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In reply refer to:
DistO 5200

Compt

18 NOV 01

DISTRICT ORDER 5200

From:  Commanding Officer

To:
  Distribution

Subj:  INTERNAL MANAGEMENT CONTROL PROGRAM (IMCP)

Ref:   (a) MCO 5200.24C


  (b) MCRCO 5200.1


  (c) CMC White Letter 03-96 dtd 11 Jul 96 (NOTAL)


  (d) 31 U.S.C. 3515 (Federal Managers’ Financial Integrity 

 Act of 1982)


  (e) Office of Management and Budget (OMB) Circular A-63, 

 Revised, “Management Accountability and Control, 21 

 Jun 95 (NOTAL)


  (f) SECNAVINST 5200.35D


  (g) DistO 5041.9C

Encl:  (1) Definitions, Management Control Standards and 

 Associated Concepts


  (2) Assessable Unit (AU) Matrix

1. Purpose.  To establish an IMCP within the 6th Marine Corps District in compliance with references (a) through (f).  An effective IMCP reduces the potential for fraud, waste, abuse, mismanagement, and unfavorable public opinion affecting the Marine Corps.

2. Background.  Public law requires that we implement a proactive approach to protecting our limited resources from fraud, waste, abuse, and mismanagement.  To this end, the IMCP tasks commanders at all levels to determine the level of risk of all command functions and to ensure that any potential control weaknesses are highlighted, reviewed, and corrected.  Through the use of the IMCP, we are able to protect the command against misuse of government resources.

3.  Definitions.  The terms, standards, and other applicable concepts used in this order are defined in enclosure (1).

4.  Functional Areas.  Enclosure (2) lists all assessable units (AU), as defined in enclosure (1), applicable to the 6th Marine Corps District and subordinate Recruiting Stations.  Recruiting Stations and District Headquarters Staff Sections will use the AU matrix to guide them when questions arise in one of the functional areas.  Checklists will be developed and promulgated for each AU to ensure that the 6th Marine Corps District is in compliance will all applicable laws, rules, regulations, directives, and orders.

5.  Information.  The IMCP is a five-step process:


a.  Step 1.  Appoint IMCP Coordinator.  The Comptroller will serve as the IMCP Coordinator for the District.  Each Recruiting Station and Staff Section is responsible for assigning an individual to be responsible for the Internal Management Controls in their organization.


b.  Step 2.  Implement the IMCP.  Make all supervisory personnel familiar with references (a) through (c) and this order.


c.  Step 3.  Identify Assessable Units (AUs).  AUs have been identified and provided as enclosure (2).  Additional AUs will be identified and designated if the responsible staff section identifies an area of concern.


d.  Step 4.  Conduct Management Control Evaluations.  Each staff section will review all AUs on an annual basis to determine the effectiveness of internal controls and compliance with appropriate rules, regulations, and policies.


e.  Step 5.  Annual Reports.  This report will be submitted by the IMCP Coordinator to the Marine Corps Recruiting Command on 1 August, per reference (a).

6.  Policy.  The two most important factors in an effective IMCP are leadership and separation of duties.  These programs will not accomplish their purpose without the supervision and support of Recruiting Station Commanding Officers and District Section Heads.  Key duties should be assigned so as to prevent any individual from controlling all phases of a significant task or responsibility.  As required by reference (a), Recruiting Stations and District Staff Sections will:


a.  Establish controls consistent with the standards contained in this order; and,


b.  Continually monitor and improve the effectiveness of controls chosen to be employed for their programs.

7.  Action

a.  District Comptroller


(1) Assigned as the overall IMCP coordinator for the District.



(2) Provide training/guidance to all applicable personnel within the District.



(3) Provide oversight of program implementation.



(4) Serve as the District focal point on all matters pertaining to the IMCP.



(5) Submit an annual certification statement with a list of all assessable units, assessments conducted, and results of management control evaluations to the Commanding General, Marine Corps Recruiting Command by 1 August.



(6) Track and perform follow-up on all command reported material weaknesses.



(7) Coordinate, on an annual basis or as required, an Internal Management Control Program Working Group to analyze this order and review currency and applicability of AUs.



(8) Maintain files for the program.



