EAGA-CP-SES  (690-500) 









05 JUN 2000

MEMORANDUM FOR 

Cdr, Area I Support Activity, ATTN:  EANC-AI-CPAC, APO AP  96258-0707 

Cdr, 34th Support Group, ATTN:  EANC-SA-CPAC, APO AP  96205-0177 

Cdr, HQ USA Support Activity Area III (Prov), ATTN:  EANC-HG-CPAC, 

      APO AP  96271-0716 

Cdr, 20th Support Group, ATTN:  EANC-T-CPAC, APO AP  96218-0562 

SUBJECT:  Living Quarters Allowance Compliance Review Checklists 

1.  Biannual compliance reviews must be conducted by Civilian Personnel Advisory Centers (CPAC) to assess the administrative controls used in processing Living Quarters Allowance (LQA) payments.  Attached is a Compliance Review Checklist to be used to conduct these reviews.  At least 25% random review will be conducted biannually.  The results of the reviews will be forwarded to the Civilian Personnel Director (CPD) for review.

2.  The Program Assessment Checklist will be used by CPD in evaluating the LQA processes of the CPACs.  Audits will be conducted at least annually. 

3.  This memorandum supercedes EACP-SES memorandum, dated 7 Feb 1995, subject as above. 

4.  The point of contact is Ms. Eileen McFarland, 724-3651.














//original signed//

Encl 
M. LAPRELL MURPHY 
as
Deputy Assistant Chief of Staff, G-1 


    (Civilian Personnel) 

CF: 

Cdr, 19th TAACOM, ATTN:  EANC-CPOC-D, APO AP  96218-0171

Chief, Internal Review and Audit Compliance, ATTN:  FKCS-IR, Unit #15236, 

    APO AP  96205-0009 

ACofS, RM, ATTN:  EARM-M-PE, Unit #15236, APO AP  96205-0009 

IMPLEMENTING INSTRUCTIONS 

	Biannual compliance reviews must be conducted by installation Civilian Personnel Advisory Centers (CPAC) to assess the administrative controls used in processing LQA payments.  The Civilian Personnel Director (CPD) will evaluate administration of the LQA payment provisions and procedures in use by the CPACs at least annually during evaluation surveys or staff assistance visits. 


REFERENCES:  

Department of State Standardized Regulations (DSSR), Section 070 and Chapters 100 and 900.

Department of Defense Civilian Personnel Manual, 1400.25-M, Subchapter 1250, Overseas Allowances and Differentials.

Eighth U.S. Army Pamphlet, 690-4, Overseas Allowances, Benefits and Entitlements for Appropriated Fund Department of defense Civilian Employees in Korea (appropriated fund employees only).  

RESPONSIBILITIES:

The Civilian Personnel Operating Center is responsible for the certification of employee eligibility.

The Civilian Personnel Advisory Centers are responsible for LQA rates payable to employees. 

Employees are responsible for providing original documents (rental agreements and receipts for allowable expenses) to substantiate their expenses for living quarters in a prompt, accurate and complete manner. 

	Two checklists are attached.  The compliance Review Checklist will be used by CPAC to conduct biannual compliance reviews on the administration of the LQA program by their office.  At least a 25% random review will be conducted biannually.  The results of the reviews will be forwarded to CPD for review.  The Program Assessment Checklist will be used by CPD in evaluating the LQA processes of the CPAC.  Audits will be conducted at least annually.  The results will be used as a basis for recommending action.  These reviews will be maintained on file by CPD and the CPAC for a three-year period.  


LIVING QUARTERS ALLOWANCE (LQA) 

COMPLIANCE REVIEW CHECKLIST 

FOR USE BY CPACS 

	For use by the Civilian Personnel Advisory Centers in conducting biannual audits in evaluating the administration of the Living Quarters Allowance Program within the Eighth U.S. Army for Appropriated and Nonappropriated Employees.  No less than a 25% random sampling will be used to conduct the audit in each category (i.e., Appropriated and Nonappropriated). 


EMPLOYEE NAME: 
                 SSN: 


ORGANIZATION & DUTY LOCATION: 




Is there an employee signed statement of understanding governing the conditions of eligibility for LQA on file? Yes (    No (
Was TQSA terminated the day before LQA was started? Yes (    No (
Not Applicable (
Is an SF-1190 (Foreign Allowance Application, Grant, and Report) on file to support all changes in LQA amounts paid (such as increase in cost of utilities, change in family size, etc.)? 

Yes (    No  (
Was the lease stamped and approved by the housing referral office prior to submission to the CPAC?  Yes (    No (
Was the receipt for advance rent provided to the CPAC within 10 days after the first day of the lease?  Yes (    No (    Not applicable (
     If no, was the employee contacted telephonically?   Yes (    No (
     Was LQA canceled and reported to Defense Finance and Accounting Service (DFAS) for recoupment until the receipt was received by the CPAC?       Yes (    No (
     If no, why not? __________________________________________________________

_________________________________________________________________________

Do family members meet the criteria for dependents as defined in the DSSR, Section 040m? 

Yes (    No (    Not Applicable (no family members) (
Does LQA file contain copies of all annual reconciliation SF-1190s and receipts? 

Yes (    No (
     Were receipts provided for all allowable expenses?  Yes (    No (
If no, were these expenses disallowed? Yes (    No (
Conducted by: ________________________  Date: _________________________

LIVING QUARTERS ALLOWANCE (LQA)

PROGRAM ASSESSMENT CHECKLIST

	For use by the Civilian Personnel Director in conducting annual audits to evaluate the administration of the Living quarters allowances Program for Appropriated and Nonappropriated employees by Eighth U. S. Army Civilian Personnel Advisory Centers.  No less than a 25% random sampling will be conducted.


Is there an LQA program manager (at least equivalent to the GS-9 level) in the CPO with 

responsibility for review of all determinations made by lower graded personnel with technical responsibility?  Yes (    No (
Are follow-up procedures in place to identify employees who do not provide receipts within 10 days of receiving advance rent payments?  Yes (    No (
Is LQA suspended when employees without family members are in a leave status in the United States beyond 60 days?  Yes  (    No (

How are CPACs notified when employees without family members are in a leave status beyond 60 days?

____________________________________________________________________________

Is LQA suspended when employees are in a non-pay status for more than 30 days?

Yes  (    No (

How are CPACs notified when employees are in a non-pay status for more than 30 days?

________________________________________________________________________

Is LQA terminated on the date that an employee commences travel on Permanent Change

of Station order or date preceding the authorization of temporary quarters subsistence allowance, whichever is earlier?  Yes (    No (
Is LQA suspended for employees who do not accomplish annual reconciliation within established time frames?  Yes (    No (
Are receipts required for all allowable expense?  Yes (    No ( (if no, why not)?

__________________________________________________________________

Is documentation available for any exceptions to policy that result in granting LQA?

Yes (    No (
Are LQA rates for employees who are spouses of military members reduced by the amount of the member’s Basic Allowance for Quarters (BAQ) and the Housing Allowance (HOLA)?  

Yes  (    No (

Are BAQ and HOLA rates verified and recorded in employee SF-1190s (for civilian employees married to military members)?  Yes (    No (
Are LQA rates revised on the first day of the pay period following a change in employee’s family status as required by DSSR, Section 132.3?  Yes (    No (
Is LQA rate paid appropriate for post of assignment and number of family members?  

Yes(    No(
Conducted by: _________________________  Date: _________________________










