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1.  PURPOSE.  This Standard Operating Procedure defines the organization, designates responsibilities, and prescribes policy and procedure for the operation of the Comptroller Division of the United States Property and Fiscal Office for <State>.

2.  ORGANIZATION.  The Comptroller Division is organized with a management element and three (3) separate and distinct branches.          


a.  In addition to the Financial Manager, the management element includes the Staff Accountant, Agency Program Coordinator(Government Travel Charge Card Program) and a Computer Assistant.


b.  The three branches of the Comptroller Division are:



(1)  Budget.



(2)  Fiscal Accounting.



(3)  Pay and Examination Branch.


c.  The Pay and Examination Branch is further sub divided into: Military Pay, Customer Service Representative, and the Accounts Payable and Travel Sections.  The Pay and Examination Chief provides intermediate level supervision of these sections. 

3.  RESPONSIBILITIES.   


a.  Financial Manager.



(1)  Serves as the primary staff advisor to the United States Property and Fiscal Officer and the Adjutant General in all matters pertaining to program and budget.



(2)  Provides staff supervision of accounting, financial services, military and civilian payroll operations, commercial accounts and travel payments.   



(3)  Develops  policy and procedures to supplement Department of Defense (DOD) and the Department of the Army and National Guard Bureau guidance and directives to ensure optimum use of financial resources and deter fraudulent, wasteful or abusive practices.


b.  Budget Branch.



(1)  Develops fiscal planning, regulations, directives, policies and procedures to assist the Financial Manager and Program Managers in the effective administration of the Army National Guard State Operating Budget.



(2)  Establishes program analysis techniques and principles which facilitate program planning for numerous fiscal accounts in support of the various levels of command to include the USPFO and Department of Defense (DOD).



(3)  Provides technical assistance to the Financial Manager, USPFO, Chief of Staff  and Program Managers in developing policies and procedures in budgetary matters. 



(4)  Prepares and submits, assumed all recurring and non‑recurring budget and budget related reports.



(5)  Serves as the technical budget advisor and recorder to the State Program Budget Advisory Committee (PBAC).



(6)  Processes and posts fund documents received from NGB through the Program Budget Accounting System (PBAS).


c.  Fiscal Accounting Branch.



(1)  Posts obligations and disbursements to appropriate accounts in an automated system know as the State Accounting Budget Expenditure and Reservation System (SABERS).



(2)  Reviews documents to ensure the fund authorization is in accordance with applicable regulations.



(3)  Maintains  substantiating documents for all obligations and disbursements.



(4)  Liquidates billed obligations.



(5)  Processes disbursements submitted from Defense Finance and Accounting Office (DFAS).



(6)  Maintains and monitors unliquidated obligation file.



(7)  Reconciles monthly general ledger and automated accounting systems at local level.  



(8)  Prepares and reconciles end of month reports for submission to DFAS .


d.  Pay and Examination Branch.  



(1)  Controls, edits and determines the propriety of all payroll transactions and substantiating documents for soldiers within the <State> Army National Guard.



(2)  Submits/transmits payroll and accounts payable data to DFAS. 



(3)  Reconciles rejected data and advisory messages.



(4)  Responds to inquiries from units, soldiers and commercial vendors.



(5)  Identifies problem areas and alerts commands of necessary corrective actions. 



(6)  Process emergency payments.



(7)  Process pay related data to Defense Civilian Pay System (DCPS). 



(8)  Prepares, examines and processes documents for payment of military payrolls to DFAS.



(9)  Establishes and maintains necessary controls and procedures to   ensure accurate computation of payrolls.  



(10)  Examines, computes  and processes individual travel vouchers for military personnel and civilian employees.



(11)  Prepares, examines, and processes accounts payable vouchers for payment by DFAS.



(12)  Prepares and submits a variety of reports and information to DFAS and NGB.


e.  The Staff Accountants Operational Review Program (ORP) will review each section's process to ensure compliance with directives and provisions of law.  He will further ensure that the Financial Manager is appraised regarding each section's adherence to policy and the directives of this organization and all higher headquarters.

4.  OPERATING PROCEDURES:

a.  Financial Manager will:



(1)  Organize, develop, and recommend State ARNG fiscal policies and procedures to supplement NGB guidance and to insure optimum use and control of federal financial resources.



