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1 
Enclosure (1) 

REVIEW COVER SHEET 
 
HOST COMMAND: ____________________________________________________________ 
 
DATES OF REVIEW: ___________________________________________________________ 
 
REVIEW CONDUCTED BY:  ______________________________________________________ 
 
Business Office POC  

Name___________________________________________________________________ 
Email:__________________________________________________________________ 
Phone:___________________________________________________________________ 

 
Region Internal Review Officer  

Name___________________________________________________________________ 
Email:__________________________________________________________________ 
Phone:___________________________________________________________________ 

 
 

FINANCIALS 

1a. Is the chart of accounts being used properly?   
 
Reference:  
As a general guide, see Enclosure 1 and/or AIMS User Handbook FY 16, Section 
B, Chart of Accounts.  Note however, that some G/L accounts are specific to a 
particular region or installation type.  Therefore, refer to SAP for the most current 
chart of accounts. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

1b. Are revenue and expenses being recorded to the correct General Ledger account, 
e.g., supplies (701000), vehicles (171000); FF&E(173000)?    
 
Reference:  
As a general guide, see Enclosure 1 and/or AIMS User Handbook FY 16, Section 
B, Chart of Accounts.  Note however, that some G/L accounts are specific to a 
particular region or installation type.  Therefore, refer to SAP for the most current 
chart of accounts. 
 
Comments: 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

FINANCIALS 

 
 

2. Are accruals of payroll, taxes payable, annual leave earned, and accounts payable 
accurate?  
 
 
Reference:  
AIMS User Handbook FY 16, Section A, Schedules Guide, pg. 5 - 10  
DOD 7000.14-R, Vol. 13, Chapter 1 and 8 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

3. Are financial statements reconciled and adjusted monthly?   
 
Note: Reconciliation must be performed on receivables, payables, fixed assets, 
central storeroom, bank accounts, deposits and unearned income and payroll 
(annual leave, wages, taxes).   
 
Reference:  
AIMS User Handbook FY 16, Section A Chart of Accounts 
DoD 7000.14-R, Vol. 13, Chapter 3, 030201A.1. 
CNICINST 7000.3, para 506f. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

FINANCIALS 

5. Is depreciation taken monthly?   
 
Note: Sample a few of the assets, is the useful life correct?  
 
Reference:  
DoDI 7000.14R, volume 4, para 060205. 
CNICINST 7000.3, para 513h. 
AIMS User’s Manual FY 16, Section C 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

  



4 
Enclosure (1) 

6. Review the Annual budget. Validate restricted cash values with restricted cash in-
flows and out-flows as requested by the annual budget.  Has the budget been 
approved by the proper approval authority and if so is/are the requests for the 
projects within the cost limits of his/her approval authority?   
 
 

MWR FACILITY FUNDING PROFILE 
APPROVAL 

AUTHORITY 
CATEGORY OF 

WORK (1) 
FUND 

SOURCE 
     COST LIMITS 

 
Regional 
Commander 

 
Major Construction 
 
Minor Construction 
 
Repairs/Renovation 

 
None 
 
O&M,N NAF 
 
O&M,N NAF 

 
None 
 
$0 – 750,000 
$0 – 200,000 
 
$0 - 1,000,000 

    Commander, 
Navy 
Installations 
(CNIC) 

Major Construction 
Minor Construction 
Repairs/Renovation 

MILCON NAF 
 
O&M,N NAF 
 
O&M,N DBOF 
NAF 

$750,000 + UP 
$750,000 + UP 
 
$75,000 - $750,000 
$200,000 - $750,000 
 
$75,000 - $5,000,000 
$0 – 3,000,000 
$200,000 + UP 

 
 
Reference:  
AIMS User Handbook FY 16, section B Chart of Accounts, page 32 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

7a. Review the restricted cash account, Restricted Cash-Capital Outlays (102000).  Is 
Restricted Cash being used for the intended reasons?   
 
Reference: 
Enclosure 1 
AIMS User Handbook FY 16, Section B Chart of Accounts, pg. 32  
 
Comments: 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 



5 
Enclosure (1) 

 

7b. Is a letter approving the project(s) and use of funds on file and or within the 
annual budget?  
 
