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1. Purpose. Per references (a) and (b), this Supply Officer’s
Internal Controls Handbook contained in enclosure (1)
elaborates upon procedures and methods and provides guidance for
implementing Supply Internal Controls reviews.

2. Scope

a. The Deputy Commandant for Installations and Logistics
(DC, I&L) is directly responsible for establishing and
maintaining property control standards and discipline in the
Marine Corps. The intent and primary goal of the Supply
Officer’s Internal Controls Handbook is to ensure that Supply
Officers and their Marines’ have a resource to assist them in
achieving a sustainable audit readiness program.

b. Per reference (b) , commanders, heads of staff agencies,
and managers at all levels of the Marine Corps have a
fundamental responsibility to develop and maintain effective
internal control over their processes to ensure that programs
operate and reserouces are used efficiently to achieve desired
objectives. Programs must operate and resources must be used in
compliance with laws and regulations, and with mninimal
potential for waste, fraud, and mismanagement. Effective
internal controls provide reasonable assurance that significant
weaknesses in the design of program processes or inherent
program weakness which might adversely affect the Marine Corps’
ability to meet its objectives, can be prevented or detected in
a timely manner. This Handbook provides the tools necessary to
maintain effective internal control over their process.
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c. Supply Officers, Accountable Property Officers, and
Personal Property Officers will use references (a) and (b) to
ensure proper implementation of semi-annual internal controls
reviews are met as established in the guidelines provided in
this Handbook. These reviews will provide Commanders reasonable
assurance that effective and efficient supply internal controls
are in place for the command or activity. Questions concerning
this Handbook should be directed to the Head, Logistics Policy
Branch (LPC-2).

3. Command. This Handbook is applicable to the Marine Corps
Total Force.

4. Certification. Reviewed and approved this date.

CRENSHAW
Assistant Deputy Commandant for
Installations & Logistics

Distribution: PCN 10040000400
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The Marine Corps faces an unprecedented challenge. The 238 year-old, mission 
focused organization must transform itself to meet the financial and managerial 
requirements of the digital age, producing timely, accurate, and relevant busi-
ness information that is consistently auditable. This accountability proves we are 
responsible stewards of the taxpayer’s dollars and justifies the funds we request 
from Congress. Equipment accountability, visibility and audit readiness are in-
herent to the Marine Corps' ethos and readiness because they allow us to better 
support the warfighter through better management of Marine Corps resources.

Readiness is the focus of effort and auditing is the method for evaluation. Disci-
plined asset accountability is critical to accurate financial reporting and effective 
resource allocation. Current processes for asset accountability require improve-
ment in order to provide more timely and accurate information essential to 
the effect management of warfighting resources.  As such, the Marine Corps 
continues with a comprehensive review, examination and update of policies and 
procedures (acquisition, inventories and reporting) related to the accountability 
of mission critical assets.  These efforts will likely include an assessment of the 
sufficiency and reliability of internal controls, source documentation, data rec-
onciliation and data validity.

The Field Supply Maintenance and Analysis Office ( FSMAO) Teams and 
the Supply Management Audit Readiness Team (SMART) cannot conduct              
audit readiness testing and analysis of all Marine Corps commands during the          
Fiscal Year (FY). Commanders and Supply Officers must be proactive in prepar-
ing their command’s audit readiness posture and ultimately sustaining an audit 
readiness state. This can be accomplished through internal control self-assess-
ments conducted by the command quarterly, semi-annually or annually. 

I have directed that a tool be developed to assist the Marine Forces (MARFOR) 
and Supporting Establishment (SE) Commands in achieving audit readiness.  
The Supply Officer’s Internal Controls Handbook for: Military Equipment (ME), 
Operating Materials and Supplies (OM&S) and Military Standard Requisition-
ing and Issue Procedures (MILSTRIP)/Tri-Annual Review (TAR) has been de-
signed to provide Commanders and Supply Officers with an additional resource 
to assist their commands in achieving audit readiness, equipment visibility and 
equipment accountability. 
    

    Craig C. Crenshaw
                                           BGen, USMC
                                               Assistant Deputy Commandant, 
    Installations & Logistics (Plans)

Commander’s Message

Focus on 
Audit Readiness
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1.0 Executive Summary
Commanders, heads of staff agencies, and man-
agers at all levels of the Marine Corps have a fun-
damental responsibility to develop and maintain 
effective internal controls over their processes to 
ensure that programs operate and resources are 
used efficiently and effectively to achieve desired 
objectives . Programs must operate and resources 

must be used consistent with unit missions, in 
compliance with laws and regulations, and with 
minimal potential for waste, fraud, and mis-
management. Effective internal controls provide 
reasonable assurance that significant weaknesses 
in the design of program processes which might 
adversely affect the Marine Corps’ ability to meet 

[ Leaders have a fundamental responsibility to 
develop and maintain effective internal controls.]
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its objectives, can be prevented or  detected in a 
timely manner. They also ensure the proper steward-
ship of government resources.

Internal controls – organization, policies, and pro-
cedures – are tools to help commanders, program 
managers and financial managers achieve results 
and safeguard the integrity of their programs. Such 
controls include program, operational, and admin-
istrative areas as well as accounting and financial 
management.

The importance of internal controls is addressed in 
many statutes and executive documents. The Federal 
Manager’s Financial Integrity Act (FMFIA) estab-
lishes overall requirements with regard to internal 
controls. Leadership must establish controls that 
reasonably ensure that:  

(1) obligations and costs are in compliance with ap-
plicable law; 

(2) funds, property, and other assets are safeguarded 
against waste, loss, unauthorized use or misappro-
priation; and 

(3) revenues and expenditures applicable to agency 
operations are properly recorded and accounted for 
to permit the preparation of accounts and reliable 
financial and statistical reports and to maintain ac-
countability over the assets. 

In addition, leadership must annually evaluate and 
report on internal controls and financial systems 
that protect the integrity of programs (Section 2 and 
Section 4 of FMFIA respectively).

Internal controls are established to meet three objec-
tives: to ensure the effectiveness and efficiency of 
operations, reliability of financial reporting, and 
compliance with applicable laws and regulations. 

The safeguarding of assets is a subset of of these 
objectives. 

Instead of considering internal controls as isolated 
management tools, organizations should integrate 
their efforts to meet the requirements of the FMFIA 
with other efforts to improve overall effectiveness 
and accountability. Thus internal control are an inte-
gral part of the entire cycle of planning, budgeting, 
management, accounting, and auditing. It should 
support the effectiveness and the integrity of every 
step of the process and provide continual feedback 
to management.

Leaders must carefully consider the appropriate bal-
ance between internal controls and the relative risk 
associated with particular programs and operations. 
Too many controls may not only be costly, but may 
result in inefficient and ineffective government oper-
ations. The benefits of establishing internal controls 
should outweigh the cost. Agencies should consider 
both qualitative and quantitative factors when ana-
lyzing costs against benefits.

executive summary
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introduction

2.0 Introduction
What are internal controls?
Internal controls are processes and procedures 
that Marines use every day to ensure the re-
sources they are provided are utilized properly 
and safely guarded. As stewards to the American 
people, Commanders, heads of staff agencies, and 
managers at all levels of the Marine Corps have a 
fundamental responsibility to develop and main-
tain effective internal controls over their pro-
cesses to ensure that programs (property control, 
fiscal resource management, logistics systems 
access) operate well and resources are used ef-
ficiently and effectively to achieve desired objec-
tives. Programs must operate and resources must 
be used in compliance with laws and regulations, 
and with minimal potential for waste, fraud, 
and mismanagement. Effective internal controls 
provide reasonable assurance that significant 
weaknesses in the design of program processes 
or inherent program weakness which might 
adversely affect the Marine Corps’ ability to meet 
its objectives, can be prevented or detected in a 
timely manner.

How can this handbook help me?
Readiness is the focus of effort and auditing is the 
method for evaluation. The handbook’s purpose 
is to assist the Commander,  Supply Officer and 
their Marines in achieving and sustaining audit 
readiness for their command. While the hand-
book cannot be all encompassing, it is intended 
to assist and point you in the right direction.

How do I use the handbook?
Since FSMAO or the SMART team cannot 
analyze or conduct audit readiness testing on 
every unit or command in the Marine Corps 
during each fiscal year, Commanders, Officers 
in Charge (OIC) and Directors must conduct 
self-assessment actions in order to determine the 

audit readiness posture of their command. Using 
the handbook will provide the Commander and 
the Supply Officer with a gage on the unit’s audit 
readiness posture.

The handbook is meant to be a ready reference 
designed to expand upon and complement the 
information found in MCO 4400.150 and MCO 
5200.24D. It includes additional information 
and training guidance for unit supply personnel 
pertaining to:
• Military Equipment (ME)
• Operating Materials and Supplies (OM&S)
• Military Standard Requisitioning and Issue 

Procedures (MILSTRIP) Tri-Annual Review
• Corrective Action Plans
• Key Supporting Documentation
• Training & Education
• Audit Support Handbook 

Semi-annually, Commanders and their            
Supply Officer should review the Internal Control 
Checklists within this handbook. Results should 
be documented and corrective action plans de-
veloped. This will enable units to strengthen their 
internal controls, address gaps in processes and 
procedures, and ensure command-wide involve-
ment.

You are not alone: questions can be answered by 
your local FSMAO or SMART POCs. 

How does this handbook differ from the FSMAO 
checklist?
It focuses primarily on supply internal con-
trols. Specifically, internal controls that focus on 
property control, process control key supporting 
document (KSD) retention and logistics system 
access. It also provides a means for the organiza-
tion to reach and sustain audit readiness.
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3.0 Supply Officer Audit Readiness Checklist Results Letter

Below is an example format of a Supply Officer Audit Readiness Checklist Results Letter

4400
     (code)
     (Date)

From: Supply Officer
To:   Commanding Officer, (add unit name)

Subj: (insert inventory type) SUPPLY OFFICER AUDIT READINESS CHECKLIST
      RESULTS (insert DoDAAC)

Ref:  (a) DFMR 7000.14-R
      (b) DODI 5000.64
      (c) MCO 4400.150
      (d) Supply Officer’s Handbook

Encl: (1) Supply Officer Audit Readiness Checklist
      (2) Corrective Action Plan POAM
      (3) Corrective Action Plan Certification
      (4) Corrective Action Completion Certification

1. Per reference (d), the supply section has reviewed and completed the    
Supply Officer Audit Readiness Checklist.  

a. Summary of results: (provide an executive summary of the results) 

b. Summary of planned corrective actions: (summarize planned corrective    
actions initiated to eliminate future discrepancies)

2. The Supply Officer Audit Readiness Checklist results (Encl 1), Corrective 
Action Plan (CAP) Plan of Action and Milestones (POAM) (Encl 2), and the CAP 
Certification (Encl 3) are attached for review.

