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To: Di stribution List

Subj: ANNUAL EVALUATI ON AND ANALYSI S PLAN FOR CY 04

Ref : (a) MCO 7540. 2D
(b) MCO 5200. 24C

1. Purpose. To publish an annual Eval uation and Anal ysis Pl an per
reference (a).

2. Information. The annual Eval uation and Anal ysis Pl an provides
the Command with an organic capability to ensure adequate
managenent controls are in place to maintain econony, efficiency,
ef fectiveness, and integrity for Command resources. The plan
enconpasses non-audit eval uati ons/anal yses of managenent and
financial issues for both appropriated fund activities and non-
appropriated fund instrunentalities (NAFI); the assignnent of
responsibility for |iaison, coordination, response, and followp
for all audits external to the Command; and rel ated prograns and
functions as may be requested by Command units or directed by the
Conmdr MCB.

a. Required Eval uations

(1) Annual Requirenents

(a) Fund Adm ni strator Financial |Inspections. The
obj ectives of these inspections are to evaluate civilian payroll,
fiscal records, internal controls, and budgeting functions in an
effort to help fund adm nistrators achieve desired standards and to
determ ne conpliance with regulations. The followng is the
schedul e of MCCDC, MCB, and tenant activity fund admnistrators to
be i nspected in 2004:

1 Second Quarter (January-March) |nspections

a Marine Corps University

b Desi gnated Governnment Representative
Section, G5
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c Conptroller Division

d Marine Corps Warfighting Lab

N

Third Quarter (April—-June) Inspections

a Logistics and Facilities Services Branch, G5
b Fam |y Housing Branch, G5

c Marine Corps Intelligence Activity

d Public Affairs Ofice

e Expeditionary Force Devel opment Center

[

Fourth Quarter (Jul y—Septenber) |nspections

G- 1 D vision

|

b G 6 Division
c Bachel or Housing, G4

d Chapl ai n

|

First Quarter (QOctober—-Decenber) Inspections

a Marine Corps Community Services Division
b Command | nspect or

Human Resources and Organi zati onal Managenent -
Quantico

Ke)

d Security Battalion

e Regional Contracting Ofice, Northeast
(b) Adopt-A-Fam |y Holiday Program The objectives of
this inspection are to verify the cash position of the program
exam ne controls over expenditures, receipts, and supporting
docunent ati on; and ensure conpliance with applicable regulations.

(c) Governnent Travel Charge Card Program ( GTCCP).
The objective of this announced inspection is to ensure that travel
rel ated expenses and followp on travel settlenments are in conpliance
wi th applicable regulations for the GICCP
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(2) Sem annual Requirenents

(a) Virginia Donestic Dependent El enentary and
Secondary School s System (VADDESSS) Student Activity Funds. The
obj ective of these unannounced cash verifications is to ensure that
student activity funds at the elenentary schools are accounted for
properly. A reconciliation is conducted between the general |edger
and bank statenent.

(b) Governnmentw de Commercial Purchase Card (GCPC)
The objectives of these unannounced inspections are to ensure that
purchases made with the GCPC credit card are in conpliance with
appl i cabl e regul ations and to assess the adequacy of procedures and
controls over such purchases.

(3) Quarterly Requirenents

(a) Funds Entrusted to the Finance Branch, Conptroller
Division, MCB. The objective of these unannounced cash verifications
is to ensure all funds are properly accounted for and in conpliance
wi th procedures set forth in DoD, Financial Mnagenent Regul ation,
Vol 5. The verifications are conducted at irregular intervals to
mai ntai n the surprise el enent.

(b) Correctional Oficer’s Safekeeping Fund. The
obj ective of these unannounced cash verifications is to ensure funds
are accounted for properly. The general |edger and individual |edger
accounts are also reviewed for accuracy.

(c) Hunting and Fishing License Collections. The
obj ective of these unannounced cash verifications and record revi ews
is to reconcile pre-nunbered |icenses to collection vouchers and
records. The accuracy of collection vouchers and internal controls
in place are al so revi ewed.

(d) Wodcutting Permt Collections. The objective of
t hese unannounced verifications and record reviews is to reconcile
pre-nunbered permts to collection vouchers and records. The
accuracy of collection vouchers and internal controls in place are
al so revi ewed.

(e) VADDESSS M ddl e/ H gh School s Student Activity
Funds. The objective of these unannounced cash verifications is to
ensure that student activity funds at the m ddl e/ high schools are
accounted for properly. A reconciliation is conducted between the
general | edger and bank statenent.
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(f) Collections for Unauthorized Tel ephone Calls. The
obj ective of these unannounced cash verifications is to ensure
col l ection procedures are being foll owed and funds are accounted for

properly.