Reference: 
CNICINST 7043.1, para 217 
AIMS User Handbook FY 16, Section B Chart of Accounts, pg. 60 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8a. Review the construction in progress account, (179000).  Is the construction in 
progress account being used for the intended reasons?   
 
Reference:  
Enclosure 1 
AIMS User Handbook FY 16, Section B Chart of Accounts, pg. 57 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8b. Is there a letter approving the project(s) and use of funds on file?   
 
Reference:  
CNICINST 7043.1, para 217 
AIMS User Handbook FY 16, Section B Chart of Accounts, pg. 60 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8c. Are projects in this account ongoing or completed? 
 
Ongoing               Completed 
                                 
 
Comments:  
 
 

 
NR 

 

 
N/A 

 



6 
Enclosure (1) 

 
 

8d.  If completed, are these projects capitalized to the proper account. 
 
Note:  

a.  Account 179 is used to accumulate the capitalized value of construction in 
progress until an item is financially complete. The value is then transferred 
to account 170 - 178 as appropriate. 

 
b.  Projects in account 179 cannot be producing revenue; fully utilized; and 

final payment cannot be disbursed. 
 
Reference:  
CNICINST 7000.3, para 403a.(6)  
AIMS User Handbook FY 16, Section B Chart of Accounts, pg. 57 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8e. Do all capital projects include all appropriate costs prior to capitalizing them?  
 
Note:  
Construction in Process is used to record the value of work performed for the 
construction of facilities, and improvements not yet accepted by the NAFI 
 
Acquisition cost includes expenditures necessary to place assets into use such as 
installation, freight, testing, and initial training costs (other than employee 
salaries); legal fees to establish title; and any other costs of putting the asset in the 
condition and location for use.   CIP is also used to record the value of work 
performed by contractors in accordance with the terms of the applicable 
contracts. Progress payments for contractors will also be recorded in CIP. Any 
expenditure recorded in CIP must be capitalized in accordance with current 
thresholds for Assets. 
 
Reference 
DoD 1015.15 para 6.4.2.5 
DoD 7000.14-R, Vol. 13, para 030301O. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

 NO 
  

 
N/A

 
 
 



7 
Enclosure (1) 

8f. Are all capital projects capitalized within the appropriate time frame after 
completion? 
 
Note:  Projects must be capitalized once they start earning revenue, are being 
fully utilized, and the final bill has been paid.   
 
Reference:  
CNICINST 7000.3, para 403a.(6)  
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

 NO 
  

 
N/A

 
 
 

  



8 
Enclosure (1) 

CASH AND CASH RECEIPTS 
1. Are cash funds properly safeguarded from loss and theft?  

 
Reference:  
CNICINST 1710.3, para 232 
DoD 7000.14R, Volume 5, Chapter 3 and 9 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2.  Are safe combinations known only to the custodian of the funds within each safe?  
 
Reference: 
CNICINST 1710.3, para 232d(2) 
DoD 7000.14R Volume 5, para 030302B.2.l. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

3. Is each custodian of funds provided with a safe or a locked compartment within a 
safe to which only they have access?  
 
Reference: 
CNICINST 1710.3, para 232d 
DoD 7000.14-R, Vol. 5, Chap 3, para 030302.a. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
4. Are safe combinations changed at least upon a change of personnel having access to 

the safe? 
 
Note: Safe combinations will be changed whenever a new employee takes over or 
whenever directed by the Region Commander/Installation CO.  A night depository 
type safe (with slot or chute) is considered practical. 
 
Reference: 
CNICINST 1710.3, para 232d.(4) 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

5. Are surprise counts made by activity management of change funds, petty cash, and 
cash receipts in the custody of each cashier during the cashiers shift at least 
quarterly?  
 
Note: Quarterly Cash Verification. No less frequently than quarterly, cash held at 
personal risk based on guidance in this chapter must be reviewed by means of an 
unannounced physical count of cash, negotiable instruments, and other assets that 
comprise a DO’s total accountability (including cash, negotiable instruments, and 
other assets in the custody of all DDOs and agents). 
 
Reference:  
DoD 7000.14-R, Vol. 5, Chap 3, para 030201 
DoD 7000.14R, Volume 5, Appendix A, A00101 
CNICINST 7000.3, 506d.(1) and (2) 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
6. Are the amounts of the change and petty cash funds reasonable and adequate to 

satisfy cashiering needs?   
 
Note: Authorized funds in excess of needs shall be reduced.   
 
Reference:  
CNICINST 1710.3, para. 214 
CNICINST 7000.3, para 210b. 
DoD 7000.14-R, Volume 13, Chapter 3, para 030201.C. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

7. Obtain copies of letters of authorization for change and petty cash funds.  Are there 
letters of authorization for each change and petty cash fund?  
 
Reference: 
CNICINST 7000.3, para 506b. and506c. 
BUPERSINST 12990.1A, para 325 (CMWR) 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8. Is the responsibility for change and petty cash funds vested in one person only?   
 
Reference: 
CNICINST 7000.3, para 506b. and 506c. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
9. Is the custodian independent of the bookkeeper?  

 
Reference: 
DoD 7000.14-R, vol. 13, Chap 3 , para 030201 
CNICINST 7000.3, para 506f. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

10. Are petty cash vouchers pre-numbered sequentially, prepared in ink and indelible 
pencil, signed by the payee, and approved?  
 
Reference: 
CNICINST 7000.3, para  506b.(5) 
 
Comments:   
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

11. Is the cashing of checks or making loans from the petty cash fund prohibited?   
 
Reference: 
DoD 7000.14-R, vol. 13, Chapter 3, para. 030201C.1.e. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
12. If an imprest fund has been established, is the use of the fund limited, not to exceed 

$150 for any one transaction or a maximum of $500 (or foreign currency equivalent) 
for an emergency condition ? 
 
Note:  
a. Where a volume of small cash purchases is necessary, a petty cash fund operated 
under the imprest method may be established to be used for small payments, not to 
exceed $150 for any one transaction or a maximum of $500 (or foreign currency 
equivalent) for an emergency condition.  Petty cash funds shall not be used for 
payment of employee’s or entertainer’s wages to include meals and incidentals.  All 
other purchases shall be processed using a government purchase card, 
purchase order, or contract.  The commanding officer will authorize in writing the 
establishment of this fund, if needed, and specify the amount authorized. The 
manager will determine the individual responsible for the petty cash fund. 
 
b. Any one transaction will not exceed $500 and transactions will not be fragmented 
to circumvent this limitation.  A higher limit may be approved by the Military 
Service Proponent for NAF Financial Management for purchases made in foreign 
currency, if currency rates so warrant.  This increase must be reviewed on an annual 
basis. 
 
Reference: 
CNICINST 7000.3, para 506b.(8) 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

13. Are cash funds and tickets in transit; i.e. nightly drops, bank runs, central cashier 
pick-ups; safe guarded as directed by local policy established by the command?  
 
Note:  
a. Ensure that armed guards are provided to escort government funds to and from the 
disbursing office when funds are being transported as required. 
 
Reference:  
DoD 7000.14-R, Vol. 5, Chap 3, para 030302A.5 and 030205C.2 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
14. Are deposits made daily, with weekend and holiday receipts deposited on the first 

business day subsequent to the weekend or holiday?  
 
Reference: 
CNICINST 7000.3, para 506e.(3) 
AIMS User Handbook FY 16, Section F Centralized Banking 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

15. Are bank statements of imprest accounts sent directly to and reconciled monthly by 
an employee whose duties do not include the handling of cash or maintaining the 
accounts?  
 
Reference: 
AIMS User Handbook FY 16,Section A, Section F Centralized Banking, III 
CNICINST 7000.3, para 506f. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

16. Are dishonored checks collected per the prescribed procedures?   
 
Reference: 
CNICINST 7000.3, para 506e.(9) 
DoD 7000.14-R, vol. 5, chapter 4, para 040301B. 
 
Comments:   
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

CASH AND CASH RECEIPTS 
Notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



15 
Enclosure (1) 

SALES 
 
 
1. Are all fees, charges, and sales prices governed by posted standard price lists? 

(Category “B” Standards – i.e. ITT, Outdoor Recreation, CYP, etc.)  
 
Reference:  
CNICINST 7000.3, para 206  
CNICINST 1710.3, para 211 and 232a. 
Local SOP 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2. Are unauthorized discount prices to selected patrons prohibited? 
 
Reference: 
CNICINST 1710.3, 104c.  
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
3. Are sales controlled by use of registers or point of sale (POS)?  

 
YES    NO    N/A  

 
Does the local SOP address procedures that covers if there if there are no cash 
registers or the registers are not the property of the activity?  
 

YES    NO    N/A  
 
Does the local SOP contain emergency procedures to ring up sales if the register 
of point of sale (POS) is not working properly? 
 

YES    NO    N/A  
 
Reference:  
CNICINST 7000.3, para 507a.(3)(a) 
Local SOP 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

4. Are all sales tickets, vouchers and gift certificates sequentially pre-numbered and 
controlled? 
 
Reference: 
CNICINST 7000.3, para 506b.(5) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
5a. Are cash registers read at the end of each work shift by someone other than the 

cashier?  
 
Note: Point of Sale (POS) does not have readings; it will clear daily upon cashier 
close out. 
 
Reference: 
CNICINST 7000.3, para 507a.(4)(c) and (d) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

5b.  If so, are the machine totals not available to the individual cashiers?  
 
Reference: 
CNICINST 7000.3, para 507a.(4)(c) and (d) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

6a. Are register readings compared with the actual receipts and sales tickets? 
 
Reference: 
CNICINST 7000.3, para 507a.(4) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

6b. Are point of sale (POS) sales compared to daily deposits by cashier? 
 
Reference: 
CNICINST 7000.3 CNICINST 7000.3, para 507a.(4)(d) 
 
Comments: 
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Enclosure (1) 

SALES 
 
 
7. Are the totals shown by the cash register, point of sale, or sales slips entered on 

the DAR by someone other than the cashiers? 
 
Reference: 
CNICINST 7000.3, para 507a.(4) c) and (d) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8.  Are cash overages and shortages shown on the DAR and separately on the 
summary?  
 
Note: Cashier conducts blind drop incident that day. 
 
Reference: 
CNICINST 7000.3, para 507a.(4) c) and (d) 
AIMS User Handbook FY 16, Section B Chart of Accounts, Accounts 812 & 912 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

9. Are cash register over rings approved by a supervisor? 
 
Reference: 
Local SOP 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
10.  Do the cashiers conduct blind drop with RecTrac and leave notes for manager of 

any incidents that day? 
 
Reference: 
CNICINST 7000.3, para 507a.(4)(a) 
Local SOP 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

11. Are unexplained excessive and repetitive overages and shortages investigated? 
 
Reference: 
DoD 7000.14R, Volume 5, Chapter 6 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

12. Are lost tickets tracked by cashier and investigated? 
 
Reference: 
CNICINST 7000.3, para. 232 and 507a.(2)(b) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

13. Are all incoming checks endorsed immediately “For Deposit Only” to the account 
of proper activity?  
 
Reference: 
CNICINST 7000.3,506e.(3)(c) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 



20 
Enclosure (1) 

SALES 
 
 
14. Are unused receipt books and Military Travel Voucher Program 3-part vouchers 

controlled by management? 
 
Note: A perpetual inventory system must be maintained and reconciled monthly.  
Perpetual inventory is a method of accounting for inventory that records the sale 
or purchase of inventory immediately through the use of computerized point-of-
sale systems and enterprise asset management software. 
 
