MP-4, Part XI

CHAPTER 2. QUALITY ASSURANCE REVIEWS--DM&S

SECTION A. FISCAL MANAGEMENT

2A.01
MANAGEMENT

a.
Personnel Management Requirements. Determine if position descriptions. performance requirements, and charts depicting the organizational and functional alignment of activities are current and accurate.

b.
Allocation of Space Within Fiscal Activity. Determine if space distribution within the Fiscal activity is in accordance with current accepted guidelines. In addition, determine if the distribution has an adverse effect on efficiency.

c.
Review of Audits. Review the Fiscal activity files to determine if corrective action has been taken on deficiencies noted in the most recent audit by General Accounting Office (GAO), Inspector General (IG), or facility.

d.
Internal Reports. Review the reports file and determine if any reports are being submitted by the Fiscal activity for internal facility use which are not needed and/or are not being used.

e.
External Reports. Review the reports file for the quarter preceding this review and determine if all required reports were submitted accurately and timely.

2A.02
INTERNAL CONTROL PROCEDURES

The following relate to basic principles of sound internal control. Some functions when performed by the same employee may be classified as a conflict of interest and should be avoided if at all possible. The auditor should review the work processes of involved Fiscal employees to determine if any of the following exist and, if so, is the conflict avoidable. If unavoidable, is the conflict approved by the facility Director, and are proper precautions taken to minimize the conflict. Determine if any Fiscal employee(s) is:

a.
Functioning as agent cashier or alternate and also certifying vouchers for payment.

b.
Functioning as agent cashier or alternate and also serves as patients' funds clerk or payroll clerk.

c.
Maintaining time and attendance reports and also functions as a payroll clerk.

d.
Maintaining time and attendance reports and functions as a check distributor.

e.
Making collections or deposits and also performs followup action on receivables.

f.
Directly responsible for maintenance of accounting records, also has authority to write off accounts receivable, property, or other assets.

2A.03
TRAINING

This is an area of review which is considered extremely important. Its rating will be subjective but should involve careful thought since the type and amount of training will depend on the needs of the Fiscal activity and the experience of individual employees. Training may include both on-the-job and structured classroom training. Determine the following:

a.
A training program guide has been established and that it meets the training needs of the activity.

b.
Training given to new employees is adequate and ongoing.

c.
Applicable segments of audit reports are made available to employees to aid them in the performance of their duties.

2A.04
MANUALS

Determine if sufficient manuals  are available to Fiscal employees for the efficiency of operation and if they are current.

2A.05
SUMMARY OF RESULTS OF MANAGEMENT REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION B. AGENT CASHIER

2B.01
RECEIPTS AND RELATED RECORDS (Ref. MP-4, pt. I, ch. 2)

a.
Randomly select 25 of the prior month's total VA Forms 4-1027 or 4-1028. Field Service Receipts:

(1)
Determine that a deferred credit date is shown on all receipts covering personal checks for deposit to Personal Funds of Patients, General Post Funds, and Special Deposits.

(2)
Ascertain that OF's 1114 and 1114B, Bill for Collection, and VA Form 10-9014, Statement of Charges for Medical Care, numbers are referenced on all receipts when required or applicable.

(3)
Determine that receipts for checks from third parties show the name of the drawer, bank number, date, and check number.

(4)
Ascertain that the proper appropriations or receipt accounts are shown on all selected receipts.

(5)
Compare dates of VA Forms 4-1027 and 4-1028, Field Service Receipts, to SF's 215, Deposit Ticket, to ascertain that deposits have been made promptly in accordance with instructions. (TFM 8030.30.)

(6)
Determine that the new VA Form 4-1027 or 4-1028 number is entered on the original voided receipt when errors in amount are made.

b.
Verify the supply of unused prenumbered receipts with the accounting section's inventory receipt for VA Form 4-1027 and 4-1028. Review 3 months of used accountable receipts to ensure that they are all there. Special attention should be given to voided receipts. Verify that all copies of voided receipts are intact.

c.
Randomly select 10 documents (if less than 10, all) of the prior month's VA Form 10-2815, Temporary Receipt for Funds, and compare with the related VA Form 4-1027 or 4-1028, giving particular attention to any discrepancy in amounts and to promptness of delivery to the agent cashier of all collections.

d.
Randomly select 25 (if less than 25, all) VA Forms 4-1011, Record of Shipment of Valuables, completed within the last 6 months. Determine if:

(l)
Deposit to Federal Depository totals agree with SF 215, Deposit Ticket, and agent cashier tapes.

