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FOREWORD

The Defense Finance and Accounting Service (DFAS) implemented the Finance and Accounting Independent Operational Review Program (ORP) effective 14 March 1994.  Since then the Army National Guard (ARNG) has functioned using AR 11-37 for guidance for the Operational Review Program within the Comptroller Division, United States Property and Fiscal Offices.  These Standard Operating Procedures (SOP) will outline policies and procedures and provide guidelines for establishing and maintaining effective reviews.  

This SOP describes the primary responsibilities of  the Financial Manager and the staff of the Comptroller Division in relation to the Army Comptroller Directorate Operational Review Program (ORP) for the ARNG.  It includes methods for conducting reviews, standardizes policies and delineates responsibilities.  The ORP enhances safeguards to prevent and detect fraud, waste, and mismanagement in ARNG financial programs, functions and activities.  It complements and supplements first line supervisor self-assessments under the Federal Managers Financial Integrity Act of 1982, as implemented by the Internal Management Control Program.  This SOP applies to, and requires the compliance of all personnel engaged in finance and accounting activities within the USPFO and those activities submitting transactions to the Comptroller Division , USPFO.

All Comptroller Division personnel should read and become familiar with the scope and extent of this SOP.  Further, this SOP is designated as required reading for all Operational Review (Staff Accountants) personnel and any other personnel as deemed appropriate.
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CHAPTER  1

GENERAL

A.  PURPOSE.  This SOP describes the policies and delineates responsibilities at all levels for the Operational Review Program (ORP).  It discusses the primary role of the Financial Manager (FM) and Comptroller Division personnel in establishing and maintaining an effective ORP.  It includes methods for conducting ORP reviews within the financial structure of the Army National Guard (ARNG).

B.  APPLICABILITY.  This SOP applies to all ARNG finance and accounting operations.

C.  BACKGROUND.  Defense Finance and Accounting Service (DFAS) is the “Accounting Firm for DoD” and  has capitalized installations and intermediate level offices performing finance and accounting functions.  Concurrent with the capitalization, DFAS implemented its detailed consolidation of functions.  Finance and accounting functions currently under consolidation are those lending themselves to increased efficiency by economies of scale and are currently standard at most locations or use standard systems.  Because of the immense responsibility of capitalization and consolidation, DFAS has assumed certain inherent risks.  One of these exists due to consolidation.  When the United States Army Finance and Accounting Center (USAFAC) became DFAS-Indianapolis Center the responsibility for AR 11-37 shifted from USAFAC to the United States Army Finance Command (USAFINCOM).  However, DFAS retained the personnel resources which accomplished the Quality Assurance mission within the Army Finance Community.  This left USAFINCOM unresourced and unable to perform the QA mission previously performed by USAFAC.  When DFAS published and distributed DFAS Regulation 7600.11-R the (DFAS Operational Review Program), it rescinded AR 11-37 as it applies to the DFAS community.  This SOP provides a means to limit risks within the ARNG.  It provides assistance to ARNG leaders and managers in attaining total quality financial management.

D.  OBJECTIVE.  The ORP provides management and leadership with objective reviews which assist the ARNG in mission accomplishment.  Reviews furnish information, analysis, assessments, and recommendations applicable to management duties and responsibilities.  Normally, reviews will encompass an examination of financial transactions, accounts, and reports.  They will include an evaluation of the adequacy of compliance with applicable laws, regulations, and directives.  In addition, reviews can encompass performance to include economy, efficiency and program results.  The primary objectives of ORP reviews are to:


1.  Review and assess the soundness, adequacy, and application of internal management controls.


2.  Assess performance under, and ascertain the extent of compliance with, established policies, procedures, regulations, directives, and laws.


3.  Examine and assess the adequacy and effectiveness of DOD, DFAS, DA, NGB and USPFO policies, systems, procedures, records, and reports relating to operations and activities having an impact on the expenditure of funds, use of resources, and/or accomplishment of management objectives.


4.  Evaluate the utilization and implementation of automated systems to determine employee technical capabilities and system compliance.


5.  Ascertain whether resources (funds, personnel, material, and other property) are properly acquired, protected, and used in an economical manner.  To provide  assurance assets are safeguarded against fraud, waste, abuse, and unauthorized use or disposition.


