
APPENDIX C
CHECKLIST FOR ACTIVITY COMPTROLLERS
a. The following checklist has been adapted for CHNAVPERS Claimancy.  It is a compilation of Claimancy information instituted by CINCLANTFLT and included in the Practical Comptroller Course Handbook. This checklist is intended for use by all financial managers, program managers, and any other personnel with responsibility for excellent financial management throughout their Claimancy.  It should be used as a guide in their daily work and for self-assessment.  

1.  ORGANIZATION and STAFFING

a. How does the comptroller department fit into the

   activity’s organization?  Is it a staff function reporting 

   directly to the Commanding Officer as required by 

   OPNAVINST 7000.19 series?

b. Review the department’s organization chart.  Is it

   current?

c. Is every individual in the department assigned a specific
   responsibility?

d. Review with your predecessor and/or division heads the 

   accounting/budgeting expertise available in the 

   department for each job in the organization chart.  If 

b. the individual in any given position were suddenly no longer available, who would fill the position?

c. e. Is the department adequately staffed to perform its

assigned functions?

f. Are there any vacancies in the current staff?  If so,


what is the status of filling these vacancies?

g. What are the professional strengths and weaknesses of 


the comptroller staff?

h. Are the civilian personnel position descriptions (PDs)


up to date?  When were the last PD reviews conducted?

i. Review the performance appraisals of key department 

   personnel.  Does the department have any problem 

   performers?  If so, do their records contain 

   documented counseling?

j. Which employees have been recognized in the past for 

   exemplary performance (e.g., Letters of appreciation/

   Commendation or Sustained Superior Performance awards?

k. Does the activity manage civilian personnel manning 

   levels by Full Time Equivalents (FTEs)?  If so, how

   many FTEs are assigned to the department?

l. How is overtime monitored within the department?

2. FINANCIAL POLICIES and PROCEDURES

d. Have 31 USC 1517 responsibilities been assigned/lifted in CY or PYs?  (Reference: DoD Financial Management Regulations (FMRs), Vol. 14, Navy Financial Management Policy Manual, par. 073200)

a. Has 1517 responsibility been formally delegated by the Commanding Officer?  If yes, to whom was it assigned?  If not, why not?  (NOTE: This question can be answered by only the C.O.)

e. Do adequate controls exist to preclude a violation of 31 U.S.C. 1301? (Reference: DoD Financial Management Regulations (FMRs), Vol. 14, :  DFAS-CL Appropriation, Cost & Property Accounting (Field) Manual, par. 032010)(formerly NAVCOMPT Vol. 3)

f. Are purchases being made in compliance with the current Expense/Investment threshold in CY and PYs?  Have applicable ASDPs been prepared and approved for IT purchases?  (Reference: Navy Financial Management Policy Manual, par. 075001.

b. Are there any indications of split-procurements to circumvent the Expense/Investment threshold?

c. What are the Financial Management responsibilities of the various Department heads?  Is there any internal Station instructions?  


    (1) Have OPTARs been issued?


    (2) Have they been exceeded?

(3) Do the Departments have distinct financial personnel?

If not, what financial information is provided to them by the Comptroller?


    (4) What STARS-FL Fund Status reports are provided?

(1) (5) How are they reconciled with departmental memo 

records?

(2) Are Comptroller and Operating Departments’ personnel ‘financially knowledgeable’?  Assess:

(3) Specific levels of past and planned financial training curricula (formal, OJT, or both);

(4) STARS-FL knowledge;

(3)  Appropriation Law knowledge;

(4)  Funding & Accounting policies, rules and procedures’ knowledge (Reference: DoD DMR, Vol. 4, Navy Financial Management Policy Manual (formerly NAVCOMPT Vol. 7.  Also see SECNAVINST 12400.5B, Joint Financial Management Improvement Program, CC-1 [Framework for Core Competencies for Financial Management Personnel in the Federal Govt.]; Joint Financial Management Improvement Program, [Continuing Professional Education Study – Budget Analysts in the Federal Govt., GS-560 Series]; Joint Financial Management Improvement Program,

CC-2 [Core Competencies in Financial Management for Program Managers in the Federal Govt.]; Joint Financial Management Improvement Program, CC-4 [Core Competencies for Financial System Analysts in the Federal Govt.]; Joint Financial Management Improvement Program, [Continuing Professional Education: Federal GS-510 Accountants’ Report – December 1990]

g. Review Budget vs. Accounting Functional Responsibilities

d. Has the Activity established an Executive Steering Committee, and if so, what is its function?

e. Are on-hand financial management ‘directives’ current?

