19 March 2008
MEMORANDUM FOR ENDOWMENT AND SPECIAL PROJECT FUND COORDINATORS

SUBJECT:
Endowment & Education Account Annual Statement of Assurance 

(Response Required by May 2, 2008)

Each year the University submits an agency Statement of Assurance to the Secretary of Defense concerning its management controls of University assets.  Statements collected from Endowment and Education Fund Coordinators will be used as input for the University’s Annual Statement of Assurance, which will be submitted to the Office of the Assistant Secretary of Defense (Health Affairs), and then to the Under Secretary of Defense (Comptroller) for transmission to the President and Congress.  

Using the sample Statement of Assurance format (Attachment 1), I request that you describe the fund(s) for which you were responsible during the past year, using a separate form for each fund.  The Statement of Assurance should also describe program and administrative weaknesses identified from June 2007 through May 2008, along with your plan for taking corrective measures. 

Due to the move to TMA, the University’s requirement for completion of our Annual Statement of Assurance has been moved up to June 6, 2008.  This is 90 days sooner than when we have had to have it prepared in the past.  Because of this change, I am asking that coordinators submit their Statement of Assurance no later than Friday, May 2, 2008.  Mr. Dennis Stutz, DRE, 295-3681, dstutz@usuhs.mil can be contacted for questions and assistance.   For your convenience, the sample letter format, MC Checklist, and DoD Guidance may be found at: http://www.usuhs.mil/dre/Review_Eval/index.html.
Charles L. Rice, M.D.
President

Attachment:

As stated

Attachment 1

Date, 2008
MEMORANDUM FOR PRESIDENT, USUHS




      Through:  DIRECTOR, OFFICE OF REVIEW AND EVALUATION

SUBJECT:
Input for FY 2008 Annual Statement of Assurance:  USU _______ Endowment Fund (Fund Identification)
1.
The information in this memorandum is provided in support of your forthcoming Annual Statement to the Assistant Secretary of Defense (Health Affairs) and the Under Secretary of Defense (Comptroller). 

2.
As Coordinator of the _____ Endowment Fund: 

          
a.
I am aware that this position has significant internal management control responsibilities, the execution of which will be measured in my annual performance appraisal.  

          
b.
I am aware of the importance of internal management controls.  I have taken the necessary measures to assure that program and administrative controls have been implemented and are observed within the segment of the University that is within my management responsibility. 

          
c.
I provide reasonable assurance that in the USU __________ Endowment Fund, the objectives of management control are being met: 1) funds are used in accordance with the stated purpose; 2) obligations and costs are in compliance with applicable law; 3) funds, property, and other assets are safeguarded against waste, loss, unauthorized use, or misappropriation; and 4) revenues and expenditures are properly recorded and accounted for to permit the preparation of accounts and reliable financial and statistical reports and to maintain accountability over the assets.

          
d.
The assets, program responsibilities and mission objectives under my responsibility have been reasonably insulated against fraud, waste, and mismanagement and have not been materially impeded by deficiencies in internal management controls.  I base this assurance on [Note to preparer: Examples include management studies, observations, and initiatives; management knowledge; internal management review/checklists; internal/external reviews; or procedural reviews.]
3.
During FY 2007/2008, the following management actions were taken to improve operations in the USU Board of Regents Endowment Fund:  
4.
During FY 2006/2007, I took management action to correct the following weaknesses *:

5.
The following weaknesses identified by checklists, inspections, or management action remain uncorrected:

6.
As Coordinator of the USU _____________ Endowment Fund, I continue to support the objectives of the Federal Managers' Financial Integrity Act.  

*Weaknesses are problems that infringe on the accomplishment of the USUHS mission to include failure of the design or operation of one or more of the internal control components or failure to reduce to a relatively low level risk that misstatements caused by error or fraud may occur and not be detected within a timely period by employees in the normal course of performing their assigned functions. 

	UNIFORMED SERVICES UNIVERSITY OF THE HEALTH SCIENCES

ENDOWMENT/EDUCATION FUND CHECK LIST


	INSTRUCTIONS: 
Please read each section below with respect to your fund.  Please answer each question to the best of your ability.  If an item does not pertain to your fund, check N/A. 

	1.   Title and Account Number of Endowment or Education Fund:



	2.
Name and Title of Coordinator Responsible for Endowment or Education Fund:



	3.  Date Fund was established:



	4.  The (title of Endowment or Education Fund) was established for the following purpose:



	A.  MANAGEMENT AND OVERSIGHT
	
	
	

	The Henry M. Jackson Foundation publishes guidance on the establishment and administration of Endowments/ Education Funds.  All Coordinators are to receive and review this policy when their fund is established. 


	
	
	

	1. I have read and understand the policies and procedures for   

      Endowments/ Education Funds.
	Yes
	No
	N/A

	2. I have formed a Fund Liaison Committee.

Please list members: _________________________

                                _________________________

                                _________________________
	Yes
	No
	N/A

	3.  Administrative policies and procedures have been distributed to the Fund            Liaison Committee.
	Yes
	No
	N/A

	      4.   I conduct oversight of all expenditures from my fund.
	Yes
	No
	N/A

	5. I am aware of the origin of funds and any special rules/requirements (i.e.,       Tech Transfer, Gifts, Enterprise, etc.)
	Yes
	No
	N/A

	B. GUIDANCE
	
	
	

	1. I have received guidance from the HMJF on how to utilize my fund. 
	Yes
	No
	N/A

	2. I have received guidance from the University on how to utilize my fund.


	Yes
	No
	N/A

	3. I am aware of where to go for questions regarding my fund.

If you answered yes, where do you go?

    __________________________

    __________________________

    __________________________
	Yes
	No
	N/A

	4. I have a point of contact at the HMJ for consultation. 

      (Name: ______________________ ). 
	Yes
	No
	N/A

	C. BUDGET
	
	
	

	1. I regularly review my fund’s operational budget.


	Yes
	No
	N/A

	2. I review all purchases made with my funds.


	Yes
	No
	N/A

	3. All receipts for purchases are maintained on file.


	Yes
	No
	N/A

	4. All transactions are authorized and executed only by persons acting within          the scope of their authority.


	Yes
	No
	N/A

	           I have read and completed the above Checklist questions in relation to my Fund’s activities.  I certify that the above answers reflect actual functions for the past year.  


	NAME AND SIGNATURE OF PREPARER:


	DATE:



	NAME AND SIGNATURE OF COORDINATOR, ENDOWMENT/ EDUCATION FUND:

                                                             
	DATE:



