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FI NANCI AL MANAGEMENT  MANUAL
| NTRODUCTI ON

0001. PURPOSE. This Mnual provides instructions for use by fund
admni strators (program nanagers) in carrying out assigned

financi al responsibilities, and establishes controls as necessary
to ensure conpliance with statutory requirenents.

0002. RESPONSI BI LI TY. The Assistant Chief of Staff, Conptroller

is responsible for the currentness, accuracy and conpleteness of
this Mnual.

0003. ORGANI ZATI ON

1. The contents of this Minual are arranged on a functional
basis utilizing chapters as the mjor division, Chapters are
nunbered in sequence and listed in the table of contents.

2. Paragraph nunbering is based upon a 4 or 5 digit nunber which
may be broken down as follows:

Exanpl e: 3 02 3a
Chapter 3

Paragraph

Subparagraph
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CHAPTER 1

FUND  MANAGEMENT

1000, PQLICY. Funds appropriated for use by this Conmand,

either directly or indirectly, will be utilized to achieve the
hi ghest level of efficiency and econony in pursuit of mssion
acconpl i shnent s. Every level of conmmand, every Mrine and every
civilian enployee wll ensure that financial resources are

utilized to further the operational capability of the Marine
cor ps.

1001. FINANCIAL  RESPONSI BI LI TY. The Commanding GCeneral retains
full authority and Tegal responsibility under Section 3679 of the
Revised Statutes 31, U S C 665 for all funding transactions
related to public nonies allotted or otherwise authorized this
Comand. See pertinent extracts in Appendix A

1002, SOURCE OF FUNDS

1. This Command is financially supported by the operating fund
authorizations and allotments received from the Comrandant of the
Marine Corps and from various bureaus and offices of the
Department of the Navy.

2. In addition, the GComranding GCeneral receives suballotnents
from other allotment holders and funds on a reinbursable basis
from private contractors, individuals and other Government

organi zations for work performed for them by this Conmand.

1003. FUND REQUI REMENTS. Unl ess otherwise specified in this

O der, funding requirenments, irrespective of use or source, wll
be forwarded for release to, or coordinated with, the Assistant
Chief of Staff, Conptroller, as applicable, prior to release from
this GComrand.

1004. DEPARTMENTAL RESPONSI BI LI TI ES

1. Assistant Chief of Staff, Conptroller

a. Cener al . The Navy Conptroller Manual, Volunme 1, contains
the assignnent of responsibility for a conptroller. This respon-
sibility includes serving as the principle advisor to the
Commandi ng Ceneral on financial matters and representing this
Command externally in financial matters irrespective of the use
or source of funds.

1-3
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b. Pur vi ew. The Assistant Chief of Staff, Conptroller's
purview i ncludes

(1) Budgeting Responsibilities

(a) Providing guidance and instructions for this
Command' s budget rmatters.

(b) Reviewing resource requirenents and justification
of the various funding prograns of this Comand.

(c) Performing the conpilation of the annual budget
estimates for this Comrand.

(d) Recommending the allocation of fund resources
available for approved operating prograns (including pay of
civilian personnel) and revisions thereof, when required.

(e) Preparing the appropriate directives and
instructions for this Comand.

(f) Initiating action for financial adjustnents
required by changes in fund resources.

(g) Assisting in the developnment of civilian
personnel enploynent Ilevels wthin fund resources.

(h) Developing this Command's financial plan,
adm nistering fund allocation, fund authorization, and exercising
managenent control over the obligation and expenditure of funds.

(2) Program Analysis and Evaluation Responsibilities

(a) Developing and revising, when necessary, the
managenent / f i nanci al reporting system

(b) Providing for an evaluation of the program
operation which is expressed in both financial and non-financia
terns.

(c) Reviewwng trends of prograns by tracking
obl i gati ons/ expenses.

(d) Conferring with fund admnistrators (program
managers) to discuss problem areas, and developing and recom
mendi ng courses of action

(e) Performng evaluation of financial conditions and
the ability of operating units to neet program objectives.

(£) Investigating deviations from plans and arranging
for corrective action
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(3) Internal Review and Audit Responsibilities

(a) Establishing new and inproved audit policies,
prograns, nmethods and procedures.

(b) Analyzing and disposing of technical questions
devel oped during audits.

(c) Acting as coordinator and liaison officer

concerning all inspections, reviews and exaninations by externa
agenci es.

(4) Statistical Responsibilities

_ (a) Developing guidelines for the collection,
analysis, and coordination of pertinent data.

(b) Presenting statistical data for reports and
managenent pur poses.

(5) Accounting Responsibilities

(a) Developing, revising and/or adopting accounting
syst ens.

(b) Preparing and maintaining records of funds
received in operating budgets, allotnments and reinbursable
sour ces.

(c) Maintain plant property records.
(d) Maintain civilian pay records, including the

preparation of civilian payrolls and proper reconciliations and
reports.

(e) Report the results of transactions within the
financial resources of this Conmand.

(f) Apply accounting concepts to solve problens, to
render advice or to neet other needs of this Conmand.

(g) Interpret for managenent use the financial
information produced by the accounting systens.

(6) D sbursing Responsibilities

(a) Provide for paynment of mlitary and civilian
payrolls, travel and per diem allowances, and public vouchers.

(b) Collect proceeds from sales and other funds for
credit to the United States,
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_ (c) Provide safekeeping for public noney collected or
otherwi se placed in custody.

(d) Deposit public funds not required for current
expendi ture.

(e) Maintain detailed records of all transactions and
submt periodic financial reports.

(7) Banking Responsibilities

(a) Maintain liaison between officers of |ocal
banking facilities and this Comrand.

(b) Coordinate matters relevant to the operation of
banking services at this Comrand.

(8 COedit Union Responsibilities

(a) Maintain liaison between officers of the |ocal
credit union and this Command.

(b) Coordinate matters relevant to the operation of
credit union services at this Conmand.

(9) _Integrated Information System Responsibilities.
Coor di nat e, devel op, and maintain financial and non-financial
data required for command and nanagenent purposes to neet
oper ational , short-range, md-range and |ong-range needs.

(10) Nonappropriated Fund Instrunentalities (NAFI) Audit

Responsi bilities

(a) Test the reliability and useful ness of NAFI
accounting and financial data.

(b) Establish and review NAFI audit policies,
programnms, nethods and procedures.

(c} Analyze and dispose of technical questions
devel oped during NAFI audits.

2. Conptroller-Departnment

a. The Conptroller Departnent is one of the operating
departnents of this Command. Figure 1-I 1is the O ganizational
Chart of the Conptroller Departnent.

b. M ssi on. To develop, coordinate, and maintain an inte-
grated system of staff services in the broad area of financial
managenent including reports, analysis, and statistical data

which wll provide the GComranding Ceneral, staff and nmanagenent
with tinely and factual data to be used in the direction, evalu-
ation, and control of operations.

1-6



FI NANCI AL MANAGEMENT  MANUAL 1004

(1) To develop and operate full accounting and disbursing
syst ens.

(2) To translate program requirenents into a budget and
financial plan.

(3) To conpare program performance with the financial
pl an.

(4) To direct internal review and audit activities.

c. Functi ons

(1) Assists and acts for the Comanding Ceneral in al
matters pertaining to fiscal policy and admnistration.

(2) Miintains records, reports and admnisters all appro-
priated funds and reinbursenents thereto for the operation and
support of this Conmmand.

(a) Develops and supervises an integrated financial
accounting system

(b) Allocates all appropriated funds to fund admnis-
trators (program nmanagers).

(c) Develops and supervises all financial reporting,
and appropriate cost and plant accounting systens to accumulate
data for comand analysis and action,

(d) Monitors financial support received from al
appropri ations, both direct and indirect.

(3) Exercises technical supervision of the financia
function at Command activities.

(4) Coordinates the fornulation and justification of
budget plans and supporting submssions, and the establishnent of
budget and fiscal control policies.

(5) Coordinates the execution of approved budget plans,
including securing apportionnment of funds, allocation or allot-
ment of funds to fund admnistrators (program managers), and the
exercise of financial admnistration and control

(6) Inplenments conplete disbursing services.

(7) Advises and assists the Commanding GCeneral and his
staff in the formulation and execution of Marine Corps prograns
by analyzing the financial aspects of all short-range, md-range
and long-range prograns and by nmaking recommendations on funding
and budgeti ng.
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(8) Monitors execution of all comrand prograns to ensure
that the admnistration of appropriated funds conplies with the
law and the Command's financial plans.

(9) Mintains liaison in fiscal matters between the
Command and Headquarters MNarine Corps.

(10) Acts as coordinator for all audits, managenent
surveys, reviews and cost studies conducted by external agencies.

~(11) Maintains l|iaison between officers of |ocal banking
facilities, the credit wunion, and this Comand.

(12) Develops guidelines for the collection, analysis,
and coordination of statistical data.

3. Fund Adm nistrator

a. A fund admnistrator is a general/senior officer
designated to head one of the four cost centers: Education
Center, Developnment Center, Doctrine Center and Conmand/ -

Depart ment s. Wthin each cost center, there are subcost centers
or operating prograns headed by a fund admnistrator (program
nmanager) . The fund admnistrator (program nmanager) incurs

obligations against the fund resources of Marine Corps

Devel opnent and Education Conmand. (See Appendix B for fund
admnistrators (program mnmanagers) and cost center designa-

tions.) The financial plan is enployed as a nethod of distri-
buting financial resources by the use of operating budgets issued
to each fund admnistrator's (program manager's) jurisdiction.

Fund admnistrators (program nmanagers) are responsible for the
proper administration of funds granted to them  (See Appendix C,
MCDEC Financial Structure.)

b. Functi ons

(1) Ensure that conmmtnent of public funds is legal and
in accordance wth regulations.

(2) Provide for the control over funds to avoid over-
expensing and over-obligating.

(3) Provide certain information,- such as budget estimates
and fund requirements, for the financial operations of Marine
Corps Devel opnment and Education Conmand.

(4) COiginate the estimates of fund requirements wth
justifications.

(5) Monitor the adequacy of funds avail able.



0I-1

*juaujxedsqg

1o7T0I3dwWO) 9Y3 JO 3JIRYD TeUOTIeZTURDLIO--"T-1 aanbtg

ASSI STANT CH EF OF STAFF

COVPTROLLER

]

-

L

Heap,  BUDGET
DI VI SI ON

HEAD,  ACCOUNTI NG
DI VI SI ON

HEAD, DISBURSING
DIVISION

HEAD, ANALYSIS AND
REVIEW DIVISION

TYONVW LNEWIDVYNYW TYIDNYNIA



FI NANCI AL MANAGEMENT  MANUAL

CHAPTER 2

BUDGETI NG
PARAGRAPH PAGE
GENERAL . . . . . . . . . oo . e 2000 2-3
THE BUDGET PROCESS . . . . . . . . . . S 2001 2-3

FUND ADMINISTRATOR (PROGRAM MANAGER)
FI NANCI AL RESPONSI BILITIES . . . . Coe 2002 2-5

SECTI ON  1: BUDCGET FORMULATI ON

GENERAL. . . . . . . . . .. . ... . e o 2100 2-9
FORMULATI ON  SCHEDULE .o 2101 2-10
FUND  ADM NI STRATOR  ( PROGRAM  MANAGER)

BUDGET RESPONSIBILITIES . . . + ¢ o « « « - - 2102 2-11
BUDGET REQUI REMENTS . . . . , . . . . . . . . 2103 2-40
PLANT PROPERTY REQU REMENTS . . . . . . . . . 2104 2-41

SECTI ON  2: BUDGET EXECUTI ON

GENERAL .. . . . . . . L. e e e e e e 2200 2-45

FINANCI AL PLAN . . . . . . 4w v 4 s s s v 2201 2-46

CONSTRAINTS AND LIMTATIONS . . . + &« « & « . 2202 2-47

REPORTS ON UNPROGRAMMED COSTS & . & & . . . . 2203 2-47

PROGRAM ANALYSIS . . . . . . « &« o« &« « - -« . 2204 2-4-8
FI GURE

2-1 BUDGET DIVISION ORGAN ZATI ONAL  CHART. 2-8

2-



FI NANCI AL MANAGEMENT  MANUAL

CHAPTER 2

BUDGETI NG
2000. GENERAL
1. lesion. The Head, Budget Division wll advise and assist
the Assistant Chief of Staff, Comptroller in the fornulation,
justification, and execution of the Command budgets. (Refer to
figure 2-1.)
2.  Functions. The Head Budget Division wll acconplish the
fol | owm ng:

a. Interpret, provide guidance and coordinate the prepara-
tion of the budget for the Assistant Chief of Staff, Conptroller.

b. Assist-the Assistant Chief of Staff, Conptroller in
present ati on, justification and reclama actions in the budget
pr ocess.

c. Prepare cost estimates for civilian and mlitary
personnel and provide assistance to the Commanding GCenera
concerning fiscal aspects of «civilian personnel.

d. Recommend annual financial plans and adjustnents for
execution of the budget.

e. Recommend action on requests for allocations or
real l ocations of funds.

f. Initiate action for financial adjustnments when required
by change in fund resources or in mssion assignnents.

g. Review acconplishnment of plans and prograns, and prepare
necessary adjustnents.

h. Confer with fund admnistrators (program nmanagers) to
di scuss problem areas and to develop and reconmmend courses of
action.

1. Provide data for reports and nanagenent purposes.

2001. THE BUDGET PROCESS

1. Definition of a Budget. A budget is a conprehensive finan-
cial plan for acconplishing operating prograns, expressed in

terms of requirenents for personnel, material, equipnment, services

received, rental of facilities and equipnment, and other require-
ments necessary for its mssion. This plan can be inplenented

2-3
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only if sufficient funds are requested, fully justified, and nade
avail able by Congressional appropriation.

2. Purpose of Qperating Budget

a. The operating budget is designed to provide a plan
agai nst which performance can be neasured, variances analyzed,

and adjustnments nade, as necessary, to pernt nore effective
managenent of resources,

b. At a mgjor command such as this Command, it is practi-
cally inpossible, as well as wundesirable, for the Comrandi ng
CGeneral to physically execute and control docunents which
obligate funds or create expenses for which he is personally
responsi bl e. It is, therefore, practical and prudent that the
Conmmandi ng Ceneral wutilize subordinates under his comand in
adm ni stering these funds.

c. The purpose of this Chapter of the manual is to assign
areas of responsibility and provide necessary instructions for
the indoctrination of this Command's personnel in their responsi-
bilities for the preparation of budget estinmates and control of
funds, once received.

3. Budget Process

a. Approximately 18 nonths prior to the fiscal year for
which a budget is to be prepared, the Secretary of Defense issues
general guidelines, based on national objectives established by
the President. Quidance is provided in the areas of overall
service strength, the basis of determining price levels and other
factors affecting the scope and cost of operations. Quidance for
the service is based on short-range, md-range and |ong-range
plans. The Secretary of the Navy, Wth the assistance of the
Commandant of the Marine Corps, determines Marine Corps
objectives for the fiscal year wunder consideration.

b. Based on the established objectives and guidelines,
requirements for materials, personnel, and services are deter-
mned by the Commandant of the Marine Corps and promulgated to
field activities on or about 1 Cctober in the annual budget
gui dance letter. Based on this guidance, estimates are prepared
and forwarded to the Commandant of the Marine Corps to devel op
the overall Marine Corps budget, Which is incorporated in the
Departnent of the Navy and the Departnment of Defense budget
esti mat es. Estimates mnust be forwarded to Congress wthin
days after the commencenent of the regular January session of the
Congr ess.

4., Appropriation Act. Funds for the operation of the Marine
Corps are contained in the Appropriation Act by the Congress.

The Act, in itself, does not nake the funds available for Marine
Corps use. Admnistrative authority of the Ofice of Minagenent

2-4
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and Budget nust be obtained through channels of the Departnent of
the Navy and the Departnment of Defense prior to use by the Marine
Corps. The first step is securing, through channels, Ofice of
Managenment and Budget approval of the Commandant's request for
apportionnent of the appropriation by fiscal year quarter. The
second step is securing approval from the Conptroller of the Navy
for an allocation of the approved apportionnent by the budget
activity accounts (subhead), which are_ established wthin each
appropriation account to record financial transactions relating
to the specific functions contained in the budget, as approved by
the Congress. Upon conpletion of the foregoing processes, no
further authority external to the Marine Corps is required prior
to making funds available to field activities.

5. Marine Corps Developnent and Education Command Budget

Subnssion.  Prior to the conpilation of this Conmand s budget,
the Tndividual estimates submtted by fund admnistrators
(program managers) will undergo a thorough review to determne

the adequacy of the anounts requested, the validity of the

pl anning upon which the estimates were based and the evaluation

of the factors wutilized in conpiling the estimates. The approved
estimates will then be compiled into this Command' s estinates,
representing the financial requirements necessary to fund the
operational program Justification to support the requirenents
wll be conpiled from fund admnistrators' (program managers')
subm ssions and augnmented, when necessary, by naterial available
within applicable directives. Drafts of all budget estinates

with supporting data will be presented to the Commanding GCeneral
for discussion, review and approval. After changes, if any are
required, the budget wll be resubmtted to the Commandi ng

CGeneral for final review and approval.

2002, FUND ADM N STRATOR (PROGRAM NANAGER) FINANCI AL RESPONSI -
BILI'TTES

1. The Commanding GCeneral has adopted the concept that financial
managenent 1s not the sole responsibility of the Assistant Chief
of Staff, Conptroller, but rather the concern of all echelons
which influence resource consunption. Wth this underlying
philosophy in mnd, fund admnistrators (program nanagers) wll
concentrate their inprovement efforts on projects undertaken
jointly, and endeavor to create a climate wherein all operating
officials are nade aware of the need to consider econonmc choice
and cost effectiveness as mjor tools in their day-to-day

deci si on- maki ng.

2. Fund admnistrators (program nanagers) assist in the budget
function by:

_ a. Keeping the Commanding General informed, wth conplete
justification, of total anounts expended in the functional areas
over which cognizance is exercised (i.e., operations and

2-5
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training, personnel, logistics and maintenance, communications-
el ectronics, etc.)

b. Revi ewi ng budget guidance received annually from the
Commandant of the Marine Corps, and naking reconmendations to the
Assistant Chief of Staff, Conptroller pertinent to their portions
to be included in the Comranding GCeneral's budget guidance letter
and/or other instructions.

c. Keeping the Assistant Chief of Staff, Conptroller
informed of any plans or actions under consideration that could
change funding requirenents not previously considered in current
fiscal year budget estimates.

d. Upon request of the Commanding GCeneral, assisting in
reviewi ng budget estimates submtted by fund admnistrators
(program managers) and in overseeing the execution of the budget.

3. Fund Adnministrators nust guide the financial efforts of
program managers and be informed of their activities to ensure
that resources are consunmed conmensurate wth those purposes for
whi ch  budget ed. Fund admnistrators (program nanagers) wll
continuously review directives and report requirenents and
elimnate unnecessary or overlapping restricting controls over
subor di nat e organi zat i ons.

4, Each year, by the second week in Novenber, fund adm nistra-
tors (program nmanagers) as indicated below, wll provide the
Assistant Chief of Staff, Conptroller wth the necessary
information for inclusion in the annual budget guidance. Such
information wll include, but not be Ilimted to, the follow ng:

a. Director, Education Center. Annual student input for
individual training prograns scheduled or planned for the current
year, budget year and budget year plus one.

b. Director, Developnent Center. Research, devel opnent,
test and evaluation guidance for the current year, budget year
and budget year plus one.

c. Director Doctrine Center. Revi sion of doctrinal
publications and' significant studies efforts as well as support
required for current vyear, budget vyear, and budget year plus one.

d. Director, Mrine Corps Central Design and Progranmmng
Activity. Special guidance relative to automated data processing
services throughout the comand and unique support requirenents
related thereto.

e. Assistant Chief of Staff, Mnpower. Mlitary personnel
strength and civilian personnel ceilings by fund adm nistrator

(program manager) for current year, budget year and budget year

2-6
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plus one. Aso provide specific budget guidance relative to the
fiscal operations of the Quantico Dependents' School System and
the unique support requirements related thereto.

f. Assistant Chief of Staff, Facilities. Logistics,
mai ntenance and famTy housing guidance for the current vyear,
budget year and budget year plus one.

g. Assistant Chief of Staff, Supply. Services, supplies,
and related functions for the current year, budget year and
budget year plus one. Special guidance relative to stock fund
inventory requirenents and related matters.

h. Assistant Chief of Staff, Services. Special guidance
relative to the Specral Services Program

1. Assistant Chief of Staff, Mnagenent Systens. Require-
ments associated with centralized office nachines as well as
gui dance for unique support requirenments for tenant activities.

j. Conmmanding Oficer, Security Battalion. Special guidance
relative to security and correctional facility natters.

2-7
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BUDGET DI'VISION
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Figure 2-1. --Budget D vision
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Organi zational Chart.
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CHAPTER 2
BUDGETI NG
SECTION 1. BUDGET FORMULATION

2100.  GENERAL

1, Funds for the operation of this Command are limted. Prudent
managenment nust be enphasized and practiced at all |levels of
command.  Accordingly, the formal budget conpilation process will
begin at the fund admnistrator (program nanager) |evel and
progress up to the Commanding Ceneral. The budget should not be
considered as static in nature. At each echelon, |ower unit
estimates wll be critically and systenatically reviewed.
Revisions within this Command's total budget caused by program
changes, slippages, policy decisions, or other reasons wll
normal ly affect the original fund admnistrator's (program
manager's) budget estinate.

2. The fornmulation of a fund admnistrator's (program manager's)
operating budget requires a great deal of consideration and
effort. This docunment should portray to the Commanding GCeneral
in concise terms just why a fund admnistrator (program manager)
requires a specific sum for operations, maintenance of equipnent,
procurenent, and replacenent of that equipment. Supporting
budget justification should provide a clear and concise picture
of reasons for increased/ decreased costs. Budget responsibility
is a continuous effort throughout the fiscal year. To acconplish
effective budgeting, proposed changes in assigned missions,
plans, and prograns nust be considered and a continuous cost
analysis nade of the increased/ decreased resource requirenents,

3. Fund admnistrators éprogram managers) wll be furnished the
Commanding General's guidance which wll contain specific
instructions, scheduled changes and budget forns to be used in
the preparation of budget estinates.

4, Care should be exercised to ensure conpatibility between
increases or decreases reflected in the budget estimate and
conparable line itens on budget estimates for successive fiscal
years. Accordingly, it is incunbent wupon fund admnistrators
(program nanagers) to critically evaluate budget estimates to
prevent costs from escalating to the point where they becone
excessive and hence, vulnerable to funding reductions.

5. The conplex problem of applying limted resources to a
variety of fund admnistrators (program nanagers) for operational
funds has led to increasing enphasis on "Cost Effectiveness."
The Commanding General encourages planners at all levels to
consider nore carefully the question of cost in relation to
results likely to be obtained.
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2101. FORMULATI ON  SCHEDULE. The tentative schedule for
Qperations and Maintenance, Marine Corps budget formulation
this Command is outlined below for the general information of
personnel concerned with the budget function:
Dat e Action I nstruction
1st Week Assistant Chief of Receive and review
Nov Staff, Conptroller first phase of
Commandant of the
Marine Corps budget
gui dance.
1st Week Assistant Chief of Specific budget
Dec Staff, Conptroller gui dance  furnished
to designated fund
adm ni strators
(program nmanagers).
2nd Week Assi stant Chief of I ndi vi dual / gr oup
Jan Staff, Conptrol | er conference held wth
budget coordinators
of each fund adm n-
istrator (progam
nmanager) .
1st Week Assistant Chief of Receive and review
Feb Staff, Conptroller second phase of
Commandant of the
Marine Corps budget
gui dance.
2nd Week Assi stant Chief of Specific budget
Feb Staff, Conptroller gui dance, if required,
to designated fund
adm ni strators
(program nanagers).
2nd Week Fund Admnistrators Forward budget
Feb (Program Managers) estimates to Head,
Budget D vi sion.
Feb- Apr Assistant Chief of Draft the Command's
Staff, Conptroller budget estimates and
justifications,
3rd Mon Assi stant Chief of Submt  budget
Apr Staff, Conptroller estimates toO
Commanding  Ceneral,
MCDEC, for signature.
29 Apr Assistant Chief of Mai | budget
Staff, Conptroller to reach Commandant
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2102. FUND ADMINISTRATOR (PROGRAM MANAGER) BUDGET RESPONSI BI LI TIES

1. The area of funding/budgeting responsibility is divided into
four basic areas as follows:

a. General operational funding,
b. Mlitary personnel admnistration/billeting funding.
c. Command-wi de funding.

d. Specific funding.

2. In the assignment of these areas, certain requirenents placed
on sone fund admnistrators (program managers) wll affect the
operations of others, hence, will affect their financial
requirenents. Fund admnistrators (program nanagers) wll not

include in their budget subm ssions requirenents for which other
fund admnistrators (program managers) have Command-w de funding
responsi bility.

3. Funding admnistrators (program managers) wll be guided by
the followng areas of funding responsibilities, and wll budget
for those resources applicable to their specific operations:

_ a. General Operational Funding. General operational funding
Is required for all Tfund admnistrators (program nanagers) unless
otherwise designated or omtted from specific guidance. The
following is a list of these resources under perations and

Mai nt enance, Marine Corps funds:

(1) Mlitary labor costs (chargeable on board at first of
each nonth at prescribed standard rates).

(2) Qvilian labor costs.

(3) Admnistrative supplies.

(4) Janitorial  supplies.

(5) Subscriptions and publications.

_ ) Cash awards under the Incentive Awards Program to
assigned mlitary and civilian personnel. This includes awards
made under the beneficial suggestion program irrespective of the
benefactor of the suggestion.

o (7) The cost of mlitary decorations, awards, trophies and
simlar devices in recognition and reward of acconplishnents.

(8) Tenporary additional duty, to include mlitary and
civilian personnel.
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(9) Contract costs for maintenance and repair of office
and barracks furniture and furnishings, awnings, and porch
drops. Initial installation, repairs, and replacenent of
Venetian blinds and w ndow shades wll be provided by the
Assistant Chief of Staff, Facilities (Mintenance D vision).

(10) Contract costs for conmmercial telephone services,
including nonthly rental, tolls, installation, instrument noving
costs, and leased lines, as applicable.

. (11) Procurenent of mnor plant equipnent (including
window air conditioner units) having an estimated or actual
initial acquisition cost of less than $5, 000.

(12) Installation costs for new equipnent if the cost is
$400 or nore and the work is performed by local work forces. The
Assistant Chief of Staff, Facilities (Mintenance Dvision) wll
absorb the cost of installation for new equipnent if the-cost is
less than $400.

(13) Al costs associated with the relocation of on-hand
equiprent will be borne by the fund admnistrator (program
manager) having cognizance over the equipnent.

(14) Spare parts and service contracts for specialized
equi prent used exclusively wthin organizations and which 1s not
servi ced) by the Assistant Chief of Staff, Facilities (Support
Di vi sion).

(15) Rubber stanps.

(16) Petroleum oil, and Ilubricants, excluding heating
fuels.

(17) Odnance repair parts for first through fourth
echelon naintenance of all ordnance itens.

(18) Rental of passenger carrying vehicles from GSA when
local government-owned vehicles are rnot ~available (subject to
prior approval ).

(19) Travel and per diem costs in support of augmentation
personnel provided by conmands external to Marine Corps
Devel opnent and Education Conmand,

(20) Furniture and decorations for inprovement of the
appearance and enjoyment of assigned areas such as recreatfon
centers, waiting roons and guard duty roons, as appropriate.

(21) New equiprent and/or repair parts for new equipnrent
being introduced into the supply system
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(22) Contracts for equipnent rental and maintenance,
excluding maintenance and repair of office nachines, and |eased
el ectronics contracts (radio maintenance) which are a Command-wi de
responsibility of the Assistant Chief of Staff, Facilities
(Support Division).

(23) Cognizance Symbol | printed material (printed forns
and placards).

h. Mlitary Personnel Admnistration/Billeting Funding.
Budgeting for the admnisiratron and DbilTeting of mlitary
personnel wll be limted to the command organization specifi-
cally assigned this function. The following is a list of these
resources:

- (1) Oganizational ﬁpl ies and equipnent, including
i ndividual equipment and clothing, except for items provided on a
Command-wi de  basi s.

(2) Gatuitous issues of grade insignia, service stripes
and trouser stripes.

(3) Mlitary decorations and shadow boxes for presenta-
tion of nedals and awards to next of Kin.

c. Command-wide Funding. The below listed fund adm nistra-
tors (program nanagers) have Conmmand-wi de funding responsibil-
ities which are rel ated to the operations of all fund admnistra-
tors (program nanagers These Command-wi de funding
responsi bi I Ities wl be budgeted for by the responsible fund
adm nistrator (program nanager) only.

(1) Subcost Center 35 36, A5, A7, a8, A9, B9, M, M,
R1, R2, H2, 42, 50, 51, 53, and 79 = Assistant Ch|ef of Staff,
Facilities

(a) Mintenance, repair, ninor construction, and
alterations of buildings, facilities and grounds.

(b) Purchased and produced utilities, to include
heating fuels.

(c) Pest and rodent control materials and services.

(d) Mintenance of field firing ranges and naneuver
areas over and above that within the |imted capabilities of
first echelon self-help. Qose liaison with the Assistant Chief
of Staff, Qperations is essential.

(e) Maintenance of fixed firing ranges at the Calvin
A Lloyd Rfle Range, to include permanent type facilities., such
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as target nechanisns, range flag poles, target nunber boards,

pishol line benches, school range simulated targets and range
roads,

(f) Fabrication of target franes.

S (9) Comrenorative plaques, nonunents or other nenora-
bilia in connection with the namng of real property facilities.

(h) Coal sanpling and analysis.

(i) GCosts for construction, repair, replacement or
renoval of facility, organization, activity and mscellaneous
interior or exterior signs, including traffic and parking signs
(approved by the Commanding Oficer, Security Battalion), in
accordance wth the current edition of MXDECO 5560. 3.

(3) Initial installation, repair, and replacenment of
Venetian blinds and w ndow shades, excluding famly housing.

(k) Equiprment installation costs under $400 when
acconpl i shed by station |abor forces, excluding fanmly housing.

_ (1) Purchase of radio equipnent used in maintenance
vehi cl es.

(m Miintenance and repair of the governnent-owned
t el ephone carrier plant, including the cost of underground

ducting, nanholes, poles, guys, nessengers, and like itens.
(n) Procurenent of air conditioning, other than

wi ndow units, as approved by the Assistant Chief of Staff,
Facilities.

(o) Maintenance and repair of all air conditioning
equi pnent procured wth appropriated funds.

(p) Design engineering including the devel opnent of
plans and specifications and engineering studies.

(q) Control and nodification of fish and wildlife
habi t at .

(r) Provide, wthout charge, all echelons of nain-
tenance and repairs to buildings, utilities, _ﬁnd eqTLpnent except
golf course grounds keeping equipment and famly holsing services

(s) Consolidated janitorial services.

(t) Miintenance and repair of facilities, utilities
and related civilian labor in support of the D rector, Develop-
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ment Center; Director, Doctrine Center; and Drector, Marine
Corps Qperational Test and Evaluation Activity.

(u) Mtor Transport repair and preventive
mai nt enance service (first and second echelon) on notor
vehicular organic or sempermanently assigned to the Mtor
Transport  Branch.

~(v) Field nmaintenance (third and fourth echelon) for
all commercial-type vehicles, and internediate naintenance for
all tactical-type transport vehicles, except those used for
testing by the Director, Developnent Center.

_ Budqetlng, coordinating, and inplenenting of
this Command' s overa calibration program

(x) Al echelons of maintenance wthout charge to
fund admnistrators (program nanagers), except famly housing,
for the mterials, supplies, and services used in the
mai nt enance, repair and replacement of parts, and installation of
master TV antennas, and repair parts for radio equipnent used in
internal security, industrial control, range safety nets,
security alarns, and five alarns.

(y) Third and fourth echelon ordnance maintenance
support except conbat tracked vehicles (for which fourth echelon
mai ntenance is authorized).

(z) Engraving of plastic nane tags, and netal
plagues and trophies in support of authorized activities.

_ (aa) Normal repair and maintenance of commercial-
type radio equipnment and |eased electronics contracts (radio
mal nt enance) .

. ﬁPb Mai nt enance and repair of anplifying systens
purchased wit appropriated funds.

(cc) Miintenance and repair of tine clocks

(dd) Rental of telephone central office facilities
and equiprment, including consoles and leased lines to Canp
Barrett.

(ee) Preparation costs of this Command's tel ephone
directory. Printing costs wll be borne by the Assistant Chief
of Staff, Supply (Field Printing Plant).

(ff) Costs of civilian telephone operators.

(gg) Qperation and nmaintenance of fire alarm
systems, to include replacement of transmtter box batteries.
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(hh) Maintenance and repair of comunications or
el ectronics  equipment, excluding equipnent wused in conjunction
with a test project assigned to the Devel opnment Center.

(ii) Transportation support for MIJROTC and NROIC
units during orientation visits.

(2) Subcost Center 46 - Assistant Chief of Staff,
Operations

(a) Procurenent/replacenent of band instrunents, and

tBra(\j/eI of the Marine Corps Devel opnent and Education Conmand
and.

(b) Purchase of radio equipnent enployed by the
Expl osive Odnance D sposal Team

(c) Support costs for the Marine Corps Bir-thday
Pageant, excluding wunifornms and organizational colors wth
staffs, and support costs for Arned Forces Day and Super Squad

Competition.
(d) First echelon nmaintenance of ranges, to include

procurement of consurmable supplies for fixed field fortifications.
Budget on the basis of firing range usage.

(3) Subcost Center 48 - Conmmanding O ficer Security
Battalion

(a) Preparation and issuance of identification and
autonobi | e passes and decals, fingerprinting, internal and
perineter patrolling and traffic control.

(b) Control and inpounding of animl pets.

(c}) Qperation of the Correctional Facility.

(d) Travel and per diem for two guards (each trip)

escorting prisoners to the disciplinary command, Fort
Leavenwort h, Kansas. .

(e} Qperation of the Ganme Wirden Branch.
(f) Qperation of fire department stations.

(g) Purchase of radio equipnent used in fire
departnent stations and trucks.

(4) Ssubcost Center 57 - Assistant Chief of Staff,
Managenent Syst ens/ Conmrer ci al Activities
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. (a) Mintenance and repair of office mnachines,
excluding specialized equiprment used exclusively wthin an
or gani zati on.

(b) Service contracts for office machine maintenance
when several command units require these services on the sane
type of equipnent.

(5) Subcost Centers F1 and 58 = Assistant Chief of
Staff, Services. The approved Special Services Program

(6) Subcost Centers 56, 61, 64 and 65 = Assistant Chief
of Staff, Supply

_ (a) Aterations to uniform clothing issued or sold to
enlisted personnel

_ (b) Cccupational dining facility clothing and |aundry
service for personnel assigned duties as mlitary dining facility
attendants.

(c) Service contract for maintenance of washers and
dryers in bachelor housing facilities.

(d) Centralized managenent, procurement, installation
and mai ntenance of food service property within enlisted dining
facilities including equipnment and supplies for the Marine Corps
Air Facility dining facilities and the Oficers Field Ration
Dning Facilities at The Basic School.

—

(e) Subsistence-in-kind and operational rations.
)

(
(9)
(h) Centralized nanagenent, standardization and

ﬁrocurenent of personnel support e?uipnent for all bachelor
ousing supported by appropriated funds.

Centralized laundry and dry cleaning services.

Centralized mattress renovation.

(i) Centralized nanagement and procurerment of collat-
eral equipment in support of Mlitary Construction, Navy (MXQN
proj ects.

~{3) Support costs for the Mrine Corps Birthday
Pageant limted to wuniforns and organizational colors wth staffs.

_ (k) Printing of manuals, handout mnaterial, locally
authorized forms, and the Command telephone directory.

(7) Subcost Center 20 = Assistant Chief of Staff,

Manpower
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a) The cost of invitational travel orders issued to
the next of kin of deceased Medal of Honor recipients, in whose
honor facilities of this Conmand are commenoratively naned.

_ (b) \age survey expenses, including travel of person-
nel involved in the survey.

(c) TAD cost for the Drug and A cohol Rehabilitative
Prograns.

_ (d) Travel of wtnesses and counsel for court-nartial
ErOC_eedl ngs and Article 32, uOM), formal pretrial investigation
earings.

(8) subcost Center 18 - Assistant Chief of Staff, Conp-
troller. The—cost _of procurement and rfepl acement o1 time Cl OCKs.

~ (9) subcost Centers 49, 55 and J5 - Drector, Training,
Audi ovi sual , —anmd—_Gam g SUpport _ Center

(a) Still and notion picture photographic services.

(b) Audiovisual Training Support Center equipnent in
accordance with the current edition of Mco 1551.1.

_ ;C Services and supplies required for recurring
mai ntenance of the assault trainer, including fabrication and/or
purchase of parts not procurable from the Marine Corps Stock
Fund Account. (peration and naintenance of Navy cognizance
synbol "20" training devices located at the R5 and R 14 ranges,
funded under the Installation and Mintenance of Training
Equi pment  Program  Funds are provided in accordance with the
current edition of NAVIRADEVCEN NST 7303.1. These are
rei mbursable accounts. Recurring nmaintenance cost estinates
will be submtted on the 15th day of August, Novenber, February
and April to the Commanding Ceneral (Assistant Chief of Staff,
Comptroller). The estinmate to be submtted by 15 April wll
contain the subsequent fiscal year requirements, distributed by
quarter. Justification of funds wll include the training
device nunber and quantity of training devices to be supported.
Each of the remaining three requests wll be in support of the
subsequent quarter and wll state the anount authorized for the
current fiscal year, expenses to-d-ate, estimated- avail able - -
balance at the end of the current quarter, and estinmated anount
required for the subsequent quarter (excluding the estinated
available current quarter balance). Additional justification 1is
required when quarterly estimates differ from the original
annual  plan.

- d. Specific Funding. Fund admnistrators (program managers)
with specific funding responsibilities are listed as follows by
subcost center code. Al fund admnistrators (program nanagers)




FINANCI AL MANAGEMENT  MANUAL 2102

listed herein have specific funding responsibilities, limtations,
or expenses peculiar to their operations or mssions.

(1) Subcost Center 13 and 14 = Drector, Devel opnent

Cent er

~(a) The Drector, Developnent Center is responsible
for performng research, developnent, test and evaluation
functions. Specific funding areas wthin the appropriation
"Qperations and Miintenance, Marine Corps" Program E ements
65854M, 85796M and 85795M are:

_ 1 Mlitary services, including personnel assigned
to the Marine Corps Tactical Systens Support Activity (Program
El ement 65854-~).

2 Qvilian personnel costs for those civilians
assigned to the™ Headquarters, Development Center with the
exception of those whose function is primarily Research, Develop-
ment, Test and Evaluation (RDT&E) (Program E enent 85796M).

3 Non-technical mnor plant equipnrent having a
unit cost less than $5,000 (Program E enent 85796M.

4 Rental, installation and disconnection fees for
t el ephones (Program Element 85795M.

S 5 Consumable supplies for all non-RDT&E functi onal
di vi si ons/ branches.

6 TAD not directly related to the RDI& effort
(Program Eenent = 85796M).

_ 7 Mintenance requirenments for initiating
scenari os when the decision is nade to use a contractor to
perform review update (Program E enent 85796M).

_ (b) Procurenent, Marine Corps expenses including
non-technical dass 3 and 4 plant property itens having a unit
cost of $5,000 and over, as required.

(c) Specific funding areas wthin the appropriation
ROT&E are:

1 QGvilian personnel costs for personnel assigned
to RDT&E functional divisions/branches/sections, including those
whose functions are primarily RDT&E related to the Headquarters,
Devel opnent  Center.

2 Equiprment related to the RDI&E effort.
3 Telephone toll costs related to the RDT&E

effort.
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4 Contracts for reproduction equipnent and
automated data s-ystens equipnent.

5 Consumable supplies for all RDI& functional
di vi si ons/ branches plus costs associated wth reproduction.

6 TAD directly related to the RDT&E effort.

7 Mtor Transport costs and other support-type
services related-to the RDI&E effort.

8 Maintenance requirenents for initiating
scenari os except-when the decision is nmade to use a contractor to
perform revi ew update.

(d) Qperating budgets wth supporting data wll be
submtted in accordance with the instructions contained in the
current edition of MIDECO P7110.3. The estimates wll reflect
total operating costs wthin "Qperations and Maintenance, Marine
Cor ps. "

(e) Instructions relative to a separate budget
submi ssion under the appropriation.RDT&E will be pronulgated
under separate cover.

(f) Estimates for stock fund support wll be
reflected separately for "QOperations and M ntenance, Mar i ne
Corps' (less reinbursable) and RDT&E (reinbursable).

(2) Subcost Centers 33 and 37 - Director, Education Center

(a) Qperation and nmaintenance expenses include the
below listed specific areas for Program MII, Program El enent
84731M.

1 GCeneral operational funding, paragraph 2102,3a.

2 Costs in support of education in comunication
command and staff duties.

3 Costs in support of conputer sciences training
and educati on.

4 Mlitary personnel adm nistration/billeting
fundi ng, paragraph 2102.333.

5 Second echelon nmaintenance support of
communi cation/ el ectronic equipnent belonging to the Oficer
Candi dates School .

(b) Procurenent, Mrine Corps includes Cass 3 and 4
plant property itens costing $5,000 or nore, as required.
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_ (3) Subcost Center 5 A2, 10, 12 41, 45 47 and 49 -
Director, Educatron Center

(a) Operation and maintenance expenses include the
lg%g\ivmlisted specific areas for Program MVII, Program H enent

1 Ceneral operational funding, paragraph 2102.3a.

2 Qperation of the Staff Nonconmi ssioned Cficers
Acadeny.

3  Counterinsurgency instruction.
4 Foreign l|anguage training, including

mai ntenance and Tprocurenent of |anguage books, bilingual

dictionaries, foreign I|anguage docurments, blank'tapes, and
electrical teaching aids.

5 Qperation of the Instructional Managenent
School .

6 Board for Academc Advisors.

_ 7 Traveling instruction team including funds
required to support the travel expenses of team menbers and
aircraft crews, and costs of preparing presentations.

8 Al costs in support of |eadership instruction.

(b) Reinbursable funds include the infornmational
program and extraordinary expenses for foreign mlitary personnel.

(c) Procurenent, Marine Corps expenses include J ass
3 plant property items costing $5,000 or nore, as required.

(4) Subcost Centers Al and 07 - Assistant Chief of Staff,

Reserve Affairs

(a) Qperation and naintenance expenses directly
associated with the support of the Mrine Corps Reserve Training
Program under the operational control of the Conmandant of the
Marine Corps, which are funded on a reinbursable basis. Reimburs-
able funds include the below specific funding areas wthin
Program V and Program VI, Subcost Center A:

1 Consunabl e expendabl e supplies.

2 Tenporary additional duty, related to SMRIRR

matters.
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3 Procurement of mnor plant equipnent having an
estimated or actual initial acquisition cost of less than $3,000.

4 Commercial telephone toll costs (Program
El ement 85795M) .

(b) Specific expenses chargeable to Program Elenents
85795M and 85796M Subcost Center 07 include:

_ 1 Commercial telephone rental, installation, and
instrunent noves-(Program El enment 85795M.

2 Mlitary personnel services (Program El enent
85796M) . B

3 Training materials in support of the MCJROIC
Program (Program El enent 85796M) .

4 Tenporary additional duty related to the
MZJROTC  Program -

(5) Subcost Centers 08 and B6 -~ Director, Education
Center (Commanding OTficer, The Basic School)

(a) Qperation and naintenance expenses chargeable
include the belowlisted specific areas for Program VI, Program
El ements 84731M and 85795M

1 General operational funding, paragraph 2102.3a.

2 Mlitary personnel adm ni stration/billeting
funding, paragraph 2102.3b.

o 3 Developnent, preparation and execution of
training prograns, directives, orders, and field exercises of
newy assigned conmssioned officers.

4 Operation of bachelor quarters for student

of ficers.

5 Training, billeting, dining facilities
adm ni strati on, and general welfare of assigned enlisted
per sonnel .

6 Suitcases within the allowances prescribed in
the current edition of MCO P4400.19.

7 Field fortification materials consuned in

training students, and for inplenmentation of new techniques and
concepts.
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Budget estimates in support of calibration of
radiac equi prent - (to be submtted to Assistant Chief of Staff,

Facilities (Support Dwvision) for funding).

Petroleum oil, and lubricants for operation of
tanks and landing vehicles tracked (LVT).

10 Field exercises, denonstrations, and special
events as scheduled,

11 Replacenent of supplenental clothing allowance
of two sets of utilities for drill instructors.

12 Provide 125 sets of 782 gear, including body
arnmor and protective nasks for rifle squad conpetition.

13 Travel and per diem costs for periods of up to
two weeks on Tegularly scheduled basis for naval aviators/
naval flight offlcers to counsel and brief The Basic School/
Oficer Candidates School classes.

_ 14 Travel and per diem for instructional teans in
the Flight Training Program to |ecture each Basic School/Oficer

Candi dates School cl ass.

15 Second echelon nmaintenance support of o
communi cation/ el ectronic equi pment belonging to Wapons Training
Battalion,

_ 16 Travel of TBS choir if governnent
transportation is not available.

(b) Procurenment, Marine Oorgs expenses for Odass 3
and 4 plant property itens costing $5,000 or nore, as required.

(6) Subcost Center A6 and 09 - Director, Education Center
(O ficer Candidates School)

_ ( ? qJeratlon and mai ntenance expenses chargeable
include the belowlisted specific areas of Program M1, Program
El enents 84772M and 85795M

1 Ceneral operational funding, paragraph 2102.3a,

_ 2 Mlitary personnel admnistration/billeting
funding, paragraph 2102.3b.

_ 3 Training costs in prepari ng of ficer candidates
for appointnment To commssioned grades including mlitary
instruction, |leadership instruction and physical training.

4 Qperation of training detachnment, Canp Upshur.
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5 Field fortification materials consunmed in
training students and inplenentation of new techniques and
concept s.

6 Replacenent of supplenental clothing allowance
of two sets of wutilities for drill Instructors.

(b) Procurenment, Marine Corps expenses include d ass
3 plant praperty items costing $5,000 or nore, as required.

(7) Subcost Center 11 - Director, Education Center (NCO
Leadership School)

(a) Qperation and nmaintenance expenses chargeable
include general operational funding, paragraph 2102.3a, Program
El ements 85795M and 85796M

(b) Procurenment, WMarine Corps expenses include d ass
3, plant property itenms costing $5,000 or nore, as required.

(8) Subcost Center J3 and 04 -~ Director, Doctrine Center

(a) The Director, Doctrine Center is responsible-for
devel oping doctrinal concepts, witing doctrinal Iliterature, and
reviewing, maintaining and publishing doctrinal publications.
Specific funding areas wthin the appropriation Qperations and
Mai nt enance, Marine Corps, Program El enments 65854M and 85795M are:

1 Mlitary services (Program El enment 65854M.

2 Rental, installation and disconnection fees for
t el ephones (Program El enent 85795M).

(b) Procurenent, Marine Corps expenses including
nontechnical dass 3 and 4 plant property itens having a unit
cost of $5,000 or nore, as required.

(c) Specific funding areas within the appropriation
RDT&E are:

1 Gvilian personnel costs.
2 Tel ephone toll costs.

3 Contracts of equipnent.
4 Consumable supplies.

5 TAD.

g Cost of support-type services.
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(9) Subcost Center 18 - Assistant Chief of Staff,
Conptrol |l er

_ (a) Qperation and nmaintenance expenses chargeable
include general operational funding, paragraph 2102.3a, Program
Elenents 85795M and 85796M.

(b) Procurement, Marine Corps expenses include dass
3 plant property items costing $5,000 or nore, as required.

(10) Subcost Center 20 = Assistant Chief of Staff,

Manpower

_ (a) Operation and maintenance expenses chargeable
include the following specific areas, Program El enents 85796M and
85795M:

1 Ceneral operational funding, paragraph
2102, 3a.

2 Command-wi de funding, paragraph 2102,3C.

3 Travel of personnel including the follow ng:
a Headquarters Division.
b Career Services Division.

c Adjutant Division.

R

Ofice of the Staff Judge Advocate.
e Civilian Personnel Division.
£ Mlitary Personnel Division.

4 Qperational funding for Famly Service Center
and the Equal Enploynent Cpportunity Branch.

(b) Procurenent, Mrine Corps expenses include d ass
3 plant property itens costing $5, 000 or nore, as required.

(11) subcost Centers BA, BB, BC BD, BE BF, and BG =
Assistant Chief of Staff, Mnpower (Quantico Dependents' School
System

(a) Qperation and naintenance expenses for the
Quantico Dependents' School System will be on a reinbursable
basis in anmount justified under the requirenents established by
the Departnent of Defense and as anplified by the Commandant of
the Mirine Corps. The data submtted for Departnent of Defense
will support the operating budget requirenents.
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(b) Departnent of Defense account expenses include
the below listed specific areas:

1 Admnistrative costs including salaries of
educational and Dbusiness admnistration personnel, clerica
personnel, travel and supplies and materials used for
adm ni strati on.

2 Instruction costs including salaries of the
instructional staff, clerical assistants, textbooks, library
books, teaching supplies and mscellaneous expenses for diplonas,
commencenent exercises, assenbly speakers, and nmaterials and
expenses connected wth school Ilibraries excluding school library
books and salaries.

o _ 3 Auxiliary services (other) including the
adm nistration of health services, nedical and nurse services

which are not instructional issued to indigent pupils, and direct
expenditures from school funds for extracurricular activities.

4 Auxiliary services (transportation) including
transportation furnished by governnent-owned and publicly-owned
vehi cl es.

5 Qperation of plant including salaries of
custodi ans, custodian helpers, engineers, fuel, janitorial and
buil ding supplies.

6 Maintenance (repairs) of school plant
including repairs to buildings, grounds and equipnent. Excl udes
maj or inprovenents which increase the value of the plant.

7 Fixed charges allocated to pupil cost
including paynents nmade by an admnistrative unit from current
funds to retirenent funds, insurance premuns for enployees and
for bond fidelity, premuns for worknen's conpensation, sickness
all owances, and rent for use of property necessary for school
pur poses.

(c) Upon receipt of instructions from the Departnent

of Defense, the Comrandant of the Marine Corps wll issue
gui dance on the preparation of budget estinates. The budget
.-estimates will be submtted via the Assistant Chief of Staff,

Manpower to the Assistant Chief of Staff, Conptroller not |ess
than two weeks before the scheduled due date for further

subm ssion to the Commanding GCeneral for approval and forwarding
to the Commandant of the Marine Corps. The qguidance wll

normally be received in the Miwy-June tinmefrane with a due date in
m d-Jul y. The School board will be provided a copy of all budget
esti mat es. Program ojective Menorandum requirements wll be
submtted using the identical methodology as budget subm ssions.
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Rl, R2, KA2) 4Bubb@st5Cenbdr @nd57936, A5, A7, AS, A9, B9
= Assistant Chief  of aff,

Facll1tiles

_ (a) Operation and naintenance expenses include the
below listed specific funding areas, program Henments 85794M,

85795M and 85796M:
1 General operational funding, paragraph 2102,3a.
2 Command-wide funding, paragraph 2102.3c.
o 3 Materials, supplies and services for operation
of the utility plants, wistribution Systens, naintenance shops
and equi pment.

. 4 Procurement of heavy equipnment requirenents
for range naintenance and forest fire control.

5 Myvenent and placenent of portable bleachers
for parades, reviews, demonstrations and training prograns.

_ 6 Fuel oil required in the operation of the
steam generating plant at the Marine Corps Ar Facility.

7 Nunber 6 oil to be consuned at the Central
Heating Plant.

|co

Qperating costs of the Navy Mdical dinic.

9 Al fuel wused in heating buildin%s, to include
the Buffalo Area, "Dock Area (Bldg. 3215), Bldg. 3230, Wapons

Training Battalion, and The Basic School.

10 Coordinate man-hour requirements and
estimated related "Costs for civilian and mlitary labor, material
and equipnent rental costs for recurring, nonrecurring, and
i nproverment projects within the Famly using Program Al so,
coordinate estimates for wutilities and mscellaneous services.

Rei mbursable famly housing requirenents wll be coordinated
prior to submssion of budget estimates to the Conmanding
CGeneral . Coordinate costs i1n support of the authorized 3.5

percent  supervision, inspection and overhead (SICH costs for all
activity awarded repair contracts including exterior painting,
and an additional 3 percent contract admnistration charge on all
CGficer in Charge of Construction (0ICC)/Resident Officer in
Charge of Construction service-type contracts.

_ 11 Qperating costs of any equipnment while in use
for production of lumber and tinber products.

12 Purchase of equipnent which is to be used
exclusively for production of lunber and tinber products.
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o 13 Selling expenses such as auctioneer's fees,
advertising, cataloging and expenses involved in attendance at
sales or conferences relative to forestry operations.

_ 14 Costs directly related to the production of
lunber or tinber ~products, such as narking and scaling tinber for

harvesting, purchase of seedlings, and the preparation of |and
for planting and planting operations.

15 Reinbursable procurenent of office supplies
for the office of the RACC

16 Third and fourth echelon maintenance and
repair of generators.

o 17 Janitorial services, supplies and equipment
within common areas including hallways, stairways, |ounges and
| obbi es.

18 Maid services, provided for the cleaning of
roons occupied by transient or tenporary additional duty
personnel wll be budgeted and funded on a reinbursable basis.

19 Oganizational nmaintenance and PQL for
vehicles (excluding test vehicles assigned to the Devel oprent
Center) organic to the Mtor Transport Branch and other
organi zations not having organic repair facilities.

20 PAL for vehicles utilized by the
Communi cation oOfficers School, Communication Platoon

21 (Qperational costs of governnent-owed
vehicles provided in support of The Basic School Anphi bious
Landing Exercises.

22 Reinbursable motor transport work or
services provided to other activities as requested.

23 Materials/supplies and services for third
and fourth echel onmaintenance of all FM electronics equipnent
repaired, to include radio equipnent located in the Radio
Station.

_ 24 perational costs of the Conmunications.
Branch, including-he naintenance and repair of cryptographic
devi ces.

25 TReimbursable electronics, ordnance,

conmuni cations andoffice nachine repair services provided to
other activities as requested.
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_ 26 Mintenance and repair of broadcast
equi pnent located in the Public Affairs Division.

27 Support of Mlitary Affiliate Radio Station
( MARS) .

(b) Procurenent, Marine Corps expenses include
Qass 3 and 4 plant property itens costing $5, 000 or nore, as
required.

(13) subcost Centers H1, H3, H4, H5, H6, H/, H8, H9, and
HA - Assistant —Chief o0f Staif, Facilities (Housing Services
Division)

(a) Qperation and naintenance expenses for famly
housing will be on a reinbursable basis in anmnounts justified
under Fam |y Housing, Navy and Mrine Corps (FHN&MC). The data
submtted for the FHN&MC will support the operating budget
requirenents.

(b) Famly Housing, Navy and Marine Corps expenses
include the below listed specific funding areas:

1 General operational funding, paragraph 2102.3a.

2 Services to include change of occupancy
fumgation when not an occupant responsibility, snow renmoval in
service areas, refuse collection and disposal on the basis of
house pickups on a frequency which does not exceed twice a week.

3 Uilities to include electricity, gas, water,
steam and sewage procured or produced for consunption within
famly housing.

4 The cleaning and maintenance of slip covers,
rugs, drapes and simlar itens are considered to be the nornal
responsibility of the occupant except for oversize or prestige-
type quarters.

5 Mving and handling is |limted to moveable
equi pment, warehousing and renoval of furniture currently in
quarters at the next change of occupancy except for quarters
occupied by the Commanding Ceneral, general officers, exchange
personnel and short term personnel (six months or |ess).

6 Furniture in good condition may be retained in
war ehouse and |oaned to occupants of adequate and substandard
housing if the occupant agrees to pick it up and return it to the
war ehouse upon vacating quarters.
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7 Replacenent of table Ilinen, dishes, glassware,
silver and kitchen utensils for the official quarters of the
Commanding CGeneral, not to exceed $400 per vyear.

8 Recurring nmaintenance and repair of dwelling
units, exterior utilities, surfaced areas, grounds, conmunity
facilities, and athletic and recreational facilities located
within the famly housing area.

9 Inprovenent projects wthin the approval
authority of the Conmmanding Ceneral.

10 Major repair projects.

11 Housing Referral Program costs wll be
applied to the cost classification of "Admnistration® and to the
housing category of "Non-category."

12 Continued maintenance and operation of
i nadequate public quarters. Conpare proposed expenses including
mlitary personnel services with expected incone to ensure that
the cost of operating and naintaining these quarters does not
exceed the expected incone. A detailed spread sheet of estinmated
income to be reviewed wll be provided as a separate budget
exhibit.

13 Cunulative reports of rental collections from
substandard housing through July, Septenber, October, Novenber
and Decenber wll be submtted to the Comranding GCeneral (Code
C 18) by the 10th of the subsequent nonth.

14 Mintenance and repair of naster TV antenna
systenms which conform to DoD criteria.

15 Wilities provided to civilian, foreign
officer and retired officer occupants of governnment-owned famly
housing dwelling wunits, and to personnel utilizing government-
owmed trailer sites.

16 Reinbursable nmaintenance and repair costs.
UWilities, mscellaneous services, and refuse collection and
disposal wll be coordinated with the Assistant Chief of Staff,
Facilities (Miintenance-Division) prior to submssion of operating
budgets to the Comranding GCeneral.

17 Budgets wll include 5.5 percent supervision,
i nspection, and overhead (SIOH) costs for all activity awarded
repair contracts including exterior painting, and an additional 3
adm ni stered service-type contracts.
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_ _ 18 The budget subm ssion under the appropriation
Fam |y Housing, Navy and Marine Corps wll be submtted to the
Commanding Ceneral 1n accordance with the instructions contained
in the current edition of MCO P7100.8, no later than the first
week in Mrch.

(14) Subcost Centers B8 and 46 - Assistant Chief of
Staff, Oper atTons

_ (a) Operation and naintenance expenses include the
below [listed specific areas, Program E erments 85795M and 85796M

1 CGeneral operational funding, paragraph 2102.3a.
2 Command-wide funding, paragraph 2102.3c

_ 3 Reinbursable work for other activities, as
required. -

4 TAD in support to helicopter-borne operations
for the conduct of the Marine Corps Annual Rfle Squad Conbat
Conpetition.

(b) Procurement, Marine Corps expenses include 0 ass
3 plant property items costing $5,000 or nore, as required.

(15) subcost Center 48 = Commanding O ficer, Security
Battalion

. (a) Operation and naintenance expenses include the
bel ow-|listed specific funding areas, Program Eenments 85794M,
85795M and  85796M

1 General operational funding, paragraph 2102.3a.
2 Command-w de funding, paragraph 2102.3~.

3 Mlitary Personnel admnistration/billeting,
paragraph 2102.3b.

. 4 Control of traffic and parking signs. .
Budgeting and funding wll be the responsibility of the Assistant
Chief of Staff, Facilities.

5 Internal Security Network for Marine Corps
Devel opnent and Education Command. This includes new equi pnent
and replacenment costs of existing equipnent. Leased electronics
contracts (radio maint enance? Is a Command-wide responsibility of
the Assistant Chief of Staftf, Facilities (Support Division).
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(b) Procurenent, Marine Corps expenses include d ass
3 plant property items costing $5,000 or nore, as required.

(16) Subcost Center 49, 55, and J5 = Director, Training,
Audi ovi sual , and— Gaming Support  Center.

(a) Qperation and naintenance expenses include the
bel ow-listed specific funding areas, program El enents 85795M,
85796M, and 89790M

1 Ceneral operational funding, paragraph 2102.3¢
2 Technical and |ogistical support for TWEAS and
conputer support for education at this Conmmand.

3 Per diem and travel funds for the East Coast
Motion Picture Unit to include the Calvin Wrkshop annual
instruction, the National Press Photographers Association annual
motion picture "short course”, and the TV Newsnman Canera
Wr kshop. Budget for TAD in connection with the production of
official Marine Corps filnms, Marine Corps training exercises,
denmonstrations, special events, and activities of public
i nformation/interest. Based on past experience, budget for 10
film productions of 10 working days duration each, and assune
nonavail ability of government quarters and nessing facilities for
at least two of these productions. Budget for coverage of at
least two Marine Corps training exercises, and one denonstration

or special event of five days duration each. Budget for TAD and
travel funds in connection with the wutilization of the
instructional television production van. Budget for motion film

and video tape stock in sufficient quantities to record 10
productions of ten working days duration each. Budget for video
tapes in sufficient quantities to allow distribution of two copies
of approximately 20 prograns annually to all Marine Corps training

support centers and training aids libraries (23 |ocations).
Estimate on all prograns wll be one hour in |ength.
4 Costs of still and notion picture requirenents

and photography for television operations.

5 Contract services for nmaintenance of all
i nstructi onal t el evi si on.

(b) The budget year and budget year plus one
requirements for major nonstandard training and audiovisual
support investnent equipnent (unit cost $5,000 or nore) wll be
submtted via the Assistant Chief of Staff, Conptroller no later

than 15 April.
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(c) Procurenent, Marine Corps expenses include 3
plant property itens costing $5,000 or nore, as required.

_ (17) Subcost Center 52 -~ Director, Mirine Corps Central
Design and Programmng ACIIVIly

(a) Operation and rmaintenance expenses include the

below listed specific funding areas, Program HEenents 85795M and
85796M

1 Ceneral operational funding, paragraph 2102.3a.

2 Rental /nmaintenance costs for all ADPE
(including consunmables) wthin the Automated Data Support Facility
and other assigned spaces throughout MIDEC

(b) Procurement, Marine Corps expenses include 0 ass
3 plant property items costing $5,000 or nore, as required.

(18) Subcost Center 54 - Commanding Oficer,
Headquarters and Service Battalion

(a) Qperation and maintenance expenses chargeable
include the followng specific areas, Program E enments 85795M and
85796M:

1 Ceneral operational funding, paragraph
2102, 3a. B

2 Mlitary personnel admnistration/billeting,
paragraph 2102.3b.

3 (perational costs of the Public Affairs Ofice,
Advanced Amphi bious Study QGoup, and telephone rental and civilian
labor (7 billets) for the Marine Corps Miseuns Branch Activities.
Rental and naintenance costs of the [BM 129 Keypunch/ Verifier
Machine wutilized by the Mintenance Integrated Managenent Systems
Section will be a budgeting responsibility of the D rector, MOCDPA

4 Qperational costs of the Conmanding GCeneral,
Marine Corps Developnment and Education Command Headquarters which
includes the Chief of Staff's Section.

5 Travel expenses of the Commanding General,
Chief of Staff, and Staff Secretary, Marine Corps Devel opment and
Education Command.

6 Qperational costs of the Deputy Chief of
Staff/Command Inspector to include the Command Safety Branch.
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7 Budget estimate in support of «calibration of
radiac equipnment (to be submtted to the Assistant Chief of
Staff, Facilities (Support Division) for funding).

8 Suitcases within the allowance prescribed in
the current edition of MCO P4400.19.

o _ _9 Peculiar item logistic support for USMC
Adm ni strative Detachment at Fort Lee.

(b) Procurerent, Marine Corps expenses include d ass
3 and 4 plant property itens costing $5,000 or nore, as
required.

(19) Subcost Centers 57 and B5 ~ Assistant Chief of
Staff, Management  Syst ens/ Conmer ci al ACtivities

(a) Qperations and nmaintenance expenses inclXude the
below listed specific funding areas, Program E enents 85795M and
85796M

|

General operational funding, paragraph 2102.3a.

2 Command-wi de funding, paragraph 2102.3c.

3 Plans/coordinates all ADPE requirenents
organic to the Command (excluding Conputer Sciences School).

(b) Procurenment, WMarine Corps expenses include d ass
3 plant property itens costing $5,000 or nore, as required.

(20) Subcost Centers F1 and 58 -~ Assistant Chief of Staff,

Ser vi ces

(a) Operation and maintenance expenses include the
below listed specific areas, Program El enments 85794M, 85795M and
85796M

1 General operational funding, paragraph 2102.3a.

2 Qyvilian labor hired under appropriated fund
support for the Special Services Program

3 Janitorial services and operating supplies
(expendabl e or consumabl e housekeeping supplies) for the Special
Services Program

4 The Marine Corps Special Services Training
Cour se. The student load wll be approximately 50 students (25
per class) consisting of active duty officers and civilian

personnel in grades GS-7 and above.
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. 5 Property for special services activities, such
as athletic gear, "which is used by or furnished to personnel
participating in special services activities.

6 Tenporary additional duty expenses properly
chargeable to appropriated funds including travel, per diem and
tuition costs for the Special Services Program

7 Replacenent of Appropriation Stores Account
(ASA) centrally procured recreation-type itens.

_ 8 Subscriptions and publications excluding
library books. rLibrary books are funded by the Commandant of the
Marine Corps and purchased by Library Services, Bureau of Naval
Per sonnel ,

9 Itenms of plant property, Qass 3, regardless
of unit cost if used primarily in support of the Special Services
Program

10 Conmmand Qubs Division.

_ 11 Essential feeding at the Comm ssioned
Gficers Club.

(b) GCentral procurenent (Asa) estinmates for the
budget year and budget year plus one for initial procurenent of
appropriation stores account-type itens by Headquarters, Marine
Cor ps. Submt to the Commanding General by 15 June, a separate
annual requisition for athletic and recreation equipnment (ASA
itens for initial procurenent only). Replacement of itens
initially procured under AsSA wll be an Q& MC responsibility.
If ASA-type athletic or recreation equipnent is not required, a
negative NAVMC 10271 will be submtted and wll show the total
quantity of each item received through the ASA program  The
estimates for initial ASA-type equipnment do not constitute a
noney change against funds granted under the Qperations, Marine
Corps appropriation, but are recorded as a statistical charge
against  such funds.

(c) Procurement, Mrine Corps expenses include 0 ass
3 plant property costing $5, 000 or nore excluding plant property
used primarily 1n support of the Special Services Program In
order to be considered an "investnent" item for funding under the
appropriation "Procurenent, Marine Corps", it nust be an item
wth a unit cost of $5,000 or nmore and its usage be in
connection with special services as a _secondary function.

(d) Adequate prograns and facilities to carry out
the policy of providing a well-rounded norale, welfare and
recreational program are provided, operated and nmaintained in

part through financial support by appropriated funds.
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Appropriated fund support for the Commssioned Oficers' Mess

(Open), Marine Corps Exchange, Staff Nonconmissioned Oficers'
CQub and the Enlisted dub include the follow ng:

1 CGvilian labor for enployees paid from
appropriated funds to provide conmand executive supervision at
the nonappropriated fund activity.

2 FEducation and training including the
attendance of enployees paid from appropriated funds at DoD or
service sponsored schools, semnars, or courses provided by
private institutions.

3 Travel of enployees paid from appropriated
funds when the travel is related to comand supervision and is
approved by an authorized official.

4 Data automation services needed for command
super vi si on.

5 Comuni cation services including telephone,
AUTODIN, AUTOVON, and public address systenms when used to support
the command managenent function.

6 Printing and reproduction services required to
provide data and information essential for comrand supervision.

7 Maintenance and repair of facilities,
including the recurrent, day-to-day, periodic, or scheduled work
required to preserve or restore a facility, its installed
equi pnent and premses to a condition in which it my be utilized
effectively. Except for the Special Services Dvision, this does
not include work done for purposes peculiar to the nonappro-
priated fund activity (i.e., creation of a pleasant atnosphere).

8 Appropriated funds nmay be used for wutilities,
including electricity, water, gas, steam refrigeration, air
condi ti oni ng, conpressed gas and the installation of nmetering
devices for any of these itens within enlisted dining facilities
and the essential feeding portion of officers dining facilities.
Uilities utilized within the Mrine Corps Exchange services wll
be provided by nonappropriated funds.

9 Common services, to include pest control,
sewage disposal and trash and garbage disposal.

10 Custodial and janitorial services, including
manpower, supplies and equipment used may be provided by appro-
priated funds wthin enlisted dining facilities and essenti al
feeding portion of officers' dining facilities. Jani tori al
services within the Mrine Corps Exchange wll be provided by
nonappropriated funds.
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11 Consunable supplies and materials when in the
performance of command Supervision.

. 12 Equipnent, furniture and furnishings used in
the operation of anonappropriated fund activity.

. . 13 Maintenance of authorized governnent-owned
equi pnent issued to and used by a nonappropriated fund activity.

14 The use of governnent-owned and notor pool
control l ed passengér and cargo notor vehicles when approved by

the Commanding General. Marine Corps Exchange use of government-
owned notor vehicles wll be provided by nonappropriated funds.

(21) Subcost Center 59 = Command Chapl ain

(a) Qperation and naintenance expenses include the
below specific funding areas, Program Eenments 85795M and 85796M

1 General operational funding, paragraph 2102.3a.

2 Command religious prograns.
(b) Procurement, Marine Corps expenses include class
3 plant property items costing $5,000 or nore, as required.

(22) subcost Centers B1, B2, B3, J8, J9, 56, 60, 61, 63,
64, 65 and 66 - Assistant Chief of Staff, Supply. Cperation and
mai nt enance expenses include the belowlisted specifiec funding
areas, Program E ements 85795M and 85796M

(a) Ceneral operational funding, paragraph 2102.3a,.
(b) Command-wi de funding, paragraph 2102.3~.

(c) Replacenment of sheets, pillowases and mattress
covers worn out through normal use wthin the laundry operation.
Provide estimates to naintain a level of 10,000 sheets and 5,000

pillowcases to process on an even exchange basis wthin targeted
f unds.

(d) Training costs of civilian and mlitary
ersonnel attending the American Institute of Laundering courses,

Ilinois, and the National Institute of Dy eaning Mnagement
Course, Maryland.

(e) Reinbursable work or services for other
activities, as required.

(f) Cost of meals provided MCIROTC groups based on
the rate paid by enlisted personnel in a commuted ration status.
perations and Mintenance, Marine Corps funds wll be utilized
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for reimbursing the Mlitary Personnel, Marine Corps appropri-
ation. The MIJROTC group nenber wll not pay for the cost of

meal s:  however, those personnel serving in an official position
with the groups are required to pay the rate for officers and

authorized civilians not receiving a per diem allowance.

(g) Initial estimates wll be submtted for Project
31, Mlitary Personnel, Marine Corps, Subsistence-in-Kind and
quarterly updates thereto via the Assistant Chief of Staff,
Conptroller,

_ (h) Initial estimates wll be submtted for stock
fund requirements (less commssary store operation) in accordance
with Commandant of the Marine-Corps directives.

(i) Commssary Store Alotnment Request/Financial

Plan will be submtted for nerchandise for sale, purchase of
capital assets and operational expenses under the Mrine Corps
Stock Fund. Capital investnent itenms wll be included-wthin

this plan, as required.

(jy Procurenent, MNarine Corps expenses include J ass
3 plant property items costing $5,000 or nore, as required.

(k) Gvilian labor on a direct basis in support of
the commssary store operations wll be budgeted and funded under
Program Elenent 72891M

(23) Subcost Center B7 and 74 - Commanding Oficer,
Weapons Training Battalion

_ (a) Qperation and maintenance expenses include the
belowlisted specific funding areas, Program El enents 85794M,
85795M and  85796M

1 Ceneral operational funding, paragraph 2102,3a,

_ 2 Mlitary personnel admnistration/billeting
funding, paragraph 2102.3b.

3 Managenment of the preservation, packaging, and
packing of rifle team equipnent.

4 Match Marksmanship Program and Competition-in-
Arms mat ches.

5 Rfle team equipnment for the Mrine Corps,
match conditioning, repair and rebuild weapons, |oading of
amuni tion, eval uation, test and developnment of weapons/
amunition systens.

6 Special weapons spares in support of rifle
team equipnent.
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_ 7 Travel, per diem and entry fees for this
Command's Rifle and Pistol Team

_ 8 Mintenance of fixed firing ranges at Calvin
A Lloyd Rfle Range, to include moveable items, such as center
line stands, ready in line narkers, nunbers blocks, amunition
arnorers' tables and student bl eachers.

o 9 Equiprment required for the nenbers of the
Amunition Storage Area (AsA) Quard Detail. Leased electronics
contracts (radio maintenance) is a Command-w de responsibility of
the Assistant Chief of Staff, Facilities (Support D vision).

10 Routine support of Mrine Corps shooting
t eans.

. 11 Eastern Division, Marine Corps and inter-
service matches.

_ _ 12 Costs to waterproof and glassbed MO sniper
rifles received from other storage areas.

- (b) Requirenents for target frame wll be submtted
to the Assistant Chief of Staff, Facilities.

(c) On or before 1 Decenber, submt to the
Commandi ng Ceneral cost estimates for procurement of ASA
principle end itens, commercial match amunition, special shotgun
ammunition and match ammunition conponents for the forthcom ng
fiscal year and five subsequent fiscal years for the Marine Corps
Team and the Marine Corps Reserve Shooting Team in accordance
wth the current edition of Mco 8373.2,

(d) Costs specifically identifiable to the Marine
Corps Reserve Shooting Team while at this Command and for gallery
chanpi onship matches will be budgeted in Program V.

(e) Procurement, Marine Corps expenses include 0 ass
3 and 4 plant property items costing $5,000 or nore, as
required.

(24) subcost Centers 25, 26, 27, 89 and J4 = Conmanding
Oficer, Mrine Corps Ar Facility

_ (a) Qperation and maintenance expenses include the
below listed specific funding areas, Program E enents 85795M,
91212M, 91294M and 91296M

1 Ceneral operational funding, paragraph 2102.3.

_ 2 Mlitary personnel admnistration/billeting
fundi ng, paragraph 2102.3b.
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3 TAD relative to the executive mssion.

(b) Procurerment, Marine Corps expenses include O ass
3 and 4 plant property items costing $5,000 or more, as
required.

(c) Oficial representation expenses for "Contin-
gencies of the Navy" wll be wthin the limtations prescribed.

(25) subcost Center A de-de-Canp. Oficial representa-
tion expenses for "Contingencies of the Navy" requests for funds
will be wthin the limtations prescribed in pertinent direc-
tives. Program funds authorized wll be available for obliga-
tions for the period 1 Cctober through 30 Septenber. This
action has the effect of placing the authorization on an annual
basis and elimnates submssion of requests to have a current
quarter allotnent decreased and any subsequent quarter increased
by a like amount. Requests for changes in annual allocations
are to be submtted wth justification prior to 1 July-of the
current fiscal year for inclusion in the next fiscal year
apportionnents.

2103. BUDGET  REQU REMENTS -

1. Fund admnistrators (program managers) wll submt fisca
quarterly estimates of annual fund requirenents in accordance
with the schedule established in paragraph 2101 unless otherw se
directed. Separate estimates are required for current year
budget year and budget year plus one for each program elenent/
accounting project for which the fund admnistrator (program
manager) has funding responsibility.

2. Fund admnistrators' (program managers') current year budget

estimates wll consist of actual conmtnents/expenses to date
conbined with an estimate for the remainder of the fiscal year,
Funds in excess of requirements wll be reported for immediate
wi t hdrawal .

3. Budget year and budget year plus one estmateswi || be based

on current up-to-date mssions, experience data, known plans and
programs, and the Commanding General's budget guidance.

4, Mlitary and civilian personnel requirements for the budget

year and budget year plus one wll be based on nanning |evels
assi gned.
5 It has been noticed in past budget submssions that requests

for fund allocations have been prorated equally anong the four
quarters of the fiscal year. Such practices indicate that
consideration is not being given to the tenpo of operations. For
example, costs for wutilities operations, groundkeeping, |aundry
services, or other seasonal type operations are normally
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concentrated in a given quarter with resultant need for nore
funds during peak periods. Conversely, reduced operations in a
given quarter should be reflected by a reduction of funds in that
quarter.

5. Past experience reveals that numerous requests for services
are placed upon the Facilities Departnent (Maintenance D vision)
after the beginning of a fiscal year. Since these requirenents
are not submtted on a timely basis to allow for inclusion in the
pl anned mai ntenance managenent program they can only be accom
plished at the expense of a programmed requirement. Each fund
admnistrator (program nanager) wll be responsible for the
subm ssion of requests for work/services to be performed by the
Maintenance Dvision to the Assistant Chief of Staff, Facilities
in sufficient time to allow for the orderly programmng of funds
in the mdyear review of funds or the annual budget request.
Failure to do so may result in a charge to the requester of the
services, rather than the Facilities Departnent. Fund author-
ization adjustnments wll be nmade by decreasing the requesting
organi zation's and increasing the Facilities Departnent's
(Maintenance Dwvision) total authorization. Transfers wll
include estimated |labor, materials and equipnent rental
consistent wth current costing nethodology. Transfers nust
exceed a total cost of $500 per job estimate for organizations
funded wthin Program 8.

2104.  PLANT PRCPERTY REQU REMENTS

1. Definition. The term "plant property item denotes a unit of

plant property acquired to perform or assist in the perfornmnce
of a specific function.

a. Plant property Oass 3 includes all Navy-owned personal
property of a capital nature which neets the following criteria:

(1) Equi prent which has a unit cost of $5, 000 or nore
and electronic test benches and layout tables used in printing
plants regardless of first cost.

(2) Equiprent which has an expected normal useful life of
one year or nore.

(3) Equiprment which is not altered beyond further use as
an equipment item in performance of work wthin its designed
capabilities.

(4) Equiprent which is not consuned in the performance of
its work.

(5 Equipnment which is not in stock within the supply
system
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(6) Equi pment which does not, by the nature of its
instal lation or wusage, form an integral part of a building or
structure, including portable generators. P ant property dass 3
does not include ordnance equipnent, special tools, handtools,
equi pnent purchased wth nonappropriated funds, office and
classroom fturniture (other than insulated conbination |ock safe
files), books, and specialized equipnent for research and
devel opment  projects.

b. Plant property dass 4 includes all itens having an
initial acquisition cost of $5,000 or more within the Production
Equi prent/ Standard Commodity dassification Codes listed in the
Navy Conptroller Mnual, paragraph 036402. Equi prent consi dered
plant property, dass 4, includes, but is not |limted to, netal
working machinery, optical instruments, photographic equipnent,
refrigerators (reach-in and walk-in), and conpressors.

