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BY ORDER OF THE CHIEF,
  ANGPD 90-284

NATIONAL GUARD BUREAU
22 NOVEMBER 2002

Command Policy

COMPTROLLER FUNCTIONAL AREA CHECKLIST
NOTICE:  This publication is available digitally on the NGB-SDP WWW site at http://www.ngbpdc.ngb.army.mil.

OPR:  ANG/FMFP (Capt D. Gilbert)
Certified by:  NGB/CF (Col M. Hillestad)

Supersedes ANGPD 90-284, 16 Apr 99
Pages:  23 / Distribution:  F

This directive implements AFPD 90-2, The Inspection System, and is applicable to all ANG flying units.  The items listed do not constitute the order or limit the scope of the inspection/assessment.  As a minimum, units will use this directive in conjunction with the annual unit self-assessment.  The objective is to identify deficiencies that preclude attainment of required capabilities.  Units will supplement this publication with items developed from appropriate local operating instructions (OI), etc., to assess internal compliance.  This directive may be used in whole or in part by HHQ/IG during evaluations and exercises.

SUMMARY OF REVISIONS

This document has been substantially revised and should be completely reviewed.  

Table 1.  CLQ-1.XX  Financial Management.

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Financial Management Duties (Responsibilities)
	
	
	

	1.1.
	Does the Comptroller have an established program to recognize outstanding performances by the individuals assigned to the organization (AFI 36-2846)?
	
	
	

	1.2.
	Does the Comptroller ensure that information on continuing professional education, general education and professional military education programs is included in feedback sessions to those assigned to the organization (AFI 65-202, Para 8.3. and AFPAM 36-2627, Chap 2, Para 6)?
	
	
	

	1.3.
	Does Financial Management (FM) manage the workday program IAW current guidance (ANGI 36-2001 Chap 2)?
	
	
	

	2.
	Liaison Duties
	
	
	

	2.1.
	Does the FM provide effective program management oversight for the Government Travel Charge Card (GTC) (AFI 65-202, Fig 4.1.; and DoD 7000.14-R, Vol 9, Para 030208)?
	
	
	

	2.2.
	Does the primary and alternate Base Agency Program Coordinator (BAPC) have a password established, able to logon and access reports from the Electronic Account Government Ledger System (EAGLS) (DoD 7000.14-R, Vol 9, Para 0310)?
	
	
	

	2.3.
	Has the BAPC provided any training (initial or recurring) EAGLS training to their unit APCs and has this been documented (DoD 7000.14-R, Vol 9, Paras 0306 and 0307)?
	
	
	

	2.4.
	Does the BAPC ensure that GTC delinquencies are reviewed during wing stand-up or other staff meetings and has this been documented (DoD 7000.14-R, Vol 9, Para 0309)?
	
	
	

	2.5.
	Does the BAPC ensure that delinquencies are tracked and reported to the appropriate unit commander (DoD 7000.14-R, Vol 9, Para 0309)?
	
	
	

	3.
	Stewardship Roles
	
	
	

	3.1.
	Has FM developed their portion of the Management Control Program (MCP) plan and does it maintain a log of the organization’s inventory of assessable units (AFI 65-201, Paras 2.1.1.2,2.2. and 2.3.)?
	
	
	

	4.
	Customer Service
	
	
	

	4.1.
	Does the Comptroller develop and maintain necessary plans and procedures to ensure continued operation under conditions caused by local emergencies or natural disasters (AFI 10-213, Paras 2.5.2. and 7.4.)?
	
	
	

	4.2.
	Does the Comptroller have a documented contingency training program for military personnel that focuses on financial management functions performed at deployed locations (AFMAN 10-401, Vol 1; AFI 10-213; AFPAM 65-110)?
	
	
	

	4.3.
	Are personnel trained on deployment procedures and operations to include disbursement agent training (AFI 10-213, Paras 2.5.2., 3.2.2. and AFPAM 65-110)?
	
	
	

	4.4.
	Is documentation current for ancillary training areas such as Self-Aid Buddy Care, Force Protection, Law of Armed Conflict, Small Arms, Chemical Warfare Defense and Physical Fitness and others for personnel identified for possible deployment (AFPD 10-2, ANGI 36-2001)?
	
