OPERATIONAL REVIEW PROGRAM (ORP)GUIDE

ARMY NATIONAL GUARD

07/2000

DJMS-AC

                                 (References:  Military Pay Procedures Manual (MPPM) unless otherwise stated)

USPFO: _____________________         DSN/SITE ID: _______________________

POC: _______________________          PHONE: ____________________________

DATE OF VISIT: ___________________

YES   NO   NA    NI

                                        1.  Are the following publications, messages and references hand?

(    )   (    )   (    )   (    )             a.  MPPM

(    )   (    )   (    )   (    )             b.  DoD 7000-14R, MFR Volume 7, Part A

(    )   (    )   (    )   (    )             c.  AR 37-104-4

(    )   (    )   (    )   (    )             d.  Numbered MILPAY AC messages

(    )   (    )   (    )   (    )             e.  MP AIG messages 

                                         ____________________________________________________________________    _____________________________________________________________________                                                          

                                         _____________________________________________________________________

(    )   (    )   (    )   (    )    2. Is a written Continuity of Operations Plan (COOP) on file and reviewed annually? 

                                        (MPPM 2.3.4)

                                         _____________________________________________________________________


                                         _____________________________________________________________________

                                         ____________________________________________________________________                                   

  (    )   (    )   (    )   (    )     3.  Has the Financial Manager appointed in writing the primary and alternate TASOs?     (MPPM 3.1.2.1)

                                         _____________________________________________________________________


                                         _____________________________________________________________________

                                         _____________________________________________________________________                                   

(    )   (    )   (    )   (    )     4.  Does the primary TASO have, on file, DFAS-IN Form 36-67J or DISA Form 41, for all current users assigned access and are the user profiles prudent?  (MPPM 3.1.2a)

_____________________________________________________________________         _____________________________________________________________________
                                          ​_____________________________________________________________________
(    )   (    )   (    )   (   )      5.  Is the current version of JDCIII being run?  The current version is _________,              change _______.                

_____________________________________________________________________                                                                                                                                             _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )      6.   Are terminals located in areas that do not allow easy access by unauthorized personnel?

                                         (MPPM 2.1.3.2c)

_____________________________________________________________________                                                                                                                                          _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )      7.  Is the Cycle Number Control Log properly posted and monitored to ensure that all cycles are returned in a timely manner?  (MPPM 5.3.3.1.b)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )      8.  Is an Input Source Code Table file established and maintained by the Military Pay        Supervisor?   ( A separate input source code is required for each PACIDN)  (MPPM 4.3.9.5 and 5.3.1)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )      9.  Are all documents received from HRO and supporting activities received on and controlled by Unit Transmittal Memorandum (UTM)?  (MPPM 5.3.3.a)

_____________________________________________________________________                                                                                                                                                               _____________________________________________________________________

_____________________________________________________________________

(    )   (    )   (    )   (   )     10.  Are all documents verified and screened prior to processing?  (MPPM 5.5.3.b) 

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

_____________________________________________________________________

(    )   (    )   (    )   (   )     11.  Are all documents, other than those considered priority exceptions, processed on a first-in first-out basis?  (Processing within three work days is the standard)  (MPPM  5.3.3.c and 5.3.3.1.e)   

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

_____________________________________________________________________

(    )   (    )   (    )   (   )     12.  Does the Military Pay Supervisor ensure that a separation of duties, between coders and verifiers, is maintained?  (MPPM 5.3.3.1.c, 5.3.3.2 and 5.3.3.3)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     13.  Have controls been established to review a soldier’s MPPA within ten days to ensure  all accession transactions have been processed?  (MPPM 5.3.2.c.1)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     14.  Have internal controls been established to ensure accession confirmations are processed on valid pay accounts?  (MPPM 5.3.2.c.2)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     15.  Are separation documents input for all soldiers as soon as the separation is known or 120 days (whichever is less)?  (MPS must aggressively seek information required for the separation input when a separating soldier is identified.)   (MPPM 4.3.40)                                            _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     16.  Does MPS provide HRO a copy of each separating soldier’s WHAT-IF-LES, when requested?  (4.3.40.6)                                            _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     17.  Does the Military Pay Section receive notification from the unit (through HRO) when soldiers are in “field duty status” so that collection of BAS can be initiated?  (MPPM 4.3.23)                                             _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     18.  Are soldiers given due process, IAW the Debt Collection Act 1982, before a debt is collected?  (DFAS 37-1, Chapter 15)                                            _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     19  Is e-mail used to notify DFAS-IN of applications for waiver of U.S. claims for erroneous payment of pay and allowances identifying the soldier’s account and date the waiver documentation was forwarded?  (MPPM 4.3.18.1.s) 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     20.  Are Remission and Cancellation of Indebtedness applications processed (IAW AR 37-     104-4 and DoD 7000-14R, FMR Volume 7A, Part 7 and MPPM 4.3.18.1r)?

