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	References:	
* SECNAVINST 7000.27A Comptroller Organizations of 7JUL06
BUMED Resource Management Desk Guide
NAVMED Policy 07-004 Standard Organization Policy of 31JAN07

	Command POC:



Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Does the Comptroller have a copy of the Comptroller Organizational Chart based on NAVMED Policy 07-004 Standard Organization Policy of 31JAN07?

	
	
	

	Do the Comptroller and financial staff report directly to the head of the activity?

	
	
	

	Does the Comptroller have a copy of standard operating procedures (SOP) and internal controls established for financial management within the organization?  Does the internal control or SOP identify who can obligate appropriated funds in the command/activity?

	
	
	

	Is the Comptroller designated in writing by the Commanding Officer (CO) as the Allotment Administrator?

	
	
	

	Does the Allotment Administrator letter follow the requirements and conditions specified in the Resource Management Desk Guide?
	
	
	

	Is the Comptroller or Deputy Comptroller a member of all committees and boards which directly affect resources such as Executive Steering Committee, Board of Directors, Position Management, Space Utilization, Pharmacy and Therapeutics Committee and Equipment Program Review, etc.?

	
	
	

	What training and certifications, including the Financial and Material Management Training Course (FMMTC), does the Comptroller have?

	
	
	

	What training is provided to the fiscal staff to include finance and accounting personnel?  How is it documented?  How does the Comptroller mentor the staff overall?

	
	
	





Financial Reporting
	References:	
* SECNAVINST 7000.27
BUMED Resource Management Desk Guide
	Command POC:



Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Does the Comptroller provide a current status of funds report to the CO on a recurring basis?

	
	
	

	Does the report detail major problem areas and variances from the financial plan?  

	
	
	

	Is SMART or other power point presentation being used to provide the status of funds briefing?

	
	
	




Budget Formulation and Execution
	References:	
* SECNAVINST 7000.27
BUMED Resource Management Desk Guide
NAVSOP-3006
	Command POC:



Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is the CO advised of the types and levels of resources required to implement new programs?

	
	
	

	Is the spending plan in line with the current Expense Operating Budget (EOB)?

	
	
	

	Is there documentation of deviations from the spending plan?

	
	
	

	Who prepares the spending plan and what sources do they use?

	
	
	

	How do they plan for the next year’s budget?

	
	
	

	Does the CO/Executive Steering Committee (ESC) see the budget exhibits?  Do they need to participate in the development of the spending plan?

	
	
	

	Is the CO advised of the types and levels of resources required to implement new programs?

	
	
	

	How does the command spending plan support its business/strategic plan (spending plans should support business plans vice the opposite)?

	
	
	




Operating Target (OPTAR) Program
	References:	
* BUMED Resource Management Desk Guide

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Are OPTARs distributed based on the approved financial plan?

	
	
	

	Are OPTAR amounts based on a specific period (i.e., monthly or quarterly)?

	
	
	

	Does the commander notify OPTAR holders in writing of their OPTAR level?

	
	
	

	Does the OPTAR notification state that the amount shown does not constitute limitations within the definition of 31 U.S. Code 1517?

	
	
	

	Does the Comptroller's staff conduct monthly reconciliation for OPTAR spending to the command's cost center manager's report from the official accounting system?

	
	
	

	Are complete files and records maintained by the Fiscal Department?

	
	
	

	Are OPTAR holders provided with status of funds and other reports in a timely manner?

	
	
	

	Do OPTAR holders maintain all OPTAR transactions in logs or in databases?

	
	
	

	Does the Comptroller provide timely, accurate reports to the activity commander?

	
	
	

	Has the Comptroller "certified in writing" to the CO that the month-end-accounting balance (from the official accounting system) is accurate and current?

	
	
	




Data Quality (DQ)
	References:	
* OASD/HA Policy Memo of 05SEP02
BUMED ltr 6010 Ser 14/1U0142 of 05NOV01 (Reporting Requirements)

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Has the command appointed a DQ Manager and Data Quality Assurance Team?

