Property Book responsibilities.
Field Studies Program

Does IMSO have an approved annual FSP plan on file at SATFA?
Was annual FSP plan submitted to SATFA FSP manager NLT 1 August?
Has IMSO entered MASL, TMW, and STL information into the FSP Tool to project FSP earnings and required carry-over?

Has IMSO entered test FSP events into the FSP Tool to view priority exposure for plan?

Have event templates (with lesson plan) been entered into the IMSO web?

Have pending event reports been submitted with projected participation and costs?

Do IMS receive a briefing on the FSP during in-processing?
Are event pre-briefings conducted?
Is feedback gathered from all escorts and IMS after an event?

Do members of the installation command group participate in FSP events?


Has IMSO planned and implemented an active FSP for all IMS that are training at least 4 weeks?  

Has the IMSO ensured event types and priorities are balanced, exposing 90%/achieving 80% of stated priorities for each IMS attending training?  

Is the program both educational and interesting?


Has IMSO developed an active host family or civilian sponsor program for all IMS?  If only for some IMS, what are the criteria?

Are some FSP events planned that include IMS dependents (at no cost to the US government)?

Are major events planned when maximum numbers of IMS are present?

Does IMSO include in the FSP local and state elected officials and members of Congress from the area in which the installation is located?

Is IMSO personally involved in planning and participating in the majority of FSP events?

Is the IMSO staff included in executing the FSP?

Does IMSO compile local files/folders within 10 duty days of event completion (to include lesson plan, handouts, itinerary, documentation/justification of invited guests, escort/IMS assessment, detailed receipts, etc.) and maintain for each FSP event conducted from previous and current FY? 
Have completed event reports been submitted with accurate participation and costs via the IMSO web within 10 duty days of event completion?

Have Quarterly Transformation slides been submitted with FSP information?

Does the IMSO make use of the unit travel card in executing the FSP?

Does the IMSO make use of the Government Purchase (formally known as IMPAC) Card in executing the FSP?

Does the installation support the IMSO when needed to fulfill their mission?

Does the IMSO have a viable plan to manage IMS attending FSP activities?  Are attendees invited by class or by signing up for an event?

Are FSP events conducted during the week, weekends, or both?

Does the FSP manager maintain a list of contacts for all FSP visit possibilities to include local, state and federal officials?

Does the community assist the IMSO with the civilian sponsor program?

Did IMSO submit EOY financial report to SATFA FSP manager NLT 1 September?
Did IMSO transfer remaining FSP earnings at the end of the FY via Miscellaneous Obligation Document (MOD) in order to utilize the carry-over first in the following FY?
Does IMSO publish TDY orders for IMS participating in FSP activities in excess of 10 hours in duration?
Did IMSO brief all professional military education (PME) course students on the SATP and solicit academic sponsors for IMS during in-processing of class?
Did IMSO prepare and disseminate literature on sponsoring students to include appropriate country background notes/culture grams/info to IMS sponsors NLT one day after commitment to sponsor specific IMS?
Did IMSO publish media release or participate in public speaking engagements with civic groups on FSP on a quarterly basis to include recruitment and recognition of sponsorship program?
Reporting 

Submit required routine reports and information requests to SATFA NLT annotated suspense date, if applicable.
Quarterly transformation report

Field Studies Program (FSP) end of year (EOY) financial report

FSP plan

Installation lodging rates

Forfeiture charge policy input

IMSO admin expenditure and personnel info EOY to SATFA Pricing Team

Personnel/contact info changes as they occur including leadership (semi-annual minimum)

Serious Incident Reports (SIR)

Pending IMSO personnel actions and associated costs
 Coordination 
Does the IMSO have access to the installation/garrison commander/school commandant to provide information and obtain guidance when necessary? 

Has the IMSO coordinated with billeting, bank officials, MPs, hospital/clinic personnel, dining facility, and other personnel on the installation who deal with IMS? 

Has IMSO provided updated telephonic staff rosters to local police, regional airports and others as necessary? 

Do all installation agencies that might come into contact with an IMS know the name, phone number, and location of the IMSO? Does this information include an emergency contact phone number for non-duty hours? 

Does IMSO coordinate with installation/school Foreign Disclosure Officer on IMS attendance in courses?
Does IMSO routinely meet/coordinate with course managerial/instructional personnel (OJT/OBT, ABIC, distributed learning (dL), classified military and controlled unclassified info)? 
Does IMSO have input into school documents/SOPs dealing with IMS? 
Does the IMSO routinely communicate with SATFA?

a. Respond in a timely manner to SATFA e-mail and phone calls 
       
b. Report school course/policy changes to SATFA P4

Does IMSO brief instructors of courses in which IMS are enrolled on their part in the SATP?
Does IMSO coordinate with training department personnel in planning FSP events? 

Budgetary

Calculate projected IMSO admin and FSP earnings on a monthly basis.  Inform SATFA P4 if critical shortages exist.
On a monthly basis provide servicing DRM budget analyst with a copy of the Standardized Training List (STL).
Develop annual IMSO admin and FSP budget, adjust according to changes in projected earnings, and execute without over obligating funds.
Maintain receipts on file for time specified by regulation for all IMSO expenditures. 
Executing obligation authority, act as contracting officer’s representative (COR), certifying official, completing receiving reports for contracts and other services provided.

Advisory/Public Relations
Provide training on SATP for all prospective instructors attending the Army Basic Instructor Course (ABIC).

At least once a year provide professional development training on the SATP for all staff and faculty of the training facility.

At least once per quarter prepare and disseminate a media release publicizing some key aspect of the SATP.

Provide personal briefing to chain of command, key training activity and other appropriate post personnel, such as commandant/deputy commandant/garrison commander on all aspects of the SATP, to include reimbursable earnings, within one month of their arrival at the activity/post or assignment to supervise the IMSO.

Is the IMSO visible (in classrooms, at post events, speaker for community groups)? 
Do IMS speak at local schools? 

 

�Not sure of precise terminology





