SENIOR ROTC BATTALIONS

ORGANIZATIONAL INSPECTION PROGRAM
RESOURCE MANAGEMENT CHECKLIST
For use of this form, see Cdt Cmd Reg 145-8-2, the proponent agency is ATCC-RM

	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	Administration.  Are the following publications on hand or on order? (note:  

electronic access to publications is authorized)
	 
	
	

	1.  Budget and Finance; Pay Operations Handbook for Battalion Commanders (Cadet Pay and Scholarship Tracking), dtd 8 July 2003?  
	 
	
	

	2.  Non-Appropriated Funds (Unit Fund and OH&R).  AR 215-1 Morale, Welfare and Recreation Update?
	
	
	

	3.  Management.  
	
	
	

	     a.  AR 11-2, Management Control?
	
	
	

	     b.  Cdt Cmd Reg 11-2, Management Control?
	
	
	

	     c.  AR 71-32, Force Development and Documentation-Consolidated Policies, 3 Mar 97 ?  
	 
	
	

	     d.  Cdt Cmd Reg No. 700-1, ROTC Standardized Logistics Procedures?  
	
	
	

	     e.  TRADOC Regulation 37-3, Financial Administration, Government Travel Card Program, 7 Feb 01?
	
	
	

	College/University Budget Controls (Monies provided by the school for the SROTC academic department).  
	 
	
	

	1.  Has the battalion completed the Cadet Command Management Control Checklist on School Provided Support Funds or completed a statement (in lieu of checklist) that the activity is complying with established school procedures in the use of school funding?  (Cdt Cmd Reg 11-2, App E)  Date of Checklist:   
	 
	
	

	     a.  Is the BDE personally involved in the school budget process?  
	 
	
	

	     b.  Does the PMS review the battalion budget on a regular basis? 
	
	
	

	     c.  Does the PMS ensure that school procedures for expenditures are being followed? 
	
	
	

	     d.  Does the PMS review detailed expenditure reports, if provided by the university?
	
	
	

	     e.  If the university does not provide a detailed expenditure report, has the PMS requested one?  
	
	
	

	     f.   Are unusual trends or expenditures researched by the PMS?  
	
	
	

	     g.  Does the PMS periodically perform a random review of transactions for source, selection, and purpose of purchase?  
	
	
	

	     h.  Are copies of receipts and purchase vouchers kept on file
	 
	
	

	      i.  If the school issues a charge card, does the PMS control its usage?  
	
	
	

	      j.  Does the PMS control the card when not in use?  
	
	
	

	     k.  For replacement item purchases, does the PMS ever question the disposition of the replaced item? 
	
	
	

	     l.  If so, does the PMS verify that the item has been properly disposed of?  
	 
	
	

	     m.  Does the PMS require authorization from HQCC RM-Logistics to purchase non-standard items before using IMPAC card?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	    n.  Has the battalion forwarded budget forecasts to the Brigade Commander and the university/college as required and in accordance with Simplified Training Budget guidance?  
	
	
	

	    o.  Are travel claims filed within the prescribed Number of days after claims completion of travel?  (Cadre/cadets 5 days after completion of travel.  Cadets that attended follow-on summer training 5 days after returning to school.)  (AR 600-8-105, para 12-13c) 
	
	
	

	    p.  If no travel claims submitted, is notification being forwarded to Resource Management Division? (AR 600-8-105, para 12-12) 
	
	
	

	    q.  Are requests for revocation on unused travel orders being forwarded to RMD within 5 days of cancellation so that funds can be deobligated?  (AR 310-10, para 12-12) 
	
	
	

	SROTC Fund Raisers.  
	
	
	

	1.  Does the PMS ensure that fund control procedures are established to assure monies are properly used?  
	
	
	

	2.  Does the PMS review expenditure reports?  
	
	
	

	3.  Does the PMS periodically perform a random review Of transactions for source, selection, and purpose of purchase?
	
	
	

	4.  Are copies of receipts and purchase vouchers kept on file?  
	
	
	

	5.  Have a Constitution and By Laws been established?  
	
	
	

	6.  Are there quarterly fund council meetings held and minutes of council meetings maintained?  (AR 215-1, para 9-8)
	
	
	

	7.  If appropriate, does the fund meet school guidance?  
	
	
	

	8.  Does the unit maintain a separate checking account for these funds?

	
	
	

	9.  Are two signatures required for use of checking account
	
	
	

	Non-appropriated Funds (AR 215-1): 
	 
	
	

	1.  Do duty appointments reflect current fund manager and members of the unit fund council?  
	
	
	

	2.  Does the unit fund council meet quarterly?  
	
	
	

	3.  Do the minutes of the unit fund council meetings reflect commander approval or other action?
	
	
	

	4.  Is DA Form 2107 numbered consecutively and used for all receipts or disbursements except petty cash transactions?
	
	
	

	5.  Is Cash Property and Reconciliation Record (CPRR) maintained and reconciled monthly with DA Forms 2107 and monthly bank statement?
	 