6.  Determine the reliability, timeliness, and accuracy of accounting and other data and reports.


7.  Isolate weaknesses, identify problems, and provide reliable information for management action.


8.  Report the facts ascertained and make recommendations for correction to the appropriate levels of management and leadership.  

E.  IMPLEMENTATION.  This SOP is effectively immediately.  The proponent is the Operational Review Team, ARNG Financial Services Center, Army Comptroller Division, National Guard Bureau.  Users should send comments and suggested improvements to the following address:





DFAS-Indianapolis Center

ATTN: NGB-ARC-FQ  COLUMN 224AA

8899 East 56th Street

Indianapolis, IN   46249-1701

F.  INTERIM CHANGES.  Interim changes are not official unless approved by the Chief, ARNG Financial Services Center.  Users will destroy interim changes on their expiration dates unless superseded or rescinded at an earlier date. 

CHAPTER  2

CONCEPT OF OPERATION

A.  GENERAL CONCEPT.  The ORP provides the Adjutant General, USPFO, Financial Manager and all levels of management a means to:  


1.  Review finance and accounting operational functions.


2.  Manage by objectives through the ORP Index.


3.  Ensure acceptable levels of performance and regulatory compliance are achieved.


4.  Determine the “health” of the Comptroller Division.

The ORP is prevention oriented and designed to foster an environment of awareness in reducing risks, safeguarding assets against fraud, waste, mismanagement.  It should assure  adequacy of internal management controls and compliance with statutory and regulatory guidance.

B.   SPECIFIC CONCEPTS.


1.  The ORP is designed around the use of  five key tools:



a.  ORP Index.



b.  Validation of internal management controls which provide reasonable assurance to the USPFO and Financial Manager that assets are safeguarded, and applicable laws, regulations, policies, and procedures are followed.



c.  Unannounced reviews of  finance and accounting transactions.



d.  Operational reviews



e.  Management directed reviews.


2.  The ORP is a real time program developed annually from the objectives determined by the Financial Manager and United States Property and Fiscal Officer.  These objectives are conceived by first-line supervisors based on self-assessments.  This process encourages ownership at the user level and should be based on the previous year’s achievements or shortcomings.  This assessment is based on the methodology of assess, train/maintain, and evaluate.  Monthly assessments will be accomplished using the ORP index.  Based on these monthly reviews, supervisors will provide a written response to the Financial Manager outlining actions required when section or branch performance does not meet the established objectives.



a.  Provide the Adjutant General, USPFO and Financial Manager with reasonable assurance assets are protected against fraud, waste and mismanagement.  Determine if applicable laws, regulations, directives, policies and procedures are followed.



b.  Provide coordination, liaison, and validation of management activities to determine if financial records and reports are reliable, accurate and timely.



c.  Isolate management control weaknesses, identify problems within the process, and provide reliable information for data driven management action and continuos process maintenance and improvement.



d.  Conduct follow-up reviews, as directed, to determine if all identified problems, weaknesses and deficiencies are corrected.  Follow-up reviews are required for internal actions performed within the USPFO.  The ORP should provide follow up on all external reviews and inspections conducted by any other division or agency.



e.  Determine the adequacy and effectiveness of management controls and security safeguards with specific emphasis on automation. 



f.  The Financial Manager will allow enough flexibility for Operational Review personnel (Staff Accountants(SA)) to conduct special reviews as directed by the Adjutant General and USPFO.  These reviews will not take precedence over the regulatory requirement in AR 11-37 to review all functional areas each fiscal year.


3.  The validation of internal management controls for financial operations is a mandatory requirement of the ORP.  This applies to areas directly under the control of the Financial Manager and those command systems impacting financial operations directly or indirectly.  Annual validations will be performed and the results documented and retained in the ORP files by the Staff Accountant or the Financial Manager.  Any detected weaknesses will be documented and retained for “potential” reporting to the Management Control Officer when preparing annual assurance statements.  To effectively determine if this requirement is met annually, a comprehensive review of each functional area will be completed.  This requirement takes precedent over all other requirements within the ORP.

C.  ORGANIZATIONAL STRUCTURE.  The Staff Accountant position is designated for the ORP mission.  This position is located in the Comptroller Division, USPFO.  Management will ensure the incumbent of this position will have a wide access of authority to cross Directorate/Division lines of responsibility.    

