MP-4, Part XI


CHAPTER 3. QUALITY ASSURANCE REVIEWS--DVB


SECTION A. AGENT CASHIER


NOTE: VAMROC's are required to perform the following reviews from chapter 2 in addition to those in this chapter:


Paragraph 2A.02.	Internal Control Procedures.





Section D	Patients' Funds.





Section E	General Post Funds.





3A.01	RECEIPTS AND RELATED RECORDS (Ref. MP-4, pt. I, ch. 2)


(VAMROC's, in addition to this review, must do applicable portions of the following DM&S reviews: Paragraph 2B.01a(1), (2), (5), (6), b, and c.)


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


(1)	Ascertain that OFs 1114 and 1114B, Bill for Collection, numbers are referenced on all receipts when required or applicable


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


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


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


(5)	Determine that the new VA Form 4-1027 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 VA Form 4-367, Counter Receipt--Government Life Insurance. (See par. 2B.01b.)


c.	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:


(1)	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, Record of Shipment of Valuables and totals agree with bank slip and agent cashier tape.


(3)	Total of insurance collections agent cashier tape agrees with VA Form 4-1551, Transmittal Schedule of Insurance Collections.


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


d.	Randomly select 10 VA Form 4-6481, Notice of Mortgage Loan Remittance. Determine if control numbers are assigned by agent cashier and VA Form 4-6481 is prepared and controlled by agent cashier. If over 30 days old VA Form 4-6481 is referred to Loan Guaranty Division.


3A.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.


d.	Determine that payments by petty cash for Loan Guaranty purposes have not exceeded the $100 limitation in paying fees (MP-4, pt. V, ch. 9, par. 9J.06). This will be accomplished in conjunction with subparagraph a above.


3A.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 f below.


�
f.	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.


3A.04	UNANNOUNCED AGENT CASHIER AUDITS (Ref. MP-4, pt. I)


(VAMROC's substitute paragraph 2B.04B for subparagraph e below.)


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 accordance 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) 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.


3A.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.


3A.06	SUMMARY OF RESULTS OF AGENT CASHIER 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. EMPLOYEE ACCOUNTS


3B.01	TIME AND ATTENDANCE REPORTS (Ref. MP-4, pt. V, supp. No. 2.2)


(VAMROC's—include paragraph 2C.01e with this review.)


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


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


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


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


i.	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.


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


3B.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.


3B.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 quarterly audits have been performed.


�
3B.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, Earning 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 listing were verified correct by Fiscal and Personnel activities and annotated "Verified correct", initialed, and dated.


3B.05	FEDERAL EMPLOYEES' UNEMPLOYMENT COMPENSATION (Ref. MP-4, pt. II, ch. 6)


a.	Randomly select every fifth State Employment Services Agency request for Wage and Separation Information ES Forms 931, 931A, 934, 935, and 936 (to a maximum of 25) 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.


3B.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.


3B.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 correctly processed.


�
3B.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.


3B.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.


3B.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.


3B.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 C. VOUCHER AUDIT


(VAMROC's MUST do the review in paragraph 2F.01 in addition to those specified below.)


3C.01	CHAPTER 31


Randomly select 15 tuition, fees, books, supplies, and equipment, etc., vouchers for review. Determine if:


a.	Necessary identifying information (name of the veteran, file number, name of the school or vendor, specific claim, etc.) is included in the voucher.


b.	Program charges are listed by category (tuition, fees, supplies, etc.).


c.	Supporting documentation (invoices, receiving reports/delivery tickets, etc.) is attached to the voucher.


d.	Payment was processed after the last date for withdrawal from class/refund date.


e.	The vouchers have not exceeded the program limit.


f.	The program of training has been properly authorized on VA Form 22-1907a, Authorization of Subsistence Allowance.


g.	The voucher has been reviewed and "Approved for Payment," signed and dated by the vocational Rehabilitation Specialist.


h.	The VA Form 4-1391. Record of Payments and Training Status, is being maintained properly.


i.	Vouchers are stamped "PAID" and the schedule number and date are placed on the voucher.


