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24 January 2011 

E-Mail ALSPO A/11 
Subj: SUPPORTING DOCUMENTATION STANDARDS — COMPLETING FORMS, 
WORKSHEETS AND CHECKLISTS 
 
Ref: (a) COMDT COGARD WASHINGTON DC 152230Z DEC 10/ALCOAST 594, CG1/8, 

COMDTNOTE 1080 
 (b) COMDT COGARD WASHINGTON DC 122115Z JUL 10/ALCOAST 369, CG1/8, 

COMDTNOTE 1080 
 (c) E-Mail ALSPO K/10; Servicing Personnel Office (SPO) Self Assessments 
 (d) E-Mail ALSPO N/10; Servicing Personnel Office (SPO) Self Assessments – Second 

Round 

  
Introduction This E-Mail ALSPO message announces key financial management training 

that will be deployed this quarter and transmits the following guidance: 
• Supporting Documentation Standards for Direct Access Transactions: 

Completing Forms, Worksheets and Checklists 
• Evidence Supporting Military Payroll Transactions, General Guidance 

for Servicing Personnel Offices 
• Required Supporting Evidence for Material Military Payroll 

Transactions  

   
Background Per reference (a), we need to continue to improve our ability to support 

payments with the appropriate supporting documentation.  Reference (b) 
introduced new checklists for use by SPOs at accessions points and new 
requirements for retaining forms and worksheets in the SPO PDR.  Testing 
for compliance with the new supporting documentation requirements has 
revealed the need to provide guidance for the proper completion of these 
documents.  
 
To support strengthened internal controls CG-85 has developed two new web-
based training courses.  Payment Authorizing Official (PAO) training 
includes a review of key polices that form the basis for effective PAO 
performance and will be required annual training for all PAO’s, beginning 
this year.  Internal Controls Over Financial Reporting (ICOFR) Awareness 
training provides participants with a heightened awareness of the impact their 
actions have on financial data that is used for management decision-making 
and for financial reporting.  The PAO training is scheduled to be released in 
February and the ICOFR training is schedule for release soon, thereafter. 

  
Continued on next page 
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SPO action SPOs will ensure supporting documentation for Direct Access pay 

transactions is completed in accordance with the standards in enclosures (1) 
and (2). In addition, enclosure (3) provides a desk guide that SPOs will use to 
ensure key DA transactions are supported by the appropriate documentation.  
Compliance with these standards will be tested in SPO self assessments, 
beginning with round three in February 2011. See references (c) and (d) for 
more information on SPO self assessments. 

  
Directives 
affected 

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.  

 
Questions Questions regarding the content of this e-mail ALSPO message may be 

directed to PPC Customer Care at: 
 
 (866) 772-8724/(785) 339-2200 
 http://www.uscg.mil/ppc/ccb/ (Online Trouble Ticket/Inquiry Form) 
 PPC-DG-CustomerCare@uscg.mil (E-Mail) 

   
Released by Internet release authorized. 

 
 
 

  /s/ 
J. D. PHILLIPS, CAPT, USCG 
Commanding Officer 

 
Encl: (1) Supporting Documentation Standards for Direct Access Transactions: Completing 

 Forms, Worksheets and Checklists 
 (2) Evidence Supporting Military Payroll Transactions, General Guidance for Servicing 

Personnel Offices 
 (3) Required Supporting Evidence for Material Military Payroll Transactions  
 

http://www.uscg.mil/ppc/ccb/�
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Encl: (1) 

ENCLOSURE 1 
SUPPORTING DOCUMENTATION STANDARDS FOR  

DIRECT ACCESS TRANSACTIONS: 
COMPLETING FORMS AND WORKSHEETS 

 
Guiding Principles: 
 
Forms and worksheets provide the source information necessary to process authorized and 
approved military payroll and benefits in an accurate and timely manner.  Almost all Direct 
Access (DA) transactions must be supported by an authorized and approved worksheet, form, or 
other supporting document.  The absence of an authorized and approved document for each DA 
transaction represents a lack of internal controls and can lead to inaccurate, invalid and/or 
unsupported disbursements.  There are a few DA transactions for which supporting 
documentation may not exist, including self serve transactions executed in DA directly by 
members.  However, in lieu of supporting documentation, audit logs can be used to support such 
transactions.  
 
Review and Approval: 
 
All forms and worksheets must, at a minimum, be signed by the member and authorized by the 
command.  In most instances the authorizing authority is denoted by “Command Authority” or 
“Command Approval” in the signature block of the form.  No benefit or entitlement should be 
processed when one or both required signatures are not present (see Exhibit 1). 
Signature blocks on forms or worksheets for other than the “Member” or “Command Authority” 
should be completed as required by local policy and/or direction.  The absence of a signature in 
these additional signature blocks does not constitute insufficient review and approval for audit 
purposes as long as the “Command Authority” line is signed. 
 

