SUPPLY ACTIVITIES®™ CHECKLIST
FOR MANAGEMENT CONTROL EVALUATION

Function. This checklist serves to provide guidelines for
assessi ng key managenment controls of supply activities within
USACE

Purpose. The purpose of this checklist is to assist USACE
managenent with evaluating and hel ping districts/activities/
projects to conply with and adhere to key nmanagenent controls.
The checklist is not intended to cover all controls, but nerely
serve as a guide that points toward proper supply managenent

pr ocedur es.

Instructions. The specific action officer responsible for using
this checklist will be designated by the chief, FOA | ogistics
of fice. The designation and nmandatory schedule for using the
checklist will be reviewed and approved by the FOA conmander
Answers nmust be based on the actual testing of key managenent
controls (i.e., docunment analysis, direct observation, sanpling,
simulation, and [or] others). Answers that indicate
deficiencies nust be explained and the corrective action
indicated in the supporting docunentation. These nmanagenent
controls nust be evaluated at |east once every five years and
then certified on DA Form 11-2-R (Managenent Control Eval uation
Certification Statenment [see AR 11-2]). Note: All negative
answers to test questions indicate a weakness.



FUNCTION: Administrative

ORGANI ZATI ON:
ACTI ON OFFI CER
REVI EVER

DATE COVPLETED

Control Objective: Specify local conditions/requirenents in
writing.

Control Technique: Determne if standard operating procedures
and appointnent letters have been witten establishing
responsibilities.

Test Questions:

1. Have |ocal procedures been devel oped for control of property
Wi thin your division, district, or FQOA?

Response: YES NO NA
Renmar ks:

2. Do local procedures define responsibilities of individuals
who may incur responsibility for property even if he or she has
not signed a hand receipt?

Response: YES NO NA
Renmar ks:

3. Has the current division, district, lab, or FOA commander
desi gnat ed, by nenorandum persons to serve as accountabl e
of ficers/property book officers?

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed managenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)



FUNCTION: Authorization of Property

ORGANI ZATI ON:
ACTI ON OFFI CER
REVI EVER

DATE COVPLETED:

Control CObjective: Only those itens authorized and approved
will be placed on order.

Control Technique: Review docunentation for authorization and
approval authority.

Test Questions:
1. Have |ocal procedures been established to require al

requests for |ease/rental equipnent to be processed through the
PBO?

Response: YES NO NA
Remar ks:
2. |Is docunentation on file to support requests that exceed the

maxi mum | evel of itens ordered from Federal or commerci al
sources?

Response: YES NO NA
Renmar ks:

3. Does the commander or his/her del egated representative
revi ew and approve/ di sapprove all equi pnent requests?

Response: YES NO NA
Renmar ks:

4. Are procedures inplenmented to assure proper approval is
obt ai ned for equi pnment prior to acquisition?

Response: YES NO NA
Renmar ks:

5. Are requisitions being submtted with the proper Urgency of
Need Desi gnator (UND)?

Response: YES NO NA
Renmar ks:

6. Do requisitions/requests for property cite an authorization
docunent (TDA, CTA, CPAD, etc.)?
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Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed managenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)



FUNCTION: Receipt of Property

ORGANI ZATI ON:

ACTI ON OFFI CER

REVI EVER

DATE COVPLETED:

Step 1: Property Accountability

Control Objective: Record all nonexpendabl e property on
property book and have hand recei pt hol der (HRH) accountability.

Control Technique: Receiving personnel will record all data on
ENG Form 4844-R, Property Data Entry Form and produce an ENG
Form 4866, Interim Hand Receipt, for delivery.

Test Questions:

1. Do receiving personnel ensure all nonexpendabl e property
rel eased fromreceiving area is entered in the data base, and
ENG Form 4866, Interi m Hand Recei pt, is produced?

Response: YES NO NA
Renmar ks:

2. \When material is received directly froma contractor or
vendor w thout docunentation, does the receiving agent prepare a
DD Form 250, WMaterial Inspection and Receiving Report, and
record the receiving report in CEFMS?

Response: YES NO NA
Renmar ks:

Step 2: Receiving
Control Objective: Ensure all property received is inspected.

Control Technique: Check |ogistics managenent office files to
determne if receiving inspectors have been desi gnat ed.

