REGION HEADQUARTERS

ORGANIZATIONAL INSPECTION PROGRAM

RESOURCE MANAGEMENT DIRECTORATE CHECKLIST
For use of this form, see Cadet Command Regulation 145-8-1; the proponent agency is ATCC-RM

	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	BUDGET
	
	
	

	General Administration
	
	
	

	1.
  Are the following reference documents maintained and reviewed? (Note:  electronic access to publications is authorized.)
	 

	
	

	a.
DFAS 37-1, Finance and Accounting Policy Implementation?
	
	
	

	b.
AR 37-47, Representation of Funds of the Secretary of the Army?
	
	
	

	c. AR 37-49, Budgeting, Funding, and Reimbursement for Base Operation's Support of 

Army Activities?
	
	
	

	d. AR 215-1, Non Appropriated Fund Instrumentalities and Morale, Welfare, and 


Recreation Activities?
	
	
	

	e.
Copies of all Cadet Command Regulations relating to Budget issues?

(i.e. CCR 145-1, 145-3, 145-4, 145-12)
	
	
	

	f.
Cadet Command/TRADOC current resource guidance.
	
	
	

	      g.   Are appointment letters on file for the Certifying Officer and Fund Custodian to authorize the use of The Secretary of the Army’s Representational Funds per AR 37-47.
	
	
	

	2.  Annual Funding Program/Fund Control.  (DFAS 37-1)  
	
	
	

	a. Are estimates for annual funding requirements based on realistic/current data?  


(DFAS 
37-1, para 6-4)
	
	
	

	b. As changes occur, are adjustments made to identify excesses or shortages can be 

identified? (Review Manage to Civilian Budget (MCB) spreadsheets, scholarship estimating techniques, audit trails, Commander’s Budget Rpt.)  (DFAS 37-1, para 6-1)
	
	
	

	c. Are hard core/"must pay" requirements prioritized above soft-core requirements and 

alternative methods/trade-offs considered for accomplishing the mission before 
submitting unfinnanced requirements?  (Review requirements lists)  (DFAS 37-1, para 6-4; Cmd’s Guidance)
	
	
	

	d. Are financial guidelines followed during operation under a Continuing Resolution 


Authority  (CRA)?  (DFAS 37-1, para 6-9)
	
	
	

	e. Are obligation target documents received from Cadet Command RM maintained and 

posted to DCAS?  (DFAS 37-1, para 6-3)
	
	
	

	f.
Are commitments posted in a timely manner?  (DFAS 37-1, para 8-4)
	
	
	

	     g.    Are commitments and obligations reconciled to automated accounting systems at 

least monthly?  (DFAS 37-1, para 8-3)
	
	
	

	3.  Non-Stock Fund Orders and Payables/Undelivered Orders.  (DFAS 37-1)
	
	
	

	a.
Are joint reviews conducted as required by OPLOC?   (DFAS 37-1, para 28-14)
	
	
	

	b. Are aged unliquidated obligations researched on a monthly basis?  (DFAS 37-1, para 

28-14)
	
	
	

	c.
Is OPLOC notified promptly of necessary adjustments? (DFAS 37-1, para 28-14)
	
	
	

	4.  Prior Year Adjustments.  (DFAS 37-1)  
	
	
	

	a. Are adjustments to prior year obligations during the current year researched to 


determine accuracy and cause?  (DFAS 37-1, para 9-5)
	
	
	

	
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	b. Are corrective methods implemented to prevent large obligation adjustments after

the closing of a fiscal year when adjustments are caused by improper estimates, incorrect 

documents, failure to follow-up in a timely manner before the close of the fiscal year? (DFAS 37-1, para 9-5)
	
	
	

	LOGISTICS
	
	
	

	1.
Does RM logistics section maintain reference documents required by CCR 700-1, Appendix A?
	
	
	

	2.
Are logistics files established and maintained IAW Army Records Information Management System? (AR 25-400-2)
	
	
	

	3. 
Property Accounting/Property Management (CCR 700-1)
	
	
	

	a.
Does Region maintain a current copy of HRs from Support Installation?  (AR 710-2)
	
	
	

	b.
Is property accountability maintained?
	
	
	

	4.
Review storage areas.  (CCR 700-1)  
	
	
	

	a. Are appearance, layout, and storage procedures IAW Logistics Checklist?  (CCR 

700-1)
	
	
	

	b. Are fire, safety, and physical security standards maintained?  (AR 190-11, AR 385-

10, DA Pam 385-1 and Cadet Cmd Reg 700-1)
	
	
	

	5.
  Command Supply Discipline Program.  (AR 710-2, APP B; AR 735-5, para 1-4; and CCR 700-1, para 1-4)  Is there a current record of the inspection or assistance visit of the Region HQ by the supporting installation on file?  (CCR 700-1, para 2-8)
	
	
	

	Comments:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	6.
 Review Reports of Survey.  (AR 735-5 and CCR 700-1)  
	
	
	

	a.
Is the dollar value for lost, damaged, or destroyed property increasing?
	
	
	

	b.
Are Reports of Survey processed within the time allowed?  
	
	
	

	Comments:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	     c.  Review selected Reports of Survey for findings, recommendations and liability/relief 

actions.  
	
	
	

	Comments:
	
	
	

	
	
	
	

	
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	7.    Is there a current support agreement or MOU in effect depicting adequate 


support requirements for region headquarters and camp?  (CCR 700-1).
	
	
	

	8
 Review logistics management for camps.  (AR 710-2, para 2-29 and 2-30)  
	
	
	

	a.
Is stockage position adequate?  (AR 710-2, para 2-29)
	
	
	

	b. 
Are accurate records kept?  (DA 710-2-1, Chap 4)
	
	
	

	c.
Does region operate an annex to the installation?  Training Aids Support Center 
should not be a separate activity.  (Cdt Cmd Reg 700-1, para 5-9d)
	
	
	

	MANAGEMENT
	
	
	

	1.
Are the following reference documents maintained: 
	
	
	

	a. AR 145-1, Senior Reserve Officers' Training Corps (SROTC) Program:  


Organization, Administration, and Training?
	
	
	

	b. AR 145-2, Reserve Officers' Training Corps (ROTC) Junior Program and National 

Defense Cadet Corps (NDCC) Organization, Administration, and Support?
	
	
	

	c.
CC 10-5, Organization and Functions?
	
	
	

	2.
 Is there a copy of Cadet Command Reg 11-2, Internal Management Control, on file?
	
	
	

	        a.  Management control evaluations are conducted according to the 5-year plan?
	
	
	

	        b.  Required documentation on each evaluation is retained on file for audit purposes?
	
	
	

	        c.  Certification of evaluations are signed by the Assessable Unit Manager (AUM)?
	
	
	

	        d.  Materiel weaknesses if any, are reported through the chain of command?
	
	
	

	        e.  Is there a tracking system in place for correcting weaknesses?
	
	
	

	        f.   Copies of evaluations from brigade are maintained on file?
	
	
	

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

	        h.  Management control responsibilities are documented in OER Support Form (0-6 and above) or Senior System Civilian Evaluation Report Support Form (GS-GM -15)? 
	
	
	

	        i.  Assessable Unit Managers (AUM) complete yearly training requirement?
	
	
	

	        j.  Are any checklist questions answered with “NO” explained and justified?
	
	
	

	        k. Guidance on the preparation of subject evaluations for the Management Control Program is disseminated to Brigades/SROTC/JROTC?
	
	
	

	3. 
Army Government Travel Card:
	
	
	

	a. Are procedures in place and used to ensure that cardholders in/outprocess with 


the gaining/losing program coordinator?  (for all APCs)
	
	
	

	b. Does the APC use the tools available (i.e., restricted cards, lower limits) to manage 

delinquencies and cardholder abuse?  (for all APCs)
	
	
	

	INTERNATIONAL MERCHANT AUTHORIZATION PURCHASE CARD
	
	
	

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


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

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

	3.
Do you have the current support installation IMPAC guidance?
	
	
	

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

	5.
Is there a copy of the appointment memorandum on file from the Director of 


Contracting for the cardholder(s)?
	
	
	

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

	7.
Is the billing/certifying official’s grade equal to or greater than the card holder(s)?
	
	
	

	8.
Was written approval received from process owners prior to purchase of

supplies/services normally available through installation sources (DOIM, DPW, etc.)?
	
	
	

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

	10.
Are only authorized items purchased?
	
	
	

	11.
Are there split orders?
	
	
	

	12.
Does the billing/certifying official maintain purchase receipts and support documentation for 6 years, 3 months?
	
	
	

	13.
In the CARE system, is the monthly statement approved on-line by 

cardholder and billing official within five working days?
	
	
	

	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 your support installation’s SOP?
	