3. A copy of the results and your endorsement will be maintained until all 
actions contained in the CAP POAM are completed. The CAP Certification letter 
will be prepared for the Commander’s signature upon CAP POAM completion.
                           

     (Signature)
     (FI. MI. LAST Name of Supply Officer)

checklist letter format
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4.0 Military Equipment Checklist

Military Equipment

General Information Select 
Yes/No

Date 
Complete

1.  Is the outgoing Commanding Officer/Accountable Officer Certificate of Relief retained in the 
supply files? (OMB A-123, Appendix A; MCO 4400.150 Ch 1 Para 7.a, Ch 2, Para 11.i, Appendix 
L; CMC MSG 111130Z Oct 12; CMC MSG 141733Z Jun 12)

Yes No

2.  Is the Accountable Property Officer/Supply Officer appointed in writing by the Commanding 
Officer/Accountable Officer and are applicable DD Form 577 Appointment/Termination Record-
Authorized Signature retained in the supply files? (OMB A-123, Appendix A; MCO 4400.150 Ch 
1 Para 5.c(2)(c), Ch 2, Para 11.i, Appendices D and J; CAP ME-OMS-EC-6)

Yes No

3. Are outgoing Accountable Property Officer/Supply Officer’s Certificate of Relief letters and all 
endorsements retained in the supply files ? (OMB A-123, Appendix A; MCO 4400.150,Ch 1 Para 
7.b, Ch 2, Para 11.i, Appendices N and M)

Yes No

4. Are Property Custodians (Responsible Officers (RO)) appointed in writing by the Commanding 
Officer/Accountable Officer and are applicable DD Form 577 Appointment/Termination Record-
Authorized Signature retained in the supply files? (OMB A-123, Appendix A; MCO 4400.150 Ch 1 
Para 7.c; Ch 2, Para 11.i, Appendices E and J; CMC MSG DTG 061906Z Sep 12 (GPN 8-12); CAP 
ME-OMS-EC-6)

Yes No

5. Are there delegation of authority (DOA) forms (NAVMC 11869 Notice of Delegation of Au-
thority) for personnel to receipt for and turn in government property? (OMB A-123, Appendix 
A; MCO 4400.150 Ch 1 Para 5.f, Ch 3 Para 7.f, Ch 2, Para 11.i, Appendix k; CMC MSG DTG 
301107Z Sep 11 (GPN 1-11), CAP ME-OMS-EC-6)

Yes No

6. Have applicable desktop procedures and turnover folders been prepared for each billet involv-
ing administrative and management functions? (OMB A-123, Appendix A; MCO 4400.150 Ch. 1 
Para 12)

Yes No

Property Control Select 
Yes/No

Date 
Complete

7.  Are annual/cyclic physical inventories conducted and submitted to the Commanding Officer/ 
Accountable Officer (CO/AO) for certification, and maintained on file? (DODI 5000.64 Encl 3 pg 
13; OMB A-123, Appendix A; MCO 4400.150 Ch 2 Para 9)

Yes No

8. Did the annual/cyclic physical inventory results letter contain the required elements? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 9.d.(7), Appendices Q and R) Yes No

CHECKLIST
military 

equipment
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Military Equipment

Property Control Select 
Yes/No

Date 
Complete

9. Are annual/cyclic physical inventory voucherable gain or loss transactions pre-approved by the 
appropriate authority based on approval dollar thresholds and filed in the voucher file? (DODI 
5000.64 glossary pg 18; OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11.b.c.f.g.h. and i.; 
CAP ME-OMS-EC-5)

Yes No

10. Were all required adjustments as a result of the annual/cyclic inventory processed to correct 
the accountable balances? (DODI 5000.64 Encl 2 pg 7; OMB A-123, Appendix A; MCO 4400.150 
Ch. 2 Para 11; CMC MSG 171419Z Jun 11)

Yes No

11. Are annual/cyclic physical inventory Money Value Gain/Loss (MVGL) Notices certified by the 
Commanding Officer/Accountable Officer and are they maintained on file? (OMB A-123, Appen-
dix A; MCO 4400.150 Ch. 2 Para 11.h. and i)

Yes No

12. Are the results of the annual/cyclic inventory documented and maintained on file? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 9) Yes No

13. Quarterly, or upon change of Property Custodian; are Property Custodians reconciling any 
differences and signing the sub-custody records within 15 calendar days (Semi-Annually if ap-
proved in writing by the CO/AO)? (OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 9; MCO 
4400.150 Ch. 2 Para 6.c.(6) and 11.b.(2); CMC MSG DTG 061906Z SEP 12 (GPN 8-12)

Yes No

14. Are Property Custodians physically reconciling serial numbers and NSNs from the APSR to 
the serial numbers and NSNs on the equipment identification plates (Data Plates)? (OMB A-123, 
Appendix A; MCO 4400.150 Ch 2 Para 11.b (2)

Yes No

15. Is an initialed, signed and dated copy of the Quarterly CMR/sub-account on hand (each page 
should be initialed in the lower right hand corner) ? (OMB A-123, Appendix A; MCO 4400.150 
Ch 2 Para 8 c.(6))

Yes No

16. Is the unit maintaining for each Property Custodian (i.e. RO) all supporting documentation 
(receipts, issues and adjustments) that affect the property records for all sub-accounts? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 6.c.(4), 11.a. and i.; CMC MSG DTG 061906Z Sep 
12 (GPN 8-12)

Yes No

17. Are procedures followed for items on temporary loan? (OMB A-123, Appendix A; MCO 
4400.150 Ch. 6 Para 9 and CMC MSG DTG 301115Z Sep 11 (GPN 2-11)) Yes No

18.  Has causative research been conducted and documented for unresolved sub-custody (i.e., 
CMR, ILF) discrepancies and have appropriate Request for Investigation letters been submitted 
to the Commanding/Accountable Officer, via the Supply Officer, within five calendar days? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2. Para 6.c.(5), 11.b.(3)(d), and Ch. 5 Para 4.b.(1); CMC 
MSG DTG 061906Z Sep 12 (GPN 8-12)

Yes No

19.  Has the Commanding Officer/Accountable Officer endorsed each Request for Investigation 
with applicable direction for follow-on actions within five calendar days of receipt? (OMB A-123, 
Appendix A; MCO 4400.150 Ch. 2. Para 6.c.(5), 11.b.(3)(d),and Ch. 5 Para 4.b.(1); CMC MSG 
DTG 061906Z Sep 12 (GPN 8-12))

Yes No

20. Does the organization process receipts in a correct and timely manner? (OMB A-123, Appen-
dix A; MCO 4400.16H Para 9; MCO 4400.150 Ch. 3 Para 7.b.(3); CMC MSG DTG 301107Z Sep 
11 Para 4.B.4.E (GPN 1-11)

Yes No

21. Is all receipt key supporting documentation (DD 1348-1A, CBL Manifest, DD 1149) signed 
and dated with the correct data attributes (e.g., serial #, NSN, SDN, qty)? (OMB A-123, Appendix 
A; DOD FMR 7000.14-R, Volume 6A: MCO 4400.150 Ch. 2 Para 11(a) (1); CAP ME-OMS-EC-6)

Yes No

CHECKLIST
military 
equipment
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Military Equipment

Property Control Select 
Yes/No

Date 
Complete

22. Is all key supporting documentation for issues/outbound shipments (e.g., DICs A5A, A5J 
transactions, DD 1348-1s) signed / dated with correct data attributes (e.g., NSN, SDN, DoDAAC) 
and filed in the voucher file ? (OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11.(a) (1); 
CMC MSG DTG 1120002Z Jan 12 (GPN 2-12); CMC MSG DTG 271623Z Jul 12 (GPN 1-12))

Yes No

23. Are voucherable gain or loss transactions pre-approved by the appropriate authority based 
on approval dollar thresholds and filed in the voucher file? (DODI 5000.64 glossary pg 18; OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11.b.c.f.g.h. and i.; CAP ME-OMS-EC-5)

Yes No

24. Are Money Value Gain/Loss (MVGL) Notices certified by the CO /Accountable Officer and 
are they maintained on file? (OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11.h. and i) Yes No

25. Can the command certify that transfer/disposal assets were removed from the APSR? (DODI 
5000.64 Encl 2 pg 7; OMB A-123, Appendix A) Yes No

26.  Are all authorized allowances accurately reflected on the unit's APSR (MAL), to include 
approved Type II Allowances, Special Allowances, Command Adjustments, and Training Al-
lowances (T/A) for the command? (DODI 5000.64 Encl 2 pg 7; OMB A-123, Appendix A; MCO 
4400.150 Ch. 2 Para 5 and 7)

Yes No

27. Are allowance and serially managed items accurately recorded and updated in the APSR? 
(DODI 5000.64 Encl 2 pg 7; OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 6. and 11) Yes No

28. Is excess equipment identified and reported as a request for disposition instructions to higher 
headquarters and/or other appropriate source? (OMB A-123, Appendix A; MCO 4400.150 Ch. 
2 Para 15; MCO P4400.82F Para 1002.7, 1010, 5001, and 5005; CMC MSG DTG 091739Z Jul 12 
(GPN 6-12))

Yes No

29. Does the Accountable Property Officer/Supply Officer and Property Custodians  perform 
regular cyclic or spot inventory counts? (DODI 5000.64 Encl 3 pg 13; OMB A-123, Appendix A; 
MCO 4400.150 Ch 2, Para 9.a(3)

