OPERATIONAL REVIEW PROGRAM (ORP)GUIDE

ARMY NATIONAL GUARD

01/2001

TRAVEL

      (References:  DFAS-IN 37-1, Chapter 10 and  Appendices H, I, J, K, M, N AND O, unless otherwise indicated)

USPFO: _____________________         DSN/SITE ID: _______________________

POC: _______________________          PHONE: ____________________________

DATES OF VISIT: ___________________

A.  PUBLICATIONS, MESSAGES, IATS SYSTEM

YES    NO     NI     NA

  (    )    (    )    (    )   (    )     1.  Are the following  websites and publications readily available to ALL travel section    personnel?)

(    )    (    )    (    )                    a.  Volume 1, JFTR - -through change # __________  

(    )    (    )    (    )                    b.  Volume 2, JTR - - through changes # __________

(    )    (    )    (    )                    c.  DTOD

(    )    (    )    (    )                    d.  Joint Determinations

(    )    (    )    (    )                    e.  Messages (Travel Tech and Travel related FAPI messages)

 (     )    (    )    (    )                    f.  IATS Newsletters

(    )    (    )    (    )                    g.  ATLAS 

(    )    (    )    (    )                    h .Official Airline Guide

(    )    (    )    (    )                    f.  Official Bus Guide

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

 (    )   (    )    (    )   (    )     2.  Is the current version (Version _______) of IATS loaded?  (NGB All States Memorandum, SUBJECT:  Installation of Software Upgrades for CAPS, IATS, GTS, and JDC III dated 6 May 1999)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

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

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )   (    )    (    )   (    )     4  Are procedures in place to ensure that passwords are not shared?. 

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

YES    NO     NI     NA

(    )    (    )    (    )   (    )     5.  Have passwords been deleted for personnel who no longer process travel vouchers?  (NOTE:  To delete, the supervisor calls password to screen;  <CTL> <D> deletes password.  <HOME> saves the remaining passwords. 

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

B.  SUBMISSION OF TRAVEL VOUCHERS

(    )    (    )    (    )   (    )     6.  Are settlement vouchers submitted within 5 working days after the completion of travel?  (Paragraph 100102.A.3. & 4)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )     7.  Are all completed travel vouchers reviewed by the traveler’s commander/supervisor (or designated representative) before submission to the USPFO?  (Paragraph 100102.A.3. & 4)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )     8.  Does the Voucher Examination Section ensure the DD Form 1351-2 is prepared according to guidelines in DFAS-IN 37-1 before processing the travel claim?  (Paragraphs100102.B, 100603.B.2 and Appendix I)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )     9.  Are copies of settlement vouchers for AGR/Active Duty personnel sent to the Military Pay Section by numbered transmittal letter?  (Management Control # 13, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    10.  Are copies of settlement vouchers for civilian personnel sent to the Technician Pay Section, by numbered transmittal letter, if leave or excess travel time is involved?  (Management Control # 13, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

YES    NO     NI     NA

(    )    (    )    (    )   (    )    11.  Is a pre-payment examination (audit) performed on a statistical sampling of vouchers less than $2500.00?  (Management Control # 9, Appendix H and paragraph A, Appendix N)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    12.  Are monthly statistics reported to the DFAS-IN POC?  (Paragraph D, Appendix N)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

C.  PROCESSING AND SUBSTANTIATION OF TRAVEL VOUCHERS

(    )    (    )    (    )   (    )    13.  Are all vouchers date stamped upon receipt?  (Paragraph 100701.C) 

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    14.  Is a document log established and maintained for all documents that are not travel vouchers?  (This would include letters, electronic messages, etc.  The intent is to control associated documents affecting travel reimbursements.)  (Paragraph 100701.C)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    15.  Is a valid order presented with each PCS/TDY advance/settlement voucher?  Management Control # 1, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    16.  Are original receipts attached, as required, to substantiate all items of expense in an amount of $75.00 or more (receipts are required for lodging and hire of special conveyance regardless of cost)?  (Paragraph 100102.A.3)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    17.  Is non-availability of government quarters and/or mess documented on the travel order or travel voucher?  (Confirmation number or date/POC /phone number of the billeting office contacted)  (JFTR Volume 1, U4400 and JTR Volume 2, C1055)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