Reference:  
CNICINST 7000.3 para 513g.(2) 
AIMS User’s Handbook FY 16 pg. 197  
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

15.  Are they issued to and used in sequence by the cashier? 
 
Reference:  
CNICINST 7000.3 para 513g.(2) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

16. Is the pre-numbered sequential use of the cash receipt books checked by someone 
other than the cashier?  
 
Reference:  
CNICINST 7000.3, para 507a.(2)(b) 
CNICINST 7000.3, para 507a.(4) c) and (d) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
17. Are the duties of the cashier entirely separate from the maintenance of the 

individual patrons’ accounts? 
 
Reference: 
CNICINST 7000.3, para 507a.(4) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

18. Are checks returned by the bank received directly by someone other than the 
cashier or bookkeeper?  
 
Reference: 
CNICINST 7000.3, para 506e.(9) and 510c. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

19. Are deposits for the use of equipment (kegs and taps, camping trailers, etc.) 
recorded in the records and refunded to patrons upon return of the equipment?  
 
Reference:  
AIMS User Handbook FY 16, section B Chart of Accounts, Account 203(pg. 68) 
CNICINST 7000.3, para 506d.(1) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
20. Are cash prizes within limits paid from an imprest fund or by a properly 

authorized check? 
 
Reference: 
CNICINST 1710.3, para 112 
CNICINST 7000.3, 507a.(9)(c) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

21. Do purchase and ticket consignment agreements permit the return of unaccepted 
merchandise, tickets and prizes for credit?  
 
Reference: 
CNICINST 7000.3, para. 507a.(9)(d)1 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

22. For Bingo prizes, a perpetual inventory of merchandise prizes shall be kept 
current at all times, and a proper identification number shall be affixed to each 
merchandise prize.   
 
a. Are identification numbers affixed to each merchandise prize? 
 

            YES    NO    N/A  
 
b. Is a perpetual inventory being maintained in a secured storeroom and reconciled 
to local inventory records?  

            YES    NO    N/A  
 
Reference: 
CNICINST 7000.3, 507a.(9)(d)2 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

SALES 
 
 
23.  Is the POS reconciled with SAP? 

 
Reference: 
AIMS User Handbook FY 16, Section A, pg. 6 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

Notes: 
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Enclosure (1) 

 
ACCOUNTS RECEIVABLE 

 1. Are collection efforts being done in accordance with the BUPERSINST 7200.2? 
 
Reference:  
BUPERSINST 7200.2A 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2. Are A/R returned checks, written-off when they become 6 months (180 days) old?  
 
Reference:  
BUPERS 7200.2A, Section 6d. 
AIMS User Handbook FY 16, Section C, page 45 
 
Comments:  
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

3.  Does the Regional/Host Commander approve write-offs? 
 
Reference:  
BUPERS 7200.2A, Section 6d. 
AIMS User Handbook FY 16, Section C, page 45 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

4.  Are collection efforts continued after write-off?  
 
Reference:  
BUPERS 7200.2A, Section 6d. 
AIMS User Handbook FY 16, Section C, page 45 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

ACCOUNTS RECEIVABLE 
 5.  Is a subsidiary ledger account maintained for each A/R (individual and group)?  

 
Note: 
 

132000 Accounts Receivable - Returned Checks 
133000 Accounts Receivable - Other 
133004 Accounts Receivable - Employee 

 133007 Accounts Receivable - CYMS 3rd Party 
133008 Accounts Receivable - CYMS Individual 
133009 Accounts Receivable - Online Ordering 
134000 Accounts Receivable - Credit Cards 
135000 Accounts Receivable - Gift Certificate 
135005 Accounts Receivable - RIK 
136000 Accounts Receivable - APFSUP 

 
Reference: 
DoD 7000.14-R, Vol. 13, Chapter 3, 030205 
AIMS Users Handbook FY 16, Section B, Chart of Accounts 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

6. Is an aged account receivable report produced for each account monthly?   
 
Reference:  
DoD 7000.14-R, Vol. 13, Chapter 3, 030205A.2. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

ACCOUNTS RECEIVABLE 
 7.  Are balances broken down to show, at a minimum, 30/60/90 days to track past 

due accounts and to aid in collection efforts?   
 