Yes No

30. Are inventories of serialized small arms being conducted monthly? (OMB A-123, Appendix A; 
MCO 5530.14A Para 8003.4.b(4); MCO 4400.150 Ch. 2 Para 13; MCO 8300.1D Para 4.b.(5)(l)1., 
4.b.(5)(p), and Encl (1) Para 11.a. and 11.b.; CMC MSG 251744Z Mar 11)

Yes No

31. Are discrepancies noted during monthly serialized inventories of small arms reconciled 
through to completion? (OMB A-123, Appendix A; MCO 5530.14A Para 8003.4.b(4); MCO 
8300.1D Para 4.b.(5)(l)1., 4.b.(5)(p), and Encl (1) Para 11.a. and 11.b.; CMC MSG 251744Z Mar 
11; MCO 4400.150 Ch 2 Para 6.b.(3); and CMC DC L MSG 301412Z Jan 14 Para 4.B.4)

Yes No

32. Is the unit completing the annual reconciliation and verification of small arms with Naval Sur-
face Warfare Center (NSWC), Crane, IN within the required timeframe? (OMB A-123, Appendix 
A; MCO 8300.1D Encl (1) Para 11.c. and 19.d)

Yes No

33. Are signed copies of all receipts, issues, and documentation to support losses (to include 
combat losses) and gains for small arms submitted to  NAVSURWARCENDIV, Crane (NSWC) 
via the Crane Small Arms Web Portal within 48 hours? (OMB A-123, Appendix A; MCO 8300.1D 
Para 4.b.(5)(b) through Para 4.b.(5)(k), and Encl (1)Para 5.a., 6, 8.b., 9.a. (3), and 19.c.; CMC MSG 
251744Z MAR 11)

Yes No

34. Does the unit have appropriate personnel assigned to affect changes to the Marine Corps 
Serialized Small Arms/Light Weapons Registry? (OMB A-123, Appendix A; MCO 8300.1D Para 
4.b.(5)(b) through Para 4.b.(5)(k), and Encl (1)Para 5.a., 6, 8.b., 9.a. (3), and 19.c.; CMC MSG 
251744Z MAR 11 and CMC MSG DTG 061923Z May 13 )

Yes No

CHECKLIST
military 

equipment
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CHECKLIST
operating materials 
& supplies

5.0 Operating Materials & Supplies Checklist
	 5.1 Reparable Issue Point (RIP)/ Supply Management Unit (SMU)

Operating Materials & Supplies: Reparable Issue Point (RIP) / Supply Management Unit (SMU)

General Information Select 
Yes/No

Date 
Complete

1. Is the SMU/RIP OIC appointed in writing by the Commanding Officer/Accountable Officer  
and are applicable DD Form 577 Appointment/Termination Record-Authorized Signature re-
tained in the supply files? (OMB A-123, Appendix A; MCO P4400.151 Ch 3 Para 3010.1.a; MCO 
4400.150, Ch 2, Para 11.; CAP ME-OMS-EC-6)

Yes No

2. Does the appointment letter indicate the dollar value and type of adjustments that the SMU/
RIP OIC or designated representatives are authorized to approve? (MCO P4400.151B Para 3010.1; 
CAP ME-OMS-EC-6)

Yes No

3.  Are annual/cyclic physical inventories conducted and submitted to the Commanding Officer/ 
Accountable Officer (CO/AO) for certification, and maintained on file? (OMB A-123, Appendix 
A; MCO 4400.150 Ch 2 Para 9)

Yes No

4. Did the annual/cyclic physical inventory results letter contain the required elements? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 9.d.(7), Appendices Q and R) Yes No

5. Has causative research been conducted to identify administrative errors that have been made 
which may negate the need to investigate and/or process a gain/loss transaction, and is the docu-
mented evidence kept on file?  ( MCO 4400.150 Ch. 2 Para 11.h. and I; CAP ME-OMS-EC-6)

Yes No

6. Are annual/cyclic physical inventory voucherable gain or loss transactions approved by the 
appropriate authority based on approval dollar thresholds and filed in the voucher file? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11.b.c.f.g.h. and i.; CAP ME-OMS-EC-5)

Yes No

7. Were all required adjustments as a result of the annual/cyclic inventory processed to correct 
the accountable balances? (OMB A-123, Appendix A; MCO 4400.150 Ch. 2 Para 11; CMC MSG 
171419Z Jun 11)

Yes No

8. Are annual/cyclic physical inventory Money Value Gain/Loss (MVGL) Notices certified by the 
Commanding Officer/Accountable Officer and are they maintained on file? (OMB A-123, Appen-
dix A; MCO 4400.150 Ch. 2 Para 11.h. and i)

Yes No

9. Is documentation available that supports a 100% annual inventory of all controlled Mission 
Critical Assets and at least 1/3 of the non-controlled inventory within the past year? (DODM 
4140.01 Chapter 5.7; DOD 4000.25-2-M Chapter 7; MCO P4400.151B, Para 3006; MCO 4400.150 
Ch. 2 Para 11.h. and I)

Yes No

10. Is physical inventory documentation being signed by the proper authority and kept on file? 
(MCO 4400.150 Appendix R) Yes No

11. Are the results of the annual/cyclic inventory documented and maintained on file? (OMB 
A-123, Appendix A; MCO 4400.150 Ch. 2 Para 9) Yes No

12. Are daily reconciliations occurring to identify inventory imbalances between STRATIS  and 
GCSS-MC? (OMB A-123, Appendix A) Yes No
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CHECKLIST
operating materials 

& supplies

General Information Select 
Yes/No

Date 
Complete

13. Are property custodians physically reconciling serial numbers and NSNs from the APSR to 
the serial numbers and NSNs on the equipment identification plates (Data Plates)? (OMB A-123, 
Appendix A; MCO 4400.150 Ch 2 Para 11.b (2)

Yes No

14. Does the organization receipt and maintain key supporting documentation for requisitioned 
items in accordance with UMMIPS? (OMB A-123, Appendix A; MCO 4400.16H Para 9; MCO 
4400.150; CMC MSG DTG 301107Z Sep 11 Para 4.B.4.E (GPN 1-11))

Yes No

15. Does the organization process receipts in a correct and timely manner? (OMB A-123, Appen-
dix A; MCO 4400.16H Para 9; MCO 4400.150 Ch. 3 Para 7.b.(3); CMC MSG DTG 301107Z Sep 
11 Para 4.B.4.E (GPN 1-11)

Yes No

16. Is all receipt key supporting documentation (printed summary reports of receipts) signed and 
dated with the correct data attributes (NSN, SDN, Quantity, DoDAAC, etc)? (DODFMR 7000.14-
R, OMB A-123, Appendix A; Volume 6A: CAP ME-OMS-EC-6)

Yes No

17. Is all key supporting documentation for issues/outbound shipments (e.g., DICs A5A, and A5J 
transactions, DD 1348-1s, etc.) signed and dated with the correct data attributes (NSN, SDN, 
Quantity, DoDAAC, etc) and filed in the voucher file ? (MCO 4400.150; DoD 7000.14-R, Volume 
6A; DoDM 4140.01; CMC MSG DTG 1120002Z Jan 12 (GPN 2-12); CMC MSG DTG 271623Z 
Jul 12 (GPN 1-12); CMC WASHINGTON DC L LP 111316Z Feb 13; CAP ME-OMS-EC-6)

Yes No

18. Can the command certify that transfer/disposal assets were removed from the APSR? (DODI 
5000.64 Encl 2 pg 7; OMB A-123, Appendix A) Yes No

19. Does the organization process transfer/disposal transactions in a correct and timely manner? 
(OMB A-123, Appendix A; MCO 4400.16H Para 9; MCO 4400.150 Ch. 3 Para 7.b.(3); CMC MSG 
DTG 301107Z Sep 11 Para 4.B.4.E (GPN 1-11)

Yes No

20. Does the command retain required supporting documentation for receipts, issues, and adjust-
ments of inventory that affect the records? (DODFMR 7000.14-R, Volume 6A, MCO 4400.150, 
Ch 2, Para 11.i; CAP ME-OMS-EC-6)

Yes No

21. Did the organization complete its semi-annual OM&S financial reporting rquirement? (DOD 
7000.14.R,Volume 4, Chapter 4; OMB Circular A-136; SFFAS No. 3; MCBul 4440) Yes No

22. Have OM&S financial reporting workbooks been completed and endorsed by the applicable 
chain of command? (MCBul 4440) Yes No

23. Have semiannual OM&S financial reporting workbooks, Certification Letters and applicable 
endorsements been provided to HQMC I&L (LP) and maintained on file? (MCBul 4440) Yes No

24. Is the OM&S financial reporting data retained and available for review? (MCBul 4440) Yes No

Operating Materials & Supplies: Reparable Issue Point (RIP) / Supply Management Unit (SMU)
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CHECKLIST
operating materials 
& supplies

5.2	Ammunition

Operating Materials  & Supplies: Ammunition

General Information Select 
Yes/No

Date 
Complete

1. Is the outgoing Commanding Officer/Accountable Officer Certificate of Relief retained in the 
supply files? (MCO 4400.150; CMC MSG 111130Z Oct 12; CMC MSG 141733Z Jun 12) Yes No

2. Is the  OIC appointed in writing by the Commanding Officer/Accountable Officer  and are ap-
plicable DD Form 577 Appointment/Termination Record-Authorized Signature retained in the 
supply files? (OMB A-123, Appendix A; MCO P4400.151 Ch 3 Para 3010.1.a; MCO 4400.150, Ch 
2, Para 11.; CAP ME-OMS-EC-6)

Yes No

3. Are applicable DD Form 577 Appointment/Termination Record-Authorized Signature avail-
able for all Resource Managers (RM)/personnel performing RM responsibilities? (MCO 4400.150; 
CAP ME-OMS-EC-6)

Yes No

4. Are Delegation of Authorities (DOA) NAVMC 11869 available for Resource Officer (RO) del-
egated duties? (MCO 4400.150; CAP ME-OMS-EC-6) Yes No

5. Does the command retain required supporting documentation for receipts, issues, and adjust-
ments of inventory that affect the records? (DODFMR 7000.14-R, Volume 6A, CAP ME-OMS-
EC-6) Documents: DD 1348-1, DD 250, DD 1149, Voucher File, etc.. .
Note:	Supporting	documentation	can	consist	of	receipt	or	issue		documentation.		Documentation	
must	contain,	at	a	minimum,	the	NSN,	quantity,	document	number,	condition	code	of	the	material,	
signature	of	the	person	authorized	to	accept/issue	custody	of	the	material	and	date	received/issued.