CHAPTER  3

RESPONSIBILITIES

A.
MANAGERIAL 


1.  Operations.



a. Managers and supervisors are responsible for complying with prescribed policies and procedures, ensuring compliance and effectiveness of management controls, protecting and properly using their resources, and correcting reported deficiencies or unsatisfactory conditions, including those identified by the ORP Index and operational reviews.  The ORP Index and operational reviews validate, attest to, and provide reasonable assurance to management operations are performing effectively.  The ORP Index and operational reviews do not replace established lines of operating authority, eliminate the need for continuing organizational and functional supervision or replace managers’ responsibilities for:




(1)  Federal Managers Financial Integrity Act (FMFIA).  The program administrative and management reviews are mandated under:





(a)  Section 2, Internal Controls.





(b)  Section 4, System Manager User Reviews.




(2)  Total Quality Management (TQM):  Proactive promotion of quality consciousness among all work place personnel.




(3)  Total Customer Service (TCS):  Corporate actions ensuring and enhancing customer satisfaction.  Provides customers all customers the full benefits they expect.  



b.  All managers and supervisors have the responsibility for developing and implementing methods, systems, procedures and controls ensuring efficient and effective operations and preventing irregularities and improprieties.  Operational reviews test compliance with these procedures and controls.  The ORP Index assesses day to day operations in accordance with these procedures and controls.  


2.  Corrective Action:  Primary  responsibility for corrective action and follow-up on review recommendations and ORP Index shortcomings rest with management.  Operational reviews provide the basis for identifying underlying causes for errors or adverse conditions.  The ORP Index provides a monthly overview on the success or failure of recommendations and process improvements.

B.  SPECIFIC RESPONSIBILITIES.


1.  The Financial Manager will:



a.  Furnish general program supervision and policy oversight for the Comptroller Division Operational Review Program.



b.  Oversee development and application of analytical methods and statistical means for reviewing, measuring, evaluating and attesting to the compliance, adequacy and effectiveness of the financial operations.



c.  Annually monitor the evaluations of internal management controls ensuring these are in place and programs are in compliance.



d.  Establish performance indicators for the ORP Index based on data submitted by the SA and functional supervisors.  Identified weaknesses from the previous years ORP, trends from DFAS, AAA, IG and NGB audits, inspections and assistance visits must be considered in establishing those indicators.   



e. Ensure an annual, written ORP plan covering all finance and accounting operations within the Comptroller Division is developed and published not later than 1 October each fiscal year.



f.  Ensure ORP reviews are planned, resourced and performed.  Execution of these requirements does not depend on needs or requests for increased personnel.  The responsibilities apply during peacetime and mobilization.  The frequency and accomplishment time may decrease or increase during mobilization depending on specific tasks.  This may also occur during periods when the Staff Accountant position is not filled or resourced.  Lack of an assigned SA will not impact on the execution of  the Operational Review Program or use of the Operational Review Program Index.


2.  The Staff Accountant will:



a.  Develop and execute an annual, written, time-phased ORP.  The program will schedule reviews of all functional finance and accounting operations within and affecting the USPFO.  The ORP plan will be flexible so special/nonscheduled ORP reviews can be conducted as directed by the Financial Manager or USPFO.  The Financial Manager and USPFO will approve the plan.  Review guides developed by DFAS, AAA, NGB or any other agency may be used along with local review guides as appropriate.  However, they do not replace detailed analysis of the functional areas or processes.  The following will receive priority consideration: 




(1.)  Deterrence of waste, loss or misuse of government funds.




(2.)  Timely and accurate service.




(3.)  Proper administration of funds.




(4.)  Accurate computation and proper documentation of all disbursement and collection transactions.




(5.)  Accurate maintenance of financial records.




(6).  Identification of inadequate controls, improper use of systems and inefficient use of resources.




(7.)  Report accuracy and compliance with financial regulations.




(8.)  Prepare the Operational Review Index on a monthly basis.  Establish internal suspense for data collection.  Consolidate, review and verify/substantiate feeder reports. Follow-up on apparent discrepancies or erroneous data and finalize the report and provide it to the Financial Manager and USPFO and Chain of Command elements as applicable.



b.  Provide input and recommendations for the development of ORP.



c.  Resolve systems and regulatory problems identified through operational reviews to include coordinating/initiating changes to policies and procedures.



d.  Serve as the Comptroller Division coordinator for importing and exporting procedural and automation initiatives facilitating and integrating improvements to Comptroller Division operations and customer support.  Additionally, is the focal point for fielding new systems or system enhancements within the Comptroller Division.   



e.  Perform special reviews as directed by the Financial Manager and USPFO.



f.  Review General Accounting Office (GAO), Department of Defense Inspector General (DoDIG), Department of the Army Inspector General (DAIG), National Guard Bureau (NGB) ORP and any other audit and inspection relating to Comptroller Division operations.



g.  Validate management controls for each functional area within the Comptroller Division annually.



h.  Assist the Internal Review and Audit Compliance (IRAQIS) Division in conducting any requested audits of the Comptroller Division or follow-up of audit and inspection report findings pertaining to finance and accounting operations.



i.  Annually perform an overall assessment of Comptroller Division finance and accounting operations.  This is accomplished using the ORP Index to profile deficiencies, inadequate controls and ongoing actions to bring these conditions within program compliance. 



j.  Assist functional supervisors in establishing and implementing methods or procedure to detect, prevent and resolve operational deficiencies.  Identify trends and specific problem areas as well as root causes of operational deficiencies and follow-up ensuring corrective actions resolve problems.  The ORP Index will be the cornerstone  in facilitating this process.  



k.  Continually assess and evaluate the effectiveness of operations through the review of standard performance and management indicators by using the ORP Index.  Assess the indicators to identify operational areas currently not meeting performance goals as established within the ORP Plan. 



l.  Ensure operational review conditions and results are properly documented to support written comments.  Review conditions, results and comments will be clearly stated and in compliance with GAO Government Auditing Standards as contained in the 1988 revision of the Standards for Audit Of governmental Organizations, Programs, Activities, and Functions (“Yellow Book”).



m.  Identify and report personnel training deficiencies in both technical and functional operational areas.



n.  Provide the USPFO, Financial Manager, functional supervisors and employees feedback on program results and effectiveness.

NOTE:  If the Staff Accountant/Fiscal systems Analyst position is not resourced, these duties and responsibilities fall to the Financial Manger or a member or members of his staff IAW paragraph 3.1.B.b.(d).AR 11-37.


3.  Functional Supervisors will:



a.  Annually submit to the Financial Manager a list of goals and objectives for the applicable branch or section within the Comptroller Division.  These will be based on the previous FY ORP, reviews of management controls by first line supervisors and any audits, inspections or assistance visits.  These will be provided not later than 1 August each Fiscal Year.



b.  Review and validate all management controls annually.



c.  Review on a monthly basis the results of the ORP index and respond to the Financial Manager on any deficiencies.



d.  Review the statistics captured by the operational index to ensure they are the data that clearly reflects the functions mission, goals and standards of the section.

CHAPTER  4

ANNUAL OPERATIONAL REVIEW PLAN

A.  REQUIREMENT.  

The Comptroller Division will develop,  publish and begin to execute an Operational Review Program plan not later than 1 October of each fiscal year.  The annual plan will cover each of functional area and identify  additional areas for review during the next fiscal year. 

B.  INPUT.  

Each branch or section will provide potential requirements for review to the Staff Accountant or individual designated.  These will be consolidated and provided to the Financial Manager ensuring redundancy does not occur and areas of management concern are included in the annual plan.  Input will be provided to the Staff Accountant not later than 15 August of each year.  

C.  CONTENT.  

The annual ORP content and format is based on program needs.  Revision will be done as mission requirements change.  When changes occur, revisions will be done quarterly as a minimum standard.  Each plan will identify the following:


1.  Functional areas to be reviewed.


2.  Review guides to be used.


3.  Location of the reviews.


4.  Resources required to conduct the ORP and execute the reviews.


5.  Provisions for conducting quick reaction reviews requested by the USPFO, Financial Manager or functional supervisors.


6.  Review schedule and milestones for completion of the reviews.


7.  The plan will be time-phased, indicating the estimated hours necessary for all actions and activities of the Staff Account.

NOTE:  Complete implementation of the Operational Review Index will ensure all of the above areas are included in the ORP.  However, even with complete implementation, an ORP plan will be published documenting the process and the method of execution.     