 
Reference:  
DoD 7000.14-R, Vol. 13, Chapter 3, 030205A.2. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8. Are controls adequate to ensure that all funds received for returned checks are 
deposited in the local bank account?  
 
Reference: 
CNICINST 7000.3, para 506e.(7) 
 
AIMS User Handbook FY 16, Section C 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

9. Is a service charge assessed?   
 
Reference: 
BUPERSINST 7200.2A, 5c 
AIMS User Handbook FY 16, Section C 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

ACCOUNTS RECEIVABLE 
 10. If so, are patrons informed of the charge during the time of transaction?  

 
Note: All funds received for returned checks shall be included in the applicable 
daily deposit and reported on the daily activity record as a debit to cash and credit to 
returned checks. 
 
Reference: 
BUPERSINST 7200.2A, 5c 
AIMS User Handbook FY 16, Section C 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

Notes:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



28 
Enclosure (1) 

ACCOUNTS PAYABLE 
 
 
1. Are all invoices approved and certified as correct by the manager or other 

responsible employee prior to processing for payment?  
 
Reference: 
DOD 7000.14R Volume 4, Chapter 9, para 090201 
AIMS User Handbook FY 16, Section A Chart of Accounts 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2. Are paid invoices stamped or perforated with the notation “PAID” with check 
date and number to preclude their duplicate payment?  
 
Reference: 
CNICINST 7000.3, para 506b.(2) and 510c.(2) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

3. Are all discounts/credits offered by the vendor taken? 
 
Reference: 
DoDI 7000.14R, Volume 10, Chapter 2 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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Enclosure (1) 

ACCOUNTS PAYABLE 
 
 
4. Does the bookkeeper or responsible accounting technician wait for receipt of 

invoice from the vendor prior to making payment or verify sales with backup 
paperwork provided by ITT Manager and pay MTV on a monthly basis? 
 
Note: MTV contract state that the ITT Office pays on sales not invoice. 
 
Reference: 
CNICINST 7000.3, para 509d. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

5. Are checks kept in secure locations?  
 
Reference: 
CNICINST 7000.3, para 507a. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

6. Are voided checks mutilated by cutting off the signature area and writing “VOID” 
in the “amount” space?  
 
Reference: 
CNICINST 7000.3, para 510C.(1) 
AIMS User Handbook FY 16, Section F Centralized Banking, II, 4., pg. 216 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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ACCOUNTS PAYABLE 
 
 
7.  Does region have an up-to-date accounts payable SOP?  

 
Reference: 
CNICINST 1710.3, para 105c. 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8. Checks payable to “CASH” or “Bearer” or some similar payee is prohibited?  Are 
there any violations of this policy? 
 
Reference: 
CNICINST 7000.3, para 510c.(1) 
 
Comments: 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

Note: 
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INVENTORIES AND FIXED ASSETS 
 
 
1. Are inventories (prepaid, storeroom and resale items) safeguarded to prevent theft 

or damage?  
 
Reference: 
CNICINST 7000.3, para 513 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2a. Are stock record cards or a similar computerized form, maintained and updated 
when items are received or issued?  
 
Reference: 
DoD 7000.14-R, Vol. 13, Chapter 3, 030207 
CNICINST 7000.3 para 513g.(4) 
AIMS User Handbook FY 16, Section A and B Asset Accounts 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

2b. Is all pertinent information maintained for each item, i.e., item name, stock 
number, or ticket serial number, source, acquisition date, acquisition price, total 
value on hand, high and low limits?  
 
Reference: 
DoD 7000.14-R, Vol. 13, Chapter 3, 030207 
AIMS User Handbook FY 16, Section A and B Asset Accounts 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
3. Are issues from the storeroom/warehouse documented by numbered 

requisitions/invoices signed by authorized personnel?  
 
