Real Property Management Internal Control Evaluation Worksheet
Name of Evaluator/Office Symbol/Phone:                                                                              Date:                 .                 
	Internal Management Control Questions: 
	Material Weakness
	Yes
	No



	Corrective Action Statement Defined
	Remarks by Evaluator

	1. Are pertinent regulations/policy available in RP Office?
		
	



	
	

	2. Is Voucher/document Register being used?
		
	





	
	

	3. Are DD1354s, DA337s being tracked on the document register and coordinated with supporting USACE District Office for other Real Estate Instruments?
		
	





	
	

	4. Is RPAO or designated Realty Specialist included on final acceptance inspections?
		
	



	
	

	5. Are DD1354s completed by Project managers and provided to the RPAO within 10 days of project completion?
		
	



	
	

	6. Are appropriate Capitalization data entered into the RPI from the DD1354s within 30 days of acceptance?
		
	


RPACI_1001
RPACI_1002
RPACI_1006
RPACI_2004
RPACI_3004
	
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4][Capital Improvement Placed in Service Date] [Capital Improvement Reason Code] [Capital Improvement Recorded Cost Amount]


	7. Is the original placed in service date retained when adjusting from receipt of final DD1354s?
		
	



	
	[Capital Improvement Placed in Service Date]

	8. If the DD1354 was posted after EOY project was completed was the actual capitalization date recorded? {Asset Basic RPI Data}
		
	


RPAA_2003
RPA_1003
	
	 [Acquisition Date]

	9. Does the RPI reflect the correct utilization and allocation of the asset? {Asset Current Use Data}
		
	


QA_RPA_005
RPA_3007
RPAU_1001
RPAU_1002
RPAU_1003
RPAU_1004
RPAU_1005
RPAU_1006
RPAU_1007
RPAU_1008
RPAU_1009
RPAU_1010
RPAU_2001
RPAU_2005
RPAU_2006
RPAU_2007
RPAU_2008
RPAU_2009
RPAU_2010
RPAU_2011
RPAU_2012
RPAU_2013
	
	[Asset Allocation Current Use CATCODE Code]


	10. Are diversion approvals on record for asset use change for less than 3 years?
		
	



	
	

	11. Are conversion approvals retained for assets use change from design for more than 3 years?
		
	



	
	[Asset Configuration Design Use CATCODE Code] [Asset Allocation Current Use CATCODE Code]

	12. Do all assets have value recorded and supported by documentation?
		
	


RPAA_1001
RPAA_1007
RPAA_2001
RPAA_2003
RPAA_2007
	
	[Acquisition Date] [Acquisition Basic Cost Amount] [Acquisition Original Asset Recorded Cost Amount] 


	13. Does the RPAO verify accuracy of data entry into the RPI line by line from the DD1354s? {Asset Basic RPI Data}
		
	


RPAA_1003
RPAA_1006 RPAA_2003
RPAA_2006
RPAC_1001
RPAC_1004
RPAC_2002
RPA_1003
RPA_2004
	
	[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 Planned Program Event Codes properly used in the RPI for disposals? {Asset Disposal Data}
		
	


QA_RPA_007
QA_RPA_008
	
	[Planned Programmed Event Code] [Planned Programmed Fiscal Year]


	15. Are DA337s accurately completed within 10 days of asset disposal?
		
	




	
	[Disposal Completion Date] [Disposal Status Code]


	16. Were disposed asset data entries completed in the RPI within 30 days of disposal completion? {Asset Disposal Data}
		
	


QA_RPA_007

	
	[Disposal Status Code] [Disposal Approval Date] [Disposal Completion Date] [RPA Operational Status Code]


	17. Are actual disposal dates entered in the RPI for assets recorded after EOY? 
		
	


RPAD_1004
RPAD_2005
	
	[Disposal Completion Date]


	18. Are land records recorded with land tract identifiers?
		
	


RPA_3004
RPAL_1001
RPAL_2001
RPAL_2002
	
	[RPA Type Code] [Land Acquisition Tract Identifier] [Land Predominant Use Code]


	19. Is grant information properly recorded in the RPI with correct space assignments? {Asset Current Use Data}
		
	


RPA_3010
RPAIG_1001
RPAIG_1002
RPAIG_1003
RPAIG_1004
RPAIG_1005
RPAIG_1008
RPAIG_1011
RPAIG_2003
RPAIG_2007
	
	[Grant Start Date] [Grant Authority Type Code] [Grant End Date] [Grant Program Fund Code] [Grant Status Code] [Instrument Type Code]

	20. Are leasehold improvements properly capitalized and recorded in the RPI as properly reflected on the DD1354?
		
	



	
	[Instrument Number]
[Grant Maintenance Indicator] [Capital Improvement Reason Code] [Capital Improvement Recorded Cost Amount]


	21. Are annual reconciliations with tenant activities recorded in the RPI?
		
	


Same errors as # 9 above.
	
	[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 asset in the RPI been verified by a physical inspection at least once every five years and once every three years for historic property? {Asset Review Data}
		
	


RPA_3006
	
	[Asset Review Date] [Asset Review Type Code] [RPA Interest Type Code] [RPA Mission Dependency Code] [RPA Operational Status Code] [RPA Type Code]

	23. For buildings was a Utilization Survey conducted and the utilization rate recorded in the RPI? {Asset Review Data}
		
	



	
	 [RPA Utilization Rate for RPA Type Code – B] [RPA Total Unit of Measure Quantity]


	24. Are physical asset review inspections/surveys retained on file in the RP Office?
		
	



	
	[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.
		
	



	
	

	
		
	



	
	

	
		
	



	
	



1