D.  RECORD OF TRAVEL PAYMENTS

YES    NO     NI     NA

(    )    (    )    (    )   (    )    18.  Is an automated DD Form 1588 (Record of Travel Payments) used to record travel data?  (Paragraph 100701.D.1 and 2)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    19.  Are travel vouchers processed within 5 days of receipt within the travel section?  DoD/ARNG goal is to process within 5 workdays.  DoD/ARNG goal is to process within 5 workdays.  (Paragraph 100601.C)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

E.  ADVANCES OF TRAVEL ALLOWANCES

(    )    (    )    (    )   (    )    20.  Has the Government sponsored travel charge card program been implemented as the preferred method of obtaining TDY travel advances?  (Paragraph 100702.A)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    21.  Is the traveler provided proper notification regarding the settlement of advances?  (Management Control # 4, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    22.  Are advances normally paid within 10 days of the beginning of travel?  (Paragraph A, Appendix J and Management Control # 6, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    23.  Has the Voucher Examination Section established a 1-31 day suspense file of advances paid/DUE U.S. actions and transmittal letters sent?  (Management Control # 14, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

YES    NO     NI    NA

(    )    (    )    (    )   (    )    24.  Has the Voucher Examination Section reviewed the 1-31 day suspense file for all uncleared advances/DUE U.S. actions and transmittal letters sent?  (Within the ARNG this may not be a daily requirement, however, it WILL NOT be done less than monthly.)  Management Control # 15, Appendix H)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    25.  Are collection actions processed in compliance with regulatory guidance?  Chapter 17 and Appendix O)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    26.  Are the Accounting and Travel Sections conducting a monthly reconciliation of outstanding travel advance?  (Paragraphs C.1 and C.2, Appendix P)

                                           _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

F.  CIVILIAN AND MILITARY PCS

(    )    (    )    (    )   (    )    27.  Do AGR soldiers utilize the Do-It Yourself (DITY) Move program?  JFTR Chapter 5, Part D)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    28.  Did the Voucher Examination Section prepare TD Form W-2 for DITY payments, provide it to the traveler and attach it to the appropriate voucher?  (Paragraph C.b.3, Appendix M)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    29.  Did the Voucher Examination Section prepare TD Form W-2 for all civilian (technician) PCS?  (This includes preparation of memorandum for record detailing the taxable earnings and the Medicare/FICA collections.  These documents will be held pending posting of the DOV number)  (Paragraph C.6, Appendix L)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

YES    NO     NI    NA

(    )    (    )    (    )   (    )    30.  Have retirement codes and FICA and MEDICARE rates been entered into the Marginal Tax Table in IATS?  (IATS Maintenance and System Administrator Manual IV, 7.1)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    31.  Does the Voucher Examination Supervisor ensure Civilian PCS tables and schedules are updated in IATS Maintenance immediately upon receipt?  (IATS Maintenance and System Administration Manual)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    32.  Has a Relocation Income Tax Allowance (RITA) claim been processed for each civilian PCS?  (Paragraph C.13, Appendix L)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    33.  Review the monthly tax log to ensure all PCS/DITY transactions have been recorded.  This log WILL contain the name of the traveler, SSAN, payment date, total entitlement, taxable amount, federal income tax, Social Security wages, Social Security tax, Medicare wages and taxes.  The log will be prepared using Microsoft Excel.  (Paragraph 19-3,c2b, Chapter 19, DFAS-IN DCD Handbook)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    34.  Was the monthly tax log sent to the appropriate DCD Tax Team POC not later than the 5th of the month?  (Paragraph 19-3,c2b, Chapter 19, DFAS-IN DCD Handbook)  

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

(    )    (    )    (    )   (    )    35.  Review the Employer’s Quarterly Federal Tax Return, IRS Form 941.  The IRS Form 941 should be consistent with all wages and taxes reported for the quarter.  This should equal the monthly totals for the quarter.  NOTE:  The number of employees listed on Line 1 is as of March 12, 20XX.  The IRS Form 941 must include a signature and requires faxing the document to the appropriate DCD Tax Team POC not later than the 5th of the month following the close of the quarter.  (Paragraph 19-3,c2c, Chapter 19, DFAS-IN DCD Handbook)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

G.  MISCELLANEOUS

YES    NO     NI    NA

(    )    (    )    (    )   (    )    36.  Can corrective action be assured without a follow-up review?  (AR 11-37, Paragraph 2-3)d travel orders are paid or revoked?  (NGB-ARC-F memorandum dated 19 Sep 95)

                                         _____________________________________________________________________


                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

                                         ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________

Additional Comments  ______________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Prepared By:  _______________________________

Phone Number:  _____________________________

Date:  ______________________________________
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