Does the activity dialogue with CHNAVPERS Comptroller Staff?

k. What is the COMMAND EVALUATION (CE) function’s 

relationship to the Comptroller?  (Reference: SECNAVINST 

(1) 7510.9)

(2) Is this an ‘independent function’ in support of the Commanding Officer?

(3) Has CE reviewed any Comptroller Department responsibilities?  What were the results of this review? 

3.  FINANCIAL MANAGEMENT METRICS

a. What metrics does the activity use to measure and analyze its financial performance? Is this a continuing effort?  How are results communicated to management?

b. Ensure that the activity includes the following financial management performance measures published by ASN (FM&C):

(1) Obligation Performance

(a) Actual Obligations against obligation phasing plan

h. (b) % of outstanding commitments vs. total program

i. (c) % uncommitted vs. total program

Age of outstanding commitments/obligations

(d) % of direct and reimbursable funds obligated  of the total available funds

(e) % of 30 Sept funds deobligated after expiration

(2) Expenditure Performance

(a) % of direct and reimbursable expenditures compared to funds authorized

 (b) Dollar value of prompt pay interest penalties

(3) Problem Disbursements

(a) Dollar value of unmatched disbursements and negative unliquidated obligations

(b) % or dollar value change in unmatched  disbursements and negative unliquidated obligations

(4) FTE Execution

 (a) % variance from planned FTE execution

 (b) % or dollar variance from direct and reimbursable 

     FTE budget


(5)Recruitment and Retention

(a) Number of positions currently filled with current/past Financial Management Interns

(b) Shortages in job series

(c) Diversity in the workforce


(6) Succession Planning

(a) Planned grade structure to feed from lower to higher grades

(b) Currency of organizational/financial management mission as reflected in the position descriptions
(c) Ensure functions can be adequately performed in the absence of specific personnel (address one deepness per function/issue)

(d) For all key comptroller personnel (Comptroller, Deputy Comptroller, Budget Officer, Accounting Technicians, etc.,) within 5 years of retirement eligibility (55/30), what succession plans have been developed?

(7) Training

(a) Average number of hours personnel attend training courses during the fiscal year

(b) %/number of persons involved in rotational assignments

(c) %/number of personnel receiving/participating in long term (six weeks or more) training 

(d) What do you consider to be the most significant gaps in knowledge/skills in financial management on your staff?

(e) Which financial management core competencies do you consider being the highest priority at your activity?

(f) Have you budgeted for this and other core competency training?

4.  FINANCIAL DOCUMENT PREPARATION AND PROCESSING

a. GENERAL INFORMATION

(1) Do applicable financial personnel know ‘how’ to correctly prepare financial documents?

(2) Do they know who are authorized signers of these documents?  Is this information included in a local/station instruction?

(3) Are authorized signers designated in writing?

(4) Are Job Orders established correctly -- Direct and Reimbursable?

(a) What’s the Cost Center (CC)/Sub Cost Center (SCC)/Segment structure?

(b) Are RWO Masters established correctly?

(c) Are actual transactions (requisitions/labor/etc.) citing applicable job orders properly chargeable to that AG/SAG/SIC/CAN/EE?

(d) Are STARS-FL EXECUTION, TRANSACTION, and NTE codes being properly used?

b.  DIRECT FUNDS AUTHORIZED

(1) Does UGLA 1031 on the NC2199 match the NC 2168-1 for all FYs?  (Reference: NAVSO P-3006/3013)

(2) Are there any unobligated ‘drawing rights’ contained in the PYs?

(3) Have all legal and administrative restrictions (i.e., floors/ceilings/targets) on the NC 2168-1 been complied with?  

(4) What are the reasons for abnormal NC 2199 UGLA balances in CY or PYs?  What corrective actions are planned?

j. c.  INCOMING REIMBURSABLES  (Reference: DoD FMR Vol. 6, DFAS-CL Appropriation, Cost & Property Accounting (Field) Manual, par. 035411)(formerly NAVCOMPT Vol. 3)

(1) What work or services have been requested?  

(2) Has the requesting activity provided the proper reimbursable document?

(3) Can the performing activity legitimately perform the work or provide the services?

(4) Is the 51% rule being followed?

(5) Can the funds cite on the incoming reimbursable legally pay for the work or services?

(6) What is the organizational relationship of granting and performing activities? (i.e., no intra-claimancy reimbursables)

(7) What is the funds expiration date on the incoming reimbursable?  

(8) Does it coincide with the projected performing activities completion date?


(9) Does STARS-FL reflect any over-accruals of costs  incurred on incoming reimbursables?

(10) Are there any reimbursable billing or collection problems?

(11) Has the STARS-FL reimbursable work order record been completed and excess funds returned to the requesting activity in a timely manner?

(12) Are NC2193s being generated and sent to the requesting activity in a timely manner?

(13) Have work requests or project orders been amended after the funds expiration date?  What was the reason for the amendment?

(14) Has the performing activity formally accepted and returned the reimbursable document in a timely manner?

(15) Are Work Requests/Project Orders/MIPRs/Requests for Contractual Procurement prepared according to current guidelines?  Are these documents being sent to the proper performing activity?

(16) Are we in compliance with the DFAS-CL Standard Document Number (SDN) construction guidance?

(17) If the description of work or services to be provided is blank or vague, is there another document referenced which provides this definitive description?

k. d.  OUTGOING REIMBURSABLES (Reference: DoD FMR Vol. 6, DFAS-CL Appropriation, Cost & Property Accounting (Field) Manual, par. 035411)(formerly NAVCOMPT Vol. 3)

(1) Are NC2193s being received and reviewed in a timely manner?

(2) Have all excess funds been returned and sent to the requesting activity in a timely manner?

l. Are Project Orders vice work requests being issued to request provision of services vs. a definitive end product?

(3) Do Project Orders serve a bonafide need in the fiscal year they were issued, or does it appear that they were issued primarily to continue the availability of an appropriation?

(4) Are Work Request/Project Order funds obligated in STARS-FL prior to acceptance by the performing activity?

(5) Have work requests or project orders been amended after the funds expiration date?  What was the reason for the amendment?

(7)  Are Intra-Claimancy reimbursables being issued?

e. TRAVEL

(1) Review travel obligations, travel advances, and claims’ liquidation processes (including use of the Government Nationsbank card) (Reference: DoD FMR Vol.9)

(2) Are STARS-FL travel related transactions posted in a timely manner?

(3) Have letters of follow-up been issued to travelers who haven’t liquidated travel claims within the five day period

(4) Are outstanding travel advances’ liquidations delinquent?

f. CIVILIAN LABOR 
   
(1)  Who is responsible for time & attendance input?

(2) Who is responsible for Master Employee Record              (MER) input?

(3) Are STARS-FL labor costs current?

(4) Are STARS-FL labor exceptions’ corrections delinquent?

g. GOVERNMENT PURCHASE CARD 

(1) Who is the Activity Program Coordinator (APC)?

(2) How many cards are issued?

(3) Have cardholders been trained about their duties & responsibilities?

(4) Is retained documentation maintained IAW NAVSUPINST 4200.85C (i.e., log record or rotation among vendors)?

(5) Are ‘bulk funding procedures’ used by the activity to ensure Government Purchase Card purchases are properly obligated?

(6) What has been the activity’s past delinquency record?

(7) What has been the cause of each month’s delinquency?

(8) Are delinquencies caused by the activity and/or cardholder?  What corrective actions have been taken?

(9) For delinquencies caused by OPLOC or the Bank, what correspondence has been written?

h. OBLIGATION VALIDATION REVIEWS (OVR)

(1) Does the activity perform the required periodic OVR for all FYs to ensure the validity of outstanding documents?  (Reference: ASN (FM&C) memo of 13 Jan 97) (enclosure 2)

(2) What is the trend in unobligated balances for prior years?

