USPFO CHECKLIST

FINANCE

_____ Is unit generating quality orders, amendments, revocations per AFCOS End Users Manual (2001) and AR 600-8-105?


_____ Is the unit utilizing the Army Unit Level Finance Procedures Manual in order to pay soldiers properly?

_____ Is unit submitting ADSW/ADT orders in a timely manner IAW ARNG Unit Level Finance Procedures?

_____ Is unit transmitting E1379 within 24 hours after drill duty IAW ARNG Unit Level Finance Procedures? (Copies of E1379 at unit)

_____ Does the unit understand the 90-day window for Rescheduled IDT periods?

_____ Does the unit read and understand the MMPA, and the retention period of the MMPA and Commander’s Report. (6yr, 6mo, best for ten years)

_____ Does the unit have on hand and understand the following Regulations that support the ARNG Unit Level Finance Procedures Manual: NGR (AR) 37-104-3;  NGR (AR) 350-1; and NGR(AR) 680-1?

_____ Are all soldiers in unit on SUREPAY per NGR 37-104-3?

            (Commander’s Report)

_____ Are all soldiers using MYPAY IAW DFAS 37-1?

_____ Is unit staff knowledgeable about the Pay Inquiry process and the USPFO Help Desk?  (Telephone- DSN: 867-1226 (1226)/E-mail: nmmilpay.help@nm.ngb.army.mil

_____ Does unit staff understand mobilization pay procedures?  (ARNG Unit Level Finance Procedures Manual) 

_____ Does the unit use the DD Form 114 to change a soldier from a non-pay to a pay status for pay?

_____ Does the unit know how to read a LES for the soldier? 

           (ARNG Unit Level Finance Procedures Manual)

_____ Is unit submitting travel vouchers within 5 days after completion of duty per DFAS 37-1, Appendix I?

_____ Is the correct Approving Official signing the travel vouchers?

           (DD Form 577s)

_____ Is unit staff checking to ensure soldiers with Bank of America travel cards are using split-disbursement to pay the Bank of America?

_____ Is unit having soldiers complete Bank of America applications IAW NGB Bank of America SOP and the on-line CBT?

_____ Is unit preparing DA Form 3953 (Purchase Request and Commitment) IAW DFAS 37-1?

_____ Are Government Purchase Card (GPC) billing statements processed IAW USPFO GCP SOP 2-1? (Billing Officials have two days to submit to Commercial Accounts) 

SUPPLY & SERVICES

_____ Are annual property book reconciliations being conducted IAW DA Pam 710-2-2?

_____ Are quarterly open requisition reconciliations being conducted IAW DA Pam 710-2-1?

_____ Is the POL status report submitted NLT the 5th working day of the month IAW DA Pam 710-2-2?

_____ Is there excess property in the unit?

_____ What actions are being taken to turn it in IAW DA Pam 710-2-1 and DA Pam 710-2-2?

