



MEMORANDUM FOR FIELD CHIEF FINANCIAL OFFICERS

FROM:		        DEAN CHILDS 
		        DEPUTY DIRECTOR, OFFICE OF INTERNAL REVIEW

SUBJECT:             Updated Final Guidance - Monthly Review of STARS Allocations 


On March 16, 2006, the Office of Internal Review issued “Interim Guidance for the Periodic Review of STARS Allocations” at the request of the Headquarters Financial Management Program Management Office (FMPMO).  This memorandum provides final guidance on the process for conducting the monthly review.

Background:

The Headquarters Office of Internal Review has corporate responsibility for monitoring Departmental administrative control of funds and establishing review standards to ensure compliance with the Anti-Deficiency Act.  The Department’s fiscal year 2005 financial statement audit identified a vulnerability related to the potential for allocation amounts in STARS to exceed the comparable balance in the Funds Distribution System (FDS).  At the time of the audit, no standard controls were in place to prevent and/or identify any such variances

To address this issue, the FMPMO requested that a monthly manual reconciliation and certification be performed by Field Chief Financial Officers (CFOs) at allottee sites.  This guidance outlines the reconciliation and certification process.

Reconciliation Process:

Effective immediately, all Field CFOs for sites with allottee status are required to perform a quarterly reconciliation of STARS to FDS allocations by allottee and fund.  In performing this analysis, sites should use the “DOE STARS Control Level Reconciliation Report” where possible, supplemented by other reports as necessary to obtain the needed detail for completing the reconciliation.  Sites unable to use the “DOE STARS Control Level Reconciliation Report” effectively to perform the reconciliation may use other reports as necessary to complete the monthly exercise.  The “DOE STARS AFP Reconciliation Report” may also assist in this effort.

Sites should run and review the report(s) monthly after the processing of Departmental Approved Funding Programs (AFPs) and each time new site allocations (e.g. emergency AFPs) are processed.  Variances at the allottee or fund level must be researched and the resolution of the variances must be documented.  Sites must identify the root cause of the occurrence, correct the variance within 3 business days where feasible and, where appropriate, prepare a corrective action plan to prevent future over/under-allocations.  If the variance does not represent a true over/under-allocation, the site need only document the circumstances.  In addition, as with all funds control activities, the Headquarters Chief Financial Officer must be notified immediately of any issue that may represent a violation of the Anti-Deficiency Act.

Documentation:

Sites must retain copies of the initial unreconciled reports, as well as reports showing the final reconciled numbers.  Corrective action plans and documentation to support the correction of variances should also be maintained.  All documentation should be maintained centrally with the respective Advice of Allotment documents for the quarter.  Central filing of reports is critical to support future review and audit.

Certification:

Field CFOs should provide a quarterly certification memo to the Headquarters Office of Internal Review, indicating that the reconciliation has been successfully completed.  The attachment to this memorandum provides a standard format for the certification.  This certification represents the 3 months of the quarter. 

Certifications should be submitted no later than 15 days following the end of each quarter (e.g. certification of the first quarter of FY 2007 is due by the fifteenth business day of January).  Certifications should be forwarded to Mr. Genoa Mitchell via fax (301-903-2550) or e-mail (Genoa.Mitchell@hq.doe.gov).

Periodic sampling: 

Periodically, the Headquarters Office of Internal Review will randomly select sample sites for documentation review.  These sites will be notified separately via e-mail. 

Thank you for your support and patience as we have worked to refine the reconciliation process and related reports.  If you have any questions regarding this guidance, please contact me or Genoa Mitchell at 301-903-2560 or 301-903-1243 respectively.  Technical questions regarding the DOE STARS Control Level Reconciliation Report may be addressed to Wendy H. Miller at 301-903-6435.  


Attachment

Attachment

MEMORANDUM FOR DIRECTOR, OFFICE OF INTERNAL REVIEW

FROM CHIEF FINANCIAL OFFICER, <SITE>

SUBJECT: Certification of STARS to FDS Allocation Reconciliation for the <Quarter> of <Fiscal Year>


The _<Office Name>_ has completed the required reconciliation of  STARS and FDS allocation amounts for the <Quarter of Fiscal Year >  Approved Funding Program (AFP) in accordance with guidance issued by the Office of Internal Review.  The site has reconciled to a $0 variance by fund and allottee.  All required documentation supporting this analysis has been filed centrally with the respective Advice of Allotment documents for the month.  In performing the reconciliation, we have: <Select One> a) utilized the DOE STARS Control Level Reconciliation Report, supplemented by other reports as necessary. OR b) utilized reports other than the DOE STARS Control Level Reconciliation Report.