3C.02	LOAN GUARANTY VOUCHERS (MP-4, pt. V, Ch. 9)


Randomly select 25 property management, real estate tax, insurance, repair and maintenance, utility, and claim and acquisition vouchers processed during the quarter. Determine if:


a.	Mathematical computations are correct.


b.	The property is adequately identified (LH#, address, etc.).


c.	The vouchers have been properly authorized.


d.	Original invoices only have been paid.


e.	The payments were in compliance with both the Prompt Payment Act and the U.S. Treasury Department's Cash Management Policies.


f.	Vouchers are date stamped on receipt either in the mail room or in Loan Guaranty.


g.	Vouchers are stamped "PAID" and the schedule number and date are placed on the voucher.


�
3C.03	EMPLOYEE TRAVEL (MP-1, pt. II, ch. 2 and MP-4, pt. V, ch. 12)


Randomly select 20 vouchers (SF 1164, Claim for Reimbursement for Expenditures on Official Business; SF 1038, Advance of Funds Application and Account; and SF 1012, Travel Voucher) from the agent cashier replenishment vouchers for the period. Determine if:


a.	The voucher has been signed by the employee, and in cash payment vouchers the employee has signed that the funds were received.


b.	The voucher has been approved by the certifying official.


c.	Required documentation is attached, (receipts, authority, etc.)


d.	Mathematical computations are correct,


e.	The travel advance was not excessive and was liquidated timely.


f.	The record of dates, times, destinations and items of travel claimed is complete and specific, and


g.	The mode of travel was authorized.


3C.04	BENEFICIARY TRAVEL (Ref. MP-4. pt. III, ch. 3)


(VAMROC's substitute paragraph 2F.02 for this review.)


a.	Randomly select a total of 10 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.	The annual certification has been completed on VA Form 70-2323, Certification of Inability To Pay Transportation Costs, if required.


3C.05	TUTORIAL ASSISTANCE (Ref. MP-4, pt. IV, par. 2C.12)


Randomly select 20 VA Form 4-8572, Tutorial Assistance Payment Records, containing current year payments. Review the record cards for proper posting and maintenance and request the claims folders in the sample to determine if:


a.	The VA Form 22-1990T, Application and Enrollment Certification for Individualized Tutorial Assistance, has been initialed by the voucher examiner. signed by the Chief, Finance Activity, or designee not lower than section chief, and annotated with the date of input.


b.	The total payment due, cost code and appropriation code are entered and circled on the VA Form 22-1990T.


c.	The claims folder is flashed with an OF 41, Routing and Transmittal Slip, to indicate the existence of a tutorial assistance payment record card and to insure routing through the Finance activity on transfer of the record.


d.	The claim is complete including the signature of proper adjudication personnel.


e.	The amount claimed does not exceed the maximum monthly limitation or the statutory limitation.


3C.06	WORK STUDY (Ref. MP-4, pt. IV, ch. 14)


Randomly select 15 work-study payments from VA Forms 4-8693, Veteran-Student Services Control Register, which were processed during the current year. Determine if:


a.	The VA Forms 4-5230, Work Study Payment Card, which pertain to the selected sample, are consistent, complete and accurate.


b.	Followup action is being taken on active cases over 60 days old and that accounts receivable are established when appropriate.


c.	The Veteran-Student Services Control Register is reviewed to ensure proper maintenance and accuracy of uncommitted balances.


d.	Payments made in the sample were properly authorized on VA Form 4-8268, Fiscal Payment and Adjustment Code Sheet, or via TARGET input (pull Claims Folder to verify).


e.	The VA Forms 4-8690, Work-Study Time Record, are received, properly completed and signed and timely processed by Finance.


f.	Timely followup has been made on cases inactive over 60 days.


g.	Timely establishment of accounts receivable has been made.


h.	Timely termination and adjustment of contracts has been made.


