Writing A Material Weakness (MW) Checklist

____  Used the “Army Format and Instructions for writing a MW?”  (If not, contact your Management Control Administrator.) 

____  Followed the instructions for Writing a MW?  (The Instructions highlight each area of the format and further defines what is required.)

____  Identified the type of MW in the header?  (i.e., Uncorrected or Corrected)

____  Identified a local tracking number?  (i.e., GA0401)

____  Complied with the criteria for identification as a MW?  (reference AR 11-2, paragraph, 2-6, c.)  Does the MW involve a weakness in management controls that are (1) not in place, not being used, or inadequate; and (2) warrants the attention of the next higher echelon for “Action” to assist in correction or for their “Awareness?”

____  Ensured that “other factors” when determining the “Materiality” of the weakness?  (reference AR 11-2, paragraph 2-6, d.)  (This is the subjective portion made by management to determine the level of severity, criticality, risk to the organization, and impact if not resolved, and if it requires elevation.  Factors help leadership frame the issue and reach a determination.  Suggest factors be included in the write-up.)

____  Addressed all elements of the MW format?  (no blank areas)

____  Described MW in laymen’s terms?  (Not everyone has the same level of understanding or experience.  Make sure your points are clear.)

____  Someone outside the functional area reviewed and provided  feedback?  (Others often pickup things that may seem so obvious to us; this is a critical step in ensuring your message is truly understood.)

____  Spelled out all acronyms?

____  Addressed the “cause”--not just the “symptoms” of the weakness?

____  The “Completed Milestones” clearly addressed steps taken within the organization to resolve before formally identifying as a MW or before elevating to the next echelon?  

____  Milestones are brief but factual--not too wordy?  (Remember, not all steps are major; address only those taken or those that NEED to take place for correction.)

Writing A Material Weakness (MW) Checklist, Cont.
____  Identified all Stakeholders involved in the resolution and those impacted by the MW (include office/agency and phone numbers)?

____  Addressed what will happen if the MW is NOT resolved?  (This is a critical element and may determine whether the MW gets the attention it truly warrants when write-ups don’t reflect it.)

____  Identified the final step that will actually validate the closure in the last milestone?  (If Internal Review (IR) Office is going to verify the corrective actions, then this should be the last milestone and this action should be coordinated in advance with the IR office.)

____  Leadership reviewed MW before elevating to the next higher echelon?  (Many MWs are just “packaged” with the Annual Assurance Statement and sent forward without review and a judgment call made by management as to the next step.)
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