	
	

	6.  Does the fund manager request unit fund dividends by submitting strength reports as required by the support installation?  
	
	
	

	7.  Is the checkbook secured in a locked safe and is the issue of checks documented in a control log?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	 8.   Are spoiled checks rendered non-negotiable and retained rather than destroyed?
	
	
	

	 9.   Has unit fund been audited and property inventoried within the two years?  
	 
	
	

	10. Does the unit maintain a separate accounting ledger for these funds?  
	
	
	

	11. Are two signatures required for use of checking account?  
	
	
	

	OH&R.  
	
	
	

	1.  Is a separate accounting ledger maintained for the OH&R Funds?  (DOD 7000.14 VOL 13 APPENDIX A) 
	
	
	

	2.  Are copies of receipts to justify expenditures of OH&R on file?  
	
	
	

	3.  Does the unit have a copy of HQ TRADOC Memorandum dates 14 Jan 2000, SUBJECT:  Official Hosting and Representation Funds.  
	
	
	

	4.  Are all expenditures authorized per Memorandum dated 14 Jan 2000, SUBJECT:  Official Hosting and Representation Funds.  
	
	
	

	5.  Are execution reports forwarded to Higher Headquarters: HQ TRADOC And/or Cadet Command each quarter when there has been receipts or Expenditures occurring?  
	
	
	

	6.  Does schools balance agree with balance maintain at HQ TRADOC?  
	
	
	

	7.  When was the last time the school reconciled their balance with HQ TRACOC?  
	
	
	

	8.  How does the unit maintain their account:
	
	
	

	     a.  Separate Bank Account?

     b.  In University Bank?

     c.  Other?
	
	
	

	Cadet Pay and Scholarship Reimbursement Actions
	
	
	

	1.  Cadet Pay: 
	
	
	

	     a.  Are DD Form 577, Signature Cards, maintained for the Battalion Commander and his designees authorizing them to sign cadet pay documentation?  (Ref 2-5, c)     
	
	
	

	     b.  Are the original DD From 577’s forwarded to HQCC Pay Operations Division as required?  (Ref 2-5, c) 
	
	
	

	     c.  Are DA Form 200s (Transmittal Record) maintained and tracked for all cadet pay actions forwarded to HQCC Pay Operations Division?  (Ref 2-4, i)
	
	
	

	    d.  Are the CCIMS Precertification Reports signed by the Battalion Cdr or designee and maintained until the monthly pay reconciliation is accomplished?  (Ref 2-4, c, para 1, Ref 2-4, c, para 3)
	
	
	

	    e.  Does the Battalion maintain a copy of the DFAS Provided UH022-257 Monthly Status and Pay Report once reviewed and certified by the Battalion Commander?  (Ref 2-5, a)
	
	
	

	    f.  Does the Battalion forward the annotated and signed (by the Battalion Commander) UH022-257 Monthly Status and Pay Report to Headquarters Cadet Command, Pay Operations Division within eight work days after receipt?  (Ref 2-5, a, para 1)
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	    g.  Is the required pay documentation maintained in each cadet’s official personnel folder?  
	
	
	

	         (1)  Treasury Department (TD) Form IRS W-4 (Withholding Allowance Certificate)?  
	
	
	

	         (2)  DD Form 2058 (State of Legal Residence)?
	
	
	

	         (3)  Standard Form 1199A (Current Direct Deposit)?
	
	
	

	         (4)  SGLV Form 8286 (SGLI Form 8286 - Life Insurance Option)?
	
	
	

	    h.  Is electronic fund transfer/direct deposit being directed and utilized for all contracted cadets within 30 days of contracting as a mandatory action?  (Ref 2-6) 
	
	
	

	     i.  Is the Battalion Cadet Pay POC familiar with printing the Cadet Pay History (transactions created by personnel actions in CCIMS)?
	
	
	

	2.  Cadet Scholarship Reimbursement Actions: 
	
	
	

	     a.  Has the university/college been provided a copy of the estimated Cadet Listing or memorandum of projected scholarships 30 days prior to start date of school?  
	
	
	

	     b.  Did the Estimated Cadet Listing account for all previous scholarship cadets, scholarship completion cadets and MS 6 contracted (Sch 2, 3, 4 or G) and pending contract cadets?  
	
