Severity Project Audit 
 

Severity Project Audit
Checklist Optional 
	Location:


	
	Date:
	

	Respondent:


	
	Audited By:

	

	Account Summary, FFS, dated:

	Account
	Authorized
	Expenditures
	Unliquidated Obligations
	Balance
	FTE Severity Limit Used

	
	
	
	
	
	

	Key Code: E Exceeds Standard     M Meets Standard    NI Needs Improvement    NR Not Reviewed

	Description
	Code
	Remarks

	General

	1. 
	Ensures that the severity project authorization documents are being followed:

· Unit has a signed copy of the severity request submitted by the Agency Administrator and a copy of the approval of the severity requests by the appropriate approving level

· Unit has a copy of the interagency severity requests when submitting joint requests and utilizing severity funded resources in an interagency manner

· Unit followed the original intent of the final authorization

· Fire and non-fire personnel in the organization have a clear understanding and adherence to the authorization

· Internal control and accountability have been established.  Were there any problems?

· Protocols for implementing the severity project were well established and followed

· Unit worked with interagency partners, associated zone dispatch centers and/or geographic coordination center (GACC) in preparation of the severity request to ensure cost effective and effective utilization of available resources and sharing of ordered resources

· Severity funds were not used to restore lost funding or restore funding levels to those identified in the units fire management plan

· Severity resources were released when the abnormal fire conditions no longer existed.


	
	

	2. 
	Ensures budget tracking documents ((AFSIII printouts, Federal Finance System (FFS), etc.) are being reviewed:

· Tracking was completed by the unit.  How timely and effective was the process?  (note: identify who did the tracking)

· Adequate protocols in place and communicated in the organization.  Were there any problems?

· Incoming resources briefed on accounting structure and are correctly encoded on their reporting documents ((crew time reports (CTRs), OF-288s, shift tickets, etc.)

· Appropriate personnel in the fire organization has access to the units financial system (FFS)


	
	

	Obligation Documents – Purchases

	3. 
	Ensures purchase summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and any oversight problems incurred by the unit


	
	

	4. 
	Ensures requisitions (DI-1 Form), purchase requests, or credit card logs are being prepared and documented for the following:

· File established and maintained

· Protocols established and were adequate.  Were they clearly understood by the organization and were they consistently being followed?

· Appropriate “Approval Authorities” were clearly identified and were being followed

· Appropriate unit personnel were involved who are responsible for procurement, property management, budget tracking, and accountability

· Purchases were consistent with appropriate funding authorization

· In-house sources effectively utilized before procurement was initiated

· Resource orders effectively used in lieu of purchasing, i.e. radios, chainsaws, etc.

· Purchases were used for the severity project and not to create or stock caches


	
	

	5. 
	Ensures purchase order forms or other procurement forms are prepared and on file for the following:

· Every individual procurement transaction has a complete documentation package

· Purchases were consistent with appropriate funding authorization


	
	

	6. 
	Ensures all modification documents are on file and documents changes to the original procurement document and its intent.  (Note: concern for accountability, property management, and budget tracking.)
	
	

	7. 
	Ensures all additional associated documents, receipts, etc, are on file and may contain the following:

· All associated communications are on file.  May include emails that initiated procurement action.

· Receipts and final invoices identify cost adjustments to the final budget for tracking and obligations


	
	

	Obligation Documents - Travel

	8. 
	Ensures travel summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and oversight problems incurred by the unit


	
	

	9. 
	Ensures travel authorizations are completed and on file for the following:

· Travel was consistent with the intent of the funding authorization

· Appropriate unit personnel involved in the review/approval process

· Protocols for travel authorizations were clearly established, communicated and followed consistently

· Resources orders are on file, when applicable

· All other options were evaluated in lieu of travel


	
	

	10. 
	Ensures travel vouchers are completed and submitted in a timely manner to facilitate budget tracking and to verify expenditures were consistent with the funding authority.
	
