
COMNAVSAFECEN 5101/3 (03/11)

COMNAVSAFECENINST 5101.5A

EVENT TIME LINE (Survey or Assist Visit)

   Action     Responsible Party      Suggested  
     Timing *      Complete       Comments

   Request for Safety Assist Visit received     Any program may receive, solicit  
    request

    

   Agree on date for survey with  
   command to be visited

     Program Director (Code 40)     D - 45

   Coordinate travel details      Travel Coordinator     D - 45       Use Encl (2)

   Decide on team members      Team Leader     D - 45

   Arrange lodging      Travel Coordinator     D - 30       Use Encl (3)

   Arrange transportation      Travel Coordinator     D - 30       Use Encl (3)

   Submit Travel Authorization      Site Visit Members     D - 30

   Draft airlift message (if necessary)      Travel Coordinator     D - 30       Use Ref (a)

   Verify need for security clearance      Team Leader     D - 30

   Send Oversea Area Clearance Message      Travel Coordinator     D - 30       Use Ref (a)

   Send final pre-visit notification to 
   command

     Team Leader     D - 14

   Prepare survey checklists      Site Visit Members     D - 14

   Pre-visit brief with team      Team Leader     D - 7

   Submit travel claims      Site Visit Members     D + 5

   File completed checklists      Site Visit Members     D + 5

   Send formal follow-up informaton 
   to command

     Team Leader     D + 14       Use Encl (9)

   File Trip Report      Team Leader     D + 5       Use Encl (10)

* D = Date of safety assist visit (i.e., D-90 means 90 days prior and D + 5 means 5 days after visit)
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