Continued on next page 
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EXHIBIT 1 
Incorrect Signatures and Dates Example  

 
 
  

The signature must 
be a signature and 
NOT a PRINTED 
NAME.  Signature 
lines and dates 
MUST be filled in 
and not left blank.  
 
It all cases, the 
member’s and 
command 
approver’s 
signatures must be 
completed. 
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Authorized Signature: 
Forms and worksheets are only valid when signed.  The use of a name stamp is not sufficient on 
its own to serve as an authorized signature.  Signatures must be provided in ink, and signed in 
cursive (see Exhibit 2).  The use of digital signatures on forms and worksheets which allow for it 
is also authorized, and is preferred. 
 
The use of a “SPO Authorized Roster” (see Exhibit 3 for example) providing the names and 
signature samples of personnel within the SPO, and their level of authorization, is highly 
recommended.  This provides internal or external auditors with a quick and easy method to 
validate signatures and levels of approval authority within a SPO at the time a particular 
document was reviewed and approved.  Since audits of payroll documents may occur more than 
a year after the original document was approved, and the person signing the document may no 
longer be assigned to the SPO, a way to identify the approver’s level of authority at the time they 
signed a particular document is critical. 
 

Continued on next page 
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EXHIBIT 2 
Correct Signatures and Dates Example 

  

Here each 
line has 
been signed 
and dated, 
as required. 

The absence of a 
signature in these 
additional signature 
blocks does not 
constitute insufficient 
review and approval for 
audit purposes as long 
as the “Command 
Approval” line was 
signed. 



 

5 

 
EXHIBIT 3 

SPO Authorized Personnel Roster 
 

SPO AUTHORIZED PERSONNEL ROSTER 

Name   
(Last, First, MI) Initials Signature 

Role:  Specify 
Data Entry(E), 
or Reviewer-

Approver 
(RA) 

Date 
Arrived 
on Duty 
at SPO 

Date 
Departed 

from 
SPO 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      Exhibit 3 – SPO Authorized Personnel Roster 

 
Completeness: 
All worksheets and forms must be filled out completely.  If a line or block does not apply, insert 
“N/A.”  Leaving a line or block blank does not provide enough information during an audit or 
review to tell whether the line or block does not apply, or was missed, making the form 
incomplete (see Exhibit 4). 
 
All lines or blocks requiring a reviewer to initial must be individually initialed.  Though 
culturally acceptable in other areas of the Coast Guard, initialing the top and bottom line of a 
series of lines requiring initials and then drawing a line between them as a time saver does not 
provide sufficient support for review of transactions with financial impacts.  Only by initialing 
each line can an auditor have assurance that the action the line item represents was actually 
taken, was reviewed, and/or approved (see Exhibits 5 and 6). 
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EXHIBIT 4 
Incorrectly Completed Checklist Example  

  

Blank lines indicate 
a check that needed 
to be performed but 
wasn’t.  This 
example will not 
pass an external 
audit. 
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EXHIBIT 5 
Incorrectly Completed Checklist Example   

Sign and line, a 
common practice, 
leaves it open to 
interpretation if the data 
entry person or 
reviewer actually 
performed all the tasks 
indicated. 
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EXHIBIT 6 
Correctly Completed Checklist Example  

  

On this 
checklist each 
line is 
separately 
initialed.  Also, 
it is clear that 
the data entry 
and review were 
performed by 
different people, 
indicating a 
segregation of 
duties.  This can 
be confirmed 
against the 
authorized data 
entry and 
reviewer roster 
illustrated in 
Exhibit 1. 
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Corrections: 
 
Corrections on worksheets and forms are to be performed by striking the corrected content with a 
single line out and must be accompanied by a legible, initialed correction.  In instances where an 
explanation is presented, the explanation must be legible within the space provided on the form.  
If insufficient space is available to provide a legible explanation, it should be made where 
sufficient room is available (e.g. on the back of the form or on an attached sheet) and a notation 
should be made where to find the explanation (see Exhibits 7 and 8). 
 

