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The following SDA has been created as a brief example of how an SDA should look at its completion.  This is not the complete SDA for the Logistics Officer achievement.  You are encouraged to utilize the RWCS SDA Guidelines for Submission and a copy of CAPP 14 – Staff Duty Analysis Guides to help flesh out your understanding of the SDA process.

Staff Duty Analysis Report: Logistics Officer Achievement

By C/2d Lt John R. Sample

SECTION ONE – GOVERNING DIRECTIVES

In this section you will list each regulation, manual, or other directive that may play a role in this SDA.  You should list the number, title, and a brief description of what the regulation covers.

Example:

· CAPR 66-1, CAP Aircraft Maintenance Management.  Directs how and whom can conduct maintenance on corporate aircraft.  Also sets guidelines for certain maintenance checks.

· CAPM 67-1, CAP Supply Manual.  Outlines how CAP supplies are distributed to members and collected from members.  Explains expendable and non-expendable item classifications.

· CAPR 67-1. CAP Aircraft Parts Supply Depot.  Regulates use of the CAP Supply Depot for obtaining parts for CAP corporate aircraft.

· And so on…..each achievement will have a number of regulations and manuals associated with it.  You can find which regulations and manuals are part of the position by consulting the SDA portion of the chapter of your Leadership 2000 and Beyond textbook, and by referencing the CAPR 0-2.
SECTION TWO – PERFORMANCE REQUIREMENTS

Here you will describe, in detail, each of the performance requirements that are listed in the SDA for you to complete.   If you review the Performance Requirements and decide that you are not interested in one or more, then you should contact the Leadership Officer to design a project that can adequately replace one or more of the Requirements.  For each Performance Requirement you will provide the following information in this section:

TASK – List exactly what was expected of you.  Do not simply retype the item from the SDA listing.  If the SDA says to inventory a list of items given to you, then list those items that are actually given to you by the Leadership Officer/Deputy Commander.

REGULATIONS/MANUALS – Here you will list any regulations that have a direct bearing on this task.  Be thorough and think carefully about what might effect the area you are studying.  Include a short reason why you used each manual/regulation.

FORMS – For some Performance Requirements you will have to fill out forms.  List what forms you used and what the forms are for in this area.  A complete and legible copy of these forms should be included in your final SDA report in Attachment 1.

Example:

TASK – You have just received a computer, two handheld radios, seven BDU blouses, and a pickup truck.  Properly inventory and document these items.

REGULATIONS/MANUALS – 

· CAPM 67-1, CAP Supply Manual.  Provided information on how to properly receive property.

· CAPR 77-1, Operation and Maintenance of CAP Owned Vehicles.  Described how to mark the vehicles and transport them.

FORMS – 

· CAPF 37, Shipping and Receiving Document.  Records incoming, outgoing, and disposal of property.

SECTION THREE – CHECKLISTS

The next section of your SDA is a list of items that you are supposed to investigate about your unit.  You will need to network and interview other unit members to ascertain if these things are being done.  If they are being done you will also need to investigate if they are being done correctly, timely, etc.  In this section you will report your findings.  Take this duty seriously as your findings will be reviewed by the squadron’s Deputy Commander for Cadets, and in areas where you state that conditions are inadequate actions should be taken!

· Type in the first checklist item.

In Italics, describe what you found.

If what you found was incorrect, improper, or otherwise needs attention then list your recommended plan of action here in underline format.

· Continue this for each checklist item.

Example:

· Has the logistics officer been appointed in writing?

I found that the Unit Commander has appointed a Logistics Officer with a CAPF 2a.

· Are proper records of acquisition, receipt, issue, storage, and disposal of all property maintained properly?

I found that overall the records are not maintained according to CAPM 67-1.

I recommend that a central record storage area be created for CAPF 37’s and 111’s.  Specifically attention should be paid to recording acquisition of expendable uniform items, and disposal of same.

