Checklist:  Medical Service Account

(updated: 16 January 2006)

	Item
	Description:  Medical Service Account 
	Y
	N

	1
	Are rates charged eligible beneficiaries for medical, dental, and veterinary care in MTFs current?
	
	

	2
	Is the MSAO appointed by written order of the MTF commander?
	
	

	3
	Are deputy MSAO/assistant MSAOs, if required, appointed in writing by the MTF commander?  Are current procedures established for transfer of MSA accountability?
	
	

	4
	Are current SOPs established for daily operation of the MSA office?
	
	

	5
	Has the MSAO designated separate accounting technicians and cashiers?
	
	

	6
	Is the organizational arrangement (separation of duties of accounting technician, cashier, etc.) adequate to protect cash receipts?
	
	

	7
	Is there a separate drawer of box with a separate key for each cashier, if more than one cashier?
	
	

	8
	Is the automated CHCS being used to manage accounts receivable?  Is CHCS being used to maintain the invoice and receipt (DA Form 3154) control listing?  Are invoices and receipts being printed from CHCS as necessary?
	
	

	9
	Are there procedures to ensure that MTF activities notify MSAO when chargeable items are provided to the patient and the rate to be charged?
	
	

	10
	Is the original CHCS printed copy of the invoice and receipt presented to the patient or sponsor?
	
	

	11
	Are DD Forms 7 and 7A prepared monthly?
	
	

	12
	Are charges for subsistence furnished to enlisted personnel inpatients billed to the Military Personnel Army appropriation on an SF 1080?
	
	

	13
	Does the MSAO have established follow-up procedures for collecting delinquent accounts, and are all required collection efforts completed within the proper time limits before transferring accounts to FAO?
	
	

	14
	Are MSA cash collections deposited with the servicing bank weekly or when the fund reaches a total of $500?
	
	

	15
	Are adequate security containers available to safeguard MSA funds documents?
	
	