Yes No

6. Does the command maintain a Notice of Delegation of Authority (DOA) file that designates 
the authority of the receiving organization to request, approve, and receive Class V(W) assets, 
and does the command ensure that the requester and approver are different individuals (adequate 
separation of duties) (MCO 4400.150; CAP ME-OMS-EC-6)? 

Yes No

7. Does the Commanding Officer/Accountable Officer review and sign adjustments for inventory 
gains and losses? (MCO 8015.3A; CAP ME-OMS-EC-6) Yes No

8. Does the Commanding Officer/Accountable Officer review and sign all Missing, Lost, Stolen or 
Recovered (MLSR) Reports? (MCO 5530.14A; CAP ME-OMS-EC-6) Yes No

Property Control Select 
Yes/No

Date 
Complete

9. Does the OIC perform regular inventory counts (monthly, quarterly, annually)? (MCO 
P4400.151B;MCO 8015.3A ) Documentation required: Results of inventory counts, including 
number of items counted, number of adjustments made as a result, etc.

Yes No

10. Are random sample inventories being conducted utilizing the AMAR selection process in 
OIS-R on a weekly/bi-weekly basis? (MCO 8015.3A) Yes No

11. Were the selected NSNs found? Yes No
12. If yes, does the selected asset’s DoDIC, quantity, location, and condition code match with the 
APSR? Yes No

13. If no, is there sufficient documentation available to support the current location of the asset 
(Detail Transaction Report, DD 1348-1, etc.)? (DoD 7000.14-R, Volume 6A) Yes No

14. Was the Physical Inventory Data Collection Worksheet signed and verified by the Records 
Supervisor? (MCO 8015.3A) Yes No

15. Are Location Surveys of all line item locations conducted at least once during the fiscal year? 
(MCO 8015.3A) Yes No
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CHECKLIST
operating materials 

& supplies

Operating Materials  & Supplies: Ammunition

16. Was the Location Survey Process Data Collection Worksheet signed and verified by the Re-
cords Supervisor? Yes No

17. Is there a Physcial Inventory Control Program on file? (MCO 8015.3A) Yes No

18. Does the command maintain all Certificates of Inventory Completion that supports that 100% 
of NSN’s have been physically inventoried at least once during the fiscal year. Yes No

19. Have all inventory gain and loss adjustments been certified by the Commanding Officer/Ac-
countable Officer? (MCO 8015.3A; CAP ME-OMS-EC-6) Yes No

20. Has causative research been conducted to resolve all discrepancies? (MCO 8015.3A) Yes No

21. Is key supporting documentation present to verify the receipt of all ammunition assets for the 
command? (DODFMR 7000.14-R, Volume 6A;MCO P4400.151B; CAP ME-OMS-EC-6) Yes No

22. Is the supporting documentation signed and dated with the correct data attributes (NSN, 
SDN, Quantity, DoDAAC, etc)? (DODFMR 7000.14-R, Volume 6A; CAP ME-OMS-EC-6) Yes No

23. Is all documentation (i.e., DICs A5A, and A5J transactions) affecting the accounting records 
filed in the voucher file? (MCO 4400.150; DODM 4140.01; CMC MSG DTG 1120002Z Jan 12 
(GPN 2-12); CMC MSG DTG 271623Z Jul 12 (GPN 1-12); CMC WASHINGTON DC L LP 
111316Z Feb 13; CAP ME-OMS-EC-6)

Yes No

24. Have all ammunition assets received been loaded to the command’s accountable property 
records? Yes No

25. Have all   data attributes (NSN, Serial Numbers, Document Number and Document Date) for 
ammunition received been loaded to the command’s property records accurately? Yes No

26. Are receipts processed in a timely manner? (MCO 4400.16H Para 9; MCO 4400.150; CMC 
MSG DTG 301107Z Sep 11 Para 4.B.4.E (GPN 1-11); DLM 4000.25, Volume 2, 13 June 2012 Table 
C10.T; CAP ME-OMS-EC-6)

Yes No

27. Is key supporting documentation present to verify the transfer of all ammunition assets for the 
command? (DODFMR 7000.14-R, Volume 6A; MCO P4400.151B; CAP ME-OMS-EC-6) Yes No

28. Is the supporting documentation signed and dated with the correct data attributes (NSN, 
SDN, Quantity, DoDAAC, etc)? (DODFMR 7000.14-R, Volume 6A; CAP ME-OMS-EC-6) Yes No

29. Has the receiver signed and dated the transfer source document? If not, is proof of receipt on 
hand? (CAP ME-OMS-EC-6) Yes No

30. Have all ammunition assets transferred from the command been removed from the com-
mand’s accountable property records? Yes No

31. Are transfers processed in a timely manner?   (MCO 4400.16H Para 9; MCO 4400.150; CMC 
MSG DTG 301107Z Sep 11 Para 4.B.4.E (GPN 1-11); DLM 4000.25, Volume 2, 13 June 2012 Table 
C10.T; CAP ME-OMS-EC-6)

Yes No

32. Were the assets removed from the accountable records correctly (serial number, data plate 
verified, correct sub-account, quantity, etc)? Yes No

33. Can the command verify/certify that transfer/disposal assets were removed from the APSR? Yes No
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CHECKLIST
MILSTRIP TAR

6.0 MILSTRIP TAR Checklist

General Information Select 
Yes/No

Date 
Complete

1. Has the MILSTRIP Tri-Annual Review (TAR) been completed for the period of performance? 
(DoDFMR 7000.14-R Vol. 3, Chapter 8, 080401; P7300.21A, Chapter 12;MCO 4400.150; DLM 
4000.25-1; DLM 4000.25-2; MILSTRIP TAR MARADMIN pending) 

Yes No

a. Has the NAVMC11675 been certified by the Commanding Officer/Accountable Officer? (MIL-
STRIP TAR MARADMIN pending)

Yes No

b. Has the MILSTRIP TAR Report been annotated with the appropriate status codes to describe 
the condition of the open requisition? (MILSTRIP TAR MARADMIN pending)

Yes No

2. Is key supporting documentation maintained for a period of 6 years 3 months and readily avail-
able for audit? (MCO 4400.150)

Yes No

a. Are DD Form 577s or Appointment Letters maintained and on hand for the MILSTRIP requisi-
tioning unit? (MCO 4400.150; DoDFMR, 7000.14-R, Vol. 5)

Yes No

b. Is NAVMC 11869 Notice of Delegation of Authority forms maintained and on hand for the 
MILSTRIP requisitioning unit? (MCO 4400.150; DoDFMR, 7000.14-R, Vol. 5)

Yes No

3. Have all open requisitions been validated in SABRS to confirm that the apprioriate condition 
of the transactions is reflected? (MILSTRIP TAR MARADMIN pending) Note:	Coordination	with	
Comptroller	is	necessary.

Yes No

4. Were all commitments and obligations properly reviewed and approved by an authorized of-
ficial? (MCO 4400.150)

Yes No

5. Have requisitions been back ordered for longer than 45 days? (MCO 4400.16H) Yes No

a. Does a bona fide need still exist and is there a valid requirement? (DoDFMR 7000.14-R) Yes No

b. Did the unit attempt to acquire the item from an alternate source of supply? Yes No

6. Have the materials/services been received? Yes No

a. Has receipt/acceptance been performed? (MCO 4400.150) Yes No

b. Was the receipt/acceptance properly reviewed and approved by an authorized official? (MCO 
4400.150)

Yes No

7. Did the goods/services information on the invoice agree with information on the receiving 
report and original obligation documentation? 

Yes No

8. Was the invoice/billing statement properly reviewed and approved by an authorized official? 
(MCO 4400.150)

Yes No

9. Have corrective actions been taken for erroneous requisitions that do not meet commitment/
obligation criteria?

Yes No
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CHECKLIST
supply automated 

information systems 

7.0 Supply Automated Information Systems Checklist

General Information Select 
Yes/No

Date 
Complete

1. Is the Supply Automated Information System (AIS) administrator (e.g. UUAM) appointed in 
writing by the Commanding Officer/Accountable Officer? (OMB A-123, Appendix A; CMC MSG 
DTG 111448Z Sep 12 (GPN 9-12), Para 3.B.2; MCO 4400.150 Para 5 (4))

Yes No

2. Does the Supply Automated Information System (AIS) administrator meet the basic prereq-
uisites and appropriate training for assignment? (OMB A-123, Appendix A; CMC MSG DTG 
111448Z SEP 12 (GPN 9-12), para 3.C.1.A THRU 3.C.1.F.)