(2)
Check number, dates, and amounts of replenishment checks exchanged for cash are entered under "Other Valuables" or on reverse side of VA Form 4-1011 and totals agree with bank slip and agent cashier tape.

(3)
Insurance collections totals agree with VA Form 4-1551, Transmittal Schedule of Insurance Collections, and agent cashier tape.

(4)
All VA Forms 4-1011 are properly prepared and signed.

2B.02
DISBURSEMENTS AND REPLENISHMENTS (Ref. MP-4, pt. I, ch. 2)

a.
Randomly select every third SF 1129, Reimbursement Voucher, submitted in the previous 6 months to a maximum of 10 and determine that:

(1)
The SF's 1129 have been prepared properly.

(2)
Subvoucher numbers have been assigned and all subvouchers have been stamped "paid" with date of payment shown and attached to the SF 1129. Paid vouchers should also be cross-checked to appropriate computer listing.

(3)
Vouchers have been certified and/or audited when required prior to payment (all vouchers not preaudited will be audited prior to certification). This will be done by selecting one replenishment voucher from subparagraph a above and randomly reviewing every fifth disbursement to a maximum of 10.

b.
Determine if proper identification is being required before negotiable instruments are cashed.

c.
If the facility has an imprest fund cashier, determine if his/her funds are being replenished at least monthly.

2B.03
SECURITY CONTROLS (Ref. MP-4, pt. I, ch. 2)

Determine that:

a.
The safe combination has been changed at least once in the preceding 12 months.

b.
A properly sealed, dated, and signed nontransparent envelope is held in a safe in the Director's office for each of the following:

(1)
Safe combination.

(2)
Duplicate key for each cash box and/or drawer.

(3)
Duplicate key to the agent cashier's office.

NOTE: Properly sealed and signed envelopes are those which cannot be opened without detection and are signed by the cashier or alternate and the Fiscal Officer.
c.
The office doors are kept locked.

d.
All checks, receipts, and cash are put in the safe overnight and the safe is locked during nonbusiness hours.

e.
The cashier(s) and alternate(s) do not have access to other than their own advance, except when a change of accountability takes place as in subparagraph g below.

f.
The cashier is unable to open the night depository unassisted. (Ref. M-l, pt. I)

g.
The cashier's accountability for the advance was turned over to an alternate for a period of at least 2 weeks during the preceding 12 months.

2B.04
UNANNOUNCED AGENT CASHIER AUDITS (Ref. MP-4, pt. I.)

a.
Determine if unannounced audits of the agent cashier have been made in a random (i.e., no pattern) manner at least every 90 days for the preceding 12 months.

b.
Determine that the agent cashier has receipts for all funds advanced to others. Ascertain whether advances are in accord​ance with the provisions of MP-4, part I, chapter 2.

c.
Determine that the imprest fund, if applicable, is being audited within every 90 days in conjunction with the audit of the agent cashier.

d.
Determine if VA Form 70-4522, Registry Log, is maintained in the mail room for the control of cash received in the mail. For the month prior to this review trace all entries on the log to the corresponding receipt to verify that cash is properly controlled.

e.
Verify the adequacy of the agent cashier's advance by adding the amounts of replenishments (SF 1129, Reimbursement Voucher, and SF 215, Deposit Ticket, accommodation exchange items only) or any other replenishment from other sources that may apply for the prior 12 months and dividing the result by the amount of the cashier's advance. Round to the nearest whole number. The turnover rate should be 12 or larger.

2B.05
MISCELLANEOUS

a.
Examine the agent cashier's manuals. Determine if MP-4, part I, and the U.S. Treasury Manual of Procedures and Instructions for Cashier's Office are current.

b.
Review the actions taken to correct deficiencies noted in the most recent audit of the agent cashier by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiencies have not been repeated.

2B.06
SUMMARY OF RESULTS OF AGENT CASHIER REVIEWS

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION C. EMPLOYEE ACCOUNTS

2C.01
TIME AND ATTENDANCE REPORTS (Ref. MP-6, pt. V, supp. No. 2.2)

Samples for this test should be drawn from the VA Forms 4-5631, Time and Attendance Report, for the pay period prior to this review. Selection should be after the required postaudit but before interfiling with other pay periods. Errors found which have been rectified through postaudit procedures should not be counted. Randomly select 25 cards from the pay period involved. Determine that:

a.
Night, tour, or shift differential is correct including period of overtime, holidays, and approved leave. Night differential is payable only when duty is performed on a properly established tour of duty and for periods of regularly scheduled overtime work (scheduled in advance of administrative workweek).

b.
Holiday pay, if applicable, has been posted correctly.

c.
Periods of on-call have been reduced to reflect any actual duty performed.

d.
For all absences not approved on SF 71, Application for Leave, initials appear in the initial column for other than official leave or AWOL, and if not available for initials, "NA" is shown in the remarks and the initials obtained in the Remarks section of the next succeeding T&A card.

e.
Sunday premium pay is posted correctly, including periods of overtime performed by nurses (FT, PT, and intermittent), from 12 midnight Saturday to 12 midnight Sunday.

f.
Timekeeper has initialed and the supervisor has signed the card.

g.
Corrected T&A cards have been conspicuously marked, adequately explained and approved by the service chief or higher administrative officer.

h.
All changes made to T&A cards have been initialed and no erasures, correction fluid or tape appear on the cards.

i.
Tour of duty roster has been included among tours approved by the Director.

j.
The necessary "Remarks" are recorded when required, e.g., travel status; overtime/compensatory time authorized; administrative leave, AWOL; advanced leave; detail; education and training; etc.

k.
Leave record (memo) is maintained by unit timekeeper for marginal leave accounts (100 hours or less).

2C.02
TRAINING OF UNIT TIMEKEEPERS (Ref. MP-6, pt. V, supp. No. 2.2)

Review documentation for the prior 6 months to determine that:

a.
Initial training of newly appointed timekeepers has been accomplished within 30 days from date of such appointment.

b.
Additional training has been provided annually.

2C.03
DESK AUDITS OF UNIT TIMEKEEPERS (Ref. MP-6, pt. V, supp. No. 2.2)

Review workpapers of timekeeping audits for the prior 12 months to determine if semiannual audits have been performed.

2C.04
AUDIT OF PAYFOLDERS (Ref. MP-6, pt. V. supp. No. 2.3)

a.
Obtain the last two computer generated accession and separation listings. Randomly select 10 payfolders from each listing. If less than 10 names are on the selected listing, all payfolders should be reviewed.

b.
Examine basic information in the active payfolders for agreement with the latest VA Form 4-5632, Earnings and Leave Statement.

c.
Determine if the inactive payfolder(s) contains record copy of SF's 1150, Record of Leave Data, if applicable, and if SF's 1150 were forwarded to personnel within 5 workdays of receipt of VA Form 5-4652, Request for Personnel Action, when required.

d.
Determine if the inactive payfolders contain VA Form 4-5691, Record of Salary Payments.

e.
Determine if the selected listings were verified correct by Fiscal and Personnel activities and annotated "Verified correct", initialed, and dated.

2C.05
FEDERAL EMPLOYEES' UNEMPLOYMENT COMPENSATION (Ref. MP-4, pt. II, ch. 6)

a.
Randomly select up to 25 State Employment Services Agency Request for Wage and Separation Information ES Forms 931, 931A, 934, 935, and 936 prepared in the previous 6 months. Review the suspense control to determine if completion and return of any forms was more than 4 workdays after receipt on station.

b.
Examine one-half of the ES Forms 931 selected above to a maximum of five and determine that the computation of wages was correct.

2C.06
HEALTH BENEFITS RECONCILIATIONS (Ref. MP-4, pt. II, ch. 3)

For the quarter preceding the audit determine that all:

a.
Reconciliations between SF 2811, Transmittal and Summary Report to Carrier, and SF 2812, Journal Voucher and Report of Withholdings and Contributions for Health Benefits, Group Life Insurance and Civil Service Retirement, have been accomplished at least monthly.

b.
SF's 2811 and carrier copy of SF 2809, Health Benefits Registration Form and/or SF 2810, Notice of Change in Health Benefits Enrollment, are being transmitted weekly.

