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Cover Letter for Self-Assessment Report

	{Information in brackets provides guidance for completing cover letter.}

	

	Office Symbol

	

	

	MEMORANDUM FOR  

	     {The appropriate team leader, i.e., Director of CAC QAO; AAC QAO; or Proponent School QAO.}

	

	SUBJECT:  Self Assessment Report for {training institution}

	

	

	1.  References

	

	      a.  Memorandum, HQ TRADOC, Deputy Commanding General/Chief of Staff, 11 Apr 02, subject:  TRADOC Accreditation of Initial Military Training, Institutional Leader Development and Combat Training Center Programs

	

	      b.  {Appropriate Accreditation Team’s Letter of Instruction.}    

	

	2.   The {name of organization/office that conducted self-assessment} completed a self-assessment on {date}.   

	

	3.   The following courses were evaluated during the self-assessment:

	

	a. {Name of course}

	b. {Name of course}

	c. {Name of course}

	d. {Name of course}

	e. {Name of course}

	

	4.   Enclosed is (are) the self-assessment report(s) highlighting accomplishments, strengths, limitations, deficiencies, corrective actions, new initiatives, training program-related investments, and higher headquarter issues for the conduct of training, training support, and proponent functions (delete the latter if not applicable) based on the TRADOC Accreditation Standards Guide.

	

	5.  Attachments to self-assessment report include:  

	

	      a.  Tab A.  Commander’s Training/Education Guidance, Directives, and 

	Policies.  

	
      b.  Tab B.  An annotated copy of the TRADOC Accreditation Standards List 

	showing a self-rating for each standard and any supporting documentation, to 

	include explanation of standards not met.

	

	      c.  Tab C.  Organizational charts to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.  

	

	      d.  Tab D.  A copy of supporting TDA/TOE.

	

	      e.  Tab E.  Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.   

	Note:  If electronic copies are not available, attach paper copies.

	

	      f.  Tab F.  Resource Management documentation.

	

	      g.  Tab G.  All current waivers for the programs being evaluated.

	

	      h.  Tab H.  A summary of the training institution’s efforts/initiatives to collect feedback/lessons learned/recommendations from the field and other key stakeholders, and results and actions taken.  

	

	      i.  Tab I.  The institution’s accreditation schedule and accreditation status of institutions evaluated (if applicable).

	

	6.  The Team Leader for this self-assessment is {name, phone number, e-mail address.}  The POC for scheduling assistance/accreditation visits to this education/training institution is {name, phone number, e-mail address.}  

	

	

	

	

	Enclosures




SIGNATURE BLOCK

	





XXXXXXXXXX

	





XXXXXXX, XXXXXXX

	





    XXXX

	

	CF:  HQ, TRADOC QAO


Self-Assessment Report 

for {name of training institution}

	{Information in brackets provides guidance for completing this report. Comments should be concise and to the point.}

	

	1.  Executive Summary 

	The purpose of this document is to report the results of the {initial military training, institutional leader development, or RC TASS Training Battalion} self-assessment completed by {name of training institution} IAW HQ, TRADOC Policy Memorandum, TRADOC Accreditation of Initial Military Training, Institutional Leader Development and Combat Training Center Programs, ATTG-CD, dated 11 April 2002.  {Summarize main findings}

	

	2.  QA POC 

	{Identify primary POC for coordination with Accreditation Team.}

	

	3.  Conduct of Training

	
(a) {Identify strengths in the conduct of training.}

	
(b) {Identify limitations that hinder conduct of training.}

	
(c) {Identify areas that were deficient and what you did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

	
(d) {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for conduct of training.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

	
(e) {Identify Higher Headquarter Issues (HHI) to include DA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

	


	4.  Training Support

	
(a) {Identify strengths with training support.}

	
(b) {Identify limitations that hinder training support.}

	
(c) {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}


	
(d) {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for training support.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

	
(e) {Identify Higher Headquarter Issues (HHI) to include DA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

	5.  Training Development


	
(a) {Identify strengths in training development.}

	
(b) {Identify limitations that hinder training development.}

	
(c) {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

	
(d) {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for proponent functions.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

	
(e) {Identify Higher Headquarter Issues (HHI) to include DA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

	


	6.  General Comments {Highlight significant performance, accomplishments, and/or achievements of faculty, students, or the institution in general since the last accreditation.  This provides the training institution an opportunity to boast on their achievements.}

	

	7.  Attachments {Attach the following} 

	      a.  Tab A.  { Commander’s Training/Education Guidance, Directives, and Policies. This should include the institution commander’s mission, vision, intent  (priorities); any guidance issued to directorates for current and out year strategic planning (strategic direction); and policy letters and/or memorandums.  Intent of this attachment is to provide the Accreditation Teams with insight on how the institution is or is not aligned with higher headquarter guidance.}     

	      b.  Tab B.  {An annotated copy of the Accreditation Standards List showing self-rating for each standard and any supporting documentation, to include explanation of standards not met.}

	      c.  Tab C.  {Organizational chart to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.  Functions of the various organizations should be identified (e.g., 4th  BN, 6th BDE is responsible for Officer Basic Training and CCC, or SPIO is responsible for Strategic Plans and Integration.)}

	      d.  Tab D.  {A copy of supporting TDA/TOE and current UMR.}

	      e.  Tab E.  {Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.   Documentation should include, but not be limited to, lesson plans (for those to be observed), training schedules, institution SOP, critical task lists, POI, Student Evaluation Plans, Course Management Plans (as required), and Course Maps.  The documentation may reside on the proponent’s homepage, ASAT Database, Reimer Digital Library, FTP site, or other electronically accessible locations.  Non-observed course documentation needs to be available.}

	      f.  Tab F.  In addition to the information available to the Accreditation Team from other sources (e.g., Installation Contracts on the DCSRM webpage and the Training Development Prioritization Workload managed by DCSOPS&T) we are providing the additional resource management documentation to assist you:  {e.g., most current Monthly Status Reports, Unit Manning Reports, Training Development Plans, Project Management Plans, POM Submissions, Long and Short Term Training Strategies, and TRADOC Budget Guidance.}

	      g.  Tab G.  {Current waivers.}

	      h.  Tab H.  {Description of institution’s efforts to collect feedback/lessons. Learned/recommendations from the field and other key stakeholders.  Include a summary of these results and related actions.}      

	      i.  Tab I.  {The Institution’s Title XI plan and program, if the institution accredits Title XI organizations.}     
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