	
	
	

	Is there a DQ representative from the Ancillary services and/or branch health clinics BHCs?

	
	
	

	Is there a provider or clinical champion on the DQ team?

	
	
	

	Review the latest Commander’s Monthly DQ Statement for compliance.  Are the End-of-Day (EOD) close outs being completed?

	
	
	

	Has the command completed the DQ Management Control Review Lists?  These are maintained for audit purposes for 5 years.

	
	
	

	Has the command completed the monthly STARS-FL and MEPRS/EAS Financial Reconciliation (Side by Side Reconciliation)?

	
	
	

	Was the monthly Inpatient and Outpatient EAS/MEPRS reconciliation process completed and validated?

	
	
	



Travel
	References:	
* DOD FMR Volume 9 Travel Policy and Procedures
eBUSOPSOFFINST 4650.1 Travel Card Policy
OPNAVINST 5050.24E Scheduling Conferences
BUMEDINST 4651.3A CH-1 Request for Conference Approval
BUMED Memo 4650 Ser M8C2/07UM82108  of 23APR07
ASN (FMC) memo of 22 May 03 Implementation of Legislative 
and Policy Changes to the Department of Defense Travel Charge Card 
Program
	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Are all DoD personnel using the government-sponsored, contractor-issued travel charge card for all expenses arising from official government travel unless otherwise exempted?

	
	
	

	What is the command’s process for issuing travel cards?  Do they issue to everyone or only those who travel three or more times/yr?

	
	
	

	Do travel orders indicate that government travel cardholders shall obtain cash, as authorized through automated teller machines (ATMs), rather than obtaining cash advances from a DoD disbursing officer?

	
	
	

	Does the Agency Program Coordinator (APC) possess all pertinent records for cardholders while in the APC’s hierarchy and do they follow procedures published in the contractor’s training guides focusing the electronic system to transfer cardholders?

	
	
	

	Has the Approving Official (AO) established a record keeping system to track the receipt and submission of travel claims to ensure that the traveler has submitted a completed DD Form 1351-2 within five calendar days after return to duty following the completion of the travel?

	
	
	

	Are reviews of USSGL 1410 (Travel Advances) conducted for current and all prior years to ensure that travel advances are not outstanding?  Is there evidence of continuous clearing of the account for those years with balances?

	
	
	

	Has the command requested flag-level approval for conferences whose total costs exceed $5,000?

	
	
	

	If the command has a Government Travel Card delinquency rate of over 2% for accounts over 60 days, is the CO provided a copy of the “actions taken and completed” report?

	
	
	

	Has the command implemented mandatory split disbursement for military personnel and civilian employees using the Government Travel Card?

	
	
	




Civilian Time and Attendance
	References:	
* FMR Volume 8, Chapter 2, Civilian Pay Procedures
FMR, Volume 3
NAVSO P-3006 Financial Management of Resources
DCPS UM-04 Time and Attendance Users Manual
SLDCADA (latest version) Training Aid for Timekeepers and Certifiers

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is there a current command instruction on policies and procedures for civilian timekeepers and labor distribution?

	
	
	

	Is time and attendance reported per the Department of Defense (DoD) Financial Management (DFR) Regulation Volume 8 Chapter 2?

	
	
	

	Are all time and attendance reports and other supporting documents reviewed and approved by an authorized official?

	
	
	

	Is an annual review of timekeeping conducted?  Does the Command Evaluation Coordinator receive a copy of the review?

	
	
	

	Is overtime and compensatory time requested in advance or the next workday in case of emergency?

	
	
	

	Is overtime and compensatory time requested on a NAVCOMPT Form 2282?

	
	
	

	Is civilian labor properly distributed per NAVSO P-3006, paragraph 405.7?

	
	
	

	Are job order numbers (JONs) established for civilian labor distribution as outlined in reference (c)?

	
	
	

	Are timecard signature authorization cards on file and up to date?

	
	
	

	Are requests for exceptions to established work schedules properly documented?

	
	
	

	Are Defense Civilian Pay System (DCPS) Time and Attendance (T&A) reports run to verify all time has been accepted by DCPS once the time and attendance data has been recorded?

