             COLLECTING AND ACCOUNTING FOR PUBLIC FUNDS
1.  Primary accounting records and analysis coverage:

                                                                                          RECORDS   NUMBER

                                                                                          ON HAND   REVIEWED
    a. Voucher for Disbursement and/or


  Collection (NAVCOMPT 2277)                        _________    __________

    b. Cash Sales/Request for Checkage

       for Government Property (NAVMC 6)

       (CASH SALES ONLY)                                            _________    __________

    c. Cash Sales/Request for Checkage

       for Government Property (NAVMC 6)

       (CHECKAGE SALES ONLY)                                 _________    __________

    d. Cash Sales/Request for Checkage

       for Government Property (NAVMC 6)

       (DESERTER CHECKAGE SALES ONLY)           _________    __________

    e. Cash Meal Payment Sheet

       (NAVMC 10298)                                                      _________   __________

    f. Miscellaneous Sales 

       (NAVCOMPT 2114)                                                _________   __________

2.  If assigned are appointment letters for the Authorized Custodian (Primary and Alternate) on hand and current, and do they include the duties, limitations, effective date, individual relieved, if any, and the acceptance endorsement? (paragraph 020702 of DOD 7000.14-R, VOL V; paragraph 6.3, Section 6, Part III and Figure 3-44 and 3-45 of UM 4400-124; and paragraphs 06101 and 24001 and Figure BB-3 of UM 4400-15)

Yes   No   N/A   
3.  Are appointment letters for the Audit and Verification Officer on hand and current, and do they include the duties and the effective date? (paragraph 030201.B of DOD 7000.14-R, Vol V; paragraph 6.3, Section 6, Part III and Figure 3-47 of UM 4400-124; and paragraphs 06101, 24001 and Figure BB-5 of UM 4400-15)

Yes   No   N/A   
4.  Are letters of appointment and revocation retained for a  period of not less than five years after an appointee ceases to  serve?  (paragraph 5001.2 of MCO P4400.150E, paragraph 6.3b(7), Section 6, Part III of UM 4400-124, and paragraphs 06101.1i and 24001.1i of UM 4400-15)

Yes   No   N/A   
5.  Are unannounced audits and verifications of funds, vouchers and transactions conducted at irregular intervals at least quarterly and a written report of the results submitted to the Commanding Officer and a copy provided to each agent? (paragraph 030201.A of DOD 7000.14-R, Vol V; paragraph 6.3b(6), Section 6, Part III of UM 4400-124, and paragraphs 06101.1(h) and 24001.1(h) of UM 4400-15)

Yes   No   N/A   
6.  Has a safe been assigned for the exclusive use of each  agent/alternate?  (paragraphs 030401.C of DOD 7000.14-R, Vol V; paragraph 21a, Enclosure (2) of MCO 10110.40B, paragraph 6.3b(2), Section 6, Part III of UM 4400-124, and paragraphs 06101.1d and 24001.1d of UM 4400-15)

Yes   No   N/A   
7.  Are all safes/containers used for cash collection, secured in such a way as to prevent movement (applies to safes/containers  either on rollers, up to 1500 lbs, or those weighing less than 750 pounds)?  (paragraph 030302.B11 of DOD 7000.14-R, Vol V; paragraph 5001.4 of MCO P4400.150E, paragraph 21a, Enclosure (2) of MCO 10110.40B, paragraph 6.3b(2), Section 6, Part III of UM 4400-124, and paragraphs 6101.1d and 24001.1d of UM 4400-15) 

Yes   No   N/A   
8.  Is the combination of each agent's safe changed by the agent at least every six months and upon relief of the agent?  (paragraphs 030302.B13 and 030401.C of DOD 7000.14-R, Vol V; paragraph 21b, Enclosure (2) of MCO 10110.40B, paragraph 6.3b(2), Section 6, Part III of UM 4400-124, and paragraphs 06101.1d and 24001.1d of UM 4400-15)

Yes   No   N/A   
9.  Is a cash box, with key, provided to each appointed agent?  (paragraph 21c, Enclosure (2) of MCO 10110.40B; paragraph 6.3b(2), Section 6, Part III of UM 4400-124, and paragraphs 06101.1d and 24001.1d of UM 4400-15)

Yes   No   N/A   
10.  Are cash sales/checkage sales to reimburse the Government for public property lost, damaged, or destroyed conducted in accordance with the following:

     a.  Is the NAVMC 6 prepared in accordance with current  instructions?  (paragraph 6.2, Section 6, Part III and Figures 3-39 and 3-40 of UM 4400-124, and paragraphs 06001, 24021 and Figures 6-1, 6-2, 24-1 and 24-2 of UM 4400-15)

Yes   No   N/A   
     b.  Has the individual acknowledged in writing, that he has been advised of his rights concerning voluntary reimbursements,  and has the individual waived his right, in writing, to consult  with a judge advocate if one is reasonably available? (paragraph 6011.2 of MCO P4400.150E, paragraph 6.2b(2), Section 6, Part III of UM 4400-124, and paragraphs 06000.2 and 24020.2 of UM 4400-15)