	

	11. 
	Ensures all additional associated documents, receipts, etc, are on file.


	
	

	Obligation Documents – Government Purchase Card

	12. 
	Ensures government purchase card summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and oversight problems incurred by the unit


	
	

	13. 
	Ensures all additional associated documents, receipts, etc, are on file for the following:

· The file contains a complete package

· Protocols for use of the government credit card clearly established, communicated and followed consistently by unit personnel

· All other options were evaluated in lieu of this transaction


	
	

	Obligation Documents – Third Party Drafts

	14. 
	Ensures third party drafts summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and oversight problems incurred by the unit


	
	

	15. 
	Ensures all additional associated documents, receipts, etc, are on file for the following:

· The file contains a complete package

· Protocols for use of third party drafts clearly established, communicated and followed consistently by unit personnel

· All other options were evaluated in lieu of this transaction


	
	

	Obligation Documents – Vehicles

	16. 
	Ensures vehicle summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and oversight problems incurred by the unit


	
	

	17. 
	Ensures all additional associated documents, receipts, etc, are on file for the following:

· The file contains a complete package

· Protocols for use of the vehicles clearly established, communicated and followed consistently by unit personnel

· All other options were evaluated in lieu of this transaction, i.e. in-house/agency vehicles were used instead of rentals or resource orders

· The use of vehicles were appropriate to the authority and intent of the funding authorization


	
	

	Obligation Documents – Aircraft

	18. 
	Ensures aircraft summary log sheets are on file and being maintained:

· Logs identify organization, tracking requirements and are easily retrievable

· When not maintained, correlation can be determined with bookkeeping and oversight problems incurred by the unit


	
	

	19. 
	Ensures aircraft reporting reports (OAS-23, FS 6500-122) are on file and complete for the following:

· OAS-23/FS 6500-122 contain all recorded aircraft flight time, subsistence, daily availability, hourly availability, extended availability and standby

· Unit agency has completed the user organization and appropriate accounting information

· Vendor has signed the OAS-23/FS 6500-122

· Authorized unit personnel has signed on behalf of the government


	
	

	20. 
	Ensures OAS/FS 6500-122 summary reports are on file and correct.  If there are errors, documentation was submitted to the financial office for changes in the units financial system.
	
	

	21. 
	Ensures all additional associated documents, memos, etc, are on file for the following:

· Protocols for use of the aircraft clearly established, communicated and followed consistently by unit personnel and when applicable, to other agency partners

· Coordination with neighboring partners, zone dispatch centers or GACCs was completed to avoid redundant ordering of aircraft

· All other options were evaluated in lieu of this transaction, i.e. use of Call When Needed (CWN) aircraft instead of aircraft rental agreements


	
	

	Staffing

	22. 
	Obtain the unit organization chart to identify fire dedicated positions to evaluate the following:

· Unit organization and functional staffing for the time period for severity funding

· Unit staffing was effectively/efficiently utilized in lieu of bringing in outside resource, i.e. staffing levels determined in annual step up plans or annual operating plans

· Resource orders for staff were consistent with funding authority

· Resource order staff were utilized effectively and efficiently


	
	

	23. 
	Obtain names and position titles of fire staff (permanent and seasonal) for reference material when reviewing financial documents, i.e. CTRs, 444s, OF-288s, etc.
	
	

	24. 
	Obtain names and position titles of non-fire staff (permanent and seasonal) for reference material when reviewing financial documents, i.e. CTRs, 444s, OF-288s, etc.
	
	

	Equipment

	25. 
	Review purchases for the acquisition of any capitalized equipment.  Severity funding cannot be used for equipment purchases.  If equipment was purchase, identify the following:

· Type of equipment purchased

· Who authorized the purchase

· Where is the equipment

· Were accounts changed from severity funds to other appropriate unit appropriations


	
	

	Qualifications

	26. 
	Review severity funding positions funded to ensure employees and/or resource ordered personnel were qualified for the positions they were assigned to.
	
	

	Miscellaneous

	27. 
	Identify any severity funding issues that need to be clarified, revised or provided by the national office to improve guidance to units in developing better or appropriate severity requests.
	
	

	28. 
	Evaluate severity expenditures for over obligations to determine specific reasons and issues that would be beneficial in future severity request development, review, and approval.
	
	

	29. 
	Identify any misuse or errors of severity used funding and any corrective action taken by the unit or any recommended actions.


	
	

	30. 
	Evaluate severity expenditures for under obligations to determine specific reasons and issues that would be beneficial in future severity request development, review, and approval.
	
	


For the audit review you will need to have the following items available for review.

	Checklist

Item #
	Documentation

	
	Copy of the severity request

	
	Copy of the notification of approval of the severity request

	
	Copies of resource orders

	
	Copies of aviation reports, OAS-23s or FS 6500-122

	
	Copies of all requisitions, purchase orders, credit card logs, third part drafts

	
	Copy of unit organizational chart

	
	List of unit fire and non-fire personnel

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Interagency Standards for Fire and Fire Aviation Operations (Red Book)

	
	Wildland Fire and Aviation Program Management and Operations Guide (BIA)
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