(3) What are the principal reasons for de-obligations?

i. SUSPENSE TRANSACTIONS

(1) Is unmatched disbursements (UMDs) (UGLA 1960) corrections’ delinquent?  (Reference : USD memo of 30 Jun 95, ASN (FM&C) memo of 12 Feb 96, ASN (FM&C) memo 7300.3 FMO-323 of 8 May 96)

(2) Are GSA/DLA suspense corrections’ delinquent?

(3) Are IDA 128 suspense corrections’ delinquent?

5.  OFFICIAL REPRESENTATION FUNDS (ORF) MANAGEMENT

m. Do vouchers include an Expense Documentation Sheet?  (Reference:  SECNAVINST 7042, par. 9(a))

n. Do vouchers identify specific itemized expenses and are they documented in accordance with SECNAVINST 7042.7H, par. 9(a)(1-3)

o. Do Expense Documentation Sheets document that individuals receiving Official Representation Funds (ORF) funded mementos meet the criteria authorizing use of the ORF funds?  (Reference: SECNAVINST 7042, par. 6(a))

p. Does the Commanding Officer/Commander sign vouchers or Expense Documentation Sheets?  Note:  By Direction signatures are not authorized.  (Reference:  SECNAVINST 7042, par. 6(a))

q. Guest ratio:  Does the DoD and Non-DoD guest ratio meet the minimum SECNAV threshold of 20% Non-DoD guests in attendance during functions where the total number of attendees is less that 30 people?  If not, then pro-rated reimbursement of the ORF account is required.  A copy of the collection voucher should be sent to CINCLANTFLT N02F1.  (Reference:  SECNAVINST 7042, par. 6(b))

r. Guest ratio:  Does the ration of DoD to Non-DoD guests meet the minimum SECNAV threshold of 50% Non-DoD guests in attendance during functions where the total number of attendees is greater than 30 people?  If not, then pro-rated reimbursement to the ORF account is required.  Provide a copy of the collection voucher to CINCLANTFLT N02F1.  (Reference:  SECNAVINST 7042, par. 6(b))

s. Is the type of function prohibited under ORF guidelines? (Reference:  SECNAVINST 7042, par. 6(d))

t. Is the expense prohibited under ORF funding guidelines? (Reference:  SECNAVINST 7042, par. 6(d))

u. Do mementos presented to guests appear to be for personal use and not ‘official’ in nature? (Reference:  SECNAVINST 7042, par. 6(d)(4))

v. Do mementos presented have an official theme or contain an appropriate inscription?  Is there documentation supporting this? (Reference:  SECNAVINST 7042, par. 6(c)
 

w. Should expenses charged to ORF funds be charged instead to another appropriation/program?  If so, is documentation available indicating that the ORF account has been reimbursed? (Reference:  SECNAVINST 7042, par. 6(d)(1))

x. Are labor charges for DoD personnel being incurred under ORF expenditures? (Reference:  SECNAVINST 7042, par. 6(d)(5))

y. Do memento costs exceed the maximum amount authorized ($225)? (Reference:  SECNAVINST 7042, par. 6(c))

z. Are mementos presented to inappropriate individual(s) using IRF funds? (Reference:  SECNAVINST 7042, par. 6(c))

aa. Are mementos funded by ORF funds presented to unauthorized DoD personnel? (Reference:  SECNAVINST 7042, par. 6(a)(5))
6.  INSPECTIONS


a. Is there a file of past inspections (e.g., Inspector 

   General, Naval Audit Service, major claimant, and local 

   audits/evaluations)?

b. In all cases, have discrepancies in the latest inspections 

   been properly addressed or corrected?  If not, what 

   outstanding actions remain?

c. When are activity status reports on the outstanding 

   actions due?

d. When are the next inspection/assist visits scheduled?

e. Does the department have any recurring problem areas?

f. Due to perceived problem areas within the department, 

   should an audit/inspection be requested prior to relieving 

   the incumbent comptroller?