And so on…

SECTION FOUR – SYNOPSIS

By now you have completed an exhaustive and comprehensive review of the staff job.  In the synopsis you have the chance to discuss, frankly, your feelings about the position.  This is your chance to demonstrate your understanding of the position, your feelings on how it is being executed within your unit, and recommendations you may have.  This should be in essay format and no less than 500 words.

ATTACHMENTS

For each duty/responsibility project you will need to attach the final result to the end of the report as an Attachment.  Each attachment should be numbered appropriately.

TABLE OF CONTENTS

Now that all the pages are done and all the attachments added, you need to finish off the project by adding a table of contents.  Go back to the beginning and create a table listing each section and its corresponding page numbers.  Be sure to include your attachments as well.  Once everything is together submit the report to the CDC in a presentation folder/binder.  Remember… looks count too!

Attachment 1

I



SHIPPING AND RECEIVING DOCUMENT

DOC. NUMBER ISSUING/DISPOSAL ACTIVITY: 
  -    
DOC. NUMBER RECEIVING ACTIVITY:
  -    

FSC
SERIAL NUMBER
NOUN
FX NUMBER
UI
QTY
UNIT COST

2300
1234
Pickup Truck
DONATED
EA
1
$10,000.00

5895    
345676
Micron H-H Radio
PURCHASE
EA
1
$250.00

5895
5678
Micron H-H Radio
PURCHASE
EA
1
$250.00

5815
11111
Compaq 5220 Computer
DONATED
EA
1
$1,000.00

    
     
     
     
  
    
     

CHARTER NUMBER

SHIPPED TO:
CHARTER NUMBER

SHIPPED FROM:
PROPERTY ACCOUNTABILITY   FORMCHECKBOX 
  EXPENDABLE   FORMCHECKBOX 
  NONEXPENDABLE

MN104
MN001
AUTHORITY FOR ACTION:  CAPM 67-1

     
     
 FORMCHECKBOX 
  RECEIPT
 FORMCHECKBOX 
  TRANSFER

     
     
 FORMCHECKBOX 
  REPORT OF SURVEY

     
     
 FORMCHECKBOX 
  DISPOSAL

II
DATE RECEIVED:
     

CERTIFICATE FOR RECEIPT BY WING/UNIT

I certify that the property listed hereon is CAP property, that it will be safeguarded and maintained, and be used for CAP activities only. The undersigned officer does hereby accept accountability for the above property.

TYPED NAME, GRADE OF SUPPLY OFFICER OR COMMANDER
John R. Sample, FORMDROPDOWN 


SIGNATURE
_______________________________________________
DATE       

III
(FOR ISSUES TO INDIVIDUALS)


In accepting custody of the above described property, it is agreed that CIVIL AIR PATROL retains all legal title to same. It is further agreed that said property will be returned to the Issuing Officer or his designee on demand by the Issuing Officer. ANY ADDITIONS OR IMPROVEMENTS TO SAID PROPERTY SHALL BECOME PART THEREOF AND BELONG TO CIVIL AIR PATROL.

Issued to (typed or printed name)
     
Signature
_____________________________
Date
     

Approved/Disapproved, Commander’s/Deputy Commander’s Signature
______________________________________
Date
     

ANNUAL REVALIDATION

Date
     
Commander’s Signature
_________________________________
Date
     
Individual’s Initials
_________

Date
     
Commander’s Signature
_________________________________
Date
     
Individual’s Initials
_________

IV
DISPOSAL STATEMENT/REMARKS:

     

* INVALID IF ALL BLOCKS ARE NOT COMPLETED

DISPOSAL APPROVAL


WING COMMANDER’S SIGNATURE

DATE
WING LIAISON OFFICER SIGNATURE

DATE

V
DATE
DATE

REVIEWED FOR COMPLETENESS BY:  Liaison Office ___________________
USAF-CAP Region LG/CC ________________________

Attachment 2

This is where your essay from SECTION FOUR will go.