	
	

	     c.  Has the Obligated Tuition and Fee Listing been prepared promptly upon receipt of the invoices for the applicable term, certified signed and forwarded to HQCC, Pay Operations Division?  
	
	
	

	     d.  Was appropriate action taken to change status of Cadets In CCIMS for cancellation of financial benefits for each contracted cadet who terminated, transferred, or was granted a leave of absence since the beginning of the SY?  (AR 145-1, para 3-43)
	
	
	

	     e.  Does the Battalion track final actions of receiving International Merchants Purchase Authorization Card (IMPAC) payment or Direct Deposit for all processed and approved Obligated Tuition and Fee Reports?  
	
	
	

	     f.   Does the Battalion have a copy of each Obligated Tuition and Fee Listing (with RCN number) with applicable invoices on file?  
	
	
	

	     g.  Has the battalion provided a copy of the IMPAC approval memorandum or approved direct deposit payment on a SF 1034 to the university/college with a copy of the applicable Obligated Tuition and Fee Report for use in posting the cadet’s account? 


	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	MANAGEMENT
	
	
	

	1.  Management Control Program   (AR 11-2)
	
	
	

	            Required checklists:  (CCR 11-2)




                                                    *Exempt

                                                            Date on          from

                                                                 Checklist      Checklist
School Fund Control          ________    _________

Postal Services                   ________    _________

Local and Long Distance 

Telephone Service              ________    _________

GSA Vehicle Fleet              ________    _________

Management                       ________    _________

Logistics                              ________    _________

Others as directed by HQCC:

___________________________________________    _____________

___________________________________________    _____________

*HQCC or Region exemption must be on file at the activity.
	
	
	

	2.  If management control weaknesses were found, has corrective action been taken?  

(CCR 11-2, Ch 6) 
	
	
	

	3.  Evaluations are documented on DA Form 11-2-R?
	
	
	

	4.  Are any test questions answered with a “NO” fully explained and justified?
	
	
	

	5.  Copies of evaluations are forwarded to brigade and filed for audit purposes?
	
	
	

	LOGISTICS
	
	
	

	1.  Command Supply Discipline Program.
	
	
	

	     a.  Has the CSDP monitor been designated (must be someone other than the PBO/PHRH)?  (CCR 700-1, para 1-4, Fig 1-1)
	
	
	

	     b.  Is there a record on file of a logistics inspection or assistance visit conducted by brigade or HQCC?  (CCR 700-1) 
	
	
	

	     c.  Have findings, discrepancies and shortcomings cited in last inspection or assistance visit been corrected?  (CCR 700-1, para 2-8) 
	
	
	

	     d.  Is the CSDP monitor conducting inspections and Are copies of the inspections being maintained on file?  (CCR 700-1)
	
	
	

	2.  Appearance and Management.
	
	
	

	     1.  Layout and organization.
	
	
	

	a. Does the office present a neat appearance And professional atmosphere? 

(CCR 700-1) 
	
	
	

	b.   Are all items to be turned in tagged to indicate what disposition is being

taken (e.g., turn-in)?  (CCR 700-1)/DA PAM 710-2-1, Chap 3) 
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     c.   Are all fire, safety, and physical security standards being met?  (AR 190-11, AR 385-10, DA Pam 385-1)
	
	
	

	     d.   Is the storage organized so that the space is fully used?  (CCR 700-1)

	
	
	

	2.  Does the unit maintain a current standing operating procedures (SOP) for internal operations?  (CCR 700-1) 
	
	
	

	3.  Are the supply files established and maintained IAW AR 25-400-2? (ARIMS)
	
	
	

	4.  Publications and authorization documents.  
	
	
	

	     a.  Are all required publications and technical manuals on hand, on order or 

accessible via the internet?  (CCR 700-1, appendix A)
	
	
	

	     b.  Are all equipment authorization documents on Hand and current (TDA, CTA, etc.)?  (AR 71-32)
	
	
	

	     c.  Do items on hand or on order exceed current authorizations?  (AR 710-2, 

para 2-6)  Use TDA check against property book
	
	
	

	     d.  Are authorized allowances on the PB reconciled with authorization documents annually and is commander’s statement on file in front of PB?
	
	
	

	5.  Training.  
	
	
	

	     a.  Is unit training conducted for supply personnel in their skill levels?  
	
	
	

	     b.  Are training records maintained to reflect technical training for supply personnel?  
	
	
	

	Material Accountability.
	