(2) Develops the State's plan of financial control by keeping a total perspective of financial affairs in relation to past, present, and future planning.



(3) Serve as principle advisor and technical expert to the USPFO, COS and Program Managers.



(4)  Analyze deficiencies based upon reports, budget/accounting data and other fiscal resources, and advise the USPFO, COS and Program Managers with recommendations for corrective action.



(5)  Insure proper management of fiscal resources by implementation of effective systems of financial control.



(6)  Provide timely financial summaries and reports to the USPFO, Program Managers, NGB, DFAS, and other Government agencies.



(7)  Supervise and direct work requirements of the Budget Branch, Fiscal Accounting Branch, and Pay/Examination Branch.


b.  The Budget Branch will:



(1)  Coordinate the receipt and withdrawal of funds from NGB.



(2)  Insure the fund documents from NGB are posted to Fiscal Accounting records.



(3)  Insure automated fund documents are signed and issued on a monthly basis to Program Managers at state level.



(4)  Insure all changes in the DFAS-IN Manual 37-100-XX are distributed to Program Managers and to others who cite funds on obligation/disbursement documents.



(5)  Distribute information pertinent to preparation of the state operating budget and mid-year to all Program Managers.



(6)  Coordinate and consolidate the state operating budget and mid-year review prior to submission to NGB.



(7)  Provide technical assistance to the USPFO, Financial Manager, COS, Program Managers, and Fiscal Accounting Section in areas of budget and accounting.



(8)  Insure that mechanized accounting data for the Program Managers is provided on a scheduled basis and insure the Program Managers are knowledgeable in the use of the ledgers and the data the ledgers provide.



(9)  Insure Program Managers are appointed promptly and are knowledgeable concerning their responsibilities as Program Manager.



(10)  Review fiscal accounting reports to insure compliance with NGB instructions are in agreement with NGB fund documents.



(11)  Prepare changes to <STATE>GR 37-02 based on changes to DFAS-IN Manual 37-100-XX and the ARNG financial operations.



(12)  Perform statistical analysis to insure Program Managers are operating within their obligation plans and approved state operating budget.



(13)  Submit an annual consolidated obligation plan to NGB based on obligation plans submitted to USPFO by Program Managers.


c.  The Fiscal Accounting Branch will:



(1)  Receive obligation documents on transmittal letters from Program Managers, review for accuracy, and enter into SABERS in accordance with the DFAS Manual.



(2)  Process disbursements received electronically from DFAS.  Review disbursement for accuracy, post to obligation documents, and enter into SABERS. 



(3)  Receive automated interfund billings from Army Depots, GSA, and other federal agencies for supplies which have been requisitioned by Logistics.  Match billings against automated History File by means of numerous computer programs.  Review unmatched for validity and suspense items not applicable to this station.  Make all necessary changes for entry into SABERS.



(4)  Receive Intra Army Orders, Project Orders, etc., which contain funds from other federal agencies using Camp Ripley as a training site.  Enter reimbursements into SABERS.



(5)  Receive signed invoices from the Program Managers for billing to other federal agencies training at Camp Ripley.  (Compare total amounts to the funds previously provided as indicated in para (4) above.)  Prepare billings and post earnings to SABERS.



(6)  Prepare End of Month Reports for NGB and DFAS to include:

 REPORT


SENT TO

CONTENT
CSCFA 304


DFAS


Report of Disbursement

CSCFA 218


DFAS


Status of Allotments

CSCFA 112 


DFAS


Status of Reimbursements

Accounts Receivable
DFAS


Outstanding Earned Dollars



(7)  Monthly, review unliquidated obligations against source documents for validity and accuracy.



(8)  Quarterly, perform select review of unliquidated obligations over 120 days with Program Managers for validity.  Notes will be entered on unliquidated and follow-up action will be required by Program Managers.



(9)  The Fiscal Accounting Section will enter data for manual obligations upon receipt of documents from Program Managers by means of transmittal letter.