Test Question:

Has the Chief, Logistics Managenent O fice, approved in witing
all receiving agents, as listed in CEFM5, for receiving and

i nspecting all supplies, equipnment, and other property?

Response: YES NO NA
Renmar ks:

Step 3: Technical Inspectors



Control Cbjective: Use qualified technical inspectors to
i nspect all property received.

Control Technique: Check to determne if the logistics office
has appointed individuals to performtechnical acceptance tests.

Test Question:

Has the Chief, Logistics Managenent O fice, appointed
individuals to performtechni cal acceptance tests on conpl ex
equi pnent ?

Response: YES NO NA
Renmar ks:

Step 4: Docunentation

Control Objective: Ensure all receiving docunentation is
processed through the PBO

Control Technique: Review docunentation and determne if it was
processed by the PBO correctly.

Test Questions:

1. Wien an itemis issued to the ultimate user, has a hand
recei pt (ENG Form 4866) been signed and sent to the PBO?

Response: YES NO NA

Remar ks:

2. Are all itens received electronically in CEFMS?
Response: YES NO NA

Remar ks:

3. Does the HRH prepare a DD Form 250, Material |nspection and
Recei ving Report, for nonexpendabl e and pilferable property
pur chased through the bl anket purchase agreenment (BPA)?

Response: YES NO NA
Remar ks:
4. |s a DD Form 250, Material I|Inspection and Receiving Report,

bei ng used as a source docunent to add itens to the property
book when establishing accountability for nonexpendabl e property
found on-site or on the installation?

Response: YES NO NA
Renmar ks:

5. Wien property is received at renote | ocations, does the HRH
6



ensure that itens are tagged, and blocks |, 4, 6, 9, 10, 11, and
12 are conpleted on the ENG Form 4844-R, Property Data Entry
For nf?

Response: YES NO NA
Renmar ks:

6. Are all receiving reports being activated by the PBO within
five work days?

Response: YES NO NA
Remar ks:
7. Do on-the-road purchases of fuel, oil, parts, and service

for boats and nobil e equi pnent clearly show the gover nnent
vehicle |icense nunber or boat registration nunber; type and
quantity of product or service received; unit price; total cost;
and vehicle m | eage before the ticket is signed to verify that
entries are correct?

Response: YES NO NA
Remar ks:
Step 5: Issues

Control Cbjective: Bar code property and have custoner sign for
i ssued property.

Control Technique: Check recent receipts to determne if issues
wer e prepared and conpare bar-codes to docunentation

Test Question:
Are all nonexpendable itens being bar-coded upon receipt?

Response: YES NO NA
Renmar ks:

Step 6: Discrepancies in Receipts

Control Objective: Ensure discrepancies in receipts are
reported to the inventory account or to the supply support
activity (SSA).

Control Techni que: Review docunentation to determne if
di screpanci es have been report ed.

Test Questions:

1. Are receiving discrepancies docunented and reported to the
vendor within 3 days of receipt?

Response: YES NO NA




Renmar ks:

2. \When di screpancies in shipnent of unclassified COVSEC

equi pnent are di scovered, has an investigation and subm ssi on of
insecurity report taken place | AWTB 380-41-5 and TB 380-40-22,
respectivel y?

Response: YES NO NA
Renmar ks:

3. For lost or damaged freight, has the transportation officer
sent a SF 382, U. S. Governnent Freight Loss/Danmage Claim to
CEPR- ZA requesting resol ution?

Response: YES NO NA
Renmar ks:

4. Are partial deliveries and itens received w thout
docunent ati on being corrected with the shipping agency within
five (5 working days after receipt?

Response: YES NO NA
Renmar ks:

Step 7: Sensitive Item Receiving

Control (bjective: Prevent theft or unauthorized use of
sensitive itens.

Control Technique: Inspect receiving area for unsecured
sensitive itens.

Test Question:

Are sensitive and pilferable itens stored in a properly secured
area | AW AR 190-517

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed nmanagenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)



FUNCTION: Storage

ORGANI ZATI ON:

ACTI ON OFFI CER

REVI EVEER

DATE COVPLETED:

Step 1: Protection In Storage

Control Objective: Ensure proper storage practices are
conduct ed by warehouse personnel.

Control Technique: Conduct wal k-through to determne if proper
war ehouse practices are enforced in storage area.