	
	

	4.5.
	Does the Comptroller ensure management of the Career Development Course (CDC) program for enlisted personnel to effectively minimize failures, extensions, non-completions and reactivations (AFI 36-2201, Vol 2)
	
	
	

	4.6.
	Does the Comptroller and FM Training Manager ensure that work centers use various OJT training guides in conjunction with other OJT training information to aid in airman upgrade training programs (AFSC 65F0XX CFETP, 31 Oct 99)?
	
	
	

	4.7.
	Does the Comptroller receive monthly reports from the Unit Training Manager on the status of deficiencies, corrective actions, and airman qualifications of the unit OJT training program (AFI 36-2201, Vol 3)?
	
	
	

	4.8.
	Does the Comptroller ensure that a random check of AF Form 623 OJT training folders is accomplished on a quarterly basis to ensure that proper training annotations are being kept up to date (AFI 36-2201, Vol 3)?
	
	
	

	4.9.
	Is there documented evidence of a Comptroller training program, managed by the Quality Assurance Manager, for civilian, officer and enlisted personnel assigned to the organization (AFI 65-202)?
	
	
	

	4.10.
	Does the Comptroller have documentation to support other types of training provided for the personnel assigned to the organization (AFI 65-202, Para 8.3.3.)?
	
	
	

	4.11.
	As the program OPR for Management Control Reviews, does FM maintain the Management Control Plan and provide training for functional OPRs performing MCRs (AFI 65-201, Para 1.7.)?
	
	
	


Table 2.  CLQ-2.XX Systems.  

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Security
	
	
	

	1.1.
	Are backup scripts regularly checked to see if backup procedures were successful (AFI 33-112, Para 12.5.)?
	
	
	

	1.2.
	Are computer workstations and servers physically secured against unauthorized access (AFI 33-202, Para 3.5.1.4.)?
	
	
	

	1.3.
	Is the System Administrator (SA) knowledgeable of network security policies and procedures and do they work with the Network Control Center (NCC) to set up network security policies and procedures (AFI 33-115, Para 6.4.5.13.)?
	
	
	

	1.4.
	Are DISA Form 41s prepared for all user accounts (AFI 33-112, Para 12.7. and DFAS-DE 8000.1-H)?
	
	
	

	1.5.
	Are user rights assigned to ensure separation of duties so no one person can control a process from start to finish (Title 2, GAO Policies and Procedures Manual for Guidance of Federal Agencies [Appendix II]; DoDFMR, Vol 5 Chapter 1; OMB Circulars A-123 and A-127; AFI 65-202 Para 7.2.)?
	
	
	

	1.6.
	Are controls in place to ensure that personnel receive SATE training before they are issued passwords or otherwise granted network access (AFI 33-204, Para 6.1.1.1.)?
	
	
	

	2.
	Computer Resources
	
	
	

	2.1.
	Does the SA periodically review the organization’s needs for computer resources (AFI 33-112, Para 8.6.)?
	
	
	


Table 3.  CLQ-3.XX Quality Assurance

	Item No.
	Item and References
	Yes
	No
	Comments

	1.
	Performance Measurement
	
	
	

	1.1.
	Does the Quality Assurance Manager properly maintain the QA Handbook to include copies of completed reviews, performance indicators, Discrepancy Tracking Reports, annual QA plans, etc.? (AFI 65-202, Para 4.11.)
	
	
	

	1.2.
	 When a discrepancy is discovered, does the applicable section chief prepare the Discrepancy Tracking form to include proposed corrective actions and estimated completion date? (AFI 65-202, Para 4.2.)
	
	
	

	1.3.
	Does the Quality Assurance Manager validate ten percent of the Self –Inspection Program responses? (AFI 65-202, Para 5.6.) 
	