(10)  Maintain records of travel advances and insure prompt settlement and repayment upon completion of travel.  If advances are not settled, initiate necessary action to ensure advances are recovered or collection action is taken.


d.  Military Pay Section Operations:



The Military Pay Section (MPS) will process all Inactive Duty Training (IDT), Annual Training (AT), Active Duty training (ADT), Active Duty Special Work (ADSW), Incapacitation Pay, bonuses, and emergency payments for members of the <State> Army National Guard.  The MPS controls, edits, and transmits all pay data to DFAS on a daily basis.  DFAS computes pay  and sends payment by Electronic Fund Transfer (EFT) to the members financial institution and mails the member a Leave and Earnings Statement (LES) to their home address.




(a)  Pay related data flows from the units to either the MILPO to update the State SIDPERS or to the MPS depending on the type of transaction involved.  Performance of regularly scheduled IDT assemblies by members of a unit is reported monthly on the DA Form 1379.  The 1379 data is submitted electronically to the USPFO where the TL is cleared and forwarded to DFAS for payment.




(b)  Rejected data and advisory messages indicated on the daily Records Management System (RMS) are reviewed by the MPS.  Corrections are input to DFAS on the next daily update when required.




(c)  Inquiries received from an individual unit member and/or the unit administrator either written or telephonic are responded to on a first-in basis. Depending on the type of inquiry the response can be verbal or may require a written response.




(d)  Individual unit substantiating document files are required to be maintained.  The documents must be filed by consecutively numbered TLs.




(e)  Problem areas can be identified by means of the daily RMS or monthly Command Pay Management Report and DJMS-RC Status Report. When problems are identified they will be analyzed by the MPS and presented to the Financial Managers for final determination.


e.  Customer Service Representative/Time and Attendance:



The Customer Service Representative (CSR) is a physical location within an employing activity which has the responsibility for the time and attendance input and/or the maintenance of specific non-SF50 employee data remote to the servicing Payroll Office.  One or more CSR's may be deignated by the employing activity and the data entry functions may be performed for multiple activities.



Access to Defense Civilian Pay System (DCPS) will be controlled by menus and job streams.  Access to the menus and job streams is controlled by the security data stored in DCPS for each user.  The sign on process will involve the Security Validation Program, which will validate the user's ID and password and obtain certain information from the security record on the data base.  DCPS will deny access to unauthorized users.



The CSR/Timekeeper is assigned a DCPS security access authority to accomplish selected functions.  Security access is authorized for specific capabilities and a defined group of employee accounts.



The CSR can process specific non-SF50 employee data (address, bonds, union, allotments, charity, taxes, NGAUS insurance, accounting classification), utilize on-line inquiries, and perform limited reference table updates (activity, organization, default work schedules, standard leave jobs orders, employing activity address, and local holiday).



The Timekeeper can input work schedule changes and Time and Attendance for both retroactive and current pay periods and only have accesss to the system capabilities associated with time and attendance.


f.  Commercial Accounts and Travel Branch:



The Commercial Accounts and Travel Branch is responsible for the examination of commercial account documents and varied types of travel vouchers for payment by DFAS.  This includes ensuring the accuracy and propriety of vouchers, invoices, claims etc for payment.




(a)  Travel vouchers are received daily from units and individuals. Upon receipt, vouchers are date-stamped and logged on to the Integrated Army Travel System (IATS). Travel vouchers are edited and computed on a first-in basis. Upon completion, payment data is electronically forwarded to the DFAS on a daily basis for payment.




(b)  The Commercial Accounts Branch processes all vouchers requesting payment for supplies equipment and non personal services procured by the government.  Vouchers are prepared assembled and certified for numerous accounts.  Files are maintained for supporting documents.  Upon completion payment data is electronically forwarded to DFAS on a daily basis for payment.


g.  Staff Accountant will:



(1)  Maintain an annual program of anticipated Operational Reviews.  This plan will be updated quarterly if necessary.



(2)  Each fiscal year all functional areas of the Comptroller Division will be reviewed for efficiency of operation and compliance with directives.  Elements of the Comptroller Division scheduled to receive outside formal evaluations (general inspections of the entire division such as IG are not included) will not be reviewed that same fiscal year.



(3)  Act as a special advisor to the Financial Manger and USPFO as required.  Be available to conduct special Operational Reviews or assist other USPFO Divisions, as might be required.



(4)  Prepare the Operational Index monthly.



(5)  Principal contact in the Division for the Internal Controls Program.

h. Agency Program Coordinator for Government Travel Charge Card Program.

