
MANAGEMENT CONTROL ADMINISTRATOR Questionnaire
Management Control Process Audit

(Please complete in MS Word in order to maintain document electronically.)
LEADERSHIP

· Have you received any memos from senior leadership (Commander, Deputy or Chief of Staff) emphasizing management controls? If so, provide copies of memos. 

· Did command establish a senior leadership council (or equivalent) that discussed the management control process at its meetings?  If so, provide copies of minutes and briefing materials.

· Did command sponsor commander’s conferences that had a focus on management controls?
· Did command distribute all management control guidance received from    ASA (FM&C) to its subordinates?

· Did command develop its own guidance or SOPs for the management control process? Provide copies of all guidance distributed.

· Did command use newsletters, video teleconferences, or other innovative methods in executing the management control process?

· Were commanders and managers informed of management control process matters? _____How?

· What percentage of your time do you spend administering the management control process at your command?
· Is this amount of time adequate to properly administer the management control process?
TRAINING QUESTIONS-

· How are management control training requirements and needs monitored and provided?

· Who determines who needs to attend management control training?

· How is that determination made?

· How many personnel are required to attend management control training?
· How many of those personnel have received training in the past 2 years?  (Provide support – i.e. Spreadsheet with attendee sheets, certificates of training, travel orders, etc.)

Were the following included in the training?


(1) MCA


_________ of __________

(2) AUMs


_________ of __________

(3) SRO


_________ of __________

(4) Commander 

_________ of __________

(5) Others (explain)
_________ of __________

· What type of training was provided:  (i.e. Online, USDA course, desk side, etc)  If you developed the training exercises, provide copies of the training materials used.  

· How is the training being tracked to ensure training has been accomplished?
· Do you use the training spreadsheet on the ASA (FM&C) website?

· Did you receive the Management Control Administrator’s Training Toolbox?

· Was it reviewed?

· Was it disseminated to the assessable units?

· How many personnel reviewed it at the assessable unit level?
Note: Management Control training includes any course that has a segment that talks about the management control process such as management control evaluations, checklists, DA Form 11-2-Rs and material weaknesses, etc.  Examples of courses include USDA course, SBLM, PME, ASA (FM&C) training CD and online training. 

ADMINISTRATION OF THE MANAGEMENT CONTROL PROCESS

· Are you responsible for creating the 5 year Management Control Plan? (Provide a copy.)

· How do you determine which programs need to be evaluated?

· Is there one plan for the activity or are there separate plans for each assessable unit?

· Which programs are considered high risk?  

· How is the degree of risk determined?

· Are higher risk programs evaluated more often than once every 5 years?

· Do you obtain all DA Forms 11-2-R (with support) or individual feeder statements to compile the information for the annual assurance feeder statement?

· Do you maintain all support for the annual assurance feeder statement for at least 2 years?  (If FY 05 statement isn’t complete, provide all documentation used to compile the FY 04 statement – to include all DA Forms 11-2-R, checklists and the documented methodology for testing the controls.)
· How do you ensure the AUMs are completing the correct checklists and     DD Form 11-2-Rs for their Directorate?

· Do you maintain signed copies of all 11-2-Rs, their support, and signed feeder statements for at least two years?

· Do you maintain copies of OER support forms (for Officers) and DD Form 7222-1 (for Civilians) for those involved with the management control program and ensure adherence to AR 11-2?

· When was the annual assurance statement submitted?  
· When was it due? 
· If late, why? 
· Did the statement contain all of the required elements – in accordance with AR 11-2?

· Do you have an IR office?  

· If so, is the IR involved in the management control program, if so how?

· Did the Internal Review and Compliance Office review the Management Control Process and the Command’s annual assurance statement?

· Did Command integrate management controls into oversight programs?
· Are there anything additional things that you do to ensure the management control program is effective?

· Do you feel your grade / rank hinders your ability to effectively manage / administer the management control program? (If so, why?)

MATERIAL WEAKNESSES 

MCAs should answer this question for those weaknesses that were reported in the overall command annual assurance statement.  Assessable Units will have this question too and should answer for those weaknesses, issues, concerns that it reported on its statement whether the weakness was in the overall statement or not.

· How do you identify and report material weaknesses or areas of concern?

· How do you monitor and track the corrective actions?

· Are there any previously reported material weaknesses for your activity that are still open?  (Please give complete details.)
· Did your command (MCA) or activity (AUM) close any previously reported material weakness in FY 03 or FY 04?  If so, provide support that the closeout was validated.

· Do you plan to report any new material weaknesses for FY 05? ____ If so, did any come from audits or inspections?

· Will any previously reported material weaknesses be reported as closed in the FY 05 annual assurance statement?  (Please give details and provide support that the closeout was validated.)




Activity / Directorate: _______________________________________ Date: ______





Name: _______________________________Grade:_________  Title: __________________








