OPERATIONAL REVIEW PROGRAM (ORP)GUIDE

ARMY NATIONAL GUARD

07/2000

ACCOUNTING
(Reference DFAS-IN 37-1)
_______________________________ 
_______________________________

                       USPFO                                            
INCLUSIVE DATES

_______________________________ 
 _______________________________

                    ADSN/FSN
SUPERVISOR’S NAME/GRADE

                                                               
 _______________________________

                                                                  
TELEPHONE (COMMERICAL/DSN)

SECTION 1

MANAGEMENT OVERSIGHT FUNCTION

YES NO NI NA
 
(  )   (  )  (  ) (  )                     
1.   Are the following publications, messages and                  

 



references current, available and located in a central location? 






a. 
DFAS-IN Reg. 37-1 and 37-100 **

                                                          
b.   SABERS END User’s Manual 






c.   Accounting Policy Messages






d.   Stop Payment Message’s






e.   Standing Operating Procedures (SOPs) 

(Minimum Internal Control C-1)





_________________________________________________________





_________________________________________________________





_________________________________________________________

  (  )   (  )  (  ) (  )                               2.  Are personnel assigned a unique identification (ID) and password?  

Are passwords changed on an quarterly basis?

AR 380-19, section 2.14-(4)g





 ________________________________________________________





________________________________________________________





________________________________________________________

 (  )   (  )  (  ) (  )                    
3.  Are accounting technicians cross trained to perform other fiscal


accounting operations duties?  How often and is a record kept of the training?





________________________________________________________





________________________________________________________





________________________________________________________

  (  )   (  )  (  ) (  )                       
4.   Are duties separated so that no single individual can control a series 





of related transactions from beginning to end? 


(Minimum Internal Control C-5)






________________________________________________________




________________________________________________________




               ________________________________________________________ 
YES NO NI NA

(  )   (  )  (  ) (  )                    
5. Are  accounting activities performing management control 

reviews of the accounting operations? ANG-SOP (C3)(B)1.c

_________________________________________________________





_________________________________________________________
_________________________________________________________
 
(  )   (  )  (  ) (  )  


6. Are internal audit, Army Audit Agency and GAO reports 





reviewed and acted on by senior management officials? 

                                                   
(Minimum Internal Control C-10)

_________________________________________________________
______________________________________________________________________________________________________
SECTION 2

PHYSICAL CONTROL OF INCOMING FINANCIAL DOCUMENTS

Transmittal Letters (TL)

  (  )   (  )  (  ) (  )                 
7.   Is the accounting activity maintaining a transmittal letter 





control log or file for each serviced activity? Para 020501(C)

                                                       
a. 
manually or through a computer system.  

                                                       
b. 
name of the activity, the month, and the sequential number       

                                                             
of the transmittal received from that activity during the  

                                                             
month.  

                                                       
c. 
As transmittals are received, note the numbers received in  

                                                              
the log and date/time-stamp the documents.  

                                                       
d. 
Investigate duplicate or missing numbers immediately and 

                                                             

resolve prior to month-end. 





_________________________________________________________





_________________________________________________________





_________________________________________________________

                                                   

Block Ticket Control 

  (  )   (  )  (  ) (  )         

8.   Are all financial documents from external sources immediately

under block ticket control this includes internally generated accounting documents, such as computer error listings, validate each block to ensure timely processing? Para 020601

_________________________________________________________





_________________________________________________________





_________________________________________________________


(  )   (  )  (  ) (  )


9.  
Are accounting activities ensuring that only reliable accounting 

                                                          activity personal have the only access to these original documents.? 

                                                          Para 020811(B)





_________________________________________________________





_________________________________________________________





_________________________________________________________

 YES NO NI NA

 
(  )   (  )  (  ) (  )                    
10. Are accounting activities securing all original vouchers, sorted by 

                                           
month, in either a locked area or securable filing cabinets? 

                                                         
Para 020811(A)                                                                                                            
                                                         ________________________________________________________


                                           ________________________________________________________




              _________________________________________________________

SECTION 3

ADMINISTRATIVE CONTROL OF APPROPRIATIONS

FUNDS CONTROL

  (  )   (  )  (  ) (  )                      
11.  What actions are taken to ensure all obligations against canceling   

                                                          appropriations are liquidated prior to year-end?

                                                          (Minimum Internal Control ##)





________________________________________________________





________________________________________________________





________________________________________________________

  (  )   (  )  (  ) (  )
          

12.   Are controls in place to preclude disbursement of funds 

in suspended appropriations (stop payment status)? 

((Latest Stop Pay Message issued by DFAS-IN (00-01) and 

reference para 28-15))





_________________________________________________________





_________________________________________________________





_________________________________________________________

(  )   (  )   (  ) (  )


13.  Are funds only obligated after an accepted MIPR is returned 





to the accounting activity? NG Pam 37-1 (3-11), b.