	
	

	1.4.
	At the monthly Quality Assurance Meeting, is the Discrepancy Tracking Report reviewed and discussed to ensure that open items are completed? (AFI 65-202, Para 4.9.1.4
	
	
	

	1.5.
	Are minutes of the Quality Assurance Meeting published within two workdays? (AFI 65-202, Para 4.10.) 
	
	
	

	2.
	Internal Controls
	
	
	

	2.1.
	Does the QAM verify that manual EFT changes shown on the IATS management report (Bank Account History Report in RTS, AFRC only) is supported by a SF 1199A or other appropriate document? (AFI 65-202, Chap 7, Para 7.3.) 
	
	
	

	2.2.
	Does the QAM contact a random sample of individuals to verify requested changes? (AFI 65-202, Para 7.3.) 
	
	
	

	2.3.
	Does the Quality Assurance Manager review 100 random paid travel vouchers on a quarterly basis from the paid voucher files? (AFI 65-202, Para 7.4.2.) 
	
	
	

	2.4.
	Does the QAM verify that the name, social security number, travel order number, and the accounting classification on the voucher copy match the travel order maintained on file? If the voucher is for permanent change of station (PCS), does the QAM verify name, SSN, status, and proper location in the military pay system? Finally, does the QAM ensure that all travel vouchers identified from the random generator are accounted for? (AFI 65-202, Para 7.4.2.) 
	
	
	

	2.5.
	Does the QAM review 100 pay affecting documents from outside sources and 100 pay affecting documents generated locally to verify supporting documentation and approving official signatures? (AFI 65-202, Para 7.4.1.) 
	
	
	


Table 4.  CLQ-4.XX Financial Analysis. 

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Financial Planning
	
	
	

	1.1.
	Do FWG/FMB fund status briefings compare actual obligations to planned annual programs (AFI 65-601, Vol II and ANGI 65-601, Paras 5.1.3.2. and 5.2.3.2.)?
	
	
	

	1.2.
	Is the Budget Office ensuring that FWG/FMB members review and approve the initial distribution of funds from the ANG (AFI 65-601, Vol II, Paras 2.12.-14. and ANGI 65-601, Paras 5.1.3.1.1. and 5.2.3.1.3.)?
	
	
	

	1.3.
	Was the unfunded priority list (both O&M and MilPers) developed by the FWG and approved by the FMB before submission to the ANG/FMB?  Was it reviewed at least quarterly during the remainder of the fiscal year (AFI 65-601, Vol II and ANGI 65-601, Paras 5.2.3.1.4., 5.1.3.1.4., and 5.1.3.)?
	
	
	

	1.4.
	Are the results of end-of-year close-out briefed to the FWG and FMB during the initial committee meetings of the new fiscal year (AFI 65-601, Vol II)?
	
	
	

	2.
	Funds Control
	
	
	

	2.1.
	Does the Budget Office identify applicable legal and administrative limitations for all appropriations (O&M, MilPers, 3080, etc.) and provide status reports to FWG and FMB members?  (This should be accomplished at least quarterly.) (AFI 65-601, Vol II and ANGI 65-601, Paras 3.4. and 5.1.2.3.2. thru 5.1.3.)
	
	
	

	2.2.
	Do the obligation authority amounts (direct and reimbursable) authorized on funding documents agree with the obligation authority loaded in the accounting system?  Do these targets track to the legal and administrative limitations shown on funding documents (AFI 65-601, Vol II, Chap 5 and AFI 65-601, Vol I, Chap 3 and ANGI 65-601, Para 3.4.)?
	
	
	


	Item No.
	Item
	Yes
	No
	Comments

	3.
	Budget Analysis and Execution
	
	
	

	3.1.
	Has the base closeout committee reviewed the ANG closeout instructions and developed a local plan responsive to the unit's requirements?  Does the plan contain major milestones for all participants (AFI 65-601, Vol II, Para 2.9.1.)?
	
	
	

	3.2.
	Has the Budget Office ensured that the closeout committee approved a priority listing of where additional year-end funding should be applied (ANG/FMB Closeout Guidance)?
	
	
	

	3.3.
	Does the Budget Office have ready access to a file of support agreements (AFI 65-601, Vol I, Para 7.3.1.)?
	
	
	

	3.4.
	Does the Budget Office review cost data and analysis prior to any agreement being certified by the base comptroller (AFI 25-201)?
	
