Checklist:  Debt Collection Assistance Office

Organizational Inspection Program(revised 07 March 2005)
	Item
	Description:  Debt Collection
	Y
	N

	1
	Is there a process for resolving all valid cases in a timely manner? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 5

	
	

	
	Comments:


	
	

	2
	Are procedures in place to ensure the beneficiary understands the service to be provided by the DCAO? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 7


	
	

	
	Comments:


	
	

	3
	Is there proof indicating the DCAO is obtaining authorization for release of medical records and other information from the beneficiary?Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 5
	
	

	
	Comments:


	
	

	4
	Is case completion letter sent to the beneficiary upon determining the investigation outcome? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 5, 9

	
	

	
	Comments:


	
	

	5
	Are all cases entered into the database web portal? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 6, 9

	
	

	
	Comments:


	
	

	6
	Are beneficiaries receiving fact sheet explaining his/her rights under the Fair Debt Collection Practice Act? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 6

	
	

	
	Comments:


	
	

	7
	Is there documentation that F/U action is being taken to keep the provider and collection/credit reporting agencies informed about the beneficiary case? Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 5, 8

	
	

	
	Comments:


	
	

	8
	Is there a designated POC for DCAO?  If yes, how is the POC designated?  (Job description, appointment orders, etc.) Ref: DoD Debt Collection Assistance Office Implementation & Training Guide, pg. 3
	
	

	
	Comments:


	
	


