OPERATIONAL REVIEW PROGRAM (ORP)GUIDE

ARMY NATIONAL GUARD

08/2000

JUSTIS-DJMS-RC

                            (References:  ADSM Books I and III and NGR 37-104-3, unless otherwise stated)

USPFO: _____________________         DSN/SITE ID: _______________________

POC: _______________________          PHONE: ____________________________

DATE OF VISIT: ___________________

YES   NO   NA    NI

(    )   (    )   (    )   (    )     1.  Is the Military Pay Section (MPS) organized with a Control Element and Quality Edit Element?  (Evaluate the effectiveness of workload management and task assignments.)

                                          ____________________________________________________________________ _____________________________________________________________________                                                          

                                         _____________________________________________________________________

2.  Does the MPS have ready access to the following military pay publications?  (There         should be file or library copies within the immediate work area.)

(    )    (    )    (    )                 a.  Department of Defense Financial Management Regulation (FMR) Volume 7A  

(    )    (    )    (    )                 b.  NGR (AR) 37-104-3, Military Pay and Allowances - Army National Guard

(    )    (    )    (    )                 c.  NGR (AR) 350-1, Army National Guard Training

(    )    (    )    (    )                 d  .NGR (AR) 680-1, Personnel Assets Attendance and Accounting

(    )    (    )    (    )                 e  .NGB Pam 600-15, Army National Guard Incentive Program

(    )    (    )    (    )                 f.  ARNG Unit Level Finance Procedures Manual

                                         _____________________________________________________________________


                                         _____________________________________________________________________

                                         ____________________________________________________________________                                   

                                         3.  Does the MPS have up-to-date files of the following Military Pay related messages?  (These files will contain the messages filed in chronological order and indexed for easy reference.  Current and previous FY should be readily available.  Computer files are authorized in lieu of hard copy files.)

(    )   (    )   (    )                   a.  NGB All States Letters

(    )   (    )   (    )                   b.  MILPAY-RC Messages

(    )   (    )   (    )                   c.  MILPAY-AC Messages

(    )   (    )   (    )                   d.  JUSTIS-DJMS-RC Lessons Learned

(    )   (    )   (    )                   e.  NGB Financial Managers’ Newsletter

                                         _____________________________________________________________________


                                         _____________________________________________________________________

                                         _____________________________________________________________________                                   

(    )   (    )   (    )   (    )     4.  Does each Military Pay Clerk have their own individual copy of ADSM Book I and III and the ARNG Unit Level Finance Procedures.

_____________________________________________________________________         _____________________________________________________________________
                                          ​_____________________________________________________________________
YES   NO   NA    NI

(    )   (    )   (    )   (    )     5.  Is a file of DJMS e-mail messages maintained within the MPS?  (There should be a     complete file of all incoming messages to include MP-AIG and  Inbox messages -- recommend saving 60 days worth at a minimum.  If messages include a change to policy or procedures, they should be maintained until the change is incorporated into the applicable regulation.)

_____________________________________________________________________                                                                                                                                          _____________________________________________________________________

_____________________________________________________________________

(    )   (    )   (    )
(   )      6.  Has the Financial Manager appointed, in writing, primary and alternate TASOs?  

_____________________________________________________________________                                                                                                                                                _____________________________________________________________________

                                          _____________________________________________________________________
(    )   (    )   (    )   (   )      7.  Does the primary TASO have, on file, DFAS-In Forms 36-67J or DISA Form 41 for all                              current users assigned access and are the user profiles prudent?

_____________________________________________________________________                                                                                                                                             _____________________________________________________________________

                                          _____________________________________________________________________

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

_____________________________________________________________________                                                                                                                                          _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )      9.  Is any individual assigned outside of the Military Pay Section authorized access to  JUSTIS?  (Reference paragraph 16.2, ADSM Book III.)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     10.   Can a technician enter pay and pay-related transactions against his/her SSN.

(Reference paragraph 16.3.4, ADSM Book III.)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     11.   Can anyone other than the Military Pay Supervisor or Lead Military Pay Clerk input pay for a soldier whose SSN is not on the SIDPERS database?  (Reference paragraph 16.3.6, ADSM Book III.)

_____________________________________________________________________                                                                                                                                                               _____________________________________________________________________

_____________________________________________________________________

(    )   (    )   (    )   (   )     12.  Who has access to JUSTIS System Administration screen?   Recommend only the Chief, Pay and Examination and the Military Pay Supervisor have access to this function.  (Reference paragraph 16.3.7, ADSM Book III.) 

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

_____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     13.  Is the Monitor MPS Transactions available in AFCOS used to track pay transactions for employees, friends, and relatives of  personnel making input into the pay system.  (Reference Paragraph 16.7, ADSM Book III.)   