	
	

	3.5.
	Does the FWG/FMB status of funds reviews include the reimbursement program (AFI 65-601, Vol II, and ANGI 65-601, Para 5.1.3.2.2. and 5.2.3.2.2.)?
	
	
	

	4.
	Resource Management
	
	
	

	4.1.
	Is the Budget Office providing commanders, RCMs, and RAs guidance on ANG financial policies?  Is the guidance documented? (Guidance can be in the form of periodic policy letters or briefings at staff meetings or at financial committee meetings.) (AFI 65-601, Vol II and ANGI 65-601, Para 2.3.5.)
	
	
	

	4.2.
	Has the Budget Office ensured that the FWG/FMB are formally established and meet minimum specified composition (AFI 65-601, Vol II, Paras 10.3.1.1. and 10.3.1.2. and ANGI 65-601, Para 5.)?
	
	
	

	4.3.
	Does the Budget Office ensure that the FWG/FMB review and approve all financial plan submissions (both O&M and MilPers) and revisions prior to submission to the ANG (AFI 65-601, Vol II and ANGI 65-601, Para 5.1.3.5.)?
	
	
	

	4.4.
	Are FMB minutes documented and released from FM within a reasonable time frame (normally within 30 days) after the meeting?  Were copies provided to FMB members and to the USPFO after the minutes were signed by the FMB chairperson?  Are copies maintained on file? (AFI 65-601, Vol II and ANGI 65-601, Para 5.1.4.)
	
	
	

	4.5.
	Are FWG minutes prepared within a reasonable time frame (normally within 30 days) after the meeting?  Were copies provided to FWG members after the minutes were signed by the FWG chairperson?  Are copies maintained on file? (AFI 65-601, Vol II, Para 10.3.2.2. and ANGI 65-601, Para 5.2.4.)
	
	
	

	4.6.
	Does the Budget Office maintain a record of resource advisors and alternates who have been appointed by their respective RCMs (AFI 65-601, Vol II, Para 10.2.3. and ANGI 65-601, Para 4.3.)?
	
	
	

	4.7.
	Does the Budget Office start/complete initial RMS training for RCMs and RAs within required time frames?  Does the training at least cover all required subjects? (AFI 65-601, Vol II, Para 11.2.2. and ANGI 65-601, Para 6.2. thru 6.3.2.1.)
	
	
	

	4.8.
	Does the Budget Office provide continuous RMS training to RCMs and RAs (AFI 65-601, Vol II, Para 11.3. and ANGI 65-601, Para 6.4.1.)?
	
	
	

	4.9.
	Does the Budget Office properly document initial and continuous training (AFI 65-601, Vol II, Para 11.4.1.and ANGI 65-601, Para 6.5.1.)?
	
	
	


Table 5.  CLQ-5.XX Financial Services.

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Internal Reviews
	
	
	

	1.1.
	Semiannually, are Travel History Prints (TV01) requested by the Financial Services Supervisor for all personnel assigned to FM (same as the Military Pay PRA audit list and include dependents and relatives)? (AFI 65-202, Para 7.2.3.)
	
	
	

	1.2.
	Are vouchers reviewed periodically to ensure that members are not receiving more than one reimbursement for round trip mileage when performing annual training (JFTR Vol 1, Part G)?
	
	
	

	1.3.
	Does the unit perform tri-annual BAH recertifications? Are corrective actions taken when a member’s status changes? If member fails to recertify, is appropriate action taken (DFAS-DEM 7073-1, Para 32-6a and DFAS-DEM 7073-3, Chap 14)?
	
	
	

	1.4.
	Is DD Form 114 authorizing Hazardous Duty Incentive Pay (HDIP) prepared and certified by the applicable commander every fiscal year (if applicable)? Review document file. (DFAS-DEM 7073-3, Chap 20 and DoD 7000.14-R, FMR, Vol 7A, Chap 22)


	
	
	


Table 6.  CLQ-7.XX Customer Service.

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Pay Entitlements 
	
	
	

	1.1.
	Does the designated certifying official certify all pay effecting documents prior to input into the pay system [DFAS-DEM 7073-1, Para 2-4c(1)]?
	
