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INTERNAL CONTROL EVALUATION PLAN (ICEP) and CHECKLIST

INSTALLATION REAL PROPERTY MANAGEMENT
A. Function

The function covered by this checklist is Installation Real Property Inventory Management.

B. 
Purpose

The purpose of this ICEP and checklist is to assist the Garrison Commander, Director of Public Works, and the Real Property Accountable Officer in evaluating the key management controls used to ensure the installation’s real property inventory is accurately reflected in the accountable property system of record (APSR).  It is not intended to cover all controls but will provide Commanders and Directors with reasonable assurance that the Installation is managing its real property inventory adequately.

C.        Instructions
      Real Property Management Internal Control Evaluation will be based on the actual testing of key internal controls, i.e., document analysis, direct observations, sampling, and reports from the APSR or Headquarters Installation Information System (HQIIS).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation kept on file.  Army organizations must review their controls annually in accordance with this Real Property Internal Control Evaluation Plan (ICEP) and their major command’s management control plan.  Follow directions in Army Regulation (AR) 11-2, Manager’s Internal  Control Program and certify that the evaluation has been conducted on Department of the Army (DA) Form 11-2 (Internal Control Evaluation Certification).  Material weaknesses may be reportable to higher headquarters IAW AR11-2 and the command’s management control plan. Director of Public Works and Real Property Offices are encouraged to use these control guidelines to assist in day-to-day operations.

D. Test Questions  Negative answers may indicate a management control weakness.  
Real Property Information Model (RPIM) Data Elements that apply to the specific functional area are identified in [brackets] and these can be used with the HQIIS QA/QC V&V Tool Error Code reports to examine the completeness and accuracy of the installation’s real property inventory (RPI). 
1. Are  pertinent regulations/policies (AR 405-45/DA PAM 405-45, AR  

415-28/DA PAM 415-28) for Installation Real Property Management available in the real property office?

2. Is a tracking system (voucher or document register) being used in the Real Property Office and coordination with supporting USACE District Office, to track DD Form 1354s, DA Form 337s or other Real Estate Instruments such as Permits or leases?

3.       Were the DD Form 1354s, DA Form 337s or Real Estate Instruments properly tracked on the voucher or document register?

4. Was the Real Property Accountable Officer or other designated Realty Specialist included in the final inspection for acceptance of all facility projects?  

5. Were the DD Form 1354s completed by the project engineers/managers and 

submitted to the real property office within 10 working days of project completion as evidenced on the voucher or document register?

6. Were the DD Form 1354s capitalization data entered into the Real Property 

Inventory within 30 working days of acceptance as evidenced in the voucher or document register?  [Capital Improvement Placed in Service Date] [Capital Improvement Reason Code] [Capital Improvement Recorded Cost Amount]
7. Was the original placed in service date kept when adjusting costs resulting from the receipt of final DD Form 1354 or correcting any erroneous postings? [Capital Improvement Placed in Service Date]
8.  If the DD Form 1354 was posted after the FY that project was completed, was it recorded with the placed in service date that the acquisition or capital improvement actually occurred?  [Acquisition Date]
9.  Is all facility usage properly identified on the DD Form 1354 and recorded in the real property inventory within 30 days? [Asset Allocation Current Use CATCODE Code]
10.      Has a diversion been done when use of a facility has changed from the design use for a short period of time not to exceed 3 years?

11.  Has a conversion been done when use of a facility has changed from the 

design use when use is more than a 3 year period? [Asset Configuration Design Use CATCODE Code] [Asset Allocation Current Use CATCODE Code]
12. Do all assets have an acquisition original asset recorded cost amount recorded and supported by appropriate documentation? [Acquisition Date] [Acquisition Basic Cost Amount] [Acquisition Original Asset Recorded Cost Amount] 
13.      Has the Real Property Accountable Officer verified that the DD Form 1354 data has been accurately entered into the real property inventory? [Acquisition Date] [Acquisition Method Code] [Acquisition Original Asset Recorded Cost Amount] [Asset Configuration Design Use CATCODE Code] [Asset Configuration Design Use Size Quantity] [Asset Allocation Current Use CATCODE Code] [Asset Construction Agent Code] [Real Property Unique Identifier] [RPA Placed In Service Date] [RPA Operational Status Code]
14.      Are facilities planned for disposal properly recorded with the planned 

disposition code and proposed year of disposal? [Planned Programmed Event Code] [Planned Programmed Fiscal Year]
15.      Were DA Form 337’s accurately completed within 10 working days of 

disposal completion as evidenced by the voucher or document register? [Disposal Completion Date] [Disposal Status Code]
16.  Were disposed facilities removed from the real property inventory within 30 

working days from disposal completion as evidenced by the voucher or document register? [Disposal Status Code] [Disposal Approval Date] [Disposal Completion Date] [RPA Operational Status Code]
17.      If disposed facility was removed in the next fiscal year after disposal

completion, did the disposal completion date reflect the actual date of disposal completion and were remarks included that explained the delinquency of posting as evidenced in the voucher or document register? [Disposal Completion Date]
18.  Are land records (91XXX or 92XXX) a separate RPUID number from 

buildings, structures, or utilities?  [RPA Type Code] [Land Acquisition Tract Identifier] [Land Predominant Use Code]
19.      Has grant information been accurately recorded in the real property inventory (type instrument, start/end dates) and space assignment been completed as evidenced in the voucher or document register? [Grant Start Date] [Grant Authority Type Code] [Grant End Date] [Grant Program Fund Code] [Grant Status Code] [Instrument Type Code] [Instrument Number]
20. Were leasehold improvements recorded with a proper capitalization voucher 

and entered into the real property inventory as a capital improvement as evidenced by the voucher or document register and a DD Form 1354? [Grant Maintenance Indicator] [Capital Improvement Reason Code] [Capital Improvement Recorded Cost Amount]
21. Were annual reconciliations with tenant activities performed 

 to review facilities occupied by the tenant? Were facility usage, size/quantity, capital improvements done by the tenant activity, UIC’s, verified as evidenced by the voucher or document register? Were Permits verified and ISSAs validated as still accurate? [Asset Allocation User Organization Code] [Asset Allocation Operational Funding Organization Code] [Asset Allocation Operational Fund Source Code] [Asset Allocation Current Use CATCODE Code] [Asset Allocation Size Quantity] [Asset Allocation Sustainment Organization Code] [Asset Review Date] [Asset Review Type Code]
22. Has every facility in the real property inventory been verified for accuracy by 

a physical survey at least once every five years (three years for historical assets) and is the annual certification of the physical inventory signed by the GC on file? 
23. For buildings was a Utilization Survey conducted and the utilization rate recorded in the RPI? [Asset Review Date] [Asset Review Type Code] [RPA Interest Type Code] [RPA Mission Dependency Code] [RPA Operational Status Code] [RPA Type Code] [RPA Utilization Rate for RPA Type Code – B] [RPA Total Unit of Measure Quantity]

24. Are the physical inventory surveys kept on file in the building information file in the real property office as evidenced by the voucher or document register? [Asset Review Date] [Asset Review Type Code] [Asset Allocation User Organization Code]

25. APSR Information System Manager or designee authorized system access in writing based on appropriate user roles and functions?  Supports E&C Audit.

26. RPAO conducts periodic reviews of the Voucher/document Register and the APSR records to verify transactions are complete in the APSR.  Similar to item 2 & 3 supports E&C Audit.
27. The RPAO has been delegated in writing the authority to accept constructed real property including capital improvements, transfers and disposals.  Supports E&C Audit.
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