	
	

	1.  Property Accountability.
	
	
	

	     a.  Does the battalion maintain a Property Book?  (if yes, go to para b)
	
	
	

	     b.  If primary hand receipt holder of consolidated PB, skip to para d
	
	
	

	2.  Non-Expendable Equipment Accountability.  
	
	
	

	     a.  Has the current commander appointed the PBO; if so, is a copy of the appointing memorandum filed in the active property officer designation file with the property book?  AR 710-2 and DA Pam 710-2-1, para 4-5,CCR 700-1, Fig 1-2 and 1-3)
	
	
	

	     b.  Are entries in the PB supported by the document register and document support file?  (DA Pam 710-2-1, para 2-23)
	
	
	

	     c.  Are all items recorded in the PB as on hand either issued on a valid hand receipt or in storage under control of the PBO?  (DA PAM 710-2-1, Chap 5))
	
	
	

	    d.  Are DA Forms 3161 on hand to support lateral transfers?  (AR 710-2, para 2-13, DA Pam 710-2-1, para 3-18 and 19)
	
	
	

	3.  Maintaining document Registers and due-in suspense files:
	
	
	

	     a.  Are expendable/durable and non-exp document registers kept?  (DA Pam 710-2-1, para 2-23)  
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     b.  Is a memo filed with the document register designating a block of serial numbers for the using element?  (DA Pam 710-2-1, para 2-23) 
	
	
	

	     c.  Is there a status card on file supporting every open entry in the document register? (DA Pam 710-2-1, para 2-25) 
	
	
	

	     d.  Are open document numbers carried forward?  (CCR 700-1, DA Pam 710-2-1, para 2-23(c)) 
	
	
	

	     e.  Are the due-in status files kept?  (DA Pam 710-2-1, para 2-25)
	
	
	

	      f.  Are documents that were posted to the Document Register marked as follows: “Posted”  “Dated” Initialed by the Posting individual?  (CCR 700-1, 2-5d)
	
	
	

	     g.  Do receipt documents for supplies/equipment reflect in the appropriate blocks the signature and Julian date?  (DA Pam 710-2-1, para 2-33b) 
	
	
	

	h.  Are serial numbers posted to receipt document when applicable?  (AR 710-2, 

para 2-8c and DA Pam 710-2-1, para 9-2) 
	
	
	

	      i.  Are all serial numbers and publication data listed on the PB for an item reflected on the hand receipt/sub-hand receipt?  (DA Pam 710-2-1, Fig 5-1 (instructions))
	
	
	

	      j.  Are copies of receipt documents being forwarded to support installation within three working days?  (DA Pam 710-2-1, para 2-33
	
	
	

	     k.  Does the commander or designee personally approve all high priority requests?  (DA Pam 710-2-1, para 2-3)
	
	
	

	      l.  Does the document file contain a statement signed by the PBO about each missing document?  (DA Pam 710-2-1, para 4-16b) 
	
	
	

	    m.  Can transactions be validated by matching entries in the PB with supporting documents in the document file?  (DA Pam 710-2-1, para 4-16b) 
	
	
	

	     n.  Is a monthly reconciliation with SSA conducted on all outstanding requests?  (DA Pam 710-2-1, para 2-31).  
	
	
	

	4.  Hand receipt/Sub-Hand receipt procedures.  
	
	
	

	     a.  Are hand receipts/sub-hand receipts, including temporary hand receipts, established, maintained and updated for all PB items not under control of the Primary Hand Receipt Holder?  (DA Pam 710-2-1, para 5-3d) 
	
	
	

	     b.  Are the signature and rank of the sub-hand receipt holder (acknowledging responsibility) and the date entered on the sub-hand receipt?  (DA Pam 710-2-1, fig 5-1)           
	
	
	

	     c.  Are all serial items reflected on the sub-hand receipt? (DA Pam 710-2-1, fig 5-1)
	
	
	

	     d.  Is property being loaned between units Without proper documentation or changes to the sub-hand receipt?  (DA Pam 710-2-1, para 5-4) 
	
	
	

	     e.  Are sub-hand receipt forms filed in a separate jacket file for each sub-hand receipt holder and each file clearly identified?  (DA Pam 710-2-1, Chap 5).  
	
	
	

	5.  Request, issue, and turn-in of supplies.  
	
	
	

	     a.  Are all TDA items on hand or on request authorized?  (AR 710-2, para 2-5) 
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	    b.  Is unit following support installation Procedures For requesting, issuing, and turn-in of supplies and equipment?
	