	
	

	1.2.
	Is DD Form 2560, Advance Pay Certification/Authorization, reviewed for commander’s signature if required? Does the Financial Services Supervisor point out any questionable expenses or repayment period to the commander for possible adjustments (DFAS-DEM 7073-1, Para 35-3; DoD 7000.14-R FMR, Vol 7A, Chap 32)?
	
	
	

	1.3.
	 Are procedures in place to protect Privacy Act Information (DFAS-DEM 7073-1, Chap 82)?
	
	
	

	2.
	Special Actions
	
	
	

	2.1.
	Upon first notification of a pending separation, is a separation work file (SWF) established (AGRs only)? (DFAS-DEM 7073-1, Para 52-14)
	
	
	

	2.2.
	As part of separation processing, are management case files checked for debts information? If an unsatisfied debt remains at separation, has Accounting been notified of debt and members DOS annotated in ATRAS/IATS for possible offset of travel entitlement (DFAS-DEM 7073-1, Para 69)?
	
	
	

	2.3.
	 Is the member given 30 days written notification of indebtedness (due process) and briefed on repayment options and remissions/waivers/rebuttal procedures (DFAS-DEM 7073-1, Para 69-3; DoD 7000.14-R FMR, Vol 5, Para 300401)?
	
	
	

	2.4.
	Are procedures established to ensure that prompt collection if completed remission, waiver, or rebuttal package is not received within 30 days of notified debt (DFAS-DEM 7073-1, Para 73-3)?
	
	
	

	2.5.
	What procedures does the Payroll Office use to approve/disapprove partial payments? Are partial payment DW03 submitted within 48 hours of receipt? Is a DW07 transaction submitted with the DW03 to collect 100% of available pay and allowances (DFAS-DEM 7073-3, Chap 23)?
	
	
	

	2.6.
	Are continuation of pay and allowance entitlements paid to eligible members who are disabled by injury or disease “in the line of duty”? What procedures are used to ensure that payments do not exceed 6 months without SAF approval? Are procedures completed in a timely manner (SAF approval is received and member’s pay continues without interruption)?  (DFAS-DEM 7073-3, Chap 25, DoD 7000.14-R, FMR, Vol 7A, Para 560604 and ANGI 36-2910)
	
	
	

	3.
	Civilian Pay 
	
	
	

	3.1.
	Are procedures established for training all new timekeepers? Is training provided on a recurring basis for all current timekeepers (DOD 7000.14-R FMR Vol 8, Para 020102A.1.)?
	
	
	

	3.2.
	Is the P6605R02 Missing Time/Created Leave report run every Friday/Monday before payday and is the listing reviewed and appropriate timekeepers contacted for missing T&As (DCPS T&A UM, Para F3-23)?
	
	
	

	3.3.
	Have controls been established to ensure that accurate, timely time and attendance (T&A) reports are provided upon which payments to civilian employees may be certified and disbursed  (DoD 700.14-R Vol 8, Chap 1)?
	
	
	

	3.4.
	Are timekeepers and time and attendance certifiers properly trained on certifying and preparing time and attendance sheets (DoD 700-14-R Para 020102A1)?
	
	
	

	3.5.
	Is overtime and compensatory time being approved and retained in accordance to regulation (DoD 7000.14R, Vol 8, Para 020102b&c)?
	
	
	

	3.6.
	Are TDYs accurately reflected on the time and attendance sheets? Leave and hours worked annotated (DoD 7000.14-R, Vol 8, Para 020210)?
	
	
	

	3.7.
	Are time and attendance reports and their supporting documents being retained in accordance with records retention requirements (DoD 7000.14R, Vol 8 Para 0207)?
	
	
	

	3.8.
	Are all voluntary/authorized deductions supported by current documents (DoD 7000.14R, Vol 8, Para 0401)?
	
	
	

	3.9.
	Are general leave requirements being met (DoD 7000.14R, Vol 9, Paras 050102 and 05103)?
	
	
	

	3.10.
	Do members requesting special pay meet the prescribed guidelines (DoD 7000.14R, Vol 8, Para 080102)?
	
	
	

	3.11.
	Are monies, paid to the employee for jury duty and witness service, collected, if that employee was on court leave (DoD 7000.14R, Vol 8, Para 051309)?
	