2. Categories. Under the concept of operating subsystens,
personal property is divided into two categories as follows:

a. Expense. Itenms costing less than $5,000, known as ninor
property, are budgeted and funded as expense-type itens wthin
the Qperations and Mintenance, Mirine Corps Qperating Budget.
Mnor property itenms include office equipment, furniture,
furnishings, handtools and classroom furniture for which no
advantage is derived from specific identity reporting. Special
services items, regardless of unit cost, used in support of the
primary mssion wll be budgeted and funded as expense-type itens.

b. Investnent, Itens costing $5,000 and over, known as
plant property dasses 3 and 4, are budgeted and funded as
investnent-type items wthin the Procurenment, Mrine Corps

appropriation, Investment-type itens are major end itens of such
inmportance to the operating readiness that they are subject to
continuous, centralized, individual item nanagenent and asset
control until wearout and disposal. In order to be considered

investnent-type itens, special services itenms nust have a unit
cost of $5000 or nore and usage in connection wth special
services must be a secondary function.

3. Installation of Plant Property Equipnent. Installation costs
of both expense-type and investnent-type itens of equipnent, when
performed by station personnel or by a separate local contract,
are to be included in the operating budget chargeable to
"(perations and Maintenance, Mrine Corps." The costs of
installation of investnent-type itens funded under "Procurenent,
Marine Corps” wll be charged to "Procurement, Marine Corps" only
when the procurement contract includes installation by the
contractor. Mnor construction or alteration costs required in
connection with the installation of investnent-type itenms are
chargeable to "Qperations and Mintenance, Marine Corps." Fund
.administrators (program nanagers) wll obtain installation costs
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prior to procurement and utilize the cost which is in the best
Interest of the governnent, If installation is performed by the
Mai ntenance Division and the cost is less than $500, it will be
budgeted and funded by the Assistant Chief of Staff, Facilities.
If installation is performed by the Mintenance Division and the
cost is $500 or nore, it will be budgeted and funded by the
requester. The cost of installation of new or replacenent-type
equipnent wll be included under Functional Category D1 (other
than reinbursable accounts) or DZ (reinbursable accounts).

4. Expense Henment to be Used Wth Mnor Property. The Expense
Element W WTT Dbe USed to rdentify coStS Of expense-type itens
(less than $5,000). Procurenent docunents for investnent-type
items ($5,000 or nore) will not reflect an expense elenment since
the Procurement, Marine Corps account is not wthin the concept
of operating subsystens and does not require the use of job order
numbers.

5. Justification. Each expense-type item and each investment-
type item of plant property will be supported by full justifi-
cation in accordance with the current edition of MDECO 10460. 2.

Justification will be stated in terms of the age, condition,
excessive nmaintenance cost, part problens, replacenent versus
repair, nodernization, training, and allowance identification,

Condition code or age alone is not sufficient justification and
nust be supported by economc aspects. The statenent "worn out
in service" is not adequate justification. In addition, each
item will be supported by a statement to indicate the inpact on
operations if the required item is not funded.

6. Budget Submission Requirement. Fund admnistrators (program

managers) wll submt requirenents for investnent-type itens of
equi pment in accordance with a MXDDEC bulletin in the 7110 series
issued each year. Expense-type itens of equipnent wll be

budgeted and submtted in accordance with the current edition of
MCDECO P7110.3.
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CHAPTER 2
BUDGETI NG
SECTION 20 BUDGET EXECUTI ON

2200.  GENERAL. The basic intent of the establishnent of fund
adm ni strators (program managers) is to inprove the nanagenent of
resources, and provide a direct and nore effective |ink between
the allotnent or operating budget holder and his organizational
conmander s. The following delineates areas of funding/budgeting
responsibilities:

1. Levels of Decisions. There are three levels of decision-
makers  which have the authority and responsibility for making
recommended changes to funding and the operating budget. These
are:

a. Alotnent/operating budget hol der.
b. Fund admni strators, .
c. Program nanagers.

ghle extent of this authority is set forth in paragraphs 2 and 3
el ow.

2. Alotnent/Qperating Budget Holder. The responsibility to
issue formal fund changes rests wih the Commanding Ceneral. The
Commanding Ceneral nmay issue any funding/budgeting-changes wthin
the authority promulgated by the Commandant of the Marine Corps.
The Conmanding Ceneral reserves the authority to transfer
resources between the fund admnistrators (program nanagers).

3. Fund Admnistrators (Program Managers). The responsibility
to realign up to $I,000 per category of expense per nonth wthin
operational cognizance rests wth the fund admnistrator (program
manager) wthin the constraints and limtations contained in the
operating budget and paragraph 2202. Wen the cognizant fund
admnistrator (program manager) determnes that a realignment of
funds is necessary, the followi ng procedures apply (funding
real i gnment does not apply to RDT&E funds):

a. Fund Realignnent Under $1,000. A witten request (in
duplicate) wIlT Dbe submtted to the Commandins Ceneral, to
include the cost account nunber, the category-of expense
{civilian l|abor, naterials, other contracts), the dollar anount,
and a brief narrative justification as to why the funds were
real i gned. Reports, as required, will be submtted by the
twentieth of the month during the nonth in which funds were
real i gned.
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b. Fund Realignnment Over $1,000. A witten request (in

duplicate) wlIl be submtted to the Commanding Ceneral, in the
format contained in Appendix F.  The fund adninistrator (program
manager) wll be notified by telephone, wth confirmation in

witing, of action taken by the Commanding GCeneral.

2201. FI NANCI AL PLAN. The funds received by the Commandi ng
General during each fiscal year are normally less than the
amounts required and requested in accordance wth an inposed
financial ceiling. Distribution of funds of fund admnistrators
(program managers) is based on the anmount of funds received
conpared with those requested by'quarters, changes in plans and
prograns since budget estimate subm ssions, and other known
factors. The Assistant Chief of Staff, Conptroller recomends
distribution of funds to fund admnistrators (program nanagers)
for approval by the Commanding General. A separate financial
plan will be developed for RDT&E funds.

1. Updating Operations and Mintenance, Marine Corps (O&M,MC)

Qperating Budgets. Program changes, slippages, or other reasons
wll arise which necessitate changes to the approved financial
plan... . To mnimze anendnents, all approved financial plan
changes wll be acconplished once each nonth. Upon approval of
fund realignnents, and after the changes are incorporated, an
amended operating budget wll be issued.

2. Fund Availability. In certain operating prograns, funds are

received in the first quarter for the entire fiscal year;

however, funds allotted for subs-equent quarters are not available
for- commtrent until the first day of the quarter for which they
are allotted. Uncommtted funds at the end of the first, second,
and third quarters are generally available for commtnent in the
succeeding quarter. However, within Qperations and Mi ntenance,
Marine Corps, reductions nmay be made by the Comranding General in
future quarters if fund admnistrators (program nanagers) fail to
execute established financial plans.

3. Continuous Review of Financial Pl an. The estimates submtted
in fund requests represent the financial plan for the budget

year. The-rate of expense wll be constantly and systematically
reviewed to determne how well the plan is being acconplished,
and-whether-the -avail abl e----expense authority is sufficient to
fulfill the fund admnistrator's (program nanager's) essenti al
prograns. Fund admnistrators (program managers) who determ ne
that insufficient funds/expense authority exist or funds/expense
authority are in excess of needs, should imediately notify the
Commanding General in order that a review and adjustnment of the
overall Marine Corps Developnent and Education Comrand financi al
plan may be nade. Fund admnistrators (program managers) are not
authorized to divert funds through reallocating to itens stated

as deficiencies in the budget estinmates; prior approval nust be
obt ai ned.
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2202. CONSTRAINTS AND LI M TATI ONS

1. The operating budget establishes the recipient as fund
admnistrator (program manager) for the funds authorized in the
acconplishnent of assigned mssions. Authorization to incur
obligations wll cover the period 1 Cctober through 30 Septenber.

2. The operating budget does not constitute an official
sub-al lotment of funds. The Conmanding General, grantor of the

operating budget, retains the technical limtation for all
funding transactions covered by the operating budget.

3. The fund admnistrator (program nanager) is responsible to
the Commanding Ceneral for any act on his part which may
over-obligate or over-expend the operating budget. Amounts
indicated for expense for each quarter wll not be exceeded
wi thout specific prior approval of the Commanding Ceneral. Funds
not utilized within a quarter nmay be carried forward to the
succeeding quarter(s).

4.,  The operating budget is not additive to any funding
previously provided by the Comanding General and is issued for
the sole purpose of providing financial authority required for
operational costs.

5. Qvilian labor funds are available for expenses of civilian
personnel . Redi stribution of expenses between civilian |abor and
material s/other is not authorized wthout prior approval of the
Commanding  Ceneral .

6. Mlitary services funds are available only for expenses of
mlitary personnel at current standard rates. The cost of
mlitary transients, patients, prisoners, and personnel assigned
as students or trainees are excluded. Also excluded are
permanent change of station novements and support of foreign
personnel .

7. Periodic managenent reports for information and use in the

administration of the operating budget will be provided. Fund
admni strators ?pr ogr am rranagers) will be prepared to provide
justification of variances between planned and actual expenses

within the operating budget.

2203. REPORTS ON UNPROGRAMMED COBTS. Extraordinary  situations
frequently result 1n expenses above those initially planned and
programmed in annual budget estimates. Fund admnistrators
(program nmanagers) shall establish procedures to accumlate
unprogrammed expenses directly related to extraordinary
situations, and be prepared, upon request, to submt financial
and descriptive information relative to the situation.
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2204.  PROERAM ANALYSI S

1. General. Program analysis is the admnistrative action
necessary to determne that approved prograns, budget plans and
schedul es are bein? performed as planned.' Program analysis is
allied to budget fornulation and execution. The primary elenents
incorporated into the actual analysis are representative of the
elements wused in the budgeting process. Program analysis

involves the follow ng:

a. Review and analysis of operating fund requests.
b. Approval of fund adjustnents.
c. Developnent of plans for reprogramm ng.

d. Review trend of program by tracking obligations and
expenses.

~e. Confer with fund admnistrators (program managers) to
di scuss problem areas and to develop and reconmend courses of
action.

f. Furnish basic recommendations as to financial conditions
and ability of operating units to neet program objectives.

g. Investigate deviations from plans and arrange for
corrective action.
2. Conferences. Personnel performng in the program analysis
area WII confer, as required, with personnel of the various

centers, organizations and activities in natters pertaining to
utilization of funds, manpower, naterials and services used or

furni shed.
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CHAPTER 3
ACCOUNTI NG
3000. GENERAL
1. Mssion. The Head, Accounting Dwvision wll advise and

assist the Assistant Chief of Staff, Conptroller in mtters
pertaining to fiscal, cost, plant and civilian payroll accounting
and reporting which is required for the admnistration of

appropriated funds available to the Commanding GCeneral. (Refer
to figure 3-1.)

2. Functions. The Head, Accounting Division wll acconplish the
foll ow ng:

a. Record authorizations, commtnents, obligations and
expenditures by maintaining ledgers, journals and subsidiary
files and accounts.

b. Process, record, maintain, and review financial cost
accounting statenents and related data.

- c. Process, record, naintain, and exanmne plant account
financial records and related data.

d. Process, record, naintain, and exanine civilian payrol
accounting records and related data.

e, Provide accounting data necessary for preparation and
justification of budget estimtes.

f. Reconcile official accounting records wth the accounts
maintained by the fund admnistrators (program nanagers).

g. Prepare financial status and cost reports.

h. Analyze and resolve accounting problens arising from
reports and correspondence concerning financial data.

i. Provide central accounting and requisitioning control for
all investnent items chargeable to Procurenment, Marine Corps
funds allocated to this Conmand.
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CHAPTER 3
ACCOUNTI NG
SECTION 1.  FINANCI AL ACCONTING SYSTEMS

3100. ACCONTI NG SYSTEM

1. Purpose. The accounting system provides accounts, records and
procedures for recording of transactions, and is designed to

i nclude accounting controls. The accounts and records are de-
signed to provide financial and cost information required by fund
admnistrators (program managers), the Commanding GCeneral, the
Commandant of the Marine Corps, the Conptroller of the Navy, the
Segretary of Defense, and the Drector, Ofice of Managenent and
Budget .

2. Accounting Systens at Marine Corps Devel opnent and Education

Command. Currently, at Marine GCorps Devel opment and Education
Command, there are three basic accounting systens utilized:

a. The Qperating Budget Accounting System is an accrual
accounting system whereby expenses are collected, accounted for,
and reported in the same period in which they are consunmed. These
funds are authorized by an operating budget, or an order for work
or services. Exanples of the appropriations accounted for are:
Qperations and Miintenance, Marine Corps, and Qperations and
Mai ntenance, Navy. The controls in this system are established
for obligations, expenses and |iquidations.

b. Alotnment Accounting is the system of accounting used to
collect, record and report financial data issued on an allotment
or sub-allotment granted to support assigned m ssions. Exampl es
of appropriations accounted for are 17X4913, Marine Corps Stock
Fund (MCSF), and 17FY1109, Procurenent, Marine Corps (P,MC). The
controls in this system are established for commtnents,
obligations and expenditures.

c. Navy Stock Fund Accounting is the system of accounting
used to collect, record and report financial data issued on an
al | ot ment . These funds are issued to support assigned mssions of
the Mrine Corps Ar Facility., An exanple of this type appropri-
ation is 17X4911.2310, Navy Stock Fund (hBF?. The contols in this
system are established for commtnents, obligations, accounts
payabl e, prepaid stock and expenditures. In addition, a system
for control of inventory and related transactions is operated in
conjunction with the Navy Stock Fund accounting.

3101. CPERATING BUDGET AGCCOUNTING SYSTEM
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1. Purpose. Qoerating budget accounting is perforned by the
Head, counting Division and includes the total cost, nan-hours
consumed and work units of a task or mssion assigned. The Head,
Accounting Dvision applies and records these expenses against
the operating budget at the time they occur rather than when the
items are ordered or payment is nade.

a. Basic Characteristics. The primary source of data for
financial planning and financial control of operations is a
system of accrual cost accounting by fund admnistrators (program
managers) wth expense classification, as appropriate, for nanage-
ment. The accounting system has the followng features:

(1) Double entry system of accounting.
(2) Accrual basis of accounting.
(3) Internal control over all transactions.

(4) Integration of cost accounting records wth the
general chart of accounts.

(5) Internal control and inventory of capital investment
itens and equipnent, as well as maintenance, if appropriate, of
inventory accounts.

b. Financial Controls. The principle areas of financial
control  are:

(1) Managenent controls consisting of methods and
procedures to ensure the efficient and effective use of all
resources (input) in relation to mssion performance (output).

(2) Cost controls consisting of procedures enployed to
ensure that costs incurred are related to work authorized wthin
the purview of the functions of the activity.

(3) Accounting controls consisting of admnistrative
procedures enployed to maintain and prove the accuracy and
propriety of transactions, and the related accounting records.

_ (4) Budgetary controls consisting of the establishnent of
-a financial plan (approved operating budget) and the .accumulation
of data on the same basis as the operating budget.

c. System Requirements. Effective application of the
accounting system requires a carefully planned organizational
structure, well-defined operating policies and procedures, clear
del egation of duties to subordinates and conpetent personnel.

d Quantitative Data. The system includes reporting of
actual output, planned output and variances. The quantitative
information wll be used by comanders/managers at all levels to
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ensure that all resources consunmed are used effectively and
efficiently in acconplishing the mssion of Marine Corps Devel-
opment and Education Command.

2. Authorization Docunent s

a. General. Succeedi ng paragraphs describe the docunents
and operations involved in recording the initial allocation of
resources to the Commanding Ceneral, and the procedures for
processing reimbursable orders from the tine of receipt to the
conpl etion of the work.

b. Operating Budgets. Qperating budgets for fund admnis-
trators (program managers) are derived from budgets based on
prograns for work to be perforned for a fiscal year and nust be
approved through proper channels by the Commanding GCeneral. The

operating budget wll be approved in quarterly increnments and
noted on the operating budget format. The Head, Budget D vision
will enter the approved quarterly operating budget amounts for

each fund admnistrator (program manager) into the Financial
Automated Records Managenent System (FARMB). This action by the
Head, Budget Division wll create the necessary docunmentation to
update the official accounting system (Cperating budgets are
revised, as required, during the fiscal year based on current
revisions of prograns. Each revised operating budget nust be
approved in the sane manner as the original when it involves a
change in the total anount authorized, and cannot be exceeded
without prior approval of the Commanding General. The operating
budget wll be sent to the fund admnistrator (program manager)
indicating the total resources available to carry out the
objectives of this assigned mssion. A confirned copy wll be
forwarded to the Head, Accounting Division, Conptroller
Departrment for reconciliation of FARMBE and the official
accounting system

c¢. Reinbursable Orders. The Oder for Wrk and Services
(NAVCOMPT Form 2275) 1s to be utilized by all Department of the
Navy organizations and activities' whenever their primry require-
ment is for work and/or services, and such work or services wll
be perforned by the recipient. The NAVOCOWT Form 2275 wll be
used for requesting work and/or services from any activity or
organi zation of the US (Government. Two other forms used to
request work or services are the Request for Issue or Turn-in (DD
Form 1150), and Notice of Deposit to the Suspense, Navy (DD Form
1131?1. Acceptance of reinbursable orders received is accom
plished by the Head, Budget Division. Assignnent of reinbursable
order nunber(s) to accepted reinbursable orders is by the Head,
Budget Division. Once a reinbursable order is accepted, the

Head, Budget Dvision wll enter the authorized anount into FARMS
which wll create the necessary documentation to update the
official accounting system A copy of the accepted reinbursable
order wll be forwarded to the Head, Accounting D vision,

Comptroller Department for reconciliation of FARVE and the
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official accounting system The accepted order is the basic
source of authority to incur costs and to perform work by the
fund admnistrator (program manager) for the reinbursable work
request ed. Al though reinbursable work wll be included in the
total operating budget and basic authorization, work wll not
comrence until an Oder for Wrk (NAVOCOWT Form 2043) is issued,
and reinbursable funds are appropriately reflected in FARMG. Job
order nunbers assigned to reinbursable orders accepted are the
responsibility of the fund admnistrator (program nanager) who
will perform the work. Procedures to be used in accounting for
rei nbursable orders accepted for RDT&E,N funds are shown in
Appendix G

3. Job  Oder MNunbers. A job order nunber is an accounting
device used to i1dentify costs wth work or services related to a
job order.

a. Standard Job Oder MNunber Structure. The job order nunber
(JON) to Dbe cited on docunents i1nvolving the expenditure of appro-
gei ated funds authorized for the support of the Marine Corps

vel opnent and Education Command is conprised of 14 digits. The
JON established herein is the prescribed standard structure for
all Mrine Corps posts and stations operating under Cdass | mecha-
nized accounting procedures. The structure of the JONw Il be-in
accordance with Appendix H and the expense elenent in accordance
wth Appendix |I.

b. Beginning of Fiscal Year. At the beginning of each
fiscal year, the Head, Accounting Dwvision wll automatically
load the direct job order nunbers which were used in the previous
fiscal  vyear.

c. Fund Administrators (Program Managers). Fund admnistra-
tors (program nmanagers) are responsible for Toading reinbursable
JONs at the beginning of each new fiscal year after receipt of
the NAVOOWT Form 2043. For reinbursable orders accepted

(NAVCOWPT Form 2043) during the fiscal year, fund admnistrators

program nmanagers) wll assign appropriate JONs. Additional
irect JONs, other than those |oaded as indicated in paragraph 3b
above, at the beginning of the fiscal year, wll be loaded by the

fund admnistrators (program nanagers). Specific instruc-

tions for the establishment of both direct and reinbursable JONs
are contained in the FARMS User's Manual. Job order nunbers nust
be established before any obligation or expense can be incurred.
Application for credit plates to obtain supplies from the Self-
Service Center wll be forwarded to the Assistant Chief of Staff,

Supply (Attn: MATDIV) via Assistant Chief of Staff, Conptroller
(C?Jde C 182).

d. The Head, Accounting Division wll extract from FARMG all
JONs keyed by fund admnistrators (program nanagers) prior to
each update of the official accounting system A listing wll be
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provided by the Head, Accounting Dwvision to each fund
admnistrator (program manager) for audit purposes. The FARVS
Authorized Job Oder MNumbers listing provided wll reflect all
JONs loaded to FARMG. The fund admnistrator (program manager)
will need to key into FARMS the applicable corrected data (see
FARVG kser's Manual for correction or nodification). |f an error
is found in the reinbursable order nunber or in the job serial
nunber, contact the Head, Accounting Division for instructions
concerning corrective action.

4, Standard Docunent Nunbers

’ a. The Financial Automated Records Managenent System (FARVD)
equires that each document be uniquely identified. A standard
docunent numbering system conpatible wth the nunberin(? system
used throughout the partment of the MNavy, has been adapted for
use at this Command. FARMB accountable (Qperations &

Mai ntenance) docunentation nmust first be sorted by the
appropriate category; MLSTRP (MX constant) DD (AQY) System
requisitions, 1348-1s, and Non-MLSTR P (YOOO constant) Qpen
Purchase Non-System 1149's, prior to assigning document nunbers.

b. MLSTRIP Documents. Nunbering of MLSTRP Docurments. (DD
orm 1348) does not change in this system

(1) The serial nunbers issued nust remain as cited in
MCDECO p4400 and within the program nmanagers authorized bl ock
assignnent.  The standard document nunmber consists of three
elements totaling 14 positions and constructed as follows:

Position Dat a

| -6 Constant MOO264 (M LSTRIP)

7-10 Julian Date

11-14 Docunent Serial as assigned by
the current edition of MDECO
P4400.1

Not e: The authorized bl ock

assignment of docunent nunbers
my be used for both the MO &
YOOO transaction catagories,
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(2) Each day the docunent nunber sequence mnust begin wth
the first docunent nunber (as authorized) on the program nanagers
bl ock assignnent, and the applicable Julian date. Thereafter, as
the Julian date changes, the serial nunber nust also revert back
(to the first one on the range table). This procedure also
applies to the YOOO Non-MLSTRIP transactions, see paragraph
3104.4c(4).

(3) DSSC Self Service Shopping Listings.-do not require a
program manager's docunent nunber, the DSSC will assign it's own
docunment nunbers (to each line item purchased) on the Iisting.

b c. Requisition and |nvoice/ Shipping Docunent (DD Form 1149)

(1) The below standard docunent nunbering system wll be
used for identifying the DO Form 1149 and all imprest fund
purchases with MCDEC. The standard docunent nunber consists of
four elenments totaling 14 positions and constructed as follows:

Posi tion Dat a
1-4 Constant YOOO (Non-M LSTRIP)
5-6 Program Manager Code
7-10 Julian Date
11-14 Docunent Serial as assigned by the

current edition of MIDECO P4400.1

(2) A separate document nunber may be assigned each Iine
item, or batch of related line itens.

(3) Docunents requiring the nine elenents of accounting

classification code, the cost code (ninth element) wll cite the
last twelve digits of the docunent number. Each line of the
accounting classification code cited will contain a cost code.

The purpose of citing the docunment nunber as the cost code is to
identify the source document upon receipt of the nechanized
expenditure from D sbursing Oficers.

(4) Each-day the docunent nunber nust start with the
Julian date and the first docunment nunber of the range table

assi gned. Each document w Il be assigned sequential serials
thereafter. The following day the Julian date wll change and
the first docunment nunber of the range table will be used again

(sane as MLSTRIP transactions).
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d. Oder for Supplies or Services (DD Form 1155)

(1) The wuniform Procurenent Instrument Ildentification
Nunbering (PIIN) System prescribed in Chapter 10, MCO P4200.15,

will continue to be used, However, the last twelve digits of the
requisition nunber will be the data to be cited in the cost code
field. Each item will reflect the cunstomer's requisition nunber

and cost code.

(2) The functional account nunber wll continue to be
assigned in the cost code field on all Mrine Corps and Navy
Stock Fund purchases.

e. Nunbering M scellaneous Financial Docunents

(1) The construction of the docunent nunber on

m scel l aneous fornms and letters will be as follows:
Posi tion Dat a
-3 Constant YOO
4-5 Program Manager Code
6-7 Fi scal Year
8-9 Constant Codes (see par 3101.4e(2))
10- 14 Assi gnnent nmade by requesting

activity beginning with 00001 and
nunbering sequentially wthin each

constant code thereafter. If nore
than one JON is cited on a work

request (NAVCOWPT Form 2275), the
first digit of the serial wll be
"A" for the first JON, "B" for the
second JAN, and so forth.

(2) Constant codes used in positions 8-09:

WR = NAVCOWPT Form 2275 (lssued as a Wrk Request or

a MPR

AL - Alocated Reinbursable W rksheet, MDEC Form
7310/5

MD - M scellaneous docunents; Wrk Request (Mint.
Mgnt) NAVFAC 9-1014/20; Letter Type OCbligation
(For Wilities and Tel ephone): Comercial Gas

RC - NAVCOWT Form 2276, RCP

RV = SF1164 (Local Travel)
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PT = Printing, DD Form 282 ‘

MP - DD Form 448 (MPR) Except when issued as a
Project Order

PO = NAVOOWPT Form 2275 or DD Form 448 |ssued as
Project Order

(3) Travel Related Docunents

(a) Request and Authorization for TDY Travel of DoD
Personnel (DD Form 1610), Request and Authorization for DoD
Gvilian Permanent Duty Travel (DD Form 1614) and Transportation
Request (Standard From 1169c¢) including those issued by Naval
Message (CPNAV Form 2110/28), wll utilize the standard docunent
nunber format  bel ow

Posi tion Dat a
1-3 Constant YOO
4-5 Program Manager Code
6-7 Fiscal Year
8-9 Designated Constant Code by Form

Description (see par. 3101.4e(3) (c))

10 Program Manager designation as
depicted in par. 3101.4e (3) (4))

11-14 Assignment made by requesting activity
beginning wth 0001 and nunbered
sequentially wthin each constant code
throughout the vyear

(b) daim for Reinbursement for Expenditures on
Oficial Business (Standard Form 1164), and Request,
Aut horization, Agreenment, Certification of Training and
Rei nbursement (DD Form 1556) will utilize the standard docunent
number format  bel ow

Posi tion Dat a
| -3 Constant YOO
4-5 Program Manager Code
6-7 Fiscal Year
8-9 Designated Constant Code by Form

Description (see par. 3101.4e(3) (c))
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Position Data

10-14 Assignment made by requesting activity
beginning with 00001 and numbering
sequentially within each constant code
throughout the year

(c) Constant Codes In Positions 8-9:

1l DD Form 1610

TR - Commercial transportation request only
TD = All other TAD expenses
TG = Training request

2 DD Form 1614
TR = Commercial transportation request only

MD -~ Moving expenses (Expense element = Q)
cs - Per diem and miscellaneous exXpenses

|us

DD Form 1556

TG = Training request

| b

NAVCOMPT Form 2277 (Used for payment of
conference and registration fees).

TG - Training request

(d) Program Manager Designations

Program Manager Character

Dir, Doctrine Ctr
Chaplain
AC/S, Comptroller
Dir, DevCtr
Dir, EdCtr
AC/S, Facilities
AC/S, Reserve Affairs
CO, HQSVCBn
AC/S, Manpower
AC/S, Mgmt Systems/CA
CO, MCAF
Dir, MCOTEA
AC/S, Operations
CO, Security Bn
Dir, MCCDPA

AC/S, Supply
CO, Wpns Training Bn

SEcdHwYoOodZ2aanEoD oW
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Program Manager Char act er
AC/s, Services X
Dir, TAGS Cr Y

(e) Activities having nore than one program manager
wll forward a letter blocking TAD nunbers by program manager
within the appropriate character designator to the Assistant
Chief of Staft, Conptroller by 1 ctober of each fiscal vyear.

(f) The cost code can be obtained by dropping the
first tw positions from the standard document nunber, YO and
conversely, the standard docunment number can be obtained from the
cost code by adding YO for exanple, cost code 01885TDC0001
becomes standard docunent nunber Y001885TDC0001.

(g) MNunbering of requisition docunents (ZBRs)
pertaining to the Mrine Corps Stock Fund Alotnent wll renmain
as it has been (see the current edition of McoO 4400.76).

(h) As the naterial ordered on requisitioning
docunents originated wthin the MAF wunits nmay ultinately be
procured through any one of the various sources of purchase, it
has been determned that it would be advantageous for the
requisitioning docunents to be assigned the requisitioner code of
MD0262. Therefore, MCAF wll utilize the above structure as
specified, except on DD Form 1348, positions 1 through 6 wll be
a constant M00262. On all other docunents citing end use funds,
the procedures wll Dbe as stated in paragraph 3101 4.

* f. Docunent MNunber Log Book

(11 A docunent nunber log book should be used as a
managenent control tool for such purposes-as:-

1 Serial MNunber Log (accounting for all the
transactions and docunent nunbers assigned during
any given date)

2 Any other internal need as necessary by the
program nanager

3 See the current edition of MIDECO P4400.1
(2) Two separate log books may be used depending on the

daily transaction traffic flow or heavy usage (volum).” One log
book with (MO & YOO tabs may also be used. Ether 'system nust
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provide for the separation of docunents by category, preclude a
m x-match assortnment of docunent nunbers, contain no gaps for

(MO & YOO serial nunbers, and provide for the availability of
the next "ready for issue" (MOO or YOO serial nunber by
cat egory.

* g. FARMS Document Nunber Audit Reports

(1) The Financial Autormated Records Managenment System

(FARVB) does provide a nunber of safeguards and controls in the
preparation and subm ssion of reportable documentation. One of
these control tools is the Docunent Nunber Audit Report (for all
MILSTRIP and Non-MLSTRIP Transactions). These reports identify
those docunents that have actually been keyed-in, and those
document nunbers mssing (or that have not been keyed-in) during
the monthly reporting period at MCDEC. —

(2) Audit Reports are generated nonthly by program
manager and transaction type category (MO & YOO to help
identify serial nunber gaps or mxed-nmatched transactions. Q her
itens appearing.on Audit Reports includes; insufficient funds
transactions (since FARVB wll not accept docunentation if the
program manager does not have funds available in the area
specified) and cancelled docunentation.

) (3) Audit reports reflect those Julian Dates which had a
"batch" of transactions keyed-in properly with no significant
field errors and the last serial nunber found for that date.

* (4) Audit reports also list those keyed-in docunents with
serial nunbers issued outside the range of the authorized table
(block), for each program manager.

5. Reservations.. The purpose of the reservation is to insure
that sufficient funds have been set aside when a docunent is
issued that will wultimately lead to an obligation of funds.
Program managers will be responsible for Kkeying reservations into
FARMG for all documents issued for the procurenent of material or
servi ces. There is no requirenent for reservations of TAD

docunents, but reservations may be made at the option of the:
program nmanager for fund control purposes.

6. Unfilled O ders/ (bl i gati ons

a. Unfilled orders will be established in the full anount of
the docunent, regardless of the amount, except in the case of
utilities for the reinbursable account for famly housing.
Uilities for housing will be obligated quarterly.

b. A simultaneous obligation and expense wll be established
if the document is for tuition, registration fee, comercial gas,

3-l4a
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or local travel. A similtaneous obligation and expense will be
established for TAD at the tine the orders are signed by the
authorizing official.

C. An wunfilled order wll be established at the beginning of
ach fiscal year for telephone service. The obligation wll be

based on the anount received in the current year operating
budget . The letter-type obligation wll be established in
accordance with FARMS User's nual, and forwarded to the Head,
Accounting Division by 10 Cctober. If the operating budget has
not been received by that date, the wunfilled order wll be
established based on the anount budgeted for telephone service.
After receipt of the operating budget, if adjustment is required,
a letter wll be forwarded to the Head, Accounting D vision.

d. An unfilled order wll be established at the beginning of
each fiscal year for utility contracts. The obligation wll be
based on the authorized budgeted amount in the operating budget
for direct fund admnistrators (program nanagers); Reinbursable

obligations for utility service wll be based on the quarterly
authorization received on NAVOCOWT Form 2043. Adjustnents to the
unfilled orders wll be nade as required.

e. Exanples of subparagraphs 3101.6a, b, ¢ and d, above are
as follows:

(1) Contracts

(a) The Head, Purchasing Division wll furnish one
copy of each ~contract docunent <citing Qperations and Mintenance,

Marine Corps appropriation for materials or services to the Head,
Accounting Division. One copy wll be furnished to the
applicable fund administrator (program manager). The OO MGAF
wll furnish one copy of all -contracts citing end use funds to

the Head, Accounting Division.

(b) Two copies of each contract citing allotnent
funds wll be furnished to the Head, Accounting D vision. The
Head, Purchasing Branch wll furnish one copy of the contract to
the fund admnistrator (program nanager) to support entries to
the menorandum record.

(2) _Tenporary Additional Duty (TAD) Oders. A
tramsmittal—letter will be- prepared-every Friday, and wll
include a copy of each TAD order issued by each fund _
adm nistrator ~ (program manager) during the week (excluding
Devel opment  Center). The transmttal wll be numbered .
sequentially, and forwarded to the Head, Accounting Division in
the format ~prescribed in Appendix Q Fund administrators (program
managers) wll process TAD orders 1n accordance wth paragraph
3106.
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_ (4) Oder for Wrk and Services, NAVOOWT Form 2275. Two
copies of any order for work issued t0 another government agency
will be furnished to the Head, Budget Division for release. ~ The
Head Budget Dvision wll forward all orders for work to the
appropriate performng activity. After receipt of the acceptance
copy from the performng activity, the Head, Budget Division wll
forward a copy to the fund admnistrator ﬁprogram manager). The
fund admnistrator (program nmanager) wll then record the obligation
in FARMS. The fund admnistrator (program nanager) is also required
to expense all orders for work or services upon receipt of the
appropriate expense docunent for the performng activity.

, St) MLSTRIP, DD FORM 1348. MLSTRP requisitions wll be
furnished the NOOC Customer Service Section, teriel Division,
for processing.

- f. A copy of the Unfilled Oders Status Report (see Appendix J)
Is furnished the fund admnistrator éprogram.rr.anager cont ai ni ng
unfilled orders established by each fund admnistrator (program
rrana?er). The colum headed ""Unfilled Oders" (UFQ represents the
cunulative unfilled orders to file by docunent nunber, and should be
reviened by the fund admnistrator (program nmanager) to determne
that the UFO is valid and sufficient to cover the anticipated
expense.

7.  Accrued Expenses

a. General. One of the basic concepts of the system for .
managenment of resources is to devel op expenses on an accrual basis.
Fund  admnistrators (program managers) wll maintain sufficient
records for control to assure that no transactions are entered into
which will result in the incurring of obligations in excess of the
anmount  authorized.  Succeeding paragraphs explain in detail the
met hods of accounting for expense.

b. Direct Support Stock Control (DSSC) Issue, Itens readily
available 1n the Marine Corps Supply System (often referred to as
over-the-counter issues) wll be picked” up at the DSSC issue point.
Since a price is not available at the time the material is received,
the Self Service Shopping List wll be filed in the DSSC pending
file. As the documents "are processed by the Assistant Chief of
Staff, Supply, a Program Manager DSSC Fiscal Listing wll be prepared
and a copy of this Tisting furnished to the fund admnistrator
(program manager). UWoon receipt of this listing, the fund adm ni-
strator ?program manager) wll renove the document from the DSSC
E_endl ng file. The fiscal transactions from the Program Manager DSSC
iscal Listing are forwarded to the Drector, Mrine Corps ntral
Design and Programmng Activity for inclusion in the expense system
From these transactions, a Daily Miterial and Services Report wll be
prepared, which wll be used for recording the expense to the
official records. As the Daily Mterial and Services Report is
received by the fund admnistrator (program manager), a docunent
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check will be nmade to the DSSC listing to determne that all
expenses are recorded in the official records.

c, CQustomer Service Section Issues. Procedures for handling
requisitions submtted to the NOGJC (Qustoner Service Section,
Materiel Division wll be as follows:

(1) _Qpen Purchase. For each Requisition and Invoice/
Shipping Docunent (DD Form 1149) issued for open purchase, the
fund admnistrator (program nanager) wll establish a reservation
in the anount of the requisition to ensure that funds are avail-
able to cover the purchase order/contract when issued. Upon
receipt of purchase order/contract, itenms wll be expensed (if
under $1,000 and locally admnistered service and facility
contract) or established as an unfilled order (if over $1,000).
Upon receipt of the CSS Listing from the NOOC CQustoner Service
Section, the fund admnistrator (program nanager) should verify
the transactions to the original requisition and notify--the
NCO C, CQustoner Service Section immediately of any discrepancies
in dollar value or JON Woon receipt of Daily Mterial and
Services Report, the fund admnistrator (program manager) wll
check the transactions to determne that the proper anount was
recordeddin the Fund Admnistrators Mnagenent Report.

(a) Each line item on the Requisition and Invoice/
Shi pping Docurment (DD Form 1149) will have an individual docunent
nunber . The last twelve digits of the document number will be
used in the cost code field of the pp 1155, Each line item on
the purchase document DD 1155 will contain a docunent nunber and
the net purchase price to the governnent.

(b) Transportation/Discounts. Fund admnistrators

(program nmanagers) w Il be charged for transportation and receive
the discount, if applicable, on purchase contracts with one I|ine
items. The Customer Service Section wll only post transport-
ation, postage, and handling charges on one line item contracts,
and trade discounts on nulti-line item contracts. Transportation
charges and pronpt payment discounts on nulti-line item contracts

will be centrally nanaged by the ACS, Conptroller.

(2) Federal Stock Itens. For each requisition issued to

Marine Corps Inventory Control Point (ICP), Integrated Materiel

Managers, and Government Supply Agencies..(DD Form 1348), the fund
admnistrator (program manager) wll establish a reservation in

the anmount of the requisition. The document will be expensed and

renoved from the unfilled orders file upon receipt of the

Rel ease/ Recei pt Docurment (DD Form 1348-1). The fund
admnistrator (program manager) will review the Unfilled Oders
Status Report and the Daily Material and Services Report to
determine that the proper anounts are recorded in the Fund

Adm nistrators Managenment  Report.
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d. Appropriation Stores Account (AsAa) Statistical Charqges.
ASA itens stocked in the DSSC such as Tlocally designed blank
forms, are statistical charges and wll not be expensed against
the operating budget. These itenms wll appear on the Program
Managers DSSC Fiscal Listing and are priced. The AsA itens are
identified by a Stores Account Code 2 or 3. These statistical
charges will not appear in the Daily Mterial and Services Report.

e. Mscell aneous Expenses

(1) In order to properly account for operating costs in
the period during which the benefits are received, it is neces-
sary to inplement a standard system of reporting and recording
monthly accrued expenses applicable against contracts for naterial
and/or services and utilities. Wilities wll be reported by the
Mai nt enance O ficer only.

