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Assessable Unit :  (Mailing address and phone number) 

1.  Function.  The function covered by this checklist is: Notification of indebtedness and processing of applications for remission or cancellation of 
indebtedness. 
  
2.  Purpose.  The  purpose of this checklist is to assist soldier's commander, soldier's Special Courts Martial Convening Authority (SPCMCA), 
soldier's Defense Accounting Office/Finance and Accounting Office (DAO/FAO), and Special Actions Branch, EPMD, PERSCOM in evaluating 
their key management controls. It is not intended to cover all controls. 
  
3.  Instructions.  Answer must be based on the actual testing of key management controls such as document analysis, direct observation, 
interviewing, sampling, and simulation.  Answers that indicate deficiencies must be explained and corrective action indicated in supporting 
documentation.  These management controls must be evaluated at least once every 5 years.  Certification that this  evaluation has been conducted 
must be accomplished on the attached DA Form 11-2-R (Management Control Evaluation Certification Statement). 
  
4.  Supersession.  No previously published checklists. 
  
5.  Comments.  Help make this a better tool for evaluating management controls.  Submit comments to Commander, U.S. Army Total Army 
Personnel Command, ATTN: TAPC-EPC-S, 2461 Eisenhower Avenue, Alexandria, Virginia 22331-0455. 
Evaluation  conducted by:  (Name, Grade, Title, Office Branch, Telephone Number)   
 
 
                                           

Date of Evaluation 

Evaluation Results:  (Document the evaluation results on DA Form 11-2-R, in item 7) 
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a.  Did the soldier attempt to resolve indebtedness with DAO/FAO prior to processing application?   
  
b.  If DAO/FAO did not resolve indebtedness, did soldier submit application IAW para 1-11 and para 2-1, AR 
600-4?   
  
c.  Did soldier read and understand AR 600-4, specifically Chapter 2, regarding his responsibilities in 
processing application?   
  
d.  Did soldier complete blocks 1-49, DA Form 3508-R and sign the application IAW Chapter 2, AR 600-4?   
  
e. Did soldier forward the application to his commander and keep a file copy for his records IAW para 2-1, 
AR 600-4?  
 
f.  Did  soldier submit application for a debt which was not contained in para 2-2 and precluded by paragraph 
1-8, 1-9, and 1-11b, AR 600-4?   

 
g. Did soldier utilize correct form (DA Form 3508-R) for submission IAW para 2-1, AR 600-4?   
 
h. Did soldier submit sworn statement IAW para 2-6, AR 600-4?  
 
i.  Did soldier provide required and additional proper enclosures to support and substantiate application IAW 
para 2-4, AR 600-4?  
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j.  Did soldier delay submission of supporting documents and explain why they were not available in his 
sworn statement IAW para 2-5, AR 600-4?  
 
k.  Does soldier understand the definitions of hardship and injustice as outlined in para 1-13 and 1-14 and the 
glossary, AR 600-4?  
 
l.  Did the soldier request assistance from his immediate commander and DAO/FAO IAW para 2-1, AR 600-
4?   
 
m. Did they provide it IAW para 2-1, 3-1, and 3-3, AR 600-4?  
 
n.  Has the immediate commander read AR 600-4 and understand his responsibilities in Chapter 3?   
  
o. Did the commander assist the soldier IAW para 3-1a, AR 600-4?  
 
p. Did the commander verify facts were complete  and  accurate  IAW para 3-1b, AR 600-4?   
 
q.  Did the commander ensure that all actions in para 3-1c, AR 600-4 were taken?   
  
r. Did the commander evaluate the application and all the evidence on the application IAW para 3-1d, AR 
600-4?    
 
s.  Did the commander accomplish recommendation and all  actions outlined in para 3-1e, AR 600-4?   
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t.  Did the commander sign in block 50, DA Form 3508-R after verification of application?   
  
u. Did the commander inform DAO/FAO or USPFO of any other information that would affect application 
IAW para 3-1g, AR 600-4?   
  
v. Does commander have a system to periodically check on status of application?   
  
w. Did the commander forward the application IAW para 3-1f, AR 600-4?  
 
x.  Did soldier meet suspense date from DAO/FAO to preclude early collection prior to immediate 
commander's signature?  
 
y.  Has the SPCMCA read or been briefed on AR 600-4 and understands his responsibilities IAW para 3-2, 
AR 600-4?   
  