Yes No

3. Are/Is the Financial Approver(s) appointed in writing by the Commanding Officer /Account-
able Officer? (OMB A-123, Appendix A; CMC MSG DTG 111448Z Sep 12 (GPN 9-12), Para 
3.B.6)

Yes No

4. Are required documents (e.g. Appointment Letters, SAAR, Letter for Roles & Responsibilities, 
DD Form 577, Training Certificates)  maintained on file by the Supply AIS administrator for Users 
and Financial Approvers? (OMB A-123, Appendix A; CMC MSG DTG 111448Z Sep 12 (GPN 
9-12), Para 3.B.6, 3.C.2.B.1 and 3.C.2.B.2.B; and CMC MSG DTG 251851Z Oct 12 GPN 9-12 
Clarification)

Yes No

5. Is the Supply AIS administrator properly assigning system users only those roles and respon-
sibilities authorized by direct supervisor’s appointment letters? (OMB A-123, Appendix A; CMC 
MSG DTG 111448Z Sep 12 (GPN 9-12), Para 3.C.2.B.3, .A and 3.C.2.B.4)

Yes No

6. Are effective check-in and check-out procedures/controls in place to manage the addition and 
removal of system user access as they are joined and detached from the organization? (OMB 
A-123, Appendix A; CMC MSG DTG 111448Z Sep 12 (GPN 9-12), Para 3.C.2.B.5 – 3.E.3)

Yes No
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8.0 Sustainment, Education & Training Checklist

General Information Select 
Yes/No

Date 
Complete

1. Have the following personnel appointed to expend funds completed the Fiscal Law Course? 
(MCO 4400.150; CMC MSG DTG 061906Z Sep 12 (GPN 8-12); CAP ME-OMS-EC-6; DOD 
FINANCIAL MANAGEMENT REGULATION 7000.14-R; MARADMIN 350/11 FUND CON-
TROL PERSONNEL TRAINING REQUIREMENT)

Yes No

a. Supply Officer Yes No

b. Fiscal Officer Yes No

c. Due and Status File (DASF) Clerk Yes No

d. Fiscal Clerk Yes No

e. Other Personnel Yes No
2. Have the following personnel who were appointed to expend funds completed the Budget Ex-
ecution Course? Yes No

a. Supply Officer Yes No

b. Fiscal Officer Yes No

c. Due and Status File (DASF) Clerk Yes No

d. Fiscal Clerk Yes No

e. Other Personnel Yes No

General Information Select 
Yes/No

Date 
Complete

1. Have personnel dealing with Property Control (i.e. Supply Officer, Supply Chief, Responsible 
Officers, Accountable Property Officer,etc.) completed the following courses? (MCO 4400.150)

Yes No

a. Foundations of Government Property (CLM039) Course Yes No

b. Fiscal and Physical Accountability and Management of DoD Equipment (CLM047) Course Yes No

c. Proper Financial Treatment for Military Equipment (PFAT4ME) (CLM040) Course Yes No

d. Audit Readiness Requirements for DoD Equipment (CLM048) Online Course Yes No

e. Physical Inventories (CLM037) Course Yes No

18 - NAVMC 4000.5

CHECKLIST
sustainment, education 
& training

Sustainment, Education & Training
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Enclosure 2 - 
Corrective Action Plan Instructions

The enclosures in the Supply Officer’s Internal 
Controls Handbook have been designed to be 
straight forward and assist the Commander and 
the Supply Officer in improving the command’s 
audit readiness posture. The Commander and the 
unit’s staff are encouraged to contact the SMART 
Team (Encl 7) with any questions in completing 
the checklist or any other document within the 
handbook. 

The Supply Officer will complete the documents 
shown in enclosures 3, 4 and 5, and submit these 
to the Commander upon completion and review 
of the Audit Readiness Checklist. A completed 
example is located in Enclosure 6.

The Corrective Action Plan (CAP) Certification 
Letter  (Encl 3) will be completed by the Supply 
Officer and submitted to the Commanding 
Officer. This action will ensure that the Com-

mander has knowledge and visibility of the com-
mand’s audit readiness posture.

The Supply Officer will develop a CAP Plan of 
Action and Milestones  (POAM) (Encl 4) if cor-
rective actions are not or cannot be completed 
within 45 days of the self-assessment date. The 
POAM will serve to guide corrective action 
implementation while allowing for the Supply Of-
ficer and Commander to monitor audit readiness 
progress.

The Supply Officer will prepare the Corrective 
Action Completion Certification Letter  (Encl 5) 
for the Commander’s signature once all correc-
tive actions annotated on the POAM have been 
completed. The signed Corrective Action Com-
pletion Certification should be retained on file for 
future reference.

CAP instructions
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Enclosure 3 - Corrective Action Plan Certification
Below is an example of the Corrective Action Plan Certification that should be submitted to the              
Commander, or to a higher authority as needed.

Corrective Action Plan 
 Certification

1.  Applicable Naval Message: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  Deficiency 

5.  Method of Evaluation (Use a or b.  If “a” is selected, indicate source of checklist.) 
a.  Checklist b. Alternative Method:  (Describe below) 

6.  Evaluation conducted by: 
a. Name (Last, First) b. Date of evaluation:

7.  Remarks:  (Continue on reverse side or additional sheets) 

8.                                                  CERTIFICATION 
I certify that the attached corrective action plan has been reviewed and approved, and will be 
implemented to resolve the deficiencies noted above.   I also certify that internal reviews are in 
place to monitor these implementation efforts.  This certification statement, corrective action plan 
and any supporting documentation will be retained on file subject to audit/inspection until 
implementation of corrective actions has been verified. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

CAP certification
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Enclosure 4 - Corrective Action POAM

Detailed Corrective Action Plan Timeline: 

Completed milestones: 

Date Description of actions completed

Planned milestones: 

Date Description of actions planned

Point of Contact:

Approver:

Unit/DoDAAC:

Below is the Corrective Action Plan of Actions and Milestones (POAM) that should be submitted to the              
Commander, or to a higher authority as needed.

CAP POAM
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Enclosure 5 - Corrective Action Completion Certification
Below is the Corrective Action Completion Certification that should be submitted to the Commander, or to 
a higher authority as needed. upon completion of your Command’s Corrective Action Plan.

Corrective Action Completion 
Certification

1.  Applicable Naval Message DTG: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  Deficiency 

5.  Method of Evaluation (Use a or b.  If “a” is selected, indicate source of checklist.) 
a.  Checklist b. Alternative Method:  (Describe below) 

6.  Evaluation conducted by: 
a. Name (Last, First) b. Date of evaluation:

7.  Remarks:  (Continue on reverse side or additional sheets) 

8.                                                  CERTIFICATION 
I certify that corrective action has been completed to resolve the deficiencies noted above.   I also 
certify that the key management controls of this function have been evaluated and are in place 
and operating effectively.  The corrective actions taken are described above and supporting 
documents are attached.  This certification statement and any supporting documentation will be 
retained on file subject to audit/inspection until superseded by a subsequent management control 
evaluation. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

CAP completion certification
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Enclosure 6 - Completed Corrective Action Plan Example
Below is an example of a Corrective Action Plan Certification.

CAP example
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Below is an example of a Corrective Action Plan of Actions and Milestones form.

CAP example
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Corrective Action Completion 
Certification

1.  Applicable Naval Message DTG: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  Deficiency 

5.  Method of Evaluation (Use a or b.  If “a” is selected, indicate source of checklist.) 
a.  Checklist b. Alternative Method:  (Describe below) 

6.  Evaluation conducted by: 
a. Name (Last, First) b. Date of evaluation:

7.  Remarks:  (Continue on reverse side or additional sheets) 

8.                                                  CERTIFICATION 
I certify that corrective action has been completed to resolve the deficiencies noted above.   I also 
certify that the key management controls of this function have been evaluated and are in place 
and operating effectively.  The corrective actions taken are described above and supporting 
documents are attached.  This certification statement and any supporting documentation will be 
retained on file subject to audit/inspection until superseded by a subsequent management control 
evaluation. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

Below is an example of a Corrective Action Completion Certification.

CAP example
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references

Enclosure 7 - References

Reference Link

DLM 4000.25 Defense Logistics Management System (DLMS) 
Manual

http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DLM 4000.25-1 DLMS Manual Volume 1, Concepts and Procedures http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DLM 4000.25-2 DLMS Manual Volume 2, Supply Standards and 
Procedures

http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DoDFMR 
7000.14-R

DoD Financial Management Regulation http://comptroller.defense.gov/fmr.aspx

DoDI 5000.64 Accountability and Management of DoD Equip-
ment and Other Accountable Property

http://www.dtic.mil/whs/directives/corres/
pdf/500064p.pdf

DoDI 5010.40 Managers’ Internal Control Program Procedures http://www.dtic.mil/whs/directives/corres/
pdf/501040p.pdf

DODM 4140.01 DoD Supply Chain Materiel Management Proce-
dures: Operational Requirements

http://www.dtic.mil/whs/directives/corres/
pdf/414001m/414001m_vol01.pdf

FIAR Guidance Financial Improvement and Audit Readiness Guid-
ance

http://comptroller.defense.gov/Portals/45/docu-
ments/fiar/fiar_guidance.pdf

MCO 4400.150  Consumer Level Supply Policy http://www.marines.mil/News/Publications/
ELECTRONICLIBRARY/ElectronicLibraryDis-
play/tabid/13082/Article/158169/mco-4400150-
prelim.aspx

MCO 4400.16H Uniform Materiel Movement and Issue Priority 
System

http://www.marines.mil/Portals/59/Publica-
tions/MCO%204400.16H.pdf

MCO 5200.24D Marine Corps Managers' Internal Control (MC-
MIC) Program

http://www.hqmc.marines.mil/Portals/137/
Docs/AR%20Fiscal/MCO%205200.24D_
MCMIC%20Program.pdf

MCO 7300.21A Marine Corps Financial Management Standard 
Operating Procedure Manual

http://www.hqmc.marines.mil/Portals/137/
Docs/AR%20Fiscal/MCO%207300.21A.pdf

MCO 8015.3A Marine Corps Flass V (W) Physical Inventory Con-
trol Program

http://www.marines.mil/Portals/59/Publica-
tions/MCO%208015_3A.pdf

MCO 
P4400.151B

Intermediate-Level Supply Management Policy 
Manual

http://www.marines.mil/News/Publications/
ELECTRONICLIBRARY/ElectronicLibrary-
Display/tabid/13082/Article/126682/mco-
p4400151b-wch-1-2.aspx

OMB A-123 Management's Responsibility for Internal Control http://www.whitehouse.gov/omb/circulars_
a123_rev
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Enclosure 8 - Compliance and Internal Controls Standards Office POCs

Billet Name Phone Email
Head Mr. Samuel Perez 571-256-7113 samuel.perez1@usmc.mil
SNCOIC MGySgt Veronica Johnson 571-256-7185 veronica.johnson@usmc.mil
OpsSo Mr. Chris Grooms 540-645-7828 cgrooms@columbiagroup.com
Asst OpsSo Ms. Allison Kennedy 703-695-8394 akennedy@columbiagroup.com
Policy Mr. Brad McNamara 540-760-2131 brad.mcnamara1.ctr@usmc.mil
OM&S Mr. Matthew Hunt 434-774-7930 matthew.hunt@morganfranklin.com
MILSTRIP TAR Mr. Conrad Symber 732-397-8925 conrad.symber@morganfranklin.com
MILSTRIP TAR Mr. Ryan Strang 610-574-4139 ryan.strang@morganfranklin.com
OM&S CAPs Mr. Michael McFadden 301-655-8224 michael.t.mcfadden.ctr@usmc.mil
ME/MEV Mr. Joseph Nave 843-343-6366 jnave@KPMG.com
ME Mr. Dave Hernandez 240-475-1086 dahernandez@KPMG.com
ME Mr. Zachary Byrd 240-620-9596 zbyrd@KPMG.com
EOPR/GFP Ms. Patty Martinez 571-256-7190 patty.martinez.ctr@usmc.mil
EOPR/GFP Ms. Allison Gervasio 571-256-2721 agervasio@columbiagroup.com
Data Mr. Brent Christie 703-291-6433 bchristie@columbiagroup.com
GFP Ms. Danielle Murphy 571-256-7855 danielle.murphy.ctr@usmc.mil