(2) Expenses for service and facility contracts wll be
made on a one-tinme basis provided individual contracts for a
fiscal year are $1,000 or less and locally admnistered. Annual
service and facility contracts in excess of $1,000 wll continue
to be accrued on a nonthly basis based on the service received
during the month and length of contract. For contracts which
will require monthly accruals, the appropriate data wll be keyed
into FARMB by the program nanager and the M scellaneous Expense
Accrual \Worksheet (MXDEC Form 7330/2), as shown in Figure 3-2,
will be submtted to the Head, Accounting D vision. Dates for
the submssion of data are indicated in Appendix K

(3) In the event a contract is conpleted during the
month, enter the word "conplete" in the remarks colum of the
M scel | aneous Expense Accrual Wrksheet. Service and facility
contracts will be accrued in the nonth for which the service was
received. Total cost of the service and facility contract wll
not be divided by twelve nonths to arrive at the nonthly
accrual. Detailed analysis wll be conducted to arrive at an
actual anount of service received.

(4) Prior year expenses W ll be keyed into FARMG and
reported on the MXDEC 7330/2 for service and facility-type
contracts.

(5 The anmounts reported on the worksheet will appear as
expenses on the official accounting records and the financial
statement for the nonth reported.

%6) Wien actual expenses are determned, adjustnents
between the actual and the accrued expenses will be entered into

FARMS. If no adjustnents are reported by the fund admnistrator

(program nmanager), accrual ad{ ustnents wll be made by the Head,
Accounting Division based on the amunt of the final "paid

di sbursing officer voucher.
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(7) Entries on the Mscellaneous Expense Accrual Wrk-
sheet wll also be keyed into FARWS

. (8 For 1CP, DSA and GSA requisitions, the fund admn-
istrator (program nanager) wll not submit expense accruals.

The NOOC  Custoner Service Section, Materiel Division wll
process accruals upon receipt of the DD Form 1348-1. These
expenses will be reported to the fund admnistrator (program

manager?‘ on the Daily Mterial and Services Report for conparison
with  the menorandum Tiscal records.

f. Files. Separate files of docunments wll be naintained
for expenses, unfilled orders, reservations of funds, and DSSC
pending and posted transactions. The files are explained in the
succeeding  paragraphs.

(1) An expense file wll be naintained by docunment nunber
and segregated Dby. chargeable fiscal year. A separate f-ile wll
be maintained for service contracts, MILSTRIP requisitions,
purchase orders, TAD orders and DSSC posted transactions.

(2) Afile of unfilled orders wll be nmaintained by
docunment  nunber and-by- chargeable fiscal year. The docunments in
this file wll consist of purchase orders, service contracts,

orders for work or services issued to other activities, and

requisitions (DD Form 1348) for federal stock itens that have
been issued to Marine Corps |1CP, Defense Supply Agencies and
Government  Supply  Agenci es.

(3) A reservation file is mintained to ensure that
sufficient funds are reserved or set aside to cover MLSTRP, and
| ocal purchase requisitions not processed by the Supply
Department, and awaiting action by the Head, Purchasing Branch.

(4) An issue from a DSSC issue point represents an
expense transaction to the fiscal records. The expense should be
recorded from the daily DSSC issue listing. In order for
activity heads to ensure that all DSSC purchases are processed on

a DSSC issue listing and recorded as an expense to the fiscal
records, files wll be naintained as follows:

(a) When a purchase is nade at DSSC, the activity
head's copy of the Self Service—Shopping --List- will be- filed in
the pending file.

(b) Self service shopping lists should be filled out
as conpletely as possible for subsequent identification and
conparison with the DSSC issue listing. Itens on the shopping
[ist to be checked should include: nonencl ature, NSN, unit of
issue, quantity obtained, estimated unit price, estinated total

cost per item and total estimated cost for the entire shopping
l'ist.
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(c) Upon receipt of a DSSC issue listing, trans-

actions on the listing will be conpared with those docurments in
the pending file. Itens on the issue listing should be verified
for: correct quantities obtained, correct unit of issue, and
approxi mate unit price and extended price. Self Service
purchases wll be matched against individual line itens on the
shopping list with a check mark inserted on the shopping Ilist
next to the item nunber. The shopping lists wll remain in the
pending file until all line itens thereon have been checked as
appearing on a DSSC issue listing, and wll then be transferred

to the posted file.

~ (d) FErrors in quantities, units of issue, or price
should be identified and action taken to correct the DSSC issue
l'isting.

(e) Docurments remaining in the pending file for 15
days should be considered problem itens and immediate action
taken between the fund admnistrator (program manager) and the
NCO C, CQustoner Service Section, Mteriel Dvision to ensure the
transaction is processed on a DSSC issue listing.

g. Prior Year Expenses

(1) _Ceneral. Prior year expenses are defined as expenses
against the prior year and the prior year mnus one.

(2) New (vligational Authority. New obligational author-
ity and direct expense authority balances remaining at the end of
the fiscal year are reverted; however, the new obligational
authority may be recouped or returned as required in the Iiquida-
tion of outstanding transactions provided the conbined total for

transactions does not exceed the anmount reverted at the end of
the year.

(3) Reinbursable Oders. Any unobligated balance applic-
able to an Oder for Wrk or Services (NAVCOWT Form 2275) will
be returned to the grantor on 30 Septenber each year. Unobli -
gated balances, as applicable, to an Oder for Wrk or Services
whi ch extends beyond 30 Septenber wll be established in the

current year as new obligational and expense authority. If in
the process of liquidating outstanding transactions against prior
year work requests an adjustnent is necessary, the authorization
Increase will be requested from the grantor.

(4 _Unfilled Oders. A file will be maintained of these
unfilled orders and accruals, and wll be submtted monthly as
covered in preceding paragraphs.

~(5) _Expensing. Normally, the receipt of wunfilled orders
ard unfilled requisitions against a prior year wll be expensed
against the current year expense authority. However, there will
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be a few cases (delayed receipt of expense posting nedia and

del ayed notice of drop from inventory of materials) which wll be
proper charges to prior year and prior year mnus one expense
authority. Wen a docunent obligated in a prior year is paid for
a lesser or greater anount than accrued, th-e accrual adjustnent
will be against current year expense authority.

h. Gdvilian Labor

(1) The distribution of labor is a systematic nethod of
charging all paid labor to working JON which described the type
of work performed or to a leave J whi ch described the type of

leave taken. Regular (working) civilian |abor costs wll be
accelerated at a locally developed rate to cover the cost of
leave and fringe benefits. The acceleration rate wll normally
prevail for the entire fiscal year. |If the cost of |eave and
fringe benefits changes significantly, making the established
rate Inappropriate, the Commanding General wll authorize a
revision of the rate at that time. Qvilian labor cost- for |eave
will be charged to the fund admnistrator (program manager) by

assigned work center.

(ZP All chargeable civilian personnel assigned to the
Command Wi | be established on E--Personnel Hstory File (PH)
containing all pertinent accounting data. Wthin this file, each
individual wll be assigned the primary working job serial nunber
of the applicable organization. Wth the inplenmentation of the
FARMG Labor Distribution requirenments, there wll be two nethods
for obtaining PHF data. The admnistration of the PHF requires
that additions, deletions and changes be current at all tines.
These changes are nechanically created as a result of a change to
the payroll file. The Head, Accounting Division has the respon-
sibility for maintenance of the civilian PHF, however, the fund
administrator (program nanager) nust provide the JON changes to
‘the Head, Accountin? Division (Payroll Branch). Under FARMS, the
pr

fund admnistrator ogram nanager) wll key civilian |abor
distribution daily into FARMG (see the FARMG User Manual). The
use of the tinecard for timekeeping only wll be continued.

(3) The input of labor distribution will be nmade as

descri bed bel ow

_ (a) The timekeeper or other authorized persons will
key into FARM5, on a daily basis, the civiliam Yabor—distribution
for the previous day(s). (See FARMG User Manual and Apendix K
for keying instructions.)

(b) Distribution of Ilabor will be made when the
following conditions exist:

_ _ 1 Wen an enployee works on a job serial nunber
that is different” from the job serial nunmber assigned in the PHF.
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_ _ 2 Wen an enployee works overtinme or conpensatory
tine in excess of normal B8-hour day.

o _ 3 Wen an enployee takes annual, sick, traumatic,
admnistrative, court, or mlitary training |eave or conpensatory
tine.

4 Wen an enployee is scheduled to work other
than a regular 40 hour week. Al hours worked nust be keyed.

(c) A holiday leave record is created in the
mechani zed financial procedures; therefore, it is not necessary
to input a labor distribution record for holiday |eave. However,
a labor distribution record nust be input for holiday |eave for
enpl oyees scheduled to work other than a regular 40 hour week.

_ (d) The exception codes and work generator codes are
shown in Appendix L, and will be used as follows:

1 Wrk generator codes are Listed in Appendix L.

The proper work generator codes wll be loaded to the appropriate
JON by the Program Manager

2 Exception Codes (Shift Codes) are codes to
identify different types of |abor perforned for which there are
different pay premunms. The rates established wthin the Resource,
Managenment System (RVB) |abor procedure wll be conpatible wth
the Automated Leave/Payroll System (ALPS). Wen an enployee
performs |abor for which premum pay is earned, the proper excep-
tion code will be keyed into FARVS. If he/she works Sundays,

holidays, or overtine, the proper exception code nust be keyed,
as determned in Appendix L.

(4) Tinecards wll be sorted in nunerical sequence by
work center and enployee nunber, and delivered to the Head,
Accounting Division (Payroll Branch) by 0930 on the dates

scheduled in Appendix K New cards will be provided in anple
tine to begin the next pay period.

1. Mlitary Services D stribution

(1) Essentially, costs of nilitary Bgrsonnel on full-time
active duty charf]eable to the Marine Corps vel opment and Educa-
tion Command Table of Manpower Requirenments (TMR) and paid from
mlitary personnel appropriations are included in the operating
budget of the fund admnistrator (program nanager) to which they
are assigned. The costs will be collected at the cost account
code level for all functions except those performed by the Housing
Division, Mintenance Division, Mtor Transport Branch, Laundry
and Dry deaning Division, MXCDPA and those schools/courses
within the Education Center designated under Course Level Costing
which wll continue to prepare a labor distribution/exception
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card to collect costs at the job order |evel. Unfder FARMS. th
fund admnistrators (program nanagers), as specified above, V\AFl

directly key into FARVG weekly mlitary labor distribution. pgyngd
admnistrators (program ranagers) of functions other than those

enunerated above will continue to establish and maintain a record
on the PHF. Course Level Costing job order serials (JOB) are

defined in Appendix E and Appendix H  Labor distribution input
wll be provided to distribute mlitary |abor expenses when the

following functions are affected:

~(a) Mlitary Duty, Jos 9951, includes military time
spent on mlitary assignment such as watch, working parties,
flying, pack/unpack, evel opment, funeral detail and adm nis-
trative processing (excludes ness duty).

_ (b) Mlitary Absence, JOS 9952, includes mlitary
tine spent on leave, liberty, conpensatory tine off, sick at
home/ quarters and sick in hospital.

(c) Mlitary Absence, Personal Affairs, SO05 9953,
includes mlitary tinme spent on personal affairs, such as
visiting the exchange, clothing and small stores (cash sales),
coomssary, chaplain, dental «clinic, or 'dispensary.

(d)y Mlitary Absence, Training, JO5 9954, includes
mlitary time spent on assignnents such as inspection, quarters,
formation, parade, drill and marksmanship.

(e) Mlitary Absence, Qher JCS 9955, includes

mlitary time spent due to confinenent of under 30 days for
disciplinary reasons and unauthorized absences of under 30 days.

_ (f) Wrking, JO8 as applicable. The four occasions
when exceptions wll be keyed are described below

_ _ 1 Wen working on a job order serial nunber that
is different from the job order serial nunber resident in the PH

2 Wen working overtine.
3 Wen assigned to the dining facility.

4 Wen assigned to disaster control or riot

control.

(2) The authorized job order serial nunbers, work
generators and exception codes are shown in Appendices H and L.

j. Reinbursabl e Pr ocedur es

(1) _Ceneral. A reinbursable order is a request for work
or services To be perforned by one responsibility center for
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another, for another governnent departnent or for a nonfederal
requestor. The total costs chargeable to the order wll be an
expense to the requesting center when they are billed. The

anmount of the total costs mnus the amount of mlitary services

performed on a reinbursable job wll be entered in the accounting
classification portion of the billing voucher.

(2) Receipt of Reinbursable Oders

_ (a) _Ceneral. Each order accepted authorizing
rei nbursable operations constitutes an increase to the resources
available to the Conmmand. The Assistant Chief of Staff,

Conptroller wll receive the order and acknow edge acceptance
thereof by letter or signed acceptance on a copy of the order.
Acknowl edgenent of acceptance wll be forwarded within five days

after receipt of the order to the requester. The accepted order
will show the total anmount of the order. Upon acceptance of the
order, the original of the order wll be forwarded to the Head,

Accounting Division. Al costs, including costs incurred by all
performng activities, will be billed to the requesting organi-

zation on one billing docunent.

(b) ldentification and Recording. Reinbursable order
nunmbers wll be assigned by the Assistant Chief of Staff, Conp-
troller to each accepted reinbursable order to identify the
custoner and the work order nunber for subsequent billing. A
NAVCOMPT Form 2043 (O der for work) wll be issued by the Assis-
tant Chief of Staff, Conptroller to the performng fund admnis-
trator (program mnanager) givi ng authorit\/Mto incur expenses up to
the amount authorized on the der for rk The reinbursable
job order nunber nust be identified to a functional/subfunctional

cat egory. The category codes wll be assigned to segre?ate and
identify reinbursable work orders received by sources o

rei mbur senment :

1 Nonfederal trust funds are the activities
required to make deposits to Suspense, Navy.

_ 2 Nonfederal, other than trust funds, are the
nonappropriated fund activities, activities of local governnent,
ﬁnd other custonmers not required to nake deposits to Suspense,
avy.

3 Intra-appropriations are the same appropriations
that fund the performng responsibility center budget.

o 4 Qher Navy and Marine Corps accounts are the
appropriations other than the appropriation that funds the
performng responsibility center budget.

5 Qher government accounts are the appropriations

outside the Departnent of the Navy, such as the Department of
Justice or the Department of the Arny.
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o ~(c) Woon receipt of the Oder for Wrk, the performng
activity wll return the acceptance copy of the order within two
working days to the Assistant Chief of Staff, Conptroller, and
initiate the establishnent of appropriate job order number(s).

‘At no time wll the accepting fund admnistrator (program manager)
incur obligations in an anount in excess of that authorized in
the Oder for Wrk. [f the anount authorized is considered to be
i nadequate, the Head, Budget Dvision wll be notified inmediately
in witing and no further expenses wll be incurred until adequa-te
funding is authorized. Upon conpletion of the work or services,

a copy of the Oder for Wrk wll be returned to the Assistant
Chief of Staff, Conptroller stanped "conpleted.” On 30 Septenber
each year, Oders for Wrk are considered cancelled and new
obligations shall be incurred.

(d) Alocated Reinbursenents Earned. Al located
rei nbursenents earned are costs which cannot be identified to a
specific reinbursable work order when the work is performed, such
as-utility generation costs. The allocated reinbursenents earned
will be conmputed by the Head, Accounting Division pursuant to
exi sting instructions.

(e) Special Billing Requirenents. In addition to the
requirements for billing contained 1n NAVOCOWT Mnual, Volume -

11, Chapter 2, the following additional requirements-are applic-
able under the Resources Managenent System

o . 1 Billings by activities for restricted avail-
ability repairs must contain the wunit identification code.

_ 2 Billings applicable to reinbursable orders
which fund fam |y housing at activities nust be nade nonthly on
the basis of reinbursenents earned.

(3) Fixed Price Variance on Fixed Price Reinbursable
Or ders. Subsequent to billTing a fixed price reinbursable order,
an analysis-of the custonmer's reinbursable work order record will
be made to determne if there is a gain or loss on the fixed
price order.

(4) Unused Balances on Reinbursable Oders Received

_ (a) Wrk Conpleted. Wen work on a reinbursable
order 1is conpleted, the authorized anount of the reinbursable
order, less the total of the reinbursenents earned, will be
cancel | ed. A reinbursable order is conpleted when all expenses
have been accrued against the order.

b) Wrk Not Conpleted Gting Annual Appropriations.
Accepted reinbursable orders which cite an annual appropriation
are available only for incurring expenses in the subsequent
fiscal years for the anount of any unfilled orders which exist at
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the end of the current fiscal year. No new order will be
established in the subsequent fiscal year to cover expenses
incurrred applicable to such reinbursable orders. The unused
amount of these reinbursable orders wll be cancelled and the
reinbursable order so annotated. The unused anount is the total
reinbursable order mnus the total of reinbursenents earned and
unfilled orders. If the grantor of the reinbursable order
desires that the work be conpleted in the subsequent year, a new
reinbursable order nmust be provided which cites the subsequent
year's fund.

(5 Oders for Wrk or Services issued as a Project Oder
Gting Annual Appropriations. The orders accepted which cite an
annual appropriation wll remain valid for the period stated
t herein. Therefore, costs may be incurred for acconplishnent of
the work or services in a subsequent fiscal year. Unused
bal ances at the end of the fiscal year wll be accounted for in

accordance with paragraph 3101.7j(6), below until the order is
conpl et ed.

(6) Reinbursable Oders dting Continuing Appropriations.
Rei mbursable orders that are accepted which cite continulng
appropriations are valid to incur cost beyond the end of a fiscal
year. In as nmuch as no new order is required, the portion of
each reinbursable order carried forward wll be entered on a new
rei nbursable work order record established in the subsequent

fiscal year for that portion of each reinbursable order carried
forward.

(7) Reinbursable Oder Issued by a Responsibility Center

(a) _Ceneral. Reinbursable orders which are issued at
the request of a fund adninistrator (program manager) for the
performance of work or services by another activity or another

responsibility center operating under an operating budget wll be
costed subsequently to the requestor. Requests for reinbursable
work orders wll be directed to the Head, Budget Division for

approval and issuance.

(b) _Receipt of Acceptance Copy Upon receipt of an
accepted copy of the reinpbursable order, the docunent wll be
fi(ljed if_n| the fund admnistrator's (program manager's) unfilled
or der ile.

_ (c) As services are incurred and benefits received
against a reinbursable order issued to another responsibility

center, accrued expenses wll be reported on the M scellaneous
Expense Accrual Wrksheet.

8, Muster Files

a. Master Job Oder MNunber (MJON) File

3-25



3101 FI NANCI AL MANAGEMENT  MANUAL

(1) The purpose of the MON file is to:

(a) Provide a file of all wvalid, active and inactive
job order records.

(b) Provide a record of all charges against each job
order record for hours, cost and work unit data, where applicable.

(c) Provide all source data for the preparation of
| ocal managenent reports and reports to higher authority.

(2) The Assistant Chief of Staff, Conptroller has prine
responsibility to maintain financial control. Al data entering
the financial system nust be nonitored and controlled to ensure
integrity and accuracy. Thus, it is the responsibility of the
Assistant Chief of Staff, Conptroller to establish internal
control procedures over all original input, changes and deletions
to the MJON file to ensure the propriety of such entries, and
conformty wth accounting policies and budgetary restrictions
or allocations. Due to the volune of job order nunbers which are
authorized at the activity, the responsibility for placing (and
deleting) job order nunbers in the MION file is shared jointly by
the fund admnistrator (program manager) and the Assistant Chief
of Staff, Conptroller. O prine inportance is the maintenance of
up-to-date nmaster file. Regardless of th.e extent to which dele-
gation is nade, the Assistant Chief of Staff, Conptroller wll
monitor and control all transactions. At the beginning of each

fiscal year, a MION file will be established to cover expenses,
work units and nman-hours for that year, Additions and deletions
to this file wll be acconplished in accordance wth paragraph
3101. 3,

b. Personnel Hstory File (PHR). The purpose of the PHF is
to provide the system Wth a basic record for each individual on
board, both mlitary and civilian, in order that |abor
distribution transactions may be validated prior to entry into
the MON file. Additionally, this file nay be used to collect
and produce data by individual or collectively for itens not
related to the accounting system (dass I11) as desired by this
Command.

c. Unfilled Oders File

(1) A separate nechanized file wll be maintained by
docunment nunber and by chargeable fiscal year accounting data.
Mbst of the docunents in the unfilled orders wll represent

service contracts, open-end contracts, utilit)( contracts and
other mscellaneous transactions (other than T1abor or

material issues).

(2) The file is constructed as follows:
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(a) An unfilled order is established each tine an
obligation is keyed into FARV.

(b) Subsequent postings to the unfilled orders file,
such as expenses or liquidations, to any wunfilled order are

acconplished through the use of transactions entered into FARMVS

(c) The conpletion of an unfilled order is derived
through the use of the final action indicator. Wen a
transaction has a final action indicator of "F" and the

obligation, liquidation and expense anounts are equal, the
docunent will be renoved from the unfilled orders file and
transferred to the conmpleted orders file, and wll be reflected

on the Conpleted Oders Status Report.

(d) Wen a transaction has a final action indicator
of "F" and the obligation, liquidation and expense anounts are
not equal, the document will not be renoved from the file. The
Unfilled Oders Status Report wll reflect, in the last two
colums, the amount which nust be adjusted either as an expense
or obligation. The Head, Accounting Dvision wll prepare a cost
adjustment to the obligation or expense in order that the |[ast
two colums reflect zero balances. This wll permt renoval of
the docunent from the unfilled orders file and transfer it to the
conpleted orders file. The amount will continue to appear until
the cost adjustment has been entered into the system

(e) Each docurment in the unfilled orders file wll be
periodically examned for wvalidity. Valid contracts, orders for
work or services, MLSTRIP docunments, TAD orders and other
m scel | aneous obligations wll remain as wunfilled orders under
the accounting data cited thereon. Appropriate action nust be
taken to cancel or amend all docunents for services or materials

no longer needed. Only valid obligations are to be renaining on
30 Septenber.

(f) From the outstanding obligations contained in the
unfilled orders file, an Unfilled Oder Status Report is prepared
The outstanding obligations consist of those that do not show an
"g* in the final action indicator colum (colum (10)) or if an
""" is shown, those for which the anounts in the obligated,
expensed and |iquidated colums (colums (5), (6) and (7)) do not
agree. This wll indicate the necessity for the preparation of
an appropriate adjustment. The Unfilled Oders Status Report is
prepared to provide the Assistant Chief of Staff, Conptroller
with an inventory of'outstanding obligations. The Assistant
Chief of Staff, Comptroller will forward two copies of the
Unfilled Oders Status Report to the fund admnistrator (program
manager) for validation. Fund admnistrators (program managers)
will validate the report and return one copy to the Head,
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Accounting Division on the fifth working day following the date
of the report. This validation wll afford the fund admnis-
trators (program managers) a neans of reconciling their records
with the official accounting records naintained by the Head,

Accounting Division. The contents of the Unfilled Oders Status
Report is shown in Appendix J.

o (3) The Unfilled Oders Update List is produced by fund
admnistrators (program nmanagers). The list is produced every
tine a Priority Mnagenment Effort (PRIME) cycle is run. The
Unfilled Oders Update List contains only documents where there
was action against an existing undelivered order or when a new
unfilled order was established, The contents of the Unfilled
Orders UWpdate List are shown in Appendix .

d. Menor andum  Recor ds

(1) The requirement for program managers (PM's) to keep
manual nenmorandum records for perations and M ntenance, Marine
Corps (O&M,MC) has been discontinued. The Menorandum Pl anni ng
Estimate Record (MCDEC 7330/1) will be used only for other than
o&M, MC fund accounting, i.e., Mirine Corps Stock Fund and
Procurement, Mrine Corps.

(2) UWse of the mechanized menorandum record keeping

provided by the Financial Automated Records Managenent System
(FARMB) is nmandatory.

(3) A request for an exception to allow the naintenance
of manual records in addition to automated records nust be
submtted in witing to the Commanding Gerneral (C 18), MXDEC for
consi derati on. Submi ssions nust contain:

(a) Reason nechanized menorandum records wll not
suf fice.

(b) Description of methodol ogy proposed.
(c) Copy of fornat of data to be maintained.

(d) Copy of standing operating procedure to naintain
such records.

(4) The requirement for supporting docurments and files
remains in effect.

9. Validations. Verification reports wll be furnished for the
purpose of ensuring a standard, neaningful reconciliation between
the FARMS records and source docunents. (See Appendix N for
instructions and format for validations.)
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3102. ALLOTMENT _ACCONTI NG SYSTEM

1. Purpose. Allotnent accounting is performed in the Fiscal

Branch, Accounting Division, Conptroller Department.  Included in
this function is collecting, accounting, reporting and reconcil-
ing funds received on an allotment or sub-allotment. Appropria-

tions currently being accounted for wunder this system include the
followng appropriations: 17X4913, MCSF, 17FY1109, P,MC;

17X6875. 1250, Suspense, Navy; 17Fy1105, MPMC, 17X5095, Widlife
Conservation: 17X8716, Navy General Gft Fund: and 17FY7035.2751,
Fam |y Housing, Navy and Marine Corps.

2. Authorization Docunent s

a. The Alotnent/Sub-allotnent Authorization (NAVOCOWT Form
372) is used to allocate funds to the Commanding GCeneral for
allotments and sub-allotnents. These allotnments are issued to
fund the purpose as stated in the instructions on the NAVCOWT
Form 372. The Commanding GCeneral is responsible for financial

control and jurisdiction, and is subject to the restrictions
under Section 3679 of the Revised Statutes.

b. Funds are allocated to fund adm ni strators Erogram
managers) on a Fund Admnistrators Al location orm 7300)
granting authority to incur obligations in the armunts I ndi cated
therein in accordance wth instructions contained in this Chapter
and the provisions on the MDEC Form 7300. Amounts indicated for
obligation for each quarter wll not be exceeded wthout specific
approval of the Commanding GCeneral. Funds not utilized within a
quarter nmay be carried forwarded to succeeding quarters.

3. Comm tnents

a. General. A commtnment is a firm admnistrative
reservation of funds based upon procurenent directives, orders,
requisitions, or requests which authorize the recipient to create
obligations wthout further recourse to the official responsible

for certifying the availability of funds. Examples of
coomtnents are as follows:

~ (1) DD Form 1149 sent to the Head, Purchasing Branch
requesting that an item be procured on the open narket.

(2) Commssary Store Qarterly Estinmate for Wilities.
(3) Request for Contractual Procurenent (RCP).
b. Accounting Data. Commitnent docunents will include the

following accounting classification displayed laterally before
being accepted by the Head, Accounting D vision:
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(1) Appropriation.

(2) Subhead.

(3) bject dass.

(4) Bureau Control  Nunber.

(5) Sub-allotnent.

(6) Authorization Accounting Activity.
(7) Transaction Type Code.

(a) 1C MCSF.
(b) 11 P,MC on Plant Account Itens.
(c) 2D Al other end use charges.
(8) Property Accounting Activity.
(a) Wth 17X4913, use 067004.
(b) Wth 17FY1109, use 000264.
(c) Wth 17x4913, Comm ssary, use 000264.
(9) Cost Code.
(a) Wth 17X4913, Commssary, use 53200
(b) Wth 17X4913, Subsistence, use 53000
(c) Wth 17X4913, all others, use 53001

c. ne copy of all documents neeting the criteria of a

coonmtrment wll be forwarded to the Head, Accounting D vision
recording on the official accounting records. The Director,
Materiel Division wll furnish a mechanized listing with sup-

porting cards for commtment of 17X4913 funds, excluding
Conm ssary  Store.

d. In becempber, March, June, and Septenber, the fund
admnistrator (program manager) wll be furnished a listing of
outstanding commtments for review and validation.

4, Obligations

a. An obligation is incurred when an order is placed, a

contract is awarded, or a simlar transaction requiring future
payment of noney is entered into during a given period. A no
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tine should the total obligations exceed the total anount
aut hori zed. Exanpl es of obligation docunments are as follows:

1) Purchase Qders.
2) Awards (contracts).
3)

(
(
( MLSTRP requisitions to GSA and DSA

I (4) MLSTRP requisitions to the I1CP A bany ~ 17FY1109
only.

(5) Contracts against RCPs.
(6) Oder for Wrk or Services.

b. Accounting classification data for docunents is described
in paragraph 3102.3 and Appendix 0, except docunents covered in
paragraph 3102.4a(3) and (4) which require a fund code only.

c. One copy of all documents neeting the criteria of an
obligation will be furnished to the Head, Accounting D vision for
inclusion in the official accounting records.

d. A review of all outstanding obligations is required in
Decenber, March, June, and Septenber. The fund adm nistrator
(program nanager) wll be provided a listing of all outstanding
docunents. The fund admnistrator (program manager) wll
annotate that the docunents are valid and the naterial is still
required, or that the material has been received; or initiate
action to cancel docunents where a valid requirement no |onger
exi sts.

5. Fiscal Docunent Transmttal. A fiscal document transmttal
letter wll be utilized by the fund admnistrator (program
manager) to report and transmt a copy of each docunent that
incurs a commtmrent/obligation against funds under his cognizance.
A sanple Fiscal Docunent Transmttal Letter is depicted in
Appendix P. These letters wll be prepared by the fund
admnistrator (program nanager) and transmtted in duplicate at

| east weekly to the Assistant Chief of Staff, Conptroller (Attn:
Head, Accounting Division). Mre frequent transmttals are
encouraged to reflect a nore current status of funds. Each entry
on the fiscal docunent transmttal submtted by the fund admnis-
trator (program manager) wll be supported by a commtnent/
obligation document. Cancellation and adjustments of previously
reported obligations wll also be reported with the exanple
($100.00). Al fiscal docunent transmttals will be submtted in
numerical  sequence. For funds that are issued as allotments and
containing nmore than one budget project (MCSF and P,MO), a
separate fiscal docunment transmttal wll be submtted by budget
proj ect. Receipt of fiscal document transmttals wll be
acknow edged on the duplicate copy and returned to the fund
admnistrator (program mnanager).
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6. Expenditures. Expenditures occur against an appropriation as
a result of obligations being paid. There is no requirenent for
accounting for expenditures at the fund admnistrator (program

manager) level. Expenditures recorded on the official records in
excess of obligations established for a docunent will cause a
debit adjustnment to the commtnents and obligations. Expendi tures
recorded in a lesser anount than the obligation wll cause a

credit adjustnent to the conmitnent and obligation. Wen these
adjustments appear on the Fund Resources Ledger, the fund admnis-
trator (program manager) wll record the adjustnment as a commt-
ment adjustnment on the nenorandum records.

7. Menorandum Records

a. Form Ued. Fund admnistrators (program mnanagers)
receiving allocations of funds from appropriations identified in
paragraph 3102.1 wll naintain nenmorandum records on MDEC Form
7302/1. A separate record wll be maintained for each-budget
project or fund code.

b.  Purpose. The essential requirement for nenmorandum records
is to permt the fund admnistrator (program nanager) to know at
all times the available balances of allocated funds, and to
ensure that transactions generated in the day-to-day operations
are recorded in the official records.

c. Source Data. Entries recorded in the nenorandum records
will originate from the followi ng source docunents:

(1) _Authorizations. The authorization wll be the anount
allotted on the Fund Admnistrator Alocation (MXDEC Form 7300/1).

(2) Commtments. The amount on the DD Form 1149, DD Form
1348, utility estimates, contracts awarded bythe .Commissary
Store Office, and listings supported by cards for DICs XBR and
XOQA transactions wll be recorded as a commtnent. copies of
comm tnment docunents wll be forwarded to the Head, Accounting
Dvision for recording in the official records.

(3) Commtnent Adjustments. The amount of anendnents to
or confirmed-cancellation of commtnents |isted above, adjust-
ments recorded on financial statenents by the Head, Accounting
Dvision as a result of contract award in an_amount different
than the original commtment, paynments less than the contract
amount, and differences in interdepartnmental billings wll be
recorded as an adjustnent.

d. Files. Docunent files wll be nmaintained to support each
transaction recorded as a commtnent. Sufficient additional
information will be naintained to show positive delivery infor-

mation to include quantity of material, and date of receipt.
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e. Recording Postings to nenorandum records wll be accom-
plished as follow:

(1) Enter date of posting. The date of each docunent is
the determning date as to when an entry should be nade.

_ (2) Enter a narrative description or title of the docunent
being reported.

. (3) Enter the docunent nunber which specifically identi-
fies the document being recorded.

(4) Record initial dollar anounts received in the authori-
zation and uncommtted balance colums. Enter anendnments received
as either plus or mnus to the authorization and unconmtted
bal ance col ums.

(5 Record the dollar anount of commtnents in the commt-
ment colum and deduct the amount from the uncommtted bal ance.
Enter the new unconmtted bal ance.

(6) Enter the net adjustment amount, plus or mnus, in
the commtnent adjustnment colum and conpute the new uncommtted
bal ance.

(7) The uncommitted balance is a running balance and is
changed each time an entry is made which changes the total
authorizations or total conmtnents.

. (8) Record explanatory comments deenmed appropriate in
managing the allocated funds In the renarks section.

f.  Financial Statements. Periodically, a Fund Resources

Ledger, NACOMPT Form 2030, reflecting entries recorded on the
official records wth supporting listings wll be provided each
fund admnistrator (program nanager). The Fund Resources Ledger
will be reviewed and conmpared with the menorandum records. A
reconciliation form will be forwarded with the final Fund

Resources Ledger for the quarter. A reconciliation form is
depicted in Appendix P. The reconciliation form and a witten
report of discrepancies wll be submtted to the Assistant Chief

of Staff, Conptroller (Attn: Head, Accounting Dvision) wthin
15 days after the date of the transmttal letter for quarter

ending Decenber, March, and June and 10 days after the quarter
ending in Septenber. Negative reports are required.

g. Val idity Reviews. Each fund admnistrator (program

manager) WIT maintarn an awareness of all transactions which
he/she has initiated, but are not yet conpleted. Pronpt action
will be taken to cancel transactions or docunents which are no
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longer required. CQurrent regulations require four validity
reviews during each fiscal year which nust be docunented and
retained in the records for audit purposes. The official

validity reviews will be the subject of separate correspondence,
at which tine special instructions wll be provided. Normally,
validity reviews wll be conducted during the nonths of Decenber,

March, June, and Septenber.

3103. NAVY STOCK FUND ACCOUNTI NG

1. Purpose. Accounting of MNavy Stock Fund transactions is per-
forne y the Head, Accounting Division for the Marine Corps Ar
Facility. The Accounting Division maintains the financial records
and performs all accounting functions while the Ar Facility main-
tains inventory control. The appropriation accounted for under
this system is 17X4911.2310, Navy Stock Fund. The Accounting
Dvision reports to the Commanding Oficer, Navy Fleet Material
Support COffice, Mechanicsburg, PA The Navy Stock Fund supplies
the aviation type materials essential for the performance of the
Air Facility's mssion.

-2, Aut hori zati on Document s

a. Alotnent/Sub-allotnment Authorization, NAVCOMPT Form 372,
This form issued by the Commanding Oficer, Navy Fleet Material
Support COffice, Mechanicsburg, PA ~ provides the authorization to

draw against the Navy Stock Fund Retail Inventory. It is received
by the Head, Budget Division, Conptroller Departnent. The
authorization is allocated quarterly: therefore, subsequent anend-
ments wll be received throughout the fiscal year.

b. Fund Adninistrator Allocation, MDEC Form 7300/1, After
the Head, Budget D vision receives the NAVCOWT Form 372, the
allocation will be redistributed to the GCommanding Cficer,
Marine Corps Ar Facility.

3. Source Documents

a. The following docunents are the prinmary source documents
from which data. is accunulated for financial inventory reporting:

(1) Material Inspection and Receiving Report (DD Form
250) .

(2) Requisition and Invoice/ Shipping Document (DD Form
1149) .

(3) Purchase QOder (DD Form 1155).

(4) DoD Single Line Item Requisition System 'Docunent (DD
Form 1348).
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(5 DoD Single Line Item Release/Receipt Docurent (DD
Form 1348-1).

(6) Receipt for Aviation Fuel (DD Form 1898).

b. Additional source docunments are listed in Volune 111,
Chapter 4 of the Navy Conptroller Mnual.

4. Stock Fund Consolidated Audit List. This list is a Oass Il
program utilized to account for the individual transaction by
stock/part nunber, document/contract nunber, quantity, and cost
of transaction along with providing the cognizant synbol.

5. Stock Fund Wopdate Transactions List. This list is a dass
Il program utilized to account for the Uncommtted Bal ance
oligation, Accounts Payable, Purchase in Transit, and D sburse-
ment by document/contract nunber.

6. Financial Inventory Report (FIR), NAVOOWPT Form 2154

a. The Financial Inventory Report provides in financial
terns information on increases and decreases of material,
supplies, and equipnent carried in stock. Each category of
material is assigned a cognizance synbol as a code to identify a
category of naterial that is under the inventory control of the
Fleet Material Support Ofice or any other inventory control
poi nt. The odd nunbered cognizance synbols (1H, 1R, etc.) relate
to material in the Navy Stock Account, and the even nunbered
cogni zance synbols (2H, 2B, etc.) relate to material in the
Appropriation Purchases Account.

b. The cognizance synbols used for the Ar Facility are: 1H,
11, 1R, 7G, 9a, 9C, 9D, 9G, 9H, 91, 9J, 9K, 9L, 9N, 90, 9Q, 98,
9v, 9w, 9X, 9Y, and 92, Cognizance synbols nay be added or
del et ed. For further information refer to Volume 3, Chapter 4 of
the Navy Conptroller Manual.

c. The Financial Inventory Report (FIR codes utilized for
the MCAF are: receipts (A; A3, A5, A6, b5 and H1l) and
expendi tures éJI, J2, J3, K7, K8 M, M, and R). The FIR code
captions and definitions can be found in Volune 3, Chapter 4 of
the Navy Conptroller Manual.

d. NAVCOWT Form 2154 is a cunulative report citing: opening
Inventory, receipts (for the nonth), expenditures (for the
month), and closing inventory by each FIR code. This report, in
conjunction with the anmounts reported in the financial plan,
assists in the determnation of the sales/obligational deviation
target to be assigned.

7. Status of Fund Authorization = Stock Fund, NAVOOWPT Form 2129.
This form is a nonthly report of the total financial transactions
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based on the Stock Fund Update Transactions List. This report
goes to the Commanding COficer, Navy Fleet Mterial Ofice in
Mechani csburg, PA. It reports the balance of authorization,
commtnents, obligations, accounts payable, stock fund naterial
in transit (pre-paid), and disbursenents.

3104. WRK_UNITS

1. Ceneral. It is necessary to collect quantitative infornation
that “will match the output acconplished with resources consuned.
Quantitative information reflecting output is expressed in terns
of work wunits. A work unit is a measure of output that expresses
volune of work; conversely, nan-hours and dollars are neasures of
output required to produce work units or perform work. Work
units produced are related to resources consumed through the
media of cost account codes designed to provide neaningful infor-
mation by work function. Performance reports wll include input
nmeasures (resources consumed expressed in financial terns) and
output measures (production expressed in quantitative terns).

Reports of performance will also conpare actual output and expen-
ses with planned output and expenses. In this manner, signifi-
cant differences wll be highlighted for analytical purposes.

