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Subj: SERVICING PERSONNEL OFFICE (SPO) SELF ASSESSMENTS
— SECOND ROUND

Ref: (@) COMDT COGARD WASHINGTON DC 1221157 JUL 10/ALCOAST 369, CG1/8,
COMDTNOTE 1080
(b) E-Mail ALSPO H/10; SPO Auditor Segregation of Duties
(c) E-Mail ALSPO K/10; Servicing Personnel Office (SPO) Self Assessments

Purpose This E-mail ALSPO publishes procedures for select SPOs to conduct a self
assessment related to the implementation of enhanced internal controls
contained in references (a) and (b). These procedures have been revised from
the version used in the first round of SPO Self Assessments described in
reference (c).

Background The first round of SPO Self Assessments was conducted in October by 20
SPOs using data from the month of August. As a result the Supervisors at
these SPOs were provided a great deal of insight into the level of compliance
within their SPOs of the newly implemented internal control procedures
outlined in references (a), (b), and (c).

“Internal Control” is the term used to describe the tools, policies, and
procedures that help detect and/or prevent errors. These are important to
SPOs and Yeoman since approximately 40% of the Coast Guard’s annual
appropriation, nearly $4 billion, is processed through military (active/reserve)
and retiree payroll.
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Current status

Outcomes

Recently completed tests of effectiveness across the Coast Guard indicate that
our internal controls are not operating effectively. Additional tools and
guidance (e.g. expanded access to the WebNOW application, automated
segregation of duties, etc) have either been deployed, or are under
development, to give Yeomen in the field the resources necessary to
effectively execute and document military human resources and payroll
transactions. The lack of effective documentation, among other gaps, will
prevent the Coast Guard from achieving audit readiness as required by the
Chief Financial Officers Act of 1990.

Version 1 of the SPO Self Assessment was executed by 20 SPOs during
October. This version updates the Self Assessment to reflect feedback
received from the field and broadens the field of participating SPOs to 40.
Included in this version is the capability for each SPO to select their own
samples, locally using an automated tool.

The self assessment serves three major purposes: (1) prepares SPOs for an
external audit of SPO procedures expected to begin in the spring of 2011; (2)
raises awareness of SPO supervisors as to the level of compliance with certain
controls within their SPOs; and (3) provides CG-1, CG-8, and PPC with
feedback on internal controls from the field level necessary to make
improvements to existing policies and procedures.

The self assessment is not intended to create a “Gig List” for Command’s to
use against their SPOs. All data analysis generated as a result of the self
assessment will be used to provide the SPOs with an opportunity for self
improvement. Again, this is a tool to give SPOs awareness of their internal
gaps BEFORE the external auditors find them.

Awareness of our gaps now is critical to our ability to take appropriate action
to close them quickly. Closing internal control gaps not only helps us to
achieve a clean audit opinion, but also provides a payroll system that ensures
our members are paid timely and accurately every time.
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The following SPOs have been selected to conduct the self assessment; SPO’s

were selected based on their materiality on military payroll:

CG Airsta Cape Cod

Sector Corpus Christi

CG Airsta Clearwater

Sector Delaware Bay

CG Airsta Miami

Sector Detroit

PSSU Alameda

Sector Jacksonville

PSSU Boston

Sector Key West

PSSU Cleveland

Sector Lake Michigan

PSSU Honolulu

Sector Long Island Sound

PSSU Ketchikan

Sector Miami

PSSU Kodiak

Sector Mobile

PSSU Miami

Sector New Orleans

PSSU New Orleans

Sector New York

PSSU Portsmouth

Sector Northern New England

PSSU San Pedro

Sector Ohio Valley

PSSU Seattle

Sector Puget Sound

PSSU St Louis

Sector San Diego

Sector Baltimore

Sector San Francisco

Sector Boston

Sector Sault Ste Marie

Sector Buffalo

Sector SE New England

Sector Charleston

Sector St Petersburg

Sector Columbia River

SFO Galveston

SPO Supervisors shall complete the self assessment. This will ensure they

have a clear understanding of how well their SPO complies with applicable
standards. SPO Supervisors will then take corrective action, as required,
based on results of the self assessment. Personnel other than the SPO
Supervisor SHALL NOT conduct the self assessment.
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SPO Action

Directives
affected

The SPOs listed above shall complete the self assessment utilizing the
procedures found on the CG Portal at the following location:
https://cgportal.uscg.mil/CTL/LJHTOCI and return the results, their plans for
correcting transactions which failed any of the tests, and all comments or
feedback to LCDR Alex Foos at (202) 372-3431 or
Alexander.C.Foos@uscg.mil no later than December 17, 2010.

If SPOs experience difficulty in creating their own sample data or any
aspect of the Assessment, they should contact LCDR Foos for assistance.

SPOs which are not listed above are highly encouraged to contact LCDR
Foos for voluntary participation in the SPO Self Assessments.

The contents of this E-Mail ALSPO message provide interim guidance which
shall expire one year from the date of issuance unless it is incorporated into
an appropriate PPC publication, reissued, or cancelled.
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Questions Questions regarding the content of this E-Mail ALSPO message may be
directed to the following CG-852 point of contact: LCDR Alex Foos at (202)
372-3431 or Alexander.C.Foos@uscg.mil

Your feedback is HIGHLY encouraged. As you execute the assessment for
your SPO, please note any areas of improvement and/or other suggested
changes.

Released by Internet release authorized.

,{;l ¢ f%{g
\iJD. PHILLIPS, CAPT, USCG

Commanding Officer
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