MARINE CORPS BASE

FINANCIAL MANAGEMENT INSPECTION

ORGANIZATION INSPECTED  ___________________________________________

INSPECTOR  __________________________  DATE:  _____________________
OVERALL RATING ASSIGNED (UNDERLINE applicable rating)

        OUTSTANDING        AVERAGE             UNSATISFACTORY

        EXCELLENT          BELOW AVERAGE

___________________________________________________________________
INSPECTOR’S NARRATIVE REPORT (a concise recapitulation of the results of the inspection to include comments on whether unit is accomplishing its mission and meeting its goals and objectives.)

1.  Purpose.  The purpose of this inspection was to identify any potential problem areas.

2.  Coverage.  The areas covered during the inspection included maintenance of memorandum records, use of Financial Information Pointers (FIPs), reconciliation/validation of reports, Temporary Additional Duty (TAD), reimbursables, maintenance of procedural manuals and desk top procedures, timeliness of submission of accounting input into the Standard Accounting Budgeting and Reporting System (SABRS), files maintenance, attendance of operation personnel at the required financial management training sessions, civilian labor controls, and internal management controls.

3.  Significant Discrepancies/Recommendations.  A summary of significant discrepancies and recommendations is provided below.  Enclosures (1) through (4) provide checklists for each area summarized below.

    a.  Fiscal (enclosure (1)).  This area was rated _____________.

The overall results of the inspection show that procedures were adequate to accomplish the mission of maintaining the financial records and associated functions with the following exceptions:

    b.  Timekeeping (enclosure (2)).  This area was rated ________.

    c.  Reimbursables (enclosure (3)).  This area was rated ______.

FINANCIAL MANAGEMENT INSPECTION

    d.  Internal Management Control (enclosure (4)).  This area was rated ____________________.

4.  Items Noted.  The following items were noted:

5.  The assistance and cooperation from the recordkeeper during the inspection were excellent.

                                  C. MONTOYA

                                  Head, Resource Evaluation and

                                  Analysis Branch

Recommendation(s):

Recommendation #1.

Recommendation #2.

The report and recommendation(s) are approved, with the following exception(s)_______________________________________________________

CHIEF OF STAFF:  __________________________________________________
                 (Signature)                                 (Date)
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

1.  FISCAL (P7000.1)

    a.  Who is assigned the FA recordkeeping duties?

        Name:                        Title:                       

                                                          YES  NO 

b. Does the recordkeeper periodically brief

higher management on the financial status of the

command/division?                                                 

    c.  In addition to Operation and Maintenance,

Marine Corps funding, is the FA authorized any

other type of funding? If so, what are they?                      

d.  Is the FA over obligated in current fiscal

year?                                                             

e.  Are financial decisions made at the proper

level of management, especially during September?                 

f.  Are all transactions and significant

documents readily available for examination?                                        

    g.  Are transactions and other significant events

promptly recorded and properly classified?                        
    h.  Are key duties adequately separated among

individuals?                                                      
    i.  Are controls established to provide account-

ability of data input to allow verification of all

transactions (i.e., maintaining document number

logbook and validating daily transactions report)?                

    j.  Can the FA access the following:

        MCO P7300.21     Standard Accounting,

                         Budgeting, and Reporting

                         System (SABRS) Financial

                         Procedure Manual                         











     Encl (1)

FINANCIAL MANAGEMENT INSPECTION CHECKLIST

FISCAL (Continued)

                                                          YES  NO 

        MCBO P7000.1     Financial Management Manual              

        MCBO 1320.2A     Temporary Additional Duty

                         (TAD)                                    

        MCBO P4400.1     Supply Services Manual                   

        MCBBul 7100      Closeout Procedures                      

        SABRS Manuals    https://dfas4dod.dfas.mil/

                         SYSTEMS/SABRS/MANUALS3.HTM               

        SABRS Letters    (Letters #1 through #24)                 

k.  Are desk top procedures/turnover files

available for the FA recordkeeper position

(MCBO P7000.1)?                                   
           

        (1) Are they current and comprehensive?                   

        (2) Are they maintained at the incumbent’s
desk?                                         

           

    l.  Is there a current list of FIPs available?                

    m.  Are English descriptions of the FIPs clear so

that personnel can easily determine which one to use?             

    n.  Are memorandum records maintained by the FA?              

    o.  Are memorandum records sufficient to permit

reconciliation with SABRS and the determination of 

financial status in the event of system failure?                  

    p.  Are the FA’s memorandum records reconciled

to the official accounting records (SABRS)?                       

    q.  Are reservations files maintained for the      

following:

        (1) Open purchase requests?                               
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

FISCAL (Continued)

                                                          YES  NO 

        (2) Credit card requests/calls?                           