2C.07
EARNINGS AND LEAVE STATEMENTS, VA FORM 4-5632

a.
Review VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions, for the previous 10 pay periods to ensure that the verifying employee has initialed each transaction and the supervisor of the Payroll activity has certified each listing.

b.
Examine 10 source documents VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, against the listing for each of the above pay periods and verify that payments and deductions were correctly processed.

2C.08
PAID CONTROL POINT (MP-6, pt. V, supp. No. 2.4)

Reconciliation of out-of-balance conditions

a.
Examine hard copy, station out-of-balance reports and Payroll Reject listings for the last 3 months generated from the weekly, end-of-month updates, and payroll to determine that necessary reconciliations were made timely.

b.
Examine PAID teletype listings for the prior 3 months to determine if corrective action was taken promptly.

2C.09
WORKERS' COMPENSATION, "CONTINUATION OF PAY" PUBLIC LAW 93-416 (MP-4, pt. II, ch. 6)

Review quarterly report teletype for the past 12 months. Determine if reports were submitted by the fifth workday of the month following the close of each calendar quarter.

2C.10
MISCELLANEOUS

a.
Review five record copy "R" transactions (if less than five, all) processed during the previous 3 months to ensure that they are signed by the Chief of the Fiscal activity or designee.

b.
Review five cash payments (if less than five, all) made in the previous 3 months. Determine why they were made, and that proper followup action was taken to assure duplicate payment was not made.

c.
Examine the last three record copies of VA Forms 4-5642, Notice of Check Cancellation or Cash Collection. Determine if the forms were completed properly.

d.
Determine if VA Form 71, Paid Master Record Printout, errors have been properly resolved and/or resubmitted for the past two pay periods (MP-6, pt. V, supp. No. 2.2).

e.
Review the actions taken to correct any deficiencies of payroll processing noted in the most recent audit by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiency has not been repeated.

2C.11
SUMMARY OF RESULTS OF EMPLOYEE'S ACCOUNTS REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION D. PATIENTS' FUNDS

2D.01
RECONCILIATION OF ACCOUNTS TO GENERAL LEDGER (Ref. MP-4, pt. I, ch. 3)

a.
At the end of each month, reconcile patients' funds accounts with the general ledger control accounts and for the month of September the reconciliation statement will be supported by a listing of the individual accounts or an adding-machine tape properly annotated for verification purposes. Examine each reconciliation for the preceding 6 months and the reconciliation for the month of September. (See par. 1.02h.) Determine if:

(1)
Requirements of reconciliation have been met.

(2)
All of the reconciliation statements have been signed by the Fiscal Officer and routed to the Director.

(3)
A duplicate copy signed by the Chief, Accounting Section. and the patients' funds clerk has been made a part of the counting records.

b.
Randomly select VA Form 10-1083, Patient's or Member's Account, from the restricted accounts and the unrestricted accounts to a maximum of 15 for each category. Determine if each card is in balance by totaling the debits and credits from the date of last audit and checking the result against the individual card's closing balance.

2D.02
MAINTENANCE OF ACCOUNT CARDS (Ref. M-l, pt. I, ch. 8)

Using the same 30 cards (15 restricted and 15 unrestricted) selected under paragraph 2D.O1b above, examine each card and determine if:

a.
Headings on account cards are complete and are established and maintained in accordance with the provisions of M-1, part I, chapter 8.

b.
The postings are in agreement with the VA Form 4-1028, Field Service Receipt--Patients' Funds, applicable vouchers or other original posting medium.

c.
Deferred credit dates shown on Field Service Receipts are posted to the cards and are considered before making withdrawals.

d.
The Social Security number on the card agrees with the source document.

e.
Deposits are always posted no later than the next workday after receipts are issued.

f.
Withdrawal documents are always posted no later than the next workday after receipt, and availability of funds is verified prior to payment.

g.
The patient's signature has been obtained for withdrawals from accounts except when the patient has been previously discharged.