D.  APPROVAL.  

The Operational Review Program will be approved by the Financial Manager and USPFO.  This approval will be final step in the planning process.  Upon approval, the Staff Accountant or the individual designated to implement and/or monitor the program will begin the execution phase.  The Financial Manager is responsible to ensure the program is monitored and is following the published schedule as nearly as possible.  The FM can and should direct changes to the plan if necessary.

CHAPTER  5

CONDUCTING OPERATIONAL REVIEWS

A.  REVIEW REQUIREMENTS:  


1.  Operational reviews will evaluate the effectiveness of existing procedures and internal controls, determine compliance with regulatory requirements, identify problem areas, disclose duplicative process, and highlight areas of excellence and improvement.


2.  The SA will conduct a entrance conference with the functional supervisor. 


3.  The SA will conduct periodic in-progress reviews with the functional supervisor.  If a condition is detected that warrants closer examination the FM should be notified immediately.


4.  A final exit conference will be conducted with the functional supervisor to ensure that the report reflects the true condition of the area.  If there is discord, the SA will document the area of conflict and forward the report to the Financial Manager. 


5.  A written report will be forwarded to the Financial Manager within 7 days of completion of the review.  This report may include all of the data and working papers gathered during the review.  

B.  GENERAL REVIEW STANDARDS:


1.  The Staff Accountant is responsible for upholding high levels of professionalism, independence, and objectivity.  Sound judgement must be used when establishing review objectives, scope and methodology, as well as, in conducting reviews and evaluating and reporting the results.


2.  The Staff Accountant must be independent from the function being reviewed and maintain objectivity so review conclusions and recommendations are free from bias.

C.  PLANNING THE REVIEW:


1.  When developing the review scope, ultimate consideration must be given to the objective.  While time and other resources will impact on the review, attainment of the objective determines the success and value of the review to management and the organization.  Reviews that are well planned tend to provide valuable data to the organization.  Well planned reviews will provide feedback on successful operations as well as assisting in correcting deficiencies.  


2.  When determining the review objective, consider as many factors as are available.  Previous assistance visits, inspections, Internal Management Control reviews or any other like assessment.  Input from functional supervisors is vital and must be taken into consideration.


3.  The SA must coordinate any site visits necessary to collect the data for the review.  It is highly recommended that visits outside of the USPFO be coordinated by memorandum forwarded through the Financial Manger and USPFO to the directorate involved.  Site visits within the USPFO may  be coordinated at the time of the entrance conference.  All visits should be coordinated prior to start the audit.


4.  A formal notification should be forwarded to the functional supervisor regarding the review.  That notification should include the general scope of the review, a date for the entrance conference and when data collection will begin in the functional area.

D.  CONDUCTING THE REVIEW:


1.  An entrance conference should be held with the functional supervisor and any other individuals deemed necessary by the SA and the functional supervisor.  This conference need not be formal, however the following issues should be discussed:



a.  Purpose, scope and estimated period of the review.



b.  The reporting process (in progress reviews or any special issue that would require immediate action)



c.  When the on site data collection will begin and any assistance necessary.



d. The expected date of the exit conference.



e.  When how and where the final report will be filed.


2.  Tools used in data capture:  



a.  The use of NGB or other review guides is encouraged as a tool to assist in developing the review process.  The exclusive use of any review guide created as a general tool for assistance visits is discouraged.  



b.  Objectives and review steps that are specifically designed for the USPFO function being reviewed  are of greater benefit to management and the reviewed function.



c.  The use of statistical sampling should be used to collect data whenever practicable.  This practice assists the SA in limiting the number of records reviewed.  It also affords the SA an opportunity to project findings across a population.  It’s important to note that while the Quality Assurance program has not demanded Yellow Book standards for reviews, the strength of using this method helps in selling solutions and findings.


3.  Areas of review:  The SA will evaluate all phases of the operation with respect to the economy and efficiency of the operation.  The degree and nature of the assessment for compliance and internal controls will vary with review objectives.


4.  Assessment of Internal Management Controls.  Operational reviews will include an assessment of the Internal Controls in place in the functional area.  Each facet of the operation that requires internal controls must be evaluated. 


5.  Identification of Material Weaknesses and Detection of Fraud Waste and Abuse (FW&A).  Should internal controls be inadequate or non existent or if FW&A is discovered, the SA along with the function supervisor must make a priority effort to institute controls.  Areas that are considered high risk will be reported to the Financial Manager as soon as it practical.  