	
	

	    c.  Are items that have been turned in and no Longer required deleted from the TDA document?  (AR 710-2)
	
	
	

	6.  Inventories.  
	
	
	

	     a.  Has informal accountability been established For Waivered property ($2500 or less)?  (CC Reg 700-1) 
	
	
	

	     b.  Has the annual inventory for waivered property ($2500 or less) been conducted within the past year?  (CCR 700-1, para 2-8) 
	
	
	

	     c.  Was the inventory conducted at the end of the school Year for RPA funded clothes and OCIE IAW CIPBO instructions?  (CCR 710-1) 
	
	
	

	d. Was an inventory of property book items Conducted IAW CIPBO instructions?  

(DA Pam 710-2-1, para 9-6)
	
	
	

	     e.  Bn PBO: Upon completion of inventories and losses are discovered, is the adjustment action taken within prescribed time frame?  (AR 735-5)  
	
	
	

	          (1)  Has the annual 100% inventory been conducted within the past year (inventory should be one year from previous inventory and can be accomplished on a cyclic basis)?  (DA Pam 710-2-1, para 9-8)
	
	
	

	          (2)  Is a copy of the 100% inventory on file at the unit and was a copy forward to Brigade?  (AR 710-2 and DA Pam 710-2-1, para 9-8) 
	
	
	

	          (3)  Are sensitive items (except weapons and ammunition), listed on the PB, inventoried monthly?  (DA Pam 710-2-1, para 9-9) 
	
	
	

	          (4)  Does the responsible officer conduct monthly serial number inventories of weapons (the inventory should not be conducted by the same individual in consecutive months)?  (DA Pam 710-2-1, para 9-9)
	
	
	

	          (5)  Are serial numbers verified against the PB? (DA Pam 710-2-1, para 9-10b(1)) 
	
	
	

	          (6)  Has an extension been granted if more than 30 days has elapsed before the PBO/PHRH/MPC inventory?  DA Pam 710-2-1, para 9-7) 
	
	
	

	7.  Accounting for Losses:  Report of Survey (ROS), Statement of Charges (SC), Cash Collection Voucher (CCV), and Administrative Adjustment Report (AAR).  
	
	
	

	     a.  Are ROS for all lost, damaged, or destroyed items prepared and processed within the required time frame, by the battalion?  (AR 735-5, para 13-7) 
	
	
	

	     b.  Are ROS for lost items forwarded in a timely Manner To CIPBO for assignment of a document number?  (AR 735-5, para 13-15b) 
	
	
	

	     c.  Is copy of the ROS held in suspense file pending receipt of completed copy?  (AR 735-5, 13-15b) 
	
	
	

	    d.  Is supply room notified by cadre in writing when cadet drops from the program, and is notification within a reasonable time frame (5 to 7 days)?  (CCR 700-1) 
	
	
	

	    e.  Did the supply section comply within the 45-day time limit for initiating recovery of clothing and equipment?  (AR 700-84, para 9-13 and CCR 700-1)
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     f.  Did the supply section comply with the 15-day time Limit for initiating ROS for items, other than clothing and OCIE, That were lost damaged, or destroyed?  
	
	
	

	     g. Does the supply section have a suspense file to keep control of letters going out to recover clothing?  (CCR 700-1, para 2-16)  If not, how do they keep up with the 45-day suspense and 5-15 day initiation time for ROS?  
	
	
	

	     h.  Are personnel briefed as to their options for accounting for lost, damaged, or destroyed property prior to the payment of cash using a SC or CCV?  (AR 735-5, para 12-2)   
	
	
	

	      i.  Is a CCV or SC processed for lost, damaged, or destroyed expendable durables as well as non-expendables?  (AR 735-5, para 12-1)  
	
	
	

	8.  Funded clothing and equipment procedures.  
	
	
	

	    a.  Does supply section have a current roster of cadets (by category [SROTC/Basic/Advanced or JROTC]) on file in the supply room?  (CCR 700-1, para 2-3b(1))
	
	
	

	    b.  Has the unit established informal accounting Procedures for RPA funded Clothing and equipment?  (CCR 700-1, para 2-10) 
	
	
	

	    c.  Is a clothing record (DA Form 3545-1) established for each cadet (cadets issued clothing/equipment) assigned to the battalion/unit (including DA Form 3645 for organizational items)?  (AR 700-84, para 9-11 and CCR 700-1, para 2-10) 
	
	
	

	    d.  Are CCVs processed for sale of military clothing items?  (AR 700-84, para 9-10)   
	
	
	

	The following questions apply to cadre only:
	
	
	

	    e.  Are the belongings of personnel absent, (e.g. hospital, AWOL), inventoried and safeguarded?  (AR 700-84, para 12-12a) 
	
	
	

	     f.  If an individual is dropped from the rolls, has the unit turned in all military items to the appropriate activity?  (AR 700-84, para 12-13b) 
	
	
	

	     g. If absentee baggage is on hand, is the original copy of the inventory inside the container?  (AR 700-84, para 12-12a(2)(d)) 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Logistics Management.  
	