2. Source of Information. Wrk units and related cost accounts
are designated I1n the Navy Conptroller Manual, Volume 2, Chapter
4, as Descriptive Data for Cost Account Codes. Only cost
accounts and work units authorized for use by each fund

admnistrator (program nanager) wll be used. In the event nore
descriptive work units can be defined and collected to represent
the work being performed, proposals wth supporting data wll be
submtted to the Assistant Chief of Staff, Conptroller for

eval uation. Initially, authorized cost accounts and related work
units wll be reflected in the operating budget issued to each

fund admnistrator (program nanager).

3. &umulation of Wrk Units

a. System Design. The system is designed to collect the
financial and quantitative data within an integrated data system
by automatic data processing nethods.

b. work Uit Entry. Work units wll be keyed into FARVE
termnal (see the FARVMG User Mnual) nonthly in accordance with
the dates established in Appendix K

4, Consolidation of Wrk Units with Financial Reports

a. General. The work unit data is input to the MION and is
reflected in the Qperating Budget Expense Report (NAVOOWPT Form
2168) and the Performance Statement (NAVMC Form 10890). These
reports are submtted to the Conmandant of the Marine Corps on a
quarterly basis.
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b. Qperating-Budget Expense Report (NAVCOMPT Form 2168).
This report 1s a nonthly report of actual work units, nan-hours,
mlitary services, civilian labor, materials and supplies,
comer ci al contracts, and other by cost account code. This
report is structured in the same nanner as the operating budget
provides actual nonthly expenses by category of expense, and will
be wuseful in budget fornulation and review

c. Performance Statenent (NAVMC Form 10890). The Performance
Statenent 1s a cunulative summary by cost account code of total
obligations to date conpared with the annual budgeting obliga-
tions. The Perfornance Statement is designed for a nechanical
compar ison between the budgeted amounts and the actual anounts.
The Performance Statement is used as an internal nanagenent
report by the Assistant Chief of Staff, Conptroller (Head, Budget
Dvision) to evaluate program performance. Myjor differences
between planned and actual perfornmance wll be analyzed. Upon
request, fund admnistrators (program managers) wll provide data
explaining major variances from the approved financial plans,
and/or initiate corrective action, as applicable.

3105. NMATERIAL  SUPPCRT  OF REIMBURSABLE FUND ADM N STRATCRS

(PRORAM _MANAGERS),  FUNDS EXTERNAL TO MCDEC __CPERATING
BUDGE [

1. Background. Certain fund admnistrators (program managers)
receive tunding support as a result of accepted reinbursable
orders from appropriations external to MDEC Qperating Budget
(i.e., RDT&E,N, Famly Housing, and others). Separate fund
admnistrator (program manager) nunbers have been assigned for
the express purpose of identifying fund admnistrators (program
managers) so funded, The assignment of the fund admnistrator
(program nanager) codes is contained in Appendix B. Mterial
support of these fund admnistrators (program managers) wll be
as outlined in succeeding paragraphs. Services perforned by one
fund admnistrator (program mnanager) for another fund admni-
strator (program nanager), both of whom are internal to the MIDEC
Qperating Budget financial structure, are not reinbursable in
nature and the instructions contained in this paragraph do not
apply.

2. DSSC Material. Over-the-counter issues from DSSC wll be
processed in accordance wth existing instructions.

3. Non-DSSC Materi al

»a. Requirements for non-DSSC stocked naterial which have a
valid National Stock Nunber will be submtted to the NOOC
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Qustoner Service Section, Mteriel Division. Acquisition of
material will be Wi th obligation of Operations and Maintenance,
Marine Corps (o&M,MC) funds.  Upon receipt and issue, an expense
transaction wll be processed in accordance wth current

instructions.  Docunent serial nunbers wll be alpha/nuneric in
accordance wth existing instructions.

~b. Requisitions for material which do not have a valid
National Stock Nunber wll be submtted to the NCAC  Custoner

Service Section, Materiel D vi si on. Pr ocur enment i nstructions
will cite O&M MC funds.

(1) Requisitions wll be assigned document nunbers in
accordance with Appendix A MDECO P4400.1.
. ~ (2) Each requisition will contain the statement: "Direct
Citation." This wll indicate that the procurenment instrument

will cite oaM,MC funds in lieu of the Marine Corps Stack Fund.

(3) The value of the requisition will be entered into
FARMG as a reservation.

4, Material Receipt and Paynent

a. Al material wll be received by the Traffic Managenent
Officer (TM) , Traffic Division. A the tinme of receipt, a DD
Form 250 will be prepared. The original and required copies wll

be forwarded to the Head, D sbursing Dvision; one copy to the
Head, Purchasing Branch; and two copies to the fund adm nistrator
(program manager) wth delivery of the material.

~b. Dealer's invoices nust be forwarded directly to the Head,
Di sbursing Division.

5. Expensing. Upon receipt of copies of the procurenent instru-
ment, an expense transaction wll be established in official
records.

3106. TEMPORARY ADDITIONAL DUTY (TAD) CRDERS

1.  Ceneral. Tenporary additional duty orders present the
greatest quantity of individual documents to.be processed. through
the accounting system It is, therefore, necessary to establish

separate procedures for processing these docunents in order to
ensure uniformty.

2. Numbering. Each TAD order nust be identified by a unique
nunber Ich distinguishes a particular set of orders from all
other TAD orders. here are occasions when nmore than one

traveler will be shown on a single order. Wen this occurs, it
Is required that a separate travel order nunber (TON) be assigned
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to each traveler. A this Command, there are five authorized
order-writing activities:

a. Commanding General, Marine Corps Devel opnent and
Education Conmand.

b. Director, Development Center for nenbers of the
Devel opnent Center and the Advanced Anmphibious Studies Q oup.

c. Director, Education Center for nenbers of the Education
Center.

d. Director, Doctrine Center for nenbers of the Doctrine
Center.

e. Commanding Oficer, Marine Corps Ar Facility for menbers
of Mrine Helicopter Sguadron-One and Headquarters gquadron,
MCAF.

f.  Commanding O ficer/Cficer in Charge of tenant activities
when authority has been specifically delegated in witing by the
Commandant of the Marine Corps.

3. Accounting Data

a. The accounting data cited on travel orders and related
docunments is the neans by which subsequent payment information is
communi cated to various transportation, disbursing, and account-
ing offices. Therefore, it is essential that conplete and accu-
rate accounting data is cited on all TAD orders, transportation
requests (TRs), and related docunents. It is also required that
each travel order and nessage providing funding authority to other
coomands contain this statenment: "Travel Oder MNunmber (TON) will
be cited on all TRs and Dovs prepared pursuant to these orders.”
The appropriate message format is contained in figure 3-3. In
the space provided for appropriation data on the TR the applica-

ble accounting data wll be annotated and include all of the fol-
lowing data in the sequence indicated in the below sanple format:
APPROPRI ATI ON OBJECT BUREAU P BWD TRANSACTI ON
AND  SUBHEAD CLASS CONT.  # SUFFI X # AAA TYPE CODE
17FY1106. 2780 000 00264 0 00264 2D

TON Q05T CODE (12 digits) ESTI MATED  COST

4 Digits Last twelve digits of the $ Anmount

Standard Docunent  Nunber

b. Responsibility for entering this data on TRs lies wth
the Traffic Management O ficer, Traffic Dwvision. However, it is
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the responsibility of the fund admnistrator (program manager)
and order-witing activity to ensure that the necessary data is
showmn on the travel order.

4, Distribution of Copies

a. e copy of each travel order issued by fund admni-

strators (program managers) will be provided to the Head,
Accountin? Dvision by letter of transmttal nunbered
sequentially. Appendix Q is a sanple format. Transmttal
letters are due at the Accounting Dvision by Friday of each
week. Letters of transmttal wll include one copy of TAD orders
for each ToON being used. Wen TAD orders are issued to extend
into the subsequent fiscal year, two copies wll be provided for

each TON to substantiate the obligation for each fiscal year. In
the event that no TAD orders were issued during the week, a nega-

tive letter of transmttal wll be submtted. Data pertaining to
travel orders issued by the Drector, Development Center wll be
transmtted in accordance wth established mechanized procedures.
Copies of orders wth supporting docunents wll be nmaintained by
the Financial Managenent Branch for the Development Center as
official records of this Command, and wll be available upon call
for copies and/or inspection by the Assistant Chief of Staff,
Conptroller. Copies of travel orders wth supporting docunents
will be retained for three fiscal years.

h. TAD orders citing TONs assigned to an appropriation not
accounted for at this Command by Activity Accountin? Nunber
000264 will be listed and annotated "Not 000264." n cases where
funding authority for TAD orders has been granted to comands
outside Marine Corps Developnent and Education Command by
message, Figure 3-3, and copies of orders have been requested, a
copy of these orders wll be submtted to the Head, Accounting .
Dvision annotated by nmnessage date tine group. In cases where it
is necessary to direct funding authority for TAD by tel ephone or
other verbal means, such authority wll be confirned by nessage.

c. 1In cases where funding authority for TAD has been granted
to other commands by nessage, and copies of applicable orders
have been requested, a continuous effort nust be made to assure

conpliance with this request. Followup nessages wll be initiat-
ed by the cognizant fund admnistrator (program nanager). Three
copies will be provided to the Assistant Chief of
Conptroller.

d. One copy of each travel order wll also be provided the

fund admnistrator (program nanager) whose funds are being cited
for recording into the FARME system

5. Entries on Oficial Records
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a, The fund admnistrator (program nanager) wll process the
TAD orders as follows:

(1) Enter the appropriate data into the FARMG system
TAD orders wll be simultaneously obligated and expensed.

(2) File the TAD order in the expense file.

(3) Adjustnents to expenses previously recorded wll be
made as a result of subsequent paynents. Fund admnistrators
(program nanagers) wll adjust the previous expenses on the FARVB
records. These adjustments will appear on the financial state-
ments, and wll reference the TON and anount. Wen adjustnents
are nmade, the applicable orders wll be remved from the expense

file, annotated as to the adjustment, and returned to the expense
file.

b. If no travel is performed, and the orders are cancelled,
a copy of the cancellation wll be furnished the Head, Accounting
Di vi si on.
6. Conpletion of Travel. The traveler is responsible and will

comp[y with this basic Oder to report to the Head, D sbursing
Dvision within 15 days after conpletion of travel to make final
settlenent of any clains or refund of excess advances. The fund
admnistrator (program manager) wll mnake every effort to

mai ntai n cogni zance of conpleted travel and to respond to
inquiries regarding conpletion of orders. Any unused portion of

a transportation request wll be reported immediately to the
Traffic Management Cficer (TM), Traffic Division, Supply
Depart nent. Further, the fund admnistrator (program manager)
will follow the procedures contained in the current edition of

MCDECO 7000. 13.

7. Unused Transportation Requests and/or Tickets. The Assistant
Chief of Staff, Supply (TMJ Traffic Dvision) wll forward, on a
nmonthly basis % letter of transmttal, copies of applicable
travel orders ich are affected by either a cancellation or

nmodi fication of a transportation request and/or wunused portion of
tickets. The travel order wll contain an estimate of the value
of the cancellation or nodification of transporation requests
and/or unused portion of tickets.

8. Targets and/or Lintations. As required, constraints in tne

form of targets or related limtations wll be placed on TAD
and/or costs associated therewith, Fund admnistrators (program
managers) wll ensure conpliance with such limtations and/or

targets that nay be established prior to requesting travel orders.
9. Messages. Messages providing funding authority to other

commands fot perfornance of work are at the time of issue _
incurring obligations. Therefore, in order to maintain funding
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control, all nessages providing funding authority for work will
be forwarded to the Assistant Chief of Staff, Conptroller for

r el ease.

10. Advance Paynment of Registration Fees, Regi stration fees for
conf erences, semnars, and other training nay be paid in advance

utilizi ng t he N_AVCIJ\/PT FORM 2277_. ~ Activities requesting TAD
orders will notify the order witing activity via an attachnent
to the TAD request that registration fees have been paid in
advance. The order witing activity will enter the words

*Regi stration Fees Paid In Advance" in Block 16 of the DD Form
1610. The fund admnistrator (program manager) wll file a copy
of the voucher for paynment of registration fees in the expense
file attached to the appropriate TAD order. Wen the settlenent
copy of the TAD order is received, the travel voucher wll be
examned to ensure that reinbursenent for registration fees has
not been clainmed by the attendee.
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MISCELLANEOUS EXPENSE ACCRUAL WORKSHEET
MCDEC 733012 (7-69) rpe 102021c)

REFPORTING ACTIVITY PEA MOMTH OF DATE SUBMITTED
CARD | DOCUMENT NO CIIARGEABLE AMOUNT ——
D |PO/CONTRACT NO /0B ORDER NUMBER (DOLLARS) REMARKS
‘o1 XXXXX XXXXXXXXXXXXXX XXXXXXXX.XX :
- CC 30-43 CC 52-65 CC 67~74 $e
Y@@1884LT@P321 | AM41800101830Q 200.00
YPP1884LTPP347 | AMAHA5C088010Q 375.00

this formis available ar the bl ank forms |ssue point.

Previous editions can be | used.

TOTAL $575. 00

Figure 3-Z --Mscellaneous Expense Accrual Wrksheet.
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UNCLASSIFIED

1 ]
CG MCDEC QUANTICO VA
ADDRESSEE
8T
UNCLAS//NOCQDE//
FOR CODE
SUBJECT

1. {EXPLAIN PURPOSE. }

2. FOL FUND DATA IS PROVIDED FOR {EXPLAINI.

APPN: L1?7FYLL0WL.2780 TON: NO.
BCN: 002kY EST COST: AMT
AAA: 0002kLY

COST CODE: STANDARD DOCUMENT NUMBER

JON: AS APPLICABLE

3. REPUIRE EACH TRAVEL ORDER CONTAIN STATEMENT: “TON. WILL BE
CITED ON ALL TRS ANDDOVS PURSUANT TO THESE ORDERS.”

4. REQUEST THAT COPIES OF DOV’'S AGAINST THESE ORDERS BE
FORWARDED TO THIS COMMAND {CODE C 182} AND CCODE DEPT}.

BT

COMPT. MCDEC {3%
ORIGINATING DEPT {31}
OTHER.

NAME3" DEPT CODE

D. . ALEXANDER

UNCLASSIFIED

Figure 3-3.--Mssage Format for Transportation
Request .
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CHAPTER 3
ACCOUNTI NG

SECTI ON  2: PLANT PRCPERTY  ACCOUNTI NG

3200. M SSION AND FUNCTI ONS. The Head, Plant Property Branch
maintainsg the plant property records, conducts inventories, and
prepares reports for all real property and equipnent in accord-
ance with policies of the Conptroller of the Navy and Conmrandant
of the Mrine Corps.

3201. DEFINNTION AND CLASSES OF PLANT PROPERTY. Plant property
includesalT Departnent of the Navy-owied, Narine Corps-nanaged
real property, and other property for which the Mirine Corps is
account abl e. Also included is all personal property of a capital
nature which neets the criteria established in the "Navy
Conptroller  Manual, Volume 3, Chapter 6 and related Navy
Conptroller Instructions. It does not include plant property-
type itens in the stores system Excluded are plant property
itenms in the custody of unit operating forces which are noved
wth the wunit. Excluded also are itens issued from stores which
are charged to other than cost account code 1R9A. Pl ant property
is divided into four classes:

Land dass 1
Buildings and |nprovenents dass 2
Equi pment Qass 3
Industrial Production Equi prent Qass 4

3202. ASSIGNMENT O RESPONSIBILITY

1. Jdasses 1 and 2. The area, buildings, and facilities
responsibiTity 1s assigned by the current edition of MDECO
11100. 1.

2. (Oasses 3 and 4. Fund admnistrators (program managers)
listed 1n Appendix R will designate a responsible officer to
admnister the receipt, custody, and disposition of Oasses 3 and
4 equiprment allocated for use within their respective area of
responsibility. Personnel assigned as responsible officers wll,
at the time of initial assignment, request a consolidated

nmenor andum recei pt of property items, sign, and return to the
Head, Plant Property Branch within 10 working days, Any shortage

of property wll be the subject of a letter to the conmanding
officer or the responsible officer concerned requesting that a
report or investigation be initiated. In order to effect the
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change of the responsible officer, the Head, Plant Property
Branch will be furnished the nanme and rank of the relieving
responsible officer at least 10 days prior to relief.

3203.  PROCUREMENT

1. QOass 1 Property. Requests for the acquisition of additional
land™wWTT De addressed to the Commanding Ceneral.

2. Oass 2 Property. Requests for the acquisition of addition31
facilttres, or nodification/extension of existing facilities wll
be subm tted for approval to the Commanding GCeneral in accordance
with existing instructions. The acquisitions of dass 2 property
is based on contracts let under the cognizance of the Maintenance

Oficer. Copies of contracts and job orders covering new con-
struction, mmjor alterations, and additions chargeable to cost
account code 7010 wll be witten to cover individual installa-

tions in such a manner as to specifically identify the plant
property facility.

3. Qass 3 Property, Prior to requisitioning plant property
Qass 3 1tens wth a dollar value of $1,000 or nore (exceptions
are electronic test benches, work benches, and layout tables used
in printing plants), fund admnistrators (program nmanagers) Wwill
egﬁureéj that allowances exist and admnistrative regulations are
adhered to.

a. Requisitions will be forwarded to the Head, Plant Property
Branch, Accounting D vision for screening against |ocal excess
property. After review for allowances and related information,
the requisition will be forwarded to the NOOC CQustoner Service
Section, Materiel Division.

_ b. Requisitions for replacenment of plant equipnent wll
include the plant account nunber of the i1tens being replaced.

4, dass 4 Property

a. Requirements for investnent production equiprment (dass 4
plant property) wll be forwarded to the Head, Plant Property
Branch on a Requisition and Invoice/ Shipping Docunent (DD Form
mWw: - -

b. The Head, Plant Property Branch wll transcribe applic-
able information to a Departnment of Defense Industrial Plant
‘Equipment Requisition (DD Form 1419) for submssion to Defense
Industrial Plant Equipnent Center (D PEC).

c. Upon receipt of notification of the availablility of a
suitable item from DPEC the Head, Plant Property Branch wll
coordinate with the appropriate responsible officer as to the
acceptability of the item An acceptance certificate or a
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nonacceptance certificate wth justification for nonacceptance
will be forwarded to D PEC

d. Funds for dass 4 itens will not be expended until receipt
of certification that a suitable substitute item is not available
from another echelon of supply. Upon notification that a suitable
substitute item is not available, the appropriate responsible

officer will submt a requisition to the NCOC CQustoner Service
Section, Materiel Dwvision via the Head, Plant Property Branch
for the iten(s) required. Requisitions will show the applicable

accounting data for the tine.

e. Procurenent of production equipnment is not authorized for
initial requirements or replacements without prior approval of
the Commandant of the Marine Corps. Al correspondence and
arcounting docurments wll reflect the authorization.

3204.  ACQUI SITION AND RECEIPT

1. Acquisition of (asses 1 and 2 Pl ant Property

a. Jdass 1. Tenporary interests, releases or grants wll be
reported tTo the Head, Plant Property Branch. Related docunents
and correspondence concerning real estate acquisitions wll be
routed via the Head, Plant Property Branch.

bh. dass 2

(1) Acquisitions of facilities will be reported to the

Head, Plant Property Branch irrespective of the type of financing,
appropriated or nonappropriated funds. Plant account personnel

w il physically inspect all new facilities for determning type
of structure, structural material, dinensions, and square footage
enconpassed. Docunents and correspondence concerning facilities

will be routed via the Head, Plant Property Branch.
(2) The Public Wrks COficer and Mintenance O ficer will

assist the Head, Plant Property Branch in preparing property
records cards, as required.

2. Acquisition of Casses 3 and 4 Plant Property

a. The Traffic Managenent O ficer, Traffic Dvision wll
receive and deliver all plant property to the requisitioning
agency. The responsible officer and/or the fund admnistrator
(program manager) shall be responsible for the proper reporting
of receipts of plant property equipnment within five days after
recei ﬁt of plant property equipment to the Head, P ant Property
Branch. This report wll be in the form of a nenmorandum to the
Head, Plant Property Branch indicating the quantity, descriptive
nomenclature, and location of the equipment. In addition, the
menorandum shall contain the requisition nunmber on which equipnent
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was ordered, applicable purchase order number, and date of
recei pt. A copy of the DD Form 250 indicating the receipt of the

material wll acconpany the menorandum

b. Casses 3 and 4 plant property received from sources
other than those shown above wll be reported to the Head, Pl ant
Property Branch in the sanme manner except a copy of the shipping
docunment will acconpany the nenorandum
3205. | DENTI FI CATION  NMEDI A

1. dass 1. No identification nedia required.

2. dass 2

a. Bui l dings and structures which are sufficient in size and
prom nence wll be shown on the Master Shore Station Devel oprent
Pl an. These buildings and structures wll be assigned a pernanent
identification nunber by the Head, Plant Property Branch. The
assignment of identification nunmbers wll be consistent with the
existing nunbering system throughout the Conmand. The Head, Plant
Property Branch wll forward a work request to the Assistant Chief
of Staff, Facilities (Maintenance D vision) for the preparation
of identification nedia. Acconpanying the request wll be the
designation, the identification nunber assigned, and map |ocation
of each building or structure. The Head, Plant Property Branch
will notify the Public works Oficer to include these new
buildings or structures in the next revision of the Master Shore
Station Devel opment Pl an.

b. Fund admnistrators (program managers) wll notify the
Assistant Chief of Staff, Facilities (Mintenance Division) of
mssing identification nmedia for replacenent.

3. Classes 3 and 4

a. For each item of plant equipnent, the Head, Pl ant

Property Branch wll be responsible for assigning and affixing
permanent identification nedia. Once an identification nunber
has been assigned, it wll not be changed nor wll it be renoved
if the itemis returned to stock. The nunber wll remain
unchanged for the useful life of the item, and it wll be
referenced in all correspondence and accounting docunents

relative to the item

b. Responsible officers and/or fund admnistrators (program
managers) wll initiate appropriate action to ensure that:

(1) Personnel wthin their command are apprised of the
i mportance of plant account identification media.
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(2) Periodic inspections are conducted (at |[east
semannually) to determne the presence, accuracy, and pernanence
of identification nedia for each item of plant equipnent under
their cognizance. D screpancies wll be reported by menorandum
to the Head, Plant Property Branch in the followng format:

Nonmencl ature; Serial No.; P.A No.; Activity Location; Noted
Di screpanci es.

3206. PROPERTY  ACCOUNTI NG QUSTQDY

1. Records, Cne copy of each Property Record Form (DD Form
1342} will be furnished to the responsible office by the Head,
Plant Property Branch for each Oass 3 or 4 item recorded on the

accounting records of plant property. These records will be
filed by the responsible officer in nunerical sequence by plant
account nunmber. The Head, Plant Property Branch will distribute

the plant property record form at the time of pickup of the
property. This form will acconpany Receipt for Oass 3 and 4
Plant Property (MCDEC Form 4430/3).

2. Consolidated Menorandum Receipts

a. Semannually (1 June and 1 Decenber) or at the relief of
responsible officers, the Head, Plant Property Branch wll
prepare a listing of plant equipnent under the cognizance of the
responsible officer. Consolidated nmnenorandum receipts wll be
reconciled with the plant property on hand. Excesses or
shortages will be reported to the Head, Plant Property Branch for
reconciliation or disposition,

b. Upon the receipt of Consolidated Menorandum Receipt (COW)
from the Head, Plant Property Branch, responsible officers or
fund admnistrators (program managers) wll take the follow ng
actions:

(1) Physically inspect all itens by plant account nunber,
and conpare actual condition of itenms to condition codes Ilisted
on OMR Make a pen change to condition code listed on OWR if
deenmed necessary. (Qiginal and duplicate copy are to be
annot at ed.

(2) Review estinmated year of replacenent, and through
utilization of the physical inspection and condition code
established in paragraph 3206.2b(1) above, determne a realistic
fiscal year of replacement. Pen change year of replacenment if
deemed necessary. Annotate original and duplicate copy.

Repl acenments which cannot be made during the current budget year
shoul d be updated to budget %/ear plus one or later, dependent
upon conditions of itens. This applies to itens with a

repl acement year prior to the current budget vyear. ltems |isted
on COWR for which replacenent is not nmade wll be annotated "N A"
on original and duplicate copy of QOWR
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(3) Itenms that may require a technical inspection to
determne condition may be referred to the technical section
concer ned.

(4) The responsible officer will sign the original copy
and return to the Head, Plant Property Branch. The duplicate
copy will be retained by the responsible officer for his records.

(5) On the basis of information furnished on the CWR the
Head, Plant Property Branch wll wupdate plant property records to
reflect the new data.

c. The listing prepared as of 1 Decenber wll reflect
changes to the prior June listing. This listing wll be
forwarded to the responsible officer/fund admnistrator (program

manager) for review and updating in accordance wth paragraph
3206.2a.

(1) The signed original will be returned to the Head,
Plant Property Branch for wupdating plant property records.

(2) In addition, an updated OWR wll be provided on
1 Cctober fordetermning those itenms to be replaced in the

forthcom ng budget vyear(s). The listing will be in replacenent
year sequence.

(3) Itens listed on the June listing having a replacenent
year the sane as the year for which a budget is being prepared
will either be included in the budgetary figures if replacenent
is desired or the replacenment date wll be updated to the future
year.

3. Updating Records. If within 10 working days after reporting
the receipt of a plant property item a debit MDEC Form 4430/3
is not received, the responsible officer wll verbally notify the
Head, Plant Property Branch.

4, Movenent of Wility System Equipnent. Pl ant  equi prent
connected to a wutility system wll be disconnected only by
personnel of the Facilities Departnent (Mintenance Division).

5. I nt ra- Command Moves. When plant property Cass 3 itens are
transferred between responsible officers, Transfer of Pl ant
Property dass 3 (MCDEC Form 4430/2) will be utilized to record
the transaction. The conpleted form wth signature, wll be
forwarded to the Head, Plant Property Branch (original and one
copy) .

6. Interactivity Transfers. Plant property Casses 3 and 4 wll
not be transferred or shipped to activities outside MNarine Corps

Devel opnrent and Education Command w thout witten approval of the
Head, Plant Property Branch.
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3207. 1 NVENTORY

1. Overages. The responsible officer wll report, by letter, to
t he ad, Plant Property Branch all itens of plant account

equi prent, Odasses 3 and 4, on hand, but not on charge by OWR to
their respective account.

2. lnventory
a. A physical inventory of dasses 1 and 2 plant property
will be performed on a continuous basis.

b. A physical inventory of Oasses 3 and 4 plant property
will be conducted ever)é three years. Detailed instructions for
sach inventories wll be pronulgated by the Assistant Chief of
staff, Conptroller.

'3, Technical Assistance. Technicians within the various
technical trades wlIT assist inventory personnel of the Plant
Property Branch in physical inventory of plant property, as
required.

4, On-Site Inspections. Periodic inspection of records and
related property held by responsible officers wll be nade by the
Head, Plant Property Branch.

3208.  UTI LI ZATI ON

1. dass 1., The use of Marine Corps Developnrent and Education
Command-owned and leased land will be determined by the
Commandi ng  Ceneral .

2. (Qass 2

a. Commanding officers and heads of departnents will ensure
that buildings and structures are utilized for the designated
pur pose. Primary designations to these real properties are

published periodically 1n the current edition of MDECO 11100.1,
Listing and Assignment of Real Property Facilities. Request for

changes of designated use of a building or structure wll be
directed to the Conmmanding GCeneral (C 04). The Head, Plant
Property Branch will be notified of any designated use changes.

b. As required, commanding officers and heads of departnents
will report buildings or structures no longer in use or buildings
and structures for which no planned use within one year is
anticipated to the Commanding Ceneral (Code C 04). The Head,
Plant Property Branch will be notified of this action.

3. Jdasses 3 and 4
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a. Responsible officers/fund admnistrators (program _
managers) wll ensure that required plant equipnent is on hand in
sufficient quantity, and that the equipment is in a serviceable
condi tion. Canni balization (the renoval of serviceable parts
from one item of equipment for use in repairing another item of
equipnent) wll be enployed only as specifically authorized by
MCO P4400.19B, paragraph 3002.

b. CQurrent utilization of industrial production equipnent
(plant property Cdass 4), and the basic plans and prograns for
nmobi | i zation of such equipnent nust reflect the latest concepts
as well as the requirement to reduce expenditure for funds.
Budget Ilimtations dictate increased efficiency and econony
measures. Therefore, responsible officers/fund adnministrators
( ro?ram managers) wll make a continuing review and evaluation
of all production equipment to determne what equipnent S excess
because of reduced workload, design changes, or any other
contributing factor. In conducting this review, the followng
points wll be considered as gquidelines:

o (1) Consolidation of industrial production equipnent
within one shop or area for better utilization.

(2) Mintain workload records Wwhere nore than one of the
same or simlar type of production equipnment exists to determne
if an equal anount of work can be acconplished with |ess equip-
ment through the nedia of nore effective work assignnents.

(3) Ensure that production equipnment is not utilized to
manufacture conmon itens readily available from comercial
sour ces,

(4) Prior to initiating disposal action for excess
production equipnent, determne if the equipnent can be wutilized
as a replacement for older, less productive equipnent in use
whi ch should be disposed of first.

3209.  DI.SPOSI TI ONS

1. dass 1. Action wll be initiated by the Comanding Ceneral.

2. dass 2. Won the approval for _disposition-of real property,
the Assistant Chief of Staff, Facilities wll notify the Head,
Plant Property Branch, in witing, of such action. Wthin five
days after disposal, the Miintenance Oficer, Public Wrks
Officer, or the Chief, Defense Property D sposal Cfice, Mrine
Corps Devel opnent and Education Command, Quantico, VA as
aploropriate, will furnish the Head, Plant Property Branch the
following information in witing:
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a. 1t the item of real property was transferred to another
government agency (federal, state, or local),, furnish nane of
agency. If disposed of as a result of survey, so state.

h. Gve the authority nunmber for taking disposition action;
if cash sales, give disposal sales nunber.

c. Gve the nonth and year of fornal disposition.

d. Gve, in dollars, the amunt of consideration received,
if any. Upon disposition of the item of real property, if a cash
sale, enter the amount in dollars received as a result of the
cash sale; if no consideration was received, so state.

3. dass 3

a. Itenms which becone unserviceable through normal use will
be reported to the Bead, Plant Property Branch by the responsible
officer concerned. The report will be nmade on a DD Form 1348-1
with the following information typed thereon:

(1) Docurent identifier B7J.
(2) nit of issue.
(3) Quantity.

(4) Docunent nunber (30000, vyear, day; |eave serial
nunber bl ank).

(5 Wit oprice.
(6) Shipped from Plant Property Branch, Accounting

Di vision, Conptroller Departnent, Mrine Corps Devel opnent and
Education Command, Quantico, Virginia.

(7) Ship to: Chief, Defense Property Disposal Cfice,
Marine Corps Devel opment and Education Command, Quantico,
Vi rginia.

(8) Total value.

(9) Item nonenclature, plant account nunber, and serial
nunber .

(10) Signature of the responsible officer.

h. DD Form 1348-1 wll contain the follow ng:

(1) Ofice machines with a dollar value of $1,000 or nore
will be supported by a signed certification by a representative
of the Ofice Machine Repair Division, Support Departnent stating
that the item meets the criteria for replacenent as set forth in
the current edition of Mco 10460. 2.
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(_2? G her expense-type itens with a dollar value of $1,000
or nore wll Dbe supported by a Limted Technical Inspection (LTI)

signed by a representative of the cognizant technical field.

(3) Mtor vehicle-type itens wll show Commandant of the
Marine Corps authority.

(4) Al reports of unserviceable propertd{) will be
supported by the responsible officer's copy of Form 1342 for

the item

(5 The DD Form 1348-1 will be delivered to the Head, Pl ant
Property Branch by the responsible officer or an agent acting for
the responsible officer. The Head, Plant Property Branch will
affix a serial nunber to the DD Form 1348-1 and provide turn-in
instructions to the individual. Upon conpletion of the turn-in
action, the responsible officer, or his acting agent, wll obtain
a signature of receipt for the item The original signed receipt
will be returned to the Head, Plant Property Branch for processing
of credit action.

c. Items which are damaged or destroyed wll be reported in
witing to the appropriate commanding-officer by the responsible
officer via his unit commanding officer (see the current edition
of MCO P4400.19). For each item concerned, the plant account
nunber, nomenclature, results of the technical officer's inspec-
tion, and estinmated cost of necessary repairs wll be shown.  The
coommanding officer wll initiate an investigation under the
conditions contained in MCO P4400.19B, paragraph 4011; and upon
conpletion, submt the subject report investigation to the
Commanding Ceneral for review and final action. These itens wll

be retained by the responsible officer concerned until disposition
instructions are received from the Commanding Ceneral. The
original of the approved report of investigation wll be forwarded
to the Head, Plant Property Branch for necessary action.

d. Items which are lost or stolen wll be reported imedi-
ately, in witing, to the Commanding Cficer, Security Battalion
by the responsible officer via the commanding officer, Each
report wll contain the nane, rank, service nunber, and

organi zation of the person last having-custody of the property
account on which the item appears: the date that the |oss was
discovered; and the serial nunber, plant account number,.and_name

of the mssing item A copy of each report wll be forwarded to

the Head, Plant Property Branch. The Commanding Cficer, Security
Battalion wll be reponsible for notifying the authorities

concer ned. Uoon the notification of lost property, the Assistant
Chief of Staff, Supply wll initiate a bulletin in the 4400 series
requesting a search for the mssing property, An investigation of
mssing items will be held in the manner prescribed in paragraph

3209.3c.
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e. Excess itens wll be reported imediately, in witing, to
the Head, Plant Property Branch by a responsible officer. Each
report wll contain the nomenclature and plant account identifi-
cation nunber of the item |n addition, the result of the
technical officer's inspection will be forwarded with the
report. [tem Condition Code "R" or "X" wll be reported as
unser vi ceabl e. The Head, Plant Property Branch wll notify all
responsible officers of itens declared excess by neans of an
"Excess Plant Property" letter. Responsi ble officers wll screen
each item and return the letter to the Head, Plant Property
Branch noting itens that can be utilized. Redi stribution wll be
made on a first call basis. If action is required to
redistribute excess plant property, the Head, Plant Property
Branch will notify, in witing, the holding responsible officer
to transfer the property in accordance wth instructions
contained in paragraph 3206.5. If the itens are found to be
excess to the needs of this Conmmand, the Head, Plant Property
Branch will invoice the itens to the Chief, Defense Property
Di sposal O fice, MCDEC The holding responsible officer wll
retain the itenms until notified by the Head, Plant Property
Branch to dispose of the item

4, Cdass 4

a. Itens which becone unserviceable through normal use,
itens which are danmaged or destroyed, and itenms which are lost or
stolen will be reported in accordance with the procedures for

Cass 3 property established herein.

b. Equi prent no longer required for the purpose for which
authorized (idle or excess) wll be reported, in witing, to the
Head, Plant Property Branch by the cognizant responsible officer.
This applies only to equipnent which is not in current productive
use, and is not contenplated for use wthin 90 days; excluding
equi prent installed or designated for currently scheduled produc-
tion not in use pending conpletion of an assenbly, and nachine
tools or other related production equipnent for rmaintenance or
overhaul of wmaterial in current use.

c. Each report wll contain the nonenclature and plant
account identification nunber, and be acconpanied by DD Form 1342
for each item concerned. Detailed instructions for conpletion of
the DD Form 1342 will be given by the Head, Plant Property Branch;
however, the data required on the fornms nust be furnished by a
t echni cal I nspector.
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CHAPTER 3
ACCOUNTI NG
SECTITON  3:  CGVILIAN PAYROLL  AGCOUNTI NG

3300.  PURPOSE. The Head, Gvilian Payroll Branch maintains the

civilian pay, leave, retirement, and other related reports and
records in accordance with procedures directed by the Drector,
Gvil Service Conmssion; Drector, General Accounting Office;

Director of Gvilian Personnel; Conptroller of the Navy, and
Commandant of the Marine Corps.

3301. PAYROLL  PROCEDURES

1. Hours of Wrk and Regular Wrksheet. The regular hours of
work for civilian enployees is established at 40 hours, 8 hours a
day, Mnday through Friday. Normally, working hours from 0800 to
1630 or 0730 to 1600 with a thirty-mnute period allowed for
lunch in the mddle of the workday/shift. Wrking hours wll be
enforced by respcneible oZficers and supervisory personnel.
Gvilian enployees who violate established working hours are
subject to appropriate disciplinary action.

2. Non-regular  Wrkweek

a. Activity heads requiring workweeks or shifts to be sched-
uled regularly at tines other than those set forth in paragraph
3301.1 above, wll forward a request to the Commanding GCeneral
(Code C 18) for approval prior to the establishment of a
non-regul ar workweek or a non-regular shift.

b. Schedule Changes wll be kept to the hour or half-hour.
c. The normal duty of a shift wll not exceed eight hours.
3. Changes to Scheduled Workweek/ Shift, The schedul ed workweek

will not Dbe changed to permt the paynent of overtine or holiday
benefits not otherw se provided.

4, Pay Period. The pay period for civilian enployees is a two-
week J)enod beginning every other Sunday and ending the followng

second Saturday.
5. Paydays

a. Payments wll be made by electronic funds transfer to
financial 1nstitutions (Drect Deposit) or by nmail to a non-work
addr ess. Due to the inherent benefits to the individual, paynent

by electronic funds transfer is encouraged.
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b. Paydays will be scheduled on an annual basis on or about
1 Cctober of each year to enable personnel to plan funds for

vacations and other |eave contingencies.

(1) Payday occurs during a regular Mnday thru Friday
five-day workweek. Payment W IT be nade on Tuesday of the second
week followng the end of the pay period.

(2) Payday Considerations when a Holiday Cccurs. When
a normal Tuesday payday falls on a holiday, paynment wll be
mai l ed/transmtted as schedul ed.

(3) There will be no exceptions nade for paynents On
the day preceding scheduled paydays.

6. Per sonnel Actions

a. The Drector, CGvilian Personnel wll furnish the Head,
Cvilian Payroll Branch the following information the day a new
enpl oyee reports to work, enployees transferring wthin his
organi zati on, and other personnel actions involving changes to
pay status, to include promotion, periodic step increases, etc.:

(1) Enployee social security nunber.
(2) Enpl oyee nane.
(3) Enpl oyee type.
(a) QGvilian, graded permanent, annum
(b) Guvilian, ungraded pernmanent, diem
(c) Guvilian, ungraded tenporary, diem
(d) CGvilian, graded tenporary, annum
(e) Guvilian, wungraded intermttent, diem
(f) Gvilian, graded intermttent, annum
(g) Youth Qpportunity Corps, ungraded, diem
(h) Gvilian, sumrer work, graded student, annum
(4) G adelstep.
(5) Shift.
(6) Work center.

