Internal Control Evaluation - Travel Approval and Voucher Certification

Offices Performing Evaluation:

Individual Performing Evaluation:  

Date Evaluated:

Signature:

1.  Function.  The function addressed in this evaluation is Travel Approval and Voucher Certification.

2.  Purpose.  To assist    identify your organization   in evaluating key internal controls over Travel Approval and Voucher Certification.  This is not intended to cover all controls.

3.  Instructions.  Answers must be based upon the actual testing of key internal controls (e.g., document analysis, direct observation, sampling, simulation, other.)   Answers, which indicate deficiencies, must be explained and corrective action indicated in supporting documentation.  These internal controls must be evaluated at least once every five years.  Certification that this evaluation has been conducted must be accomplished on DA Form 11-2-R (Management Control Evaluation Certification Statement.). 

4.  Test Questions.

INTERNAL CONTROL EVALUATION CHECKLIST 

TDY APPROVAL

Does the mission require the physical presence of individuals at itinerary locations?   _____Yes     _____No

Have alternatives been considered (teleconference, correspondence, local training, etc.) before authorization of travel orders?  

_____Yes     _____No
Are the number of travelers consistent with related factors of technical complexity, performance milestones, or prescribed attendance? 

_____Yes     _____No

Does approximate number of days on TDY exceed elapsed time required to complete assignment and minimize unproductive TDY on weekends and holidays?  

_____Yes     _____No

Is a city TDY location shown only when the duty will actually be performed in the commercial sector and it is known that military lodging is neither available nor appropriate for the traveler?  

_____Yes     _____No

Is travel performed by the most expeditious and economical mode of transportation?   _____Yes     _____No

Is rental car authorization consistent with the need for local travel at the TDY location realities of public transportation, cost of taxi/airport limousine service, and number of travelers? 

_____Yes     _____No

If a rental car is required, is it authorized in the remarks section of the DD Form 1610?  _____Yes     _____No

When POV is authorized, is local mileage in and around TDY point authorized in the remarks section?   

_____Yes     _____No

Are requests for TDY travel prepared, submitted for review, and approved at the earliest practical date to allow for the following:

· Taking advantage of available discounts for early airline bookings?

· Allowing the traveler to take advantage of on-post lodging?

· Allowing time for traveler to obtain a travel advance, if necessary?

· Combining visits within the same geographical area instead of separate trips? 

_____Yes     _____No

INTERNAL CONTROL EVALUATION CHECKLIST 

TDY VOUCHER CERTIFICATION 

Is the claim presented on an original travel voucher, typed, or handwritten with an original signature and date or digital signature?  

_____Yes     _____No

Are the basic orders with amendments, if any, attached to the claim?

_____Yes     _____No

Does the lodging receipt reflect single occupancy? 

_____Yes     _____No

If meals were paid for or furnished by the Government at the TDY site, did the traveler indicate in the remarks section of the travel voucher which meals and the dates they were provided? 

_____Yes     _____No

When a registration fee is authorized and claimed, does a statement on the claim indicate whether or not the registration fee included charges for luncheons or banquets? _____Yes     _____No

Are claims reasonable, and are claims of $75 and up supported by a receipt? 

_____Yes     _____No

If rental car expenses are claimed, was authorization shown on the DD Form 1610? _____Yes     _____No

Was the rental car size selection based on the most economical and fuel-efficient type car available to meet the traveler’s needs? 

_____Yes     _____No

Is the claim for local in-and-around mileage at TDY point reasonable, based on the location of lodging when POV is authorized?

_____Yes     _____No

Are original receipts for rental cars and lodging attached, regardless of amount? _____Yes     _____No

Has a copy of the ticket showing the carrier and cost of fare been attached to the claim? _____Yes     _____No

Has the claim been submitted to the travel reviewing official within 10 calendar days after the completion of travel? 

_____Yes     _____No

Is the claim reasonable and consistent with the mission and claims for reimbursement in harmony with those authorized on DD Form 1610?

_____Yes     _____No

Are flagged items on the travel documents adequately addressed by the traveler?  
_____Yes     _____No