Test Questions:

1. Are itens left outside for storage protected fromrain and
ot her weat her el enents? (DOD 4145.19-R-1)

Response: YES NO NA

Remar ks:

2. If storing lunber in an open storage area, is it free from
wat er accurul ation and tilted for runoff to preclude danpness?
Response: YES NO NA

Remar ks:

3. Are small cell batteries stored in a cool, well-ventil at ed,
controll ed area?

Response: YES NO NA

Renmar ks:

4, Is electronic nmaterial stored in racks or bins with
sufficient shelving to prevent crushing or danage?
Response: YES NO NA

Renmar ks:

5. Are tires, tubes and other rubber products stored in areas
away from heat and |ight?

Response: YES NO NA
Renmar ks:

Step 2: Admnistrative Functions

Control Objective: Ensure periodic reviews are conducted for
9



space utilization, disposal procedures, and control of warehouse
st ock.

Control Techni ques:
1. Review stock space utilization to prevent wasted space.

2. Review active locations and observe turn-over of property to
ensure only active itens remain in |ocations.

Test Questions:

1. Has excess material been renpved fromstock in order to nmake
roomfor incomng itens? (DOD 4145.19-R-1)

Response: YES NO NA
Renmar ks:

2. Does the layout of the warehouse prevent unauthorized
personnel fromentering storage areas?

Response: YES NO NA

Remar ks:

3. Is property that has been identified for return to stock or
di sposal segregated from operating stock?

Response: YES NO NA

Remar ks:

4. Are itens stored in the warehouse stocked for easy access
and free from obstruction?

Response: YES NO NA
Renmar ks:

5. Do material condition tags show if equipnent is serviceable
or unservi ceable, and are they updated when condition codes
change?

Response: YES NO NA
Renmar ks:

6. Has an aggressive security education programfor al
enpl oyees been devel oped?

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed nmanagenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization

10



(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)
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FUNCTION: Managing the Property Book (Nonexpendable Property)

ORGANI ZATI ON:

ACTI ON OFFI CER

REVI EVEER

DATE COVPLETED:

EVENT CYCLE 1. WMaintain Property Book Records

Control CObjective: Mintain formal records for property book
accounti ng.

Control Technique: Determne if property book records are
mai nt ai ned, and if gui dance has been published for records
mai nt enance.

Test Question:

Does the PBO use APPMS to show on a continuing basis, the
condition and location of all property, value of property, and
on- hand bal ances?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 2. Hand Recei pt Account Requirenents
Step 1: Sub-Hand Recei pt Accounts

Control Cbjective: Control sensitive and pilferable itens at
t he user |evel.

Control Technique: Determne if sensitive and pilferable itens
are controlled at the user level by the use of sub-hand
receipts.

Test Questions:

1. Has the division, district, lab, or FOA established
procedures for sub-hand receipting property, and consi dered
speci al conditions such as the geographical |ocation of
property, the value of itens, and physical security factors?

Response: YES NO NA
Renmar ks:

2. Are pilferable itens being sub-hand receipted to the user
| evel ?

Response: YES NO NA
12




Remar ks:
Step 2: Control of Property by the HRH
Control Objective: Ensure HRHs control property.

Control Technique: Inventory HRH accounts to determne if
property is being controll ed.

Test Questi ons:

1. Is all privately owned property in the HRH area of control
mar ked with ENG Form 4878, Privately-Owmed Property? This is
done to ensure that personal property is not m staken for Corps-
owned property.

Response: YES NO NA
Renmar ks:

2. Are itens that are renoved from Corps prem ses being
controll ed through the use of property pass procedures?

Response: YES NO NA
Renmar ks:

3. When HRHs change, is an inventory conpleted with the new
HRH?

Response: YES NO NA

Remar ks:

4. \Wen PBGs change, is a 100%inventory of all itenms not on
hand recei pt conpl eted and docunent ed?

Response: YES NO NA

Remar ks:

EVENT CYCLE 3: | ssue of Durable Hand Tool s.

Control Cbjective: Responsibility for durable hand tools is
est abl i shed.

Control Technique: Review docunentation for conpliance with
pr ocedur es.

Test Questions:

1. Have procedures been published for control of tools in |ocal
st andard operating procedures?

Response: YES NO NA
Renmar ks:
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2. Are tools kept in boxes, cabinets or work benches being
controlled by the use of annexes to property records?

Response: YES NO NA
Renmar ks:

3. Are tools issued for nore than one day, but |ess than 30
days, being issued on a tenporary hand receipt?

Response: YES NO NA
Renmar ks:

4. Does the durable register contain, as a mninmm the
foll owi ng information?

a. Reference nunber to track an itemto a voucher.
b. Date item acquired.
c. Value of item
d. Description/ noun
e. Signature, date of issue, and hand recei pt account
nunber .
Response: YES NO NA
Remar ks:
5. If the tool chit concept is being used, are uniquely col ored

or nunbered tags (chits) in place to show who has renoved a
specific tool?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 4. Post-Inventory Actions

Control Objective: Process additional transactions to conplete
i nventories.

Control Technique: Reviewinventories to ensure all required
actions are conpl et ed.

Test Questions:

1. After conpletion of an inventory, are conpleted
reconciliation results being provided by the HRH to the PBO for
himto | ocate and re-scan mssing itens?

Response: YES NO NA
Renmar ks:

2. Wen shortages are found during an inventory, and there are
no signed transfer or turn-in docunents, has a DD FORM 4697,
Report of Survey, been processed | AWAR 735-5?
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Response: YES NO NA
Renmar ks:

EVENT CYCLE 5. Reports of Survey

Control Objective: Account for |ost, damaged or destroyed
property.

Control Technique: Review docunentation for adjustnents.
Test Questions:

1. Does the PBO review accident/incident reports, commbn source
data, for m shaps involving damage to government property to
ensure Reports of Survey are being submtted for |ost, damaged,
or destroyed property, and are they recorded i n APPMS?

Response: YES NO NA
Renmar ks:

2. Are reinbursenents nade for property that was | ost, damaged
or destroyed due to negligence?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 6. Resear ch

Control Cbjective: National stock nunbers and established
source of supply is used when avail abl e.

Control Technique: Conpare |ocal assigned stock nunbers to
cross reference data to determne if assigned stock nunbers
exi st.

Test Questions:

1. Are national stock nunbers being assigned to each itemto be
recorded on the property book?

Response: YES NO NA
Renmar ks:

2. Are generic nonenclatures assigned to itens by using FEDLOG
the AVMDF, SB 700-20 and ot her Federal itemidentifying guides?

Response: YES NO NA
Renmar ks:

3. Are commercial itens being catal oged upon receipt?

Response: YES NO NA
Renmar ks:
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EVENT CYCLE 7: Managenent of Loans/Leases of Arny Materiel.

Control Objective: Al loan/lease requests include proper
justification and HQUSACE approval is obtained.

Control Technique: Determne if requests include proper
justification.

Test Questions:

1. Do FQOA obtain HQUSACE approval for |oan/lease of equipnment
exceedi ng 180 days?

Response: YES NO NA
Renmar ks:

2. Are FOA aware of the additional procedures for |oan/lease of
USACE property contained in AR 700-131?

Response: YES NO NA
Renmar ks:

3. Are FOA aware that the information managenent office (1M
hol ds sole authority to approve the | ease of Federal information
processing (FIP) resources?

Response: YES NO NA
Renmar ks:

4. Are requests for |oan/lease of property for disaster relief
processed through the CG U S. Arny Forces Command ( FORSCOM ?
(AR 500-60)

Response: YES NO NA
Renmar ks:

EVENT CYCLE 8. Petrol eum Managenent

Control Objective: |Issue, control and account for fuel

Control Technique: Review supporting docunentation for errors.
Test Questions:

1. Are all U S. Governnent national credit cards used to
gg&ghase petrol eum products accounted for and controlled by the

Response: YES NO NA
Renmar ks:

2. Are vehicle credit cards for petrol eum products renoved from
16



the property book and destroyed when no | onger needed, worn,
mutil ated, or expired?

Response: YES NO NA
Renmar ks:

3. Has the conmmander designated a responsible individual in
witing to store, issue, and maintain control of all fuels, and
to provide an audit trail for the amount of fuel used?