	
	

	1.  OCIE (applicable to SROTC battalions only).  
	
	
	

	     a.  Has unit established informal accounting procedures For OCIE?  (CCR 700-1) 
	
	
	

	     b.  Are authorizations for OCIE (field gear) management consistent with geographic zones?  (CTA 50-900, App C) 
	
	
	

	     c.  Is only minimum essential stockage of OCIE on hand for mission accomplishment?  (CCR 700-1, para 2-3)
	
	
	

	     d.  Is OCIE collected within 72 hours after each FTX?  
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	2.  Control of excesses (non-expendable and expendable).  
	
	
	

	     a.  Is excess property/equipment reported for cross leveling prior to turned-in to the SSA?  (CCR 700-1, para 2-9) 
	
	
	

	     b.  When non-expendable PB items are found to be on hand, but not accounted for on the PB, is “turned-in as Found on Post” or proper accountability is established?  (DA Pam 710-2-1, para 3-9) 
	
	
	

	3.  Bonding/proof of insurance (when applicable).  
	
	
	

	     a.  Does the institution hosting a SROTC program require a bond/insurance (applicable when the institution elects to account for the government issued property by means of an institution employee)?  
	
	
	

	     b.  Is the bond or insurance coverage "current" (in a premium paid status)?  (Indicate the effective date shown on the document.)  (AR 735-5,para 10-3) 
	
	
	

	     c.  Has a Military Property Custodian been appointed in writing?  
	
	
	

	     d.  Type of Insurance Coverage:
	
	
	

	          (1)  Is the government issued property covered by an institution "self-insurance" policy; and if so, is there a completed DA Form 1622 on file affirming acceptance of financial responsibility for full replacement value of all government property?  (AR 735-5,para 10-3)
	
	
	

	OR
	
	
	

	                Is the government issued property covered by commercial liability insurance, and if so does the policy show the U.S. Army as "Additional Endorsed" beneficiary or payee?  (AR 735-5,para 10-3)
	
	
	

	          (2)  Is the bond or insurance coverage adequate?  (The face value shown on the

document must equal or exceed the replacement value of all on hand government property issued for the use in the SROTC program, per the current 100% annual inventory, ROTCC Form 194-R (AR 735-5,para 10-3) 
	
	
	

	4.  Ammunition.  
	
	
	

	     a.  Does the battalion comply with the provisions of CCR 700-1, relative to accountability and management of ceremonial and training ammunition?  
	
	
	


	     b.  Is supporting installation's and higher headquarters guidance being adhered to relative forecasting requesting, and turning-in expended residue, and excess ammunition?  (CCR 700-1) 
	
	
	

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

(CCR 700-1)
	
	
	

	5.  Operational rations.  NO OPERATIONAL RATIONS SHOULD BE ON HAND FOR MORE THAN ONE YEAR WITHOUT HAVING THE RATIONS INSPECTED BY THE SUPPORT INSTALLATION'S VETERINARIAN.  (SROTC only).  
	
	
	

	     a.  Are operational rations on hand at the battalion specifically identified for a training exercise?  (CCR 700-1, para 2-15)
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     b.  Do the number of meals on hand and consumed (DA Form 3032) equal the number shown on the receipted document (DA Form 3161)?  (Cdt Cmd Reg 700-1, para 2-15) 
	
	
	

	     c.  Are operational rations stored in a secured area, stacked a minimum of 6 inches off the floor, and 24 inches away from the wall?  (CCR 700-1, para 2-7)
	
	
	

	     d.  Is proper dunnage used?  (CCR 700-1, para 2-7) 
	
	
	

	     e. Are lot numbers and date pack facing toward storage aisle?

(CCR 700-1, para 2-7)  
	
	
	

	     f.  Are payroll deductions or CCV (for cadre) submitted on cadre authorized to subsist?  (CCR 700-1, para 2-15)
	
	
	

	GSA VEHICLE FLEET MANAGEMENT.  
	
	
	

	1.
GSA Vehicle fleet management: 
	
	
	

	     a.  Has a Desk Top Guide containing vehicle management information, e.g., command vehicle use policies, internal control vehicle mgmt check-lists, dispatch log, credit card use procedures, Maintenance Control Center, GSA Fleet Mgmt Center (FMC) Field Service Representative (FSR), and the National Accident Mgmt Center (AMC)  POC phone numbers, mileage allocation, POD, etc. been established?  (CCR 700-1, para 1-4 (6)) 
	
	
	

	     b.  Do the vehicles on the battalion TDA match the type and number of vehicles actually assigned to the battalion?  (CCR 700-1, para 6-2) 
	
	
	

	     c.  Does the Bn Unit Vehicle Control Coordinator (UVCC) obtain Brigade Commander concurrence and Ctd Cmd approval/funding for vehicle authorization changes, e.g., additional vehicles, change of vehicle type, vehicle accessory equip/modifications, etc.?  Are vehicle authorization change approvals on file?  Are copies of approved vehicle authorization changes on file? (CCR 700-1, para  6-2c and  6-4) 
	
	
	

	     d.  Are Bn vehs accounted for on the organizational manual property book (DA Form 3328) or the support installation automated property book as applicable?  Has a long term vehicle assignment office file with a copy of a GSA Form 1152 for each assigned vehicle been established?  (CCR 700-1, para 6-5) 
	
	
	

	     e.  Do the Battalion vehicles stay within their monthly/annual mileage allocation (1,300 miles per-month/15,600 miles per year per vehicle)?  (CCR 700-1, para 6-9a)
	
	
	

	     f.  Are assigned vehicles meeting the standard monthly mileage criteria?  Are low utilization vehicles (reference Reports Carryout database) terminated or transferred to units to fill vehicle authorization shortages?  (CCR 700-1, para 6-9a):
	
	
	

	     g.  Database Program Report being utilized?  (CCR 700-1, para 6-29)
	
	
	

	     h.  Are vehicles parked in a secure area when not being utilized?  Are the vehicle keys and credit card secured?  (CCR 700-1, para 1-4(d), para 6-6(5) 
	
	
	

	     i.  Is a GSA Vehicle Daily Dispatch Log (CCF 215-R) being used to manage and control vehicle use?  (CCR 700-1, para 6-18) 
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     j.  Are operator veh inspections (to include checking engine oil, transmission fluid, coolant levels, tire pressure checks, veh body damage, etc.) utilizing CCF 215-R being accomplished.  Are vehicle interior/exterior’s clean and present a professional appearance?  Is a GSA Vehicle Accident Reporting Kit (GSA Form 1627) in the vehicle glove box?  (CCR 700-1, para 6-26) 
	
	
	

	     k.  Are procedures in place to ensure appropriate action is taken for reports of alleged vehicle misuse, unauthorized credit card purchases, etc.? (CCR 700-1, para 6-10), (AR 58-1, para 1-4) 
	
	
	

	2.
Permissible Operating Distance (POD).  
	
	
	

	      A one-way distance of 100 miles from the place of duty is the POD for administrativeuse motor vehicles (AR 58-1, para 2-2e).  Does the BFM approve requests for exceptions to exceed the POD?  (CCR 700-1, para 6-9b) 
	
	
	

	3.
Authorized GSA vehicle operator permits: 
	
	
	

	     a.  Are all drivers given accident avoidance training. (AR 385-55, App B-4a) 
	
	
	

	     b.  Do all drivers have a valid state license in their possession for the class of GSA vehicles that they operate? (CCR 700-1, para 6-14)
	
	
	

	     c.  Do DA civilian/contractor personnel have a commercial driver's license (CDL) for vehicles transporting over sixteen passengers, operating a vehicle over 26,000 GVW, or transporting hazardous material (HAZMAT) which requires the vehicle to be placarded under HAZMAT regulations (CCR 700-1, para 6-21)
	
	
	

	      d.  Do military personnel have an OF Form 346 w/HAZMAT endorsement or bus license if applicable?  (CCR 700-1, para 6-21). 
	
	
	

	4.
Maintenance: 
	
	
	

	     a.  Are procedures in place to ensure vehicles scheduled for periodic maintenance are delivered as scheduled to the maintenance vendor as directed on GSA Form 3478 (Motor Vehicle Service Authorization).  Is the supporting GSA FMC notified when the vehicle PM maintenance is complete?  (CCR 700-1, para 6-18)
	
	
	

	      b.  Are procedures in place to have needed maintenance/body damage repair completed before a vehicle is terminated to avoid a handling fee?  (CCR 700-1, para 6-29) 
	
	
	

	5.   Accounting for vehicle accident damage/incident charges:
	YES
	NO
	N/A

	     a.  Are procedures in place to ensure GSA vehicle accident damage, incident charges, e.g., vehicle abuse, vandalism, unauthorized vehicle alterations, unauthorized maintenance, credit card misuse, etc. are accounted for as outlined in AR 735-5, chap 13, 14?  (CCR 700-1, para 2-16e), (AR 385-40, para 1-6), (AR 384-55, para 2-4)  Are copies of completed action taken on file?
	