-- The Agency Program Coordinator (APC) drafts policy regarding operation of the charge card program within the state.  Coordinates with NGB Program Coordinator.  Performs program oversight of all travel charge card accounts to ensure DOD, DA, NGB and State policies and procedures are implemented and followed..  The APC brief’s program status at appropriate levels.

--  The APC analyzes and reviews individual charge card and Automated Teller Machine (ATM) activity to identify potential abuse and/or non-official use.  The APC provides documents, briefs and reports to the appropriate level of command/supervision on potential abuse cases.  The APC, in accordance with command policy, coordinates transactions affecting available limits, ATM and overall charge card limits, lifts restricted status, and approves travel card reinstatement.  Process and approve applications for charge cards.   Cancels and/or revokes cards for misuse.
--  The APC provides technical supervision of subordinate Local Program Coordinators (LPC). The APC conducts training for state/activity LPC’s as necessary.  The APC ensures subordinate LPC’s train all cardholders on their responsibilities to appropriately use the charge card and ensure each cardholder completes and understands the Statement of Understanding. 

--  Requests, receives and reviews information reports from the charge card company through electronic means.  Performs maintenance on accounts chargeable to the state including cancellations and transfers.  Query’s databases to obtain reports, download information and create customized reports. 

-- Is the primary point of contact for debt management for the travel card program.  Collects, reviews and request for relief and coordinates sensitive issues with the vendor.

-- Additional responsibilities include coordinating with the vendor, NGB and LPC’s for special services supporting mission requirements.  These services include but are not limited to unit charge accounts and traveler checks.  

5.  POST MOBILIZATION:

a.  Mission The Comptroller Division will provide resources and assistance to the State Area Command (STARC) in areas of financial management and military pay to support mobilized Army National Guard units from the time of the receipt of the alert order to the day of arrival at the mobilization stations.


b.  Organization:  No change from Pre-Mobilization.


c.  Funding



(1)  When ARNG units are ordered to Federal active duty the funding authority will remain in USPFO channels and will be accounted for under normal reporting channels unless otherwise directed. National Guard Bureau will provide funds to the USPFO to support all requirements between the time of alert and the time the units enter on active duty.



(2)  Additional funds may be provided by the Army commander through the supporting installation.



(3)  Following entry on active duty, Operation and Maintenance Army (OMA) and Military Personnel Army (MPA) funds and funding data will be provided to the USPFO through the STARC.



(4)  The STARC (or the USPFO) will ensure that each ARNG unit commander is informed of fund availability and the fund citation to be used for expenses incurred after the unit enters on active duty and before the date it reports to its first duty station.



(5)  Until additional funding is provided, current USPFO resources will be utilized as long as they are available. C,NGB or the Army commander (as appropriate) will be advised through channels before obligations are incurred which may result in over-obligation of available funds so that additional funds may be provided.



(6)  All expenses incurred after the unit enters on active duty are chargeable to the applicable project within the OMA/MPA appropriations.


d.  Fiscal Accounting Operations



(1)  Accounting Branch will account for all funds from time of the units alert until arrival at the mobilization station.



(2)  Separate accounting records will be maintained for funds provided by NGB and funds provided by the Army Commander.



(3)  To preclude over obligation of Federal funds, it is mandatory to maintain current information indicating the amount of all Federal funds allotted, the amount obligated and the unobligated balance of funds currently available for use.



(4)  Accounting Branch will prepare and forward any necessary accounting reports as required by the office and/or agency issuing the funds.


e.  Pay and Examinations Operations



(1)  DA Forms 1379 and other input required for payment of inactive duty training up to (and including) the day before the unit enters on active duty will be processed by the USPFO in accordance with ARNG Unit Level Finance Procedures Manual.



(2)  When a unit is mobilized and ordered to active duty status the MPS will take necessary action to ensure that all personnel assigned to the unit are dropped from DJMS-RC using procedures outlined in Automated Data Systems Manual (ADSM) Book 1.



(3) Members of ARNG units will be entitled to the same pay and allowances as other persons on active duty in the same grade.  Pay and allowances commence with the effective date of the units order to active duty, provided the member reports for duty on that date.


f.  Operational Review Program will remain constant upon mobilization.
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