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Instructions for Completing Checklists

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.
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