                                          _____________________________________________________________________

                                          _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     21.  Is input made to the MMPA to suspend collection of the indebtedness pending final decision?  (MPPM 4.3.18.1r)   

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     22.  Are management case files maintained for debt cases pending collection in full of the debt, disapproval of request for remission or cancellation, approval of waiver, PCS or transition of the soldier?  (MPPM 5.3.3.4.8)

_____________________________________________________________________                                                                                                                                                                _____________________________________________________________________

                                          
_____________________________________________________________________

 (    )   (    )   (    )   (   )    23.  Is a DD Form 2560 used to document a soldier’s request and subsequent approval of advance pay?  (AR 37-104-4, paragraph 15-2)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     24.  Are DJMS-AC substantiating documents filed and retained for six years and three months?  (AR 25-400-2 (MARKS), Table B-17, FN 37-103dd) 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     25.  Are DFAS-IN Update Reports downloaded and worked after each scheduled update?  (Processing the Daily Register of Rejects is a daily priority.)  (MPPM 4.3.38.5.1 and 4.3.38.5.2.d(1))

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          
_____________________________________________________________________

(    )   (    )   (    )   (   )     26.  Are Management Notices suspended for actions within the normal suspense period (2) days?  (MPPM 4.3.38.7.2.b) 

_____________________________________________________________________                                                                                                                                                                 _____________________________________________________________________

                                          
_____________________________________________________________________

(    )   (    )   (    )   (   )     27.  Is a copy of the DJMS Leave Transaction Input Report forwarded to HRO after each scheduled update?  (MPPM 4,3.38.5.2.b(2))

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     28.  Is the Unit Commander’s Finance Report (UCFR) distributed to the HRO for review          and certification each month by the AGR Manager?  (MPPM 5.3.3.f.1.(f)3.)



                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

                                       29.  Are reports retained for the specified time?  (MPPM 4.3.38.5.2)

(    )   (    )   (    )   (   )                a.   Document Transmittal List              Curr + 6 mo

(    )   (    )   (    )   (   )                b.   JUMPS Leave Trans Input               Curr + 2 mo

(    )   (    )   (    )   (   )                c.   Processed JUMPS Update Trans
Curr + 2 mo

(    )   (    )   (    )   (   )
        d.   Daily Register of Rejects

Curr + 6 mo

(    )   (    )   (    )   (   )                e.  
Recycled JUMPS Update Trans
Curr + 6 mo

(    )   (    )   (    )   (   )                f.
Management Notices

Until Processed

(    )   (    )   (    )   (   )                g.
One-Time Pay Authorization
Curr + 2 mo

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

                                                                             HRO RESPONSIBILITIES
(    )   (    )   (    )   (   )     30.  Does HRO maintain a Leave Control Log for each PACIDN?  (MPPM 4.3.28.2)                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )      31.  Does HRO notify all soldiers:

(    )   (    )   (    )   (   )               a.  (enlisted only) that they are entitled to lump-sum settlement of unused accrued                                     leave (NTE 60 days within a career) upon completion of a tour?  Note:  Officers/Warrant  Officers can only sell leave after their initial three year tour, because after that they become indefinite.  Thus, they can only sell leave upon separation or retirement.    




____________________________________________________________________

                                           ____________________________________________________________________
                                           ____________________________________________________________________

(    )   (    )   (    )   (   )               b. (enlisted only) that they may be reimbursed for unused accrued leave, carry forward unused accrued leave or be reimbursed for a portion and carry forward the remainder of unused leave when consecutive tours are involved (e.g. extension or continuation of tour).




____________________________________________________________________



               ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )   (    )   (   )                c.  Is notification made in writing and signed and dated by the soldier?                                            (DoD 7000-14R, FMR Volume 7A, Para 40401, MPPM  4.3.37.)

                                            ___________________________________________________________________

                                            ___________________________________________________________________

                                            ___________________________________________________________________                                                                                                      

(    )   (    )   (    )   (   )     32.  Have HRO personnel been instructed as to proper handling of LESs.  (MPPM 5.3.3.f.1and 5.3.3.f.1.(f)5.)                                                                                   _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     33.  Have procedures been established  to review and research those LESs that contain unknown PACIDNs and/or soldier accounts?   (MPPM 5.3.3.f.1and 5.3.3.f.1.(f)5.)                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

COMMENTS/RECOMMENDATIONS:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

Prepared by:   ________________________________________________

Telephone #:  ___________________________
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