 OPERATIONAL REVIEW PROGRAM (ORP) GUIDE

ARMY NATIONAL GUARD 

                      (O4/2001

VENDOR PAY

(References are DFAS-IN 37-1 and Vendor Pay Policy Messages unless otherwise indicated)

__________________________________                                                ______________________________________
                          USPFO                                                                                        NAME  VOU EXAM SUPR/LEAD   

__________________________________                                                 _______________________________________
         FSN / SERVICING DSSN                                                                  DEFENSE SERVICE NETWORK NUMBER

__________________________________                                                ________________________________________

             DATES OF VISIT                                                                                          COMMERCIAL  NUMBER 

ADMINISTRATIVE ORGANIZATION

YES   NO     NI      N/A
(    )   (    )    (    )    (    )       001.  Does the Voucher Examination Section have a working SOP for Vendor 

                                             Payments?  (Can be part of an overall SOP for Voucher Examination Section 

                                             Operations)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(    )   (    )    (    )    (    )       002.  Does Voucher Examination have a current copy of DFAS-IN 37-1? 


(https://dfas4dod.dfas.mil/centers/dfasin/library/ar37-1)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(    )   (    )    (    )    (    )       003.  Has the DFAS Policy and Implementation Web Site been bookmarked on all 

                                             workstations in the Voucher Examination Section?  (https://dfas4dod.dfas.mil/centers/dfasin/library/policy.htm or http://www.asafm.army.mil/dfas)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(    )   (    )    (    )    (    )       004.  Are copies of Vendor Pay Policy Messages available via the DFAS Policy and

                                             Implementation Web Site? (http://asafm.army.mil/dfas)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )       005.  Are CAPS Systems Instruction manuals provided to each employee?                                     Employees should have the APPLICABLE version, based on their assigned duties. 

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(   )    (    )    (   )   (    )        006.  Is there a proper separation of duties among the ordering activity, the Purchasing

                                            and  Contracting Division and USPFO Comptroller Division?  (Reference paragraph 

                                            090104.B, Chapter 9, DFAS-IN 37-1)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

 (    )    (    )    (   )    (    )      007. Are Certifying Officials signature cards on file?  (Reference paragraph

                                            090207, Chapter 9, and Appendix G, question #31, DFAS-IN 37-1)

                                            (Certifying officials are personnel who are certifying the validity and correctness

                                            of services provided or goods received for I.M.P.A.C., Voyager Fuel Bills, 

                                             AVCARDS, GSA Fleet Services, GTS Billing statements, Telephone bills, 

                                             DD Forms 1556, etc.)

                                             Ensure  ALL certifying officials outside the USPFO have provided the following:

1. Program manager’s appointment establishing certification authority.

2. Copy of Certifying Officials’ Appointment and acknowledgement of appointment.

3.  Original Signature Card. (DD Form 577)

4. Alternate approving official for certification when the primary certifying                official is absent, TDY, School, extended deployments, etc. 

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(   )    (    )    (    )    (    )       008.  Does the Voucher Examination Section have a centralized area to receive, date

                                            stamp and control documents?    (Reference paragraph 090103.A.3, Chapter 9,  

                                            DFAS-IN 37-1)

                                              ___________________________________________________________________

                                              ___________________________________________________________________

                                              ___________________________________________________________________

(    )   (    )   (    )     (    )       009.  Is a transmittal system (electronic or manual) used to submit payment and 

                                            supporting documents to the Voucher Examination Section, USPFO?  (Reference

                                            paragraph 090506.A, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )      010.  Is there a central contact file used for records management for all OPEN-ACTIVE

                                           files?  (Reference paragraph 090506.C, Chapter 9, DFAS-IN 37-1) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      011.  Are documents filed by type of transaction and procurement document number?

                                           (Reference paragraph 090506.C, Chapter 9, DFAS-IN 37-1)  (i.e.  Contracts, Fuel bills, I.M.P.A.C., Phone bills, SF 1164, Fed/State Master  Cooperative Agreement, GTS Billing statements, Subsistence invoices, discounts, suspense file and maintenance agreements, etc.) 