(7) Effective date of action.
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(3) Messages. Messages providing funding authority to
other commands for performance of work are at the time of issue
incurring obligations. Therefore, in order to maintain funding
control, all messages providing funding authority for work will
be forwarded to the Assistant Chief of Staff, Conptroller for
rel ease.

b, Formal paperwork will be forwarded as soon as possible
but no later than 1200, Monday of the second week follow ng the
begi nning of the pay period in which the change is to take place,
| arge nunber of hire actions excepted. At |east one full
two-week period should be allowed for mass hire action; i.e.,
school teacher's return in August and sumrer augnment hires.

c. Transfer of enployees between cost centers wll be
effective only at the beginning of pay period except in those
cases approved -jointly by the Drector, Cvilian Personnel and
Assistant Chief of Staff, Conptroller.

7. Holiday Wrk. No work will be required on days observed, as
nati onal holidays except that required for energency service or
holiday work authorized by current regulations to be regularly
scheduled as part of a normal tour of duty. Energency service is
defined as that which cannot be deferred to the next working day.

8. Overtine Wrk

a. The policy with respect to overtime work is set forth in
the current edition of MCDECO 5330. 1. Overtime will be limted
to no nore than 3.0 hours for any one enployee during a normal 80
hour pay period.

b. An Overtime Request and Authorization (NAVCOWT Form
2282) will be used, to obtain approval of all overtine in advance
of the work performed, except in energency situations. The
Overtime Request 'and Authorization will be forwarded to the
Commandi ng Ceneral (C 181) for approval. I n emergenci es,
requests may be made by telephone to the Assistant Chief of Staff,
Comptroller (640-2666) and confirmed subsequently in witing.
Qutside of normal working hours, fund admnistrators (program
managers) may authoriZze overtine work of an emergency nature
followed within 24 hours by an Overtinme Request and
Aut hori zation'. However, such requests docunenting overtine work
performed at/near the end of the bi-weekly pay period nust be
properly docunented, certified, and delivered to the Head, Budget
Division no later than 0900 on the Mnday (Tuesday if Mnday is a
holiday) following the overtine. "Untinely, inproperly docunented
or precendent cases Wl be paid upon approval and to the extent
practicable, on the payroll for the subsequent pay period,
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c. OQvertine is payable and recorded on-tinecards in tenths

of an hour, i.e., 6 mnutes--.l, 12 minutes--.2, 18 minutes=--,3,
24 mnutes--.4, 30 mnutes--.5 36 minutes--.6, 42 minutes--.7,
48 minutes--. 8 54 ninutes--. 9, and 60 mnutes--1 hour.

9. Conpensatory Tine

a. Conpensatory tinme is tinme off wth pay granted in lieu of
overtime pay for irregular or occasional overtime work and
applies to graded enployees only. A nonexempt. employee under the
Fair Labor andards Act mnmay be granted conpensatory “time if
requested in witing by the enployee, but the tine should be used
within 30 days. An enployee who is "suffered or permtted"
overtime work under the Fair Labor Standards Act nust be paid
overtime pay. Qaded enployees whose basic pay is above maxi mum
scheduled rate of basic conpensatory provided for a G510 have no
right or choice between overtime pay and conpensatory time off.

b. E ghty hours of conpensatory time is the maximum. amount
which can be accunulated during the Ieave year. Any conpensatory
time worked after the maximum accumulation of eighty hours nust
be conpensated for by paynent of overtime. Only that
conpensatory tine which is earned during the last 30 days of the
| eave year nmay be carried over into the followng leave year. In
addition, earned tinme off for which requested time off has not
been granted nmay be carried over into the following |eave year.

c. An COvertime Request and Authorization (NAVCOWT Form
2282) will be used to obtain approval of conpensatory tine to be
worked.  The Dblock noted "Conpensatory Time" wll be mnarked when
conpensatory tinme is worked; the tinme wll also be reported on
the tinecard. The enployee wll certify on the back of the
timecard that he/she wshes to take conPensatory time in lieu of
overtime. Wien the conpensatory time off 1is granted, the period
of time wll be reported as conpensatory l|eave on the timecard.

d. Conpensatory time is earned in tenths of hours, the sane
as overtime. See para 3302.8~.

10. Under/ Overpaynents on Current Payroll. Errors nade on
current  payrolTs, overpaynents, and/or underpaynments _will be
adjusted on subsequent payrolls. Only cases "involving docunented
financial hardship wll be reviewed on the nmerit thereof on an
exception basis.

3302. LEAVE RECORDS

1.  Scheduling Annual Leave to Avoid Loss of Leave,

a. Statutory Limtations. GQvilian enployees are not
allowed to carry over, to the new leave year, bal ances greater
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than 240 hours of annual leave. Balances greater than 240 hours
will be forfeited. An exception applies, however to those few
enpl oyees who had balances (of 240 hours) before the law was
enacted and in selected cases where operational requirenents.
preclude wuse of planned |eave during the leave year. However,
there is no restriction on the amount of sick leave that can be
carried forward.

~b.  Responsibility. It is the responsibility of the fund
admni strator/program nanager to ensure that leave is schedul ed

to permt all enployees to use annual leave as authorized without

loss thereto, to the extent practicable, In order to avoid "use
or lose" situations, civilian enployees should have submtted
vacation/extended |eave schedules (reserving a small portion for

energency or unplanned absences) to their immediate supervisor
for appropriate action prior to 1 April of each year. Leave 'in
excess of statutory limTations wIlT not Dbe carried over to the
subsequent |eave year except as noted in paragraph 3302.1a.

c. Leave Schedules. Once the |eave schedule has been
established, operational requirenents may dictate a change. Such
determnations must be nmade by Center Directors, Comranding
Oficers, and Assistant Chiefs of Staff, for civilian enployees
under their cognizance two levels or below the chain of conmand.
Determnations for civilian staff working directly for the
foregoing nust be made by the Chief of Staff, MDEC or the
Commanding General. This determnation nmust be docunented in the
event leave deferred Dby operational requirements cannot be used
prior to end of the leave year (on or about 31 Decenber) to
support a reques't for exception to carry forward any unused
| eave. Such leave nust have been scheduled and docurmented no
later than three pay periods (six weeks) prior to the end of the
| eave year,

d. Restoration of Lost Leave. Lost l|eave nmay be restored
only under the TfolTowng conditions:

(1) Admnistrative error.

(2) Cancellation of scheduled |eave due to operational
necessity to neet critical mssion requirements. Determ nation
of the condition of operational necessity nust be nade as set
forth in paragraph 3302.1c.

(3) Inability to take scheduled |eave due to
unanticipated wuse of sick [eave.

e, Limtations on Restoration of Lost Leave

(1) Lost leave nust have been scheduled prior to
1 Septenber and the enployee nust have been unable to use the
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leave prior to the end of the l|eave year (on or about
31 Decenber).

- (2) Restoration nust be requested by the enployee,
justified 1In witing, and the request subnitted via the chain of
command to the Commanding General (C 18), within 10 work days
after close of the leave year. The request will contain the
supporting docunmentation, as set forth in paragraph 3302.1c.

- (3) Since restored leave is intended to be used as
expeditiously as possible, a time limt for the use of restored

leave will be set Dby the said authority usually not to exceed 90
days in order that current leave may also be scheduled and used.

f. Authority. The authorit designated to restore |ost
| eave at_IVD]EC_Lls the AssistantyChiefgof Staff, Conptroller.

3303. Tl MEKEEPI NG

1. Tinekeeping Designations. Fund admnistrators (program

managers) enploying civilian personnel wll designate, in

witing, persons to serve as tinekeepers and to certify

timecards. Designations wll be nade by nemo for each primary
and alternate tinekeeper, and forwarded to the Head, Qvilian
Payrol|  Branch for retention. Timecards will be certified by the

designated supervisory personnel.

2 . Tinmekeeper Functions. Tinmekeepers will:

a. Wite the badge nunber in large nunerals at the end of
the tinecard to enable enployees to readily identify their
timecards.

b. Rack tinmecards by badge nunber.

c. Enter the information on cards; code |eave and additional
pay.

d. Ensure that supervisors have signed the cards.
e. Forward tinecards to the Head, Qvilian Payroll Branch.

. -Recording Attendance

a. Ceneral. Attendance wll be recorded by nechanical time
clocks on a tinecard (Figure 3-4) throughout the MXDEC conplex.
unless a waiver has been granted In witing, by the Assistant
Chief of Staff, Conptroller. No enployee may clock in or out for
anot her enpl oyee. en time clocks are not available and/or an
exception has been granted, an Attendance Sheet (MXDEC Form
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12600/1) will be used so that each enployee will sign in and out
and record the appropriate tine. The attendance sheet will be

posted or nmaintained.in an area visible to the supervisor of the
section and will-be used in the sane nanner designated bel ow for

clocking in or but. Timekeepers wll wuse this sheet to record
hours of work on the tinecards. Attendance sheets will be
retained by the supervisor for a period of three years. Care
will be taken to ensure that only required entries are made on
the tinecards, In case an erroneous entry is nade, a ruled line
will be drawn through the incorrect entry and the correct entry
recorded on a new line. FErasures and overwiting are prohibited.
Entries will be made either in blue or black ink. Changes on the
timecard will be initialed by the tinekeeper or other authorized
persons, Check to ensure that all leave and/or overtime recorded

In the body of the tinecard has a corresponding entry at the top
of the card for [abor;

b. Basic Procedures. Enployees who leave work wll be
required to clock out before departing. Failure to clock in when




FI NANCI AL MANAGEMENT  MANUAL 3303

reporting to work or leaving work requires the initials of the
enpl oyee's  supervisor. O the last working day of the pay period,
all timecards wll be remved from clock racks and the cards for
the next pay period inserted.

c. Failure to Qock In or Qut. In the event the enployee
fails to"clfock Tn or ouf due to absence from duty and does not
notify his supervisor, the enployee will be carried in a pending
or absent without |eave status. However, if upon the enployee's
return to work, it is determned that the circunstances justified
the absence, proper change will be nmade to the appropriate type
| eave, and pay wll be adjusted accordingly.

d. Time Cock Exenptions. Gvilian personnel with a rating
of G59, ~Tforeman or above, nmay be exenpted from the requirenent
to punch a time clock to record attendance. At the supervisor's
discretion, exenpted enployees wll manuall insert tine in and
out on their timecard on a daily basis, and, at the end of the
pay period, initial the certification block (leaving room for the
certifying official's signature) that the time recorded on the
card is correct and submt conpleted tinecards to their inmmediate
supervisor who wll certify the correctness of entries thereon.
Upon certification, timecards wll be delivered to the regular
ti mekeeper for submssion to the Head, Qvilian Payroll Branch in
the wusual nmanner.

e. Special Requi rements. On every second Friday of the pay
period, the timecards of those deé:)artnents working from Monday
through Friday wll be delivered directly to the Head, QGvilian
Payroll Branch by 0930. This procedure is fully explained in
paragraph 3303.7. O this day on\ll\%, these departnents are
required to have their enployees o utilize time clocks punch
out on the reverse side of the following pay period tinecard. In
those instances where the leave or working status of an enployee
changes on the Friday after the tinecards have been submtted,
the timekeeper or supervisor, as appropriate, wll telephone the
change to the Head, QGvilian Payroll Branch, Accounting D vision,
Comptrol ler Departnent on the same day if possible, but in any
event, not later than the following Mnday. The Head, Gvilian

Payroll Branch will naintain a log entry on each call. Upon
recei Pt of the following pay period timecard, the Head, Gvilian
Payroll Branch will verify the punch-out date recorded on the

reverse side of the tinmecard to the log entry.

4., Recording Absences

a. Leave
(1) Tinecards provide affirmative evidence of attendance;

therefore, the enployee will not be required to submt an Appli-
cation for Leave (Standard Form 71) except in the follow ng cases:
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(a) Sick leave in excess of three days.

(b) Al sick leave taken by enployees with letters on
record regarding abuse of sick [eave.

(2) Applications for the above nentioned sick |eave nust
be supported by a doctor's certificate or by an appropriate
statenent via the supervisor if the enployee was not under a
doctor's care.

(3) Enployees will enter on the timecard the type of
| eave used and initial each entry. Were tine clocks are not

used, the entries will be mde on an attendance sheet. |f the
enployee is not available to initial the tinecard/attendance
sheet, his supervisor wll initial for him

(4) Applications for leave wll be approved by super-

visory personnel only.

(5) Tinekeepers wll code tinecards for leave used in the
space provided at the bottom of the tinmecard using the |eave
codes shown in Appendix S. The first tw digits of these codes
describe the type of absence, and the last digit indicates the
week of the pay period in which the absence occurs. For
exanpl e: The card of an individual who took 10 hours annual
| eave the first week of the pay period would be coded with 711 on
the first line and 10 on the second line; if he also took 4 hours
sick leave the first week of the pay period, an entry in the
second colum of 721 on the first line and 4 on the second line
would be made. Figure 3-4 shows these exanples and other types
of absences which can be used as a guide in coding |eave on the

bottom of the timecard. Al entries wll be nade in green ink.
Leave will be coded in nmultiples of one-half hour with the
exception of conpensatory tinme earned and/or used. Admnistrative
leave will only be used for jury duty, blood donor, or |eave
granted to the activity due to weather or special circunstances.
Holiday leave will not be coded, If no leave is taken, no codes
will be entered.

h. Leave Codes. The following codes will be used on the

timecards to indicate the various types of absences. Supporting
papers, as required, are shown Dbel ow

R/ Annual—-Leave.

S/L Sick Leave--Doctor's certificate after three days.
In cases of abuse of sick |eave, an appropriate
statenent via the supervisor if the enployee was
not under a doctor's care.

C/L Court Leave-- Copy of court sunmons.
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M/L Mlitary Leave--Copy of orders. Certification of
duty perforned submtted after return to work.
T/D Tenporary Duty--Copy of travel orders prior to
trip. Copy of the settlenent voucher after com
pletion of trip.
SUSP Suspensi on--Copy of personnel action.
LWOP Leave Wthout Pay--Copy of approved extended
|l eave. Also, LWP is used after expiration of
sick and annual |eave.
AWOL Unaut horized absence.

COW LV Conpensatory |eave.

BEC Bureau of Enployee Conpensation--No charge to
| eave.

ADM Adm nistrative |eave--After each blood drive, the
Gvilian Personnel Ofice wll provide the

Gvilian Payroll Branch with a list of civilian
enpl oyees who donated blood at MIDEC and the
applicable date.

T/ L Traumatic Injury Leave--No charge to |eave
(continue  pay).

5. Recording Additional Pay

a. Pay Codes. The following pay codes wll be used in the
appropri Bh€e columm of the tinecards:

A Poisons, explosives, and mcroorganisnms (high degree).

B Poisons, explosives, microoganisms (low degree, dirty
work, cold work, and hot work).

Qvertine.

H gh work.

Hol i day pay.

AW, LWOP and suspension.
Hol i day.

2 T o Tmom 0O

Leave usage.

0

Sunday work (regularly schedul ed).
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S Second shift differential (graded and ungraded).
T Third shift differential.

b. Sanple Tinecard

(1) The sanple tinecard illustrated on Figure 3-4 shows
the proper nmanner in which entries should be recorded on the
bi weekly tinecard.

(2) Use of the "extra" colum.

_ (a) Enployees called back to work overtinme wll clock
in and out in the "extra" colum on the timecard. Personnel
working overtine imediately following the normal workday are not
required to clock out and immediately clock in.

. (b?1 Enpl oyees leaving work during their shift wll
clock out in the regular colum. |f they return to work- during
the sane shift, they will clock in in the "extra" colum. Upon

conpletion of the shift, they will clock out in the "extra"
col um.

“(3) The time portion of the tinecard will be conpleted us
fol | ows:

(a) Under "rREG", record regular hours worked.

(b) Under "OT", record the nunber of overtime hours
worked (Code Q.

(c) Under "EXC", record the total hours reported
under all pay codes A, B, EE F, P, S and T

_ ~ (d) Under “L'VE", record the total hours of |eave for
which pay is received, witing in the type of leave in the
"EXTRA" col um.

(e) Under "QUT", record LWP, AWL or holiday for
which pay is not received, as applicable.

(f) At the end of the biweekly pay period, the
colums REG EXC, and L'VE will equal the nunber of hours to be
inserted under the block captioned ™REGULAR HOURS."™ The total
hours wunder the "QUI' colum wll not be included under either
the "REGLAR HOURS' or "OVERTIME HOURS. "

6. Certification of Timecards. Tinecards wll be certified
after the hours of attendance and/or absences have been recorded
for the pay period. Certification wll be acconplished by the
enpl oyee' s supervisor, or in his absence, by an enployee acting
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in a supervisory capacity who possesses know edge of the

enpl oyee's actual attendance. The use of facsimle signature or
facsimle initials for certifying tinecard is prohibited.

supervisor wll certify his ow timecard nor wll any two
enpl oyees certify each other's timecard. Fund admnistrators
(program nanagers) enploying civilian personnel wll forward the

Tinecard Certification Form (MCDEC Form 7421/1) for all

i ndi vi dual s/ supervisors authorized to «certify timecards.
Designation will be made on the Timecard Certification Form
approved by the next Iline supervisor, or higher authority in

chain of command, as appropriate, and forwarded to the Head,
Gvilian Payroll Branch for retention. (n 15 June every year and
at such time as nmay be required, the Fund Adm nistrators “(program

managers) will forward to Gvilian Payroll Ofice a letter
listing all individuals that are authorized to sign tinecards.
Fund admnistrators (program managers) wll wupdate the letter,

acconpanied by new signature card, as necessary when a change in
supervisor occurs. Fund admnistrators (program nanagers) will
also conduct training in verification procedures for all
supervisors authorized to certify timecards.

7. Forwarding Tinecards. Tinecards wll be sorted in nunerical
sequence by work center and enployee nunber, and delivered
directly to the Head, Gvilian Payroll Branch by 0930 on the
second Friday of the pay period tor those departments working
Monday through Friday. Departnents wth enployees on shifts
other than Mnday through Friday wll submt their cards by 0930
on Mnday following the end of the pay period. The dates
schedul ed on Appendix K apply to the two tine periods noted
above. Except for exenpted enployees in paragraph 3303.34, all
manual |y posted entries of time wll be initialed by the

enpl oyee's  supervisor. This also applies to the second Friday of
the pay period when timecards are turned in prior to clock-out
time. Approved applications of |eave and supporting papers, as
required, wll be submtted at the same time. The type of |eave
taken will be initialed by the enployee.

3304.  ALLOTMENTS. Al Drect Deposit Sign-Up Forn(s) (Standard
Form 1199) received through the U S Mil or Quard Mil wll be
confirmed by Cdvilian Payroll Branch with the individual

civilian enployee, The wverification wll include signature, and
where the allotnment (deduction from pay) will be forwarded. The
verification applies to all Standard Form 1199's received
through the mail from financial organizations outside the D C
Metropolitan area.

3305. DOCUMENTATION FOR ABSENCES. Required docunentation to
support ~sick Teave for extended periods, tenporary additional
duty, mlitary leave, jury duty, and other absences wll be
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provided with the applicable tinmecard to the extent practicable.
In the absence of docunentation covering extinuating circum

stances, docunentation wll be in place no later than ten work
days after the event. Docunentation covering mlitary training
duties will include a copy of the order to training duty and

subsequently, upon conpletion, an endorsenent signed by

competent authority showing proof of reporting to, and separation
from training duty. Failure to provide docunentation in a
tinely manner will result in absences reverting to charges
against annual leave, if available, otherwise |eave wthout pay
until such time as the docunentation is in order. If pay
adjustments are required, they will be nmade on the subsequent
payroll.
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CHAPTER 4
DI SBURSI NG
4000. GENERAL
1. Mssion. The Head, D sbursing Dvision wll advise and assist

the "Assistant Chief of Staff, Conptroller in natters pertaining to
disbursing services to mlitary and civilian personnel, and to
suppliers of naterials and services (see figure 4-1).

2.  Functions. The Head, Disbursing Dwvision wll acconplish the
foll ow ng:

a. Procure, maintain custody of, and disburse, GCovernnent
funds used in paynent of mlitary and civilian personnel, and
suppliers of materials and services.

b. Maintain detailed records of transactions.

c. Prepare periodic financial reports.

d. Perform conplete local audits of mlitary pay accounts,
collections, disbursenent vouchers, and related docunents.

e. Accept for deposit anounts due the Navy Department.

f. Provide reinbursenment of vouchers representing supplies,
materials, and services for which the Head, D sbursing D vision
has been designated the paying activity.

g. Process invoices for paynent against formal and infornal
contracts for which the Head, D sbursing Dvision has been
designated the paying activity,

h. Establish audit policies, prograns, nmethods, and
procedures in disbursing operations.

1., Resolve technical accounting questions revealed in audits

j. Provide pronpt, convenient, and accurate disbursing
services to mlitary and civilian personnel.

4001.  PAYDAYS. Payday dates wll be promlgated annually during
July by Marine Corps bulletin in the 7220 series. Payments for
schedul ed paydays will be by check or electronic funds transfer
direct to financial instituions. Due to the benefits to the
individual, electronic funds transfer is the preferred nethod.
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4002.  PAY ACTI ONS

1. Reenlistnents and Separations. In order to conplete necessary
procéssing, audit, and make paynment on date of reenlistnment or
separation, substantiating pay docunents nmnust be delivered to the
Head, Disbursing Division by the organization concerned no |ater
than five working days prior to discharge or separation in accord-
ance with the current edition of MCO P1900,.16.

2. Special Payments. In accordance with MCO 7220.31E there are
presenilTy 2 types of special paynents:

~a. Those which may be nmade by a disbursing officer without
additional authorization (advance pay, initial bonus paynents,
basic pay and allowances due a Mirine when he joins or detaches,

Tenporary Lodging allowance, separation paynents, paynents to
transient  personnel).

h. Al other paynents nmust be directed by the CO or x0 of
the Marine's reporting Command through the use of a NAVMC Form
11116. The Joint Uniform Mlitary Pay Procedures Manual outlines
specific instructions and guidelines regarding the conpletion of

all paperwork necessary to effect special paynents of Marines and
other transient personnel.

4003. HORS COF CPERATION Al branches wthin the D sbursing

Dvision wll remain open for business 0800-1130 and 1300-1630
.with the follow ng exceptions:

1. The Head, Travel Branch wll accept and pay travel clains
0800-1130 and 1300-1500. Jains submtted after 1500 wll be
paid the following day. Only travel advances will be paid from
1500- 1600.

2. No normal paynments wll be made after 1600, and no
collections wll be taken after 1500.

3. Business hours for the TBS Deputy Disbursing Ofice are
0730-1130 and 1300-1600 to accommodate the needs of that activity.

4004. PROCEDURES FOR M LITARY PAY. A Mrine's official pay
record i1s the nmaster mlitary pay account at the MNarine-Carps
Finance Center, Kansas Qty. t " present, MIDEC admnistrators
and disbursers use the on-line diary method to input, change, or
delete information in the central record. Any and all
entitlements are automatically paid to a menber once the data has
been accepted in his/her naster file.

4005. DELIVERY OF MLITARY PAY CHECKS
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1. Pay checks for mlitary personnel of this Command are picked
up from the Head, Disbursing Division by Commanding Oficers
and/or their designated representative. Commanding O ficers nust
designate their representative in witing and this designation,
with the representative's signature, nust be currently on file at
the Disbursing Division. The designee nust be a Staff Sergeant
or above,

2. Time of Pick Up. Checks will be ready for pick up in the

D sbursing Dvision after 1500 on the l|ast working day preceding
payday. GChecks wll be ready for sorting after 1400 on the same
day. Delivering of pay checks to the individual payees prior to
the date of the check/payday is not authorized.

3. Check Distribution. In order to avoid fraudulent receipt and
conversion 0f pay checks, commanding officers are required to
account for each check indicated on the payroll, and to assure

delivery to the nenber concerned.

a. Hand Delivered. Delivery wll be nmade personally by the
commanding officer or his designated representative as follows:

(1) By hand to the nenber.

(2) To a third party designated by the comandi ng
officer, in which case the commanding officer wll designate an
individual to pick up checks for menbers of a section, and the
designee will sign a receipt for the checks.

b. Miil. Delivery by mail wll be effected by the comranding
officer of the individual concerned. In the event a Marine is on
| eave, TAD, « sonme other particular circunstance requires his
check to be namiled, the commanding officer wll:

(1) ldentify all Marines requiring or requesting their
paycheck be nailed.

, f'|(2) Insure that a proper/current address for each Marine
is on file.

(3) Mail each Marine's check as soon after receipt as

possi bl e.

4. Custody. Commanding officers are responsible for assuring
that secure storage is provided paychecks pending delivery.
Undel i verable checks wll be returned to the D sbursing D vision
within 24 hours of receipt, with the exception of those cases
where menbers may be on special liberty, leave, or TAD, and wll
return to the Command within a seven day period. Commanding
officers will provide the Head, Disbursing Dvision with an

appropriate roster indicating a reason for non-delivery of each
check returned.
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5. Hectronic Funds Transfer (EFT). Many benefits are derived
from™EFT, giving Marines the opportunity of having their net pay
deposited directly into their checking or savings account at a
financial organization of their choice. Details are contained
in Chapter 9, Section 2 of MCO 7220.313 (JFPM) or at the

Di sbursing  Division.

6. Drect Deposit Disenrollnent for Mirines. Automated
processes termnate participation the payday prior to expiration
of current contract (ECC). A high risk of overpaynent exists
when a Marine is separated early. Head, D sbursing Division

will notify the Mrine Corps Finance Center by nessage when such
termnations are required. The following is required of
commanding officers.

a. Immediately notify the pay section AC by telephone when
an early separation is suspected.

b. The request nust later be nade in witing by submssion
of a Mscellaneous Pay Oder (NAVMC 11107).

4006. MAILING O QA VILIAN PAY CHECKS

1. Pay checks wll be nailed to neet scheduled paydays. No
assurances can be given as to the date actually delivered by the
U.S. Mil Service. Geater certainty exists in the electronic
met hodol ogy.

2. Loss of GCheck. Loss of check, theft, destruction, and forged

signature on checks wll be reported to the Head, D sbursing

Di vi si on. The payee and/or other responsible persons wll sign a
statement furnishing all available information possible concern-
ing the loss. In order to allow for delay or msrouting of
paychecks by the US. Postal Service, the  payee will not report
non-recei pt of pay checks until the Mnday following the

regularly scheduled payday.

4007. ADVANCES COF PAY

1. Entitlenent. Upon receipt of Pernmanent Change of Station
Orders (subject to the approval of the Conmanding O ficer, for
Lance Corporals and below active duty Marines may be paid an
advance of pay to meet extraordinary expenses incident to a nove.
This may not ‘exceed three times One nonth's basic pay mnus three
tines one nonth's Federal/State income tax wthholding, FICA tax,
SGI, all known debts for collection and the total of allotnents
in force at the tinme of the advance. Personnel nust have
sufficient time remaining to completelvy repay the advance prior
to expiration of active service.
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2. Tinme of Payment. The advance may be paid at any tine after
receipt of change of station orders, but no later than 60 days,

after date of reporting to the final duty station assigned in the
orders.

3. Certification by Commanding COficer. A NAVWC Form 11107,
MscelTaneous MTitary Pay Oder, nust be signed by the Conmand-
ing Oficer to authorize advance pay to enlisted Marines in pay
grades Dbelow E-4. Additionally, an authorization signed by the
battalion or squadron commander is necessary to effect |iquida-

tion of advance pay in excess of 12 nonths, regardless of the
rank of the payee.

4008. ALLOTMENTS COF PAY

1. Al otnment Aut hori zation. Allotnent Bond Authorization,
referred to as ABA, wll be utilized for all Marine Corps
personnel . Marines wll present their allotment request to the
admnistrative office maintaining their SRBIOQR  The admnistra-
tive office will prepare the ABA using automated data processing
equi pment . The nmenber will sign the ABA and his comrmandi ng
officer or designee wll wtness the nenber's signature, and
verify the correctness of the allotment actions taken. ABA'Ss
w.ll only be prepared at D sbursing when required by the current
edition of MCO 7220.45.

2. Maximum Allotted. Computation of the maxi num amount of pay
which can be allotted wll include basic pay; basic allowance for
quarters for nenmbers wth dependents; basic allowance for sub-
sistence for commssioned and warrant officers; special pa%/ for
medical, dental, and veterinary officers; subnmarine pay; flying
pay (all crew nenbers); diving pay; and proficiency pay |ess
anounts which nust be wthheld for incone and social security
taxes, anounts to repay debts properly chargeable against a nmem
ber's pay account, and premuns for service group life

i nsurance.

3. Restrictions on Allotments. A menber nmay not have nore than
one "H"™ (repaynent of Toans for purchase of hone), or not nore
than two "s" (savings institution) allotnments. A nenber wll not
be permtted to grant nore than one allotnent for the sane pur-
pose designation in favor of the same payee, except as provided
herein. Mre than one allotnent in favor of the sane payee will
be permtted in the case of United States Savings Bonds, Aneri-
can Red Qoss, and when a nenber is liquidating an indebtedness
of any departnment or agency of the United States. A savings
allotnent may not be registered to an individual, to nutual
funds or to any non-banking institution or association.

4. Stoppage of Allotments. It is the responsibility of the
commanding officer to inform the Head, Disbursing Dvision of
any facts in his possession which warrant the stoppage of an
al | ot ment.
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4009. VER FICATION AND COCRRECTION OF PAY ACCOUNT ENTR ES

1. Joint effort will be made by the Head, D sbursing D vision
and the commanding officer to ensure that information recorded in
official records Is conpatible and correct. Applicable
admnistrative and disbursing records, to include the Visual
Inquiry System are utilized by commanders and disbursers at the
following times to ensure the continuous audit process:

a. when a menber joins MXDEC

b. On a nonthly basis when the Leave and Earnings Statenents
are received.

2. The scope of, and procedures for, this verification are
contained in the current editions of Mco 7220.31 and MCO P1070.12.

4010. TRAVEL PAY

1. General. Travel pay is provided to defray expenses incurred
by mTitary and civilian personnel for authorized travel in
connection wth official business. Rei nbursenent for travel pay
is effected through use of a Travel Voucher (DD Form 1351), and
supporting forms; Travel Voucher or Subvoucher (DD Form 1351-2);
Allowance (DD form 1351-4), as applicable. Travelers wll subnt
claims to the Head, Travel Branch, D sbursing Dvision for
settlement within three working days after conpletion of travel.

2. Conpatible Records. CQurrent directives require that the unit
diary, service record book, and mlitary pay account be in
agreement. They further require that tenporary additional duty
é AD) be reported to the unit di ara/ clerk by the actual hour and
ay of departure and return in order that proper personnel
accounting may be acconplished.

3. Procedures. In order to assure that TAD, |eave, and commuted
ration entries on the unit diary are in agreement with the DD
Form 1351-2, and statenent of |eave taken, the follow ng
procedures wll apply:

a. During normal working hours, mlitary personnel (officers
and enlisted) under orders to TAD wll notify admnistrative
officers prior to departing of the actual hour of departure.

After normal working hours and during weekends, the organization
duty officer will be notified by telephone or other acceptable
communi cation of the actual hour of departure and return.

b. Al personnel, including officers, will conplete clains
for all types of travel allowances in their conpany/admnistra-
tive office, as required by the Mrine Corps Travel Instruc-
tions. Commanding officers wll establish local procedures to
ensure that all personnel reporting for permanent duty or
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returning from TAD submt a travel claim within three working
days to the Head, Travel Branch, D sbursing Dvision for
settlement. Admnistrative office personnel wll provide
assistance to nenbers in preparation of travel itineraries.

c. The Head, Travel Branch, Disbursing Division wll be
available to advise admnistrative personnel in claim preparation.

d. Based upon information reflected in travel itineraries.
and supporting orders/endorsements, the Head, Disbursing Division
will compute clainms submtted for settlement in accordance wth

existing regulations, including conputation of proceed,'delay,
and travel tinme.

4, Travel Advances

a. Ceneral. Wile traveling under TAD or permanent change
of station orders, travel advances are provided to travelers
prior to comencement of their travel. These funds are to defray

the costs incurred while absent from their regular duty stations.
Travel advances nust be reconciled upon conpletion of the trip.

b. Advances to GQvilian Personnel

(1) General. An advance of funds for travel and
transportation expenses will not exceed the total estinated
anount to be reinbursed to the traveler on PCS and 80% TAD in
accordance with the authority contained in a travel order. An
advance of funds will not be nade for l|ess than $50.00 except
when financial hardship would be inposed on a traveler in an

individual case if required to pay allowable travel expenses from
personal  funds.

(2) An enployee desiring an advance of funds wll nake
such request to the fund admnistrator (program manager) who
prepares the travel request. If approved, the allowable anount
will be stated in the travel request and included in the travel
order. Approval of a request for advance of funds wll be by a
travel approving official or by the fund admnistrator (program
manager) wthin whose cognizance the travel is being perforned.

(3) A traveler nust present the original and one copy of
the travel orders to the Head, Travel Branch, Disbursing D vision
in order to receive an advance.

c. Advances to Mlitary Personnel

(1) _Permanent Change of Station (PGS

_ _ (a) A Marine desiring advance travel pay in connec-
tion with PCS orders nust present the original and one copy of
travel orders to the Head, Travel Branch, D sbursing D vision.

4-9



4010 FI NANCI AL MANAGEMENT  MANUAL

Based upon information contained in the travel orders and
information furnished by the nenber, advance MALT and per diem

for the menber will be computed in the exact amount the traveler
will earn for the ordered travel. PCS orders which direct
temporary duty at internmediate stations and places where
disbursing facilities are available wll Dbe advanced mleage to

the TAD point. Paynents of advance allowances to the ultimte
duty station can be acconplished by the Disbursing Office at the
internediate station.

(b) A Marine desiring advance dependent travel pay
and/or dislocation allowance nust present the original and one
copy of his travel orders, his pay record, and an authorization
for advance dependents travel and/or dislocation allowance (NAVMC
Form 11115 (5-82)) to the Head, Travel Branch, D sbursing
Di vi si on. All entitlenents wll be conputed and paynent effected
at the sane tine the nenber receives his own MALT and per diem

(2) Tenporary Additional Duty (TAD). Oiginal and one
copy of TAD orders are required for payment of TAD advances. In
those cases where nenbers are TAD at this Conmmand from other duty
stations, the original and one copy of all orders and endorsements
thereon are required. In conputing the anount that may be
advanced, the following factors wll be considered:

(a) Mde of transportation to be utilized.

(b) MNunber of days away from the permanent duty
station.

(c) Availability of Governnent quarters and mnessing
facilities.

(d) Any nmiscellaneous expenses that my Dbe incurred.
(e) Not to exceed 80%

d. Liquidation of Travel Advances. Wthin three working
days of conpletion of the travel involved, personnel wll present
to the Head, Travel Branch, Disbursing Division the original and
one copy of all orders, endorsenents, and receipts
along wth a conplete Travel Voucher or Subvoucher (DD Form
1351-2). Wen travel advances and the anount earned by the

menber-a-re---identical, a travel voucher is required and wll be
processed by the Head, D sbursing Division with no additional
paynent . Wen the anount of the advance is less than the anount
earned by a nmenber, a supplemental paynment wll be nmade. In
those cases where advances exceed the anmount earned, the
overpayment will be collected in cash from the menber in
accordance with existing regulations. Pay record checkages for
amount of overpayments will be done only in extrene cases where a

nmenber would otherwise suffer dire financial hardship.
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4011. VOUCHER FOR DI SBURSEMENT ANDY OR COLLECTI ON

1. Billing. When nmaterial is shipped from Arny, Navy or Ar'
Force stock, billing from the shipping activities is acconplished
on a Voucher for D sbursement or Collection (NAVCOWT Form 2277).

2. Certification of Receipt. The Head, Accounting Division will
certify all NAVCOWT Form 2277s for which nmaterial and services
were received, and wll forward the NAVCOWT Form 2277 to the
Head, D sbursing Division for disbursing and/or collecting funds.

4012. CONTRACTS AND PURCHASE ORDERS

1. Contracts and purchase orders providing for delivery of
material or performance of services initiated by the Comandant

of the Marine Corps; Commanding Oficer, Mirine Corps Logistics
Base, Al bany, GCeorgia, the Arny; Navy, and Air Force wll be
forwarded to the Head, D sbursing Division for distribution. One
copy of each such docunent designating this Conmmand as the paying
location is retained by the Head, D sbursing D vision, ne copy
of all other contracts or purchase orders covering material to be
shipped to this Command is required when designated as the paying
representative. Contracts and purchase orders placed which are
chargeable to a Mrine Corps appropriation accounted for by this
Command will be appropriately annotated so that bills rendered
will be forwarded to the Purchasing Division, Supply Departnent,
Marine Corps Developnent and Education Command, Quanti co,

Virginia 22134. A record of paynents on each is nade and
retained in contract record books held by the Head, Public
Voucher Branch, D sbursing Division.

2. | nvoi ces. Upon shipnent of materials as provided for in
contracts or orders, the vendor forwards invoices to the
Purchasing Division, Supply Department, Marine Corps Devel opnent
and Education Command, Quantico, Virginia for paynent. Activi-
ties that receive invoices for maintenance and/or rental of

equi prent  should certify the docunments upon receipt, and immedi-

ately forward them to the D sbursing Dvision for paynent to

avoid loss of discounts and |ate charge paynents.

3. Reports of Property Received. Upon receipt and acceptance of
material, the receiving activity wll furnish the Purchasing
Branch with a Report of Property Received or Mterial |nspection
and Receiving Report (DD Form 250). Delays in furnishing reports
of property received result in delays in paynment to vendors.
Vendors expect to receive pronpt paynment of nonies due and every
effort will be made to furnish the Disbursing Dvision with the
docunments necessary to process paynents expeditiously.

4.  The Purchasing Division wll deliver certified invoices and
purchase docunents to the Disbursing Dvision for paynent wthin
f:ve days of the acceptance of the goods or services,
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5. Cash D scounts. Activities receiving material involving cash
discounts wll ensure that Reports of Property Received (DD Form
250) are imediately furnished the Head, D sbursing D vision.

6. Pronpt Paynent Act. Every effort nust be nade by activities
involved Tn any portion of the bill paying process to conply wth
requirenments of PL 97-177 (Pronpt Paynent Act).

4013. - PROCESSI NG FI NANCI AL RETURNS. The following procedures
will be  observed I1n processing financial returns:

1. Al source docunents wll be coded for automated data
processing in accordance wth current directives.

2. Wwen data contained on the docunments has been input by the
Head, Disbursing Dvision, the Drector, MXCDPA will prepare from
this tape a verification listing for each batch of docunents.

This listing will contain all the information input plus. a total
nonetary value for the entire batch. This total should bal ance

to the voucher transmttal sheet, "Net Total Amount."” A
verification listing wll be returned from the D rector, MXCDPA

3. The Head, Disbursing Dvision wll audit the verification
listings furnished by the Drector, MCCDPA

4. Errors detected by the audit wll be noted on the verifica-
tion listing and corrected by the Head, D sbursing Dvision on an
Error Tape, and a new request sent to the D rector, MOCDPA for
another verification Ilisting.

5, At the end of the week, the wverified listing will be
incorporated in a weekly run with a weekly header and sent to the
Director, MXCDPA for a |listing of expenditures/collections by

aut hori zation accounting activity heads. This wll be returned
to the Head, Disbursing Dvision along wth reproduced copies of
NAVCOWT Form 634 to be mailed to the authorization accounting
activity heads with the original NAVCOWT Form 634.

6. On receipt of the appropriate nonthly header input, the
Director, MXCDPA wll forward all schedules covering the
accounting period to the Head, D sbursing Dvision on or before
the first calendar day of the nonth followng the accounting
period for inclusion with the advance financial returns. The
Director, MXCDPA will transmt the nonthly financial returns'via
MCDN i nmmedi ately wupon conpletion of processing and wll forward
tapes to the Communications Center for transmttal to Kansas

Gty on the sane day.
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4014.  COLLECTI ONS

1. Disposition of Collections. Action required by the
collection agent:

a. Record all collections inmmediately upon receipt.

h. Cash collections received will be deposited with the
Head, Disbursing Division on a daily basis. |If inpractical to
make deposits on a daily basis, they wll be deposited at |east

twice each week. Al collection documents nust contain the
proper accounting data upon submssion to D sbursing.

c. Funds (cash and negotiable instrunent SL delivered to the
Head, Disbursing Dvision wll be acconpanied by a Cash Collec-
ti (f)n Voucher (NAVCOWT Form 2277) showing the follow ng

i nformation:

Collection agent as remtter.
Purpose of remttance.

(1)
(2)
(3) The account or fund to be credited.
(4) Total amount remtted.

d. If collections are not acconpanied by a Cash Collection
Voucher (NAVCOWPT Form 2277), they wll be acconpanied by a Cash
Receipt Certificate (NAVCOWT Form 2114) in duplicate. This is
known as an unvouchered ~collection, and wll be supported at the
end of the accounting period by a NAVOOWT Form 2277 using the
same procedures as shown in paragraph 4014.1c above.

e. In the event checks are forwarded to the Head, D sbursing
Dvision as a collection, they wll be acconpanied by the Check
Listing Form (MDEC Form 7200/6) listing check nunber, date
drawn, drawer, bank on which drawn, and anount.

f. Fees that are forwarded for jury duty service nust be
acconpanied by a notice issued by the clerk of court of the
county in which the juror served.

2. Accounting for Collections

a. The Head, Disbursing Dwvision wll verify appropriation
data on collection docunents, and will determne proper registers
for each. Collections are grouped in three registers: Register
13, Funded Reinbursement; Register 14, Unfunded Reinbursenents:
ard Register 33, Refunds.

h. If the Head, D sbursing Division cannot determne the
proper accounting data on any collection, credit wll be mde to
17X6875, Suspense, Navy until such tinme as the proper accounting
data is determ ned.
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CHAPTER 5
ANALYSIS AND REVI EW

5000. GENERAL

1. Mssion. The Head, Analysis and Review Division wll advise
and assist the Assistant Chief of Staff, Conptroller in matters
pertaining to the conduct of reviews and analysis, audits, and
investigations of Command financial managenent systens and
procedures for both appropriated and nonappropriated funded
activities: develop and coordinate changes to financial systems,
progranms, procedures, and controls; develop cost accounting
systenms and guidelines for collection of cost data; conduct
reviews and analysis of various accunulated cost data, and
develop various Command standard cost rates; and maintain
liaison with and provide assistance to the General Accounting
Ofice, the Defense Audit Service, the Naval Audit Service,

the Field Supply and Miintenance O fice, the Marine Corps

D sbursing On-site Examnation Team and the Marine Corps
Nonappropriated Fund Audit Service (see figure 5-1).

2. Functions. The Head, Analysis and Review Division will
acconplish the following for both appropriated and
nonappropriated funded activities:

a. Design new audit procedures and inprove existing audit
policies, programs, nethods, and procedures. Prepare and execute
an annual internal review program containing required actions for
each fiscal year.

h. Test the reliability and usefulness of accounting and
financial data.

c. Determne the adequacy of managerial financial internal
control systens and procedures over Command assets, and mnake
recommendations to Command officials.

d. Provide managerial-financial reporting and advice to
various echelons of managenent and to Command activity heads
covering NAFI financial nanagement and procedural problens.

e. Coordinate, consolidate and develop Command replies to
audits or surveys performed by General Accounting COfice, Defense
Audit Service, Naval Audit Service, Field Supply and Maintenance
Analysis Ofice, Marine Corps Disbursing On-Site Exam nation
Team and other audit agencies; and take neasures to correct
di screpanci es.

f. Participate in conferences with Command activities
covering financial managenment and procedural problens.

5-3



5001 FI NANCI AL MANAGEMENT  MANUAL

g. Provide a nenber of his staff to serve as an ex-officio
menber, wthout vote, on councils and boards of the NAFIs listed
in paragraph 5005. Responsibility as a nmenber of these boards
shall be advisory in nature and shall pronote econony,
effectiveness and efficiency in the wutilization of resources in
the NAFI program

h. Interpret regulations and instructions, and nakes
recommendati ons concerning the establishment or revision of
accounting internal control procedures.

1. Conduct financial rmanagenent training semnars to pronote
a conplete wunderstanding of the Comrand's financial systens.

j. Coordinate preparation, review, and naintenance of
fi nanci al managenent  regul ati ons.

k. Confirm conpliance wth Ilaws, directives, regulations,
policies, systenms, procedures, and objectives of the Command.

1. Design new financial nanagenent systens for |ocal use.

m Coordinate all higher conmand-directed financia
managenent system changes and new financial _system requirenents.

n. Design new and inprove existing cost collection systens
and procedures.

0. Establish standard cost rates for reinbursable billings.

5001. REPORTI NG The Head, Analysis and Review Dvision wll
report findings and nmke recomendations, by neans of audit
reports or studies, to the Commanding General via the Assistant
Chief of Staff, Conptroller and the Chief of Staff, MDEC for
recommendati on/approval so that effective renedial action can be
t aken. Wien it .is appropriate, the Head, Analysis and Review
Division will conduct a followup review of reports previously
issued and wite a report, if necessary.

5002. RESPONSI BI LI TI ES

1. Performs financial nanagenent reviews, and provides—technical
assi stance when requested or advisable. The scope of review work
i ncl udes:

a, Conplying with and evaluating policies, plans, and
procedures set forth by this Comrmand

b. Examining selectively financial records to determne
validity.
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c. Testing the reliabi

_ ' _ bility and usefulness of accounting and
associ ated financial statist

cal data.

d. Reviewing the efficiency with which manpower resources
and other assets are utilized.

e. Examning effectiveness of controls and safeguards over
Command assets to prevent waste, fraud and abuse.

f. Coordinating, preparing, reviewng, and naintaining
financial management regulations, orders, bulletins, manuals,
and, when appropriate, recomending changes.

g. Performng consultant services to nmanagenent and
operating officials.

2. Performs Commanding Ceneral inspections including the
following areas:

a. Supervises and coordinates the accounting portion of
Command technical inspections,

b. Coordinates the time and date for the Commanding Ceneral
I nspections. These arrangenents wll be conpleted at |east one
week 'in advance of the technical inspection

c. Reviews and consolidates the reports of the technical
I nspections.

d. Transmts the consolidated technical inspection reports
to the Deputy Chief of Staff/Comrand | nspector.

e. Briefs the GCommanding Ceneral/responsible officer on the

highlights of the inspections in the absence of the Assistant
Chief of Staff, Conptroller.

3. Performs cost accounting reviews, and provides technical

assisaance when required or advisable. The scope of review work
i ncl udes:

a. Conducting cost accounting studies, investigations, and
anal yses of various cost collection systens.

b. Analyzing various utility cost reports.
c. Analyzing labor and |eave charges.
d. Interpreting regulations and instructions, and naking

recomrendations to establish or revise local accounting
procedures for collection of appropriate cost data.

4. Perfornms review of existing financial systens, and designs
new financial systenms when required in the follow ng areas:

5-5



5003 FI NANCI AL MANAGEMENT  VANUAL

a. Designs new financial managenment systens for |ocal use.

b. Reviews existing financial rmanagenent systens for
i mprovenent or enhancenent.

c. Coordinates all higher command-directed financial manage-
ment system changes and new requirenents when applicable.
5. Acts as coordinator and liaison officer concerning all
audits, inspections, reviews or surveys of appropriated and

nonappropriated funds originating externally to the GCommand.
This includes GCeneral Accounting Ofice, Defense Audit Service,
Naval Audit Service, Field Supply and Mintenance Analysis
Ofice, Mirine Corps Disbursing On-Site Exam nation Team and
Marine Corps Nonappropriated Fund Audit Service visitations and
any other examnation by a responsible government agency.

Replies resulting from audits, inspections, reviews or surveys
will be coordinated by the Head, Analysis and Review Division.
Copies of one tine functional reviews which nay inpinge-on
managenent/internal controls wll be provided to the Head,

Anal ysis and Review D vision.

5003. SPECI AL ASSI GNMVENTS

1. Definition. Qccasionally, the Head, Analysis and Review

Division will be directed to perform exploratory review of
potential internal control problens in areas subject to waste,
enbezzl enment, and unauthorized diversion of resources. Thi s

service can be used to significantly aid the Command in its
m ssi on.

2. Assignnents Wthin the Conptroller Departnent. Conptroller
Departnent division heads may request from the Assistant Chief of
Staff, Conptroller that the Head, Analysis and Review Division
perform a special study of sonme problem area or evaluate a new

pr ocedur e. The requesting division head nust formally present
the problem and/or procedure to be evaluated so that the

Assistant Chief of Staff, Conptroller and Head, Analysis and
Review Division can neaningfully determne the tine and personnel
requirements versus potential inprovenents to be gained through
the performance of the special assignnent. The finaldecision as
to whether or not the Head, Analysis and Review Dvision wll
perform a special assignnent wll be the responsibility of the
Assistant Chief of Staff, Conptroller. The issuing of a fornal
audit report within the Conptroller Departnment will be at the
discretion of the Head, Analysis and Review D vision.

3. Assignnents Qutside the Conptoller Departnent. Any activity
head may request from the Assistant Chief of Staff, Conptroller
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that the Head, Analysis and Review Dvision perform a special
study of a particular problem area or procedure. This request
must be in sufficient detail so that an evaluation can meaning-
fully determne tine and personnel requirenents versus the
potential inprovements or savings to be gained through the
performance of the special assignnent, This service can be used
to significantly aid the Command in its mssion. The final
decision as to whether or not the Head, Analysis and Review
Dvision wll perform a special assignnent wll be the responsi-
bility of the Assistant Chief of Staff, Conptroller. A the
con'rJI etion of the review, a formal report, signed by the Head,
Analysis and Review Division and approved by the Chief of Staff,
Conptroller wll be forwarded, in duplicate, to the requesting
activity head.

5004. AVAILABILITY O RECORDS, DOCUMENTS AND OTHER

1. Announced Visits. Conmanding GCeneral inspections, audits,
and rteviews wWIl be planned and scheduled in advance of the
visit. Advance planning wll permt liaison with the appropriate
fund admnistrator (program nanager) or activity head.

2. Unannounced Visits. Cash counts, verification of various
fund accounts, civiltan enployee floor checks, and other surprise
audits and reviews wll be unannounced, Announcenents would
reduce the value and effectiveness of the audits.

3. Fund Admnistrators (Program MNanagers) and Activity Heads

Responsibilities. Upon request trom the Head, Analysis and
Review Division. nmanaaenent officials at all levels wll

cooperate with the auditors in providing ready access to

personnel , docunents, and records to facilitate acconplishnment of
the review function. It is nandatory that the Head, Analysis and

Review Division have free access to managenent information, and
be unrestricted in the need to follow audit trails to |ogical
concl usi ons.

5005. NONAPPROPRIATED FUND | NSTRUMENTALITIES.  Nonappropri ated
Fund Instrunentalities aboard MXDEC are as follows:

1. Command Club Managenent System

2. MCDEC Recreation Fund.

3. Qantico Flying Cl ub.

4, CGvilian Recreation and Wlfare Association.
5. Rod and @n dub.

6. Quantico Dependents' School Cafeteria Fund.
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7. MCDEC Billeting Fund.

8. MZDEC Chapel Fund.

9. Interservice Rifle Fund.

10. 1S Augnmented Dining Fund.
11.  Marine Corps Marathon

5006. TURNOVER FILES AND REPLACEMENTS

1. Heads of NAFlI activities listed in par agraph 5005 will
ensure that adequate desk top procedures and turnover files are
maintained for each position performng accounting function,
inventory control and related accountability functions.

2. To-the extent practicable, heads, NAFl activities-wll
coordinate requirenents for replacenents 4 to 6 nmonths- in advance
with Mnpower representatives and wth the Head, Analysis and
Review Division I1n order to assign designated replacenents
initially to on-the-job training to facilitate know edge and
ability prior to assignment as a relief bookkeeper in the
designated fund.

5007. ADVISORY GROUPS/ RECREATION COUNC LS, The heads of the
Nonappropriated Fund Tnstrunentalities Tisted in paragraph 5005
will notify the Head, Analysis and Review Division of the tine
and date of all Advisory Goup/Recreation Council nmeetings in
order that a nenber of his staff nay attend in an advisory
capacity.
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HEAD, ANALYSIS AND REVIEW D'VI SION

FI NANCI AL SYSTEMS  BRANCH REVI EW BRANCH

OOST ANALYSIS  BRANCH

Figure 5-1.--Oganizational Chart for the Analysis and
Review Division.
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APPENDI X A

SECTION 3679 OF THE REVISED STATUTES, AS AVENDED
(31 U.S. CODE 665)

Expenditures or contract obligations in excess
of Tunds prohibited

"SEC 3679, (a) No officer or enployee of the United
States shall make or authorize an expenditure from or create or
authorize an obligatiin under any appropriation or fund in
excess of the anmount available therein; nor shall any such
officer or enployee involve the Governnent in any contract or
other obligation, for the paynent of noney for any purpose, in
advance of apgropriations made for such purpose, unless such
contract or obligation is authorized by law

Vol untary service forbidden

"(b) No officer or enployee of the United States shall
accept voluntary service for the United States or enploy .
personal service in excess of that authorized by law, except in
cases of emergency involving the safety of human life or the
protection of property.

Apportionment of appropriation; reserves; distribution, review

"(c) (1) Except as otherwise provided in this section, all
appropriations or funds available for obligation for a definite
period of time shall be so apportioned as to prevent obligation
or expenditure thereof in a manner which would indicate a
necessity for deficiency or supplemental appropriations for
such period: and all appropriations or funds not limted to a
definite period of time, and all authorizations to create
obligations by contract in advance of appropriations, shall be
so apportioned as to achieve the nost effective and econom cal
use thereof. As used hereafter in this section, the term
"appropriation” neans appropriations, funds, and authorizations
to create obligations by contract in advance of appropriations.

“(2) In apportioning any appropriation, reserves nay
be established to provide for contingencies, or to effect
savings whenever savings are made possible by or through changes
in requirements or greater efficiency of operations. \Wenever
it is determined by an officer designated in subsection (d) of
this section to make apportionnments that any anount so reserved
wll not be required to carry out the purposes of the appropri-
ation concerned, he shall recomend the rescission of such
anount in the manner provided in the Budget and Accounting Act,
1921, for estimates of appropriations. Except as specifically
provided by particular appropriations acts or other laws, no
reserves shall be established other than as authorized by this
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subsecti on. Reserves established pursuant to this subsection
shall be reported to the Congress in accordance with the
| npoundment  Control Act of 1974.

"(3) Any appropriation subject to apportionnent shall be
distributed by nonths, calendar quarters, operating seasons, or
other time periods, or by activities, functions, projects

objects, or by a conbination thereof, as may be deened
appropriate by the officers designated in subsection (d) of this

or

section to nmnake apportionnents and reapportionments. Except as
otherwise specified by the officer nmaking the apporti onmen?,
amounts so apportioned shall remain available for obligation, in

accordance -with the ternms of the appropriation, on a cunulative
basis unless reapportioned.

" (4) Apportionnments shall be reviewed ‘at |east four
times each year by the officers designated in subsection (d) of
this section to make apportionments and reapportionnments, and
such reapportionnents nade or such reserves established,
nodified, or released as may be necessary to further the
effective use of the appropriation concerned, in accordance wth
the purposes stated in paragraph (1) of this subsection.

-Officers controlling apportionment or reapportionment

"(d) (1) Any appropriation available to the |legislative
branch, the judiciary, the United States International Trade
Comm ssion or the District of Colunbia, which is required to be
apportioned under subsecton (¢) of this section, shall be
apportioned or reapportioned in witing by the officer having
admnistrative control of such appropriation, Each such
appropriation shall be apportioned not later than thirty days
before the beginning of the fiscal year for which the

appropriation is available, or not nore than thirty days after
approval of the Act by which the appropriation is mnmade avail able,

whi chever is later.

"(2) Any appropriation available to an agency, which is
required to be apportioned under subsection (c) of this section,
shall be apportioned or reapportioned in witing by the Director
of the Bureau of the Budget. The head of each agency to whick
any such appropriation is available shall submt to the Bureau of
the Budget information, in such form and manner and at such tine
or timesas—the Director nay prescribe, as may be required for
the apportionment of such appropriation. Such information shall
be submtted not later than forty days before the beginning of
any fiscal year for which the appropriation is available, or not
nmore than fifteen days after approval of the Act by which such
appropriation is nade available, whichever is later. The
Director of the Bureau of the Budget shall apportion each such
appropriation and shall notify the agency concerned of his action
not later than twenty days before the beginning of the fiscal
year for which the appropriation is available, or not nore .than
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thirty days after the approval of the Act by which such
appropriation is nade available, whichever is later, \Wwen used
in this section, the term "agency" nmeans any executive
departnent, agency, commssion, authority, admnistration, board,
or other independent establishnent in the executive branch of the
Governnment, including any corporation wholly or partly owned by
the United States which is an instrunentality of the United
States. Nothing in this subsection shall be so construed as to
interfere with the initiation, operation and admnistration of
agricultural price support prograns and no funds (other than
funds for admnistrative expenses) available for price support,
sarplus renoval, and available under Section 612(c) of Title 7,
with respect to agricultural commdities shall be subject to
apportionnment pursuant to this section. The provisions of this
section shall not apply to any corporation which obtains funds
for making loans, other than paid in capital funds, without |egal
liability on the part of the United States.

Apportionment necessitation deficiency or
suppl enent al estimates

"(e) (1) No apportionnent or reapportionment, or request
therefor by the head of an agency, which, in the judgnent of the
officer making, or the agency head requesting such apportionnent
or reapportionnment, would indicate a necessity for a deficiency
or supplemental estimate shall be nade except upon a determnation
by such officer or agency head, as the case may be, that such
action is required because of (A) any laws enacted subsequent to
the transmssion to the Congress of the estimates for an
appropriation which require expenditures beyond admnistrative
control: or (B) energencies involving the safety of human life,
the protection of property, or the imediate welfare of
individuals in cases where an appropriation has been made to
enable the United States to make paynment of, or contributions
toward, suns which are required to be paid to individuals either
in specific amounts fixed by law or in accordance with formlae
prescribed by Iaw

"(2) In each case of an apportionnment or a reapportion-
ment which, in the judgnent of the officer naking such
apportionnment or reapportionment, would indicate a necessity for
a deficiency or supplenmental estinmate, such officer shall
imedi ately submt a detailed report of the facts of the case to

the Congress. In transmtting any deficiency or supplenental
estimates required on account of any such apportionnment or
reapportionnment, reference shall be nmade to such report.

Exenption of trust funds and working funds
expenditures from apportionnent

"(f)(l) The officers designated in subsection (d) of this
section to nake apportionnents and reapportionments may except
from apportionments trust funds and working funds expenditures
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which have no significant effect on the financial operations of
the Governnent, working capital and revolving funds estab-

lished for intragovernnental operations, receipts from industrial
and power operations available wunder law and any appropriation
made specifically for =

"(1) interest on, or retirement of, the public
debt ;

"(2) paynent of «clains, judgnments, refunds, and
dr awbacks:

"(3) any item determned by the President to be
of a confidential nature;

"(4) paynent under private relief Acts or other
laws requiring paynents to designated
payees in the total amount of such appropriation;

"“(5) grants to the States under Title, I, 1V, or
X O the Social Security Act, or under any
other public assistance title in such Act.

*(2) The provisions of subsection (c) of this section
shall not apply to appropriations to the Senate or House of
Representatives or to any Mnber, comittee, Ofice (including
tﬂe offfice of the Architect of the Capitol), officer, or enployee
t her eof .

Admnistrative division of apportionment; sinplification
of system for subdividing funds

"(g) Any appropriation which is apportioned or reapportioned
pursuant to this section may-be divided and subdivided
admnistratively wthin the limts of such apportionnments or
reapportionments. The officer having admnistrative control of
any such appropriation available to the legislative branch, the
judiciary, the United States International Trade Comm ssion or
the District of Colunbia, and the head of each agency, subject to
the approval of the Drector of the Bureau of the Budget, shall
prescribe, by regulation, a system of admnistrative control (not
inconsistent wth any accounting procedures prescribed by or
pursuant to law) which shall be designed to (A) restrict
obligations or expenditures—against each appropriation to the
anount of apportionments or reapportionnents made for each such
appropriation, and (B) enable such officer or agency head to fix
responsibility for the creation of any obligation or the naking
of any expenditure in excess of an apportionment or reapportion-
ment , In order to have a sinplified system for the admnistra-
tive subdivision of appropriation or funds, each agency shall
work toward the objective of financing each operating unit at the
hi ghest practical level, from not nore than one admnistrative
subdivision for each appropriation or fund affecting such unit.
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Expenditures in excess of apportionnent prohibited; penalties

"(h) No'officer or errBI oyee of the United States shall
authorize or create any obligation or make any expenditure (A) in
excess of an apportionnent or reapportionnent, or (B) in excess
of the amount permtted by regulations prescribed pursuant to
subsection (g) of this section.

Admnistrative discipline; reports on violations

"(1) (1) In addition to any penalty or liability under [|aw,
any officer or enployee of the WUnited States who shall violate
subsections (a), (b), or (h) of this section shall be subjected
to appropriate admnistrative discipline, including, when circum
stances warrant, suspension from duty wthout pay or renoval from
office; and any officer or enployee of the United States who
shall knowingly and wllfully violate subsections (a), (b), or
(h) of this section shall, upon conviction, be fined not nore
than $5,000 or inprisoned for not nore than two years, or both.

"(2) In the case of a violation of subsections (a), (b),
or (h) of this section by an officer or enployee of an agency, or
of the Dstrict of Colunbia, the head of the agency concerned or
the Conmssioners of the District of Colunbia, shall imrediately
report to the President, through the Director of the Bureau of
the Budget, and to the Congress all pertinent facts together with
a statement of the action taken thereon.”
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APPENDI X B

FUND ADM Nl STRATOCR (PROGRAM NMANAGER) (FA(PM))
ASSI GNED WORK  CENTER  CODES

1.  General

a. A two-digit code has been assigned to each fund adm nis-
trator (program manager) for purposes of identification wthin
the accounting system In sone cases, fund _admnistrators
(program managers) have been assigned an additional code(s) where
separate cost breakouts would be beneficial for accounting or
managenent  pur poses.

b. Al fund admnistrators (program managers) fall into
three main groupings as follows:

(1) Devel opnent ,
(2)  Education.
(3)  Commands/ Depart nents.

c. Each fund admnistrator (program nanager) is further sub-
divided into assigned work centers, which are identified by a
four digit code which permts collection of cost data at the
working level.

2. The following codes are assigned:

A (PM ASSI G\ED WORK
CODE DEVEL OPNVENT CENTER CODE

Director, Developnent Center (Reinbursable
FY 1987 effective 1 Cctober 1986)

EO (Not assigned) 1300
El Marine Corps Tactical Systens Support Activity 1301
E2 Intelligence Dvision 1302
E3 Headquarters 1303
E4 Firepower Division 1304
E5 Operations 1305
E6 Pl ans 1306
E7 Admnistration and Support Division 1307
E8 Mbility and Logistics D vision 1308
E9 Command, Control and Communications D vision 1309
EA System Engineering Support Division 1310

Director, Developrment Center (Reinbursable

FY 1986 effective 1 QOctober 1985)
DO (Not  assigned) 1300
D1 Marine Corps Tactical Systens Support Activity 1301
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FA (PM ASSI GNED  WORK
CCDE DEVEL OPMVENT CENTER CCDE
D2 Intelligence Di vi sion 1302
D3 Headquarters 1303
D4  Firepower Di vi sion 1304,
D5 Operations 1305
D6 Pl ans 1306
D7 Admnistration and Support Division 1307
D8 Mbility and Logistics D vision 1308
D9 Command, Control and Conmmunications Division 1309
DA System Engineering Support D vision 1310

Director, Developnent Center (Reinbursable
FY 1985 effective 1 Cctober 1984)

co (Not assi gned) 1300
c Marine Corps Tactical Systens Support Activity 1301
c2 Intelligence Di vi sion 1302
c3 Headquarters 1303
c4 Fi r epower Di vi sion 1304
c5 Devel opnent Coor di nat or 1305
C6 Doctrine  Departnent 1306
c7 Adm nistration and Support Division 1307
C8 Mobility and Logistics Division 1308
Cc9 Command, Control and Conmmunications D vision 1309

Director, Devel opnent Center (Reinbursable
FY 1984 effective 1 Cctober 1983)

KO (Not assigned) 1300

K1 Marine Corps Tactical Systens Support Activity 1301
K2 Intelligence Division 1302

K3 Headquarters 1303

K4 Firepower Division 1304

KS Devel opnent  Coordinator 1305

K6 LVT(X) Directorate 1306

K7 Admnistration and Support Division 1307

K8 Mbility and Logistics D vision 1308

K9 Command, Control and Comunications D vision 1309

Director, Devel oprent Cent er
13 Headquarters (each fiscal vyear) 1313
14 ADP Systens Branch of C3 Division 1400

EDUCATI ON

A2 Director, Education Center (Reinbursable)
05 Ofice of the Drector 0510
J.C. Breckenridge Library 0511
Education Prograns Departnment 0513
Instructional Managenent School 0514
Leadership Instruction Departnment 0515
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A (PV ASSI GNED  WORK
CODE EDUCATI ON CENTER CCDE

B6 The Basic School (Reinbursable)
08 The Basic School

Adm ni stration 0810
Student  Operations 0820
Headquarters and Service Battalion 0830
Headquarters and Service Conpany 0840
Enlisted Instructor Conpany 0850
Training Support Company 0860
Student  Conpany 0870
s-3 0880
acC BOQ Conpl ex 0890

A6 O ficer Candidates School (Reinbursable)

09 COficer Candidates School 0910
Upshur  Training Det achrrent 0920
Dining Facilities 0950
Dining Facilities Ca(gp Upshur) 0951

10 Staff Noncomm ssi oned ficers Acadeny 1030

11 MXDEC Noncomm ssioned Oficers Leadership

School 1110
12 Foreign Mlitary Oficers Information

Program 1210
33 Conputer Sciences School 3310
37 Communication Oficers School 3710
41 Command and Staff College 4110
45 Anphibious Wirfare Presentation Department 4510
47  Anphibious Warfare School 4710

COVIVANDS/ DEPARTMENTS

J3 Director, Doctrine Center (Reinbursable)
04 Drector, Doctrine Center

Headquarters 0410
Publications 0420
Doctrine 0430

A4 Director, Training Audiovisual and Gamng Support
Center  (Rel mbursable)

49 Drector., Training Audiovisual and Gamng Support

Center
Director, TAGS Center (Admn) 4910
Computer  Applications 4920
TSR&E 4930
TACEX Team 4940
Audi ovi sual Management 4950
Audi ovi sual Product s 4960
Fiscal Section 4970

J5 Training and Audiovisual Support Center
(Rei nmbur sabl e)
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FA (PV ASSI GNED  WORK
CODE COMVANDS/ DEPARTMENTS CENTER CODE
55 Training and Audiovisual Support Center 5510

Phot ographic D vision 5520

Al Assistant Chief of Staff, Reserve Affairs (Reimb)
07 Sistan et o art, Serve alrs 0710

J1 Director, Mirine Corps perational Test and
Evaluation ACtivity (Rel nbursabpl €)
15 Director, Mirine Corps perational Test and

Evaluation Activity 1510
X1 Assistant Chief of Staff, Conptroller (Reinb)
X2
18 Assistant Chief of Staff, Conptroller
Adm ni stration 1810
Analysis and Review D vision 1820
Budget Division 1830
Accounting Division 1840
NAF Audit Division 1850
D sbursing Division 1870

J7 Assistant Chief of Staff, Mnpower (Reinbursable)
20 Assistant Cnhief of Staff, Manpower

Headquarters Division 2000
Gvilian Personnel Division 2010
Mlitary Personnel Divison 2020
Equal Enpl oynent Branch 2030
Famly Service Center 2040
Command Career MNanagenent Division 2050
Ofice of the Staff Judge Advocate 2080
Adjutant  Division 2090
Quantico Dependents' School System (Reinbursable)

BA Adm ni stration 0020
Superintendent 0021
Admnistrative  Assistant 0022
Oerical Assistants 0023

BB I nstruction 0030
Coordi nator of Instruction 0031
Principals 0032
Teachers and Schol ar shi ps 0033
Media Specialists 0034
Gerical Assistants 0035
Sabbatical Leave 0036
Educational Aids 0037
Substitute Teachers 0040

BC Auxiliary Service 0050
Pupi | Personnel Services 0051
Cafeteria Manager 0052
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FA (PV ASSI GNED  WORK
CODE COVIVANDS/ DEPARTMVENT S CENTER CODE
BD Transportation
BE Qperations of Pl ant

Cust odi ans 0071
BF Mai nt enance of Pl ant 0080
BG Fi xed Charges 0090

24 Commanding Officer, National Naval Dental Center
(Telephone Account)

J4 Commending Officer, Marine Corps Ar Facility
(Rei bur sabl )
25 Base Operations

Navy Supply _ 2501

Navy Supply Oficer 2502

Airfield Qperations 2503

Logistics Cficer 2504
26 Air Qperations

GO HW-1 (Mterial) 2611
27 Ar (Qperations (TAD 2710
89 Tel ecommuni cati ons 8907

J2 Commanding Oficer, Marine Security Qard
Battalion (Reinbursable)
30 Commanding Officer, Mrine Security Qiard
Battalion 3010

Assistant Chief of Staff, Facilities
A5 Maintenance Division (Relnbursable)

H2 Forestry Branch 3593
M  Miintenance Division, Recurring Mintenance
and Repair

M2 Maintenance Division, Nonrecurring Mjor
Repair over $300, 000

R1 Mintenance Division, Mnor Construction,
$100,000 and |ess

R2 Maintenance Division, Mnor Construction,
over $100, 000

35 Miintenance D vision

Headquarters  Branch 3500
Admnistrative Branch 3510
Qperations Branch 3520
Shops Branch 3530
N ght GCew 3531
Service Shop 3532
Lyman Park- Thomason Park Service Shop 3533
Quad Area Service Shop 3534
Mdway Island Shop 3535
Cyclic Maintenance Team 3536
Carpenter  Shop 3541
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FA (PV
CODE COVIVANDS/ DEPARTMENT S

36

A7
42

A8
50

51

53
B9
79

H1-
H3

H5

H6
H7

B-6

Paint  Shop

Electric Shop

Refrigeration  Shop

Plunbing & Pipe Shop

Mechani cal  Shop

Roads and Gounds Section

Engi neer Equi prent  Usage

Mbtor Vehicle Usage
Janitorial Shop

I nsect/ Rodent Control  Shop

Construction Equipnent Repair

Guadalcanal Area Mintenance

Engi neer Platoon Maintenance

Assistant Chief of Staff, Facilities Oficer

WIldlife Branch
Mai ntenance Dvision, Wilities Branch
Headquarters  Branch
Engi neer  Equi pnent  Usage
Mbtor Vehicle Usage
Uilities Branch
Steam GCeneration Section
Vter Purification Section
Sewage Treatnment Section
Mbtor Transport Branch (Reinbursable)
Mbtor Transport Branch
Autonotive Maintenance Section
Qperations  Section
Public Wrks D vision (Reinbursable)
Public Wrks Division
Support Division (Reinbursable)
Support Division
Headquarters Branch
El ectronics Miintenance Branch
Ordnance Mai ntenance Branch
Comuni cations  Branch
Bachel or Housing Branch (Reinbursable)
Bachel or Housing Branch
Adm ni stration
Bachelor Quarters
Housing Services D vision (Reinbursable)
Project 96, Wility Sales
Project 11, Managenent
Project 12, Furnishings
Project 14, Housing ferral
Project 15, Wilities
Project 21, Recurring Mintenance and Repair

ASS| GNED  WORK
CENTER CODE

3543
3551
3553
3561
3563
3571
3572
3573
3575
3576
3577
3578
3579
3590
3594

3600
3672
3673
3680

3681
3683
3684

4210
4220

5010

5110
5120
5130
5310

7910
7920

8010
8010
8010
8010
8010
8010
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FA (PN VWORK
CODE COVIVANDS/ DEPARTMENTS éﬁngF\gEDoggE
H8 Project 22, Major Repair and Maintenance 8010

H9 Project 23, Aterations and Additions 8010

HA Project 13, Services 8010

38 Director, Mrine Corps Mseuns (tolls-telephone
account)

B8 Assistant Chief of Staff, Cperations (Reinbursable)
46 ASSiStant Chier of Staii, Operations

Training D vision 4600
MCDEC Band Branch 4630
Range Pl atoon 4650
Explosive QOdnance D sposal Team 4660

A3 Commanding O ficer, Security Battalion
(Reimbur sapl e) _ _
48 Commanding O ficer, Security Battalion

s-1/2 4810
s-3 4830
s-4 _ _ 4840
Fire Protection/Prevention Branch 4850

B4 Director, Mirine Corps Central Design and
Progranmng Activity (Relnoursable)

52 Director, Marine Corps Central Design and
Programmng Activity

MCCDPA - Admi ni stration 5240
Analysis and Design Section 5250
Dstributed System Support Unit 5260
Programmng and Systens Mint. Section 5270
Conputer Processing Branch 5280
Control and Coordination Section 5290
54 Commanding Oficer, Headquarters and Service
Battalion
Ofice of the Commanding General and Chief of
St af f 5410
Deputy Chief of Staff/Conmand |nspector 5420
Traffic Court/Mlitary Mgistrate 5421
Command Safety Branch 5422
S-1/Adj utant/ Legal 5440
5-2/5-3 5441
s-4 5442
Supply Fiscal 5443
Devel opnent  Center  Conpany 5444
Education Center Conpany 5445
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FA (PVM
CODE COVIVANDS/ DEPARTNMVENT S

B5
57

58
F1l

59

Bl
60

J8

61...

B-8

Headquarters  Conpany

Service Conpany

Qperations  Conpany

Tenant Activities Conpany
Advance Anmphi bious Study G oup
Marine Corps Miseuns Branch
Public Affairs Ofice

Assistant Chief of Staff, Mnagenment Systens/

Commercial Activities (Rei nbursable)
AsSistant Chief of Staff, Mnagenent Systens/

Commer ci al Activities

Ofice of the ACJS Mnagenent Syst ens/ CA

Planning and Managenent Services “Branch

Information Systens Management Ofice
Commercial Activities Branch

Ofice Mchine Repair

Northeast Region, MC NAF Audit Service

Assistant Chief of Staff, Services
ACTS, Services (Reinmbursable)
Headquarters  Division
Special Services D vision
Marine Corps Exchange 3-4
Command Jdubs D vision
Comm ssioned O ficers' Mss Branch
Staff Noncommssioned Oficers' dub Branch
Enlisted Qub Branch
Consol i dated Package Store Branch
Central Services Branch

Command  Chapl ai n _
Ofice of the Command Chapl ain
Child Care Service

Assistant Chief of Staff, Supply
Headquarters D vision (Reinbursable)
Headquarters D vision
Purchasing D vision

Materiel Division (Reinbursable)
Mat eri el Di vi sion

Property Control Branch

Amunition Branch

Operations/Admin Branch

DSSC Branch

Systens Support Branch

dothing Branch

ASSIGNED  WORK
CENTER _CODE

5446
5447
5449
5460
5470
5480
5490
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B3
63
64
65

66
J9
56
B7

74

£
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COMMANDS /DEPARTMENTS

Traffic Division (Reinbursable)
Traffic Division
Food Service D vision
Laundry and Dry deaning Division
Adm nistrative Branch
Marking and D stribution Branch
Al terations
Washing, Extracting and Tunbling Branch
Pressed Laundry Branch
Flatwork Laundry Branch
Dry deaning Branch
Receiving Branch
Mai nt enance  Branch
Carpet/ Mattress d eani ng
Comm ssary Store D vision
Field Printing Plant (Reinbursable)
Field Printing Pl ant

Commanding O ficer, \Wapons Training Battalion

(Rel mbur sabl e)
Commanding Officer; \Wapons Training Battalion
Headquarters and Service Unit
Rfle Range Unit
Marksmanship Training Unit/Marine Corps
Shoot i n% Team
Rfle Team Equipnent Facility
Rfle and Pistol Team
Preservation and Packaging

Assistant Chief of Staff, Conptroller Designated

Account s

Director, Personnel Services Dvision, HMC
Defense Property Disposal Ofice

Marine Corps Marathon

Leat her neck

Anerican Red Qoss

6th Naval Reserve Construction Reginent

Navy Relief Society

Marine Corps Association

Marine Corps Exchange Services Branch, HQWC
Quantico Dependents' School System

Housing Services Division

Naval dinic
Federal Bureau of Investigation
Naval Investigative Service

MARTD Air Control Section
Comm ssioned Oficers' Mss (Qpen) (Pool)

ASSI GNED  WORK
CENTER CODE

6310
6410

6510
6511
6520

7410
7430

7440
7450
7460
7495

6710
6810
6910
7010
7110
7210
7310
7610
7710
7810
8010
8210
8310
8510
8610
8710

B-9
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COVIVANDS/ DEPARTMENT S

Youth Conservation Corps Canp N. 7025

Al located Cost Cedit Account (M scellaneous)

Allocated Cost Cedit Account (Conmunications)

Al located Cost Oedit Account gI\/DAF SH 2790
Retail Loss Alowance (SH 2780) Unmatche
Funds Disbursed (sH 2780)

Allocated Cost Cedit Account (Equi Pment Usage)

Assigned by Assistant Chief of Staff,

Conptroll er

Assigned by Assistant Chief of Staff,

Conptroll er

Assigned by Assistant Chief of Staff,

Comptroller

Mlitary Cost Variances Account

Assigned by Assistant Chief of Staff,

Conptroller

Undi stributed Expenses/Cost Accounts (SH 2780

& 2790) Unmatched Funds Disbursed (sH 2790)

ASSI G\NED  WORK
CENTER CODE

8810
9010
9910

9210
9310
9410
9510

9610
9710

9810
9910
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APPENDI X D
DEFI NI TI ONS

1. ACCOUNTI NG. Accounting is the function of recording, classi-
fying, summarizing, reporting, verifying, analyzing and interpret-
ing the financial data of the Command for the "purpose of pronoting
effective control and admnistration.

