Unit’s Procedures for Clearing Open Discrepancies
[bookmark: _GoBack]The unit commander will review all open Discrepancies, from the SUI Report, with her/his staff. Each staff member will make the required corrections and forward the explanation for the correction along with any documents to the unit commander. The staff officers should review the appropriate CAP Regulation and CAP Inspection - Knowledge Base (http://capmembers.com/cap_national_hq/inspector_general/inspection-knowledge-base/ website) to insure understanding of what is required. They should also review the COWG website for any templates or other information that may be available, e.g COWG PAO page for the Public Relations Plan template.
The unit commander, after insuring that the explanation and documents are complete, will go into CAPNHQ eServices to enter them as Responses. He/she will use the following steps to do so.
1. eServices / Inspector General
2. Scroll down to bottom of page 
3. Click your unit’s number – this will open your unit’s Discrepancy Log
4. Scroll down to Discrepancy List
5. Select the Discrepancy for which you want to enter a Response – example – “(A-Discrepancy): [09] (Question 1) Unit had not developed an annual public relations plan IAW CAPR 190-1 para 7a.”
6. Click “View/Edit Responses” button on far right column, this will bring up Response page
7. Select Duty Position to Send Email to – dropdown – Inspector General
8. Click on “Add Response”
9. Discrepancy Response box – type in your response to discrepancy – example – “Unit Public Relations Plan has been completed and forwarded to COWG PAO. A copy has been uploaded.”
10. Select File to Upload – upload any pertinent documents using browse button – example – “Unit Public Relations Plan”
11. Private Chat? – No
12. Discrepancy Ready for Closure? – No – This question is answered by the Inspector General
13. Submit
14. For responses to additional discrepancies – Select Return to Discrepancy List
15. Repeat steps 5 – 14

After all responses have been entered send an email to me ig.a.cowg@gmail.com. Include the date(s) of entry and the Discrepancies to be closed.
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