Reference: 
CNICINST 7000.3 para 513g.(4) 
AIMS User Handbook FY 16, Section B Asset Accounts 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

4. Is the applicable cost center identified? 
 
Reference: 
CNICINST 7000.3 para 513g.(4) 
AIMS User Handbook FY 16, Section B Asset Accounts 
 
Comments: 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

5. Are central storeroom inventories (152000) taken at least quarterly and resale 
inventories (151000) taken monthly?  
 
Reference:  
CNICINST 7000.3 para 513g.(4) and 513j.(3) 
AIMS User Handbook FY 16, Section B, pg. 49 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

6. Do those taking and observing the physical inventory sign inventory sheets?  
 
Reference:  
CNICINST 7000.3, para 513j.(5)(f)7 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
7. Does accounting compare the results of the inventory to the general ledger control 

account(s) and adjust the records to agree with physical inventories within SAP?  
 
Reference:  
 
CNICIST 7000.3, para 514b.(5) 
AIMS User Handbook FY 16, Section A, pg. 9 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

8. Is documentation retained for a minimum of 36 months? 
 
Reference:  
AIMS Users Handbook FY16 , Section C, pg. 178 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

9. Does the manager update the point of sale system to reflect current inventory? 
 
Reference:  
CNICIST 7000.3, para 513g(4) and 514b.(5) 
 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
10. Annually, are physical inventories verified by at least one person who is clearly 

independent of MWR?  
 
Note: This requirement can be fulfilled at any time throughout the year. 
 
Reference: 
DoD 7000.14-R, Vol. 13, Chapter 3,030207F. 
CNICINST 7000.3, para 513j.(6) (a)3 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

11. Are inventory levels kept to a minimum needed for operations?  
 
Note: Excess inventory ties up funds that could be used in other ways and adds 
risk of loss through deterioration or obsolescence of the items.   
 
Reference:  
CNICINST 7000.3, para 201b.(3) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

12. Does the ITT manager actively pursue ticket less options through MTV, MTP and 
local partnerships?  
 
Reference: 
CNICINST 1710.3, para 1310h. and i. 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

13. Is a property and depreciation record maintained for each fixed asset in SAP?  
  
Reference: 
DoDI 7000.14R, volume 4, para 060205. 
CNICINST 7000.3, para 513h. 
AIMS User’s Manual FY 16, Section C, pg. 186 - 196 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
14. Is a file containing a copy or original purchase order/invoice/warranty maintained 

for each asset?   
 
Reference: 
CNICINST 7000.3, para 513 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

15.  Are fixed assets, minor property and electronic equipment individually tagged (in 
an inconspicuous place) to indicate activity ownership and property record number?   
 
Reference: 
CNICINST 7000.3, para 513 g.(1) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

16. Is an annual fixed asset inventory properly conducted, supervised and reported?   
 
Reference: 
CNICINST 7000.3, para 513j.(3) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
17. Has someone not associated with MWR been assigned to check the accuracy of the 

inventory and attest thereto? 
   
Note: This requirement can be fulfilled anytime during the year. Documentation 
shall be maintained for 36 months.  
  
Reference: 
CNICINST 7000.3, para 513j.(6) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

18. Are the records of assets purchased with APF kept separate from records of assets 
purchased with NAF? 
 
Reference: 
CNICINST 7000.3, para 513d. and 513g(3) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

19. Has excess or underutilized property been identified by management? 
 
Reference: 
CNICINST 7000.3, para 210d.(3) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 
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INVENTORIES AND FIXED ASSETS 
 
 
20. Has management justified the retention or disposed of the excess or underutilized 

property as prescribed by regulations? 
 
Reference: 
CNICINST 7000.3, para 210d.(3) and 513g.(4) 
 
Comments: 
 
 
 
 

YES 
 

 
NR 

 

NO 
 

 
N/A 

 

Notes:  
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Letters of Authorization 
 

 By Direction Authority Letters 
 Establishment of the fund from Commanding Officer to the Fund Custodian. 
 Change Fund/Petty Cash Fund letters from Fund custodian to individual Managers or 

Central Cashier. 
 Letters of designation for purchasing and receiving agents; alternate receiving agents 
 Storeroom custodian 
 Letters of appointment for APC/AO/Card Holders 
 CMWR Letters, if applicable. 
 Letter from Commanding Officer designating Contracting Officer. 
 Restricted Cash approval letters. 
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