Inspectors General Checklist

	CONSUMER LEVEL SUPPLY 4400.15


	[bookmark: _GoBack]This checklist is applicable to all commands with consumer level supply accounts.

	

	Functional Area Sponsor: HQMC I&L LPC
	Name of Command

	Subject Matter Expert: 
CWO5 Chris G. Aragon / MGySgt Brady Wentlandt
christopher.aragon@usmc.mil /
brady.wentlandt@usmc.mil
	Date

	(DSN) 260-7120/7136 (COML) 571-256-7120/7136
	Inspector

	Revised: 12 November 2018
	Final Assessment
Discrepancies:       Findings:     

	Overall Comments:  Place Here            

	Subsection 1 - CONTROL OF SERIALIZED SMALL ARMS 

	0101
	Was the annual asset verification listing completed and submitted to NSWC, Crane and within 45 calendar days of the date of the
listing?
Reference: MCO 4400.201 Vol 4 020508, MCO 8300.1D, chap 1, par 11c

	Result	Comments 
	0102
	Has the CO appointed in writing an inventory officer to conduct the Monthly Serialized Inventory (MSI)?
Reference: MCO 4400.201, Vol 3 020902

	Result	Comments 
	0103
	Is the unit conducting and properly documenting the Monthly Serialized
Inventory (MSI)? 
Reference: MCO 8300.1D, par 4b(5), encl (1), par 11a; MCO 4400.201 Vol 4 020508 and Vol 3 020902

	Result	Comments 
	0104
	Has the unit maintained MSI documents and inventory officer comments for a period of 3 years active and archived for 7 years? 
Reference: MCO 8300.1D, par 11a; MCO 4400.201 Vol 4 020508

	Result	Comments 
	0105
	Does the unit utilize the Crane registry website?
Reference: MCO 8300.1D, par 4b(5)(j); MCO 4400.201 Vol 4 020508

	Result	Comments 
	Subsection 2 - WAREHOUSING PROCEDURES 

	0201
	Are issues from the warehouse made only to authorized recipients assigned in writing by commodity Responsible Officers (ROs) via a NAVMC 11869?
Reference: MCO 4400.201 Vol 3, par 020603 

	Result	Comments 
	0202
	Is a stock locator file constructed and maintained?
Reference: MCO 4400.201 Vol 3, par 030306

	Result	Comments 
	0203
	Are SKOT in the warehouse being inventoried as required and are they Serviceable?
Reference: MCO 4400.201 Vol 3, par 020603

	Result	Comments 
	0204
	Are payments or reimbursements being made via payroll deduction for PORs issued to Marines who are in receipt of BAS?
Reference: MCO 10110.14N, chap 5, par 6

	Result	Comments 
	Subsection 3 - DEMAND - SUPPORTED STOCK MANAGEMENT 

	0301
	Has written approval been obtained from the appropriate authority, allowing the unit to maintain demand supported stocks?
Reference: MCO 4400.201 Vol 3 021303

	Result	Comments 
	0302
	If demand supported stocks are approved and maintained, have the Supply Officer and Maintenance Management Officer (MMO) reviewed the demand supported stocks listing quarterly? 
Reference: MCO 4400.201 Vol 3 par 021303.B.4

	Result	Comments 
	Subsection 4 - PERSONAL EFFECTS - NON-COMBAT RELATED PERSONAL EFFECTS HANDLING
 

	0401
	Has an inventory board been appointed in writing by the Unit Commander?
Reference: MCO 4400.201 Vol 13 par 1502

	Result	Comments 
	0402
	Has the unit commander established in writing an area designated for
storage, secured with a lock, and access limited to those individuals with
a need to be in the area?
Reference: MCO 4400.201 Vol 13 par 150701

	Result	Comments 
	0403
	Are Personal Effects being inventoried when Marines/Sailors are separated from their Personal Effects more than 30 days but less than 90 days and reside in the barracks?
Reference: MCO 4400.201 Vol 13 par 200202, Appendix H

	Result	Comments 
	0404
	Has a uniform recovery been conducted for all Marines that received an Other Than Honorable Discharge to include the processing of the NAVMC 631?
Reference: MCO 4400.201 Vol 13 par 1509

	Result	Comments 
	Subsection 5 - MISCELLANEOUS SUPPLY PROCEDURES/CERT OF RELIEF

	
0501
	
Does the Commanding Officer have the Certificate of Relief from the 
previous Commanding Officer with a NAVMC 11867 included as an
enclosure?
Reference: MCO 4400.201 Vol 3 par 010901.A

	Result	Comments 
	0502
	Does the Supply Officer/Accountable Property Officer have the Certificate of Relief from the previous Supply Officer/Property Control Officer with a
NAVMC 11867 included as an enclosure?
Reference: MCO 4400.201 Vol 3 par 010902.A

	Result	Comments 
	0503
	Does the unit have the following personnel appointed in writing by the CO
via an appointment letter and a DD Form 577 (if applicable)? Supply Officer/Accountable Property Officer (APO), Responsible Officer/Property Custodian, Fund Holder, Government Commercial Procurement Card (GCPC) Approving Official, GCPC Cardholders, Certifying Officer, Fiscal/Budget & Accounting Officer, Supply Resource Manager, Supply Automated Information System (AIS) Administrator.
Reference: MCO 4400.201 Vol 3 010701,020603, Appendix A-F

	Result	Comments 
	0504
	Does the supply section have Desktop or turnover procedures?
Reference: MCO 4400.201 Vol 3 par 011301 and 011302

	Result	Comments 
	0505
	Have the unit supply accounting records been inspected by
representatives of the CMC, MSCs or equivalent higher headquarters?
Reference: MCO 4400.201 Vol 3 par 011401

	Result	Comments 
	0506
	Has the Supply Officer/APO established a training program for all aspects of retail-level supply operations within the command?
Reference: MCO 4400.201 Vol 3 par 0116

	Result	Comments 
	Subsection 6 - SUPPLY INVESTIGATIONS 

	0601




	Are DD 200 Financial Liability Investigation of Property Loss (FLIPL) forms submitted to the CO/Approving Authority, via the Supply Officer, within 15 calendar days when there is known loss, damage, destruction, or theft of government property?
Reference: MCO 4400.201, Vol 17, par 020701

	Result	Comments 
	0602
	Has the Financial Liability Officer (FLO) completed the investigation and provided their recommendations to the CO/Approving Authority within the required time frame?
Reference: MCO 4400.201, Vol 17, par 020702

	Result	Comments 
	0603
	Has the Approving Authority made the decision of the FLIPL and notified the individual involved within the required time frame?
Reference: MCO 4400.201 Vol 17, par 020601

	Result	Comments 
	0604
	Are DD200s assigned an inquiry/investigation number by the FLIPL manager, and is the FLIPL register maintained IAW MCO?
Reference: MCO 4400.201, Vol 17, par 020601, par 030803, and Appendix H

	Result	Comments 
	0605
	Are the FLIPL manager and Appointing Authority appointed in writing by the approving authority?
Reference: MCO 4400.201, Vol 17, par 020208, par 020210, and par 020308

	Result	Comments 
	0606
	Are signed final copies of the DD 200 and all supporting documentation retained on file in the supply office for 10 years (3 years in the active file and 7 years in an archive file)?
Reference: MCO 4400.201, Vol 3, par 021002

	Result	Comments 
	Subsection 7 - MECHANIZED PROPERTY ACCOUNTING 

	0701
	Is a complete physical inventory of all accountable property conducted once each fiscal year, property records adjusted, and the results properly 
documented?
Reference: MCO 4400.201 Vol 4 par 0201

	Result	Comments 
	0702
	Have controls been established for items on temporary loan?
Reference: MCO 4400.201 Vol 3 par 0408

	Result	Comments 
	0703
	Do gain/loss transactions contain an explanatory note providing a complete history of the cause for the adjustment?
Reference: MCO 4400.201 Vol 4 par 051203

	Result	Comments 
	0704
	Do Money Value Gain/Loss Notices (MVGL/N) contain a statement and signature of the Commanding Officer, or Acting Commanding Officer and
maintained in the active file for 3 years and the archived file for 7 years?
Reference: MCO 4400.201 Vol 4 par 0704, 051203

	Result	Comments 
	0705
	Are MVGL/Ns certified within 15 days from processing the gain/loss transaction.
Reference: MCO 4400.201 Vol 4 par 0704

	Result	Comments 
	Subsection 8 - SUB-CUSTODY PROCEDURES 

	0801
	Have Responsible Officers (ROs) been appointed in writing by the
Commanding Officer via an appointment letter?
Reference: MCO 4400.201 Vol 3 par 020603

	Result	Comments 
	0802
	Are historical CMRs with supporting documentation that are not part of 
an investigation maintained for 3 years active and archived for 7 years?  
Reference: MCO 4400.201, Vol 3, par 021002

	Result	Comments 
	0803
	If an RO anticipates being separated from their assets for over 60 days, is a new RO appointed by the CO and a joint inventory conducted by the outgoing and the incoming RO?
Reference: MCO 4400.201 Vol 3 020603.D

	Result	Comments 
	0804
	Are the ROs physically inventorying assets, signing, and dating the CMR 
quarterly (Semi-Annually if approved in writing by the CO/AO)?
References: (MCO 4400.201, Vol 3, par 020603.f; Vol 4 par 020510

	Result	Comments 
	Subsection 9 -
	REQUISITIONING AND FOLLOW UP ACTION

	0901
	Are key supporting documents (KSDs)relating to the gain, loss, return, disposal of property filed in the voucher file and maintained in an active file for a period of three years and in an archive file for a period of seven years?
References: MCO 4400.201, Vol 2 

	Result	Comments 
	0902
	Are reconciliations and validations of all outstanding requisitions being conducted by the Supply Officer and commodity Responsible Officers at least every 2 weeks (once a month for all non-OPFOR units)?
Reference: MCO 4400.150, chap 3, par 7d

	Result	Comments 
	
	

	
	




This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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