h.
The approval for withdrawals from restricted accounts is over the signature of the Director or designee.

i.
For accounts that have not had posting activity for a period of 3 months, the individual is still a patient or a member.

j.
The method used for receipting and recording is adequate to prevent pilferage of cash received through the mail, left with patients, or found in personal effects at the time of death.

k.
The maximum and minimum balances for restricted accounts are shown as required by M-1, part I, chapter 8, and that asset information has been furnished and posted when required.

l.
Balances of restricted accounts are being reported to the regional office when required.

m.
Any account showing an overdrawn balance has been or is being handled in accordance with MP-4, part I, chapter 3, paragraph 3.11.

n.
Funds of patients having restricted accounts are improperly used for items which they are entitled to be furnished at Government expense. Determine that barber and beautician service is furnished without cost only to indigent patients.

o.
Gains and Losses Sheets are used to identify patients who have transferred to another facility and that remaining funds have been promptly transferred.

2D.03
DISPOSITION OF FUNDS

Randomly select VA Form 90-2064, Authority To Release and Ship Effects and Funds, to a maximum of 15 prepared in the last 12 months, and determine that:

a.
The monetary amount agrees with the closing balance on the VA Form 10-1083, Patient's or Member's Account.

b.
Patients' funds clerk has reviewed the account card to determine whether or not any recent deposit represents an institutional award which might have been received and deposited after a patient's death.

c.
The authority for release is shown and that funds were properly transferred either to the patient's family or the U.S. Government.

2D.04
MISCELLANEOUS

Review the actions taken to correct any deficiencies of patients' funds noted in the most recent audit by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiency has not been repeated.

2D.05
SUMMARY OF RESULTS OF PATIENTS' FUNDS REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION E. GENERAL POST FUNDS

2E.01
RECONCILIATIONS (Ref. MP-4, pt. V, ch. 2)

Ascertain that the reconciliation of VA Form 10-1083 or 10-1083b, Patient's or Member's Account, to the general ledger control accounts has been performed monthly for the past 12 months. Check that the Director receives a monthly report of such reconciliations.

2E.02
SUBSIDIARY ACCOUNTS (Ref. MP-4, pt. V, ch. 2)

Randomly select 25 VA Forms 10-1083 or 10-1083b, if less than 25 review all. Determine if:

a.
The account cards are maintained properly with correct headings.

b.
Any account has been inactive for more than a year without a determination as to the feasibility of initiating action to transfer or return the funds.

2E.03
DONATIONS (Ref. MP-4, pt. V, ch. 2)

Trace for accuracy one of every three donations received during the past 12 months to a maximum of 20 from letter, note, or memorandum to the receipt issued by the agent cashier; to the posting on the General Post Fund Account Card. Determine that:

a.
The expressed wishes of the donor were complied with in posting to the General Purpose Account or a specific account.

b.
Donations were deposited with the agent cashier no later than the workday following receipt from the donor.

2E.04
OBLIGATIONS (Ref. MP-4, pt. V, ch. 2)

a.
Run a tape on the documents in the General Post Funds obligation file. This should equal the amount annotated on the cards.

b.
Using the liquidated obligation file, randomly select documents processed to a maximum of 25 documents and determine that each purchase was in accordance with the expressed wishes of the donor and was approved by a designee of the Director.

2E.05
MISCELLANEOUS

Review the actions taken to correct any deficiencies noted in the most recent audit by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiencies have not been repeated.

2E.06
SUMMARY OF RESULTS OF GENERAL POST FUNDS REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION F. VOUCHER AUDIT

2F.01
MEALS, LODGING AND TRANSPORTATION REQUESTS (Ref. MP-4, pt. III, ch. 3)

Randomly select lodging and transportation requests from the pending and completed file, to a maximum of 25, processed in the prior quarter. Determine if:

a.
Copies of requests have been received daily during the sampling period.

b.
Requests were properly filed in the pending and completed file in numerical sequence.

c.
Proper notations have been made on the memorandum copies to reflect payment or cancellation prior to the completed file.

d.
All requests unpaid in excess of 120 days have been reported to the issuing office.

e.
All requests were issued in accordance with MP-1, part II, chapters 2 and 3.

f.
Any meals provided for entertainers or other persons were authorized by the Director or designee.

g.
There were any missing requests during the previous 3 months that were not reported to the Director.