	
	

	3.12.
	Are timecards audited for proper signatures, initials, supporting documentation, remarks, and other information needed (DoD 7000.14-R)?
	
	
	

	4.
	Deployment
	
	
	

	4.1.
	Are procedures established to ensure that deployed members are briefed on all entitlements applicable to their respective TDY (AFI 10-213, Para 3-4)?
	
	
	


Table 7.  CLQ-8.XX Customer Support/Financial Services.

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Document Control and Processing
	
	
	

	1.1.
	Does the Financial Services Supervisor produce semiannual list of individuals receiving flight pay and/or hazardous duty pay and validate the list with the Flight Management Office (DFAS-DE 7073-1, Para 22-5)?
	
	
	

	1.2.
	 Does the  Financial Services Supervisor provide a BAS extract to perform an annual review of BAS?  (AGRs only)  Review last extract. Were required adjustments completed (DFAS-DEM 7073-1, Para 25-3)?
	
	
	

	1.3.
	Do travel orders accompany the travel voucher and is the voucher signed and dated by the traveler (AFI 65-103 and DoD 7000.14-R, FMR, Vol 9, Para 080402)?
	
	
	

	1.4.
	Are Court Martial Orders, Summary Court Martial records and Article 15s given priority handling upon receipt (DFAS-DEM 7073-1, Para 67-4d)?
	
	
	

	1.5.
	Is the Daily Audit Listing, Selective Transaction History Listing, and Daily Transmittal Listing verified and compared to the source documents to ensure that all data matches (DFAS-DE 7040.1-M, Chap 10, Task 17)?
	
	
	

	2.
	Audit
	
	
	

	2.1.
	Are there source documents supporting each line item input into DJMS (DFAS-DE 7073-1, Para 2-4b)?
	
	
	

	3.
	Systems
	
	
	

	3.1.
	Does the TASO and/or alternate ensure that adequate separation of duties by ensuring that no single USER ID has access to dual systems (DFAS-DEM 7073-1, Para 3-34)?
	
	
	

	3.2.
	Is the IATS file sent to AFPC on a daily basis (IATS Users Manual)?
	
	
	


Table 8.  CLQ-9.XX Accounting.

	Item No.
	Item
	Yes
	No
	Comments

	1.
	Processing
	
	
	

	1.1.
	Are commitment documents reviewed to determine the validity of the request, fund availability, and to ensure that the accounting classification data is complete and accurate prior to fund certification (DFAS-DE 7010.2-R, Chap 9)?
	
	
	

	1.2.
	Are requests for override codes coordinated from the Field Site to FMA and approved only by the Financial Services Supervisor, Deputy Financial Services Supervisor, or the Chief of Accounting Liaison and is a control log maintained of all approved overrides by identity, date, and explanation (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures-Reports and Analysis Division)?
	
	
	

	1.3.
	Are commitment documents recorded immediately into the accounting system; or if the computer is malfunctioning, recorded into the accounting system within one workday after the computer has been functioning properly (DFAS-DE 7040.1-M, Chap 7, Sec B)?
	
	
	

	1.4.
	Is proper follow-up and reconciliation of commitments performed to determine if they are still valid and is an adequate record of the follow-up results maintained (DFAS-DE 7010.2-R, IMC 98-1; DFAS-DE 7040.1-M, Chap 7; Interim Guidance on Accounting for Commitments)?
	
	
	

	1.5.
	Are MORDs used for recording known obligations pending receipt of required documents to support the obligations (DFAS-DE 7010.2-R, Chap 10 and Interim Guidance on Accounting for Obligations)?
	
	
	

	1.6.
	Are MORDs approved and funds verified prior to posting to GAFS (DFAS-DE 7010.2-R, Chap 10; DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures-Travel Accounting)?
	