7. BUDGET FORMULATION

a. Who are the activity’s points of contact at higher authority (i.e., the major claimant/type commander level?

b. Does the current budget call from higher authority include instructions/guidance for the content of budget estimates, a submission schedule, directed inflation and budgeted foreign currency rates and other pertinent budget submission information>

ab. What are the control numbers (i.e., the maximum dollars and personnel end strengths which cannot be exceeded) for this year’s budget submission?  What is the pricing guidance?

c. What are the budget submission due dates for appropriations affecting your activity (e.g., Operation and Maintenance, Navy (O&M,N), Other Procurement Navy (OPN), Industrial Plant Equipment (IPE)/Non-IPE, Information Systems/Computer Acquisition)?  How does your activity prepare for these to ensure a timely submission?

d. What is the current status of these budget submissions?

e. Who prepares Program Objective Memorandum (POM) issue papers (as applicable) in your activity’s budget submission chain of command?

f. What is the current status of outstanding POM issues?

g. Do any of the issue papers need to be updated?

h. What is the current status of NAVCOMPT budget marks and 

reclamas affecting your activity?  Are any pending?

8. UNFUNDED REQUIREMENTS

a. Is the unfunded requirements list prioritized and fully priced?

ac. What procedures are followed in determining priorities of unfunded requirements?

b. Are department heads consulted for unfunded requirement submissions?  Do they provide valid requirements?

c. How current is the unfunded requirements list?  How often is it updated?

d. Are unfunded requirements carefully documented and justified?

e. Is their impact on mission accomplishment clearly stated?

9.BUDGET REPORTS/MANAGEMENT

a. Has the comptroller department developed a spending plan for the activity to reflect the differences between the budget requested and the funding granted?  Is it current?

b. Is the spending plan broken into activity and subactivity groups by expense elements on a NAVCOMPT Form 2179-1? (NAVSO P-3006, par. 307 & 309)

c. Has the spending plan been distributed to higher authority, the activity’s cost centers and its AAA/DAO?

d. Is the spending plan periodically updated by a quarterly resubmission to higher authority?

e. Who monitors the spending plan with actual expenditures?  Are the procedures adequate?

f. Is internal reporting at the cost center level adequate for department heads?  Does it provide enough detail for management decisions?

g. Is a departmental budget/allocation report used to inform department heads of funding authorized, committed, obligated, expended and any balance remaining?

ad. Review a copy of the Commanding Officer’s (CO) budget report.  How often is the CO briefed?

h. How often is the department head budget report distributed?  Is it timely enough so that only minimum records are required at the department level?

ae. What types of continuing budget performance reviews are conducted at the activity? (NAVCOMPT Manual, par. 073300 and NAVSO P-3006, par. 308)

i. Do internal reporting procedures for cost center budget execution provide:

1. Actual expenses compared to the plan?

2. Significant variances in actual expenses?

3. Reasons for the variances?

4. Status of the total operating budget?

j. Does the comptroller department perform statistical analysis when interpreting budget reports?

af. After analysis of the operating budget are actions taken to adjust the planned operating budget to the actual cost profile and make appropriate shifts of funds between departments and /or cost centers? (NAVSO P-3006, par. 308)

k. What methods are used by the activity to ensure report accuracy?

l. How does the activity prepare for midyear review of O&M,N funding with higher authority? (NAVCOMPT Manual, Par. 073300)

m. When are funding conferences normally scheduled (i.e., midyear review, flying hour program, etc.)?

n. Is there a contingency plan for unexpected changes in activity mission, funding, potential environmental issues or other areas?

o. Is approval from higher authority required prior to reprogramming of direct funds?

p. Is there a reprogramming threshold before notification is required?

q. What is the average yearly amount reprogrammed?

ag. How often is reprogramming requested?

r. Which underfunded areas usually require reprogramming?

s. Is there a record of approval for each reprogramming action?

t. Have contingency plans been developed to accommodate additional unexpected funding authority from major claimant/type commander at midyear and year end?

u. In case of a cut in funding, has the activity considered any of the following to mitigate the impact:

1. Adjusting variable contracts, requisitions or any other documents where changes in financial obligations can be made?

2. Looking for additional reimbursable work?

3. Deferring work?

4. Substituting less expensive items?

5. Deleting low priority items entirely?

6. Executing various civilian personnel actions (e.g., strict controls on overtime, leave without pay, gapping billets, reductions in force)?

ah. What procedures are followed to determine funding allocations to departments/cost centers?

v. Is there a Commanding Officer’s contingency fund?  Who  manages it?  What percentage of the budget is it?

w. Are budget resources allocated to the lowest level (cost-centers/sub-cost centers) for the obligation?

x. Has the comptroller department established local management codes and /or cost account codes to assist in internal tracking and accounting?