z. Did the SPCMCA review the application IAW para 3-2a, AR 600-4?   
 
aa. Did SPCMCA have a system to review, evaluate, and make recommendation on applications IAW para 3-
2c, AR 600-4?   
  
bb. Did the SPCMCA provide a written recommendation on the application IAW para 3-2d, AR 600-4?   
 
cc.  Did the SPCMCA approve, in part or whole, or disapprove IAW para 3-2d, AR 600-4?   
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dd. Did the SPCMCA forward application to DAO/FAO IAW para 3-2e, AR 600-4?   
  
ee. Did the DAO/FAO notify the immediate commander and soldier in writing of the indebtedness of the 
soldier IAW para 3-3a, AR 600-4?  
 
ff.  Did the DAO/FAO provide documents to the immediate commander and the soldier that disclosed the 
cause, reason, category, amount, and inclusive period of indebtedness IAW para 2-4a (3), 2-4b and 3-3b, AR 
600-4?  
 
gg.  Did the DAO/FAO documents provided in writing to the immediate commander and soldier outline 
procedures for the soldier to provide a rebuttal/concurrence to the alleged indebtedness IAW para 3-3a, AR 
600-4?  
 
hh.  Did the DAO/FAO documents provided in writing to the immediate commander and soldier outline other 
courses of action, such as waiver or remission/cancellation of indebtedness, in case soldiers rebuttal was not 
favorably considered IAW para 3-3a, AR 600-4?  
 
ii. Did the DAO/FAO initiate a collection of indebtedness prior to notification of the immediate commander 
and the soldier?   
  
jj.  Did the DAO/FAO initiate a collection of indebtedness after the immediate commander and soldier failed 
to respond to DAO/FAO notification and suspense to clear up this matter with the DAO/FAO?  
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kk.  Did the DAO/FAO assist the immediate commander and soldier in resolution of the indebtedness IAW 
para 3-3a, AR 600-4?   
  
ll. Did the DAO/FAO review the application to include the commander's recommendation IAW AR 600-4?  
 
mm.  Did the DAO/FAO return application to the commander for further documentation and correction IAW 
para 3-3c, AR 600-4?   
  
nn. Did the DAO/FAO take appropriate action regarding withholding of soldier's pay after review of 
commander's recommendation IAW para 3-3d, AR 600-4?  
 
oo.  Did the DAO/FAO fax every case to PERSCOM where there was a discrepancies between commander, 
SPCMCA, and DAO/FAO IAW para 3-3e, AR 600-4?   
 
pp.  Did the DAO/FAO stop collection, recredit soldier, or prorate collection IAW para 3-4, 3-5, and 3-6, AR 
600-4?   
  
qq. Did the DAO/FAO verify the application by completing and  signing items 51 and 52 or DA Form 3508-R 
IAW 3-3d AR 600-4?   
 
rr.  Did the DAO/FAO forward application to PERSCOM IAW para 3-3f, AR 600-4?   
  
ss.  Did the DAO/FAO attach any additional documents or information as required IAW para 3-3f and g, AR 
600-4?   
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tt.  Upon final notification by PERSCOM, did DAO/FAO notify unit commander, soldier, USAFAC, and take 
appropriate action IAW para 3-7, AR 600-4?   
  
uu.  Has Public Law and Title 10, US Code 4837 been published delegating to the Secretary of the Army the 
authority to remit or cancel indebtedness to the US Government of enlisted soldiers?   
  
vv. Has the Secretary of the Army delegated Commander, PERSCOM to act on his behalf in processing 
applications for remission or cancellation of indebtedness to the US government for enlisted soldiers and has 
it been updated for current commander?   
  
ww.  Has the Commander, PERSCOM further delegated this authority to Chief, Special Actions Branch and 
is it current?   
  
xx. Is there a published Army Regulation?  
  
yy.  Has it been reviewed and updated as required within the last twelve months?   
  
zz.  Has every employee in the assessable unit been assigned responsibility, trained and briefed on what is 
expected of them?   
  
aaa.  Have management controls been developed, staffed, approved, briefed, and are they being utilized?  
  
bbb.  Has an internal SOP been developed, is it adequate, and is it being utilized?   
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ccc.  Has an management control  administrator been appointed for the assessable unit and is this updated 
every time a new administrator takes control of this program?   
  