2F.02
BENEFICIARY TRAVEL (Ref. MP-4, pt. III, ch. 3)

a.
Randomly select a maximum of 40 vouchers (VA Forms 70-3542-1, 70-3542, Authorization To Report—Voucher for Mileage Allowance) and determine if:

(1)
The voucher examiner correctly computed mileage or transportation charge, as well as any attendant fees.

(2)
All forms were properly authorized.

b.
Review beneficiary's Combined Health Record and determine if the annual certification has been completed on VA Form 70-2323, Certification of Inability To Pay Transportation Costs, if required. This may be accomplished by Medical Administration Service at local option between the Fiscal Officer and the Chief, MAS.

2F.03
MISCELLANEOUS

a.
Examine each Voucher Audit employee's manual (MP-4, pt. III) to see that it is up-to-date.

b.
Check to see if the latest changes have been implemented and that the employees are familiar with the changes.

c.
Verify the outstanding SF's 1038, Advance of Funds Application and Account, in the log maintained by the Voucher Audit Section against general ledger account 1111 by appropriation in the Accounting Section. The outstanding travel advances should be in agreement between the Voucher Audit Section and the general ledger.

d.
Review SF's 1038 outstanding more than 30 days for followup action or payment of claim without application to advance.

e.
Review the actions taken to correct any deficiencies noted in the most recent audit by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiencies have not been repeated.

2F.04
SUMMARY OF RESULTS OF VOUCHER AUDIT REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION G. ACCOUNTING

2G.01
INTRODUCTION

The term "from a random start" has a different application in the accounting records since these are primarily either on microfiche or hard copy printout. The reviewer should randomly select a starting position on the reference number column of the fiche record or hard copy report, etc., to be examined. Subsequent sample items are to be selected by the interval calculated (see par. 1.02f) until the maximum number of items have been selected.

2G.02
VERIFICATION AND RECONCILIATION OF SUBSIDIARY RECORDS (Ref. MP-4, pt. V, ch. 2, sec. G)

CALM--Determine that computer generated listings and hard copy subsidiaries have been reconciled completely and timely to the following general ledger control accounts:

a.
Accrued Services Payable.

b.
Undelivered Orders.

c.
The Stores Inventory Accounts in Supply.

d.
Equipment Accounts.

e.
Other Capital Asset Accounts.

f.
Suspense Accounts 36F3875 and 36X6875, also 36F3878 and 36F3880.

g.
Accounts Receivable.

2G.03
ACCOUNTS RECEIVABLE

a.
Randomly select accounts receivable documents to a maximum of 25 (if 5 or less, examine all) and ascertain that the appropriations, funds, or receipt accounts shown on the receivable documents are correct.

b.
Examine every fourth accounts receivable written off to a maximum of 25 (if 5 or less, examine all) for the year. Determine that the proper procedures were followed before they were written off or if these receivables should have been sent to District Counsel or Department of Justice.

2G.04
FIXED ASSETS (MP-4, pt. V, ch. 2, sec. F and ch. 6, sec. E)

a.
Obtain the following accounts for the last quarter from the monthly trial balance (RCS 04-0436) if applicable:

(1)
1461 Nonexpendable Property

(2)
1468 ADP Nonexpendable Property

b.
For each applicable account, randomly select three entries and determine that these entries are proper.

2G.05
LIABILITY ACCOUNTING

a.
Evaluate the yearend salary accrual, including workpapers, for the final month of the fiscal year. Determine if the facility's adjustment(s) was accurate for Accrued Salaries and Wages Payable. Determine that the balance in account 6434 was not over $1,000 or 5 percent of the facility's manual (TR 951) accrual adjustment, whichever is less. (MP-4, pt. V, ch. 3, par. 3A.03 and ch. 15)

b.
Examine a total of 10 items comprising balances in Suspense Accounts 36F3875 and 36X6875.

(1)
Determine if adequate supporting documents exist for each item.

(2)
Determine that followup to identify "Unidentified Remittances" is being conducted.

