Audit Checklist

Personal Property Policies and Procedures
· Does the PPM have a letter of designation from the Commanding Officer?

· Does the PPM have a copy and are they familiar with the: 

· DOD Instruction 5000.64?

· SECNAVINST 7320.10?

·  Amplifying Marine Corp or local instructions/procedures?

· Is the activity using DPAS as their property accountability system?

· Are all property personnel trained to the appropriate level and is that training documented?

· Are inventories scheduled and completed within the required periodicity?

· Does the PPM have a Physical Inventory Management Plan?

· Is there evidence that the PPM is managing to the Physical Inventory Management Plan?

Inventory and Accountability 

· Check Floor to Book accuracy – is the property found in the PPM’s area reported on the system?

· Check Book to Floor accuracy – can the property on PPM’s system be found on the floor?

· Is material properly identified with a bar code using DON standard format within seven days of receipt?

· Is there a valid HRH number assigned to the material in DPAS?

· Is there a valid location assigned to the material in DPAS?

· Are personnel turnover procedures conducted properly?  (i.e. are inventories, custody signatures, POC information updated in the database, etc.)

· Were relationships developed with and training provided to key personnel in receiving, contracting, shipping, accounting, etc. to ensure information important to accountability is relayed to the PPM in a timely fashion?

· Is there a local process to ensure the accurate recording of “pushed” property?

· The PPM must make sure that the following assets are entered into DPAS and are accounted for:

· Capital >= $100,000

· Minor >=  $5,000

· Controlled Inventory Items:

· Classified.

· Sensitive.

· Pilferable and essential to command mission/not easy to repair or replace.

· Property furnished to contractors to fulfill a contract (this is material that the government had in its possession prior to the contract).

Personal Property System Security and Data Integrity 

· Do personnel who have left the organization still have passwords?

· Do the personnel who have valid passwords periodically sign on to the system?

· Do users have the appropriate level of access within DPAS to perform their duties (i.e.: not too much, not too little)?

· Are critical data fields populated with default data (such as $1) or not filled in at all? Critical data fields include:

· Price

· Bar Code

· Acquisition Date

· Effective Date (Receipt Date)

· Depreciation Activation Date

· HRH Number

· Location

· Serial Number

· Does the actual data in the critical data fields above match what is on the documentation, on the asset, or otherwise accurate?

Financial Reporting

· Is the price accurately recorded?

· Are the acquisition date, effective date (receipt date), and depreciation activation date all the same and in agreement with the receipt date on the documentation?

· Are capital assets activated for depreciation?

· Are non-capital assets NOT activated for depreciation? 

· Do the assets recorded reflect the appropriate asset category?

· Are capital improvements and adjustments properly recorded?

Documentation (Establishing Auditable Records)

the following documentation must be available.

 Documentation to Support Assets on the Property Book

For every asset received into the property book, the PPM must have either:

· A DD1155 Order, which documents a purchase. OR
· A DD250 Receiving Report, which documents receipt of a contracted item. OR
· A DD1149 Requisition that documents material transferred in from another government activity. OR
· A Lease agreement and associated documentation for valid capital and operating leases.

If the documentation listed above cannot be found, the item must be supported by a Fair Market Value (FMV) Worksheet.

Documentation to Support Assets Removed from the Property Book

For every asset removed from the property book, the PPM must have either:

· A DD1348-1A Transfer/Turn-In Form to document a turn-in to DRMO, or a transfer to another government activity. OR
· A DD-200 Report Of Survey form to document an item determined to be lost, missing, stolen, or damaged by vandalism.

These forms must be retained for 36 months after the asset is removed from the property book.

Inventory Documentation

· A copy of the last inventory completed.

· A copy of the reconciliation report.

· A copy of the causal research and actions implemented to correct problems.