	
	

	16.
Is region reviewing Brigade purchases semiannually?
	
	
	

	17.
Does region ensure that Brigades are reviewing all Senior and Junior ROTC unit purchase logs semiannually?  
	
	
	

	18.
Does region provide Cadet Command a copy of their purchase logs semiannually?  
	
	
	

	19.
Are there problems with IMPAC purchases or procedures?  Explain.
	
	
	

	20.  Do cardholders have an account set up with DoD Emall?
	
	
	

	21.  Are cardholders utilizing the Army BPAs in DoD Emall for the purchase of office supplies? (Exception:  Using SSSC)                  
	
	
	

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

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


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	ITEM
	YES
	NO
	N/A

	GSA VEHICLE FLEET MANAGEMENT
	
	
	

	1.
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 Field (FMC) Field Service
Representative (FSR), Accident Mgmt Center (AMC) POC phone numbers, etc. been established?  (CCR 700-1, para 1-4b (2) (e))
	
	
	

	b.  Do the vehicles on the region TDA match the type and number of vehicles 

assigned to the region hq’s?  (CCR 700-1, para 6-2)  
	
	
	

	c.  Does the Region Fleet Manager (RFM) obtain Cdt Cmd approval/funding for 

vehicle authorization changes, e.g., additional vehicles, change of vehicle type, vehicle accessory equip/modifications, etc.?  (CCR 700-1, para 6-4)  Are copies of approved vehicle authorization changes on file?
	
	
	

	     d.  Are Region Hqs 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.  Is the Region HQ’s vehicle fleet staying within their overall monthly/annual mileage allocation (1,300 miles per-month/15,600 miles per-year per-veh/see Reports Carryout database program)? (CCR 700-1, para 6-9)
	
	
	

	    f.  Are assigned vehicles meeting the standard monthly mileage criteria (see Reports Carryout database program)?  (CCR 700-1, para 6-8).  Are low utilization vehicles terminated or transferred to units to fill vehicle authorization shortages?  
	
	
	

	    g.  Is the CDT CMD Region GSA Reports Carryout vehicle fleet inventory database 

program 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 1-4d (6), 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 6-22) 
	
	
	

	    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 interior/exterior of vehicles 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)
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	2.
Permissible Operating Distance (POD):
	
	
	

	    A one-way distance of 100 miles from the place of duty is the POD for 


administrative use motor vehicles (AR 58-1, para 2-2e).  Does the Region Fleet Manager (RFM) approve requests for exceptions to exceed the POD?  (CCR 700-1, para 6-9b)
	
	
	

	3.
Authorized GSA vehicle operator permits:
	
	
	

	a. Do all drivers have a valid state license in their possession for the class of 

GSA Vehicle they operate?  (CCR 700-1, para 6-14)
	
	
	

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

	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) (CCR 700-1, para 6-18)
	
	
	

	       b.  Are procedures in place to have needed maintenance/body damage repair 

performed before a vehicle is terminated to avoid a handling fee?  (CCR 700-1, para 6-29)
	
	
	

	5.  Accounting for vehicle accident damage/incident charges:
	
	
	

	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 2-16(e))  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)
	
	
	

	        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)
	
	
	

	        d  .Does the RFM investigate the Region vehicle fleet accident/incidents/non routine bill-backs and provide CDT CMD the close out action?  Does the RFM ensure GSA vehicle bill-backs from the field are investigated and an audit trail close-out is provided to CDT CMD on or before the date of the suspense for each case number?  (CCR 700-1, para 6-24)
	
	
	

	6.  Domicile to Duty (DTD) Authority:
	
	
	

	      a.  Is the Secretary of Army DTD determination approval authority on file and has a copy been provided to the supporting GSA FMC for the Region Hqs Nurse Recruiter authorized DTD?  (CCR 700-1, para 6-13)
	
	
	

	      b.  Are DTD determinations renewed every two years, interim changes approved by HQCC, and a biennial audit accomplished?  (CCR 700-1, para 6-13).
	
	
	

	     c.  Are vehicle dispatch records maintained whenever a vehicle is used for DTD 

field work?  Are the dispatch records filed for three years and accessible for audit?  Does the Region Commander approve individual DTD requests/trips?  (CCR 700-1, para 6-13)
	
	
	


	REGION ______________________________________________ DATE _____________

REGION REPRESENTATIVE(S) ______________________________________________

INSPECTOR(S) ____________________________________________________________


RESOURCE MANAGEMENT

	7.  Vehicle credits:
	
	
	

	    a.  Does the RFM 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 RFM 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 RFM 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)
	
	
	

	REMARKS:
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