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SUBJECT: GENERAL ORDER DISTRIBUTION AMENDS 

Agency Reports & Inspections All Personnel 
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Purpose: To familiarize members with inspection and reporting requirements. 

Policy: Regular periodic reports and inspections will be completed and recorded to ensure agency goals and 
objectives are being met. The responsibility for reports and inspections will be placed with the 
Commanding Officer of the departmental component, which performs the function (see Appendix). 
The inspection or report will be submitted through the chain of command with distribution as noted in 
the appendix. Reports will be retained by the Commanding Officer of the departmental component 
responsible for the report as specified by the Records Retention and Disposition Schedule CO-2. 

I. Responsibilities: 

A. Departmental components (as listed in the Appendix) will: 

1. Have the responsibility to insure that the required inspections are conducted and reports 
prepared in a timely manner according to the schedule provided. 

2. Submit completed reports in a timely manner through the chain of command as indicated in 
the Appendix. 

3. Ensure that completed reports or inspections are stored by the highest-ranking departmental 
component responsible for such report or inspection. The reports and inspections will be 
maintained according to the Records Retention and Disposition Schedule CO-2. 

B. Bureau Chiefs shall: 

1. Maintain a listing and schedule of all required inspections and reports for all departmental 
components under their command. 

2. Provide advance notice to the appropriate component that an inspection or report is due 
within thirty (30) days. 

3. Ensure the timely completion of the inspections and reports made by departmental 
components within their bureau. 

4. Maintain a file of each completed inspection or report. 

C. The Staff Services Bureau will: 

1. Maintain a master listing and schedule of all required inspections and reports for all 
departmental components. 

2. Complete audits or independent inspections as required. 