10.  OPERATING TARGET (OPTAR) ACCOUNTING

a. Is there an activity operating target (OPTAR) instruction? Is it well written with numerous examples?

b. Is OPTAR recordskeeping training offered to department heads and cost center custodians?

c. Is there a qualification process for OPTAR recordskeepers?

d. Does the comptroller department provide OPTAR status reports to the activity’s departments on a regular basis?  Do the reports provide adequate information?

e. Are OPTARs given out to departments/cost centers in writing?

f. Do department heads normally over/under obligate?  Do they understand their financial responsibilities?

g. Is there a problem at the activity of not recording obligations?

ai. What local controls have been established to ensure action is taken, through the supply department, confirming OPTAR holder review of undelivered orders and consignments which indicated material received by not charged?

h. Are OPTAR logs reviewed by the recordskeeper and the division officer/department head?

i. What procedures are in effect to reconcile OPTAR logs with AAA/DOA records?

aj. What are the obligation rates for current and prior year funding?  Are they according to higher authority instructions?

ak. Does the activity have an obligation validation goal?  Is it a local goal or is it imposed by higher authority?

al. Are OPTAR logs reviewed at least once a year to ensure compliance with activity directives?

j. What controls have been established to ensure financial copies of all requisitions originated by OPTAR holders are received by the comptroller department in a timely manner and processed to official records?

k. What are the AAA/DOA established cutoff dates for posting transactions to the official accounting records? (NAVSO P-3006, par. 502-7)

11. INTERSERVICE SUPPORT AGREEMENTS

a. Obtain a list of current Interservice Support Agreements (ISAs).  Are the ISAs properly costed out?

b. Are other less formal agreements (e.g., memorandums of understanding, letters of agreement or mutual aid agreements) in effect?

c. Are there any services you are providing or being provided that are not covered by an ISA?  What are the budget impacts of these services?

d. Is there cost center input to all germane agreements?

e. Is there an ISA review schedule?

f. Are annual changes made to ISAs to account for inflation, labor cost and utility rate fluctuations?

g. Are there any pending ISAs?

12. MORALE, WELFARE, AND RECREATION

am. Are sufficient resources allocated to support Morale, Welfare and Recreation (MWR) programs mandated by higher authority (i.e., the Navy’s physical fitness program)?

an. List all sources of MWR revenues, (i.e., local, BUPERS, recycling programs).

ao. What are the current appropriated funding limitations with respect to support of MWR activities?

ap. Are MWR reimbursements from appropriated funds consistent with the nonappropriated funds (NAF) costs (i.e., are NAF costs exaggerated to increase MWR funding with appropriated funds)?

aq. What type of accounting system is used to track and monitor appropriated funds used for MWR programs?

ar. Does the comptroller department receive courtesy copies of balance sheets, income and expense sheets or other pertinent NAF reports?

as. When was the last review conducted of the MWR accounting system including purchasing, payroll and cash handling procedures?

at. Are separate cash drawers provided for cash collection agents?

PROPERTY ACCOUNTING

a. Is there an activity Plant/Minor Property instruction?  An AAA/DOA instruction?

b. Does the activity instruction governing plant/minor property include provisions for reporting idle property, the prompt receipt, transfer and disposal of plant account items, and other pertinent requirements?

c. Is there a current list of departmental plant property custodians and minor property responsible officers?

d. Does the comptroller department periodically sponsor plant and minor property training to instruct and remind custodians of their duties and responsibilities?  When was the last training held?

1. Does the activity maintain DoD Property Records (DD Form 1342s) for all equipment and units of property which comprise the four plant property class?

2. Class 1-Land

3. Class 2-Buildings, Structures, and Utilities

4. Class 3-Equipment-Other than Industrial Plant Equipment (IPE)

5. Class 4-IPE

C-

                                                                          C-
                                            


