MANAGEMENT CONTROLS SELF-ASSESSMENT CHECKLIST FOR ADMINISTRATIVE/EXTRAMURAL MANAGEMENT FUNCTIONAL AREAS 

Background

Management controls must make sense within each organization's unique operating structure and environment in order to benefit management. 

Management structures and controls should be woven into THE day-to-day operational responsibilities of managers who should determine the appropriate balance of controls. 

Responsibilities of NIH Managers

NIH managers are responsible and accountable for:

· incorporating basic management controls into programs, operations,

      plans, policies, procedures, strategies and guidance;

· relying on systems with built-in reviews rather than special studies, to ensure that management controls are implemented;

· identifying weaknesses or deficiencies and documenting/completing corrective action;

· adapting the checklist for individualized use.
Checklist for Administrative/Extramural Areas

The use of this Checklist is optional.  IC managers may adapt it and use it as a self-examination tool for identifying potential problems or weaknesses that call for taking corrective action or identifying continuous improvement initiatives.  Each IC is expected to develop specific questions to add to the checklist.  A key consideration to use in adapting the checklist to a specific administrative environment is:   What questions will identify controls that minimize the occurrence of events with significant unfavorable consequences?  

 The Checklist is divided into:

A. Generic questions applicable to all functional areas 

B.  Questions specific to the functional area

MANAGEMENT CONTROL SELF-ASSESSMENT CHECKLIST FOR ADMINISTRATIVE/EXTRAMURAL  FUNCTIONAL AREAS

PERIOD OF REVIEW:

I. GENERIC QUESTIONS FOR ALL FUNCTIONAL AREAS 


Yes
No

1 Does the area have clearly stated and current ( not older than 5 years) policies, procedures, organizational structures, and  systematically organized delegations that are appropriately distributed by management and accompanied by training?

1 How are staff routinely informed of the updates? ___________________________________





2 



3 Does the area have trained and competent personnel to properly manage and perform the activity? 

3 Within each area is there a method of identifying employees who need core training?



4 



5 Do all employees have a performance plan with performance indicators?

5 Did all employees evaluated under a performance plan for at least 120 days receive a performance rating?



6 



7 Does the area have documented operating controls to protect against fraud, waste, abuse and mismanagement and to ensure the timeliness, integrity and accuracy of data?



8 Does the area have an ongoing continuous improvement plan that includes training and development of employees and customer input       to ensure there is a focus on doing things, quicker, cheaper and  faster?  



6.  Does the area have a system to record and process transactions in a timely and accurate manner?

a) Does the area have a system that includes performance indicators that are tracked on an ongoing basis?  

b) Was a review conducted and reported for the last cycle?     Date of last review/report?_____________________



7. Were GPRA goals successfully achieved this year?



8. Was a strategic plan developed during the past three years?



9. When control issues were identified were corrective actions undertaken?

a) When control issues were identified was “lessons learned” information sent to all areas?



SELF-ASSESSMENT CHECKLIST FOR ADMINISTRATIVE MANAGEMENT FUNCTIONAL AREAS

PERIOD OF REVIEW:

II. SPECIFIC FUNCTIONAL AREA QUESTIONS 



A. Human Resources 
Yes 
No

1 Does the area conduct reviews or have an ongoing reporting system for award distributions and pay administration programs to ensure that they are operated in a fair and equitable manner?  

1a.    Was a review conducted and reported for the last award cycle?



2 Does the area have a positive and supportive attitude towards integrity and ethics education and training?

2a.   Is 100% participation a goal? 

2b.  What is the percentage of employees who have received conflict of interest/ethics training? _____%







3 Does the area conduct periodic reviews or have an ongoing system to report on outside activities, financial disclosure and other components of the ethics program? 

3a.  Date of last review/report? 

3b.  Are all HHS-520s approved, processed and filed in a timely manner? 



4 Does the area periodically review or have an ongoing system to report on the Time and Attendance program?  

4a.   Can the area report on the number of confirmed violations of time and attendance procedures that occurred within the organization?                                       Number of violations last year_______             Number of previous year violations ______



5 Does the area assure that there is equity of treatment and opportunity within the employee relations and training programs?

5a.   Is there documented assurance?



6 Does the area conduct reviews that are based on OPM’s “Delegation Examining Operations Handbook” or does the area have a reporting system for delegated examining units that is used to ensure that these programs are operating in a fair and equitable manner?  

6a.  Was a review conducted and reported for the last award cycle?

6b.  Date of last review/report



7 Does the area conduct merit promotion case file reviews or have an ongoing reporting system that is used to assure that these programs are operating in a fair and equitable manner?  

7a.  Was a review conducted and reported for the last award cycle? 

7b.  Date of last review/report _______________________________



8 Does the area periodically review the manner in which the Special Expert, consultants and IPA assignments are being utilized to determine that all appointments, extensions and conversions are made in accordance with program requirements?



9 Does the area assure that there is equity of treatment and opportunity within the equal employment opportunity and affirmative employment program?  

9a.  How is this determined?  For example: Reliance on central OEO Reports. ____________________________

9b.  Is the area able to report on the number of complaints that were filed and adjudicated last year? 



10 Did all personnel who left the IC last year complete a form 2737-2, “Clearance of Personnel for Separation or Transfer “?



B. Financial Management  
Yes
No

1. Does the area have a system for recording and tracking, commitments, obligations and expenditures and reconciling financial data?



2. Does the area have controls that prevent incurring obligations in excess of funds available within a budget cost category?



3. Does the area have a mechanism to ensure that periodic audits of the financial management area are undertaken?



4. Does the area adjust financial plans to be appropriate in the light of the actual operating budget?



5. Does the area monitor the reliability and confidentiality of financial data used in mission critical budgetary decisions? 

5a.  How does the area guard against breaches in confidentiality and loss of budget data integrity? 



6. Does the area use an operating budget to control project funds?



7. Does the area link GPRA/organization goals to budget activities?













          C. Procurement/Contracts Management 
Yes
No


1. Does the area have operating controls to protect against fraud, waste, abuse and mismanagement in the use of all purchasing/contracting mechanisms including purchase cards? 

1a.  How often are these controls monitored? ____________________________________________________




2. Does the area have systems that ensure compliance with all regulatory and policy requirements? 




3. Does the area have a positive, supportive attitude towards integrity, ethics education and training? 

3a.   What  is the percentage of personnel that have received conflict of interest/ethics training? ____________________





4. Does the area monitor the reliability and confidentiality of data used in mission critical purchasing/contracting decisions? 

4a.   How does the organization guard against breaches in confidentiality and loss of data integrity.





5. Is objectivity and fairness assured in the competitive review and selection of a contractor? 

5a.    Number of protests successfully upheld last year? ________________________ 

5b.   Number of protests  successfully upheld the previous year?________




6. Does the area complete closeouts of contracts in a timely and appropriate manner?

6a.   Is this tracked on an ongoing basis?  Date of last review. ______________-











7. Does the area have a system that integrates procurement/contracts with property management systems and financial management?




8. Are checklists used to ensure that contract files are complete and accurate?
















D. Grants Management                                                                                                                                                                    



1. Does the area monitor the reliability and confidentiality of data supplied by applicants and grantees?  

1a. How does the organization guard against breaches in confidentiality and loss of data integrity? 



2. Is objectivity assured in the competitive review and selection of grantees? 

2a. How many protests were successfully upheld last year?__________________________



3. Does the area have controls to assure that awards are issued at the appropriate funding level?

3a.  Were there instances last year when grantees did not return the unused portion of their grants or where grantees have been overpaid? 

3b.  How many instances of under or overpayment occurred in the last year? __________________________________. 



4. Does the area evaluate the reliability of all financial status reports and other data collection efforts for tracking and auditing grantees?



5. Are grant closeouts systematically processed and completed in a timely and proper manner? 

5a. Is this tracked on an ongoing basis?  

Date of last review. __________



6. Are financial audits from grantee institutions reviewed and tracked each year?



7. Are financial progress reports from grantee institutions reviewed and tracked?



8. Are checklists used to ensure that contract files are complete and accurate?











E. Other Resource Management Areas

1. Travel
Yes 
No

1. Are key duties and responsibilities divided so that no one individual controls all elements of the travel process?



2. Last year were any travelers overpaid or did not return the unused portion of their travel advance?



3. Is not-to-exceed travel allowed?



4. Are all requests for other than coach travel properly approved?











  2. Property
Yes
No

1. Does the area periodically balance property records to the general ledger?



2. Does the area have reliable data related to property management for tracking, auditing and forecasting future needs?



3. Is training in the “do’s” and “don’ts” of property management provided to all laboratory and program managers?



4. Does the area prepare periodic reports on the status and condition of property and equipment?



5. How much property had to be “written off” last year? $__________ the previous year? _$____________



6. Does the area have accurate records with descriptions of accountable purchased items, including their cost and location?  

6a. Does the area periodically check these accountable items by physical inventory?











3. Information Technology



1. Does the area have software controls to ensure the security of data access and to guard against loss of data? 
Yes
No

2. Does the area have a system for collecting accurate data related to tracking and auditing all telecommunications equipment? 



3. Does the information technology system guarantee the privacy of information?



4. Does the area have sufficient back up for the IT system?











