FISCAL INSPECTION CHECKLIST (REV 11/03)

 

BEA:  _______             DESCRIPTIVE  TITLE:  _ASSIST VISIT

DATE OF REVIEW:  
 

 

1.  DOES THE FA HAVE SUFFICICENT PERSONNEL TO MANAGE ACCOUNT?  YES             

 

2.  NAME OF PERSONNEL_

 

3.  HOW LONG HAVE PERSONNEL BEEN ON BOARD___
 

4.  DOES THE BEA HAVE A COPY OF THE M&S, TRAVEL, AND REPORTS INQUIRY

MANUALS FOR SABRS?   (WWW.DFAS4DOD.DFAS.MIL)    

                                               

 

5.  HAS THE BEA ESTABLISHED A SABRS PENDING FILE?  


             

 

6.  ARE REPORTS BEING PRINTED, REVIEWED AND VALIDATED REGULARLY (DAILYTRANSACTION, M150, TI47)?  
7.  ARE ERRONEOUS LIQUIDATIONS SUBMITTED TO DISTRICT?  

 

8.  LIQUIDATIONS LESS THAN/EQUAL TO EXPENSES?  

 

9.  ALL TRANSACTIONS (ULO/UTO) WITH CYCLE DATE <60 DAYS EXPLAINED?  

 

10.  ARE UNLIQUIDATED ORDERS REPORTS (PRTM150), AND THE UNSETTLED

TRAVEL ORDERS REPORT (PRTT147) BEING VALIDATED AND SUBMITTED TO THE COMPTROLLER’S OFFICE AT THE END OF EACH QUARTER?    

11.  ARE STANDARD DOCUMENT NUMBERS PROPERLY CONSTRUCTED?         

 

12.  IS THE LINE OF ACCOUNTING PROPERLY REFLECTED ON PAYMENTS 

VOUCHERS TO INCLUDE SDN?                                                                           

 

13.  ARE ATTENDANCE ROSTERS AVAILABLE FOR COI’S / POOLEE EVENTS? 

 

14.  DOES THE ATTENDANCE MEET A MINIMUM OF 3 CIVILIANS TO EVERY MILITARY MEMBER RATIO?                                                                                               

 

15.   HAVE PRE-OBLIGATIONS FOR TELEPHONE, VEHICLES, ETC. BEEN ENTERED INTO SABRS AT THE BEGINNING OF EACH QUARTER?                     

16.  DOES SABRS ACCURATELY REFLECT THE STATUS OF EACH PURCHASE?  
 

17.  IS EFFECTIVE ACTION TAKEN TO OBTAIN STATUS OF UNDELIVERED ORDERS AT A MINIMUM OF EVERY 30 DAYS?                                                                                          

 

18.  CAN THE SUPPLY CLERK AND SUPPLY CHIEF PERFORM EACH OF THE 

FOLLOWING TASKS:

 

      A.  FROM POWER OFF, CAN HE/SHE ENTER 3270 EMULATION AND LOGON TO SABRS?           

      B.  ENTER A TRANSACTION WITH APPROPRIATE DICs?                             

 

     C.  VIEW SMARTS REPORTS BY CAC?   

19.  DOES THE BEA MAINTAIN CURRENT YEAR +5 FILES? 



 

20.  DOES THE BEA MAINTAIN A DOC LOG OR OTHER TRACKING MECHANISM? 
 

21.  ARE PURCHASES SUPPORTED BY SOURCE DOCUMENTS? .
 

22.  ARE PURCHASES IN COMPLIANCE W/ REGULATIONS? 
23.  HAVE CORRECT FIP’S BEEN USED FOR EACH TRANSACTION?   

 

24.  DOES THE BEA HAVE A COPY OF THEIR LATEST BUDGET SUBMISSION ON FILE?                                                                                               

 

25.  DOES THE BEA HAVE THEIR PRIOR YEAR’S (5) EXECUTION ON FILE?  

 

26.  DOES THE FUND ADMINISTRATOR HAVE COPIES OF ALL PLANNING LIMITATIONS ON FILE?                                                                                                     
     

               LATEST AMEND #_____     ON FILE #_____ 

 

27.  IS THE FA WITHIN CEILINGS FOR EACH FUND CODE?            

 

28.  ARE ALL TRAVEL ORDERS BACKED UP BY AN APPROVED 6TH MCD TAD

REQUEST?       