                                             ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     012.  Are ALL incoming documents (i.e. contracts, receiving reports, I.M.P.A.C. billing

                                            statements, GTS Billing statements, Voyager billing statements, SF 1164s and any

related invoices or documents) date stamped upon receipt?  (Reference paragraph 090103.A.3, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

SYSTEM MAINTENANCE AND SECURITY

(    )   (    )    (    )    (    )      013.  Is a backup of the entire CAPS system produced before and after loading a 

                                           software system change?  (Reference Section 5.2.A, CAPS Manager’s Reference 

                                           Manual)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      014.  Does each CAPS user have his/her own password and user ID?  (Reference 

                                           Section 2.4.A, CAPS Manager’s Reference Manual) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     015 .  Are passwords periodically changed to ensure systems security?  (Reference 

                                          Paragraph 2-14,g, AR 380-19)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )      016.  Are permission levels assigned to voucher examination personnel to ensure a

                                            separation of duties exists?  (Reference Section 2.4.A, CAPS Manager’s Reference 

                                            Manual, DoDIG Audit Matrix and paragraph 090102.C.1, Chapter 9, DFAS-IN 37-1) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________


VOUCHER PROCESSING
(    )   (    )    (    )    (    )       017.  Are payments supported by original invoices or a copy marked  “ORIGINAL” by the vendors?  (Reference paragraphs 090401, 090402, Chapter 9, DFAS-IN 37-1 and  question #26, Appendix G, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       018.  Are required procedures followed when vendors fail to submit invoices?  (Reference Paragraph 090411, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       019.  Are improper invoices returned to the vendor for correction within seven calendar days after receipt in the Voucher Examination Section?  (Reference paragraph 090406, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       020.  Are receiving reports and certificates of inspection and acceptance properly signed, and the quantity received and unit prices verified with the contract?  (Reference paragraph 0903, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       021.  Are receiving reports and certificates of inspection and acceptance received by the USPFO within five workdays after receipt and acceptance?  (Reference paragraph 090102.F and 090305, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )       022.  If receiving and acceptance reports or certificates of performance are not received in the USPFO within five workdays after receipt and acceptance, are interest penalties charged back to the applicable activity?  (Reference paragraph 090102.F and 090305,  Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )      023.   Are partial or final payments clearly identified and annotated as required?  (Reference paragraph 090506.E, Chapter 9, and question #44, Appendix G, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       024. When “partial” shipments are identified, are payments made to vendors based on the “actual” amount of goods or services received and accepted?  (Reference paragraph 090506.E.2, Chapter 9, and question #53, Appendix G, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     025.  Are management controls in place to ensure payments are not duplicated?  (Reference paragraph 090506.D.1.d, Chapter 9, and question #41, Appendix G, DFAS-IN 37-1) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     026.  Is the correct payment due date entered on all  vouchers?  (Reference paragraph 

                                           090502, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      027.  Are all payments made on the correct payment due date?  (Reference paragraph 090502, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )      028.  Are unit prices on the procurement document checked against those on the vendor’s invoice?  (Reference paragraph 090506.D.1.f & g, Chapter 9, question #52, Appendix G, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      029.  Is the discount of the greatest advantage to the Government taken when the discount terms on the contract do not agree with those on the vendor’s invoice?  (Reference paragraphs 090502.E and 0906, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      030.  Are payment due dates for payments of continuing service contracts/agreements (i.e. rent, equipment maintenance, janitor service, leased equipment, etc.) established 30 days from the date of the billing period established by agency/vendor agreement?  (Paragraph 092005, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      031.   Are payment vouchers for $2500.00 or more pre-audited and approved before they are certified for payment?  (Reference paragraph 090102.B.3, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     032.  Are all payments “pre-validated” to ensure obligations have been recorded and

                                            the correct accounting classification is used prior to release for disbursement? 

                                            This will occur by providing the accounting branch a disk or electronic data prior to uploading disbursements into Organizational Data Store (ODS).  The accounting branch will execute pre-validation using the “K” Batch in SABERS.  (Vendor Pay Policy Message 99-01, dated  01 OCT 98)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

              SPECIAL TYPES OF PAYMENTS

(    )   (    )    (    )    (    )      033.  When utility services are acquired without a contract is the payment due date

                                           established under the rules and regulations of  the company?  (Reference paragraph

                                           090503.C & E, Chapter 9, DFAS-IN 37-1) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      034.  Are progress payments made as directed by the contract or paid 14 days after 

                                            approval by the designated billing office when the contract is silent?  (Paragraph

                                            091101.C, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )       035.  Are invoices containing mixed items (e.g. meat, canned goods, dairy and other 

                                             products) paid at the earliest due date to avoid interest payments?  (Page E-14, 

                                             Appendix E, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

REPORTS AND MANAGEMENT TOOLS

(    )   (    )    (    )    (    )       036.  Is the interest rate posted in CAPS current?   (Reference Prompt Pay WebSite: 

                                            www.fms.treas.gov/prompt/index.html)

_____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )     037.  Does a Bills Register entry exist for all contracts, purchase orders, I.M.P.A.C.,

                                           Voyager Fuel Bills, AVCARDS, GSA Fleet Services, GTS Billing statements, 

                                           telephone bills, DD Forms 1556, and miscellaneous payments?   (Reference paragraph

                                           090103.B.8, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      038.  Is a Bills Register generated monthly ?  (NGB Policy memorandum)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )      039.  Are bills registers maintained for six years three months after the final payment is made? (Reference Section 2.2.B.8.b, CAPS Operator’s Reference Manual)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     040.  Is the Deleted Records Report produced daily and forwarded to the Financial 

                                           Manager and Chief, Pay and Examination for review and action?  (Reference paragraph

                                           090103.C, Chapter 9, DFAS-IN 37-1 and  Section 1.2.14, CAPS Operator’s Reference 

                                           Manual)

                                             ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     041.  Is the Timeliness of Receiving Report (CAPS Report) forwarded to the Financial

                                            Manager and Chief, Pay and Examination not later than the 5th working day of each 

                                            month  for review and action?  (Reference Section 1.4.B.7, CAPS Operator’s

                                            Functions Manual) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       042.  Are interest payment reviews performed monthly?  (Reference Section 1.4.B.5, CAPS Operator’s Reference Manual)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )      043.  Determine the amount of interest penalties paid for current FY and the previous FY?  (Extract this data from the CAPS Monthly reports.)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )       044.  Do interest penalties paid exceed the DFAS/NGB standards of .035% of total vendor pay disbursements?  (The amount should not exceed .035% of the total vendor pay disbursements.  Subtract the amount of interest penalty paid from the total vendor pay dollars disbursed.)  (Reference DFAS Performance Measure Indicators System Data Dictionary, FY 2001, pages 58 & 59)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )       045. Is the Summary of Lost Discounts Report forwarded to the Financial Manager and Chief, Pay and Examination not later than the 5th working day of each month  for review and action? (Reference Section 1.4.B.6, CAPS Operator’s Functions Manual) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )      046. Are the Invoice Aging Reports produced and provided to the Financial Manager and Chief, Pay and Examination every 15 days for review and action?  (Reference Section 2.6, CAPS Operator’s Reference Manual) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )       047.  Are records maintained to ensure TD Forms IRS 1099 are prepared when income, for individuals other than Government employees, non-incorporated vendors, bill paying or collection corporations, health care corporations and partnerships for payments made for services reaches or exceeds $600.00 in a calendar year?  (Reference paragraphs 090103.B14 and 091301, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )     048.  Have any OMB penalties been requested or paid?  (Reference paragraph 

                                           090502.M.4, Chapter 9, DFAS-IN 37-1)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )     049.  Are Vendor Pay disbursements processed using the TL check program prior to 

                                           uploading into ODS? 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

(    )   (    )    (    )    (    )     050.  Are Vendor Pay disbursements uploaded into ODS daily?  (NOTE:  Some USPFOs may not upload daily.  This will be based on workload and volume.  Normally this note will only apply to operations such as Guam, Virgin Islands  and other USPFOs of similar size)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

YES   NO     NI      N/A
(    )   (    )    (    )    (    )     051.  Is Vendor Pay DOV data downloaded  daily?  (NOTE:  Some USPFOs may not download  daily.  This will be based on workload and  volume.  Normally this note will only apply to operations such as Guam, Virgin Islands  and other USPFOs of similar size)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )    052.  Is Vendor Pay DOV data posted to the CAPS system daily ?  (Reference Section

                                           2.6, CAPS Examiner’s Reference Manual)  (NOTE:  Some USPFOs may not post data daily.  This will be based on workload  and  volume.  Normally this note will only apply to operations such as Guam, Virgin Islands  and other USPFOs of similar size) 

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

 (    )   (    )    (    )    (    )     053.  Can corrective action be assured without a follow-up review?  (Reference

                                            paragraph 2-3, AR 11-37)

                                            ____________________________________________________________________

                                            ____________________________________________________________________

                                            ____________________________________________________________________

Additional Comments:  ________________________________________________________________________  ________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​____________________________________________________________________________________________                  

________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​​​​​​​​​​                  

PREPARED BY:      ____________________________________________________

DATE                         ____________________________________________________

TELEPHONE NO.   ____________________________________________________

EMAIL                      ____________________________________________________
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