_________________________________________________________





_________________________________________________________





_________________________________________________________

 
(  )   (  )  (  ) (  )


14.  Are monthly cutoff dates for input of accounting data clearly 





communicated to the serviced activity? 





(Minimum Internal Control C-26)





_________________________________________________________





_________________________________________________________





_________________________________________________________

RESERVATIONS 

(  )   (  )  (  ) (  )


15.  Are fund holders utilizing AFCOS to establish, process 

                                                          and validate funds reservation whenever possible?  Is the system   

                                                          maintained (review for open reservations) on a constant basis?




_________________________________________________________





_________________________________________________________





_________________________________________________________
PROCESSING OBLIGATION TRANSACTIONS

YES NO NI NA
 
(  )   (  )  (  ) (  )
          

16.  Are all obligations recorded in the appropriate accounting 





period? (Minimum Internal Control C-94)





________________________________________________________





________________________________________________________





________________________________________________________

(  )   (  )  (  ) (  )
17.  Have timeframes been established for the routing and forwarding  


of conversion data?

(Minimum Internal Control C-43)





________________________________________________________





________________________________________________________





________________________________________________________


(  )   (  )  (  ) (  )                  
18.  Is there a process for recording obligation adjustments 

promptly upon receipt of supporting documentation?  Do the PMs Purge the expired duty report on a monthly basis? (expired duty) 

Para 080801 




_________________________________________________________





_________________________________________________________





_________________________________________________________

(  )   (  )  (  ) (  )


19. Are miscellaneous obligation documents (MODs) properly 

 




justified, approved and signed by the appropriate officials? 

(Minimum Internal Control C-97)





_________________________________________________________





_________________________________________________________





_________________________________________________________
INACTIVE DUTY FUND MANAGEMENT

Memorandum – Closeout/Startup Procedures for Inactive Duty Fund

Management, dated 18 September 2000

  (  )   (  )  (  ) (  )                       
20.   What is the Type Duty Code (TDC) and Program Manager Code 





(PMC) structure within the state.

a. Has the IDT PM reviewed these entries once completed by Fiscal 





Accounting?





b.    Is the IDT FY Calendar validated for each unit?

_________________________________________________________

_________________________________________________________

_________________________________________________________

 
(  )   (  )  (  ) (  )                    
21.  How often is FIS03 run to clear revocation or orders?





________________________________________________________





________________________________________________________





________________________________________________________
 
(  )   (  )  (  ) (  )


22.  How often are D05 files processed? 




________________________________________________________





________________________________________________________





________________________________________________________
TRAVEL

YES NO NI NA
  (  )   (  )  (  ) (  )


23.  Are open advances verified monthly with DD Form 1588?  





What collection actions are taken on delinquent travel advances? 





(Minimum Internal Control C-158d and ##)





_________________________________________________________





_________________________________________________________





_________________________________________________________

MASTER COOPERATIVE AGREEMENTS

 
(  )   (  )  (  ) (  )


24.  Are Master Co-Operative Agreements in use?





_________________________________________________________





_________________________________________________________


_________________________________________________________












 
(  )   (  )  (  ) (  )
25.  Are Master Co-operative Agreements closed-out 90 days 




after the beginning of the new fiscal year?  Who controls closeout?

                                                          NGR 5-1, Para 12-6(a)




_________________________________________________________




_________________________________________________________




_________________________________________________________

SUSPENSE ACCOUNTS


(  )   (  )  (  ) (  )                              
26. Are obligation entries for suspended research transactions  





included in the monthly suspense reports? Para 081102(B)




________________________________________________________

                                                          ________________________________________________________

                                 __________________________________________
 
(  )   (  )  (  ) (  )
27. Do suspended interfund and TFO/TBO charges and credits meet 

minimum dollar and billing advice code criteria?
(Minimum Internal Control C-158g) 





_________________________________________________________





_________________________________________________________


_________________________________________________________
 
(  )   (  )  (  ) (  )
28.  Are transactions placed in suspense (99660000) only 


when they cannot be identified to an obligation and require    

                                                  
research;  and are research procedures effective to determine  

                                                  
the proper accounting classification and clear the suspense?  

                                                   
Para 190501(B)


_________________________________________________________


_________________________________________________________





_________________________________________________________


(  )   (  )  (  ) (  )


29.  Are fund holders providing the accounting activity an 





obligation document to fund the unresolved UMD or NULO, if the 





problem disbursement is not resolved within 180 days after the 

                                                  
disbursement date? Para 081102(A)





_________________________________________________________





_________________________________________________________





_________________________________________________________

YES NO NI NA

 
(  )   (  )  (  ) (  )                  
30. Are fund holders providing the obligation document within 





five days following the expiration of the 180 day period?





Para 081102(A)





_________________________________________________________





_________________________________________________________




_________________________________________________________
SECTION 4

ANALYSIS, REVIEW, AND RECONCILIATION

UNLIQUIDATED OBLIGATIONS - JOINT REVIEWS

  (  )   (  )  (  ) (  )
            

31.   Phase I (October - January).  Is this phase completed by 





January 31st.  Are accounting activities reviewing transactions 





funded by appropriations that are expired and will cancel on 





October 1st of the next fiscal year? Para 270805(A)(1)



_________________________________________________________



_________________________________________________________



_________________________________________________________
 
(  )   (  )  (  ) (  )
            

32.   Phase II (February - May).  Is this phase completed by May 





31st.  Are accounting activities reviewing all transactions funded 





by expired appropriations which will not be canceled at the end 





of the current fiscal year? Para 270805(B)(1)





_______________________________________________________





_______________________________________________________





_______________________________________________________
  (  )   (  )  (  ) (  )
            

33.  Phase III (June - September).  Is this phase completed by 





September 30th.  Are accounting activities reviewing all 





unexpired year unliquidated obligations and the amount 





recorded, with priority given to significant dollar amounts and 





aged transactions? Para 270805(C)(1)





_________________________________________________________





_________________________________________________________





_________________________________________________________
(  )   (  )  (  ) (  )


34.  What is the procedure for reviewing prior year unliquidated 

obligations during joint reviews to ensure maximum utilization of funds? Para 270802





_________________________________________________________





_________________________________________________________





_________________________________________________________

JOINT REVIEWS (PRIOR AND FOLLOWUP)

(  )   (  ) (  ) (  )               

35. Are accounting activities following up on prior phase joint reviews 

efforts to ensure corrective actions have occurred?  Para 270805(B)(2)




_________________________________________________________





_________________________________________________________





_________________________________________________________
YES NO NI NA

  (  )   (  )  (  ) (  )                    
36.  Does the Fiscal Accounting Branch highlight questionable 

                                                          obligations (aged)  prior to the initiation of the joint review process? 





_________________________________________________________





_________________________________________________________





_________________________________________________________

RECONCILIATIONS

  (  )   (  )  (  ) (  )


37.  Are monthly reconciliation on status CER differences 





being performed?





_________________________________________________________





_________________________________________________________





_________________________________________________________

 
(  )   (  )  (  ) (  )


38. 
Has the Fiscal Accountant reviewed the Suspense History 

                                                          Uncleared Listing? 





_________________________________________________________





_________________________________________________________





_________________________________________________________
 
(  )   (  )  (  ) (  )                               39.   Does the Fiscal Accounting Section provide an aged listing of 

                                                         unliquidated balances to the PM’s?

                                                         _________________________________________________________








              _________________________________________________________

                                                         _________________________________________________________

INTERFUND TRANSACTIONS

 
(  )   (  )  (  ) (  )


40.  Is the DFAS-IN Uncleared Interfund Transactions List 





analyzed on receipt?





(Minimum Internal Control C-158u)

                                                          _________________________________________________________





_________________________________________________________

                                                          _________________________________________________________

TBO/TFO PROCESSING FEEDBACK REPORTS

 
(  )   (  )  (  ) (  )


41.  Are uncleared transaction by others (TBO) listings from 





DFAS-IN reviewed in sufficient detail and actions to resolve 

uncleared transactions initiated and cleared within 60 days?

 (Minimum Internal Control C-33)
                                                          _________________________________________________________

                                                          _________________________________________________________

                                                          _________________________________________________________
  (  )   (  )  (  ) (  )     

42.  Are the TBO/TFO Reporting System -Total Uncleared (PCN  


HC-040) used to identify conditions requiring corrective  

                                                  
action (such as mismatched TL numbers, unequal amounts,  

                                                  
different charging entities, and opposite dollar values), and is 

                                                  
action taken to submit corrections in the next reporting 

                                                  
period? 


_________________________________________________________


_________________________________________________________





_________________________________________________________
YEAR-END PROCEDURES

YES NO NI NA


(  )   (  )  (  ) (  )


43.  Are accounting activities and the serviced activities jointly  





developing a year-end close-out schedule which communicates  

                                                   
critical events, (cutoff dates, special year-end events) and    

                                                   
expectations, (availability of accounting fund status output)to all 

                                                   
involved? Para 272402(5)





_________________________________________________________





_________________________________________________________





_________________________________________________________
 
(  )   (  ) (  ) (  )
           

44.  Are accounting activities providing reports and certifications, 





in accordance with the DFAS-IN year-end letter.  Is all status of 

                                                  
resources and reimbursement reports certified at the end of each 

                                                 
fiscal year? Para 272401





_________________________________________________________





_________________________________________________________





_________________________________________________________

(  )   (  ) (  ) (  )


45. 
Are certified year‑end reports identifying the unobligated and 





unliquidated balances for each canceling account? 





Para 272401(A)





_________________________________________________________





_________________________________________________________





_________________________________________________________
Recommendations/comments

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
Prepared by  ___________________________________       Tel No  ____________________________

Date:     ____________________________