3C.07	AUTOMOBILE AND ADAPTIVE EQUIPMENT (DVB Manual M21-1, par. 30.06)


Randomly select copies of 20 audited Automobile and/or Adaptive Equipment Vouchers processed during the year for review and determine if:


a.	The claims file contains a copy of the approved VA Form 21-4502, Application for Automobile or Other Conveyance and Adaptive Equipment, and is appropriately annotated to show the voucher schedule number, date, amount authorized for payment and the initials of the voucher auditor.


b.	The amount paid does not exceed the maximum amount allowable.


c.	Payment was made on the original invoice only.


d.	Appropriate TARGET input has been made to reflect the payment.


e.	Adaptive equipment for only two automobiles is authorized.


f.	Reimbursement for adaptive equipment for a replacement vehicle does not exceed two times in any four-year period.


g.	Payment for adaptive equipment was properly authorized on a VA Form 10-1394, Application for Adaptive Equipment--Motor Vehicle, unless it was properly paid from the VA Form 21-4502.


h.	The VA Forms 20-8618, Record of Payment for Automobile or Other Conveyance and Adaptive Equipment, are properly maintained.


i.	The Claims Folders have been properly flashed on the left flap by an OF 41, Routing and Transmittal Slip, to insure routing through the Finance activity upon transfer of the records.


j.	Vouchers are stamped "Paid" and the schedule number and date placed on the voucher.


k.	Payment was made by the station having jurisdiction of the claims folder.


l.	All items on the VA Form 10-1394, Application for Adaptive Equipment--Motor Vehicle, are complete.


m.	The adaptive equipment is itemized on the invoice or that reimbursement was limited to the amounts authorized (rate limits are periodically revised and published via circulars and other temporary media).


n.	The invoice shows that payment has been received by the vendor when a claim is filed as reimbursement.


o.	All payments are supported by both approval of the Prosthetic representative and by an itemized invoice.


p.	The payment has been authorized by the Chief of Operations.


3C.08	MISCELLANEOUS


a.	Examine each Voucher Audit employee's copy of MP-4, part III to see that it is up-to-date. Check to see if the latest changes have been implemented and that the employees are familiar with the changes.


b.	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.


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


d.	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.


3C.09	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 D. ACCOUNTING


3D.01	INTRODUCTION


(VAMROC's include par. 2G.03, Accounts Receivable; and 2G.07, Income Accounts, with this section.)


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.


3D.02	VERIFICATION AND RECONCILIATION OF SUBSIDIARY RECORDS


(VAMROC's include par. 2G.02a(5), Verification and Reconciliation of Subsidiary Records, Other Capital Asset Accounts.)


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


(1)	Accrued Services Payable (CALM Report/RPO 852).


(2)	Undelivered Orders (CALM Report/RPO 850).


(3)	The Stores Inventory Accounts in Supply.


(4)	Equipment Accounts.


(5)	Suspense Accounts 36F3875, 36X6875, 36F3878 and 36F3880.


(6)	Accounts Receivable (CALM Report/RPO 853).


(7)	Interoffice Accounts.


b.	Mortgage Loan Accounting. Determine that computer system maintained subsidiaries have been reconciled completely and timely to the following general ledger control accounts:


(1)	System maintained:


(a)	Loans Receivable (PLS)


(b)	T&I Escrow (PLS)


(c)	Suspended Credits (PLS and PMS)


(d)	Veterans Liability Claims and Acquisitions Receivable (LCS)


(e)	Capital Value (PMS)


(f)	Expense Paid (PMS)


(g)	Rental Income (PMS)


�



(2)	Nonsystem maintained:


(a)	Collections (PLS)


(b)	Disbursements (PLS, LCS and PMS)


(c)	Accounts Receivable (PLS)


(d)	Miscellaneous (PLS, LCS, and PMS)


	


(3)	Randomly select 10 items from the station's suspense accounts; if less than 10 review all. Determine if the appropriate followup action was taken.


(4)	Randomly select five items from the station's tenant accounts; if less than five review all. Determine if appropriate followup action was taken where necessary.


(5)	Randomly select five Veterans Liability Accounts (VA Form 4-1846) established in the prior quarter; if less than five review all. Determine that the net indebtedness and/or interest has been correctly computed and indebtedness and/or interest transferred to DPC Hines via target.


(6)	Randomly select 10 Sales Closing Statements (VA Form 26-6714). Determine that the sales have been properly coded, with termination in PMS (stage 9) and establishment of installment loans (if applicable) in PLS.


(7)	Determine that formula checks are being accomplished prior to release of the trial balance.


c.	Manually Maintained Accounting Records (Education Loans Fund 36X4118; Readjustment Benefits 36X0137)


(1)	Education Loans-Loans Receivable--Determine that subsidiaries maintained by the Operations Section (VA Form 4-5220, Veterans Education Loan Account Card) have been reconciled completely and timely to the general ledger accounts.


(2)	Readjustment Benefits--Randomly select 10 disbursements. Determine that they are proper under 38 U.S.C. ch. 31 (MP-4, pt. V, ch. 2. sec. J).


d.	SF 224, Statement of Transactions, determine that they have been accomplished completely and timely for the last 12 months in accordance with MP-4, part V, chapter 4, paragraph 4B.06.


e.	Determine that verification and all reconciliations have been made for the last 12 months and that they are documented as to when they were performed and by whom. The documentation should appear on, or be made a part of, the computer generated listing where one is generated. If such documentation is not shown, it is considered not to have been done.


f.	Determine that reconciliations have been accomplished by the end of the month in which the listings are received.


�
3D.03	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.


3D.04	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 $l,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.


3D.05	OBLIGATION INSTRUMENTS


(VAMROC's substitute par. 2G.06, Obligation Instruments, for this review.)


a.	Randomly select 25 undelivered orders and accrued services payable obligation documents that are listed on the prior month listing (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).


3D.06	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 10 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 10 entries made to account 2242, Accrued Expenditure and Undelivered Order Adjustments--Expired Appropriation, 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.


�
3D.07	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.03a and 2C.03a)


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 operation manuals are current.


3D.08	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 E. INPUT/OUTPUT ACTIVITY


3E.01	CONTROL POINT CALM (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 the 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 are 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.


3E.02	CONTROL POINT--MORTGAGE LOAN ACCOUNTING (MP-4, pt. V, ch.9, secs. P, R, and S, applicable only to DVB facilities with Mortgage Loan Functions)


a.	A CP activity is required to be established at all facilities to verify and control input and output to and from the system/subsystems. The following files and/or documents will be maintained by the activity.


(1)	Batch Control Code Sheet Pending File (PLS, GLS, and PMS). The VA Form 4-8446, Batch Transmittal Control Code Sheet (ARS), will be prepared in original only. Item 3B of the code sheet will be supported by two adding-machine tapes properly annotated. One type will be attached to the code sheet; the second is to be retained by the CP activity until teletype transmission messages are returned and necessary action taken.


(2)	Transmittal Control Register Pending File (PLS, GLS and PMS). The VA Form 4-5647, Transmittal Control Register-- (PLACE), (hard copy); the original and two copies will be prepared by the Accounting activity and forwarded to the CP for each mailing to the DPC.


(3)	Holding File. A holding file will be established for ARS transmissions and for mail transmissions to the DPC. This file will enable the facility to control rejected transmissions and/or ARS transmissions received from the DPC. Also, the file will enable the facility tn reconstruct mail transmissions if lost or destroyed.


(4)	Output Received From the DPC. The CP activity is responsible for distributing the output to the proper activity for necessary action.


(5)	PLS, GLS, and PMS Batch Control (ARS) and Transmittal Control (Hard Copy). These files contain copies of VA Forms 4-8446 and 4-5647, which are used for transmittal of both ARS and hard copy documents to the DPC. Determine that the required files are being maintained.


b.	Randomly select the edit and audit rejects for 1 day for each system/subsystem (does not have to be the same day for all systems). Determine that action has been taken to clear the rejects within 5 workdays after receipt.