Yes   No   N/A      

     c.  If counseling is accomplished by an officer/SNCO other than a Judge Advocate, is the individual a disinterested officer/SNCO, not in the Marine's chain of command ? (i.e., Adjutant, Personnel Officer) (Paragraph 6011.2A of MCO P4400.150E, paragraph 6.2b(1), Section 6, Part III of UM 4400-124, and paragraphs 06000.2 and 24020.2 of UM 4400-15)

Yes   No   N/A   
     d.  Is the Document Number on which the cash sales transaction was reported entered on the NAVMC-6 when cash sales are conducted for losses of property appearing on the unit's allowance or balance files?  (paragraph 6.2d(2), Section 6, Part III and Figure 3-39 of UM 4400-124, and paragraphs 06001 and 24021 and Figures 6-2 and 24-2 of UM 4400-15)

Yes   No   N/A    

11.  Are cash collection vouchers (NAVCOMPT 2277) prepared and  distributed in accordance with current instructions?  (paragraph 6.2f(7), Section 6, Part III and Figure 3-41 of UM 4400-124, and Current MCBUL 10110)

Yes   No   N/A   
12.  Are cash collections turned in to the appropriate disbursing officer as follows?

     a.  Weekly, when daily deposit is impractical and when the amount of cash collected during the week is $500 or less?  (paragraph 6.3b(1), Section 6, Part III of UM 4400-124)

Yes   No   N/A   
     b.  Daily whenever the amount of cash collected exceeds $500?  (paragraph 6.3b(1), Section 6, Part III of UM 4400-124)

Yes   No   N/A                                                   

     c.  On the last business day of the month, regardless of the dollar amount?  (paragraph 6.2f(2), Section 6, Part III of UM 4400-124; and paragraphs 06002.1 and 24022.1 of UM 4400-15)

Yes   No   N/A   
13.  Are the original cash sales documents (NAVMC-6 or NAVMC  10298) filed with the duplicate, certified copy of the Cash  Collection Voucher (NAVCOMPT 2277)?  (paragraph 4208.2 of MCO P10110.14L, paragraph 2.10b(1), Section 2, Part III and paragraph 6.2d(2), Section 6, Part III of UM 4400-124, and paragraphs 06001.4, 06002.3b, 24021.4 and 24022.3b(3) of UM 4400-15)

Yes   No   N/A   
     a.  Do cash sales transaction documents reconcile with the  receipt copies of Cash Collection Vouchers in regards to monies turned in to the Disbursing Officer?

Yes   No   N/A   
     b.  Do the funds on hand reconcile with applicable completed sales documents?  (If not, explain)

Yes   No   N/A   
14.  Do duplicate copies of the cash collection vouchers retained by the authorized custodian contain the original signature of the  Disbursing Officer?  (paragraph 2.10b(1), Section 2, Part III and Figure 3-41 of UM 4400-124; and paragraphs 06002.3b and 24022.3b(2) of UM 4400-15)

Yes   No   N/A   
15.  When checkage sales are conducted when cash sales cannot be accomplished are the following accomplished:  (paragraph 2.10b(4), Section 2, Part III and paragraph 6.2e, Section 6, Part III of UM 4400-124, and paragraphs 06003, 24020.1 and 24023 of UM 4400-15)

     a.  Are duplicate requests for checkages filed in the voucher file and do they bear the original signature of the Commanding Officer or designated representative and the unit diary number and date?  (paragraph 6.2e(2)(a), Section 6, Part III of UM 4400-124 and paragraphs 06003.2 and 24023 of UM 4400-15)

Yes   No   N/A   
     b.  Is the checkage sale Document Number entered on the NAVMC-6 when checkage sales are conducted for losses of property appearing on the unit's allowance or balance files?  (paragraph 6.2e(2), Section 6, Part III and Figure 3-40 of UM 4400-124 and paragraphs 06003.1, 24023 and Figure 6-4 of UM 4400-15)

Yes   No   N/A   
     c.  Are requests for checkages for deserters accomplished correctly?  (paragraph 6.2g, Section 6, Part III and Figures 3-42 and 3-43 of UM 4400-124 and paragraph 06004.1 and Figures 6-5 and 6-6 of UM 4400-15)

Yes   No   N/A   
16.  Are Cash Meal Payment Sheets/Paid Supernumerary Ration  Registers (NAVMC 10298) prepared properly?  (paragraphs 19 and 20b, Enclosure (2) of MCO 10110.40B) 

Yes   No   N/A   
17.  Is NAVCOMPT Form 2114 (Cash Receipt Certificate) or a locally procured serialized form utilized in lieu of a NAVMC 6 when funds are collected for purposes other than the sale of lost, damaged or destroyed Government property (e.g., reimbursement for personal telephone calls made on a Government leased telephone line)?  (paragraph 6.3b(8), Section 6, Part III of UM 4400-124)

Yes   No   N/A   
18.  Are records of all cash/checkage sales, deposits of funds  with the disbursing officer, and quarterly audit and verifications kept on file for 5 years?  (paragraphs 2004.8d, 5001.1, and 5001.3, of MCO P4400.150E)

Yes   No   N/A   
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