	
	
	

	Have work schedules, shift and predetermined JON changes been recorded in the Standard Labor Data Collection and Distribution Application (SLDCADA) for assigned employees?

	
	
	




Accounting
	References:	
* BUMED ltr, MED-14/0U0072 of Jul 00
FASTDATA FA User Manual
BUMED ltr, Ser 332/01U114000752 of 4 Sep 01
DMLSS User's Manual
FMR Volume 10, Chapter 1, 010106
BUMED Resource Management Desk Guide, Chapters 5 and 6
DoD FMR Volume 3, Chapter 8, Section 0804

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is FASTDATA/DMLSS being utilized to issue “and process into STARS-FL” commitment and obligation documents?

	
	
	

	Are unliquidated obligations and unobligated balances considered during obligation validation reviews?

	
	
	

	Is the status of reimbursables monitored to ensure the timely collection of accounts receivable?

	
	
	

	Review the Tri-Annual Review Report (ask for previous Quarter).  Is there a process in place for this review?  Are actions taken by the Accounting staff to validate commitments and obligations documented and on file?

	
	
	

	Do accounting staff members review the daily, bi-weekly, monthly, and as required audit reconciliation as part of Accounting’s internal controls?

	
	
	

	Prevalidation is the process of matching the planned disbursement with a recorded obligation before the financing or invoice payment is made.  The requirement is to determine before the payment is made that the undisbursed balance of each applicable obligation is sufficient to cover the amount of the planned disbursement, as well as all previously scheduled disbursements.  Is this process being done?

	
	
	




Third Party Collections (TPCs)/Third Party Liability (TPL)
	References:	
* BUMED Resource Management Desk Guide (chapter 9)
DoD FMR
BUMEDINST 7000.7
DODINST 6010.15
	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is the Collections Agent’s office secured per the DoD FMR?

	
	
	

	Are mailed remittances opened by sources other than the Collections Agent?

	
	
	

	Who has access to area where funds are maintained?

	
	
	

	How often is the safe combination changed?  Who has access to the safe(s)?

	
	
	

	Is the command billing for medical services provided as required by law?  Review billing process for the following:
· Foreign Military
· Civilian Emergencies
· Contractors
· Civilian Employees

	
	
	

	Are outstanding accounts pursued aggressively?

	
	
	

	Are outstanding accounts pursued aggressively?

	
	
	

	Who is responsible for identifying potential Military Affirmative Claims (MACs), formerly known as TPL, at the time of treatment?

	
	
	

	How are people identified (by Patient Admin, Emergency department staff, clinic check-in, etc.)?  Are follow-up appointments also billed?

	
	
	

	Are all MACs cases reported to the Judge Advocate's General (JAG) designee?  What documentation is provided to the JAG designee?

	
	
	

	Does the activity’s MAC program include automobile liability, no-fault insurance policies, and those policies that fall under the Medical Care Recovery Act?

	
	
	

	Is insurance information collected from the patient prior to the outpatient appointment time?

	
	
	

	Does the command's billing office receive a copy of the DD Form 2569 for those patients that indicate they do have health insurance?

	
	
	

	Has Command Evaluation constructed internal controls on all aspects of the TPCs/Outpatient Itemized Billing program?

	
	
	

	Does the STARS-FL statistical Cost Account Code (CAC) account and Tri-Service/Uniform Business Office (UBO) Metrics Website (http:/skyline.stic2.com/UBORedesign/forms/report.asp?trans=update) for third party collections match?

	
	
	

	Are audit board members appointed in writing by the CO?

	
	
	

	Are three or more qualified military or civilian members appointed to the audit board?


	
	
	
	

	Is a monthly audit of collection agent operations conducted?

	
	
	

	Is the Collection Agent Accountability Report included as part of the audit board’s report to the CO?

	
	
	

	Has the audit board completed the annual review of internal controls?

	
	
	

	Does the audit board send out separate letters to selected patients with outstanding balances requesting verification of account balances?

	
	
	

	Does the audit board provide copy of findings to the Command Evaluation Coordinator?

