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CHAPTER 17 APR 1 8 2012 

FUND MANANGER'S FISCAL LAW TRAINING REQUIREMENT 

1. GENERAL. On 5 September 2008, the Office of the Under 
Secretary of Defense (OUSD) directed that key fund control 
personnel be identified and receive appropriations law training. 
The Department of Navy (DON) identified key fund control to 
include the Commanding General/Commanding Officer, Comptroller, 
and delegated staff. The Marine Corps further identified fund 
control personnel to include Comptroller/Budget office personnel, 
Supply Officers, Fiscal Clerks, Fund Managers, Purchase Card 
Approving Officials, Defense Travel System (DTS) Approving 
Officials, assigned Responsible Officers (individuals who receive 
funding) and those officers authorized to submit and approve 
requisitions that will commit and/or obligate government funds. 
2D Marine Aircraft Wing has further identified fund control 
personnel to include Executive Officers, DTS Certifying and 
Authorizing Officials, Contracting Officers/Agents to include 
Government Commercial Purchase Card (GCPC) Holders, Financial and 
Program Managers, and Approving Officials for SF182 (Training), 
Transportation of Things (TOT)/Transportation of People (TOP), 
and ATLASS requisitions. The appropriations law training is 
required to have been completed per DON's/HQMC guidance or 
refresher training is required. Training will be documented and 
retained at respective organizations as well as reported to 
higher headquarters. 

2. PURPOSE OF FISCAL LAW TRAINING. HQMC goal is to train every 
individual who could possibly cause and Antideficiency Act (ADA) 
violation. The training goal can be achieved through courses 
that include a foundation of fiscal law as well as detailed 
information on fiscal statutes covering the purpose, time, and 
amount for utilizing appropriated funds. It should also include 
familiarization to trainees of obligations and the specifics of 
the ADA. 

3. TRAINING RESOURCES. There are a number of ways to obtain the 
requisite training to include but not be limited to the 
following: 

a. Commanders Brief. A Fiscal/Appropriations Law briefing 
has been prepared by HQMC, Programs and Resources to facilitate 
the training for Commanders. This training is available from the 
Assistant Chief of Staff, Comptroller to the Commanding General, 
Assistant Wing Commander, and Chief of Staff, as well as, all 
Group and Squadron Commanding Officers and their Executive 
Officers. 

b. On-line Fiscal Law Course: An on-line Fiscal Law class 
is offered by the DON Office of the Assistant Secretary, 

Enclosure (1) 
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Financial Management and Comptroller (ASN (FM&C)) through its web 
site, PBISweb. PBISweb can be accessed from the Navy Marine 
Corps Internet(NMCI) at https://pbis.nmci.navy.mil; a Department 
of Defense common access card/public key infrastructure 
certificate is required. At the PBISweb website go to "Human 
Capital" and then "Training"; the "DON Principles of 
Appropriations Law" course is one of several no cost financial 
management training resources available at this site. 

c. On-Site Fiscal Law Class: On-site Fiscal Law classes are 
conducted by ASN(FM&C) counsel staff. These courses are offered 
several times during a fiscal year and additional information is 
available at the PBISweb web site; go to "Human Capital" and then 
"Training''. Two links, Fiscal Law Course Information and Fiscal 
Law Course Schedule, provide specific information and class 
coordinator point of contact information. 

d. Third Party Fiscal Law Courses: 

(1) Marine Corps Practical Comptroller Course 

(2) GAO Principles of Appropriations Law Course: 
http://www.gao.gov/special.pubs/apptrng.html 

(3) Department of Agriculture (USDA), Principles of 
Federal Appropriations Law Course: 
http://graduateschool.edu/course details.php?cid=FINC7200D 

(4) The Judge Advocate General's Legal Center and School, 
Contract and Fiscal Law Department Managed Courses: Visit 
https://www.jagcnet.army.mil/8525736A005BC8F9/0/F4F01C63D6ABDOBF8 
5257353006B31C5?opendocument&noly=1 to create an account. 

(5) ASMC Enhanced Defense Financial Management Training 
Course: http://www.asmconline.org/educationtraining/all-events/ 

(6) Management Concepts, Inc.: Visit 
http://www.managementconcepts.com and select "Offering By Topic", 
"Financial Management", then "Federal Appropriations Law". 

4. REPORTING REQUIREMENT. All personnel placed in key fund 
control billets are required to complete the fiscal law training 
prior to assignment or within 30 days. All units are required to 
submit monthly updates to the Resource Evaluation and Analysis 
(REA) section of the Wing Comptroller office by the 20th. As 
functionality increases, all updates will be conducted on the 2D 
MAW SharePoint Intranet site. At a minimum, the required 
information will include tier, name, unit/section, position, 
training date or date training will be completed. 

Enclosure (1) 
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a. Tier I. Commanding General, Commanding Officer, 

Executive Officer (MAG's, MALS, Groups and Squadrons), 
Comptroller and Deputy Comptroller. 

b. Tier II. Fiscal Officer/Chief, Approving Officials (AO)
GCPC, Aviation Supply Officer (ASO), Assistant Aviation Supply 
Officer (AASO), Supply Accounting Officers (SAD) and SAD SNCOIC, 
Squadron Support Division (SSD) OIC's and SNCOIC, TAD Approving 
Officials, TOT/TOP Authorizing Official, Certifying Official, 
Contracting Officer/Agent, Financial Manager, Program Manager, 
Government-Wide Commercial Purchase Card Holder, Fiscal Clerk, 
DASF/GCSS Personnel, Comptroller Personnel. 

5. Inspection Standards. Commands will be held to the following 
standards: 

a. Finding. If the command has below 80 percent of its key 
fund control personnel trained (Tier-I, Tier II), this will be 
considered a finding during Commanding General Inspections. 

b. Discrepancy. If the command has between 80 to 94 percent 
of its key fund control personnel trained (Tier I, Tier II), this 
will be considered a discrepancy during Commanding General 
Inspections. 

c. Note. Regardless of the overall percentage, if 
individuals are assigned to key fund control positions and have 
not completed the training prior to assignment or within 30 days, 
it will be noted. 

Enclosure (1) 
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O&M,N FISCAL ASSIST VISIT/INSPECTION CHECKLIS 

UNITED STATES MARINE CORPS 
2nd MARINE AIRCRAFT WING 

PSC 8050 
CHERRY POINT, NORTH CAROLINA 28533-0050 

Unit: 

Date: 
Inspector: 
Area Inspected: Blue Dollar Fiscal 
Major Command: 
Tab Number: 490B 
Recommended Grade : 
Unit CO: 
Unit XO: 

Marines Inspected: 

Inspection References : 
NAVMC 5040.6H-Marine Corps Readiness Inspections & Assessments 
MCO P7300.21A-Marine Corps Financial Management SOP Manual 
WGO P7000.5E- 2dMAW Financial Management SOP Manual 

18 201 

THIS CHECKLIST IS NOT ALL ENCOMPASSING . IF DISPARITIES ARE 
ENCOUNTERED YOU SHOULD REFER TO APPROPRIATE DIRECTIVES FOR CHANGES 
AND UPDATES . 

Grading: 

a . Mission Capable . The Group/Squadron possesses the requisite 
skills and understanding to accomplish assigned missions , tasks , and 
functions; and have demonstrated compliance with applicable policies 
and procedures of 2d MAW, II MEF, MARFORCOM , and higher authority . 

b. Non - Mission Capable . The Group/Squadron does not possess 
the requisite skills and understanding to accomplish assigned 
missions , tasks, and functions; or has demonstrated a failure to 
comply with applicable policies and procedures of 2d MAW, II MEF, 
MARFORCOM , and higher authority . 

Determination: 

a. Finding . A "Finding" is a loss of spending control which: 
detracts from command readiness ; involves or could lead to fraud, 
waste , or abuse; or significantly deviates from higher headquarters 
policies and procedures, the result •of which may lead to 
overspending or unauthorized spending of the unit's assigned budget. 

1 



O&M,N FISCAL ASSIST VISIT/INSPECTION CHECKLIS 

b. Discrepancy . A "Discrepancy" is a situation that, if left 
uncorrected , has the potential to result in a loss of spending 
control . A discrepancy represents a failure to comply with 
applicable guidance and directives , and/or failure to take 
appropriate actions as required. Although generally procedural in 
nature , appropriate corrective actions are required to prevent 
further degradation of fiscal controls . Therefore , repeat 
discrepancies may become findings on the final inspection. 

c. Note. An administrative remark used to provide additional 
comments. A "Note " may be positive or negative in nature and will 
often be used to highlight specific areas of concern , amplify the 
degree of noteworthiness or severity of a problem, and/or provide 
additional recommendations for corrective actions . 

AREAS REVIEWED 

1 

rTION 
I GENERAL BUDGETS 

REPORTS 

SECTION 1: GENERAL 

REFERENCES/MANUALS 

QUESTION : 
1. Are the following references on hand and 
current? 
a. WING ORDER P7000.5 (WING SOP) Yes No N/A 

-
(check one) hard I electronic 0 0 0 

b . NAVSO P301.3 1 , 2 (Financial Management) Yes No N/A 
(check one) hard I electronic 0 0 0 

c . MCO P7300 . 19 ( FISO Hand Book) Yes No N/A 
-

(check one) hard I electronic 0 0 0 
d. NAVSO P6034 : Joint Federal Travel Regulations Yes No N/A 

(JFTR) 0 0 0 
(check one) hard I electronic 

e. MCO 3125 . 1B (Marine Corps Flying Hour Program Yes No N/A 
Management) 0 0 0 

(check one) hard I electronic 
f. NAVSUPINST 4200 . 97 (AIRCARD Policy) Yes No N/A 

(check one) hard I electronic 0 0 0 
g. Defense Travel System Financial Field Yes No N/A 

2 
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Procedures Guide D D D 
(check one) hard I electronic 

h. CNALINST 1320.11A (TAD Policy) Yes No N/A 
(check one) hard I electronic D D D 

i. CNALINST 7300.48 (Financial Management) Yes No N/A 
(check one) hard I electronic D D D 

j . CNALINST 7301.2G (TAD Accountability) Yes No N/A 
(check one) hard I electronic D D D 

k. CNALINST 7310.1W (FLT OPS FUNDS) Yes No N/A 
(check one) hard I electronic D D D 

l. CNALINST 7310.5P (AOM FUNDS) Yes No N/A 
(check one) hard I electronic D D D 

m. CINCLANTFLT 7110.1A (OPN Appropriation) Yes No N/A 
(check one) hard I electronic D D D 

Comments: Use the above references for the 
following applicable areas below. 

TAD FILES 

QUESTION: 
1. Are the following TAD files on hand? 
a. General Correspondence Yes No N/A 

(check one) hard I electronic D D D 
b. OPTAR Grants/Amendments Yes No N/A 

(check one) hard I electronic D D D 
c. SFOEDL/UOL/OTA Yes No N/A 

(check one) hard I electronic D D D 
d. Budget OPTAR Report Yes No N/A 

(check one) hard I electronic D D D 
e. BCC Report File Yes No N/A 

(check one) hard I electronic D D D 
f. Delinquent File Yes No N/A 

(check one) hard I electronic D D D 
g. Outstanding Debt File Yes No N/A 

(check one) hard I electronic D D D 
h. Completed Debt File Yes No N/A 

(check one) hard I electronic D D D 
i. Other Funded File Yes No N/A 

(check one) hard I electronic D D D 

j . Direct Cite File Yes No N/A 

(check one) hard I electronic D D D 
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Policy Letters 

QUESTION : 
1. Are the following Policy Letters on hand? 
a. 2dMAW 17 - 10 Military Economy and Efficiency Yes No N/A 

(check one) hard I electronic 0 0 0 -- --

b . Current Fiscal Year 2DMAW Financial Yes No N/A 
Management Guidance 0 0 0 

(check one) hard I electronic -- --

APPOINTMENT LETTERS 

QUESTION : 
1. Are the following Appointment letters on 
hand? 

a. Is the MAG Fiscal Officer assigned in writing Yes No N/A 
by the co of the MAG? 0 0 0 
REF: WGO P7000.5E Ch . 1 Par . 6 
Comments : 
b . Is the MAG Fiscal Officer appointed in Yes No N/A 

writing as the MAG AIRCARD APC? 0 0 0 
REF : LOI 4400 ALD-C, 12 DEC 06 
Comments : 
c . Is the Debt Management Monitor appointed in Yes No N/A 

writing? (DD 577 Appointment Letter) 0 0 0 
REF : WGO P7000 . 5E Ch . 4 Par . 13 
Comments : 
d. Are all fiscal personnel appointed in Yes No N/A 

writing? (DD577 Appointment Letter) 0 0 D 
REF : WGO P7000 . 5E Ch . 4 Par . 3c 
Comments : 
e . Have the CO/XO , Fiscal Officer/Chief and Yes No N/A 

designated personnel completed the Appropriation D D D 
Law and/or Budget Execution Training Per the 

guidance of MARADMIN 350/11? (Validate through 

Share Point) 
Comments : 
f. Who are the command personnel responsible for Yes No N/A 

tracking and updating the Share Point site for D D D 
Appropriation Law/Budget Execution Training? 

Comments : 
e. What tracking system is being utilized to Yes No N/A 

ensure all appropriate personnel are provided .the D D D 
required training(PCS , PCA , Transfers etc .. ) ? 

4 
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(DON Principles of Appropriations Law) : 
https : //fmbwebl . nmci.navy . mil/,eolicy/donpal cours 
e/sig:non.as,e 
Budget Execution Course : 
htt,es : //fmbwebl . nmci . navy . mil/policy/IMI 
ogin.asp 

BE/as]2/l 

Additional Comments : 

DESKTOP/TURNOVER 

QUESTION: 
1. Is there a Desktop/Turnover Binder and is it 
current and reviewed periodically to determine 
validity and accuracy? 
Comments 
(a) Table of Contents Yes No 
Comments : D D 
(b) Points of Contact Yes No 
Comments: D D 
(c) Copy of most recent inspection Yes No 
Comments : D D 
(d) Personnel and billet assignment Yes No 
Comments : D D 
(e) Description of duties broken down by billet Yes No 
Comments: D D 
(f) List of reports and a description of how to work Yes No 
each report D D 
Comments: 
Additional Comments : 

TEMPORARY ADDITIONAL DUTY (TAD) 

S-1 Organizational Defense Travel Administrator (ODTA) 

1 . Who are the units ODTA/T - Enter(NDEA)/AO personnel and do they 
have the DD-577 form completed? 

Rank Name DD-577 Time in Billet 
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N/A 
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N/A 
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N/A 
D 

N/A 
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N/A 
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N/A 
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2 . Are appointment letters/DD577/SAARs on file 
for the Approving Official , NDEA Agents and 
all Routing Personnel? Are these documents 
being retained IAW with current retention 
requirement of current plus five previous 
FY ' s? 
REF : WGO 4651 . 18 
Comments : 
3 . Do the access permission levels within DTS 
provide for review and approval of travel 
authorizations and payments only by the 
appropriate official(s)? (Note : Permission 
levels must provide for appropriate separation 
of duties.) 
REF: WGO 4651 . 18 
Comments: 
4 . Has the unit personnel received initial and 
refresher training from LDTA/ODTA and is the 
documentation on file? 
REF: WGO 4651 . 18 
Comments : 
5 . Does the unit have any un - submitted 
vouchers over 30 days? How many? 
Average Days 
REF : WGO 4651.18 
Comments : 
6. Does the unit have a check- in/check- out 
process to add/drop DTS travelers as required 
and ensure all Authorizations and Vouchers are 
complete? 
REF : WGO 4651 . 18 
Comments: 
7 . Does the Certifying/Approving Officer(s) 
ensure required receipts and supporting 
documents are attached in an electronic format 
with the DTS trip record and forwarded for 
payment? (Note : Ref : to JFTR U2510 on missing 
items i . e. plane tickets, hotel and rental car 
receipts . ) 
REF : WGO 4651.18 
Comments: 
8. Does the ODTA/S - 1 know how to generate 
management reports from the DTS Reports 
Module? 
REF: WGO 4651.18 
Comments : 
9. Does the Unit ensure travelers settle 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
0 

Yes 
0 

Yes 
D 

No 
D 

No 
D 

No 
D 

No 
D 

No 
D 

No 
0 

No 
0 

No 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
0 

N/A 
0 

N/A 
D 
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(submit a DD Form 1351 - 2) previous DTS travel 
orders, or obtain approval from the Group 
CO/XO, prior to issuing new travel orders? 
REF : WGO 4651 . 18 
Comments : 
10 Has the Group issued any repeat travel 
orders? 
REF : COMNAVAIRLANTINST 1320 . 11A Par . 712 
Comments : 
11 . If a traveler fails to submit a settlement 
voucher (DTS Voucher/DO Form 1351 - 2) within 5 
working days of the completion of travel , is a 
TAD Liquidation Delinquency Letter sent to the 
member and his/her CO/XO? 
REF : WGO 4651 . 18 
Comments : 
12 . Is a proper TAD Unsubmitted Voucher 
Delinquency binder being maintained by the 
Unit ODTA Section (i . e . Sectional with 
Unsubmitted Travel Report , Delinquency Letters 
Sent and Completed Delinquencies? 
REF : WGO 4651 . 18 
Comments : 
13 . Is the delinquency binder reviewed and 
updated weekly to ensure unsubmitted vouchers 
are kept to a minimum? 
REF : WGO 4651 . 18 
Comments : 
14 . Are Non- DTS Entry Agents (NDEA) 
electronically faxing or uploading a signed 
copy of the traveler ' s DO Form 1351 or 1351 - 2 , 
Travel Authorization or Travel Voucher to DTS? 
REF : WGO 4651 . 18 
Comments : 
15. Is the AO ensuring all GTCC cardholders , 
not exempt from use of the GTCC , have at a 
minimum, their rental car , lodging , and 
commercial transportation expenses paid 
directly to the GTCC account? 
REF : WGO 4651 . 18 
Comments : 
16 . Do TAD orders to other military 
installations direct the traveler to utilize 
quarters and messing if available? (Sample 
recent Authorizations) 
REF : WGO 4651.18 
Comments : 
1 7 . If Government Quarters are directed and 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

7 



O&M,N FISCAL ASSIST VISIT/INSPECTION CHECKLIST 

not available is the traveler obtaining a 
statement of non- availability? 
REF : WGO 4651 . 1B 
Comments : 
18. If government transportation lS Yes No N/A 
directed/provided and a member uses a POC for D D D 
convenience, is the member reimbursed? 
REF : WGO 4651 . 1B 
Comments : 
19 . Have written Internal Control Procedures Yes No N/A 
been established for the Defense Travel System D D D 
to include audit procedures , billet 
responsibilities , document flow within the 
unit , and any relationships with other 
organizations and services? 
REF : WGO 4651 . 1B 
Comments : 
20 . Does the unit have the necessary Yes No N/A 
personnel , knowledge , documented procedures D D D 
and management controls in place to 
effectively manage this financial process? 
REF : WGO 4651.1B 
Comments : 

Fiscal/Supply Officer Budget Defense Travel Administrator (BDTA) 

21. Are OFC- 21 TAD funds properly applied for Yes No N/A 
support of aviation related TAD? D D D 
REF : MCO P7300 . 19B Par . 1001 . 
Comments: 
22 . Does the order - writing clerk understand how Yes No N/A 
to properly compute estimated entitlements for D D D 
travel orders (i.e . per diem, lodging , travel , 
miscellaneous) when DTS is down? 
REF : COMNAVAIRLANTINST 1320.11A Par . 707 , 708 
Comments : 
23 . Are rental vehicles kept to a minimum and are Yes No N/A 
they shared when possible? D D D 
REF: JFTR CH 3 , App 0 Par. T4030 
Comments: 
24 . Are local vouchers processed in accordance Yes No N/A 
with local standard operating procedures? What D D D 
is the total number and cost of local vouchers? 
REF: WGO P7000.5E Ch . 4 Par. 5a . 3a 
Comments : 
25 . Are adequate controls in place to ensure Yes No N/A 
rental vehicles are used when most advantageous D D D 

8 
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to the government? 
REF: JFTR CH 3, App. 0 Para. T4030 
Comments: 
26. Are TAD orders written for a period of time Yes No N/A 
in excess of 180 days without prior approval from D D D 
HQMC? 
REF: COMNAVAIRLANTINST 1320.11 Par 201 
Comments: 
27. Is the Fiscal OIC/SNCOIC part of the DTS 
routing list for authorizations/vouchers of all Yes No N/A 
supported units? D D D 
REF: WGO P7000.5E Ch . 4 Par. 3c 
Comments: 
28. Is each reimbursable (OFC-94) analyzed and Yes No N/A 
recorded separately on the status of funds? D 0 0 
REF: WGO P7000.5E Ch. 4 Par. 11a 
Comments: 
29. Are TAD orders in compliance with the Yes No N/A 
incoming reimbursable? D D D 
REF: WGO P7000.5E Ch. 4 Par. lla 
Comments: 
30. When all related travel assigned to an Yes No N/A 

incoming reimbursable is completed and there are 0 0 0 
no further (unfilled orders, pending 
liquidations, and outstanding advances) are the 
remaining funds being returned to the Wing 
Comptroller? 
REF: WGO P7000.5E Ch . 4 Par. lla 
Comments: 
31. Are any NAVCOMPT Form 2275/2276/2277 or DD Yes No N/A 

Form 448 being issued by the MAG Fiscal Officer? D D D 
REF: WGO P7000.5E Ch. 4 Par. 11a 
Comments: 
32. Are copies of MIPRS being maintained for both Yes No N/A 

incoming and outgoing reimbursable services? 0 0 0 
REF: NAVSO P3013-2 Par. 4200 
Comments: 
33. Does the designated Debt Management Monitor Yes No N/A 

(DMM) maintain the appropriate DMM binder to 0 0 0 
track individual unit debt (i.e . Sectional with 

DMM Report, Active Debt, and Completed Debt)? 

REF: WGO P7000.5E Ch. 4 Par. 13 
Comments: 
34. Does the unit have the necessary personnel, Yes No N/A 

knowledge, documented procedures and management 0 0 0 
controls in place to effectively manage this 

financial process? 
Comments: 

9 
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AIRCARD 

1. Has the MAG Fiscal Officer established and Yes No N/A 
executed the Wing AIR Card Program? 0 D D 
REF : LOI 4400 ALD- C, 12 Dec 06 
Comments: 
2 . Does the MAG Fiscal Officer provide support Yes No N/A 
and oversight to all participants within the 0 D 0 
command? 
REF : LOI 4400 ALD- C, 12 Dec 06 
Comments: 
3. Does the MAG Fiscal Officer ensure the DON Yes No N/A 
role - based training (Initial and bi-annual D D D 
refresher) compliance and system access are 
achieved within thirty days after appointmen~? 
REF : LOI 4400 ALD- C, 12 Dec 06 
Comments : 
4 . Does the MAG Fiscal Officer document action Yes No N/A 
taken which reveals non - compliance , misuse and/or D D D 
abuse and report up the hierarchy chain and to 
the CPM? 
REF: LOI 4400 ALD- C, 12 Dec 06 
Comments : 

SECTION 2: BUDGET 

1. Is the MAG Fiscal Officer coordinating the 
development and submission of all budgets, budget Yes No N/A 

reviews, mid- year reviews , program objective 0 D D 
memorandums (POMs)and funding requests in 
accordance with applicable directives? 
REF : MCO P7300 . 19B Par . 1001 
Comments : 
2 . Does the fiscal section possess a copy of the Yes No N/A 

approved TAD budget submissions for the last 0 0 0 
three fiscal years? 
REF: MCO P7300 . 19B Par . 2101. (check one) 

hard I electronic ----
Comments: 
3 . Does the squadron staff participate with the Yes No N/A 

fiscal/supply officer in the budget process? Who 0 0 0 
and how is participation accomplished? 
REF : MCO P7300 . 19B Par . 2101 

Comments: 
4 . Does the MAG Fiscal Officer prepare/maintain a 

MAG TAD Financial Spending Plan (Budget) that Yes No N/A 
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monitors MAG execution by displaying FYTD grants , 
obligations and balances? 
REF : MCO P7300 . 19B Par . 2101 
Comments: 
5. Are adequate management controls in place to 
determine whether an anticipated TAD trip is 
budgeted, and if the trip is unbudgeted does the 
MAG consider the impact on the remaining planned 
TAD budget prior to authorizing the unbudgeted 
TAD? 
REF : MCO P7300 . 19B 
Comments: 
6 . If the TAD request is unbudgeted , does the 
fund administrator cancel an upcoming budgeted 
TAD trip to offset the cost? 
REF : MCO P7300 . 19B 
Comments : 
7 . Is the MAG Fiscal Officer ensuring that the 
Supply Accounting Officer is maintaining a 
prioritized listing of unfunded requirements for 
OFC - 09 (IMRL/TBA) to ensure that prompt feedback 
can be provided to higher headquarters should 
additional funding become available? 
REF : MCO P7300 . 19B Par. 1001 
Comments: 
8 . Does the MAG Fiscal Officer manage all NTO ' s 
and APF ' s by maintaining NTO correspondence and 
ensuring obligations do not exceed what is 
provided? 
REF: MCO P7300.19B Par. 1001 
Comments : 
9 . Does the MAG Fiscal Officer , with proper 
coordination with the MALS Supply Accounting 
Officer, provide a Status of Funds to the Wing 
Comptroller as required? 
REF : MCO P7300 . 19B Par. 1001 
Comments : 
10 . Is the MAG Fiscal Officer along with the MALS 
CO ensuring that the MAG CO is briefed on the 
Status of Funds allocated to support the Flight 
Hour Program? 
REF: MCO P7300.19B Par. 1001 
Comments: 

SECTION 3: REPORTS 

0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
D D 

Yes No 
D 0 

Yes No 
0 D 

0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
D 

N/A 
D 

N/A 
D 
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1. Is the OFC- 21 and OFC - 94 (Reimbursable) End Yes No N/A 
of Month Status of Funds in compliance with the D D D 
most current example provided by the Wing 
Comptroller? 
REF: WGO P7000 . 5E App . u 
Comments : 
2. Does the End of Month Status of Funds reflect Yes No N/A 
the SFOEDL FYTD total? D D D 

REF : WGO P7000 . 5E Ch . 4 Par. 6 
Comments : 
3. Are the monthly SFOEDLS processed properly? Yes No N/A 
REF : WGO P7000 . 5E Ch . 4 Par . 7 D D D 
Comments : 
4 . Does the fiscal clerk understand how to Yes No N/A 
properly prepare a SFOEDL challenge response for D D D 
submission to the Wing Comptroller and TYCOM POC 
and are they submitted in a timely manner? 

REF : WGO P7000 .5E Ch. 4 Par . 7 
Comments : 
5. Is there an unusually high disparity (5% Yes No N/A 
above or below) between travel orders and D D D 
settlement amounts? (% of col. 23 from col . 22 
on the BOR) 
REF : COMNAVAIRLANTINST 1320.11A Par . 706 
Comments : 
6 . Are monthly OTA Reports processed properly? Yes No N/A 
REF : WGO P7000 . 5E Ch . 4 Par . 9 D D D 

Comments: 
7. Are Budget Category Code (BCC) Reports Yes No N/A 
processed properly and in a timely manner? D D D 
REF : WGO P7000 . 5E Ch.4 Par. 10 
Comments : 
8. Is the Unfilled Order Listing processed Yes No N/A 
properly? D D D 
REF : WGO P7000 . 5E Ch . 4 Par . 8 

Comments: 
9. What is the total unfilled amount for orders Yes No N/A 
that have passed the estimated date of return D D D 
for the current and two prior fiscal years? 
REF : WGO P7000 . 5E Ch . 4 Par . 8 
Comments : 

" 

FISCAL YEAR NUMBER OF DOCS DOLLAR VALUE 
CURRENT 
FIRST PRIOR 
SECOND PRIOR 
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Final Comments: 
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UNITED STATES MARINE CORPS 
2nd MARINE AIRCRAFT WING 

PSC 8050 
CHERRY POINT, NORTH CAROLINA 28533-0050 

Unit : 
Date: 
Inspector: 
Area Inspected: Green Dollar Fiscal 
Major Command: 
Tab Number : 490A 
Recommended Grade: 
Unit CO : 
Unit XO: 

Marines Inspected: 

BEA: 
BESA'S 

Inspection References: 
NAVMC 5040.6H-Marine Corps Readiness Inspections & Assessments 
MCO P7300.21A-Marine Corps Financial Management SOP Manual 
WGO P7000.5E- 2dMAW Financial Management SOP Manual 

THIS CHECKLIST IS NOT ALL ENCOMPASSING. IF DISPARITIES ARE 
ENCOUNTERED YOU SHOULD REFER TO APPROPRIATE DIRECTIVES FOR CHANGES 
AND UPDATES . 

Grading: 

a. Mission Capable. The Group/Squadron possesses the requisite 
skills and understanding to accomplish assigned missions, tasks, and 
functions; and have demonstrated compliance with applicable policies 
and procedures of 2d MAW, II MEF , MARFORCOM , and higher authority. 

b. Non-Mission Capable. The Group/Squadron does not possess the 
requisite skills and understanding to accomplish assigned missions , 
tasks , and functions; or has demonstrated a failure to comply with 
applicable policies and procedures of 2d MAW , II MEF, MARFORCOM, and 
higher authority . 

Determination: 

a. Finding. A "Finding" is a loss of spending control which: 
detracts from command readiness; involves or could lead to fraud, 
waste , or abuse; or significantly deviates from higher headquarters 
policies and procedures , the result of which may lead to overspending 
or unauthorized spending of the unit's assigned budget . 

1 
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b . Di s crepancy . A " Di scre pancy" i s a situation that , i f left 
uncor r ected , has the potent i al to r esult in a loss of spending 
control . A discrepancy represents a fa i lure to comply with applicable 
guidance and directives , and/or failure to t ake appropriate actions as 
required . Although generally procedural in nature , appropriate 
corrective actions are required to prevent furthe r degradation of 
fiscal controls . Therefore , repeat discrepancies may become findings 
on the final inspection . 

c . Note . An administrative remark used to provide additional 
comments . A " Note " may be positive or negative in nature and will 
often be used to highlight specific areas of concern , amplify the 
degree of noteworthiness o r severity of a problem, and/or provide 
additional recommendat i ons for corrective actions . 

AREAS REVIEWED 

SECTION 
1 GENERAL 
2 DOD APPROPRIATION LAW 
3 O&M MC BUDGET 
4 M&SOPENPURCHASE(CONTRACTS) 
5 GOVERNMENTPURCHASECARD(GCPC) 
6 O&MMCTAD 
7 DSSC/SERVMART 
8 PRBUILDER 
9 ATLASS/DASF 
10 WAWF RECEIPT/ACCEPTANCE 
11 DESC BASE FUEL CARDS/KEYS 
12 PERFORMANCE INDICATOR REPORT (MEASUREMENT) 
13 MANAGERS INTERNAL CONTROL PROGRAM (MICP) 

SECTION 1: GENERAL 

QUESTION : 
1. Are the following DIRECTIVES on hand and current? 
a . MCO . P7300 . 21A (Financia l Execu t i on SOP) Yes No 

(check one) hard I electronic D D 
b . JFTR (Joint Fede ral Travel Regulation s) Yes No 

(check one) hard I e l ectroni c D D 
c . JTR (Joint Trave l Re gu lations ) Ye s No 

(check one) ha r d I electroni c D D 

2 

NIA 
D 

NIA 
D 

NIA 
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d . SABRS Spending and Corrections Manual (Draft) Oct Yes No NIA 
2009 D D D 

(check one) hard I electronic 
e . MCO 5200 . 24D Internal Management Control Program Yes No NIA 

(check one) hard I electronic D D D 
f. NAVMC 2664, Financial Guidebook for Commanders Yes No NIA 

(check one) hard I electronic D D D 
g . WgO P7000 . 5x 2dMAW Financial Standard Operating Yes No NIA 

Procedures D D D 
(check one) hard I electronic 

h . WgO P5200.24 MICP (Managers Internal Control Yes No NIA 
Program D D D 

(check one) hard I electronic 

2. Fiscal Section Personnel 

TITLE RANK NAME USER ID TIME IN SMARTS/ INFO PAC EDA -- -- --
BILLET RPTNET 

FISCAL 
OFFICER 
SUPPLY 
OFFICER 
FISCAL 
CHIEF 
M&S 
FISCAL 
CLERK 
M&S 
FISCAL 
CLERK 
TAD 
FISCAL 
CLERK 
TAD 
FISCAL 
CLERK 
DASF 
CLERK 

3. What is the Date of last financial assistance Yes No NIA 

visit or inspection? D D D 
Date: 

Comments : 
4 . What training have the fiscal clerks received? Yes No NIA 

Ref: WgO P7000.5x, Ch. 1.3 D D D 
Comments : 

3 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

5 . Is the fiscal officer and personnel designated in 
!writing? Ref: WgO P7000 . 5x , Ch . 1.6 

Conunents : 

6 . Does the fiscal section maintain a logbook for the 
awards program (Appendix AC) (i . e ., Marine of the 
~onth/Quarter , NCO of the Month/Quarter) , wi th all 
required information (document number , dolla r amount 
spent , source of supply , type of award , award program) 
and are regulations/limitations adhered to per 
(Appendix AC)? Ref: WgO P7000.5x 

Conunents : 
7 . Is the Conunanding Officer briefed on the status of 

funds? Ref : WgO P7000 . 5x , Ch. 13 . 1 

How Often : 
How : 
By Whom : 

Conunents : 
8 . Does the PE Status of Funds repo r t include M&S , 
TAD , DASF Allocations and pending documents for all 
transactions? WgO P7000 . Sx , Ch . 13 . 3 

Conunents : 
9 . Are the M&S Source Document Files separat ed into 
Pending , Conunitted , Obligat ed , Expensed , Li quidated , 
and Canceled sections? WgO P7000 . Sx , Ch . 10 . 7 

Conunents : 

Desktop/Turnover : 

10 . Is there a Desktop/Turnover Binder and is it 
current and reviewed periodically t o determine 
validi ty and accuracy? 
Conunents : 
ll . At a minimum , does the DESKTOP/TURNOVER folder 
contain the following? 

(a) Table of Cont ents 
Conunents : 
(b) Points of Contact 
Conunents : 
(c) Copy of most recent inspection 
Conunents : 
(d) Personnel and billet a ssignment 
Conunents : 

Yes No 
0 0 

Yes No 
D D 

Yes No 
0 0 

Yes No 
D D 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
D D 

Yes No 
D 0 

Yes No 
D 0 

Yes No 
D 0 
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N/A 
0 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
0 

N/A 
0 

N/A 
D 

N/A 
0 

N/A 
D 

N/A 
0 
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(e) Description of duties broken down by billet Yes No 
Comments : D D 
(f) List of reports and a description of how to work Yes No 
each report D D 
Comments: 
Additional Comments : 

SECTION 2: DOD APPROPRIATION LAW/BUDGET 
EXECUTION 

1. Have the CO/XO, Fiscal Officer/Chief and Yes No 
designated personnel completed the Appropriation D D 
Law and/or Budget Execution Training per the 
guidance of MARADMIN 350/11 and future references? 
(Validate through SharePoint) 

Comments : 
2 . Who are the command personnel responsible for Yes No 
tracking and updating the Share Point site for D D 
Appropriation Law/Budget Execution Training? 

Comments: 
3 . What tracking system is being utilized to Yes No 

ensure all appropriate personnel are provided the D D 
required training? (PCS , PCA, Transfers etc .. )? 

Comments : 

SECTION 3: O&M, MC Budget 

1. Are all AUTHORIZATION LETTERS from Comptroller Yes No 

or Group on hand? WgO P7000. Sx, Ch 2 D D 
Either HARDCOPY or ELECTRONIC 
Comments: 
2. Is there a copy of the most recent ALLOCATION Yes No 

AND OBLIGATION PHASING PLANS? WgO P7000.5x, Ch 2 D D 
(Spreadsheet breaking down the FY budget into 
monthly estimates) 

Comments: 
3. Does the squadron staff participate with the Yes No 

fiscal officer in the budget process? WgO P7000.5x, D D 
Ch 2 Who and how is participation accomplished? 

Comments : 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

4. Are the following required references and documents on hand for 
the current and five previous FY's and readily available for 
review? WgO P7000. 5x Ch . 7. 3 

Title Current FY : FY : FY : FY : FY: 
FY: 

Mid Year Review 
End of year Unfunded 
Deficiency Requirements 
FY Budget Submission 

5 . Do Group's/Squadron ' s reconcile and validate the following M&S 
reports at least weekly ( (DTR)Daily transactions for M&S)? WgO 
P7000 . 5x, Ch. 13.1 

Title Report ID YES NO Date of Last Report 
M&S Daily 
UTO Report 
OTA Report 
ULO Report 

**NOTE** 
The daily transaction report is pulled everyday and the 4 elements 
(Date, DIC, Amt, Cycle) must be applied to each original purchase 
document (except for TAD) to track the progress through the 
accounting system. 

6. Are M&S Source Document Files (to include Yes No 
canceled) maintained for current FY and five D D 
previous FY ' s, and are prior FY "active" files 
readily available? WgO P7000.5x, Ch . 10.7 

Comments: 
7 . Are procedures in place to ensure that Yes No 
prior year ULOs are aggressively worked D D 
to ensure their completion and removal from 
the Unliguidated Orders Status Re_E>ort? WgO P7000.5x, 

Ch. 13 . 5 

Comments: 
8 . Does the fiscal section possess a current/valid Yes No 
JON/FIP table? D D 

Comments : 

6 

N/A 
D 

N/A 
D 

N/A 
D 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

SECTION 4: M&S OPEN PURCHASE (Contracts) 
(Purchases over $3 , 000 and most service contracts) 

1. Does the fiscal section maintain a printed copy Yes No 
of all source/receipt documents from the receiving D D 
section , P&C, and PR Builder? (Original purchase 
request with appropriate signatures , 1348 ' s, 
1149's, & contracts , invoices) WgO P7000.5x, Ch . 10 . 7 

Comments: 
2 . Are commitments adjusted in SABRS upon receipt Yes No 
of source documents to reflect price increases or D D 
decreases? WgO P7000 . Sx, Ch . 10 . 7 

Comments : 

SECTION 5: Government Commercial Purchase 
Card (GCPC) 

1. Primary/Alternate Approving Officia l (GCPC) : WgO P7000. Sx , Ch . 14 . 3 
Approving MOS Time in Appt Completion Signed E-Mail 
Officials Billet Ltr Certs DD-577 
Primary/Secondary 

2. Does the Approving Officia l (AO) have the following documents? 
WgO P7000 . 5x , Ch . 14 . 3 

N/A 
D 

N/A 
D 

Cardholders Nomination Completion Delegation of Signed 
Ltr Cert Authority Ltr 

3. List all approving Officials and Cardholders who have been 
terminated since the previous Inspection WgO P7000 Sx Ch 14 3 . ' 
RANK NAME TERMINATION DATE 

DD-577 

REASON 

7 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

4 . Is the AO an o f ficer and senior to all 
cardholders within the group/squadron , and is 
there only one ac t ive AO at any time? WgO P7000 . Sx , 
Ch . 14 . 3 

Comments : 
5 . Is there an alternate AO designa t ed in wr i ting 
to approve/disapprove purchases in the absence of 
the primary AO? WgO P7000 . Sx , Ch . 14 . 3 

Comments : 
6. Are proper procedures i n place to ensure GCPC 
files I cards are safeguarded? WgO P7000 . Sx , Ch . 14 . 3 

Comments : 
7 . Have any GCPC cards been lost or stolen? I f 
yes , who is the cardholder and was a summary 
report submitted within 5 working days to the APC 
or RCO? See copy of letter from AO . wgo P7000. Sx , Ch . 
14 . 3 

Comments : 
8 . Are sufficient PE funds availab l e for 
purchases? How does the unit dete r mine i f organic 
f unds are available? WgO P7000 . Sx , Ch. 14 . 6 

Comments : 
9 . Are all M&S purchases being properly r ecorded? 
How? (logbook/spreadsheet/ ) Wgo --------------------
7000 . 5X Ch . 14.6 & 14.7 

Comments : 
10 . Have any prohibi t ed items been purchased? 
Prohibited items include but are not limited to : 
Building material s, printing , p r e s ent s (me ment os) , 
power tools , periodicals , rubber s t amps . WgO 
P7000 . 5x, Ch. 14 . 1 

Comments : 

11 . Has the card been u s ed for o t her t han 
" OFF ICIAL GOVERNMENT BUSINESS " (O&M , MC purchases 
only) , or has someone o t he r than t he cardholder 
made purchases with t he card? WgO P7000 . Sx , Ch . 14 . 3 

Comments : 
12 . Are purchases made at any base Commi ssar ies? 
WgO P7000.5x , Ch . 14 . 3 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 
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N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 

N/A 
0 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

Comments: 

13. Have any cardholders exceeded the authorized Yes No N/A 
single purchase limit ($3 ,000 ) , to include D D D 
shipping charges? WgO P7000 . 5x , Ch . 14 . 3 

Comments: 
14 . Do cardholders rotate vendors , and are Yes No N/A 
mandatory sources of supply screened prior to D D D 
vendor purchase? WgO P7000.5x, Ch. 14.3 

Comments: 
15. Are documents filed correctly in cardholder Yes No N/A 
folders? WgO P7000 .5 x , Ch. 14 . 3 D D D 

Comments : 
16. Are purchases approved (shopping list/OPR Yes No N/A 
signed/dated) by the AO prior to purchase and GCPC D D D 
receipts reviewed (signed/dated) by the AO to 
ensure no unauthorized items are purchased? WgO 
P7000.5x, Ch . 14.3 

Comments : 
17. Do the fiscal clerks receive copies of all Yes No N/A 
purchase requests to ensure they are tracked D D D 
through the accounting system? WgO P7000.5x, Ch . 14 . 3 

Comments: 
18 . Does the unit utilize a minimum of three (3) Yes No N/A 
persons in the charge card process (i.e. requesting D D D 
procurement, inspection , acceptance etc ... )? WgO 
P7000.5x, Ch . 14 . 3 

Comments: 
19. Have any cardholders been charged "TAX" on any Yes No N/A 

purchases? If so , has the tax been credited back D D D 
to the cardholders account by the vendor? WgO 

P7000.5x, Ch . 14.3 

Comments: 
20. Are cardholders following proper Yes No N/A 

reconciliation procedures (i .e. all source D D D 
documents present , receipt amounts match monthly 
statement, appropriate signatures applied etc ... )? 
WgO P7000. Sx, Ch. 14.4 

Comments : 
21. Are cardholders ensuring that Citidirect Yes No N/A 

document numbers are recorded on each open D D D 
purchase request? WgO P7000.5x , Ch. 14 . 4 

9 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

Comments: 
22. Are AO's certifying all cardholders at the Yes No 
same time and within the required time limit? WgO D D 
P7000 . 5x , Ch. 14 . 4 (Between 23rct NLT 1st of each month ) 

Comments : 
23 . Does the AO and all CH 's have a correct Default Yes No 
LOA and all necessary ALT LOA's l oaded under their D D 
tprofile? (i.e . BEA/BESA/CAC/SIC/JNLUC) 

Comments: 
24 . Do all GCPC personnel understand how to Yes No 
reallocate charges to ALT LOA's? (e . g . Baseline to D D 
Contingency) 

Comments: 
25 . Are purchase requests screened for their Yes No 
availability from the mandatory Government sources D D 
of supply? WgO P7000 . 5x , Ch . 14 . 3 

Comments: 
26 . Are internal controls in place to ensure that Yes No 
tpilferable I accountable items are added to unit D D 
tproperty records? WgO P7000.5x , Ch . 14 . 3 

Comments : 
27. Is all documentation maintained IAW document Yes No 
retention regulations of current plus five previous D D 
FY ' s? WgO P7000 . 5x , Ch . 10 . 7 

Comments : 
28 . Has the unit received any findings from RCO/APC Yes No 
for mismanagement of the program? D D 
Comments: 

SECTION 6: O&M, MC TEMPORARY ADDITIONAL DUTY 
(TAD) 

S-1 Organizational Defense Travel Administrator (ODTA) 

1 . Who are the units ODTA/ T-Enter(NDEA )/AO personnel and do they 
have the DD-577 form completed. WgO 4651.1B 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

in Billet 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIS 

2 . Are appointment letters/DD577/SAARs on file for 
the Approving Official , NDEA Agents and all 
Routing Personnel? Are these documents being 
retained lAW the references for the current and 
five previous FY' s? WgO 4651.18 

Comments: 
3. Do the access permission levels within DTS 
provide for review and approval of travel 
authorizations and payments only by the 
appropriate official(s)? (Note : Permission levels 
must provide for appropriate separation of 
duties . ) WgO 4 651.18 

Comments : 
4. Has the unit personnel received initial and 
refresher training from LDTA/ODTA and is the 
documentation on file? WgO 4651.18 

Comments: 
5 . Does the unit have any un - submitted vouchers 
over 30 days? WgO 4 651. 18 How many? 
Average Days 

Comments: 
6. Does the unit have a check- in/check- out process 
to add/drop DTS travelers as required and ensure 
all Authorizations and Vouchers are complete? WgO 
4651 . 18 

Comments : 
7. Does the Certifying/Approving Officer(s) ensure 
required receipts and supporting documents are 
attached in an electronic format with the DTS trip 
record and forwarded for payment? WgO 4651 . 18 (Note : 
Ref : to JFTR U2510 on missing items i . e . plane 
tickets, hotel and rental car receipts . ) 

Comments : 
8 . Does the ODTA/S - 1 know how to generate 
management reports from the DTS Reports Module? WgO 
4651.18 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 

Yes No 
D D 
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N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIJtPR 1 

Comments: 

9 . Does the Unit ensure travelers settle (submit a Yes No N/A 
DD Form 1351-2) previous DTS travel orders, or 0 D D 
obtain approval from the Group CO/XO, prior to 
issuing new travel orders? WgO 4651.1B/Wg0 P7000 . 5x Ch 
11 . 13 
Comments: 
10. Has the Group issued any repeat travel orders? Yes No N/A 
WgO P7000.5x Ch. 11 . 13 0 0 0 

Comments: 
11. If a traveler fails to submit a settlement Yes No N/A 
voucher (DTS Voucher/DO Form 1351-2) within 5 0 0 0 
working days of the completion of travel, is a TAD 
Liquidation Delinquency Letter sent to the member 
and his/her CO/XO? WgO P7000.5x Ch 11 .1 3/WgO 4651.1B 

Comments: 
12. Is a proper TAD Unsubmitted Voucher Yes No N/A 
Delinquency binder/tracking being maintained by 0 0 0 
the Unit ODTA Section (ie . Sectional with 
Unsubmitted Travel Report, Delinquency Letters 
Sent and Completed Delinquencies? WgO P7000 . 5x Ch 
11 . 13/WgO 4651.1B 

Comments: 
13. Is the delinquency binder reviewed and updated Yes No N/A 
weekly to ensure unsubmitted vouchers are kept to 0 D D 
a minimum? WgO P7000.5x Ch 11.13/WgO 4651.1B 

Comments: 
14. Are Non-DTS Entry Agents (NDEA) electronically 
faxing or uploading a signed copy of unconnected Yes No N/A 

traveler's DD Form 1351 or 1351-2, Travel 0 0 0 
Authorization or Travel Voucher to DTS? WgO 4651.1B 

Comments: 
15. Is the AO ensuring all GTCC cardholders, not Yes No N/A 
exempt from use of the GTCC, have at a minimum, 0 0 0 
their rental car, lodging, and commercial 
transportation expenses paid directly to the GTCC 
account? WgO 4651.1B 

Comments: 
16. Do TAD orders to other military installations Yes No N/A 
direct the traveler to utilize government quarters 0 0 0 
and messing if available? WgO 4 651. 1B (Sample recent 
Authorizations) 
Comments: 
17. If Government Quarters are directed and not Yes No N/A 
available is the traveler obtaining a statement of 0 0 0 
non-availability? WgO 4 651. 1B 

12 



O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

Comments: 
18 . If government transportation is directed or Yes No 
provided and a member uses a POC for convenience , D D 
is the member reimbursed? WgO 4651 . 1B 

Comments : 
19 . Have written Internal Control Procedures been Yes No 
established for the Defense Travel System to D D 
include audit procedures, billet responsibilities , 
document flow within the unit , and any 
relationships with other organizations and 
services? WgO 4651.1B 

Comments : 
20 . Does the unit have the necessary personnel, Yes No 
knowledge, documented procedures and management D D 
controls in place to effectively manage this 
financial process? WgO 4651 . 1B 

Comments : 

Fiscal/Supply Officer Budget Defense Travel Administrator (BDTA) 

21. Is the Unit currently over - obligated or in 
jeopardy of becoming over- obligated in the near 
future without prior approval from the Wing 
Comptroller? WgO P7000. Sx Ch. 7. 2 

Comments : 
22. Are current FY and prior year Unsettled Travel 
Orders (UTO)s and Outstanding Travel Advances 
(OTA)s validated/reconciled at least weekly? 
Either hard copy or electronic validations must be 
available for review during inspection/assist to 
validate the process and retained for the current 
plus 5 previous FY' s. WgO P7000 . 5x Ch . 13 . 5 

Comments : 
23 . Are adequate management controls in place to 
determine whether an anticipated TAD trip is 
budgeted , and if the trip is unbudgeted does the 
budget execution activity consider the impact on 
the remaining planned TAD budget prior to 
authorizing the unbudgeted TAD? WgO P7000.Sx Ch. 11.4 

Yes 
D 

Yes 
D 

Yes 
D 

No 
D 

No 
D 

No 
D 
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N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

Comments: 

24 . Does the fiscal section possess a copy of the Yes No N/A 
approved TAD budget submissions for current and D D D 
past five fiscal years? WgO P7000 . 5x h. 7.2 

Comments : 
25 . Are separate lines of accounting established Yes No N/A 
to capture various cost (i.e. contingency and D D D 
other special interests costs) and are they being 
used correctly? 

Comments: 
26. Is the fiscal officer included in the DTS Yes No N/A 
routing list for visibility of all TOY travel D D D 
authorizations/vouchers and local voucher costs? 
WgO 4651.18 

Comments: 
27 . Do travel/fiscal personnel know how to Yes No N/A 
generate management reports from the DTS Reports D D D 
Module? WgO 4 651. 18 

Comments : 
28. Are DTS orders written for a period of time in Yes No N/A 
excess of 180 days without prior approval from D D D 
HQMC? WgO P7000 . 5x Ch . 11.4 

Comments : 
2 9 . Are correct appropriation data/line of Yes No N/A 
accounting assigned to travel orders? WgO P7000.5x D D D 
Par 3603 (Sample 10 recent authorizations) 

Comments: 
30 . Has per diem been authorized for any field Yes No N/A 
duty orders? WgO P7000.5x Ch . 11.5 D D D 
Comments: 
31. Are rental vehicles kept to a minimum , used Yes No N/A 
when most advantageous to the government, and D D D 
shared when possible? WgO P7000 . 5x Ch. 11.5 

Comments : 
32. Is the TAD Status of Funds maintained Yes No N/A 
properly? D D D 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

Comments : 

33. What is the total number o f Local Vouchers and Yes No N/A 
total dollar cost? 0 0 0 

Comments: 
34 . Does t he command have a designated Debt Yes No N/A 
Management Monitor (DMM) assigned with a completed 0 0 0 
DD- 577 form? Does the DMM understand · his/her 
responsibilities? WgO P7000 . 5x Ch . 11 . 15 / WgO 4651 . 1B 

Rank : Name: How Long : 

Comments: 
35 . Does the designated Debt Management Monitor Yes No N/A 
(DMM) maintain the appropriate DMM binder to track 0 0 0 
individual unit debt (i.e. Sectional with DMM 
Report, Active Debt , and Completed Debt)? WgO 
P7000 . 5x Ch . 11.15/WgO 4651 . 1B 
Comments: 
36. Does the unit have the necessary personnel , Yes No N/A 
knowledge, documented procedures and management 0 0 0 
controls in place to effectively manage this 
financial process? 

Comments : 

SECTION 7: DSSC/ServMart 

1. Who is responsible for the physi cal custody and Yes No N/A 
control of the DSSC ca rds? WgO P7000 . 5x Ch . 10.10 0 0 0 
Rank/Name: 

Comments : 
2 . Are cha rge ca rds secured when not in use? WgO Yes No N/A 
P7000 . 5x Ch . 10 . 10 0 0 0 

Comments: 
3. Does the unit maintain a log to control custody Yes No N/A 
of charge cards, and does information 1n this log 0 0 0 
show adequate trail of cus t ody? WgO P7000 . 5x Ch . 10 . 10 

Comments : 
4 . Are DSSC cards checked- out overnight? WgO Yes No N/A 
P7000 . 5x Ch . 10 . 10 0 0 0 
Comments : 
5 . Does the supply officer maintain a current list Yes No N/A 
of personnel authorized to use/shop with 0 0 0 
ServMart/DSSC cards for all sections? WgO P7000 . 5x 
Ch. 10 . 10 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIS 

Comments: 

6. Does the fiscal officer/chief review all Yes No N/A 

shopping lists and authorize purchases by signing D D D 
the purchase request form? WgO P7000.5x Ch . 10 . 10 

Comments: 
7. Does the fiscal officer/chief review all Yes No N/A 

completed shopping lists/receipts for unauthorized D D 0 
purchases and sign to show they have been 
reviewed? WgO P7000.5x Ch . 10 . 10 

Comments: 
8 . Is a "Not to exceed" amount assigned to each Yes No N/A 

DSSC/ServMart request? WgO P7000.5x Ch . 10.10 D D D 

Comments: 
9. Are controls in place to ensure pilferable/ Yes No N/A 
accountable items are added to unit property D D D 
records? WgO P7000 .5x Ch. 10.10 

Comments: 
10. Is all supporting documentation (OPR, Yes No N/A 
Receipts/Invoices) maintained IAW the current D D D 
document retention policy of current plus five 
previous FY's? WgO P7000.5x Ch. 10.7 

Comments: 
11. Does it appear that the unit purchases Yes No N/A 

unusually high quantities of hand tools or other D D D 
easily pilfered items? WgO P7000 .5x Ch . 10.10 

Comments: 
12. List charge cards in the budget execution Yes No N/A 
activity's possession: D D D 
Card TyEe Serial # Jon 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

SECTION 8: PR BUILDER 

1 . Does the command have access to PRBUILDER? How 
many Users? WgO P7000 . 5x Ch. 14.2 

Comments : 
2 . Are all available labels/proper codes loaded in 
the fiscal module (BEA/BESA , OCSOC/CAC/SIC/JNLUC) 
and are they being used correctly? wgo P7000 . Sx Ch . 
10.10 

Comments : 
3 . Does the routing list contain a segregation of 
duty assignments (a requirement 
generator/requirement Approver (fiscal 
officer)/Financial Approver (Compt)/SABRS/RCO 
Contracting and SPS)? wgo P7000.5x Ch . 14 . 2 

Comments : 
4 . Is there a special routing list to adjust the 
CMT when required? WgO P7000 . 5x Ch . 14 . 2 (STOP AT 
SABRS) 

Comments: 
5. Does the unit upload documents 
(waivers/SOW' s/etc ... ), ln PRBUILDER when required? 
~go P7000 . 5x Ch. 14 . 2 (Sample latest PR ' s) 

Comments : 
6 . Does the unit have updated status of PR ' s not 
awarded from RCO and do they follow up on aged 
PR ' s? WgO P7000.5x Ch. 14.2 

Comments: 
7 . Does the unit maintain all PR's not obligated in 
the Pending File and move through file stages in 
accordance with daily transaction cycles? WgO 
P7000.5x Ch . 14.2 

Comments: 
8 . Does the unit have the necessary personnel, 
knowledge, documented procedures and management 
controls in place to effectively manage this 
financial process? WgO P7000.5x Ch . 14 . 2 

Comments : 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 

Yes No 
0 0 
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N/A 
0 

N/A 
0 

N/A 
0 
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0 

N/A 
0 
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0 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

SECTION 9: ATLASS/DASF 

1. Are requisitions and funds properly approved Yes No N/A 
BEFORE induction into ATLASS and are they signed by D D D 
an authorized approver? 

Comments: 
2 . Are receipts processed timely and properly? Yes No N/A 

D D D 
Comments: 
3. Are the unit's DASF and Fiscal Clerks Yes No N/A 
reconciling weekly to ensure all transactions are D D D 
accounted for through either the Allocation 
Report/SMU or SABRS? If problems occur what 
corrective action is being taken? 

Comments: 
4 . Are there any SMU PE transactions liquidated Yes No N/A 
~ithout expense over 30 days? D D D 

Comments: 
5. Does the unit have an up-to-date valid status on Yes No N/A 
all undelivered orders/back orders? D D D 

Comments: 
6. Does the unit have the necessary ATLASS JONs to Yes No N/A 
capture costs categorically (e.g. organic JONs and D D D 
contingency JONs) and are they being used 
correctly? 

Comments: 
7. Is all documentation maintained IAW document Yes No N/A 
retention regulations of current and previous five D D D 
FY's.? 

Comments: 
8. Does the unit have the necessary personnel, Yes No N/A 
knowledge, documented procedures and management D D D 
controls in place to effectively manage this 
financial process? 

Comments: 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

SECTION 10: (WAWF) RECEIPT AND ACCEPTANCE 

1. Does the unit have access and know how to 
properly accept invoices in WAWF? MCO P7300. 21x Par 
6013 

Comments: 
2. Has the unit trained and assigned specific WAWF 
receipt and acceptance clerks for all contracts? MCO 
P7300.21x Par 6014 

All WAWF Assigned Personnel: 
Rank: FName LName Section 

3. Is there a separation of duties between the 
requisi tioner and receipt personnel? MCO P7300 . 21x Par 
6015 

Comments: 
4 . Are controls in place to ensure accountable 
items are added to the unit property records 
(receipt and issuance)? MCO P7300.21x Par 6014 

Comments: 
5. Is the Daily Transaction Journal (DTR) 
reconciled for WAWF Expense Transactions (2 -3 days 
after acceptance) and is the Comptroller notified 
of WAWF to SABRS interface failures? 

Comments: 
6 . Are Invoices accepted in a timely manner and not 
~ore than 30 days? (Prompt Payment Act to reduce 
interest) 

Comments: 
7. Is all documentation maintained IAW current 
document retention requirement of current plus five 
tprevious FY ' s? WgO P7000. 5x Par 3506 

Comments: 
8. Does the unit have the necessary personnel , 
knowledge , documented procedures and management 
controls in place to effectively manage this 
financial process? 

Comments: 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
D 

Yes 
0 

Yes 
0 

No 
D 

No 
0 

No 
0 

No 
D 

No 
D 

No 
D 

No 
0 

No 
0 
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D 

N/A 
0 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
0 

N/A 
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O&M, MC FISCAL ASSISTANCE I INSPECTION CHECKLIST 

SECTION 11: DESC Base Fuel Farm Cards/Keys 

1. Does the unit have sufficient keys/cards? Yes No 
D D 

Comments: 
2 . Does the unit have an up - to - date authorized user Yes No 
listing? D D 

Comments : 
3. Is there a logbook containing complete Yes No 
documentation consisting of the driver, vehicle , 0 0 
date, qty and amount? (Pull REPORTNET Fuel report 
for SUPADD/AAC and validate against logbook) 
Comments: 
4 . Are procedures in place to ensure all cards/Keys Yes No 
are properly issued, recovered , accounted for and D D 
stored in a secure place preventing theft, loss or 
unauthorized usage? 

Comments : 
5. Are all requisition/receipt documents kept on Yes No 
file for bulk fuel deliveries if applicable? D 0 

Comments : 
6 . Is all documentation maintained (i . e . logbook) Yes No 
IAW current document retention regulations of D D 
current plus five previous FY ' s? 

Comments: 
7 . Does the unit have the necessary personnel, Yes No 
knowledge, documented procedures and management 0 0 
controls in place to effectively manage this 
financial process? 

Comments: 

SECTION 12: PERFORMANCE INDICATOR REPORT 
(MEASUREMENTS) 

Reference: MCO P7300A Ch 10 and 11 

1. Does the unit have aged/dormant un-settled Yes No 
travel records (OTO) over 60 days? (Attach Report) 0 0 

Comments : 
2 . Does the unit have aged/dormant un-settled Yes No 
travel advances (OTA) over 60 days? (Attach Report) 0 0 

N/A 
D 

N/A 
D 

N/A 
0 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
0 

N/A 
0 
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Comments: 
3. Does the unit have aged/dormant un-delivered Yes No 
orders (UDO) over 90 days? (Attach Report) D D 

Comments : 
4 . Does the unit have aged/dormant un - liquidated Yes No 
orders (ULO) over 90 days? (Attach Report) D D 

Comments: 
5. Does the unit have aged/dormant Negative Un- Yes No 
Liquidated Orders (NULO) (LIQ>OBL) over 60 days? D D 
(Attach Report) 

Comments : 
6 . Does the unit have aged/dormant Abnormal Account Yes No 
Payables (EXP<LIQ) over 60 days? (Attach Report) D D 
Comments : 
7 . Does the unit have any aged/dormant commitments Yes No 
over 60 days? D D 
Comments: 
8 . Are these abnormal transactions tracked and are Yes No 
corrective actions being taken to resolve them in a D D 
timely manner? 

Comments : 
9. Does the unit have the necessary personnel , Yes No 
knowledge, documented procedures and management D D 
controls in place to effectively manage this 
financial process? 

Comments : 

10 . Are the following monthly reports submitted to the Wing 
Comptroller by Group in proper format on or before the required 
due NLT day for each month, and is a copy of each maintained 
either hard copy or digitally for review during inspections? WgO 
P7000 . 5x, Ch. 3.12 

REPORT Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug 
ULO 
STATUS OF 
FUNDS REPORT 
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SECTION 13: MANAGERS INTERNAL CONTROL PROGRAM 
(MICP) 

1. Has the cormnand appointed in writing the MICP Yes No 
Coordinator and Alternate Coordinator? (The D D 
appointees must have adequate time to complete the 
annual training and submission of the Statement of 
!Assurance) . WgO 5200.24/MCO 5200 . 24 
Cormnents : 
2 . Has the Coordinator and Alternate completed the Yes No 
required training for the MIC program? WgO 5200.24/MCO D D 
5200.24 
Cormnents : 
3 . Are there orders , directives, instruction , Yes No 
and/or other guidance to direct unit program D D 
operations and are they disseminated? WgO 5200 . 24/MCO 
5200.24 
Cormnents: 
4 . Do the Coordinators/Alternates provide MIC Yes No 
training and guidance to key personnel within the D D 
cormnand to prepare the unit for the annual 
Statement of Assurance submission? WgO 5200.24/MCO 

5200.24 (Validate with class rosters or training 
certificates) 
Cormnents : 
5 . Is MIC program responsibilities and performance Yes No 
included in military fitness reports and/or D D 
civilian performance appraisals for personnel with 
assigned MIC program duties? WgO 5200 . 24/MCO 5200.24 

Cormnents : 
6. Does the MIC program address financial and non - Yes No 
financial functions within the unit (assessable D D 
units/functions)? WgO 5200 . 24/MCO 5200 . 24 

Cormnents : 
7 . Are records/supporting documentation created as Yes No 
part of the overall MIC process and Internal D D 
Controls over Financial Reporting process 
maintained for the requisite time period? WgO 

5200.24/MCO 5200 . 24 (currently three (3) years 
counting execution year) 
Cormnents : 
8 . Is there a current and appropriately signed MIC Yes No 
annual Statement of Assurance? WgO 5200 . 24/MCO 5200 . 24 D D 
Cormnents : 
9 . Have previously identified weaknesses and Yes No 
conditions been properly tracked & documented via D D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D 

N/A 
D I• 

N/A 
0 
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statements of assurance until action is completed? 

Comments : 

Final Comments: 
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