Response: YES NO NA
Renmar ks:

4. Have fuel |osses due to spillage and/or contam nation been
docunent ed to adjust account records?

Response: YES NO NA
Renmar ks:

5. Are nonthly physical inventories of all bulk petrol eum
products performed for each type and grade of product?

Response: YES NO NA
Renmar ks:

6. Wien fuel |osses exceed $500, are reports of survey being
initiated in a tinmely manner?

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed nmanagenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)
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FUNCTION: Equipment Usage Management Program (EUMP)

ORGANI ZATI ON:
ACTI ON OFFI CER
REVI EVER

DATE COVPLETED

CONTROL OBJECTI VE: Determne if the EUWP busi ness process
gui del i nes are being foll owed.

CONTROL TECHNI QUE: Revi ew and anal yze the equi pnent utilization
docunentation to determne if equipnent utilization is being
measur ed.

1. Are usage reports nmaintained on personal property requiring
utilization reporting?

Response: YES NO NA
Renmar ks:

2. |Is docunentation on file for personal property exenpt from
meeti ng m ni mum usage tracki ng standards?

Response: YES NO NA
Remar ks:

3. I's DA Form 2401 (Control Record for Equi pnment), ENG
Form 3662, or an automated formfilled out and
mai ntai ned by the activity I AWcurrent gui dance?

Response: YES NO NA
Remar ks:

4. |Is the equi pnent record fol der conpl eted and
properly maintai ned when equi pnent i s used?

Response: YES NO NA
Remar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed nmanagenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)
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FUNCTION: Managing Expendable (Inventory) Property

ORGANI ZATI ON:

ACTI ON OFFI CER

REVI EVEER:

DATE COVPLETED:

EVENT CYCLE 1. Logistics Managenent O ficer Responsibilities.
Step 1: Self Service Supply Center (SSSC)

Control Cbjective: Mnitor transactions of the SSSC to ensure
fraud, waste and abuse is prevent ed.

Control Technique: Review receipts and issues to ensure issued
gquantities are not unreasonable.

Test Question:

Does the Chief, Logistics Managenent O fice, review PR& s on a
continuing basis to assure issue and recei pt quantities appear
to be reasonabl e?

Response: YES NO NA
Renmar ks:

Step 2: Bench/Cupboard Stocks

Control Objective: Control supplies in bench/cupboard stocks.
Control Technique: Check bench/cupboard stocks for uncontrolled
use and review issued quantities to ensure types and anmount of
st ocked supplies are reasonabl e.

Test Question:

| s an annual review of bench/cupboard stocks perfornmed by the
LMO?

Response: YES NO NA
Renmar ks:

Step 3: Expendabl e Requisitions

Control Cbjective: Provide information for managers to review
expendabl e acquisitions to detect waste and abuse.

Control Technique: Check to determne if nmanagers have been
provi ded summary sheets and if a review was acconpl i shed.
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Test Question:

Does LMO provi de managers, periodically, sumrary sheets of
expendabl e acquisitions to assure quantities and cost are kept
reasonabl e, and to detect waste and theft of supplies?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 2. Stock Control

Step 1: Review Requirenents

Control Objective: Review stock |evel requirenents.

Control Techni que: Revi ew requi sitions for valid stock |evels.
Test Questions:

1. Are itens which show no issue for a period of 18 nonths
reviewed as to need and possi ble renoval from stock?

Response: YES NO NA
Remar ks:
2. Have |l ocal procedures been established to ensure all itens

requi sitioned for direct delivery are nade known to the
accountabl e officer prior to being issued to the custoner?

Response: YES NO NA
Renmar ks:

Step 2: Research

Control (bjective: Research requests for correct source of
supply and valid stock nunbers.

Control Technique: Review requests for proper research
t echni ques.

Test Questions:
1. Are NSNs/MCNs assigned upon recei pt of conmercial equi pnent?

Response: YES NO NA
Renmar ks:

2. Are national stock nunbers/managenent control nunbers being
assigned to each itemwhen the criteria in AR 708-1 is reached?

Response: YES NO NA
Renmar ks:
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3. Are generic nonmenclatures assigned to itens by using FEDLOG
t he AMDF and ot her Federal itemidentifying guides?

Response: YES NO NA
Renmar ks:

4. Are proper physical security and pilferable item codes being
used?

Response: YES NO NA
Renmar ks:

5. Are commercial itens being catal oged upon receipt?

Response: YES NO NA
Renmar ks:

Step 3: Annual Reconciliation

Control Objective: Balance finance and accounting records with
supply records.

Control Technique: Conpare ending dollar figures and reconcile
accordingly.

Test Question:

Has the annual reconciliation with the finance and accounting
of fi ce been conpl eted and docunent ed?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 3. Report of Survey/Adjustnent Docunents.

Control Objective: Docunment and obtain approval for property
| ost, damaged or destroyed.

Control Technique: Review adjustnents for proper docunentation.
Test Questions:

1. |Is DA Form 4697, Report of Survey, used as required and
processed | AWAR 735-5 when | osses are di scovered?

Response: YES NO NA
Renmar ks:

2. Are reinbursenents made for property that was |ost due to
negl i gence?

Response: YES NO NA
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Renmar ks:

3. |Is DA Form 444, Inventory Adjustnent Report, being used to
adj ust | osses or shortages of expendable property?

Response: YES NO NA
Renmar ks:

EVENT CYCLE 4. Food Itens
Step 1. Separate Ordering and Receiving Responsibilities.

Control Objective: To preclude potential m sappropriation by
ensuring the individual conputing requirenents and preparing
requisitions is not the sanme individual assigned to receive,
receipt for, and store supplies. The requirenent to designate
separate requisitioning and receiving personnel is waived only
when a dining facility is staffed by seven personnel or |ess.

Control Technique: Check to see delegation of authority has
been given in witing to ensure different persons are del egated
responsibilities for requisitioning and for receipt of supplies.
Check requisitioned quantities against inventory on hand, and
production schedul e requirenents.

Test Questions:

1. Have separate individuals been appointed to request and
recei ve food supplies? (AR 30-1)7?

Response: YES NO NA
Renmar ks:

2. Are requisitions checked to ensure only required food itens
are being requisitioned?

Response: YES NO NA
Renmar ks:

3. Are food itens verified by weight or physical count to
ensure agreenent with entries on the receiving docunent, prior
to signing the docunent?

Response: YES NO NA
Renmar ks:

Step 2: Establish Procedures to Ensure Subsistence Supplies Are
Properly Saf eguarded.

Control Objective: Preclude potential m sappropriation of
subsi stence itens w thout detection.

Control Technique: Review key control for storage area access
22



to determine who is authorized to renove supplies from st ockage.
Revi ew trash renoval procedures to determ ne potential for
m sappropriation of supplies by hiding themin the trash.

Test Questions:
1. |Is stockage maintained at | owest efficient operational |evel

so that an unauthorized decrease in level is easily and quickly
det ect abl e?

Response: YES NO NA

Remar ks:

2. |s access to storage areas |imted to authorized personnel ?
Response: YES NO NA

Remar ks:

3. Are trash, boxes, crates, etc., spot checked before renoval
fromdining facility to preclude unauthorized renoval ?

Response: YES NO NA
Renmar ks:

Step 3: Control of Food Products.

Control Qbjective: Preclude itens from being renoved from
inventory w thout proper docunentation.

Control Techni que: Review frequency and accuracy of records and
physi cal inventory reconciliation.

Test Questions:

1. Are procedures established to ensure accurate recordi ng of
all food itens renoved from storage?

Response: YES NO NA
Renmar ks:

2. Are cooks allowed access to storage and authorized to renove
supplies w thout proper docunentation?

Response: YES NO NA
Remar ks:
3. Is the frequency of record and physical inventory

reconciliation sufficient for early and accurate detection of
differences to facilitate identification of cause and
correction?

Response: YES NO NA
Renmar ks:
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EVENT CYCLE 5. Medi cal Itens

Control Cbjective: Assure all docunmentation for nedical itens
is current, and control over these itens is maintai ned at al
tines.

Control Technique: Conpare on-hand inventories against
requi renents and property records. Review frequency and
accuracy of records and physical inventory reconciliations.
Test Questions:

1. Are itens issued from stockage by sonmeone responsible for
stock control s?

Response: YES NO NA
Renmar ks:

2. Are nedical itens inventoried quarterly to prevent | oss
t hrough fraud, waste, and abuse?

Response: YES NO NA
Renmar ks:

3. Does the section responsible for the storage of nedi cal
itens use disinterested personnel to inventory thenf

Response: YES NO NA
Renmar ks:

4. Has a "Notice of Delegation of Authority-Receipt for
Suppl i es" been acconplished to ensure different persons are
del egated responsibility for requisitioning and for receipt of
medi cal supplies?

