YES  NO  N/A N/I


OPERATIONAL REVIEW PROGRAM (ORP) GUIDE
(07/00)

USPFO QUALITY ASSURANCE SECTION



____________________________             ______________________________________




USPFO                                             GRADE NAME STAFF ACCOUNTANT




____________________________              _______________________________________



FSN / SERVICING DSSN / ISN               DEFENSE SERVICE NETWORK NUMBER

(References are AR 11-37 and The ARNG ORP SOP unless otherwise indicated)

DATE OF VISIT __ __ __ __ __ __
                            D  D  M  M  Y  Y
ORGANIZATION
YES  NO  N/A  N/I

(  )   (  )   (  )    (  )   01.  Is there a separate Operational Review Program (ORP) function or an approved written exception to policy from the Chief, Comptroller Division, National Guard Bureau. (para 1-5g(1) and para 3-1b(1))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   02.  Is the Staff Accountant properly qualified and trained to provide professional analysis in all functional areas of the Comptroller Division? (para 1-5g(2))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   03.  Has the Staff Accountant attended the required mandatory training as defined by the Comptroller Division, National Guard Bureau ? (NGB All States Memorandum, Log Number I00-0057, DTD 24 MAY 00)






_____________________________________________________________________





_____________________________________________________________________
ANNUAL PLAN

(  )   (  )   (  )    (  )   04.  Has an ORP annual Plan been developed and published ?  (para 1-5g(3), 1-5h)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   05.  Does the ORP annual plan include all functional areas within the Comptroller Division for each fiscal year?     (para 1-5g and 1-5h)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   06.  Does the ORP annual plan identify preparation, and submission of the annual management control assurance statements to the state management control officer or POC within the USPFO? (Chapter 2, para B3, NGB ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   07.  Does the ORP annual plan include the following five key tools for evaluation of all functional areas each fiscal year ?  (Chapter 2, para B1, NGB ORP SOP)





a.  ORP Index





b.  Validation and assessment of management controls





c.  Unannounced review of finance and accounting transactions





d.  Operational Reviews





e.  Management directed reviews






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   08.  Does the ORP annual plan specify when reviews will be conducted?  (para 1-5h and para c, Chapter 4 ARNG ORPSOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   09.  Does the ORP plan allow time for special reviews of the following areas:  



a.  Vouchers Certified outside of the USPFO (Phone, fuel, DD form 1556, Cooperative Agreement, minor construction (FMO) etc. )





b.  DCD uploads.





c.  Annual Training Payrolls.





d.  Time Keepers 





e.  Other areas identified by the Financial Manager





(para 1-5h)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   10.  Does the ORP plan consider priority areas? (para 1-5h(1)(a through j)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   11.  Is the ORP plan periodically reviewed by the Financial Manager ensuring it reflects changes to requirements? (para 1-5g(12))






_____________________________________________________________________





_____________________________________________________________________
EXECUTION
(  )   (  )   (  )    (  )   12.  Are NGB review guides incorporated into ORP reviews? (para 1-5h(1) and 4-1e)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   13.  Does ORP include material from news letters, all states memo's and the sources listed below into initial and follow-up reviews?  (para 4-1d)



a.  New Regulations and Changes.



b.  Decisions of the Comptroller General of the US. 



c.  Improved methods of performing assigned duties.



d.  Short comings in complying with directives. 






