UNIT FOLDER WORKSHEET

Refs:  COMNAVRESFORINST 1001.5 (Series)

         BUPERSINST 1001.39 (Series)
ACTIVITY: _______________________ UNIT: ___________________ PREPARED BY: ____________

	Unit IDT Accounting:
	Y or N
	
	Y or N

	Are all IPR’s both unit & partial unit in the unit folder?
	
	Required Reports:
	

	Are “A” or “P” the only annotations on Unit IPR?
	
	Unexcused IDT report.  Print upon completion of all IDT posting to ensure unsatisfactory participants are processed per directives.
	

	Are all IDT periods properly adjudicated?
	
	Remarks:

	Are absences properly annotated in the remarks?
	
	

	Is the Unit IPR signed by the Unit CO or designated E-7 or above?
	
	

	Are entries in black ink?
	
	

	Copies of IDT orders if IDT period is not recorded on unit IPR’s.
	
	

	Are By direction letters on file?
	
	

	IDT history review forms for personnel transferred or discharged on file?
	
	

	Unit Pay Report:
	
	

	Naval reserve drill pay (NRDP) earning statement report.  Verified/signed by RESPAY Clerk?
	
	

	Transmission Log:
	
	

	Are IDT periods processed within three working days after IDT weekend?
	
	

	Unit Unadjudicated IDT Report:
	
	

	Printed each week to ensure adjudication of any RS drills performed during the week had been completed.
	
	

	Are Predetermined IDT periods on this report more than three days old?
	
	

	
	
	


Modified: 28 April 2003 