6.  Assessment of Review Results.  After all of the data is collected the SA must analyze the data.  The SA should be looking to determine the “health” of the function.  All problems that are discovered should be documented to ensure that the “condition” is definable as well as what caused the condition, and its overall effect on the function, USPFO and the State concerned.  When the cause of a particular problem is outside of the USPFO community, the SA must be prepared to document this problem to the level of command that can favorably impact on it and cause corrective action to be initiated.  

Note:  This is generally the Chief of Staff.  Since the USPFO is not a command element such efforts are more properly routed through this office.


7.  Exit conferences.  Exit conferences can be either formal or informal.  This largely depends on the results of the review.  If major problems have been detected, it is highly recommended that a formal exit conference be held.  When routine or no problems have been detected a less formal approach is recommended.  This in many instances can be a meeting with the functional supervisor.  After which a report can be forwarded to the Financial Manager

E.  FOLLOW-UP CORRECTIVE ACTION.


1.  Reports should be forward to the FM (Sample in Annex A & B).  The FM endorses reports to the functional supervisor directing the corrective action that is to be taken.  The FM should establish a schedule for completion of corrective action.  When the response is received from the functional supervisor the FM should endorse the report back to the SA indicating whether a follow-up review is warranted or if the review should be considered closed.


2.  When follow-up reviews are required the SA should immediately check the annual plan and make changes to that schedule as might be appropriate.  

F.  DOCUMENTATION:  

Working papers and other back up documents will be maintained by the SA as evidence of reviews and to support review observations, conclusions, and recommendations.  Working papers should be accurate, complete, clear and neat; only contain materials relevant to the review; and be readily available.  Working papers should not routinely be given or shared with the general USPFO community.

CHAPTER  6

Operational Review Index

A.  GENERAL.


1.  The Operational Review Index is intended to assist the USPFO, FM, SA, and Functional Supervisorsin assessing the “wellness” or “health” of the financial division.  


2.  It is absolutely critical that this program be reflective of the needs of management. .  Each manager brings different talents, skills and abilities to their position.  Thusly, the need for information varies between managers.  Any time a change is made in managers utilizing the results of this program, it is mandatory that the program be reviewed.  

B.  SCOPE:  

This program must encompass every phase of the Comptroller Division of the USPFO.  The critical performance measures from each of the disciplines must be included in the index.  Data will be captured and analyzed on a monthly basis.  The index can be published on a monthly or quarterly basis.  Data can be listed on the report in either monthly, quarterly or an annual basis.  The FM, functional supervisor and the SA will collaborate on the data to be captured in the index.  An assessment of the kinds of data to be captured should be accomplished on an annual basis.


1.  Some data is clearly and easily reported on a monthly basis.  The relative importance of the data is the current data.  In other words, “what is our status now”.  This data can be collected on a monthly basis and published in the index as is with out comparison with other like data.  An example might be determining how much travel money the USPFO has expended to date. 


2.  Some data needs to be comparative from month to month but it is not important to look at a years worth of data, just the current fiscal year.  Receiving report timeliness might be an example of this type of data.  The SA can keep track by year to watch the progression of the data through out the fiscal year.  


3.  Some data is best captured on a quarterly basis.  Because of systems or processes, the data accumulates and changes on a quarterly basis.  An example of this is Allotment received


4.  It is sometimes advantageous to be able to view a years data at a time.  This can be accomplished when management requires a 12 month picture of data.  Government Credit Card delinquency might be an example of this data.  In this manner, managers can always have a picture of where they have been and where the trend might be taking them.

C.  DATA CAPTURE ITEMS:

The following are the standard data that should be captured on a monthly basis.  These are minimums and should the USPFO, Financial Manager, Staff Accountant or functional supervisor require additional or more in depth information it should be added.  Examples of data collection sheets are found in Annex E.


1.  Government Charge Card Data:



a  Dollar figures should be captured for all categories with the percent of delinquency shown for the month.



b.  The number of accounts.



c.  The number of accounts delinquent.



d.  The percentage of accounts delinquent.


