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DATE
NOTE:  
Unless otherwise stated, all paragraph references are from AFI 52-105, Chaplain Corps Resourcing.
Document any "No" findings, required corrective actions, and/or follow-ups on a separate sheet and attach to this checklist.
PREVIOUS EDITIONS ARE OBSOLETE.
AF FORM 4409, 20160614
NAME/RANK OF INSPECTOR
YES
NO
N/A
1.  GENERAL
1.1. Are the CTOF Account Manager files maintained IAW para 4.11.3?
1.2. Is CTOF used only for indirect mission requirements as outlined in para 4.1?
2.1. Have end-of-month (EOM) income reports been compared to individual AF Forms 4359, CTOF Deposit Reconciliation Report, to ensure accuracy?
2. CTOF REPORTS
2.2. Have end-of-month (EOM) expense reports been compared to individual AF Forms 4356, CTOF Purchase Request, to ensure accuracy?
2.3. If income or expense discrepancies were found, was the Chaplain Corps Accounting Center (CCAC) advised to make corrections (para 2.6.4.1)?
2.4. Does designated offering income (Code 8100) match designated offering expenditures (Code 6206.039)?
3.1 Were all donations received counted by two individuals who are not Chaplain Corps personnel or family members, older than 18, and not of the same immediate family (para 4.10.2.2)?
3. OFFERINGS & INCOME
3.2. Were the counters trained annually (at a minimum) (paragraph 4.10.2.2)?
3.3. Did counters completely fill our AF Form 4410, CTOF Offering/Donation Certificate, and ensure accurate counting and documentation of funds (para 4.10.2.4)?
3.4. Are donations of $250 or more documented on AF Form 4365, CTOF Donation Log (para 4.10.2.4)?
3.5. Did the Account Manager certify the AF Form(s) 4359?  
3.7. Has the Account Manager forwarded AF Form(s) 4365 to the CCAC at least monthly (para 4.11.6.1)?
3.6. Were deposits submitted with the AF Form(s) 4410 and deposit slips to the CCAC within three duty days after deposit (para 4.10.2.5)?
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4.1. Were processed IAW paragraph 4.4.4?
4. HONORARIA
4.2. Were steps taken to ensure honoraria were not:
4.2a. Used to compensate volunteers (para 3.4.5.2)?
4.3. Did the Account Manager forward the completed AF Form 4361, CTOF Receipt, to the CCAC within ten duty days after it was signed (para 4.4.4.8)?
4.2b. Paid to members or relatives of persons in the supervisory chain of the Chapel (para 3.4.5.3)?
4.2c. Paid to persons who could be construed to have a conflict of interest (para 3.4.5.3)?
4.2d. Paid to potential contractors during the period a contract was being established or during the bidding process (para 3.4.5.4)?
5.1. As determined by local procedures, has the requester, program leader and/or Lead Faith Group Chaplain/Denominational Leader signed the AF Form 4356?
5. DISBURSEMENTS
5.2. Did the Acct Manager approve each AF Form 4356 prior to purchase/obligation of funds (para 4.8.1)?
5.3. Were AF Forms 4356 submitted to the CCAC not later than five days prior to the date funds are required (para 4.8.1)?
5.4. Did the Wing/Installation Chaplain approve all AF Forms 4356 of $1,000 or more prior to purchase/obligation of funds (para 4.8.4)?
5.5. Were programs with a total cost exceeding $15,000 coordinated with MAJCOM/HC to ensure appropriateness of the purchase(s) (para 4.8.5)?
5.6. Were programs with a total cost exceeding $30,000 coordinated with AF/HC to ensure appropriateness of the purchase(s) (para 4.8.5)?
5.7. Were all project officer returns, to include AF Form 4362, CTOF Project Officer Report, itemized receipts, supporting documents and, if applicable, deposit slip submitted to the CCAC within 10 calendar days of the event (para 4.9.4.2)?
5.8. Were project officers who are 30 or more days late in returning reports denied advance of funds for additional projects (para 4.9.4.4)?