Enclosure 9 - FSMAO POCs

Billet Name Phone Email
FSMAO East
OIC LtCol Brian Ehrlich 910-450-1201 Brian.ehrlich@usmc.mil
AOIC Capt Timothy Aldrich 910-450-1207 Timothy.aldrich@usmc.mil
Operations Officer Mr. David Rattae 910-450-0382 David.ratte@usmc.mil
FIAR POC, Mr. Victor Tompkins 910-450-0531 Victor.tompkins@usmc.mil
FIAR POC GySgt Jamie Mohn 910-450-0363 Jamie.mohn@usmc.mil
FSMAO West
OIC LtCol Douglas Burkman 760-763-9879 Douglas.burkman@usmc.mil
AOIC Capt Eric Jett 760-763-9877 Eric.jett@usmc.mil
Operations Officer Mr. Mike Naputi 760-763-9876 Michael.naputi@usmc.mil
FIAR POC Mr. Ken Holt 760-763-9885 Ken.holt@usmc.mil
FIAR POC MSgt John Williams 760-763-9881 John.a.williams5@usmc.mil
FSMAO Pac
OIC Maj Lee Cooper DSN 315-645-7267 Lee.cooper@usmc.mil
AOIC Mr. Joseph Drake DSN 315-645-7262 Joseph.t.drake@usmc.mil
Operations Officer Maj Joseph Navario DSN 315-645-0155 Joseph.c.navario@usmc.mil
FIAR POC Mr. Fernandao Forte DSN 315-645-9226 Fernando.forte@usmc.mil
FIAR POC GySgt Robert Cruces DSN 315-645-9226 Robert.cruces@usmc.mil

POCs
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Course Category Link

Fiscal Law Fiscal http://www.finance.hq.navy.mil/fmc/Pep_Training.asp
Budget Execution Fiscal http://www.finance.hq.navy.mil/fmc/Pep_Training.asp
Foundations of Government 
Property (CLM039) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Fiscal and Physical Account-
ability and Management of DoD 
Equipment (CLM047) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Proper Financial Treatment for 
Military Equipment (PFAT4ME) 
(CLM040) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Audit Readiness Requirements 
for DoD Equipment (CLM048) 
Online Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Physical Inventories (CLM037) 
Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Enclosure 10 - Sustainment, Education and Training Links

 NAVMC 4000.5 - 29

links
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Background and Purpose

BACKGROUND
In Secretary of Defense (SecDef) Leon Panetta’s 
memorandum dated October 2011, he directed 
the military departments to achieve full audit 
readiness for all Department of Defense (DOD) 
financial statements by 2017.  He explained that 
certain elements were necessary in meeting this 
goal which includes; a detailed plan, sufficient 
resources to execute the plan, and senior leaders’ 
awareness, support, and sponsorship. In addition, 
he added the importance of stressing the corpo-
rate value of financial auditability by “strengthen-
ing controls over our business processes, thereby 
increasing the accuracy of financial data which 
enables informed business decisions.” 

Upon the release of SecDef Panetta’s memoran-
dum, USMC took steps to ensure timely, accu-
rate, and relevant information that is consistently 
auditable, as it moves towards its goal of audit 
readiness. To achieve this, USMC has created a 
Financial Improvement Plan (FIP) to reach audit 
readiness. The USMC FIP aligns with the Office 
of the Under Secretary of Defense (Comptrol-
ler) (OUSD (C)) Financial Improvement and 
Audit Readiness (FIAR) Plan to improve finan-
cial management, prioritize improvement activi-
ties, strengthen internal controls, and ultimately 
achieve auditability. 

PURPOSE
The purpose of this handbook is to assist USMC 
organizational units and activities in audit readi-
ness awareness, with a focus around ME and 
OM&S Key Supporting Documentation (KSD) 
to support the internal control requirements of 
OMB A-123 and financial reporting objectives of 
OMB A-136 Revised. 

Each phase of the asset lifecycle must be sup-
ported by appropriate key supporting docu-
mentation to support management’s assertions. 
For example, contracts, invoices, and receiving 
reports (DD Form 250’s, DD Form 1348’s, DD 
Form 1149’s, etc.) support an organization’s rights 
and obligations to an asset as well as acquisition 
costs (valuation) in the procurement, receipt, and 
acceptance phase. Periodic physical inventory 
counts along with inventory count sheets support 
the Existence and Completeness (E&C) of assets 
during the Continual Management phase. During 
the Issuances and Transfers and Disposal phase 
documents such as the DD Form 250, DD Form 
1348, and DD Form 1149 support that assets were 
appropriately removed from the Accountable 
Property System of Record (APSR). 

This handbook along with a Key Supporting 
Documentation Matrix that identifies the differ-
ent tiers of acceptable documentation will serve as 
a tool for USMC organizational units and activi-
ties in evaluating KSDs to ensure key attributes 
are recorded on the supporting documentation. 
In addition, it will also ensure necessary proce-
dures are performed through all phases of the ME 
and OM&S lifecycle (i.e. contract award, receipt, 
acceptance, maintenance, transfer, disposal, etc.) 
that will assist USMC in strengthening internal 
controls around ME and OM&S accountability.  
As USMC ME and OM&S business processes im-
prove and discovery efforts are completed across 
the organization, additional KSDs supporting 
management’s assertions and financial reporting 
objectives will be included in this handbook. 

background
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 99.

1. KSD: SF26s: Award Contract Yes No N/A Comments
A1.  Does the Contract Number on the Award/Con-
tract agree to the Contract Number listed on the GBL 
and/or DD Form 250?
B1.  Is the Contract Effective Date recorded in the 
Contract?
C1.  Is the Requisition/Purchase Request/Project 
Number recorded in the Contract?
D1.  Is the party responsible for issuing the Contract 
identified in the Contract?
E1.  Is the Contractor/Vendor (Name and address) 
recorded on the Contract?
F1.   Is the Accounting and Appropriation Data re-
corded on the Contract?
G1.  Is the Item Number, Supplies/Services (descrip-
tion), Quantity, Unit, Unit Price, Amount and Total 
Amount of the Contract recorded on the Contract?
H1. Is the Contractors/Vendors representative Name/
Title, signature and date recorded on the Contract?
I1. Is the Contracting Officers Name, signature and 
date recorded on the Contract and does the Contract-
ing Officer have a valid Warrant?

11.1 - SF26s: Award Contract

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

sf26
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Example:  SF26, Award Contract

sf26
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

2. KSD: Contracting Officer Appointment/Warrant 
Eligibility Transfer/Termination Request Yes No N/A Comments

A2. Is the date recorded on the Contracting Officer 
Appointment/Warrant Eligibility Transfer/Termina-
tion Request?
B2. Does the Contracting Officer Appointment/War-
rant Eligibility Transfer/Termination Request identify 
the appointing authority?
C2. Does the Contracting Officer Appointment/War-
rant Eligibility Transfer/Termination Request identify 
the Contracting Officers immediate supervisor?
D2.Are the appropriate fields marked on Contracting 
Officer Appointment/Warrant Eligibility Transfer/Ter-
mination Request to identify the type of designation 
requested?
E2. Is the Contracting Officers name, grade, job title, 
signature and date recorded on the Contracting Of-
ficer Appointment/Warrant Eligibility Transfer/Ter-
mination Request?
F2.Are the name, date, title, signatures and approvals 
of the approving/reviewing officials recorded on the 
Contracting Officer Appointment/Warrant Eligibility 
Transfer/Termination Request?

11.2 - Contracting Officer Appointment/ Warrant Eligibility Transfer/
Termination Request

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

CO appointment  
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Example:  Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request

page 1

CO appointment
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Example:  Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request 

page 2

CO appointment
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Example:  Contracting Officer Appointment/Warrant Eligibility Transfer/ Termination Request
 

page 3

CO appointment
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 100.

3. KSD: DD Form 448: Military Interdepartmental 
Purchase Request (MIPR) Yes No N/A Comments

A3.  Is the date prepared recorded on the MIPR DD 
Form 448?
B3. Is the MIPR number recorded on the MIPR DD 
Form 448?
C3. Is the “To” field (requesting agency name, address, 
etc.) recorded on the MIPR DD Form 448?
D3. Is the “From” field (originating agency name, ad-
dress and phone number) recorded on the MIPR DD 
Form 448?
E3. Is the item number, description (NSN, Nomencla-
ture, specification and/or drawing number), Quantity, 
Unit, Estimated Unit Price, Estimated Total Price and 
Grand Total recorded on the MIPR DD Form 448?
F3. Is the Paying Office Department of Defense Ac-
tivity Address Directory (DODAAD) recorded on the 
MIPR DD Form 448?
G3. Is the Authorizing Officers name, title, signature 
and date recorded on the MIPR DD Form 448?

11.3 - DD Form 448: Military Interdepartmental Purchase Request (MIPR)

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd  448
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Example: DD Form 448: Military Interdepartmental Purchase Request (MIPR)

dd 448
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 103.

4. KSD: SF1103: U.S Government Bill of Lading 
(GBL) Yes No N/A Comments

A4. Does the Bill of Lading Number on the GBL 
SF1103 agree to the Bill of Lading Number on the DD 
Form 250 and/or DD Form 1149?
B4. Is the date Bill of Lading prepared recorded on the 
GBL SF1103?
C4. Is the Destination (USMC name, address, etc.) 
recorded on the GBL SF1103?
D4. Is the Origin (Contractor/Vendor name, address, 
etc.) recorded on the GBL SF1103?
E4. Is the Agency Location Code recorded on the GBL 
SF1103?
F4.   Is the Number of Packages/kind and Description 
of Articles recorded on the GBL SF1103?

