Department of Defense Education Activity
PROCEDURAL GUIDE

NUMBER 14-PGRMD-012
DATE June 4, 2014

RESOURCE MANAGEMENT DIVISION

SUBJECT:  Triannual Review Process

References: (a) DoD 7000.14-R, “Department of Defense Financial Management Regulation,”
June 2011, Volume 1-15, as amended
(b) DoD Instruction 5010.40, “Managers’ Internal Control Program Procedures,”
May 30, 2013
(c) Office of the Under Secretary of Defense Memorandum, “Accounting Policy
Update for Triannual Review of Obligations and Unfilled Orders,” February
28,2013

1. PURPOSE. The purpose of this Procedural Guide is to document the proper processes and
procedures for the Department of Defense Education Activity’s (DoDEA) triannual review of all
open commitments, obligations, accounts payable, and accounts receivable to determine their
status and make appropriate adjustments.

2. APPLICABILITY. This Procedural Guide applies to the Office of the Director, DoDEA; the
Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense
Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense
Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents
Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-
P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors™); and, all
DoDEA District Superintendents and school administrators.

3. DEFINITIONS. See Glossary.

4. GUIDANCE. This Procedural Guide defines the roles, responsibilities, and processes for
performing triannual reconciliations between the DoODEA Washington Headquarters Services
Allotment Accounting System (WAAS) and all known open commitments, obligations, accounts
payable, and accounts receivable. The triannual review process will be managed in accordance
with References (a) through (c).
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5. PROCEDURES. See Enclosure 1.

6. EFFECTIVE DATE. This Procedural Guide is effective immediately.

0. iR

Robert M. Brady
Associate Director for Financial
and Business Operations

Enclosures
1. Procedures
2. Triannual Review Line-by-Line Checklist
3. Triannual Review Management Checklist
Glossary



DoDEA PG 14-PGRMD-012

ENCLOSURE 1

PROCEDURES

1. DEPARTMENT OF DEFENSE EDUCATION ACTIVITY (DODEA) TRIANNUAL
REVIEW. The triannual review process is an internal control practice used to determine
the accuracy and status of all recorded commitments and obligations. In accordance with
References (a) and (c), fund holders — with assistance from supporting budget offices — shall
review dormant commitments, unliquidated obligations, accounts payable, and accounts
receivable transactions for timeliness, accuracy, and completeness during each of the four-
month periods ending on January 31, May 31, and September 30 of each fiscal year.

2. ROLES AND RESPONSIBILITIES.

a. DoDEA Headquarters (HQ), Resource Management Division (RMD) Accounting Branch.
The DoDEA HQ RMD Accounting Branch, under the authority, direction, and control of the
Director, DoDEA, shall ensure DoDEA HQ RMD policies reflect the procedures outlined in this
Procedural Guide. Additionally, the DoODEA HQ RMD Chief, Accounting Branch is responsible
for the following:

(1) On a triannual basis, prepare and distribute the Open Document Listing (ODL) to
DoDEA fund holders worldwide.

(2) Serve as a subject matter expert (SME) for the DoDEA Area Offices and DoDEA HQ
on the reconciliation of outstanding balances; when needed, provide guidance for reconciling
unusual transactions.

b. DoDEA Area RMD Offices. The DoDEA Area RMD Offices, under the authority,
direction, and control of the Director, DoDEA, shall ensure that DoDEA Area RMD policies
reflect the procedures outlined in this Procedural Guide. The DoDEA Area RMD Offices are
responsible for distributing ODLs received from HQ RMD to the appropriate district and
division fund holders.

c. District Superintendent’s Office (DSO), Budget Officers/Analysts. The DSO Budget
Officers/Analysts, under the authority, direction, and control of the cognizant DoDEA District
Superintendent, shall comply with and ensure DoDEA policies align with the procedures
described in this Procedural Guide. DSO Budget Officers/Analysts are responsible for the
following:

(1) Respond to requests from Area Offices for additional information.

(2) Serve as SME:s for fund holders throughout their respective districts.
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PROCEDURES

3. PROCESS FOR CONDUCTING TRIANNUAL REVIEWS AT DODEA.

a. At the beginning of each triannual period, the HQ RMD Accounting Financial Systems
Specialist generates an ODL for DoDEA HQ and each Area. The ODLs contain information on
commitments, obligations, and disbursements.

b. The HQ RMD Accounting Analyst reviews the ODLs for accounting errors. He/she
corrects any identified accounting errors; re-generates the ODL; and, distributes each ODL
appropriately.

c. HQ ODL/Triannual Review Process. The HQ RMD Budget Analyst works with the fund
holder to perform a joint review of DoDEA HQ’s ODL.

(1) The fund holder uses the Triannual Review Line-by-Line Checklist (Enclosure 2) to
ensure the validity of each commitment and obligation.

(2) The HQ RMD Budget Analyst researches and resolves discrepancies identified while

completing the Line-by-Line Checklist. Corrective actions taken are annotated on the Line-by-
Line Checklist.