 

29.  ARE TAD REQUESTS ATTACHED TO COPIES OF THE ORDERS AND FILED IN TON# SEQUENCE?  .

30.  HAS THE TAD REQUEST BEEN APPROPRIATELY APPROVED BY

OFFICIALS DESIGNATED IN WRITING BY THE COMMANDING OFFICER PRIOR TO CREATION?                                                                                              

31.  ARE OBLIGATION ADJUSTMENTS MADE TO TRAVEL ORDERS UPON RECEIPT OF CLAIMS?                                                                                                      


 

32.  HAS ACTION BEEN TAKEN TO ENSURE TRAVELERS SUBMITTED THIER

TRAVEL CLAIMS WITHIN THREE DAYS?                                                  


 

33.  IS A TRAVEL ORDER NUMBER LOG BEING MAINTAINED TO TRACK

SETTLEMENTS?           

 

34. ARE TAD ORDERS OBLIGATED IN ADVANCE OF TRAVEL?.

 

35.  ARE AUTHORIZED POV, ACTUAL LODGING COSTS, AND OTHER EXPENSES JUSTIFIED AND SUPPORTED? 

 

36.  IS TAD HELD IN ACCORDANCE W/ MCO 7300.22 AND DISTRICT POLICY? 

 

37.  ARE TAX EXEMPT FORMS BEING UTILIZED?
 

38.  ARE UNUSED GTR’S CANCELLED (TMO NOTIFIED) ON OR BEFORE THE EXPECTED TRAVEL DATE?                                                                                                    

 

39.  DOES THE SUPPLY CHIEF MAINTAIN A TRACKING SHEET FOR APPLICANT TRAVEL TICKETS?   

 

40.  ARE THE RS OPERATIONS PROCESSING AND SHIPPING LISTS COMPARED TO THE SUPPLY CHIEF’S TICKET TRACKING LIST?    

 

41. IS THE SUPPLY CHIEF ORDERING NEW TICKETS IN A TIMELY MANNER?  

 

42.  IS THE SUPPLY CHIEF VALIDATING ALL CURRENT ON -HAND QUANTITIES OF TICKETS AT EACH RSS/PCS?    

 

43.  IS THE SUPPLY CHIEF RETURNING ALL INVALID/EXPIRED TICKETS?  
 

44.  ARE PROPER PROCEDURES BEING USED TO VALIDATE THE APPLICANT PROCESSING LIST (APL) AND MEPCOM FORMS 926 EACH MONTH?   
 

45.  ARE CETIFIED COPIES OF MEPCOM FORMS 926 BEING FORWARDED TO THE COMPTROLLER BY THE 20TH OF THE FOLLOWING MONTH?             

 

46.  DOES THE FA MAINTAIN A FILE WITH ALL MEPS BOARD AND LODGING REPORTS FOR THE FISCAL YEAR?       

 

47.  DOES THE COMPTROLLER HAVE COPIES OF ALL MEPCOM FORMS 926 SUBMITTED TO THE RS?      

 

48.  ARE BOARD AND LODGING CHARGES FOR PRE-ENTRY ONLY?      

 

*49.  HAS A FISCAL OFFICER, SUPPLY OFFICER, AND INTERNAL CONTROL

OFFICER BEEN APPOINTED IN WRITING?                   

50.  IF USED, IS THE CO’S FACSIMILE STAMP PROPERLY SECURED WHEN

NOT IN USE?    

51.  ARE PROPER SIGNATURES OBTAINED PRIOR TO ORDERING GOODS AND SERVICES?  

52.  ARE PHONE CHARGES REVIEWED TO DETERMINE UNAUTHORIZED PHONE CALLS OR EXESS MINUNTES?  

 

53.  IS THE FA SCRUTINIZING VEHICLE MILEAGE FOR EACH RECRUITER, ESPECIALLY IN CASES WHERE RECRUITING AREAS ARE CONDENSED OR WHERE THE RECRUITER IS NOT ADEQUATELY PRODUCING?     

 

*54.  DOES THE RS HAVE A COMPREHENSIVE INTERNAL CONTROL ORDER?            

 

55.   DOES THE FA HAVE AN ESTABLISHED AND COMPREHENSIVE DESK TOP/

TURNOVER PROCEDURES? 

ADDITIONAL  COMMENTS/NOTES:

 

 

 

 

 

 

