FORMAL ADA REPORT FORMAT
(THIS IS THE REQUIRED AND ONLY ACCEPTABLE FORMAT)


DEPARTMENT OF THE ARMY
REPORT OF ANTIDEFICIENCY ACT VIOLATION

Name of Component/Agency and Case No.


1. Appropriations(s) Involved/Title, Symbol, and Apportionment Status.  Example: Fiscal Year (FY) Operation and Maintenance, Defense-wide (9710100) 
	
2. Where Violation Occurred. 

3. Name and Location of Activity Issuing the Fund Authorization. 

4. Amount of Violation. 

5. Date Violation Occurred. 

6. Type of Violation(s). Provide Title 31, United States Code, section violated and brief description of violation and state whether the violation was an over-obligation of an appropriation, an apportionment, or an allotment.  Example: 1341(a)(1)(A), exceeded amount available in appropriation or fund. 

7. Effect of Violation on the Next Higher Level of Funding.  State whether the violation had an effect on the next higher level of funding. 

8. Name, Rank, Position Title, and Organization of Responsible Individual(s). 

9. Signed Statement of Responsible Individual(s).  State whether a statement was received from the individual and reference enclosure. 

10. Date and Description of How Violation Was Discovered.  Provide date and who/how violation was discovered. 

11. Causes and Circumstances Surrounding the Violation.  Provide a detailed description of the violation. Include the following: 

a. A detailed summary of what actually caused the violation and the associated circumstances; what actions should have been, but were not, taken by specific individuals; what actions were taken that should not have been taken; and why the violation happened. 

b. The scope of the investigation and the methods used to accomplish the investigation, for example, face-to-face interviews; research of legal, financial, and management issues; written explanation of the facts of the potential violation, etc. Discuss the evolution of the issues investigated, number of people interviewed, mitigating circumstances surrounding the violation, issues that could or could not be proven during the investigation and the supporting rationale, any issues that cannot be agreed upon by those individuals involved, and any other comments that are pertinent to the investigation. 

c. Results of interviews of individuals involved in the violation and a summary of how the area(s) procedures and processes operated that were involved in the investigation. Discuss the issues and the areas or functions that were reviewed, evaluated, and investigated; the names, ranks, and titles of the individuals that were interviewed; and a discussion on any related areas and matters that were not investigated and the rationale for omitting them from the investigation. 

d. If the investigation has been undertaken because of an audit report, then identify that report by title, number, date, and issuing audit organization. If the investigation was conducted as a result of a memorandum or letter directing an investigation, then reference that document and attach a copy to the report. 

12. Evidence of Willful Intent to Violate.  State whether the Antideficiency Act was knowingly and willfully violated. 

13. Disciplinary Action Taken.  State what type of disciplinary action was taken and reference enclosure. If no action was taken, then explain why. 

14. Corrective Action Taken.  State what funds were used to make necessary accounting corrections, such as appropriation, title, and fiscal year.  In addition, state what procedural actions were taken and completed to preclude violations from happening in the future.  This includes improvement of overall and specific policies, procedures, and processes used by the functional areas involved in the violation; revised statutes or regulatory guidance that may have been involved; established or improved internal procedures; and assurance that a similar violation will not occur in the future. Reference documentation of corrective actions in an enclosure. 

15. Name and Title of Holder of the Funds Subdivision. State who the holder of the funds was and a brief statement of their responsibility in the violation. 

16. Additional Information. Provide details not covered above. 