Continued on next page 
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EXHIBIT 7 
Incorrect Error Correction Example 

 

 
  

Writing an error 
correction in a 
small space makes 
it hard to follow.  
Write the 
correction on the 
back of the 
document or 
prepare a separate 
explanation sheet 
and attach it to the 
worksheet to 
clearly explain the 
correction. 
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EXHIBIT 8 
Correct Error Correction Example  

Here, the original 
document refers to 
an attached sheet 
which will explain 
the correction, 
indicate who made 
it and why, with 
the dated initials or 
signature, 
demonstrating 
authorization and 
accountability for 
the correction. 
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Compliance: 
Source documents, forms, and/or worksheets not completed in accordance with these standards 
should be corrected by the processing Yeoman or returned to the originator for correction, prior 
to processing.  Situations not covered by these guidelines should be referred to PPC Customer 
Care for guidance and support. 

  



 

Encl: (1) 

Enclosure 2 
Evidence Supporting Military Payroll Transactions 
General Guidance for Servicing Personnel Offices 

 
Importance of Evidence:  Each yeoman (YN) is responsible for ensuring that transactions are 
valid when processing payroll transactions for military payroll (MILPAY).  The Coast Guard 
employs many documents, and in the process of ensuring payroll transactions are promptly 
entered, the YN is confronted with many types of evidence.  Often there are many options as to 
what to accept or reject as supporting evidence.  This guide provides general criteria to YNs to 
determine acceptable documentary evidence to support MILPAY transactions. 
 
Evidence that can be relied upon:  This evidence includes source documents that are required 
by the Personnel Data Record (PDR) Manual and USCG/DOD/VA forms that have been 
specifically established to document the processing of a transaction.  This documentation is 
specifically identified in USCG guidance (PDR Manual, PERSMAN, PPPM, SPO Manual etc.) 
and therefore is considered authoritative and sufficient.  One of the most important aspects of 
supporting evidence is consistency.  Consistency is demonstrated in the development of the PDR 
through the routine use of source documents, (SSN Card, Birth Certificate, Marriage Certificate, 
Orders) supported by a summary checklist (e.g., DD1966) or a worksheet (e.g., BAH 
Dependency Worksheet, CG 2020).  These checklists and worksheets comprise sufficient source 
documentation (reliable because they were generated by a reliable external source) with member 
and/or higher level review to provide both documentary and testimonial evidence that a 
transaction is supported, approved, and correct.  It also supports that a system of internal controls 
is in place and operating effectively.  That is, of course, if the checklist or worksheet has been 
properly and completely filled out, as designed. 
 
Alternative Evidence:  Alternative evidence should not be rejected as a standard practice.  
However, certain judgments need to be made before requesting or accepting additional evidence, 
or rejecting evidence.  Some common circumstances are as follows: 

 
Accepting a copy versus an original:  The main risk with accepting a copy is that it may 
have been altered in some way, a highly plausible situation with the use of computers.  
To accept a copy, consider the source of the copy.  Also, is there additional authentication 
such as a stamp with a signature indicating that the copy is a true copy, and has been 
attested to, are/or there issues with legibility that may indicate the document has been 
altered? 
 

Continued on next page 
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Accepting a non-standard source:  An example of a non-standard source includes email 
or a report that may provides the necessary supporting information.  In other words, 
evidence other than that prescribed in official guidance.  This kind of evidence presents 
the following concerns:   
 

• What is the source of the non-standard information…who created it (is this an 
authorized person, do you know who they are and what their role is)? 

• Is it necessary to use this supporting information, or is the standard source 
available or can it be obtained?  If the standard documents can be obtained or 
used, always use them, as they are an established part of the process. 

• Document instances where an alternative has been used and exercise professional 
judgment when accepting non-standard supporting data.  Keep in mind that this 
transaction may be reviewed or questioned years from now when you are no 
longer available to explain your reasons for accepting this alternate source.  
Always include an explanation on the alternative document if space permits, or 
attach another page to include this explanation.  Print, sign, and date your 
explanation. 

Combine sources:  Often the combination of alternative source documents provides 
sufficient evidence to support the transaction where a single alternate source document 
may be questioned: 
 
• Consider other forms designed for supporting related transactions that also contain 

the necessary information to support the validity of this transaction. 
• Document the use of alternative source documents in the file.  Explain your use of 

combined sources, sign, and date it. 
• Forward your identified alternatives to PPC to consider including them as part of the 

standard documentation options. 

Providing adequate evidence of transactions involves applying judgment, which will 
continue to be a major part of managing MILPAY.  For those who may not have the 
experience necessary to make an informed judgment, it may be necessary to ask more 
experienced personnel for advice.  Within each SPO, this would involve junior personnel 
routinely asking more experienced personnel.  If a situation arises that falls out of the experience 
of members of the SPO, PPC will provide guidance to resolve the issue. 
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Enclosure 3 
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