2.  Travel and Training Funding provided to the USPFO.



a.  Capture the amount of funding disbursed  by TDC.  



b.  Capture the amount of funding in the reservation list by TDC.



c.  Compute the amount of funding remaining for the fiscal year in each AMSCO


3.  Manpower statistics:  Capture from the 215 report the number of IDT Personnel, Time and Attendance Cards, AD Payments, DJMS-AC Transactions, Accounting Transactions, IATS Vouchers and CAPS Vouchers.  


4.  Accounting and Budget Data:



a.  Capture current fiscal year funding by Appropriation and Budget activity (from the 218 EOM Report):




(1)  AFP




(2)  Allotment to date.




(3)  Cumulative Obligations to date.




(4)  Compute the AFP Remaining, percent of AFP used and percent of Allotment remaining.



b.  Capture drug money by appropriation for the current fiscal year indicating AFP Reservations Obligations and Balance.



c.  Capture prior year funding by appropriation, AFP as of 30 September, the current unliquidated balance and the funds still available.  



d.  Capture Outstanding advances by month.  Indicate the balance of accounts receivables for the month and fiscal year.


5.  Prompt Payment Act Data:



a.  Capture the number of payments subject to the prompt payment act.



b.  Capture the total of payments made subject to the prompt payment act.



c.  Capture the number of interest payments made.



d.  Capture the amount of interest payments made.



e.  Compute the percent of interest paid versus the amount of payments made.



f.  Capture the number of discounts available



g.  Capture the number of discounts lost



h.  Capture the amount of lost discounts.


6.  Travel statistics:



a.  Capture the number of Vouchers received during the month.



b.  Capture the number of payments sent to DASA.



c. Capture the number of vouchers returned to travelers.



d.  Compute the percentage of vouchers returned to individuals.



e.  Capture the number of examiner hours.



f.  Compute the number of vouchers accomplished per hour.



g.  Compute the number of days worth of vouchers on hand on Monday morning. (backlog).


7.  Receiving Reports:



a.  Capture the number of receiving reports submitted for the month.



b.  Capture the number of receiving reports received on time.



c.  Compute the percentage of receiving reports received in a timely manner.


8.  DCPS – Technician Pay:



a.  Capture the number of T&A forwarded to DCPS each pay period.



b.  Capture the amount of LWOP used each pay period.



c.  Capture the amount of comp time earned each pay period.


9.  Military Pay Transactions:



a.  Capture the number of transactions by type that were rejected during the month.



b. Capture the number of transactions by type that were accepted during the month.



c.  Compute the percentage of transactions rejected for the month.



d.  Compute the average number of transactions rejected for the year to date.


10.  Military Pay critical transactions.



a.  Capture and compute the percentage of gains/Losses that were late for the month.



b.  Capture and compute the percentage of ADT/ADSW transactions that were late for the month



c.  Capture and compute the percentage Enlisted promotions that were late for the month.



d.  Capture and compute the percentage Officer promotions that were late for the month.



e. Capture the percentage of sure pay participants.



f.  Capture the number of bonus participants enrolled for the month.



g.  Capture the number of bonus payments that were late for the month.



h.  Compute the percentage of bonus payments that were late for the month.



i.  Capture the amount of bonus dollars that were late for the month.

D.  REVIEW AND RESPONSE TO INDEX DATA:


1.  When the SA has completed the data collection for the index the data must be analyzed to determine if a trend or particular short coming has been noted.  The Staff Accountant will as a matter of course, notify the functional supervisor of the noted irregularity.  This should be done in a written mode.  Attached as Annex D to this SOP is a recommended format.  This form gives the SA an opportunity to inform the functional supervisor of a deficiency or irregularity.  The SA attaches copies of the data collected to the form and forwards with comments to the functional supervisor.  The SA forwards the originals of the data collected to the FM.


2.  When the functional manager gets the sections copies of the data, he/she can review the comments from the SA.  The allows the functional supervisor to enter comments regarding the situation.  The form is then passed up the chain of command to the FM.  The functional supervisor keeps the data sheets attached to the form.


3.  The FM analyzes the data of the index along with comments received from the functional supervisor and when applicable the Chief Pay and Exam.  The FM then returns the originals and the comment sheets to the SA noting any actions necessary by the staff accountant. 

XXXX-XXX  (xx-xx)
Date

FOR Financial Manager “Our State” 

SUBJECT:
Operational Review 99-XX, Functional Area.