	
	

	1.7.
	Are MORDs posted promptly for processing (DoD 7000.14-R, Vol 3, Chap 8)?
	
	
	

	1.8.
	Are travel orders reviewed to determine the validity of the request and fund availability, and that the accounting classification data is complete and accurate prior to fund certification (DFAS-DE Interim Guidance-Procedures for Travel Accounting Operations, Section 5)?
	
	
	

	1.9.
	Are local procedures established to ensure proper establishment of addresses (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures-Travel Accounting)?
	
	
	

	1.10.
	Are obligations posted to ATRAS promptly (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures-Travel Accounting)?
	
	
	

	1.11.
	Are copies of all types of travel orders maintained in numerical sequence and checked periodically to ensure that all orders are received or queried in the automated system periodically (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Travel Accounting)?
	
	
	

	1.12.
	Is the NBQ ABQW8AUVDD10 order file produced nightly and uploaded to the travel computation system prior to start of daily processing (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures-Travel Accounting)?
	
	
	

	1.13.
	Are the IMPAC invoices reviewed and certified (USAF Internal Procedures for using IMPAC)?
	
	
	

	1.14.
	Are proper follow-up and reconciliation of outstanding obligations performed as required (DFAS-DE 7010.2-R, Chaps 9 and 10; CPAS Manual)?
	
	
	

	1.15.
	Concerning outstanding advances, are the Outstanding Orders/Advances and other listings used to follow-up and reconcile all outstanding advances, and does the technician and accounting supervisor sign and date the listings?  Is a monthly memorandum sent to the Field Site certifying that listings were taken as required (DFAS-DE Interim Guidance – Procedures for Travel Accounting Operations, Section 7, Appendix A; AFAFO/FMF Policy Memo, 16 Jul 01, Forwarding Annotated Copies of the Outstanding Order and Advance Listing (G00) to the Field Sites – with attached Air Force/DFAS-Denver Memorandum of Agreement)?
	
	
	

	1.16.
	Has collection action been taken when applicable (DFAS-DE Interim Guidance-Procedures Operations, Appendix A)?
	
	
	

	2.
	Special Processing
	
	
	

	2.1.
	Have the Dormant/MORD files been received by the 1st week of November, 1st week of March, and 1st week of July (Tri-Annual Review Guidance)?
	
	
	

	2.2.
	Are the Dormant/MORD files sorted and sent to the appropriate funds holder upon receipt from the Field Site and a suspense date provided (Tri-Annual Review Guidance)?
	
	
	

	2.3.
	Upon completion of the review, are the Dormant/MORD and Tri-Annual review files merged into the proper format and validated for completeness prior to the established submission date to the Field Site (Tri-Annual Review Guidance)?
	
	
	

	2.4.
	Has the 90% file been received from the Field Site by the 3rd of January, 3rd of May, and 3rd of August (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	

	2.5.
	Has the 90% file been forwarded to the funds holder upon receipt and a suspense date provided (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	

	2.6.
	Has follow-up been performed on missing files after the required suspense date (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	

	2.7.
	Upon receipt of files, are they merged into the proper format and validated for completeness prior to the established submission date to the Field Site (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	

	2.8.
	Has the confirmation statement been sent to the Field Site by the established date (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	

	2.9.
	Have the confirmation statements (or year-end certification) been sent to the MAJCOM by the 21st of February, 21st of June, and at year-end and are the reconciled/certified ODLs kept on file for at least two years for audit purposes (DFAS-DE OPLOC and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls, Responsibilities and Procedures- Tri-Annual Review Guidance)?
	
	
	


DANIEL JAMES III, Lieutenant General, USAF

Director, Air National Guard

OFFICIAL

DEBRA N. LARRABEE, Colonel, USAF
Attachment:  References & Abbreviations

Chief, Support Services

Attachment

REFERENCES & ABBREVIATIONS 

References

	DCPS T&A UM
	Defense Civilian Pay System Time and Attendance Users Manual

	DFAS-DE 7010.2-R
	Commercial Transactions at Base Level

	DFAS-DE 7040.1-M
	Consolidation Desk-Top Instructions, DFAS-DE Field Sites and Air Force / Air National Guard Financial Managers