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   14.  Has ORP thoroughly reviewed all functional areas in the Comptroller Division in the past year?(para 1-5g(1))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   15.  Are management controls identified and validated per functional area when conducting reviews?  (para B.2, B.3, Chapter 2, para B.3, Chapter 3 D.5, Chapter 5 ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   16.  Does ORP perform unannounced reviews within the Comptroller Division on a periodic basis to identify problem areas? (para 1-5h(6))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   17.  Do the ORP reviews include recommendations and solutions?  (para 1-5h(2))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   18.  Do OPR reviews identify problems created by functions or agencies outside of the Comptroller Division?  (para 1-5h(5))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   19.  Does the Financial Manager require ORP reviews of selected vouchers (i.e., travel, accounts payable, military pay) on a continuous basis to identify suspect claims, excessive costs, and erroneous computations? (para 1-5h(1)(a,b,e,f,g))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   20.  Does ORP adapt model SOPs published by DFAS and NGB and assist in developing local SOPs as required? (para 1-5g(8))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   21.  Do ORP personnel perform other than ORP assignments except to train or provide technical assistance as directed by the Financial Manager?   (para 1-5g(2))



**(Detailing ORP personnel to functional areas or assignment of additional duties should be limited to temporary situations that are within the scope of the Comptroller Division.) 






_____________________________________________________________________





_____________________________________________________________________
ANALYSIS AND USE OF THE OR INDEX

(  )   (  )   (  )    (  )   22.  Did functional area personnel identify performance indicators for the Operational Index?  (para B.1., Chapter 6, ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   23.  Have realistic Operational Review Index performance standards been established?.  (para A.2, Chapter 6, ARNG ORP SOP )






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   24. Is monthly analysis performed based on data gathered from performance indicators ?  (Include management reports and other sources of information not included as part of the ORP Index to assist in identifying potential problem areas within the Comptroller Division?  (para 1-5h(5), para D.6, Chapter 5 and para B, Chapter 6, ARNG ORP SOP)) 






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   25.  Are the results of the analysis provided to the Financial Manager and functional areas on a quarterly basis as a minimum standard?  (para 1-5h(6), para D.6, Chapter 5 and para B, chapter 6, ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   26.  What process or procedures are used to ensure shortcomings identified from data analysis are resolved? (para B.3 c & d, Chapter 3 ARNG ORP SOP)






_____________________________________________





_____________________________________________
(  )   (  )   (  )    (  )   27.  Are unresolved shortcomings identified for possible inclusion as material weaknesses in the annual management control assurance statement?  (para D.5 Chapter 5 ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   28. Are completed ORP reports sent through the Financial Manager to the appropriate supervisor and returned through the Financial Manager to ORP?  (para 1-5h(2) and para E, Chapter 5 ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   29. Has ORP established a system to monitor and control the status of ORP reports (Financial Manager review, corrective actions outstanding, corrective actions completed)? (para 1-5h(3) and para E, Chapter 5 ARNG ORP SOP)






_____________________________________________________________________





_____________________________________________________________________
FOLLOW-UP ACTIONS
(  )   (  )   (  )    (  )   30.  Does ORP perform and document follow-up reviews on the results of external audits (GAO, AAA, IR) and HQDA/NGB findings?  (para 1-5g(4) and (1-5h(4))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   31. Does ORP follow-up to ensure internal and external reviews/audits findings and recommendations have, in fact, been implemented/corrected? (para 1-5h(4))






_____________________________________________________________________





_____________________________________________________________________
(  )   (  )   (  )    (  )   33.  Can corrective  action for shortcomings identified on this checklist be assured without a follow-up visit?  (para 2-3)






_____________________________________________________________________





_____________________________________________________________________
ADDITIONAL COMMENTS/RECOMMENDATIONS
__________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

NGB-ARC-F Special Interest Items
Total Required Staffing            On-Hand Personnel           Percent of Required 
   ___________________           _________________        __________________%
Describe any ongoing procedures to increase/decrease ORP required or on-hand strength:
___________________________________________________________________________________________________
___________________________________________________________________________________________________
PREPARED BY: ____Mr. CLIF JENKINS__________________________________
DATE: _______________________________
TELEPHONE: DSN 699-1364/3988  COML: 317-510-1364/3988

FAX:   DSN 699-7017      COML: 317-510-7017

E-MAIL:  jenkinsc@arng-fsc.ngb.army.mil  

  Clif.Jenkins@ngb.army.mil