1.
Introduction:   This Operational Review was conducted as scheduled on the Annual Operational Review schedule as approved by the United States Fiscal and Property Officer for “Our State”.

2.
Objectives:  The overall objective of this review ……….  Specific objectives were to:


A.
Determine ………...


B.
Evaluate …………….


C.
Evaluate ……………..


D.
Assess the Internal Management Controls for ……………...

3.
Scope:  The scope statement should cover the breath and width of the review.

4.
Overall Evaluation:  Tell the Financial Manager in a synopsis what you found and how it impacts on the organization as a whole..

5.
Digest:  The following are summaries of findings and recommendations for improvement.  These should follow the objectives of the review.


A.
Objective 1 Title:  Finding..

Recommendations

1.
.

2.
.

3.



B.
Objective 2 Title:  Finding.  

Recommendations

1.


2.


3.
.

4.



C.
Objective 3 Title:  No Finding.  If this area was outstanding or deserving of favorable comment you may place those remarks here.

6.
General Observations:  The following observations made during the evaluation of objectives are provided for management’s information.  No response is required relative to these comments.


A.
Title or subject:  These can be favorable or non favorable comments.  These generally fall out side the scope of the Operational Review.

· 
B.
Title or subject.:.

7.
Enclosures Operational Review Methodology (Appendix A), 

8.
Staff Accountant Comments:  We thank all the people who worked with us and furnished information during this audit.  Their assistance, ideas, questions, and constructive comments were appreciated and most helpful.  By the close of the review, several of the problem areas were already in the process of being corrected or improved.  We commend the initiative and positive attitude of those involved in the changes and improvements.

Encls
SNEAKY PETE


Staff Accountant

METHODOLOGY

This review  included tests of records, procedures, and internal controls necessary to determine overall effectiveness of methods and whether desired results were being achieved.

A preliminary study of applicable references was made.  Previous audit and inspection reports, regulations, policy files; samples of records and documents, memoranda, messages and other related correspondence were read and examined.  Walk-throughs and vulnerability assessments were made prior to developing specific audit objectives.

Judgmental sampling techniques were used to select organizations for representative transactions from the population.  Sample results were used to determine if further testing were warranted.  Sampling plans were developed and documented.

Extensive use of guides were made to focus our efforts, ensure sufficient audit coverage, organize our approach to the audit, divide the audit into more manageable segments, and document our analysis and conclusions.

Evidence gathered was documented, summarized, and analyzed.  Sufficient data was collected on which to draw conclusions and aid in making decisions.

Data collection occured at the (name the place) and judgmentally selected units and organizations.

XXXX-XXX  (xx-xx)
DATE

FOR XXX

SUBJECT:
XXX

1.
Introduction: This Operational Review was conducted as scheduled on the Annual Operational Review schedule as approved by the United States Fiscal and Property Officer for “Our State”. 

2.
Objectives:  The overall objective of this review was to evaluate …..

4.
Scope:  We evaluated current conditions and sufficient historical documents ….

5.
Overall Evaluation:  All aspects of operations support were effectively managed. As a result of excellent controls and experienced, knowledgeable personnel within ……..

6.
General Observations:  Brief observations regarding each operations support  management function are provided for management’s information.  No response is required relative to these comments.

A.
Title of Objective:  Followed by what was found. 

B.
Title of Objective:  Followed by what was found.

7.
Enclosures include 

8.
Comments: We thank all the people who worked with us and furnished information during this audit. Their assistance, ideas, constructive comments, and willingness to share their experience were appreciated and most helpful. 

Encls
SNEAKY PETE


Staff Accountant

REFERENCES: 

OBJECTIVE (Purpose): 

SOURCE:


SCOPE: 

OTHER PERTINENT DATA:


AUDIT STEPS:  

1.

2.

3.


4.


DISCUSSION: 

RECOMMENDATION:  
 

Department of the Army and Air Force
                 National Guard Bureau
United States Property and Fiscal Officer – “My State”

Our Place, USA 44444-4444
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TO:

____________________________

Date:

9 March 1998

From:

 Staff Accountant, USPFO-My State
Tele:  (123) 456-7890

Fax:  (123) 456-7878

DSN:  871-7890


Operational Index

May 1998

Unusual Condition:

Contributing Circumstance:

Section Leaders Comments

Financial Managers

Concerns and Requirements:











