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School Fund Control Checklist

1.  Function.  The function covered by this checklist is administration of nonappropriated funds (unit funds and official hosting and representation funds), school provided support funds, and fund raiser accounts.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If you receive no funds from the Army and your school controls your expenditures through their own system of accountability, you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Has a battalion/unit fund manager (and alternate, if needed) been appointed in writing?

    b.  Is there someone other than the battalion/unit fund manager (or alternate) designated in writing as the certifying officer?

    c.  Is there a current SOP which covers at a minimum:

        (1)  How nonappropriated funds, school provided support funds, and nonappropriated funds are obtained?

        (2)  Documenting procedures (receipts and disbursements)?

        (3)  Appointment of battalion/unit fund manager, alternate fund manager (if needed), and certifying officer?

        (4)  Responsibilities of each individual (separation of duties)?

        (5)  Review of expenditure (voucher used for purchases) or reconciliation (cash or blank check used for purchases) procedures?

        (6)  SROTC PMS and JROTC DAI/SAI/AI involvement?

        (7)  Control of school-issued credit card, to include its possession when not in use?

    d.  Is there a policy and precedent file which includes directives from the school?

    e.  Are Cadet Command, Region, Brigade, and school guidelines followed for all expenditures?

    f.  Are all expenditures approved by the SROTC PMS or JROTC DAI/SAI?

    g.  Are blank checks or "petty cash" kept in a secure area with limited access?

    h.  Are receipts, with supporting documentation attached, kept on file for at least three years (two previous and current year)?

    i.  Is the person who authorizes payments different from the person who prepares, signs, or mails checks?

    j.  Does the person signing checks perform any of the other check processing functions?

    k.  Is the battalion/unit account reviewed by the SROTC PMS or JROTC DAI/SAI once a month?

    l.  Has the region or brigade inspected funding procedures within the last 18 months?

    m.  If weaknesses were discovered, were corrective actions reported to the region headquarters?
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