Instructions for Completing Checklists

(NOTE: The majority of these checklists are currently found in CCR 11-2, Management Control.  However, Army Travel Card Program (on Cadet Command website) and Government Purchase Card (in CCR 145-8 series) checklists are not in the current CCR 11-2 but will be included in the next revision of CCR 11-2). 

1.  The checklists must be completed annually by the appropriate assessable unit manager.  

2.  There are situations where an activity does not have to complete a checklist.  For example, if a JROTC unit does not have a General Services Administration (GSA) vehicle, they obviously should not complete a checklist.  Or, if a JROTC unit is provided postal service through the school (no government funds), a checklist is not needed.

3.  These checklists are the test for minimum controls at every level.  By answering YES, NO, or N/A to the test question and providing notes in the allotted space, the reviewer annotates what the response is based on.  This leaves an audit trail for new managers or for inspection teams. 

4.  When answering the test questions, all NO responses must be explained.  The justification should be concise--explaining why the control is inadequate or not working.  Note what is being done to fix the situation.  If the situation is not correctable, a short explanation of what alternatives are being used to maintain control should be part of the checklist.

5.  The completed checklist, coupled with the signature of the operating manager, attests to the fact that management controls are in place and operating.

6.  File the completed checklist. 

7.  A question has been added to Cadet Command Reg 145-8, Inspections, to record the date of the management control checklists on file at the activity.  If an exemption to checklists has been provided by the region, a copy of that should be kept in the activity's management control files.

School Fund Control Checklist

1.  Function.  The function covered by this checklist is administration of nonappropriated funds (unit funds and official hosting and representation funds), school provided support funds, and fund raiser accounts.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If you receive no funds from the Army and your school controls your expenditures through their own system of accountability, you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Has a battalion/unit fund manager (and alternate, if needed) been appointed in writing?

    b.  Is there someone other than the battalion/unit fund manager (or alternate) designated in writing as the certifying officer?

    c.  Is there a current SOP which covers at a minimum:

        (1)  How nonappropriated funds, school provided support funds, and nonappropriated funds are obtained?

        (2)  Documenting procedures (receipts and disbursements)?

        (3)  Appointment of battalion/unit fund manager, alternate fund manager (if needed), and certifying officer?

        (4)  Responsibilities of each individual (separation of duties)?

        (5)  Review of expenditure (voucher used for purchases) or reconciliation (cash or blank check used for purchases) procedures?

        (6)  SROTC PMS and JROTC DAI/SAI/AI involvement?

        (7)  Control of school-issued credit card, to include its possession when not in use?

    d.  Is there a policy and precedent file which includes directives from the school?

    e.  Are Cadet Command, Region, Brigade, and school guidelines followed for all expenditures?

    f.  Are all expenditures approved by the SROTC PMS or JROTC DAI/SAI?

    g.  Are blank checks or "petty cash" kept in a secure area with limited access?

    h.  Are receipts, with supporting documentation attached, kept on file for at least three years (two previous and current year)?

    i.  Is the person who authorizes payments different from the person who prepares, signs, or mails checks?

    j.  Does the person signing checks perform any of the other check processing functions?

    k.  Is the battalion/unit account reviewed by the SROTC PMS or JROTC DAI/SAI once a month?

    l.  Has the region or brigade inspected funding procedures within the last 18 months?

    m.  If weaknesses were discovered, were corrective actions reported to the region headquarters?

Postal Service Checklist

1.  Function.  The function covered by this checklist is administration of Cadet Command funds provided for postal services.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.

3.  Instructions:

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If your school provides your postal support (i.e. you receive no funds or stamps from the Army), you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Is there a document such as a SOP, policy memorandum, or local regulation that briefly identifies the office management control process for the postal program?

    b.  Have copies of the appointment memo and signature cards for one primary and two alternates been provided to the servicing finance and accounting office?

    c.  Are copies of the SF 1034, Payment Voucher, on file in the activity and at region headquarters for each cash request to purchase postage/services?

    d.  Are "running balances" kept for each region-approved obligation account (e.g. those set up at the local post office IAW permit requirements or reimbursable accounts with the school/support installation)?

    e.  Are permit mailings used whenever large volume mailings with uniform size and weight are processed?  (NOTE:  JROTC UNITS ARE NOT AUTHORIZED PERMITS.)

    f.  Are all business reply mailings preaddressed to Army activities only?

    g.  Are mailing lists reviewed and updated annually for continued necessity?

    h.  Do contracts for printing and distribution contain specifications for using the least costly mailing services consistent with priority of the material?

    i.  Is unauthorized use of official mail reported and reviewed to determine any appropriate reimbursement of postage costs?

    j.  Is only one person given the responsibility for security of stamps to prevent theft, misuse, waste, or loss?

    k.  Are stamps secured in locked containers each night?

    l.  Rather than stockpiling, are odd sizes or unusable denominations of stamps used or given to the support installation mail room?

    m.  Are reports reviewed by the senior official at the submitting activity at least quarterly to look for excessive under/over use or possible abuse of program funds?

Local and Long Distance Telephone Service Checklist

1.  Function.  The function covered by this checklist is control of local and long distance telephone service. 

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If your school provides your local and long distance telephone service without reimbursement, you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Have controls been established to ensure telephones are not used for unauthorized or unofficial telephone calls, especially long distance calls (i.e. cadets calling home)?

    b.  If bills are available, are telephone costs periodically reviewed?

    c.  Where available, are DSN lines used instead of commercial long distance lines?

    d.  When practical, are calls made during off-peak hours to take advantage of lower rates?

    e.  Are incoming collect calls accepted only on an emergency basis or when conducting recruiting drives? (SROTC only)

    f.  Are credit cards used only when away from permanent duty station and it is necessary to make official calls?

GSA Vehicle Fleet Management (CCR 56-1) Checklist

1.  Function.  The function covered by this checklist is management and control of GSA vehicles. 

2.  Purpose.  The purpose of this checklist is to assist activities with GSA vehicles in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If your school/activity does not have a GSA vehicle, you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Does the Brigade Fleet Manager monitor vehicle utilization to ensure battalions do not exceed their monthly/yearly mileage allocation (1100 mo/13,200 yr)?

    b.  Are requests for initial/additional/change vehicles justified on DA Form 4610-R and approved by the region?

    c.  Is Brigade and Cadet Command approval obtained prior to using the Billed Office Account Code (BOAC) for short-term lease (less than 60 days) vehicles?

    d.  Have local procedures (SOP, policy memos, etc.) for assignment and use of vehicles been established by the activity?

    e.  Is there a "tracking system" in place that accounts for each vehicle at Region/Brigade/Battalion?

    f.  Are GSA bills authenticated by the Cadet Command Fleet Manager prior to validating for payment?

    g.  Is an annual program review (to include completion of this checklist) scheduled for each activity?

    h.  Does each person authorized to operate a GSA vehicle have a valid state driver's license, a Commercial Driver's License (CDL), Defensive Driver's Card (DDC) or an Optional Form 346 in their possession for the type of vehicle being operated?

    i.  Does the activity chief enforce the "No SROTC cadet/JROTC student/school employee drivers" rule?

    j.  Goldminers and nurses must obtain SecArmy domicile to duty transportation authorization for field recruiting duties.  Is there a current SecArmy determination authorizing DTD on file at the activity?

    k.  Are vehicles scheduled for periodic maintenance, warranty inspections, and smog control inspections delivered to the maintenance vendor as directed on GSA Form 3478 (Motor Vehicle Service Authorization)?

    l.  Are drivers performing operator preventive maintenance and routinely checking their vehicle prior to use to determine if damage has occurred since the vehicle was last used?

    m.  Are vehicles locked and parked in a safe, secure, authorized area when not being used?

    n.  Are Reports of Survey being initiated when required?

    o.  (Activity level) Has each activity analyzed its' mission needs (e.g. vehicle upgrades, modifications, accessory equipment) and requested appropriate vehicle changes IAW CC Reg 56-1?

        (Brigade level) For each request for additional vehicle(s) pending, has the region done a complete analysis of their assigned vehicles to determine if assets can be transferred internally to satisfy this requirement?   

    p.  When the accident downtime for an assigned vehicle takes longer than 45 days, is a substitute vehicle obtained from GSA with only a mileage charge (no additional daily lease charge)?

    q.  If a substitute vehicle is not provided when an assigned vehicle is down for maintenance over five work days and a substitute vehicle is not provided, is the supporting GSA Fleet Management Center that issued the vehicle notified in writing (with a copy furnished to the brigade headquarters) so that the monthly lease charge is discontinued until the vehicle is released from the shop?

    r.  When a bill-back charge of less than $100 is sent to the ROTC activity on GSA Form 2556, does the vehicle control officer ask for a credit from the fleet management center?

    s.  Are the following forms being completed IAW HQ Cadet Command or GSA guidance?

GSA Form 494  (Monthly Motor Vehicle Use Record) 

GSA Form 312  (Dispatch Record)

GSA Form 2556 (Misc Charges and Adjustments Transaction)

GSA Form 1152 (Vehicle Assignment Termination)

GSA Form 2080 (Invoice Discrepancies/Vehicle Repairs or 

               Credit Card Purchases)

GSA Form 3478 (Motor Vehicle Service Authorization)

    t.  Do the number and type of GSA vehicles at the activity match authorizations on the region table of distribution and allowances (TDA)?

    u.  When maintenance is performed without prior Fleet Maintenance Control Center approval, is it investigated and action taken to recover cost?

    v.  Are GSA bill-backs for unreported damage or repair investigated and action taken to determine liability?

Logistics (Cdt Cmd Reg 700-1) Checklist

1.  Function.  The function covered by this checklist is management and control of the logistics operation at battalion and unit level.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If a current copy (less than 12 months old) of CC Form 183-R, Battalion Logistics Checklist (as required by Cdt Cmd Reg 700-1) is on file, it may be used in lieu of completing this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Administration.

        (1)  Does the activity have a current SOP for logistics operations and maintain copies of all required publications? (Cdt Cmd Reg 700-1, paragraph 1-4e(7))

        (2)  Do training records reflect that battalion/unit training is conducted for supply personnel? (Cdt Cmd Reg 700-1, paragraph 5-7)

    b.  Property Book.

        (1)  Is a copy of the memorandum appointing the property book officer (PBO)/military property custodian (MPC) on file IAW AR 710-2, paragraph 2-4g and DA Pam 710-2-1, paragraph 4-4?

        (2)  Is the statement of accountability/ responsibility by the PBO/MPC and/or the commander filed in the front of the property book? 

        (3)  Are postings made to the property book IAW the guidance contained in AR 710-2, paragraph 2-8?

        (4)  Are authorized allowances entered on the property book reconciled with authorization documents annually and is the commander's statement on file in front of the Property Book IAW AR 710-2, paragraph 2-4b?   

        (5)  Is there a page (DA Form 3328) in the property book for each item listed in the "required" column of the applicable TDA IAW AR 710-2, paragraph 2-5a(1)

        (6)  Has a DA Form 3328-1 been prepared for all serially numbered items (9 or less serial numbers may be entered in the remarks block of DA Form 3328) IAW DA Pam 710-2-1, paragraph 4-10?

        (7)  Are all items recorded in the property book as on hand either issued on valid hand receipts or in storage under control of the PBO IAW AR 710-2, paragraph 2-6?

        (8)  When nonexpendable items are found on hand but not accounted for on the property book, are they turned-in as found on post and property accountability established IAW DA Pam 710-2-1, paragraph 3-7?

        (9)  Have accountability procedures been established for items that have been turned in to maintenance for calibration or repair?  

        (10)  Is DA Form 2407 (Maintenance Request) maintained in the suspense file while the item is in repair IAW DA Pam 738-750?

        (11)  Are the document registers maintained IAW DA Pam 710-2-1, paragraph 2-19?

        (12)  Is a memo filed with the document register designating a block of serial numbers for the using element IAW DA Pam 710-2-1, paragraph 2-19b?

        (13)  Are open document numbers carried forward IAW AR 25-400-2?

        (14)  Are the due-in status files maintained IAW DA Pam 710-2-1, paragraph 2-21?

        (15)  Are documents posted to the property book marked "posted", dated, and initialed by the posting individual IAW DA Pam 710-2-1, paragraph 4-14?

        (16)  Does the document file contain a statement about each missing document, signed by the PBO/MPC appointing authority IAW DA Pam 710-2-1, paragraph 4-14b?

        (17)  Can an audit be conducted by matching the entries in the property book and the documents in the document supporting file?  

        (18)  Does the commander personally review all high priority requests or has the commander delegated (in writing) specific personnel to make the review?  (DA Pam 710-2-1, paragraph 2-3)

        (19)  Are hand receipts/temporary hand receipts established and maintained for all property book items not under control of the PBO/MPC, IAW DA Pam 710-2-1?

        (20)  Are the signature and rank of the hand receipt holder (acknowledging responsibility) and the date entered on the hand receipt IAW DA Pam 710-2-1, figure 5-1 (instructions)?

        (21)  Is property being loaned between units without proper documentation or change to the hand receipt?

     c.  Storage area.

        (1)  Is the storage area neat and well organized, with items tagged as appropriate? (Cdt Cmd Reg 700-1, paragraph 2-7)

        (2)  Are all fire, safety, and physical security standards being met IAW AR 385-10 and DA Pam 385-1?

     d.  Inventories.

        (1)  Has an annual 100 percent inventory been conducted in the past fiscal year?  (NOTE: Inventory should be 1 year from previous inventory and can be accomplished on a cyclic basis.  DA Pam 710-2-1, chapter 9)

        (2)  If more than 30 days elapse before the PBO has completed the change of PBO inventory, is the written extension on file?  (AR 710-2, paragraph 9-8c)

        (3)  Are all sensitive items (to include weapons and ammunition) listed on the property book and inventoried monthly IAW AR 710-2, paragraph 9-10?

        (4)  Does the responsible officer (or their representative) conduct quarterly serial number inventories of the weapons, verifying them against the property book?  (NOTE: The inventory should not be done by the same person during consecutive time periods.)   

        (5)  Are weapons and ammunition physically inventoried when the weapons storage area/container is opened or when the responsibility for the custody of the arms storage facility keys is transferred IAW DA Pam 710-2-1, paragraph 9-11?

       (6)  When losses are discovered, are adjustment actions taken within the prescribed time frame IAW AR 735-5, paragraph 13-7?

       (7)  Are inventory results kept on file IAW DA Pam 710-2-1, paragraph 9-9?

     e.  Clothing/equipment.

        (1)  Is a clothing record (DA Form 3645-1) established for each cadet issued clothing/equipment (including appropriate record for organizational items) IAW AR 700-84, chapter 9.

        (2)  Are laundry contracts established and clean, serviceable uniforms issued to cadets?

        (3)  Do the uniforms on hand exceed the authorization?

        (4)  Are cadets informed of their options for lost, damaged, or destroyed property prior to completing a Cash Collection Voucher (CCV) IAW AR 735-5?

        (5)  Are CCV processed for sale of military clothing items under CTA 50-900 section I, part A?

        (6)  Is the activity complying with the 45 day time limit in Cdt Cmd Reg 700-1 for initiating recovery of clothing and equipment procedures? 

        (7)  Are non-recoverable items issued to the cadet summarized within 30 days after issue and dropped from the property book utilizing DA Form 4949 (with an attached roster of cadets that were issued the items)? 

        (8)  Is there a minimum essential stockage, consistent with applicable geographic zone, of OCIE in stock?

        (9)  Are reports of survey (R/S) for all lost, damaged, or destroyed items prepared and processed IAW AR 735-5, paragraphs 13-7 and 13-15b?

        (10)  Is property management and accountability maintained IAW AR 700-84 for Army issued property and personal items belonging to absent cadre personnel (e.g. hospital, AWOL, etc.)?

     f.  Self-service supply center controls and procedures.

        (1)  Is the SSSC card kept secured and used only when authorized?

        (2)  Is an informal control log maintained to reflect issue of SSSC supplies from supply room so that there will not be excess SSSC items on hand? (Cdt Cmd Reg 700-1, paragraph 5-3a)

        (3)  Are sales slips along with DA Form 3161 or a locally produced form, maintained IAW Cdt Cmd Reg 700-1?

     g.  Other logistics management.

        (1)  Is the battalion conducting the quarterly and annual Department of Defense Small Arms Serialization Program (DODSASP) reconciliation as instructed by the supporting installation Small Arms Serialization Surety Officer (SASSO) IAW AR 710-3?

        (2)  Is CBS-X reconciliation data being forwarded IAW CCR 700-1, paragraph 2-6?

        (3)  Have all property book records been reviewed with current edition of SB 700-20 to ensure that all reportable item control code (RICC) 2 items are properly identified and reported IAW DA Pam 710-2-1, chapter 4?

        (4)  Has the institution provided adequate bonding or, for JROTC units, evidence of insurance wherever the institution retains accountability for Federal property and is it reviewed every three years?

        (5)  Is accountability maintained for operational rations IAW Cdt Cmd Reg 700-1, paragraph 2-15? (SROTC only)

        (6)  Do the number of meals on hand equal the number on the property books?  (SROTC only)

        (7)  Do operational ration requests (DA Form 3161) reflect the number of cadets by MS category to be fed, and is a copy filed in supporting document files?  (SROTC only)

        (8)  Are payroll deductions submitted on cadre authorized to subsist?  (SROTC only)

        (9) Are proper procedures being used to account for and manage the battalion/unit ammunition IAW DA Pam 710-2-1, chapter 11?

        (10) Is ammunition (to include pellets) stored in a secured area or container?
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