(3) After reviewing the completed Line-by-Line Checklist and all corrective actions, the
HQ RMD Chief, Budget Execution completes, signs, and dates the Triannual Review
Management Checklist (Enclosure 3) to evidence approval.

d. Area Office ODL/Triannual Review Process. The HQ RMD Accounting Analyst sends
each Area RMD Office an e-mail with the appropriate Area and District ODLs, a copy of the
Management Checklist, and a copy of the Line-by-Line Checklist for completion and/or further
distribution.

(1) The DoDEA Area Office RMD Budget Analyst works with the fund holder to perform
a joint review of the Area Division ODL. The fund holder uses the Line-by-Line Checklist to
ensure the validity of each commitment and obligation.

(a) The DoDEA Area Office RMD Budget Analyst researches and resolves any
discrepancies identified while completing the Line-by-Line Checklist. Corrective actions taken
are annotated on the Line-by-Line Checklist.

(b) After reviewing the completed Line-by-Line Checklist and all corrective actions,

the DoDEA Area Chief, RMD completes, signs, and dates the Management Checklist to
evidence approval.
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ENCLOSURE 1

PROCEDURES

(2) The DoDEA Area Office RMD Budget Analyst further distributes the District ODLs to
the appropriate District Office budget officer/analyst.

e. District Office ODL/Triannual Review Process. The District Office Budget
Officer/Analyst works with the fund holder to perform a joint review of the District ODL. The
fund holder uses the Line-by-Line Checklist to ensure the validity of each commitment and
obligation.

(1) The District Office Budget Officer/Analyst researches and resolves any discrepancies
identified while completing the Line-by-Line Checklist. Corrective actions taken are annotated
on the Line-by-Line Checklist.

(2) The District Office Budget Officer/Analyst completes, signs, and dates the
Management Checklist. The District Superintendent signs and dates the completed Management
Checklist as a second-level reviewer.

(3) The District Office Budget Officer/Analyst submits the completed package to the
DoDEA Area Chief, RMD for review and approval.

f. The HQ RMD Chief, Budget Execution and the DoDEA Area Chief, RMD compile
triannual review packages for the HQ RMD Chief, Accounting Branch to review. Completed
packages include ODLs, corrective actions taken, Management Checklists, Line-by-Line
Checklists, and supporting documentation.

(1) After reviewing their Management Checklists, the DoDEA Area Chief, RMD submits
their Districts’ and their Area’s completed packages to the HQ RMD Chief, Accounting Branch.

(2) Similarly, the HQ RMD Chief, Budget Execution submits the completed DoDEA HQ
package to the HQ RMD Chief, Accounting Branch for review.

(3) Triannual review packages must be submitted to the HQ RMD Chief, Accounting
Branch within 14 business days of the end of the triannual review phase.

g. After receiving the packages, the HQ RMD Chief, Accounting Branch has ten business
days to review the packages and confirm that all required deobligations, adjustments, or

corrections identified during the review have been appropriately documented and processed.

h. The HQ RMD Chief, Accounting Branch evidences review of the packages with a dated
signature on each respective Management Checklist.

i. Once confirmed, the HQ RMD Chief, Accounting Branch submits the completed package
to the HQ Chief, RMD for final review, approval, and dated signature.
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J. The checklists, supporting documentation, and email correspondence are maintained on
the HQ RMD Accounting Branch shared drive for at least six years and three months.
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ATAAPS
AU
AXOL

CBL
CCV

DCPS

DD
DDESS
DoDDS-E
DoDDS-P
DoDEA
DSO

EDI

FMR
FMS

GPC
GPF

HQ
IAA
MIPR

NDSP
NPA

ODL
OPM

PCS
PR

RMD
RPA
RWO-A
RWO-G

DoDEA PG 14-PGRMD-012
GLOSSARY

ABBREVIATIONS AND ACRONYMS

Automated Time and Attendance Access and Production System
Assessable Unit
Access Online

Central Billing Letter
Cash Collection Voucher

Defense Civilian Pay System

Department of Defense

Domestic Dependent Elementary and Secondary Schools
Department of Defense Dependents Schools-Europe
Department of Defense Dependents Schools-Pacific
Department of Defense Education Activity

District Superintendent’s Office

Electronic Data Interchange

Financial Management Regulation
Foreign Military Sales

Government Purchase Card
Gross Pay File

Headquarters
Interagency Agreement
Military Interdepartmental Purchase Request

Non-Department of Defense Schools Program
Notification of Personnel Action

Open Document Listing
Office of Personnel Management

Permanent Change of Station (Travel)
Purchase Request

Resource Management Division
Request for Personnel Action
Reimbursable Work Order — Acceptor
Reimbursable Work Order — Grantor
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SF
SME

TDY

WAAS
WCF

DoDEA PG 14-PGRMD-012

GLOSSARY

ABBREVIATIONS AND ACRONYMS

Standard Form
Subject Matter Expert

Temporary Duty (Travel)

Washington Headquarters Services Allotment Accounting System

Working Capital Funds
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