Response: YES NO NA
Renmar ks:

5. Are nedical itens stored | AW AR 190-51?

Response: YES NO NA
Renmar ks:

6. Are nedical itens rotated using the "First-In, First-Qut
(FIFO” concept to prevent the use of out-dated material ?

Response: YES NO NA
Renmar ks:

7. Are out-dated nedical itens disposed of | AW procedures

contained in the Federal Property Managenent Regul ations, and

DOD Manual 4160.21-M Defense Uilization and Di sposal Mnual ?
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Response: YES NO NA
Renmar ks:

8. Wien nedical itens are discovered | ost, danmaged, or stolen,
has docunentati on been acconplished using procedures in AR 190-
series regul ations and AR 735-5?

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed nmanagenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anmended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)
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FUNCTION: Disposition of Property

ORGANI ZATI ON:

ACTI ON OFFI CER

REVI EVEER

DATE COVPLETED:

Step 1. Reporting Excess - Hand Recei pt Hol der Leve

Control CObjective: HRH report all excess when need no | onger
exi sts.

Control Techni que: Review hand receipt accounts for possible
excess.

Test Questions:

1. Are HRHs pronptly reporting excess equi pnent, unneeded and
unaut hori zed property to the PBO for final dispositionin a
tinmely manner?

Response: YES NO NA
Renmar ks:

2. Has the FOA commander established |ocal procedures to

aut hori ze the chief, construction division; chief, operations
division; or other staff nmanagers responsible for using heavy
equi pnent to redistribute such equi pnent anong project sites
under their control before such equi pnent is considered excess
and reported to the FOA PBO?

Response: YES NO NA
Renmar ks:

3. Are excess assets on hand reviewed by the PBQ account abl e
officer for internal redistribution prior to acquisition of new
itens?

Response: YES NO NA
Renmar ks:

Step 2: Excess Circularization

Control Objective: Review disposal docunentation to determ ne
if circularization was acconplished prior to disposal action.

Control Techni que: Conpare excess files to disposal
docunentation to determne if excess was reported.
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Test Questions:

1. Prior to reporting itenms to GSA or DLA for reutilization
action, are bulk expendable items with a |line value of $5,000 or
nmore, and nonexpendabl e property in disposal condition code 9 or
above (FPMR 101-43.4801) or supply condition code G or above
being circularized wthin USACE?

Response: YES NO NA
Remar ks:
2. |s excess or unauthorized property at the FOA being reported

at | east once a nonth to other FOAs to determne if there is a
need for the property wthin USACE?

Response: YES NO NA
Renmar ks:

3. After 30 days, does the PBO renpbve property fromthe
circularization list?

Response: YES NO NA
Renmar ks:

4. \Wen property has been transferred fromthe revolving fund
to acivil project, is coordination with the FOA office for
transfer of funds being made in a tinmely manner?

Response: YES NO NA
Renmar ks:

Step 3: Disposal Processing

Control Cbjective: Excess is reported and tinely action is
taken to properly dispose of it.

Control Technique: Review all disposal actions to determne if
they were processed | AW appropriate regul ati ons.

Test Questions:
1. Have personnel been trained on the disposal of governnent

property? 1s this training docunented to show dates and
duration?

Response: YES NO NA

Remar ks:

2. |Is equipnent that has been accepted by GSA/ DRMO i n-pl ace
still accounted on the property book pendi ng physical transfer?
Response: YES NO NA
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Renmar ks:

3. Has surplus or excess property been abandoned or destroyed
wi t hout proper authorization?

Response: YES NO NA
Remar ks:
4. |s nonreportabl e excess property held at the location for a

m ni mum of 21 days for Federal screening, and an additional 21
days for donation screening?

Response: YES NO NA
Remar ks:
5. If, because of geographical considerations, GSA or DRMO

cannot be used, is property being disposed of | AWFPVR 101-
45. 304-1 7

Response: YES NO NA
Renmar ks:

6. Wen determ nati on has been made that a piece of equi pnent
has no commerci al value, or the estimted cost of its continued
care and handling exceed the estimated cost of its sale, does a
technically qualified person state this in witing, and is
proper authority obtained prior to abandonnent or destruction?