	DFAS-DE 7220.4-G
	Tri-Annual Review Program

	DFAS-DE 8000.1-H
	Information Systems Security (INFOSEC) Handbook

	DFAS-DE Interim Guidance
	Interim Guidance on Procedures for Travel Accounting Operations, Section 5

	DFAS-DEM 7073-1
	Defense Joint Military Pay System – Active Component Financial Services Office Pay Manual

	DFAS-DEM 7073-3
	Defense Joint Military Pay System – Reserve Component Pay Manual

	DFAS-DE OPLOC
	Field Sites and Departmental Accounting Critical Processes, Flowcharts, Internal Management Controls

	DoD 7000.14-R FMR Vol 5
	Disbursing Policies and Procedures

	DoD 7000.14-R FMR Vol 7A
	Military Pay Policies and Procedures – Active Duty and Reserve Pay

	DoD 7000.14-R FMR  Vol 8
	Civilian Pay Policies and Procedures

	DoD 7000.14-R FMR  Vol 9
	Travel Policy

	IATS Manual
	Integrated Automated Travel System Manual

	JFTR Vol 1
	Uniformed Service Members

	OMB Circular A-123
	Management Accountability and Control

	OMB Circular A-127
	Policies and Standards for Financial Management Systems

	AFAFO/FMF Policy Memo,16 July 2001
	Forwarding Annotated Copies of the Outstanding Order and Advance Listing (GOO) to the Field Sites

	AFI 10-213
	Comptroller Operations Under Emergency Conditions

	AFI 25-201
	Support Agreements Procedures

	AFI 33-112
	Computer Systems Management

	AFI 33-115
	Network Management

	AFI 33-202
	Computer Security

	AFI 33-204
	Information Assurance (IA) Awareness Program

	AFI 36-2201 Vol 2
	Air Force Training Program Training Management

	AFI 36-2201 Vol 3
	Air Force Training Program On The Job Training (OJT) Administration

	AFI 36-2846
	Financial Management and Comptroller Annual Awards Program

	AFI 65-103
	Temporary Duty Orders

	AFI 65-201
	Management Control

	AFI 65-202
	Administration of a Base Financial Management Quality Assurance Program

	AFI 65-601 Vol I
	Budget Guidance and Procedures

	AFI 65-601 Vol II
	Budget Management for Operations

	AFMAN 10-401 Vol I
	Operation Plan and Concept Plan Development and Implementation

	AFPAM 36-2627
	Airman and NCO Performance Feed Back Systems (EES)

	AFPAM 65-110
	Deployed Agent Operations

	AFPD 10-2
	Operations - Readiness

	ANGI 36-2001
	Management of Training and Operational Support Within the Air National Guard

	ANGI 65-601
	ANG Resource Management – Policies and Responsibilities for Commanders

	ANGI 36-2910
	Line of Duty and Misconduct Determinations


Abbreviations

	AFPC
	Air Force Personnel Center

	AFRC
	Air Force Reserve Component

	ANG
	Air National Guard

	ATRAS
	Automated Travel Resource Accounting System

	BAPC
	Base Agency Program Coordinator

	BAS
	Basic Allowance Subsistence

	CDC
	Career Development Course

	DISA
	Defense Information Security Agency

	DJMS
	Defense Joint Military Pay System

	EAGLS
	Electronic Account Government Ledger Systems

	FM
	Financial Management

	FMB
	Financial Management Board

	FWG
	Financial Working Group

	GAO
	Government Accounting Office

	GTC
	Government Travel Card

	HDIP
	Hazardous Duty Incentive Pay

	IATS
	Integrated Automated Travel System

	MCP
	Management Control Program

	MCR
	Management Control Reviews

	NCC
	Network Control Center

	OJT
	On-the-Job-Training

	OPLOC
	Operating Location/Field Site

	QA
	Quality Assurance

	QAM
	Quality Assurance Manager

	RA
	Resource Advisor

	RCM
	Resource Cost Manager

	RTS
	Reserve Travel System

	SA
	System Administrator

	SAF
	Secretary of the Air Force

	SWF
	Separation work file

	T&A
	Time and Attendance