G4.  Is the Shipper’s Initials recorded on the GBL 
SF1103?
H4. Are the item Seal Numbers recorded on the GBL 
SF1103?
I4. Is the Carrier’s Pickup Date recorded on the GBL 
SF1103?
J4. M4. Does the Contract Number and date on the 
GBL SF1103 agree to the Contract Number and date 
listed on the Contract SF26?
K4. Is the Issuing Office recorded on the GBL SF1103?

L4. Is the Issuing Officer recorded on the GBL 
SF1103?
M4. Does the Contract Number and date on the GBL 
SF1103 agree to the Contract Number and date listed 
on the Contract SF26?

11.4 - SF1103: U.S Government Bill of Lading (GBL)

sf 1103
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Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

4. KSD: SF1103: U.S Government Bill of Lading 
(GBL) Yes No N/A Comments

N4. Is the date recorded on the GBL SF1103?

O4. Is the Freight on Board (FOB) point of contact 
recorded on the GBL SF1103?

SF1103 - U.S Government Bill of Lading (GBL) Checklist .... continued

sf1103
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Example:  U.S Government Bill of Lading (GBL) Checklist

page 1

sf1103
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Example:  U.S Government Bill of Lading (GBL) Checklist

page 2

sf1103
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 119.

5. KSD: DD Form 250: Material Inspection and 
Receiving Report (MIRR) Yes No N/A Comments

A5. Does the Contract Number on the DD Form 250 
agree to the Contract Number listed on the Award/
Contract SF26?
B5. Is the Invoice Number and Date recorded on the 
DD Form 250?
C5. Is the Date Shipped recorded on the DD Form 
250?
D5. Does the Bill of Lading Number on the DD Form 
250 agree to the Bill of Lading Number on the GBL 
SF1103?
E5. Is the Tracking Control Number (TCN) recorded 
on the DD Form 250?
F5. Is the Prime Contractor/Vendor name, address 
and Code recorded on the DD Form 250?
G5. Is the Administered By (Contract Administration 
Office) recorded on the DD Form 250?
H5. Is the Shipped From name and address (if other 
than Prime Contractor/Vendor) recorded on the DD 
Form 250?
I5. Is the Shipped To name and address recorded on 
the DD Form 250?
J5.Is the item number recorded on the DD Form 250?
K5. Is the item NSN recorded on the DD Form 250?
L5. Is the item description recorded on the DD Form 
250?
M5. Is the item quantity shipped/received recorded on 
the DD Form 250?
N5. Is the Unit recorded on the DD Form 250?
O5 Is the Unit Price recorded on the DD Form 250?
P5. Is the Amount ($) recorded on the DD Form 250?
Q5. Is the Contract Quality Assurance (CQA) Origin 
recorded on the DD Form 250?

11.5 - DD Form 250: Material Inspection and Receiving Report (MIRR)

dd 250
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5. KSD: DD Form 250: Material Inspection and 
Receiving Report (MIRR) Yes No N/A Comments

R5. Is the Authorized Government Representative 
name, title, commercial phone number, signature and 
date recorded on the DD Form 250 CQA Origin sec-
tion?
S5. Is the Contract Quality Assurance Destination 
recorded on the DD Form 250?
T5. Is the Authorized Government Representative 
name, title, commercial phone number, signature and 
date recorded on the DD Form 250 CQA Destination 
section?
U5. Is the Authorized Government Representative 
name, title, mailing address, commercial phone num-
ber, signature and date recorded on the DD Form 250 
Receiver’s Use section?

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

DD Form 250: Material Inspection and Receiving Report (MIRR) .... continued

dd 250
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Example: DD Form 250: Material Inspection and Receiving Report (MIRR)

dd 250
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 127.

6. KSD: DD Form 1348: Issue Release/Receipt 
Document Yes No N/A Comments

A6. Is the Document Identifier recorded on the DD 
Form 1348?
B6. Is the Unit Issued recorded on the DD Form 1348?

C6. Is the Quantity Released recorded on the DD 
Form 1348?
D6. Is the Unit Price recorded on the DD Form 1348?

E6. Is the Total Price recorded on the DD Form 1348?

F6. Is the Shipped from name and address recorded 
on the DD Form 1348?
G6. Is the Shipped To name and address recorded on 
the DD Form 1348?
H6. Is the Document Date recorded on the DD Form 
1348?
I6. Is the Quantity Received recorded on the DD Form 
1348?
J6. Is the Item Nomenclature (description) recorded 
on the DD Form 1348?
K6. Is the Name/Signature of the receiver and date 
received recorded on the DD Form 1348?
L6. Is the Routing Identifier Code (RIC), Unique Iden-
tifier (UI), Condition Code and Distribution recorded 
on the DD Form 1348?
M6. Is the item NSN recorded on the DD Form 1348?

N6. Is the Document Number recorded on the DD 
Form 1348?
O6. If applicable, is the Unique Item Identification 
(UII) provided?
P6. If applicable, is the Contract Number provided?

11.6 - DD Form 1348: Issue Release/Receipt Document

dd 1348
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6. KSD: DD Form 1348: Issue Release/Receipt 
Document Yes No N/A Comments

Q6. If applicable, is the Order Number provided?

R6. If applicable, is the CLIN provided?

DD Form 1348: Issue Release/Receipt Document .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1348
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Example: DD Form 1348 - Issue Release/Receipt Document

page 1

dd 1348
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Example: DD Form 1348 - Issue Release/Receipt Document

page 2

dd 1348
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 131.

7. KSD: DD Form 1149: Requisition and Invoice/
Shipping Document Yes No N/A Comments

A7. Is the information, From, To and Ship To record-
ed on DD Form 1149? 
B7. Is the Requisition Date recorded on DD Form 
1149 and agree with the contract Requisition Date?
C7. Is the Requisition number recorded on DD Form 
1149 and agrees with the contract Requisition num-
ber?
D7. Is the Authority or Purpose recorded on DD 
Form 1149? 
E7. Is the signature recorded on DD Form 1149? 
F7. Is the Voucher Number & Date recorded on DD 
Form 1149?
G7. Is Date Shipped recorded on DD Form 1149 and 
agree to the contract terms and conditions?
H7. Does Bill of Lading Number recorded on DD 
Form 1149 and agree to the contract information?
I7. Is the Appropriation with the correct Line of Ac-
counting (LOA) recorded on DD Form 1149?
J7. Does DD Form 1149 include Item #, FSN, Descrip-
tion and Coding of Material and/or Services? 
K7. Does DD Form 1149 include Unit of Issue, Quan-
tity Requested, Unit Price and Total Cost, per contract 
requirements?
L7. Containers, Description, Date, Sheet Total, Grand 
Total and Voucher #), and does it agree to the contract 
terms and conditions?

11.7 - DD Form 1149: Requisition and Invoice/Shipping Document

dd 1149
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DD Form 1149: Requisition and Invoice/Shipping Document .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1149
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Example: DD Form 1149 - Requisition and Invoice/Shipping Document

page 1

dd 1149
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Example: DD Form 1149 - Requisition and Invoice/Shipping Document

page 2

dd 1149
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 135.

8. KSD: DD Form 1662: DoD Property in the     
Custody of Contractors Yes No N/A Comments

A8. Is the Date recorded on DD Form 1162?
B8. Is the To and From recorded on DD Form 1662?  
C8. Is the Contract Number Recorded on DD Form 
1662 and agree to the actual contract?
D8. Is the Official Name or Company recorded on the 
DD Form 1662?
E8.Is the property location(s) recorded in the DD 
Form 1662?
F8. Is the following information recorded clearly ntity, 
do they agree with the contract terms and conditions?
G8. Is the Contractor Representative field complete 
with the following information: name, signature and 
date?
H8. Is the DoD Property Representative recorded on 
DD Form 1662 with the following information: name, 
telephone #, signature and date?

11.8 - DD Form 1662: DoD Property in the Custody of Contractors

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1662
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Example: DD Form 1662 - DoD Property in the Custody of Contractors

dd 1662
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

9. KSD: Letter of Authorization (LOA) Yes No N/A Comments

A9. Does LOA consist of the current date?

B9. Does “From Commanding Officer” field clearly 
indicate the Unit information?
C9. Does “To” field clearly indicate recipient’s infor-
mation?
D9.Does the description of LOA clearly represent the 
intention of the LOA?
E9. Is the information on the Marine Authorized to 
sign Ordnance Custody Receipts recorded on the 
LOA? (i.e. Rank, Name, SSN and Signature)
F9. Is the POC information including POC’s phone 
number recorded on LOA? 
G9. Is Commanding Officer (CO)’s signature recorded 
on LOA?

11.9 - Letter of Authorization (LOA) **

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

**The LOA was replaced by NAVMC 11869: Notice of Delegation of Authority in 
February 2014.

LOA
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Example: Letter of Authorization (LOA)

LOA
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

10. KSD: Mechanized Allowance List (MAL) Yes No N/A Comments

A10. Does the MAL have correct date?
B10. Does the TAMCN and Item description recorded 
on the MAL?
C10. Is the AAC recorded on MAL? 
D10. Is the UIC recorded on the MAL and agree with 
the item’s UIC?
E10. Does the item NSN recorded on MAL agree with 
NSN recorded on the supporting documents?
F10. Is Unit T/E RQMT recorded on the MAL? 
G10. Is the CMD adjustment recorded on the MAL 
and supported by KSD?
H10. Does the Total RQMT field agree with T/E and 
adjustment?
I10. Does On-Hand filed agree with summation of 
T/E, adjustments, Total RQMT and Due-In?
J10. Does Over (+)/ Short (-) field signify correct rep-
resentation of the MAL record?

11.10 - Mechanized Allowance List (MAL)

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

MAL
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Example: Mechanized Allowance List (MAL)

dd 1662
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 136.

11. KSD: Consolidated Memorandum of Receipt 
(CMR) Yes No N/A Comments

A11. Is the date on the CMR recorded?

