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1.  Function.  The function addressed in this evaluation is proper use of Secretary of the Army Official Representation Funds (ORF).
2.  Purpose.  To assist responsible officials, certifying and approving officers (CAO), representation fund custodians (RFC) and managers in evaluating key internal controls within their areas of responsibility.  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.

     a.  Are there two separate officials who are knowledgeable in all aspects of fund control, accountability, files and recordkeeping designated in writing as the RFC and CAO?  

Answer:  

    b.  Does the RFC require and review all supporting documentation for expenditure requests -- such as the proposed guest list, estimated expenses and written justification -- before forwarding the request to CAO for approval?   

Answer:  

    c.  Has each request for expenditure of ORFs been approved by the CAO or sent to HQDA for approval when required by AR 37-47?

Answer:   

    d.  Are sufficient funds requested and made available before obligations are incurred?

Answer:   

    e.  Are funds monitored to ensure limitations or ceilings are not exceeded?  

 Answer:  

    f.  Did the CAO certify and approve each SF 1034 before payment, ensuring a complete guest list and original receipts were attached?

 Answer:   

    g.  Does the RFC maintain accurate inventory records for bulk purchases of beverage stock and gift items?

Answer:   
    h.  Are beverage stock and gift items inventoried and reconciled on a semiannual basis and when the custodianship of funds is transferred?

 Answer:   

    i.  Does the RFC account for the exchange rate when foreign currency is involved?

Answer:   
    j.  Does the RFC maintain a fund control register that is balanced and reconciled with accounting reports quarterly?

Answer:
