BUDGET EXECUTION ACTIVITY (BEA) INSPECTION CHECKLIST

(M&S, TAD, RA, AND BUDGET)


1.  Provide an Organizational Chart. YES/NO.

2.  Provide a Table of Organization for all Finance related billets, indicating rank and name of each person filling a line number.  YES/NO
3.  What is the T/O and On-Board strength of the activity?



T/O

O/B
· Officers:

· SNCO’s:

· Enlisted:

· Civilians:

4.  Are BEA assist visits conducted down to the BESA level?  How often?

Inspector Comments:______________________________________________________

________________________________________________________________________

5.  Are Required/Essential publications on hand (Hardcopy or CD) and current?  REF: MCO P5215.1G PAR 6001.

    
PUBLICATION





YES
NO
REMARKS

· NAVSO P3006: Financial Management of 

Resources, Operations & Maintenance.

____
___
__________

· NAVMC 2664: Financial Management 

Guidebook for Commanding Officers.

____
___
__________

· MCO P5200.24C2: Establishment, Maintenance

Review and Improvement of Management 

Control System.




____
___
__________

· MCO P7300.21: Marine Corps Financial

Execution Standard Operating Procedure

Manual.





____
___
__________

· FORO 7001.2C: III MEF Exercise Program

____
___
__________

· SABRS Users Manual, DTD 2001


____
___
__________

· SABRS Customer Assistance Handbook

____
___
__________

· NAVSO P6034: Joint Federal Travel Reg, Vol 1
____
___
__________

· MCO 7303.17F: Fiscal ACCTG for TAD 

Transportation when Procured with GTR

____
___
__________

· MCO P4650.37B: Marine Corps Travel

Instruction Manual (MCTIM)



____
___
__________

· MCBUL 4610: Cargo and Personal Property

Transportation Accounting Data


____
___
__________

· CJCSI 7401.01: CINC Initiative Fund Instructions
____
___
__________

6.  Desktop Procedures/Turnover Files/Management Systems:

· Are desktop procedures/turnover folders current and are they reviewed periodically to determine validity and accuracy? 

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is weekly reconciliation between the fiscal clerk and DASF clerk performed on a weekly basis to ensure obligated documents have valid status?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the desktop/Turnover File contain the following:

· Table of contents 

· Point of contacts

· Copy of most recent inspection

· Description of duties

· List of reports and a description of how to work each report

· Listing of current FIP’s and description of those FIP’s

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the unit have access to the following systems?



· SABRS/INFOPAC

· SMARTS

· PR-BUILDER

Inspector Comments:______________________________________________________

________________________________________________________________________

7.  Reports: Are the following official accounting reports worked and maintained in fiscal year order for the current fiscal year and five prior years?

· PRTFLBEA: Field Report that shows status of funds by BEA/BESA.

· PRTFLSOC: Field Report by WCI/BSYM/FY/SH/BEA/OCSOC.

· PRTDTR1 (M&S) – Daily M&S transaction report.

· PRTDTR2 (RA) – Daily RA transaction report.

· PRTDTR5 (TAD) – Daily TAD transaction report.

· G714AF40 – T267 Travel Order Number (TON) report by BEA/BESA.

· PRTERROR – Error Log report (PE).

· PRTERRRA – Error Log report (RA).

Inspector Comments:______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.  Source Documentation/File Maintenance: Are source document files maintained and do they comply with document retention regulations?

· At minimum, labeled pending, posted, and completed?

· Separate files for TAD, M&S, and RA?

· Maintained in document number sequence and maintained for CY plus 5 prior FY.

· Does the pending file contain any TAD orders or M&S documents that should be in the Obligated file?

Inspector Comments:______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

9.  Tri-Annual Review/Validations:  

·   Are copies of the Fund Holder Certification Statement on file?
Inspector Comments:______________________________________________________

________________________________________________________________________
·   Are copies of the validated report supporting the FHCS on file?
Inspector Comments:______________________________________________________

________________________________________________________________________
· Are commitments, obligations, expenses, and liquidations validated against daily transaction listings and have audit trails been maintained in source document files?  (Random sample of 20 source documents (TAD, M&S, and RA) for CY and prior fiscal years.)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Has follow-up action taken on commitment documents over 30 days old to obtain the obligation document?  (Verify EPG “RC” contracts have been awarded.) http://rco.mcbbutler.usmc.mil/

Inspector Comments:______________________________________________________

________________________________________________________________________

· Were validation adjustments inducted into SABRS for all commitment, obligation, and expense adjustments?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Upon review of a random sampling of 25 documents for current cycle and 10 documents from a prior cycle, are the M150/T147 valances current and correct based on source documents for each field?  (e.g.  commitment, obligation, expense.)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are PRTM150 (A) – Un-liquidated Order Status Reports by BEA PE (RA) on file and annotated properly?

Inspector Comments:______________________________________________________

________________________________________________________________________

10.  Daily Reconciliation of Accounts:
· Is there evidence the PRTDTR1/3/5 is being validated each cycle and that source documents are moved between files as transaction status changes?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does both the PRTDTR1/3/5 and source documents contain the proper audit trails to include validation of all info to include RIC, DIC, FIP, and price?

Inspector Comments:______________________________________________________

________________________________________________________________________

11. Weekly Available Balances (WAB)/Available Balance Reports (ABR) and Weekly Reconciliation’s:

· Are reconciliation reports being completed after each cycle? 

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are weekly reports being submitted in the proper format and on time?  Note: Check to see that pending discrepancies are noted as required.

Inspector Comments:______________________________________________________

________________________________________________________________________

· Provide an Available Balance Report?
Inspector Comments:______________________________________________________

________________________________________________________________________
12.  Assignment of Document Numbers and Appropriation Data:
· Are standard document numbers (SDN) and applicable accounting classification reference number (ACRN) being properly coded on obligating and disbursement documents?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are lines of accounting assigned correctly?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are Financial Information Pointers (FIP) and Job Order Numbers (RA JON’s) assigned correctly to accurately capture costs?  (Note: Sample 20 documents randomly for correct data elements.)

Inspector Comments:______________________________________________________

________________________________________________________________________

​​​​​​​​​​​​​​​​​​​​

13.  Error Corrections and Problem Disbursements:

· Have erroneous liquidations been reported to the AC/S, Comptroller?

Inspector Comments:______________________________________________________

________________________________________________________________________

· ​​​​​​​​​​​​​​​​​​​​Based on the documents sampled, and if applicable, were duplicate/erroneous commitments, obligations, and expenses identified and corrected?

Inspector Comments:______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

14. SABRS/INFOPAC:

· Is the correct data elements being assigned in SABRS on all requisitions to include SIC’s for expenses incurred as a result of exercise participation/III MEF emphasis items?

Inspector Comments:______________________________________________________

________________________________________________________________________

Can the Fiscal Clerk perform the following in SABRS:

· Input an obligation document into SABRS (TAD and M&S)

· Use SABRS Reports Inquiry menu to follow the audit history of a document?

· Use SABRS Reports Inquiry to identify a disbursing office voucher (DOV)?

· Use SABRS Adhoc Menu (Rainbow Menu) to determine the current On-line available balance?

· Manually verify available balance using INFOPAC reports?

· Explain the difference between RIC and ACRN and what each is used for?

Inspector Comments:______________________________________________________

________________________________________________________________________

15.  Temporary Additional Duty (TAD):

· Are appropriate Travel Purpose Category Codes being assigned to TAD orders? (See T267 report)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the TAD TON logbook contain the following:

· TON

· Name

· SSN

· Unit 

· Estimated Completion Date

· Liquidated Amount

· DOV Number

· DSSN/DOS

· Date Paid

· Remarks

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are follow-up procedures established to ensure of Travel claims are accomplished 3 days after traveler returns? (Particularly if a travel advance is taken.)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are written notification (delinquency letters) on file?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Have paycheck ages been initiated to recoup unsettled travel advances if the traveler fails to submit a claim after notification?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Have undelivered orders been validated quarterly and once a month during the last quarter?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are PRTT147 Un-liquidated Travel Orders Status Reports by BEA on file and annotated properly?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the Fiscal Clerk know how to modify TON’s that were “blocked” and subsequently utilized?

Inspector Comments:______________________________________________________

________________________________________________________________________

16.  Materials and Services (M&S):

· Are expense documents (Direct and Reimbursable) recorded in SABRS at the time material/service is received?

Inspector Comments:______________________________________________________

________________________________________________________________________

· How many GCPC accounts holders are in the Unit?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Provide a by name listing of all purchasers/approving officials.

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are government credit card monthly invoices processed in a timely manner and amounts committed/obligated/expensed prior to certification and submission for payment?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Who is responsible for the custody of the DSSC cards?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are the DSSC cards properly labeled and safeguarded?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is a DSSC log maintained?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the DSSC log have adequate enough information to show a trail of custody?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the unit require DSSC shopping lists prior to shopping?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the unit require copies of DSSC receipts to be submitted after shopping?  

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the unit have copies of DSSC receipts on file? 

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are DSSC RMS and off-line requisitions to SOS obligated with PE dollars using a FIP?  (Note: Under no circumstances should and RA JON is used.)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is the calendar date recording of receipt of dealer invoices if received locally, receipt of goods or services, and acceptance, or goods or service being accomplished by the receiving activity?

Inspector Comments:______________________________________________________

________________________________________________________________________

17.  Requisitional Authority (RA):

· Are Maintenance and Replenishment/Replacement JON’s assigned as outlined in the III MEF Budget Manual?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are copies of receipt documents and FAE requests for billing forwarded to the AC/S Comptroller for receipted items still outstanding over 30 days?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are the following Supply and Maintenance listings readily available to the Fiscal Clerk?

· Daily Process Report (DPR) (If it is on DPR but not on DASF it is not on order, except of offline requisitions, credit card purchases)

· Due and Status File (DASF) (list every item on DPR)

· Edit Error/Exception List

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are procedures in place to ensure the RA Fiscal Clerk receives a copy of all documentation initiated by the supply and maintenance sections? (ZOA, ZC1, ERO)

Inspector Comments:______________________________________________________

________________________________________________________________________

18.  Inspector Additional Comments/Suggestions:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

19.  Budget Formulation/Execution
· What type of funds are managed by the Command/Activity?

 Types of Funds




Yearly Authorization

· Planning Estimate (PE)

· Requisitional Authority (RA)

· Temporary Additional Duty (TAD)

· Key Volunteers (KVN)

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are the command’s unfunded deficiencies prioritized and staffed prior to conclusion into the Budget Plan/MYR?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is the command’s latest Budget Plan/MYR on file?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is the command’s latest authorization letters on file?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the command monitor the validity of current unfunded deficiencies throughout the Fiscal Year?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is the unit commander receiving a weekly command status of funds briefing to ensure that he is aware of the current financial status of funds?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Does the command have controls established which ensure all required reports are submitted properly and on time.

· Weekly Available Balance Reports (WABs)

· Available Balance Reports (ABR)

· Tri-Annual Review Fund Holder Confirmation Statement

· Validations

· Fiscal After Action Reports (FAAR)  

Inspector Comments:______________________________________________________

________________________________________________________________________

· Is the command meeting established obligation goals in accordance with the III MEF Budget Manual?

Inspector Comments:______________________________________________________

________________________________________________________________________

· Are the command’s controls adequate to prevent reversion of funds beyond established goals?

Inspector Comments:______________________________________________________

________________________________________________________________________

20.  Inspector Additional Comments/Suggestions:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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