        (3) Direct Support Stock Control

(DSSC) requisitions/shopping lists?           

           

        (4) Other requests for consumable

supplies (e.g. BPA calls, Defense Printing, MILSTRIP,

color copy service etc.)?           



            

        (5) Cancellations/adjustments?                            

        (6) TAD requests?                                         

        (7) Are there any prior year transactions

recorded in SABRS as commitments?             

           

    r.  Are documents removed from the reservation

files when they meet the obligation criteria?                     

    s.  Are the following separate files maintained

 by the FA:

        (1) Obligations                                           

        (2) Expenses                                              

        (3) Completed Orders                                      

    t.  Are the following reports being maintained

and properly validated:

        (1) Outstanding Commitments Report?                       

        (2) Daily Transaction Journal?                            

        (3) Travel Order Report for Current Cycle?                

    u.  Is the Program Manager DSSC Fiscal Listing

reconciled with the Daily Transaction Journal?                    
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

FISCAL (Continued)

                                                          YES  NO 

v.  Is corrective action taken on transactions
rejected by SABRS as errors?                                      

w. For items that cannot be corrected at the FA

level, are they reported in writing to Accounting

Liaison Branch (ALB)?                                             

    x.  Is the FA taking follow-up action on items      

reported to ALB?                                                  

    y.  Does the required validation of Unliquidated 

Obligations (ULO) Report meet the following:

        (1) Is the ULO validation submitted by the 

required due date?                            

           

        (2) Are annotations of each item’s status

made on the report and keyed into SABRS?      

           

        (3) Is each item verified against the

documents maintained by the FA?              

           

        (4) Are cancellation and receipt documents

attached to the report and forwarded to ALB?    

           

        (5) Have there been major deobligations of 

documents since the close of the fiscal year?    

           

        (6) Is the transmittal letter signed by the

Division Director/Deputy or Commanding

Officer/Executive Officer?                    

             

    z.  Is on-line approval and authentication

of all TAD done by authorized individuals only?                   

    aa. Are FA funded TAD orders created and

approved in SABRS so that funds are obligated in a

timely manner?                                                    
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

FISCAL (Continued)

                                                          YES  NO 

   bb.  Has the FA taken action to obtain travel

settlements on orders which are more than 30 days old?            

   cc.  Are procedures used to monitor TAD in 

compliance with MCBO 1320.2A?                                     

ad.   Have controls been instituted for on-line

processing of electronically transmitted financial

information, to include:

        (1) Do personnel have access to SABRS

on a “need to know” basis?        


                     

· If no, what are the circumstances?

        (2) Does any of the staff involved with

the FA responsibilities have access to the SABRS

tables?                                             
           

· If yes, can they make changes

to the tables?                                                    

        (3) Who, by name, has access to SABRS?    

        (4) Are the individuals who have access

to SABRS authorized in writing?                    
           

        (5) Is access to SABRS revoked upon the

transfer of an individual who has access?                         

        (6) Are passwords restricted only to 

authorized users?                                                 

OVERALL RATING:
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

2.  TIMEKEEPING (MCBO P7000.1)

                                                          YES  NO 

    a.  Who performs the timekeeping for this FA?

        Name             Work Center
    b.  Are all timesheets and other significant

documents readily available for examination?                      

    c.  Do all certifying supervisors have an

authorization letter and signature card on

file?                                                             

    d.  Who, by name and position, certifies

timesheets for the timekeeper?

Certifying Official          Position             Timekeeper
e. Are employees’ timesheets signed only by

duly authorized personnel?                                        

    f.  Do employees record their own time on

timesheets?                                                       

        If no, who records time and attendance and why?

    g.  Are entries recorded early?



           











        Encl (2)

FINANCIAL MANAGEMENT INSPECTION CHECKLIST

TIMEKEEPING (Continued)

                                                          YES  NO 
    h.  Are timesheets certified at the end of the pay

period?                                                           

    i.  Do the timesheets meet the following criteria?

· Are entries on cards legible?                            

· Are entries done only in blue/black ink?                
· Are errors properly corrected?                          
· Are leave periods initialed and/or chits in

          the individual’s file?                                  

· Are sick leave absences of more than

three (3) workdays supported by either a

doctor’s statement or a Standard Form 71?              

    j.  Has overtime/compensatory time been approved

during the inspection period (MCBO 12610.1)?                      
· Are all overtime/compensatory time requests

      approved before work is performed?                     

· Are employees exempt under Fair Labor

        Standards Act (FLSA) and whose basic pay

      exceed the maximum rate of a GS-10

      authorized compensatory time only?                     

· Does management’s justification meet the

        criteria for overtime/compensatory time    

      as outlined in MCBO 12610.1?                           
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FINANCIAL MANAGEMENT INSPECTION CHECKLIST

TIMEKEEPING (Continued)

                                                          YES  NO  

· Are all the overtime/compensatory time

        requests been approved by the proper

        levels of management?                                  

· For Alternate Work Schedule (AWS) employees,

        is the overtime/compensatory time          

      restricted to the employee’s normal work

      week (i.e. Regular Day Off (RDO) not

      allowed)?                                              

· Have employees worked overtime and also

      been authorized annual leave during the 

      same pay period?                                       

· Is there excessive overtime/compensatory             

      time being taken by one or more employees?             

OVERALL RATING:

3

FINANCIAL MANAGEMENT INSPECTION CHECKLIST

3.  REIMBURSABLES (MCBO P7000.1)

                                                          YES  NO 

    a.  Who is responsible for the Reimbursable

Accounts?

    Name                       Position

    b.  Is a NAVCOMPT 2275, 2043, or funding document

on file to support reimbursable work performed for

various customers?                                                

c. Are any reimbursable accounts over obligated 

at this time?                                                      

    d.  Is a financial information pointer assigned to 

each customer account, to include reimbursable order

number (RON) and reimbursable billing code (RBC)?                 

    e.  Are all appropriate charges being recorded

to the applicable reimbursable customer?                          

f.   Are all reimbursable transactions and 

significant documents readily available for

examination?                                                      

    g.  Are all transactions and other significant

events promptly recorded and properly classified?                 

h.   For all customer accounts with no charges

posted to them in the past three months, has the FA

initiated an inquiry to determine whether or not the

work or service has been completed?                               

i.  Is each reimbursable customer’s account

regularly validated to ensure that obligations

incurred do not exceed dollar amounts cited on the

funding documents?                                                

j.  Is the Budget Branch notified, in writing, when

reimbursable accounts are final or there is an

available balance to be returned to the customer?                 










           Encl (3)

FINANCIAL MANAGEMENT INSPECTION CHECKLIST

REIMBURSABLES (Continued)

                                                          YES  NO  

    k.  Is the Budget Branch notified when the RBC

is 80% obligated?                                                 

    l.  Are indirect charges reported to ALB in

time for posting to accounting records for that

month’s business?                                                 

    m.  Is the FA ensuring that reimbursable costs

from the Daily Transaction Journal are correct?                   

n.  When a customer payment is cash or negotiable

instrument (checks/money orders), is there adequate

separation of duties to prevent fraud, waste, and

abuse?                                                            

    o.  Is the reimbursable Customer Analysis Report

maintained and properly validated?                                

OVERALL RATING:

2

FINANCIAL MANAGEMENT INSPECTION CHECKLIST

4.  INTERNAL MANAGEMENT CONTROL PROGRAM (MCBO P5200.2A)

                                                          YES  NO 

a.  Is an Internal Management Control Officer

appointed in writing? 






           

· If so, who?______________________________
    b.  Is a copy of MCBO P5200.2A (Internal

Management Control Program Manual) maintained/avail-

able?                                                             

c.  Has an inventory of assessable units been

developed?                                                        

d.  Have vulnerability assessments been completed

for each assessable unit on the inventory?                        

e.  Have all required internal control reviews

been completed for each assessable unit rated “high”

or “medium”?                                                      

f.  Has action been taken to correct all internal

control weaknesses identified through internal

control reviews?                                                  

g.  Has the annual report on results of internal

control evaluations been completed per MCBO P5200.2A?             

h.  Is documentation maintained to support all
internal control reviews completed?                               

i.  Is access to resources and records limited to

authorized individuals on a need to know basis?                   

j.  Is oversight by managerial personnel provided

to ensure that internal control objectives are

achieved?                                                         

k.  Do managers and employees maintain a positive

attitude toward internal management control?                      

OVERALL RATING:












Encl (4)
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