(9) Provide liaison with external agencies regarding inquiries or information concerning the IMCP.


b.  District Headquarters Section Heads


(1) Assign a manager responsible for assessing, reviewing, reporting, and modifying controls that guard against fraud, waste, abuse, and mismanagement.  Fitness reports/performance appraisals will reflect management control responsibilities.



(2) Identify assessable units to be evaluated.



(3) Conduct additional assessments and reviews for vulnerabilities not previously identified.



(4) Develop, update, and maintain checklists to evaluate AUs as listed in enclosure (2).



(5) Conduct Management Control Evaluations (i.e., assist visits with updated checklists) to ensure compliance with all applicable rules, regulations, and policies, and to evaluate internal control procedures for applicable AUs in accordance with this order and reference (g).



(6) Maintain files for current year plus two years.



(7) Annually, or as required, post updated assist visit checklist(s) for the following fiscal year by 15 Aug to the Outlook Public Folders.  These checklists will cover all areas of responsibility as listed in enclosure (2).



(8) Submit an annual certification statement with a list of all assessments conducted and results of Management Control Evaluations to the Comptroller by 15 July.


c.  Recruiting Station Commanding Officers


(1) Assign a focal point for coordinating the program.  This individual’s fitness report will reflect management control responsibilities.



(2) Provide oversight of program implementation.



(3) Conduct self-evaluations using the checklists posted in Outlook Public Folders to ensure compliance with all checklist items.



(4) Perform ongoing reviews of internal controls, paying particular attention to separation of duties.

T.E. GREGORY

Distribution:  6TH MCD Department Heads

Recruiting Station Commanding Officers 

DEFINITIONS, MANAGEMENT CONTROL STANDARDS, 

AND ASSOCIATED CONCEPTS

1.  Assessable Unit (AU).  Any organizational, functional, programmatic, or other applicable subdivision capable of being evaluated by management control assessment procedures.  An AU should be a subdivision of an organization that ensures a reasonable span of management control to allow for adequate analysis.  AUs should have specific management controls that are applicable to their responsibilities.

2.  Control Objectives.  A specific aim, goal, condition, or level of control established by a commander/manager for an AU that provides reasonable assurance that the resources allocated to that activity are safeguarded or protected adequately against waste, fraud, or mismanagement, and that organizational, operational, or administrative objectives are accomplished.  Control objectives are not absolutes.  Limiting factors such as budget constraints, statutory and regulatory restrictions, staff limitations, and the cost-benefit of each control technique are to be considered in determining desired control objectives.

3.  Control Technique.  Any form of organizational procedure or document flow that is relied on to accomplish a control objective.

4.  Cost-Benefit.  The true net cost of correcting an identified weakness.  The cost-benefit represents the real (actual) monetary benefit derived from correcting the weakness, reduced by (less) the costs associated with implementing the correction.  The concept of reasonable assurance recognizes that the costs of management control should not exceed the benefits to be derived, and that the benefits themselves consist of a reduced risk of failing to achieve stated objectives.  This balancing of management control costs and benefits is addressed using estimates and management judgment.

5.  Documentation.  Documentation of management control activities is required to the extent needed by management to control its operations effectively and include products not specifically designed to meet the requirements of the Internal Management Control Program.  Documentation for management control systems is mandated by reference (e), and encompasses the following two types of written materials:


a.  Review Documentation.  Shows the type and scope of the review, the responsible official, the pertinent dates and facts, the key findings and the recommended corrective actions.  Documentation is adequate if the information is understandable to a reasonably knowledgeable reviewer.


b.  System Documentation.  Includes policies and procedures, organizational charts, manuals, flow charts and related written and graphic materials necessary to describe organizational structure, operating procedures and administrative practices, and to communicate responsibilities and authority for accomplishing programs and activities.

6.  General Control Environment.  The environment in which management operates, including management attitude; organizational structure; personnel competence; delegation of authority and responsibility; policies, procedures, budgeting, and reporting practices; and organizational checks and balances.

7.  Management Control.  The organization, policies, and procedures used to reasonably ensure that programs achieve their intended results; resources are used consistent with the Marine Corps’ mission; programs and resources are protected from waste, fraud, and mismanagement; laws and regulations are followed; and, reliable and timely information is obtained, maintained, reported, and used for decision making.  Management controls, in the broadest sense, include the plan of organization, methods, and procedures adopted by management to ensure that its goals are met.  Management controls include processes for planning, organizing, directing, and controlling program operations.  Some subsets of management controls are the internal controls used to assure that there is prevention or timely detection of unauthorized acquisition, use or disposition of the entity’s assets.