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

_____________________________________________________________________

 (    )   (    )   (    )   (   )     14.  Have all Military Pay Clerks attended, or are they scheduled to attend training at an NGB Military Pay Course? 

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     15.  Is there a continuing, on site, training plan established for Military Pay Section personnel? 

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     16.  Is there an ongoing program to provide scheduled training in pay procedures to full-time and service support personnel?  (Explain the program.)

_____________________________________________________________________                                                                                                                                                                _____________________________________________________________________

                                          
_____________________________________________________________________

 (    )   (    )   (    )   (   )    17.  Does the Control Element date stamp all incoming TLs?  (Reference paragraphs 4.3.5.1 and 4.3.5.2 ADSM Book I.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     18.  Is the document count verified against the TL?  (Reference paragraph 4.3.2.2(2)  ADSM Book I.) 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     19.  Is the Missing TL Report (JSS580P) used to identify   missing TLs from each submitting unit or activity?  (Reference Figure 15.R.11 ADSM Book III, changed from JSS470P.)

_____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          
_____________________________________________________________________

(    )   (    )   (    )   (   )     20.  Is the Missing TL Report (JSS580P) sent to units electronically?  

_____________________________________________________________________                                                                                                                                                                 _____________________________________________________________________

                                          
_____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     21.  When documents contain an error (other than clerical or administrative) are the documents  returned to the originating source for correction and resubmission on a new numbered TL?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     22.  Is a signature card file maintained and used to verify signatures on pay documents?               (Reference DOD 7000.14R, Volume 5, paragraph 021204.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     23.  Does the Military Pay Supervisor or Chief, Pay and Voucher Exam use the DA Form 1379 Suspense Log to initiate action when unit performance packages are received late?  (NLT 6th working day following the last scheduled UTA of the month per NGR (AR) 680-1.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     24.  Is a monthly report of performance/non-performance for incentive and special pay  received from each unit that has soldiers entitled to incentive or special pay assigned?  Includes flight pay, parachute pay, demolition pay, dive pay, and foreign language pay.  These reports should be submitted on DD Form 114 (or other approved form) within 5 working days after the end of the month.                                            _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     25.  Are unit changes which affect DJMS-RC Table 39 reported to the Directorate for Military Pay, DFAS-IN without delay?                                            _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     26.  Are all unit change requests (unit reorganization) substantiated by orders?                                              _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     27.  Are transactions pertaining to a UIC change suspended until verification is received that DFAS-IN has processed the change to Table 39?  

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     28.  Is a  DD Form 114, signed by the unit commander, forwarded by the unit  to document any change of attendance status from non-performance to performance originally reported on the unit’s monthly DA  Form 1379?  (Reference paragraph  3-10, ARNG Unit Level Finance Procedures Manual.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     29.  Is a Preliminary Active Duty Payroll List forwarded to each unit 45 days prior to the 



scheduled start date of Annual Training? 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     30.  Is the Active Duty Master List verified with the official unit  attendance prior to        releasing the TL for processing/payment?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     31.  Are units submitting monthly certificate of performance for soldiers on long tour?


                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     32.  Are discrepancy memorandums forwarded to units who do not submit Certificates of          Performance upon completion of active duty?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     33.  When units do not respond to Certificate Discrepancy Memorandums within the  established suspense period, is follow-up action taken to initiate collection of pay and allowances? 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     34.  Are all requests for payment of Incapacitation Pay approved and documented IAW  NGR (AR) 135-381, prior to input for pay?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

 (    )   (    )   (    )   (   )     35.  Is the UHO22-2008 Incapacitation Report used to monitor incapacitation payments? 

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     36.  Are JUSTIS-DJMS-RC actions uploaded daily?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     37.  Are units using the message system within the RFO/IDT module for pay inquiries   requiring an MPS transaction.                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

  (    )   (    )   (    )   (   )     38.  If the RFO/IDT module is not used, are all pay inquiries requiring an MPS transaction recorded on a Pay  Inquiry Form DA 751 and assigned to an MPS TL for processing?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     39.  Are responses to inquiries furnished in writing when required?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     40.  Are all returned checks and/or personal checks for reimbursement of unearned military  pay processed through a designated check control officer?  (Reference DOD FMR 7000.14-R, Volume 5, paragraph 030302.B.6.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     41.  After TLs are cleared by the Control Element, are all substantiating documents filed with the TL by PRN in TL numbered sequence?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

                                       42.  Are the following JUSTIS-DJMS-RC Reports run based on the DJMS run schedule?


                           

(    )   (    )   (    )   (   )                    JSS 370P - JUSTIS-DJMS DFAS Submission

(    )   (    )   (    )   (   )                    UH022-205 - FELS Error Report

(    )   (    )   (    )   (   )                    UH022-160 - JUMPS-RF Input and Batch Total