(g) Religious Ofering Fund (ROF). The objectives of
t hese announced verifications are to confirmthe ROF s cash position;
ensure conpliance with applicable regulations; and review cash
recei pts, cash disbursenents, and internal controls.

(h) Cvilian Recreation and Wl fare Associ ati on Cash
Count. The objective of these unannounced cash counts is to ensure
that controls and procedures over cash handling are adequate.

(4) Specific Appropriated Funds Eval uations. The objective
of these specific evaluations is to ensure that established
procedures/controls are adequate and in conpliance with governing
regul ations. The evaluations will also ensure that corrective action
has been taken on any previous evaluation findings. The follow ng
activity is scheduled for evaluation:

Activity Quarter to be Eval uated
TAD Fundi ng for For nal

School s Trai ni ng Second (January- March)
O ficial Representation Fund First (COctober-Decenber)
(5) NAFI. The objective of these evaluations is to ensure

t hat established procedures and controls are adequate and in
conpliance with applicable regulations. The evaluation of each
activity also ensures that corrective action has been taken on
previous audit findings. Wen applicable, unannounced cash counts
are conducted to ensure adequate saf ekeeping of funds and to exam ne
cash handling procedures.

(6) Private Organi zations

(a) The objective of these evaluations is to ensure that
private organi zations are in conpliance with applicable Comdr MCB
requirenents for a private organization

(b) The Resource Eval uation and Analysis (REA) Branch,
Comptrol l er Division, conducts assistance and on-call visits of al
NAFI activities throughout the year. Audits scheduled to be
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acconpl i shed by the Marine Corps Non-appropriated Fund Audit Service
(MCNAFAS) and REA Branch are as foll ows:

MCNAFAS REA Br anch Month to be
Audi t Eval uati ons Audi t ed/ Eval uat ed
Augnented Dining Facility Feb
Quantico Flying C ub Apr
Billeting Fund Jun
Mari ne Corps Marat hon Sep

b. Training and Liaison Function

(1) Financial Mnagenent Training. On-site one-on-one
training is avail abl e upon request for new financial nmanagenent
personnel within the Command. The objectives of this training are to
explain local policies and procedures regarding the adm nistration of
appropriated funds and to provi de hands-on denonstration on al
aspects of the automated accounting systemthat pertain to the
particul ar requirenents of the position for which the enpl oyee is
bei ng trained.

(2) Naval Audit Service Liaison. The objectives of this
effort entail planning entrance and exit conferences, arranging for
audit working space, performng the |iaison function between the
auditors and command operating personnel in resolving any unusual
audit situations, and conducting foll owp evaluations to determ ne
whet her recommendati ons previously concurred in by the Conmand have
been i npl enent ed.

(3) DoD I G and General Accounting Ofice Liaison. The
objectives of this effort entail planning entrance and exit
conferences, arranging for the audit working space, perform ng the
l'iaison function between the auditors and the command operati ng
personnel in resolving any unusual audit situations, conducting
foll omup eval uations to determ ne whet her recomrendati ons previously
concurred in by the Command have been inpl enented, and ensuring the
CMC is apprised of the audits and results.

(4) MCONAFAS, Northeast Region Liaison. The objectives of
this effort entail planning entrance and exit conferences, perform ng
the liaison function between the auditors and command operating
personnel in resolving any unusual audit situations, and conducti ng
foll omup eval uations to determ ne whet her recomrendati ons previously
concurred in by the Command have been i npl enent ed.
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(5) Internal Control Program The objective is to ensure
conpliance with reference (b). This will include detailed reviews of
docunent ati on associated with the ID of assessable units, the conduct
of vulnerability assessnents, the ID of material weaknesses, the
i npl enentation or strengthening of controls, and managenent
certifications of conpliance. Also included are reporting
requirenents to CMC on the Internal Control Program

3. Action

a. Director, Conptroller Division. Execute the annual
Eval uati on and Anal ysis Plan as established and publish specific
gui del i nes, when applicable, prior to commencenent of eval uations,
anal yses, inspections, or verifications.

b. Activity Heads. Ensure the follow ng actions are taken:

(1) Review the annual Evaluation and Analysis Plan and note
t he areas under your cogni zance which are schedul ed for an
eval uation, analysis, inspection, or verification.

(2) Be available for out-brief with REA Branch staff nenber
wi thin 30 days after conpletion of an evaluation, financial
i nspection, or verification. |In case of extended absence of activity
head, the deputy director/executive officer will take the out-brief.

(3) Submit a response to the Condr MCB (B 184) for each
di screpancy identified in the evaluation, financial inspection, or
verification addressing the action planned/taken to correct the
di screpancy with a target conpletion date or the date the corrective
action was conpleted. A repeat discrepancy requires additional
i nformati on addressing the cause for the repeat and the antici pated
conpl etion date. Response to a repeat discrepancy will be forwarded
to the S MCB for appropriate action

K7 ¢
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