8.  Management Control Evaluation.  A documented examination of an assessable unit to determine whether adequate control techniques exist and are achieving their intended objectives.  Management control evaluations are of the following two types:


a.  Alternative Management Control Review.  A process which determines that control techniques are operating properly, or a process developed for other organizational purposes which provides adequate information on the effectiveness of control techniques.  This type of process may utilize computer security reviews; quality assessments; financial systems reviews; General Accounting Office (GAO), DOD Inspector General (DODIG) and Naval Audit Service (NAVAUDSVC) audits, inspections, or investigations; local audits and command evaluations; and, management and consulting reviews.  Such alternative reviews must assist in determining overall compliance and, whenever possible, include testing of controls and documentation.


b.  Management Control Review.  Detailed examination by the responsible commander/manager of the system of management controls in an assessable unit to determine the adequacy of controls, and to identify and correct deficiencies.  Management control reviews should be conducted only when a reliable alternative source of information is not available and the review is expected to produce otherwise unavailable written documentation of what was done and what was found.  Any review should have some reasonable cost effective testing aspect associated with it.

9.  Management Control Plan.  A brief, written plan (updated) annually that indicates the number of scheduled and accomplished management control evaluations, the identity of assessable units, progress toward accomplishment of annual program requirements, the method of monitoring and evaluation and the date the evaluation was completed.  The management control plan need not be lengthy and any format may be used, so long as it addresses management control evaluations throughout the organization and conveys, with reasonable certainty, an awareness that the objectives of the Internal Management Control Program have been accomplished.

10.  Internal Management Control Program.  The full scope of management responsibilities as defined in this instruction.  That responsibility includes the development of effective management controls, the evaluation and correction of deficiencies, the use of effective follow-up procedures, and the reporting requirements of this guidance and the references.

11.  Management Control Standards.  Federal standards for management control are summarized in reference (e), and are identified in Appendix A of reference (a).

6.  Management Control System.  The sum of the methods and measures used to achieve the management control objectives both the controls and the evaluations of those controls.  It is not a separate system, but an integral part of the systems used to operate programs and functions.

13.  Material Weakness.  Specific instances of noncompliance with reference (d) of such importance so as to warrant reporting of the deficiency to the next higher level of command/management.  Such weaknesses significantly impair or may impair the fulfillment of an activity’s mission or operational objectives; deprive the public of needed services; violate statutory or regulatory requirements; significantly weaken safeguards against fraud, waste, or mismanagement of funds, property, or other assets; or cause a conflict of interest.  In effect, the weakness results from management controls that are not in place, not used, or not adequate.  Material weaknesses should be identified using one of the 15 functional reporting categories listed in reference (a).  Open finding on management controls from any source, agreed to by management, are candidates for a material weakness at the applicable level, until all corrective actions are complete.  Weaknesses considered significant on any of the following criteria warrant consideration for reporting as material weaknesses:


a.  Actual or potential loss of resources (e.g., property, inventory, personnel, etc.).


b.  Sensitivity of the resources involved (e.g., drugs, munitions, etc.).


c.  Magnitude of funds, property, or other resources involved.


d.  Frequency of actual or potential loss.


e.  Current or probable Congressional or media interest (adverse publicity).


f.  Impaired fulfillment of mission or operations.


g.  Unreliable information causing unsound management decisions.


h.  Violations of statutory or regulatory requirements.


i.  Diminished credibility or reputation of management.


j.  Deprivation of needed Government services to the public.


k.  Impact on information security.

14.  Reasonable Assurance.  The judgment by a manager and Commanding Officer based upon all available information that the component systems of management controls are operating as intended by reference (d).

15.  Risk.  The probable or potential adverse effects from inadequate management controls that may result in the loss of resources or cause an activity to fail to accomplish significant mission objectives through fraud, error, or mismanagement.

16.  Risk Assessment.  A documented review by management of an assessable unit’s susceptibility to fraud, waste, or mismanagement.  Management evaluates the general control environment, analyzes the inherent risks and arrives at a preliminary assessment of the safeguards for the assessable unit.

17.  Testing.  Procedures to determine through observation, examination, verification, sampling or other procedures whether management control systems are working as intended.
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