(    )   (    )   (    )   (   )                    UH022-164 - Part I (Rejects / Part II Recycles)

(    )   (    )   (    )   (   )                    UH022-166 - JUMPS-RF Info

(    )   (    )   (    )   (   )                    UH022-2022 - TFO Voucher Report - Funded Station

(    )   (    )   (    )   (   )                    UH022-2008 – Incapacitation Report 

(   )    (    )   (    )   (   )                    UH022-2010 – DJMS Monthly Status Report

(   )    (    )   (    )   (   )                    UH022-2005 -  Command Pay Management Report



                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI
(    )   (    )   (    )   (   )     43.  Is UH022-2022 - TFO Voucher Report - Funded Station provided to Fiscal Accounting


              Section?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     44.  Are all necessary actions taken to correct discrepancies in the JUMPS-RF Action Items  Report (UH022-164 Part I) completed within two days of receipt?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     45.  Is the JUMPS-RF Action Items Report (UH022-166) monitored to determine why another pay office is inputting pay transactions for your state ARNG soldier?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     46.  Does the Mil Pay Supervisor or Chief, Pay and Voucher Exam monitor the Suspense Listing of Unprocessed Transactions (JSS 475P) to ensure that transactions appearing on this report are suspended for valid reasons? _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     47.  Is the Uncleared TL Report (JSS 480P) reviewed to identify TLs assigned but not processed?  Who performs this review?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     48.  Does the Military Pay Supervisor or Chief, Pay and Voucher Exam monitor the JUSTIS DJMS-RC Submission (JSS 370P) to ensure that input for pay-related personnel transactions or creation of an MMPA has not occurred without supervisory approval?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     49.  Is the DJMS Monthly Status Report (UH022-2010) furnished to the Financial           Manager and the Staff Accountant (ORP) each month?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     50.  Does the Military Pay Supervisor or Chief, Pay and Voucher Examination comply with procedures to verify the receipt of RCODS files:  (NGB-ARC-F Memorandum dated 7 June 1994, SUBJECT:  Instructions on Confirming Receipt of RCODS Data files for Mandays and RPAS)?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     51.  Does SIDPERS Interface Branch have DJMS inquiry capability?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     52.  Are SIDPERS files updated daily?  If not, how often?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     53.  Does a MILPO representative certify, on the SIDPERS 0440 Listing, that documents are on file to substantiate all transactions furnished?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     54.  Is the SIDPERS data base file reconciled to the DJMS-RC Master  Military Pay  Account (MMPA) file monthly?  (See the Pay/Personnel Mismatch listing which should be annotated.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     55.  Do SIDPERS personnel meet with the personnel from Military Pay monthly to reconcile the Pay/Personnel Mismatch Listing?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     56.  If the Military Pay Section maintains SIDPERS 0440 substantiating documents, are transactions accurate and substantiated by the correct documents?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

 (    )   (    )   (    )   (   )     57.  Does the Incentive Manager have access to DJMS inquiry?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

YES   NO   NA    NI

(    )   (    )   (    )   (   )     58.   Are Selective Reserve Incentive Program (SRIP) Payments paid when  due?  (See summary of Command Pay Management Report - UH022-2005.)

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     59.   Are Student Loan Repayment Program Payrolls run, at a minimum, weekly?

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

                                                                       SPECIAL INTEREST ITEMS 

(    )   (    )   (    )   (   )     60.  Is the Expired Duty Report run to produce discrepancy memorandums for active duty        orders not processed for payment and travel orders for which DD Form 1351-2 has not been submitted?  (Reference memorandum dated 21 March 1994, Subject:  Expired Duty Discrepancy Memorandum;  Memorandum dated 9 May 1995, Subject:  Expired Duty Discrepancy Memorandums;  Memorandum dated 19 September 1995, Subject:  Expired Travel Advisory Notices.)   

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

(    )   (    )   (    )   (   )     61.  Are technicians paid the $50.00 stipend for military funeral honors in a military duty status (on orders) and charged either annual , compensatory, or leave without pay.  (Reference All  States (Log Number P00-0038, Subject:  Use of Military Technicians for Military Funeral Honors for Veterans dated 5 June 2000.)   

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

                                 )     62.  What method is used to ensure that technicians are placed in the appropriate leave status? (Reference All  States (Log Number P00-0038, Subject:  Use of Military Technicians for Military Funeral Honors for Veterans dated 5 June 2000.)   

                                          _____________________________________________________________________                                                                                                                                                              _____________________________________________________________________

                                          _____________________________________________________________________

Number of Pay Accounts on last Monthly Status Report:   _______________________________

Current Sure Pay Percentage:  ____________

Number of employees currently assigned (Do not count C, P & VE):  ______________________

COMMENTS/RECOMMENDATIONS:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

Prepared by:   ________________________________________________

Telephone #:  ___________________________
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