	
	

	     b.  Is a Report of Survey initiated when negligence or willful misconduct is suspected as the cause of damage to a GSA vehicle and the individual responsible does not admit liability and refuses to make voluntary reimbursement to the Government for the full amount of the loss less depreciation?  (CCR 700-1, para 2-16 f)
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	     c.  Is a unit commander’s damage statement prepared when there was no individual negligence or willful misconduct involved as the cause of damage to a GSA vehicle?  (CCR 700-1, para 6-24), (AR 735-5, chap 13, 14) 
	
	
	

	     d.  Does the UVCC investigate the Bn vehicle fleet accident/incidents/non-routine bill-backs?  Is a final report closing out the vehicle bill-back charge audit trail provided to CDT CMD on or before the date of the suspense?  (CCR 700-1, para 6-24)
	
	
	

	6.
Vehicle credits: 
	
	
	

	     a.  Does the Unit Vehicle Control Coordinator  (UVCC) request credit from the GSA supporting Fleet Management Center (FMC) for charges less than $100 (GSA Form 2556) if the charge was not for an unauthorized purchase, e.g., premium fuel/full service islands?  (CCR 700-1, para 6-29) 
	
	
	

	     b.  To ensure units receive the services paid for in accordance with GSA lease agreements, has the Unit Vehicle Control Coordinator (UVCC) established procedures to monitor the repair times, request replacement vehicles, or lease credits for vehicles down due to maintenance over five workdays without a replacement?  (CCR 700-1, para 6-29) 
	
	
	

	     c.  Does the UVCC review vehicle bill back charges (GSA Form 2556)?  Are credits requested for vehicle bill back charges considered fair wear and tear damage?  (CCR 700-1, para 29).  

	
	
	

	7.  Domicile to Duty (DTD) Authority
	
	
	

	     Does the Brigade Command approve battalion individual DTD request for personnel in receipt of temporary (TDY) duty orders?  Are approved requests on file?  (AR 58-1, para 4-3a).
	
	
	

	INTERNATIONAL MERCHANT PURCHASE AUTHORIZATION CARD (IMPAC) 
	
	
	

	 1.  Do you have an IMPAC card issued by support installation?
	
	
	

	 2.  Do you have the current Cadet Command IMPAC guidance (electronic access is authorized)?
	
	
	

	 3.  Do you have current support installation IMPAC guidance?
	
	
	

	 4.  Do you safeguard your card and account numbers to ensure it is not stolen or used by someone else?
	
	
	

	 5.  Is the billing/certifying official's grade equal to or greater than the cardholder(s)?
	
	
	

	 6.  Is there a copy of the appointment memorandum for the billing/certifying official on file from the Director of Contracting?
	
	
	

	 7.  Is there a copy of the appointment memorandum on file from the Director of Contracting for the cardholder?
	
	
	

	 8.  If installation sources are available, was written approval received from process owner prior to purchase of supplies/services (i.e., DOIM or DOL)?
	
	
	

	 9.  Do you maintain a log of each account’s purchases in the CARE system?
	
	
	


	SCHOOL ______________________________________________ DATE _____________

BATTALION REPRESENTATIVE(S)__________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	10.  Are only authorized items purchased?
	
	
	

	11.  Are there split orders?
	
	
	

	12.  Are purchase logs provided to the Brigade Program Manager?
	
	
	

	13.  Does the billing/certifying official maintain purchase receipts and support documentation for 6 years, 3 months? 
	
	
	

	14.  Does the billing/certifying official review each account’s purchases to ensure all purchases and disputes are adequately documented?
	
	
	

	15.  Do the current cardholder(s) and billing official(s) attend refresher training on IMPAC procedures, IAW the support installation SOP?
	
	
	

	16.  Are there problems with purchase logs?  Explain.  
	
	
	

	17.  Is the monthly statement approved on-line by the cardholder and billing official within five working days?
	
	
	

	18.  Do cardholders have an account set up with the DOD E-mall?
	
	
	

	19.  Are cardholders utilizing the Army BPAs in DOD E-Mall for the purchase of office supplies (Exceptions:  Using SSSC or an OCONUS Bn))
	
	
	

	20.  Are non-expendable items posted to the property book?
	
	
	

	21.  Are mandatory sources being used (i.e., NIB/NISH, UNICOR, DAPS)?
	
	
	

	REMARKS:
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