3E.03	SUMMARY OF RESULTS OF INPUT/OUTPUT 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. OPERATIONS


3F.01	EDUCATION LOANS


Randomly select 25 VA Forms 4-5520, Veterans Education Loan Account Card, other than defaults, for review. The loans selected should be reviewed for compliance with MP-4, part IV, chapter 9. Determine if:


a.	The VA Form 4-5220 is completed in sufficient detail to allow for adequate tracking of all entries posted.


b.	A promissory note is on file for each education loan account card selected for review.


c.	Correct distribution of payments has been made to interest and/or principal. In the case of multiple loans, payments are applied to the oldest loan first.


d.	Standard notifications or followup letters (FL's 4-432b, 4322a, and VA Form 4-1422, Reminder--Payment Past Due) were sent within 5 workdays of prescribed intervals.


3F.02	ACCOUNTS RECEIVABLE


a.	Randomly select 25 accounts receivable records consisting of VA Form 4-1103a, Accounts Receivable Record; VA Form 4-1846, Veterans Liability Account; and VA Form 4-5220, Veterans Education Loan Account Card, for defaulted education loans under station control. The cards should be reviewed for compliance with MP-4, part IV, chapter 5. Determine if:


(1)	The cards are completed in sufficient detail to allow for adequate tracking of all entries posted.


(2)	The first demand letter was sent within 10 workdays from the date the notice of overpayment or indebtedness was received in the operations section.


(3)	Followup action on collections was taken within 5 workdays of prescribed intervals.


(4)	The sequence and documentation of collection action were in accordance with existing instructions.


b.	Examine the last quarter's accounts receivable listing from Hines DPC. Determine that the required reconciliation was performed.


3F.03	DEBT COLLECTION


Randomly select 25 completed VA Forms 4-5285, Certificate of Indebtedness. The VA Forms 4-5285 selected should be reviewed for compliance with MP-4, part VIII, chapter 2. Determine if:


a.	VA Forms 4-5280 are processed timely, within 45 calendar days of the date of request.


b.	VA Forms 4-5285, Certificate of Indebtedness are completed properly. Make certain that the documentation attached supports the debt.


c.	CARS COIN 86 and 88 quarterly reports have been reconciled.


d.	More than three of the 25 VA Forms 5280 have been pending in excess of 45 calendar days from the date of request. (See MP-4, pt. VIII, par. 11A.04a.)


3F.04	CHAPTER 32


a.	Randomly select 25 VA Forms 4-5281, Application for Refund of Educational Contributions, for review. VA Forms 4-5281 selected should be reviewed for compliance with DVB Circular 20-77-25, appendix A. Determine if:


(1)	The applications are complete.


(2)	Items 18, 19, and 20 have been completed.


(3)	The applicant was reviewed for an existing A/R and that proper action was taken if an A/R was found.


(4)	The refunds were processed timely.


b.	Quarterly reconciliation of the COIN EDU 235, Chapter 32, Accounts Receivable Listing has been reconciled against VA Forms 4-1103a (A/R's with active master records).


c.	The Chapter 32, Quarterly Listing of Indebtedness for the past four quarters has been reconciled against the VA Forms 4-1103a and discrepancies were properly reported within 20 days of receipt of the quarterly listing (A/R's with inactive master records).


3F.05	ONE-TIME PAYMENTS


Randomly select 20 One-Time Payments/Advance Payments for review. Payments selected should be reviewed for compliance with MP-4, part IV, chapter 2, section C. Determine if:


a.	One time miscellaneous payments are made timely and based on certified documents specified in MP-4, part IV, chapter 2, section C.


b.	Any outstanding revolving fund loan has been fully recouped prior to approving a Vocational Rehabilitation Revolving Fund Loan (TC 06B). Assure the continuity of control numbers, begin with 1 each fiscal year.


c.	A payment required to bring account to current status (TC 06A) was made correctly and that the Chief, Finance activity (or in his/her absence, the Acting Chief, Finance activity) certified the payment.


d.	Claims for Tutorial Assistance (TC 06A) are complete, bear the signature of adjudicator, and contain an amount due that is correctly computed.


3F.06	SUMMARY OF RESULTS OF OPERATIONS 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.
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