2G.06
OBLIGATION INSTRUMENTS

a.
Randomly select 10 percent (not to exceed 50 of each type, total 100) of the obligation documents that are listed on the prior month listing of Undelivered Orders and Accrued Services Payable (CALM Reports 850 and 852). Determine that:

(1)
All documents are accurate and that applicable data are properly reflected on listings.

(2)
Obligating documents have been date-stamped in the service/division.

(3)
VA Form 4-1358, Estimated Miscellaneous Obligation or Change in Obligation, has been properly adjusted monthly when necessary.

b.
Determine that undelivered order files have been analyzed monthly (for the past 6 months) and that the initiating officers are notified in writing of those which have remained outstanding for an unreasonable length of time (e.g., 90 days).

2G.07
INCOME ACCOUNTS

a.
Examine 10 billings for services performed for third party reimbursements for completeness.

b.
Review the monthly accruals for the past 6 months and determine that they were proper and based upon past collection experience. (MP-4. pt. VIII and MP-4, pt. V, ch. 6, par. 6D.03)

c.
Determine that proceeds from sale of deceased patients' effects were deposited in the General Post Fund. Examine 10 such records.

2G.08
COST ADJUSTMENTS

a.
Examine account 2244, Applied Cost Adjustments--Prior Fiscal Year, to ascertain that this account has been utilized to record adjustments of prior year overstated or understated applied costs expense accounts. Randomly examine 25 entries over $100 that were made within 6 months of the close of the prior fiscal year. Determine why these entries were made and if they were proper. (MP-4, pt, V, ch. 6, pars. 6C.01 through 6C.04)

b.
Randomly examine 25 entries made to account 2242, Accrued Expenditure and Undelivered Order Adjustments--Expired Appropriations, for more than $100 for the 3 months after the close of the fiscal year. Determine if the account reflects proper adjustments for prior year transactions.

2G.09
MISCELLANEOUS

a.
Determine that adequate local controls exist to prevent overexpenditure of disbursing authority. (MP-4, pt. V, ch. 2, pars. 2A.04 and 2C.O3a)

b.
Review the actions taken to correct any accounting deficiencies noted in the most recent audit by GAO, Inspector General, or facility. Determine if proper and complete action was taken and the deficiencies have not been repeated.

c.
Determine that operating manuals are current.

2G.10
SUMMARY OF RESULTS OF ACCOUNTING REVIEW

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.

SECTION H. INPUT/OUTPUT ACTIVITY

2H.01
CONTROL POINT CALM (Ref. MP-4, pt. V, ch. 12)

a.
The following files and/or documents will be maintained by the Control Point (CP) activity:

(1)
Suspense (Holding) File--The duplicated VA Forms 4-5693, Batch Control--CALM Code Sheet, are retained by the CP activity until transmission messages are returned and necessary action taken.

(2)
CALM Code Sheets returned from the teletype unit will be placed in a holding file, which will be cleared upon receipt by the CP activity of a Processed Reference Listing (Report 829) from the DPC.

(3)
CALM and Batch Control Messages, Error Messages and Reject File, contains teletype messages received from the DPC on errors and rejects.

(4)
CALM Document File contains processed transaction code sheets with the covering VA Form 4-5693 and copies of Processed Reference Listings.

(5)
Transmittal Control Register file contains copies of VA Form 4-5689, CALM Transmittal Control Register, which are used for transmittal of both ARS and hard copy documents to the DPC.

b.
Examine the error and reject file and ascertain that corrections are being made within 1 workday after receipt.

c.
Randomly select 10 transmissions from the previous month and verify that transmitted data is being checked. Determine proof of verification of payment transactions to the Process Reference Listing. The transmission copy should be initialed and dated by the CP activity as verification of the data transmitted.

d.
Check the VA Form 4-5689, CALM Transmittal Control Register, and determine that there is continuity of numbers assigned to transmittal; also determine that sufficient identification of items being transmitted is available to reconstruct data in case of loss.

2H.02
SUMMARY OF RESULTS OF CALM INPUT/OUTPUT REVIEWS

a.
List areas in need of improvement.

b.
Outline the procedures to implement corrective action for areas in subparagraph a above.

c.
Develop a schedule of followup actions and anticipated completion dates of corrective actions.
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