B11. Does the AAC recorded on the CMR and does it 
agree with item’s AAC?
C11. Does the CMR clearly indicate TAC-2 location?

D11. Does the CMR clearly identify AO, RO and the 
Subordinate Unit Code?
E11. Is the TAMCN clearly identified on the CMR?

F11. Does Total On-Hand (TAMCN) on the CMR 
agree with Total On-Hand at this location recorded on 
the CMR?
G11. Does Total Price (TAMCN) on the CMR agree 
with Extended Price on the CMR?
H11. Does CMR NSN & Nomenclature agree with the 
item’s NSN & Nomenclature?
I11.  Does the NSN Total On-hand agree with NSN 
On- hand on location?
J11. Does the CMR clearly represent item’s unit price 
and NSN’s total price?
K11. Do the serial numbers found at this location 
agree to the item serial numbers?
L11. Is the total on-hand at this location and extended 
price correct?
M11. Is the CMR initialized by the AO/RO on each 
page?
N11. Is the CMR signed by the AO/RO on the last 
page and is the signature legible?

11.11 - Consolidated Memorandum of Receipt (CMR)

CMR
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CMR

Consolidated Memorandum of Receipt (CMR) .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________
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Example: Consolidated Memorandum of Receipt (CMR)

CMR
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count sheet

United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12. KSD: Physical Inventory Count Report/Sheet 
(MARCORLOGCOM) Yes No N/A Comments

A12, Does the Inventory Count Sheet Originator filed 
agree with the item’s Originator?   
B12, Does DOC Identifier agree with the item’s Identi-
fier Code? 
C12. Is the date recorded on the physical inventory 
count sheet?
D12. Does the NSN and Nomenclature agree with 
item’s NSN and Nomenclature?
E12. Does the owner code reflect the correct owner?
F12. Does the condition code reflect the correct con-
dition of the item?
G12. Is the location of the item in the place the item is 
located?
H12, Does the Inventory Count Sheet QTY agree with 
actual On-Hand inventory?
I12, Does the Inventory Count Sheet Lot No agree 
with the item’s actual Lot No?
J12, Dose the Freeze Code on the Inventory Count 
Sheet agree with the Freeze Code on the Inventory 
Count Report?
K12. Does the Inventory Count Report Suspense-
Control-Number filed recorded and agree with the 
item Inventory-Control-Number?   
L12. is the Inventory Count Report CUTOFF-DT and 
REPORT-DT information recorded? 
M12. Do the Inventory Count Report & Sheet NSN 
field agree to the item’s NSN?
N12. Do the Inventory Count Report & Sheet Nomen-
clature field agree to the item’s Nomenclature?
O12. Is the OTC, SEC and TIC amount properly re-
flect the item’s OTC, SEC and TIC?
P12. Does the Inventory Count Report/Sheet OC and 
Owner Code agree with the item’s OC and Owner 
Code? 

11.12 - Physical Inventory Count Report/Sheet (MARCORLOGCOM)



 Enclosure (1)66 6767

12. KSD: Physical Inventory Count Report/Sheet 
(MARCORLOGCOM) Yes No N/A Comments

Q12. Does the Inventory Count Report/Sheet location 
field agree with the item’s location filed? 
R12. Does the Inventory Count Report/Sheet CC 
agree with the item’s CC?
S12. Does the Inventory Count Report First, Second 
and Third count fields indicate QTY-Count, COUNT-
DT and ORIG?

Physical Inventory Count Report/Sheet (MARCORLOGCOM) .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

count sheet
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count sheet

Example: Physical Inventory Count Report/Sheet (MARCORLOGCOM)

page 1

page 2
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

13. KSD: Responsible Officer (RO) Appointment 
Letter ** Yes No N/A Comments

A13. Does the Appointment Letter identify the USMC 
unit/activity?
B13. Is the date recorded on the Appointment Letter?

C13. Does the “From” field identify the Accountable 
Officer (AO)/Commanding Officer (CO) for the unit/
activity?
D13. Does the “To” field identify the Responsible    
Officer (RO) for the unit/activity?
E13. Does the “Subject” field clearly state the appoint-
ment/assignment of the RO and the unit/activity?
F13. Does the Appointment Letter clearly identify the 
RO’s duties and responsibilities? 
G13. Is the AOs/COs signature recorded on the       
Appointment Letter?

11.13 - Responsible Officer (RO) Appointment Letter **

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

** The RO Appointment Letter shall include the DD Form 577: Appointment/Termina-
tion Record-Authorized Signature as an enclosure.

RO appointment
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RO appointment

Example: Responsible Officer (RO) Appointment Letter **

page 1
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Example: Responsible Officer (RO) Appointment Letter 

page 2

RO appointment
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left blank.}
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

14. KSD: Responsible Officer (RO) Appointment 
Acceptance Letter Yes No N/A Comments

A14. Does the Appointment Acceptance Letter     
identify the USMC unit/activity?
B14. Is the date recorded on the Appointment          
Acceptance Letter?
C14. Does the “From” field identify the Responsible 
Officer (RO) for the unit/activity?
D14. Does the “To” field identify the Accountable 
Officer (AO)/Commanding Officer (CO) for the unit/
activity?
E14. Does the “Subject” field clearly state the appoint-
ment/assignment of the RO and the unit/activity?
F14. Does the Appointment Acceptance Letter clearly 
identify the RO accepts his duties and responsibilities? 
G14. Is the RO’s signature recorded on Appointment 
Acceptance Letter?

11.14 - Responsible Officer (RO) Appointment Acceptance Letter

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

RO appointment
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RO appointment

Example: Responsible Officer (RO) Appointment Acceptance Letter
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

15. KSD: Delegation of Authority (DOA) Letter ** Yes No N/A Comments

A15. Does the Delegation of Authority (DOA) Letter 
identify the USMC unit/activity?
B15. Is the date recorded on the DOA Letter?

C15. Does the “From” field identify the Responsible 
Officer (RO) for the unit/activity?
D15. Does the “To” field identify the Supply Officer 
(SO) for the unit/activity?
E15. Does the “Subject” field clearly state DOA Letter?
F15. Does the DOA Letter clearly identify each indi-
vidual and the functions the RO has authorized and 
has each authorized individual signed the DOA Let-
ter? 
G15. Is the RO’s signature recorded on DOA Letter?

11.15 - Delegation of Authority (DOA) Letter **

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

** The DOA Letter was replaced with the NAVMC 11869: Notice of Delegation of         
Authority in February 2014.

DOA
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DOA

Example: Delegation of Authority (DOA) Letter **



 Enclosure (1)76 7777

United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

16. KSD:  Supply Officer (SO) Appointment          
Letter ** Yes No N/A Comments

A16. Does the Appointment Letter identify the USMC 
unit/activity?
B16. Is the date recorded on the Appointment Letter?

C16. Does the “From” field identify the Accountable 
Officer (AO)/Commanding Officer (CO) for the unit/
activity?
D16. Does the “To” field identify the Supply Officer 
(SO) for the unit/activity?
E16. Does the “Subject” field clearly state the              
appointment/assignment of the SO/Fiscal Officer 
(FO) and the unit/activity?
F16. Does the Appointment Letter clearly identify the 
SOs duties and responsibilities? 
G16. Is the AOs/COs signature recorded on the       
Appointment Letter?

11.16 - Supply Officer (SO) Appointment Letter **

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

** The The SO Appointment Letter shall include the DD Form 577: Appointment/        
Termination Record-Authorized Signature as an enclosure.

SupO appointment
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SupO appointment

Example: Supply Officer (SO) Appointment Letter **
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

17. KSD:  Supply Officer (SO) Appointment          
Acceptance Letter Yes No N/A Comments

A17. Does the Appointment Acceptance Letter      
identify the USMC unit/activity?
B17. Is the date recorded on the Appointment           
Acceptance Letter?
C17. Does the “From” field identify the Supply Officer 
(SO) for the unit/activity?
D17. Does the “To” field identify the Accountable 
Officer (AO)/Commanding Officer (CO) for the unit/
activity?
E17. Does the “Subject” field clearly state the appoint-
ment/assignment of the SO and the unit/activity?
F17. Does the Appointment Acceptance Letter clearly 
identify the SO accepts his duties and responsibilities 
and has performed a review of the supply account? 
G17. Is the SOs signature recorded on Appointment 
Acceptance Letter?

11.17 - Supply Officer (SO) Appointment Acceptance Letter

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

SupO appointment
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SupO appointment

Example: Supply Officer (SO) Appointment Acceptance Letter

page 1
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Example: Supply Officer (SO) Appointment Acceptance Letter

page 2

SupO appointment
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SupO appointment

Example: Supply Officer (SO) Appointment Acceptance Letter

page 3
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Example: Supply Officer (SO) Appointment Acceptance Letter

page 4

SupO appointment
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dd 577

United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 144.

18. KSD: DD Form 577 Appointment/Termination 
Record-Authorized Signature Yes No N/A Comments

A18. Does the Appointment/Termination Record 
identify the Appointing Authority’s printed name?
B18. Does the Appointment/Termination Record 
identify the Appointing Authority’s title?
C18. Does the Appointment/Termination Record 
identify the Appointing Authority’s DOD component/
Organization?
D18. Does the Appointment/Termination Record 
have the date recorded?
E18. Does the Appointment/Termination Record have 
the Appointing Authority’s signature recorded?
F18. Does the Appointment/Termination Record 
identify the Appointee’s printed name?
G18. Does the Appointment/Termination Record 
identify the Appointee’s social security number?
H18. Does the Appointment/Termination Record 
identify the Appointee’s title?
I18. Does the Appointment/Termination Record iden-
tify the Appointee’s DOD component/organization?
J18. Does the Appointment/Termination Record  
identify the Appointee’s address?
K18. Does the Appointment/Termination Record 
identify the Appointee’s telephone number?
L18. Does the Appointment/Termination Record 
identify the Appointment effective date?
M18. Does the Appointment/Termination Record 
identify the position to which appointed?
N18. Does the Appointment/Termination Record 
identify the Appointee’s responsibilities?
O18. Does the Appointment/Termination Record 
identify the regulations the Appointee should abide 
to?

11.18 - DD Form 577 Appointment/ Termination Record-Authorized          
Signature
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