ddd.  Is there a periodic management review and analysis conducted to ensure adequacy of internal controls 
and to ensure senior officials are kept informed?   
  
eee. As new employees enter the assessable unit, are they  briefed  and trained in procedures outlined in the 
regulation, SOP, and management controls?   
  
fff.  Does review verify soldier was counseled and assisted in preparation of application?  
 
ggg.  Does review verify soldier is on active duty?  A review of application, locate, and JTELS printout must 
be accomplished.  
  
hhh.  Does review verify  if  the soldier is close to ETS and indicates "NO"or undecided in block 6, DA Form 
3508-R, and soldier will receive an honorable discharge? Verify telephonically with DAO/FAO.   
  
iii.  Does the application fall within the purview of 10 USC 4837 or 32 USC 710 (c) and paragraph 1-6 
through 1-11, AR 600-4?   
  
jjj. Does the application contain the correct forms IAW paragraph 2-1 through 2-5, AR 600-4?   
 
kkk.  Does the DA Form 3508-R contain the signatures of the applicant and company commander required by 
paragraph 2-3 and 3-1, AR 600-4?  
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lll.  Does the application contain recommendation from immediate commander and special courts martial 
convening authority as required by paragraph 3-1 and 3-2, AR 600-4?   
  
mmm.  Does the application contain the DAO/FAO recommendation and signature on DA Form 3508-R as 
required by paragraph 3-3, AR 600-4?  
 
nnn.  Does the application contain a sworn statement from the applicant IAW paragraph 2-6, AR 600-4?   
  
ooo.  If the answer to any questions 5b through 5h is "NO", has the case been returned to the section 
supervisor IAW internal SOP?  
 
ppp.  Has the administrative reviewer established a computerized suspense log and maintained statistics IAW 
Branch SOP?   
  
qqq.  Has the administrative reviewer monitored 60 day returned application suspense log and sent a reminder 
to the DAO/FAO regarding status of corrective action?   
  
rrr.  Does the analyst understand the purpose, responsibilities, and objectives outlined in AR 600-4?  
 
sss.  Does the analyst understand the definitions and terms injustice and hardship outlined in para 1-12 and 
any additional factors which may be considered in para 1-13 and 1-14, AR 600-4?  
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ttt.  Has the analyst completed the required worksheet to include administrative information (page 1), analysis 
and basis for recommendation (page 2), and recommendation (page 2,3)?  
 
uuu.  Has the analyst consulted with the appropriate proponent regulation or office regarding the rules which 
caused the indebtedness prior  to making a recommendation and is this documented?   
  
vvv.  Has the analyst made a favorable recommendation of an application which exceeds the criteria outlined 
in paragraphs 1-6, 1-7, 1-8, 1-9, 1-11, 1-12, 1-13, or 1-14, AR 600-4?   
  
www.  Has the worksheet and application been forwarded to the Branch Chief?   
  
xxx. Does the Branch Chief conduct an independent analysis of  the application?   
  
yyy.  Does the Branch Chief review administrative worksheet and analyst recommendation?   
  
zzz.  Does the Branch Chief consult with proponent regulation and office when a question exists regarding 
appropriateness of analyst's recommendation?  
 
aaaa.  Are Branch Chief decisions make for injustice and hardship supported by the facts and in the best 
interests of the government and the soldier?  
 
bbbb.  Does the Branch Chief review statistics weekly to ensure timely processing of applications and 
consistency of processing; quarterly for analysis, review and decision making, and adequacy of computer 
filing system?   
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cccc. Is there a system to ensure applications, upon final decision or being returned for additional information, 
are sent to the correct DAO/FAO?  
  
dddd.  Do all responses include decision, amount, administrative instruction and signature, as required IAW 
para 3-6, AR 600-4?   
  
eeee.  Are administratively incorrect applications sent to DAO/FAO for corrective action with a 60 day 
suspense?   
  
ffff.  Are follow up actions conducted at the 60 day mark to ensure DAO/FAO has received case and acted 
appropriately?   
  
gggg.  Are hard copy file copies maintained and filed?  
  
hhhh.  Are computer files maintained and filed?   
  
iiii.  Are statistics readily retrievable for review and analysis?    
  
jjjj.  Is review and analysis conducted quarterly?   
  
kkkk.  Where discrepancies are noted, has corrective action been initiated?   
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