Response: YES NO NA

Remar ks:

7. |Is the "Two-Man-Rul e" used to ensure property i s genuinely
excess prior to being reported for disposition action?
Response: YES NO NA

Remar ks:

8. \When reporting revolving fund property to GSA/ DRMO f or
screeni ng, has the PBO included the statenent on the DD Form
1348-1, "This property was purchased through revol ving funds and
is to be reinbursed"?

Response: YES NO NA
Renmar ks:

9. Has all excess ADPE been reported through DI TVM5S to DI SA?

Response: YES NO NA
Renmar ks:

10. Are proper procedures being taken to report excess and
surplus property to GSA and ot her redistribution agencies prior
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to being donated to eligible receivers?

Response: YES NO NA
Renmar ks:

11. Does the Standard Form 120, Report of Excess Personal
Property, contain all required infornmation?

Response: YES NO NA
Renmar ks:

12. Is the disposal of hazardous material | AWDOD 4160.21- M?

Response: YES NO NA
Renmar ks:

13. Has the FOA commander docunented the authorization to
canni balize civil or mlitary equi pnent?

Response: YES NO NA
Renmar ks:

14. Before cannibalization actions have begun on ADPE, has DI SA
gi ven approval ?

Response: YES NO NA
Renmar ks:

Step 4: Special Reporting Requirenents.

Control (bjective: Report all assets with special reporting
requi renents to the MACOM

Control Techni que: Review disposal transactions to determne if
assets with special reporting requirenents were report ed.

Test Questions:

1. Areline itens that had an original acquisition cost of nore
t han $50, 000 bei ng forwarded t hrough | ogistics channels to
ACSLOG before action is taken to abandon or destroy the
property?

Response: YES NO NA

Remar ks:

2. |Is ACSLOG being contacted before disposal action is taken on
civil aircraft or any of their conponents?

Response: YES NO NA

Remar ks:

3. Are Nuclear Regul atory Conmm ssion-controlled materials being
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reported to Safety and Cccupational Health O fice for disposal
i nstructions?

Response: YES NO NA
Renmar ks:

4. Are vessels in excess of 1500 gross tons being reported to
ACSLOG for disposal instructions?

Response: YES NO NA
Renmar ks:

5. Are governnent-owned, civil-funded vehicles which are excess
and not eligible for replacenent processed through the division
office for reutilization screening prior to forwarding to
ACSLOG?

Response: YES NO NA
Renmar ks:

6. Before disposing of any library material, has it been
cl eared through the PBO for possible transfer to USACE archives?

Response: YES NO NA
Renmar ks:

7. Do transfers of unclassified controlled cryptographic itens
(CC) and conponents between organi zati ons conply with
requi renents as prescribed in TB 380-41-3 and AR 710-3?

Response: YES NO NA
Renmar ks:

Step 5: Exchange/ Sale Itens
Control Objective: Follow correct exchange/sal es procedures.

Control Technique: Determine if assets offered for
exchange/ sal es were authorized to be repl aced.

Test Question:
Are proper exchange/sal e procedures being foll owed | AWthe FPVR?

Response: YES NO NA
Renmar ks:

Step 6. Precious Metal Recovery Program

Control Cbjective: Recover all precious netals from used
materials prior to disposal.

Control Technique: Review generating activity records to
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determne if an active programis in place and in use.
Test Questions:

1. Have local procedures been devel oped to process the recovery
of precious netals from excess unserviceabl e property?

Response: YES NO NA
Renmar ks:

2. \Wen processing precious netals, are procedures outlined in
DCOD 4160. 21- M bei ng fol | oned?

Response: YES NO NA

Remar ks:

3. If applicable, are precious netal annual reports submtted
to GSAin a tinmely manner?

Response: YES NO NA

Remar ks:

4. Are itens that are being processed for precious netals being
secured until the transfer takes place?

Response: YES NO NA
Renmar ks:

| have reviewed this function within ny organi zati on and have
suppl enented the prescri bed managenent control review checkli st
as listed below. The controls prescribed in this checklist, as
anended, are in place and operational for my organization
(except for the weaknesses described in the attached plan, which
i ncl udes schedul es for correcting the weaknesses).

Revi ewer ( Signature)
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