5.9. Were returns from vendors (refunds) processed IAW para 4.10.2.9?
5.10. Were gift purchases compliant with paragraphs 4.4.3 and 4.5.1?
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6. CTOF GPC CARDHOLDER FILES   Inspect at least half of assigned cardholder files per month
6.1. Has each cardholder received initial and/or annual training on CTOF GPC IAW para 5.4.5?
6.2. Were all CTOF GPC purchases compliant with General Acquisition Procedures outlined in para 5.4.6?
6.3. Did the cardholder ensure all purchases did not exceed the approved AF Form 4356  (paras 2.13.3 and 2.13.4)?
6.4. Are purchase receipts and other supporting documents attached with the approved AF Form 4356 (para 5.8.4)?
6.7. Did cardholders download and reconcile their monthly statements NLT the 25th of the month
(paras 5.9.1 and 5.9.2)?
6.6. Are cardholder files maintained on the electronic records management drive (para 5.11.2.1)?
6.5. Did the cardholder log all purchases on AF Form 4358 (para 5.8)?
6.8. Did the cardholder forward his/her reconciled statement and AF Form(s) 4358 to the approving official (para 5.9.5)?
6.9. Has each cardholder received initial and/or annual training on CTOF GPC IAW para 5.4.5?
7. ANNUAL INSPECTION   Inspect these items in October each year
7.1. Is the CTOF Continuity File maintain as required by para 4.11.5?
7.2 Has the Senior RST developed local operating instruction addressing procedures for resourcing the validated ministry plan IAW para 2.6.7?
7.3. Have all chaplains, chaplain assistants, government employees, contractors, and program leaders been trained on CTOF processes at least annually (para 2.6.10)?
7.4. Did the Wing Chaplain approve the annual CTOF budget, amendments and designated offering schedule (para 2.6.9)?
7.5. Was the CTOF budget developed to ensure expenditures do not exceed the project fiscal year income and available retained earnings (para 4.6.2)?
7.6. Was the CTOF approved budget submitted to the CCAC NLT 1 September (para 4.6.3)?
7.7. Did the Chaplain Corps Financial Working Group (CCFWG) meet at least twice each year (para 2.16.7)?
7.8. Did the cardholder forward his/her reconciled statement and AF Form(s) 4358 to the approving official (para 5.9.5)?
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7.9. Did the Wing/Installation Chaplain appoint the following positions in writing (para 2.6.8):
ANNUAL INSPECTION (Continued)
7.9a. Primary and alternate Account Manager?
7.9b. CTOF GPC Approving Official?
7.9c. CTOF GPC cardholders (no more than 7)?
7.10. Are all fixed assets identified on the fixed-asset inventory (para 4.12.4.1)?
7.11. Did the Account Manager maintain the fixed-asset listing IAW para 4.12.4.2?
7.12. Did the Account Manager perform an inventory of all fixed assets during the month of September (para 4.12.4.2.3)?
7.13. Was a fixed-asset change memo submitted to the CCAC during the month of October  (para 4.12.4.2.4)?
7.9d. CTOF Contracting Officer (para 2.6.13)?
7.14. Did the CTOF Contracting Officer complete DAU training prior to appointment (para 2.15.2)? 
7.15. Do all contracts have a Wing Chaplain Determination letter on file prior (para 6.5.1)?
7.16. Was a Legal review accomplished on each CTOF contract prior to being advertised (para 6.5.4)?
7.17. Did the Wing Chaplain establish the maximum funding for acceptable bids, based on 3 years  (para 6.5.1.3)?
7.18. Did the Contracting Officer keep the document private until the bidding process was completed and is the letter on file with the contract (para 6.5.1.3)?
7.19. Were all contracts advertised and are copies of the advertisements maintained with the contract (para 6.6.1)?
7.20. Are documents of any interviews that may have been conducted on file with the contract (para 6.7)?
7.21. Were bid openings conducted IAW para 6.8?
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Additional Notes/Findings:
Wing/Installation Chaplain's Notes/Findings
I have reviewed the above assessment and 
I received and have been briefed on the findings in this Assessment.  Corrective actions taken have been explained on the attached document(s)
(Document reason(s) for non-concur in box above)
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