	
	
	




Manpower Management
	References:	
* OPNAVINST 1000.16, Manual of Navy Total Force Manpower
SECNAVINST 12510.9, Delegation of Position Description Authority and Position Management Responsibilities with Payroll Management
	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Does the command possess a current Activity Manpower Document (AMD)?  Has the activity “scrubbed” their AMD?  If so, did the activity submit the Total Force Manpower Management System (TFMMS) package to BUMED via their respective Navy Medicine Region?

	
	
	

	What are the issues and/or concern regarding billets and manning for the command?

	
	
	

	Does the command’s manning within the established Navy (Manpower) thresholds?  If not, which billets and/or specialties are in short-fall?  What action(s) the command has taken to rectify this situation?

	
	
	

	Is there an established Position Management Program Committee (PMC)?  How often does the committee meet?  Are audit trails or minutes of the committee decisions maintained?

	
	
	

	How does the command integrate the three types of human resources (military, GS Civilian, and contract)?

	
	
	




Management Internal Control Program (MICP)
	References:	
* SECNAVINST 5200.35E Department of the Navy Management  Control Program of 8 Nov 2006
BUMEDINST 5200.13 Review and Improvement of Management Control Systems
BUMED ltr Ser 82/2U820063 of 6 Dec 2002
BUMED Memo Ser 82/08UM82211
	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Does the command have a MICP?  Is there a local instruction that implements it?

	
	
	

	Is there an inventory of assessable units by functional category maintained?  If applicable, are subordinate activity assessable units included in this inventory?

	
	
	

	Are the MICPs or Alternate Management Control Reviews (AMCRs) conducted in accordance with the most recent BUMED guidance?

	
	
	

	Does the MICP documentation include BUMED’s or internally developed work sheets and supporting documentation?  Does MICP documentation include final reports or evaluations of review area, including all findings and recommendations?  If corrective actions were identified, are these actions completed?

	
	
	

	Have the mandatory assessable units been identified?

	
	
	

	Are certification statements and quarterly reports prepared and forwarded to the Navy Medicine Region for review and submission to BUMED?

	
	
	

	Is there a tracking mechanism to ensure those items that were identified as “weakness” and other actions were completed by the subject matter expert or functional manager?

	
	
	




Command Evaluation Program
	References:	
* BUMED Letter 5040/ Ser-09CE/2U239034 of 18 Feb 1992 Department of the Navy Command Evaluation Manual

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is an annual evaluation and review plan established and approved by the command?

	
	
	

	Is there a system implemented and maintained to track the status of actions or recommendations rendered by Command Evaluations?

	
	
	




Commercial Activities (CA)
	References:	
* BUMEDINST 4860.5 CA
OPNAVINST 4860.7 CA Program

	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Is there a designated coordinator for the CA program?

	
	
	

	Has the coordinator received approved training in CA?

	
	
	

	Does the coordinator have a system, with backup files, to document all taskings, results, and submissions?

	
	
	




Memorandum of Understandings (MOUs), Sharing and Support Agreements (ISSAs)
	References:	
* BUMED Instruction 7050.1A of 11 Sep 2006
Instruction 4000.19 of 9 Aug 95
	Command POC:




Program Section Identifier (if needed)

	Standard
	Yes
	No
	Comments/Notes

	Are all proposed MOUs, sharing, and support agreements applicable to BUMEDINST 7050.1A and BUMEDINST 5760.5 forwarded to higher authority via their respective Navy Medicine Region for approval prior to signature?

	
	
	

	Are DOD/VA sharing agreements been signed by BUMED?

	
	
	

	What is the command's process for submitting, requesting and renewing MOU’s and ISSA’s?

	
	
	

	Does the command have a copy of BUMED’s approval for non-training MOUs, ISSAs and/or VA sharing agreements?

	
	
	

	What is the command's CHAMPUS Maximum Allowable Charge (CMAC) reimbursement rate?  Note:  DOD has established the reimbursement rate to be the less 10% (90% of the CMAC rate) regardless of the direction of the reimbursables).
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