2. ACCRUAL  ACCOUNTING. ~ Accrual accounting is the method of
accounting whereby:

~a. Qperating costs are accounted for in the fiscal period
during which the benefits are received (cost of resources consuned
or applied).

~b.  Costs for which the benefits are applicable to future
periods are deferred and considered as assets.

c. Liabilities for unpaid costs are recorded in the accounts
when goods or services are received.

d. Inconme for work for services perfornmed in a reimnbursable
order is recorded in the accounts when reinbursable expenses are
i ncurred,

3. ALLOTMENT, An allotnment is an authority expressed in terns of

a specific amount of funds granted by a conpetent authority to
conmmt, obligate and expend funds for a particular purpose.

4. ALLOTTEE. An allottee is an installation or organizational
conmander who receives an allotnent of funds. The Comandi ng
General is the allottee of all funds received at this Command.

5.  APPROPRI ATION. An appropriation is an act of Congress author-
izing a specified amount of funds to be used for designated

purposes, and for paynments to be nade out of the Treasury of the
United States.

6. APPROPRI ATl ON, ANNUAL.  An annual appropriation is an appro-
priation which I1s avallable for incurring obligations during one
fiscal year only. Funds provided in the operating budget for the
fiscal year wll be identified by the appropriation synbol
17FY1106. Every transaction which ultimately results in an
expense to an annual appropriation nust cite a job order nunber.

7.  APPROPRI ATI ON, CONTINUING. A continuing appropriation is an
appropriation which 1s avallable for incurring obligations until
exhausted or wuntil the purpose for which made is acconplished
without regard to a fixed period. A'so known as a no-year
appropriation. ldentified by an "X" in the appropriation synbol
such as 17x4913 for Marine Corps Stock Fund.
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8. AUDIT. An audit is the systematic exanination of records and
documents to determne adequacy and effectiveness of budgeting,
accounting, financial and related policies and procedures;
conpliance with applicable statutes, regulational policies, gand
prescribed procedures; reliability, accuracy, and conpleteness of
financial and admnistrative records and reports; and the extent
of which funds and other resources are properly protected and
effectively used.

9. AUT LIST, MASTER JOB CRDER NUMBER  An audit list is a
listing of all job orders contained on the naster iob order file
provided each fund admnistrator (program nanager)-account
contained on the personnel history files. The fund admnistrator
(program nanager) reviews the listing, and enters appropriate
transactions to add or delete, as required.

10.  BUDCET. The budget is a plan of financial operations
showing, in dollars, the estimates of funds needed to carry out
the assigned mssion, or mssions, over a specified period of tine.

11. BUDGET ESTIMATE. A budget estimate is a systemzed statenent
of forecasted requirenments expressed in dollar anounts.

12. BUDGET EXECUTION. The budget execution is a nanagenent of
activities, previously approved in the form of an operating
budget, according to schedule, and at a cost wthin the resources
whi ch have been nade avail able.

13.  BUDGET FORMULATION. The budget formulation is the prepara-
tion, and adoption Dby an organizational entity of a plan for
activities in a specific tinme period relating activities to costs
and resources.

14. BUDGET PRESENTATION. The budget presentation is the review,
explanation, and justification of budget estimates before the fund
admnistrator (program manager), Conmmanding General or higher
authority required during the examnation and approval of budgets,

15. BUDGET PROGRAM  The budget program is a plan for carrying
out the functions of fornulation, presentation, and execution.

16. BUDGET PRQJECT. A budget project is a major subdivision of a
budaet.

17. BUREAU CONTROL NUMBER (BCN). The bureau control nunber is a
five-digit numpber consisting of the two-digit budget project, and
three-digit allotment nunber. Bureau control nunbers are used
with all appropriations except Qperations, Mrine Corps. Since
many appropriations are no-year appropriations, it has been a
common practice of the Commandant of the Marine Corps to change
the bureau control nunbers each fiscal year in order to identify
the fiscal year for which the funds were allotted.
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18.  CLASS | PROGRAM PROCEDURES. dass | programs/procedures are
those which express the Commandant of the rine Corps policy
through electronic accounting nachine procedures for electronic
data processing program steps initially developed, programred,
coded and tested by or under the direction of and nodified only
upon specific authority from the Conmandant of the Marine Corps.

19. CGASS 1| PROGRAMS/PROCEDURES. dass |l programs/procedures
are those in which managenment™s policy expressions are largely
restricted as to type of input, form and content of output, and
frequency of processing. These prograns may be devel oped,
programmed, coded and tested at Headquarters, Marine Corps. In

nmany instances, however, only output requirements wll be
specified by the Commandant of the Marine Corps, and the
progranmmng, coding, and testing will be done locally. dass 1l

program procedures nmay be notified by the Drector, MXCDPA
Dvision to the extent that prescribed input and output data
format remain unchanged.

20, CLASS |1l PROGRAVS/ PROCEDURES. dass |l prograns/ procedures
are those developed to satistfy the Conmmanding Ceneral, MXDEC and
other local requirements as well as one-time requirements of the
Commandant of the Marine Corps developed locally from policy

statenents and/or logic flow charts furnished by the Commandant of
the Marine Corps or the Commanding GCeneral, MXDDEC

21.  COVM TMENT. A commtment is a firm admnistrative reservation
of funds based wupon firm procurenent directives, orders, requisi-
tions, authorizations to issue travel orders or requests which
authorize the recipient to create obligations wthout fur&her
recourse to the official responsible for certifying the avail-
ability of funds,

22.  QOST ACOONT ODES.  Cost account codes are a series of four
al pha/numeric digits i1ncluded in the operating budgets to classify
transactions according to their purpose.

23. COST CENTER. A cost center is the first subdivision of a
responsibility center. Each cost center is an organizational
entity for which identifications of costs is desired, and which
Is anmenable to cost control through one responsible supervisor.
The Command has three cost centers: Education Center,

Devel opnent  Center and QO gani zati ons/ Departnents.

24, CROSS SERVICING  QGoss servicing is the function perforned
\%' one mlitary service in support of another mlitary service for
ich reinbursenent is required from the service receiving support.

25.  EXPENDI TURE. An expenditure is an_ accounting transaction
representing a cash paynent by a disbursing officer or a cash
transfer at the Headquarters Marine Corps |evel.
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26.  EXPENSE. An expense is the cost of a resource consunmed or
applied during the accounting period. Expenses include, but are
not limted to, civilian personnel services, mlitar per sonnel
services, supplies and materials, travel of personnel, rental of
equi pment, purchase of equipment having a unit value of less than
$5,000 (except equiprment used prinmarily in support of the

Special Services Program regardless of cost), utilities,

comruni cations, and the cost of mnor construction of a value of
$25,000 or |less.

27. EXPENSE ELEMENT.  The expense element is the last digit of
the 14-digit job order nunber. |t is used to identify the type of
resource being consumed. Exanmples: Expense Elenent A identifies
mlitary personnel, Expense Henment U identifies c¢ivilian

per sonnel .

28. FARMS. A local on-line conputer system consisting of data
elenent tables and files that edit and accunulate data on a
financial data base for access by all authorized parties. The
system provides for quick inquiry, retrieval, and adjustment
directly by conputer termnals. Repl aces the manual nenorandum
record.

-29.  FISCAL YEAR. A fiscal year is an accounting period begin-
ning on 1 CQctober and ending on 30 Septenber of the followng
year. A fiscal year is designated by the calendar 'year it ends.
Fiscal Year 1984 began 1 Cctober 1983 and ends 30 Septenber
1984.

30. FORECASTI NG Forecasting is the process of planning, and
providing for future changes; and predicting requirenments to
acconplish mssions and objectives of operating prograns.

31, FUNCTIONAL ACCOUNT NUMBER (FAN). A functional account nunber
is a five-digit nunber used to classify transactions according to
the end use or purpose for which expenditures are made. At this
Command, functional account nunbers are used only on transactions
which are chargeable to the appropriation Mrine Corps Stock Fund;
Procurement, Mrine Corps; and Mlitary Personnel, Marine Corps.

32. FUNCTIONAL CATEGORY. The functional category is a one-digit
al pha character wused to collect expense information for one or
more of the following reasons:

a. The cost of the function is required to neet restrictions
made by the Congress or to neet the needs of outside parties.

b. Information on the cogt of a function is useful in
deciding on the authorization to be provided to an operating
activity.

c. The cost of the function provides a control total tied to

an underlying cost accounting system needed for nmanagenent of the
function,
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d. The cost of the function is useful in naking conparisons
and special analysis of costs,

33. FUND ADM NI STRATOR, A fund adnministrator is a designated
head of one of the three cost centers of this Comrand.

34, FUND CXDE A fund code is a two-digit code centrally
assigned by the Commandant of the Marine Corps to associate
certain appropriation data elenents to this Command. |t is the
first two digits of the job order nunber.

35. JOB ORDER NUWMBER  The job order nunber is an accounting
devicée used to identify the costs with work or services related to
the job order. A standard 14-digit nunber is utilized at this
Conmand, and must be cited on each transaction ultinately
chargeable to funds provided in the operating budget or, Oder for
Work (NAVOOWT Form 2043).

36. LABOR DISTRIBUTION. Labor distribution is the process of
distributing the mititary and civilian hours available in a

certain period at the proper rates to appropriate job order
nunbers.

37.  LABOR EXCEPTION. A l|abor exception is any transaction
generated by a fund admnistrator (program manager) for entry

into the Personnel Hstory File that wll change the prinmary
data |oaded. Changes to hours worked, rate of pay, sick
| eave/ annual |eave and/or work wll result in |abor exceptions.

38. LI QU DATI ON. A liquidation is a routine accounting
transaction wnich reduces an unfilled order by an expense accrual
or reduction of accounts payable by processing an expenditure.

39. MAN-HOUR  (MAN- MONTH)  ( MAN- YEAR). A man-hour (man-nonth)
(man-year) 1s the work effort of one person for the hour (nonth)

(year) . A total of 176 man-hours equates to one man-nonth; 2080
man-hours equates to one nan-year.

40. MASTER JOB ORDER NUMBER FILE. The nmaster job order nunber
‘file "Ts a conputerized TiTe of all wvalid, active, and inactive jab
order records for the current fiscal year in which the changes
against each job order nunber for hours, expenses, and work units
are recorded. Provides source data for preparation of all |ocal
management  reports, and reports to higher authority.

41, NET CHANGE IN UNFILLED CRDERS. A net change in unfilled
orders 1S an adjustment befween obligational authority and expense
authority, and are required within a given fiscal year for changes
in contracts and undelivered orders which were placed in a prior

fiscal year. In determning the expenses within a given fiscal
year, unfilled orders existing at the end of a prior fiscal year
must be considered for these contracts or materials which wll be

received and consumed or applied. Further, new unfilled orders
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estimated to be carried forward at the end of the next fiscal year
nust  be considered.

42.  NEW OBLIGATIONAL AUTHCRITY (NOA). The new obligational
authority Ts an authorization contained within an operating budget
to procure goods and services wthin a specified anount pursuant
to an appropriation or other statutory provision, and is limted
on a cunulative quarterly basis, subject to Section 3679RS. The
New bligational Authority differs from the Total Direct Expenses
in that NOA exludes mlitary |abor expenses.

43.  OBLI GATI ON. An obligation is a responsibility to nake a
future paynent of noney. The responsibility is incurred as soon
as an order is placed, or a contract is awarded for the delivery
of goods and the performance of services. It is not necessary
that bill o invoice be received first. The placenent of an order
Is sufficient. (See NAVCOWPT Manual, Volune 2, paragraph 022071
for conplete definition.)

44,  OPERATING BUDGET. The operating budget is the annual budget
of this Conmmand, or an organizational entity stated in terns of
functional /sub-functional categories and cost accounts. It
contains estimates of the total value of all resources required
for the performance, or the mssion of the organization including
rei nbursable work or services of others.

45, "OPERATING PROGRAM  An operating program contains the
functions of an organization by which specific work objectives are
acconplished under the direction of a fund admnistrator (program
manager). There are forty-eight operating prograns at this
Comand. Each operating program is assigned a separate fund
admnistrator (program nmanager) code.

46. CORDER FOR WIRK (NAVCOWPT FORM 2043). An Oder for Wrk is a
form utilized to transmt to the tund admnistrator (program
manager) authority to perform reinbursable work or services upon
which a funding limtation has been placed.

47. PERSONNEL H STORY FILE (PHF). The personnel history file is
a master file containing the i1dentification data of all military
and civilian personnel chargeable to this Conmand fund admnis-
trators (program managers). It is used to conpute mlitary and
civilian labor distribution based on exception cards processed
against the file.

48. PLANT PROPERTY. Plant property is government-owled real
property, and personal property of a capital nature which is
located at activities under the nanagenent control of the
Commandant of the Marine Corps or which has been furnished to
private contractors. Plant property includes government-owned
property in the possession of activities not under the mnanage-
ment control of the Conmandant of the Marine Corps when title tO
the property renmains vested in the Mrine Corps.
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49. PROGRAM MANAGER. A program manager is a designated head of
a subcost center.

50. PRICR_YEAR EXPENSES. Prior year expenses are the value of
material or services ordered in one fiscal year under a contract
or project order, established as an unfilled order, and received
in the followng fiscal year. The receipt of the material con-
stitues an expense within the year it is issued. In addition, the
receipt of the nmaterial may require an adjustnment in obligational
authority if the cost actually exceeds anmount initially obligated.
Expense authority is charged to the total cost in the fiscal year
in which it is received (expensed).

51. PROJECT ORDER. A project order is a specific, definite, and
certain order placed for the nanufacture of materials, supplies,
equi pnent, or for other work or services. The term of the project
order is to continue until work is conpleted or termnated, or
funding appropriation expires.

52.  PRQJECT SERIAL NUMBER. A project serial nunber is a four-

digit nunber assigned to source of funds. The first tw digits of
the serial nunber designate the source of funds.

53.  REI MBURSABLE. A reinbursable is the performance of work or

services ultimately chargeable to another responsibility center,
another Government departnent, or to a nonfederal custoner.

54, REI MBURSABLE ORDER NUMBER (RON). A reinbursable order
nunber 1s a locally assigned four-digit nunber appearing on an
Order for Wrk (NAVOOWT Form 2043) for the purpose of
identifying a reinbursable order accepted or reinbursable
cust omer. RON's issued to the Developnent Center denote
projects and tasks associated with a specific project order.

55. REI MBURSEMENT, ALLOCATED. Al located reinbursenments earned
are costs which cannot be Tdentified to a specific reinbursable
work order when the work is performed, such as utility generation
costs. Alocated reinbursements earned are conputed on the basis
of predetermned rates or prorations of certain designated cost,
accounts wthin the performng functional/sub-functional -category.

56. REI MBURSEMENT, DIRECT. Direct reinbursements are those costs
which can be t1dentifred specifically to a reinbursable order when
they are incurred, such as naintenance of real property. The
costs for direct reinbursenents earned are accunulated through
normal |abor, materials, and other distribution processes by

rei mbursable |obs.

57.  REPROGRAMM NG. Reprogramming is the process of devel oping
resource requirements to neet unplanned deviations in the approved
operating budget, because of significant changes in one or nore
operating prograns.
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58.  RESERVATION. A reservation is an adninistrative action to
set aside funds in an operating budget for ‘ol anning purposes prior
to the establishment of an unfilled order related to the purpose
of the reservation. Reservation amounts are entered into FARMS by
the fund admnistrator (program manager), and are not recorded on
the official records maintained in the Accounting Division,

Conptrol | er Depart nent.

59.  RESOURCES. Resources consist of mlitary and civilian
personnel, material on hand and on order, and the entitlenent to
procure or use nmaterial, utilities, and services, as required, for
performance of the basic mssion of the responsibility center and
work performed by others.

60.  SUB- FUNCTI ONAL ~ CATEGORY. The sub-functional category is a
one-digit nunmber character used to supplenent the functional
categories since the single digit functional category code did not
fulfill all of the Mrine Corps requirements for nanagenent

i nformation.

61. UNFILLED ORDER  An wunfilled order is any docunent chargeable
to an operating budget which neets the criteria for an obligation
for which material ordered or services requested have not been
received. Fund citation--nust be against the appropriation,
Operations, Mrine Corps. Service contracts under $1,000 which
have not been received, and project orders which have been issued
but not conpleted, are classified as wunfilled orders.

62.  VOUCHER. A voucher is any docunent which is evidence of a
transaction, showing the nature and anmount of the transaction. It
usual Idydindi cates the account in which the transaction is to be
recorded.

63. WORK CENTER. A work center is an organizational subdivision
of the subcost center. It is the lowest level in the financial
nmanagenent structure where costs are identified and accumilated.
Exanpl es: Purchasing Branch, Field Printing Plant.

64. WORK CGENERATCR COODES. Wrk generator codes are designed to

ref(lject the type of work assignment through the labor distribution
card.

65. WORK MEASUREMENT. Work nmeasurenment is the process of

establTshing performance standards (in-terms of nan-hours per _work
unit), conparing actual performance wth standard, and initiating
renedial action, as appropriate, when the two are not conpatible.

66. WRK UNT. A work unit is a unit neasurenent, such as
docunents, used to provide quantitative information of the
physical output applicable to a subdivision in the operating
budget .
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APPENDI X E
PROCEDURES FOR REPCRTING OF FORVAL SCHOOLS TRAINING COSTS

1. General

a. Costs of formal schools training wll include only those
costs assigned within the operating budget under the appropriation
Qperation and Mintenance, Marine Corps. Budget estimates require
the isolation of costs at the course |evel.

~b. The procedures currently established for processing requi-
]§| It; onsOI and accounting for tenporary additional duty wll be
ol | owed.

c. Procedures currently established for the loading of job
order nunbers wll be followed. Job serial nunbers wll be
assigned in the 9000 series as contained in Appendix H At |east
one job order number wll be |loaded for each cost account code in
this Appendix. The basic 14 digit job order nunber and the
related expansion of cost account codes are as follows:

(1) Job  Oder Number Structure, 114 digits)

1-2 3 4-9  10-13 14

Fund Code

Fi scal Year

Serial Number*

Assigned work Center

Expense H enent

*Serial MNunber Structure (4-9), (6 digits)

33 9008
Fund Administrator (Program Manager)
(Education Center, CS§
Serial (see Appendix H)
(2) _Cost Account Code, (4 digits)
XA 08

School (C88)

Course (Data Systems 0)

E-1



FI NANCI AL MANAGEMENT  MANUAL

d. Copi es of nenorandum records and other supporting cost
data applicable to the school/course wll be maintained for at
| east one year for verification of data received from the
Commandant of the Marine Corps.

2. The following cost account codes wll be used in recording
costs associated directly to the purpose/description indicated

bel ow. Wiere resources (labor, naterials and/or supplies) wll be
consuned within a course, the costs should be reported against the
cost account code for that course: all other costs wll be

recorded against the school admnistration cost account code or
unal |l ocated course cost account code, as applicable. The
initially assigned cost account code for mlitary or civilian
personnel (labor) nust be selected from the codes designated under
the school to which they are assigned by the TMR however,
instructors providing training for courses in order that the

school to which they are assigned will use the applicable cost
instruction in that applicable course.

Code Pur pose/ Descri ption

XA Conputer Sciences School (CSS)

XA0l School Adm ni stration. Includes the pay of
personnel, supervisory and clerical, and cost of

consunabl e supplies and services required in
direction and general admnistration of the school.

XA02 Unal | ocated Course Costs. I ncludes all costs
directly identified to Conputer Sciences School
(other than school admnistration) which cannot be
practicably identified to a single course. Exanpl es
of this would be instructional materials or training
aids utilized by nore than a single course.

XA03 Data Control Technician Course. I ncludes the pay of
personnel and costs of consumable supplies.directly
associated to the -course. I ncludes all costs

directly associated with instruction used in
conducting a formal training course, such as
publication of instructional materials and
transportati on.

XA05 Advanced Mark 1V File Mnagenent. Description.. same
as XAO0S.

XA06 Automated Data Processing Oientation. Descri ption
sane as XAO03.

XA08 Data Systens Oficer. Description sanme as XA03.

XA09 IBM 360 Operating System Conputer Qperator.

Description sanme as XA03.
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Code Pur pose/ Descri ption

XA12 B System Control  (SP). Description sane as XAO3.

XA13 FORTRAN Programming Specialists (SP). Description
same as XAD3.

XAl5 360 (OS) COBOL (SP) (ENTRY). Description sane as
XA03.

XA16 Data Processing Installation Mnagenent. Description
same as XAD3.

XA17 Assenbl er Language (SP). Description same as XAO3.

XA1l9 Advanced Codi ng. Description same as XAO3.

XA22 Data Managenent. Description same as XAO3.

XA26 Marine Combination. Description same as XAO03.

XA30 CBA. Programmng Specialist (SP). Description sane

as XADs.
XA32 Systems Programming. Description sanme as XAOS.
XA33 Systens Analysis and Design |. Description sane as
XA03.
XA34 )S\(,/A%tgerrs Analysis and Design |Il. Description same as

XA35 Scan Data Programmer. Description sane as XA03.

XA36 Scan Data System Supervisor. Description sanme as
XA03.

XA39 ADPE- FMF  Course. Description same as XAO3.

XA40 Miltiple Virtual Storage (FUNDAMENTALS & LOdC
Cour se. Description same as XAO3.

XA41 Miltiple Virtual Storage (WS D AGNCSTICS) Course.
Description sane as XAO3.

XA42 Miltiple Virtual Storage (WS PERFCRVANCE & TUN NG
Cour se. Description same as XAO3.

XA43 Miltiple Virtual Storage (MS Installation & Mint)
Cour se. Description sane as XAO3.

XA44 ACL/JCL Data Managenent. Description same as XA03.
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Code Pur pose/ Descri ption
XB Communi cation COficers School (005
XBO1 School Adm nistration. Includes the pay of person-

nel, supervisory and clerical, and cost of
consumabl e supplies and services required in
direction and general admnistration of the school.

XB02 Unal | ocated Course Costs. Includes all costs
directly 1dentified to the Comunication Cficers
School (other than school admnistration) which
cannot be practicably identified to a single course.
Exanples of this would be instructional materials
or training aids utilized by more than a single

course.

XB03 Basi c  Communication O ficers Course. I ncl udes the
pay of personnel and costs of consunmable supplies
directly associated to the course. Includes all

costs directly associated with instruction used in
conducting a formal training course, such as publi-
cation of instructional materials and
transportation, etc.

XB04 Reserve Communi cation O ficers Course, (Phase 1).
Description sanme as XB03.

XB05 Reserve Communication Oficers Course, (Phase 11).
Description same as XB03.

XB06 Advanced Communication Oficers Course. Description
sane as XB03.

XC O ficer Candidates School (QOCS)

xc01 School  Adnministration. Includes the pay of
personnel, supervisory and clerical, and cost of

consunabl e supplies and services required in
direction and general admnistration of the school.

XC0?2 Unal l ocated Course Costs. Includes all costs
directly identified to Oficer Candidates School
(other than school admnistration) which cannot be
practicably identified to a single course. Examples
of this would be instructional mnaterials or train-
ing aids utilized by more than a single course.

XC03 Oficer candidates Course. Includes the pay of
Personnel and costs of consunable squlies
directly associated to the course. ncludes all
costs directly associated with instruction used in




Code

XCo4

XC05
XC06
XC07

XC08

xc09

XD

XD01

XD02

XC03

XD04

XDO5

XD06
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Pur pose/ Descri ption

conducting a formal training course, such as publi-
cation of instructional materials and
transportation, etc.

Wren Oficer Candidates Course. Description sane
as XAs.

NROTC. Description sane as XC03,

VECEP. Description sane as XCO03,

Platoon Leaders Course (Conbined). Description sane
as X3

Platoon Leaders Course (Junior). Description sane
as XQ03.

Platoon Leaders Course (Senior). Description sane
as XQ3.

The Basic school (TBS)

School Adm nistration. Includes the pay of
personnel, supervisory and clerical, and cost of
consunabl e supplies and services required in
direction and general admnistration of the school

Unal |l ocated Course Costs. Includes all costs
directly 1dentitied to The Basic School (other than
school admnistration) which cannot be practicably
identified to a single course. Exanples of this
woul d be instructional materials or training aids
utilized by nore than a single course.

Basic Course. Includes the pay of personnel and
costs of consumable supplies directly associated to
the course. Includes all costs directly associated

with instruction used in conducting a fornal
training course, such as publication of instruc-
tional materials and transportation, etc.

Warrant Oficer Basic Course. Description sane as
XDO03.

Infantry Cficer Basic Course. Description sane as
XD03.

Naval Acadeny Summer Training. Description sane as
XD03.
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Code
XD0O7

XD08

XE

XEO1

XEO02

XEO3

XEO4

XEOS
XF

XF01

XF02

XF03
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Pur pose/ Descri ption

Infantry Officer Reserve Course. Description sane
as XUs.

Warrant COficer Reserve Course. Description sane

as XUs.

Headauarters., Education Center

School Admi nistration. Includes the pay of

personnel,  supervisory and clerical, and cost of
consunabl e supplies and services required in
direction and general admnistration of the
Instructor Training School.

Unal | ocated Course Costs. Includes all costs
directTy 1dentified to the Instructor Training
School (other than school admnistration) which
cannot be practicably identified to a single course.
Exanples of this would be instructional naterials or
training aids utilized by nmore than a single course.

Instructional  Managenment Course. Includes the pay
of personnelr and costs of consumable supplies
directly associated to the course, | ncl udes all

costs directly associated with instruction used in
conducting a formal training course,- such as

publication of instructional naterials and
transportation, etc.

Formal School Instructor Course. Description same

as XEO3.

Reserve Instructor Course. Description sane as XEO03.

Command _and Staff College (C&SQ

School Administration. Includes the pay of
personnel, supervisory and clerical, and cost of
consumabl e supplies and services required in
direction and general admnistration of the school.

Unal l ocated Course Costs. [ncludes all costs

directly identified to the Command and Staff College
(other than school admnis-tration) which cannot be
practicably identified to a single course. Exanples
of this would be instructional naterials or train-
ing aids utilized by nore than a single course.

Senior Oficer Effective Communication Course.
Includes the pay of personnel and costs of consum
able supplies directly associated to the course.




Code

XF04
XF0S

XG01

XG02

XG03

XG04

XJ01

XJ02
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Pur pose/ Descri ption

Includes all <costs directly associated wth instruc-
tion used in conducting a formal training course,
such as publication of instructional materials and
transportation, etc.

Command and Staff College. Description same as XFO3.

Command _and Staff College Reserve. Description sane
as Xr0s

Anphi bi ous Warfare School (AWS)

School  Administration. Includes the pay of

personnel, supervisory and clerical, and cost of
consunabl e supplies and services required in

direction and general admnistration of the school.

Unal located Course Costs.' Includes all costs
ditectTy identified to the Amphibious Warfare School
(other than school admnistration) which cannot be
practicably identified to a single course. Exanples
of this would be instructional materials or train-
ing aids utilized by nore than a single course.

Anphi bious Warfare Course.Includes the pay of
personnel and costs of consumable supplies directly
associated to the course. Includes all costs
directly associated with instruction used in
conducting a formal training course,such as
publication of instructional naterials and
transportation, etc.

Amphi bious Warfare Course (Reserve). Descri ption
same as XQs3.

Staff Nonconm ssioned Oficers Acadeny (SNCOA)

School Adm ni stration. Includes the pay of
personnel, supervisory and clerical, and cost of
consunabl e supplies and services required in
direction and general adnmnistration of the school.

Unal | ocated Course Costs. Includes all costs
directly 1dentified to the Staff Noncomm ssioned

O ficers Acadeny (other than school adm nistration)
whi ch cannot be practicably identified to a single
cour se. Exanples of this would be instructional
materials or training aids utilized by nore than a
single course.
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Code Pur pose/ Descri ption

XJ03 SNOO Career Course. Includes the pay of personnel
and costs of consumabl e sulopl ies directly associated
to the course. Includes al costs directly asso-
ciated with instruction used in conducting a fornal
training course, such as publication of
instructional materials and transportation, etc.

XJ04 SNCO Advanced. Description same as XJO03.

XJ05 Reserve SNOO Career Course. Description sane
as XJO3.

XJ06 SNOO Senior Course. Description same as XJO3.

3. The following cost account codes wll record mlitary duty and
absences for a period of one hour or nore when away from prinary

functional duties. The construction of the cost account code for

absences from primary duty is as follows:

XA X 1
Conmputer  Sciences School. T }V

Absence from prinmary duty

Mlitary duty

a. The first three digits of the cost account code for
absences will be as follows:

XX  Conputer Sciences School

XBX  Communication Oficers School

X CX Oficer Candidates School

XDX  The Basic School _

XEX  Headquarters, Education Center (ITS)

XFX  Command and Staff College

XGX  Amphi bious wWarfare School

XJX  Staff Noncommissioned Oficer's Acadeny

b. The fourth digit for the cost account code to record
absences wll be selected from the following:

(1) Mlitary Duty - includes mlitary tine spent on
military—ass ignments ,-—--sucl}----as wat ch, worki ng parti es, fl yi ng,

pack/ unpack devel opment, funeral detail, and administration
processing.- Excludes ness duty.

(2) Mlitary Absence, Personal Affairs (ML ABSENCE PER
AFFS) - mlitary time'spent on leave, |iberty, conpensatory tine

off, sick at home/quarters, and sick in hospital.
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(3) MIi tar?/ Absence, Personal Affairs (ML ABSENCE PER
AFFS) -« includes mlitary tine spent on personal affairs such as
going to exchange, clothing and small stores (cash sales),

comm ssary, chaplain, dental clinic, or dispensary,

(4) Mlitary Absence, Training (ML ABSENCE TRA) -
includes mlitary time spent on assignments such as inspection,
quarters/formation, parade, drill, and marksmanship.

(5) Mlitary Absence, Gher (MIL ABSENCE OTHER) - includes

mlitary tine spent due to confinenent under 30 days for
disciplinary reasons and unauthorized absence under 30 days.
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APPENDI X F
REQUEST FORMAT FOR REALIGNMENT OF FUND AUTHORI ZATION  REQUEST
From  Director, Education Center, Marine Corps Developnent and
Education Command _ _
To: Commanding General, Marine GCorps Developnent and Education
Command (C 181)
Subj: REALIGNMENT COF FUND AUTHOR ZATION REQUEST FCOR
Ref : (a) MCDECO P7000.1F

1. In accordance with the provisions of the reference, it is
requested that the following realignment of funds be authorized:

a. From  Headquarters, FEducation Center (05)
Materi al s/ Supplies - Cost Account 1111

b. To: Command and Staff College (41)
Qher = Cost Account XFO3
$4,000

2. Justification for the realignment is as follows:

Funds are required for the maintenance nanagenent field trip
to Fort Knox, Kentucky, for the Command and Staff College. As a
result of austere funding conditions experienced during the first
months of the fiscal year, savings in several areas have been
realized within the FEducation Center. To date, a $4,000 savings
has been identified due to nonpurchase of self-service itens and
various consumable supplies which wll not be reguired this fiscal
year. An early reply to this request is desired to permt timely
pl anning and scheduling of this trip.

(Signature)

ACI'S, Conptroller Recomends:

C'S, Recommends:

CcG, MXDEC ACTION

Appr oved

Dat e
Di sapproved

Dat e
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APPENDI X G
PROCEDURES FOR DEVELGPMENT CENTER REI MBURSABLES

1. Fund Authorization Procedures

a. Upon receipt of an Oder for Wrk and Services (NAVCOMPT
Form 2275) from the Conmandant of the Mrine Corps, the Commanding
CGeneral (Code 181) wll issue a NAVOCOWT Form 2043 for the total
aut hori zation. The total anmount received will be entered into the
FARMS. Control nunbers ending in 00 will be reserved for use by
the Commanding Ceneral (Code 181). Control nunbers wll be
preceded by an alpha/numeric character which wll designate the
source of funds or the support activity performng work for the
Director, Developnent Center. The following control nunbers wll
be used and will serve as a "noney bank" designator for the
Director, Development GCenter wthin the following categories for
Fiscal Year 1986:

(1) Oder for Wrk to Support Activities:
6566 through 6$80

(2) Mlitary Interdepartnental Purchase Requests:
6M81 through 6M87

(3) é'\?rgqmng Oder for Wrk and Services (Qher than

RON assigned by the Commanding General (Code C 181)
(4) Incomng Oder for Wrk and Services from CMVC
6AC0 through 6700
A600 through 2600
FACO through FZQO
GA0O0 through &QO
b. Upon receipt of the NAVCOWT Form 2043, the Drector,
Devel opnent Center (Code D 050-4) wll divide the authorization
into subauthorizations for the nunber of tasks (projects) funded
by the initial funding docunent. The RONs assigned by the
Director, Developnent Center wll correspond to the two-digit
al pha/ numeric serial nunber assigned to a specific task preceded

by the two-digit alpha/nuneric character designating the source of
funds. If a task is funded by nore than one work request, a
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separate serial nunber wll be assigned. The two-digit serial
nunber' assigned to a specific task will be carried forward to
subsequent fiscal years for the life of the task. | denti cal

serial nunbers cannot be used for different cost codes which are
funded on one NAVCOWPT Form 2043. The subauthorizations wll be
entered into the FARVE by the Director, Developnent Center.

c. The Drector, Developnment Center (Code D 050-4) wll
establish job order nunbers for each task within a specific work

request. Job order nunbers will be entered into the FARVS,

d. Wthin five days after receipt of an Oder for Wrk
(NAVCOMPT Form 2043), , an acceptance copy wll be returned by the
Drector, Development Center (Code D 050-4) to the Commandi ng
CGeneral (Code C 181).

e. Transfer of funds from the Director, Developnment Center to
other Command departnent heads performng work on a reinbursable
basis will be nade upon request of the D rector, Devel opnent
Center (Code D 050-4) to the Comranding Ceneral (Code C 181).

2. Entry of Data into Mechanized System The follow ng
procedures WIT be utilTized for entry of authorization data into
the MCDEC automated_data bank:

a. For Oder for Wrk and Services received during Fiscal
Year 1986:

Fund Code T

Fi scal Year

Rei mbursabl e Program Manager

Rei nbursable Oder Nunber

Expense El enent

b. For Fiscal Year 1985 Oder for work and Services extended
into Fiscal Year 19.86 and utilized for Fiscal Year 1986
obl i gati ons:
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AM co 5800 0
Fund  Code T

Fi scal Year

Rei nbursabl e Program Manager

Rei nbursable Oder Nunber

Expense H enent

3. Accrual Accounting for Reinbursable Oders, RDT&E N

a. Background. In order to provide nanagerment information at
various Tevels of authority, NAVCOWTINST 7044.6A established the
requirement for a nonthly report, Report of Reinbursable Oders
(NaVCOMPT Form 2193). Included on the data to be reported is the
description of the reinbursable order in terms of docunent nunber,
appropriation subhead, the two-digit program elenent, the
four-digit R&D project nunber, and the three-digit task area (or
conparable effort under an R&D project). Data to be reported also
includes the total amount authorized, to include adjustnents
during the nonthly period, total accrued expenditures, unexpended
bal ance, outstanding obligations, wunobligated balance, and
remarks. Total accrued expenditures include the total cost
accrued for labor, nmaterials, contractual services and other
costs, and overhead applied when applicable to the job/custoner
orders. Remarks include data with respect to known excess or
deficiency of funds, percentage of conpletion, and final billing
processed.

b. Procedures

(1) _Quvilian Labor. Accrual for civilian labor wll be
acconplished wthin existing nechanized procedures.

(2) _Commrercial Contracts. Accrued expenses for conmmercial

contract costs wll be processed as follows:

(a) Materials. Accruals for material receipts wll be
acconplished wthin existing nechanized procedures.

(b)  Services

1 Cost Under $1,000. Cost of services under
contracts having-a total. value under $1,000 wll be simltaneously
obligated and expensed for the entire fiscal year.

2 Cost $1,000 and Over. Cost of services under
contracts equal to or in excess of 31,000 will be accrued on a
monthly basis in increnments of the actual services received or on
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the basis of an approved mlestone tracking system which equates
ml|estones to estimated consunption of services related in terns
of dollars.

(3) Tenporary Additional Duty (TAD) Oders and Related
Expenses. Accruals for TAD and related expenses wll be entered
at the time and on the basis of the orders issued within existing
nmechani zed  procedures.

(4) MLSTRP, DD Form 1348. Accruals for MLSTRIP wll be
acconplished within existing nechanized procedures.

{5) Direct CGtation Authorizations and Oher Costs. The

Director, Development Center wIll key an obligation 1nto FARVS
upon receipt of accepted copy of the docunent. The Director,
Devel opment Center wll key into FARMS and report nonthly accruals

on MCDEC Form 7330/2, Mscellaneous Expense Accrual Wrksheet,
through the projected expiration date of the project/

task, which in no case will exceed the conpletion date of the
applicable incomng work requests. Dates for the subm ssion of
accruals are indicated on Appendix X,

(6 Oder for Wrk and Services

(a) Requests for issuance of docunents for services
procured through the use of the Oder for Wrk and Services,
NAVCOMPT Form 2275, will emanate from the Director, Devel opnent
Center to the Commanding Ceneral (Code C 181).

(b) Contained within the body of the docunent wll be
the statenent: "It is requested that billings be processed
nmonthly in accordance with the procedures contained in NAVCOWT
Manual , Volume 3, paragraph 032501.5d. The source of these
funds is RDT&E, N therefore, it is further requested that a
Report on Reinbursable Oders, NAVCOWT Form 2193, be furnished
on a nmonthly basis to reach the Conmmanding GCeneral (Code D
050-4) no later than the 15th of each nmonth. All
services/materials will be provided on a reinbursable basis.
Direct citation of appropriation data shown above is not
aut hori zed. "

(c) Funding docunents issued to mlitary services not
subject to the provisions of the Navy Conptroller Mnual wll

indicate that bills will be forwarded to the€Commanding-General
(Code C 182) for certification. These bills wll be subsequently
forwarded to the Director, Developnent Center (Code D 050-4) for
verification of receipt of the service. In the absence of other
docunentary evidence of the status of conpletion of the funded
project/task, the Director, Developnent Center wll initiate an

accrual docunment to the Commanding Ceneral (Code C 182) based on an
appropriate mlestone tracking system which equates mlestones to
estimated comsumption in services related in terns of dollars.
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. (d) Accrued expenses wll be reported to the
Commanding Ceneral (Code C 182) on the basis of the status reports
received from other organizations on an appropriate mlestone
tracking system

(e) A copy of each docunent issued by the Conmanding
CGeneral (Code C 181) will be provided the D rector, Devel opnent
Center (Code D 050-4) for appropriate followup with respect to
receipt of a status report.

(£) Wien rapid means of comunications are desired to
RDT&E, N funded activities in response to fund requests received by
the Director, Developnent Center, the following procedures will
apply:

1 Wen fund availability exists, the Drector,
Devel opment Center (Code D 050-4) wll coordinate the issuance of
a nessage order with the Commanding Ceneral (Code C 181) for
establ i shnent and assignment of a nunber to the NAVCOWT Form
2275. The Director, Developrment Center wll issue a nessage order

to the performer of the work/services to include the follow ng
i nformation:

a NAVQOWT Form 2275 nunber.

=2

Appropriation and subhead.

Bur eau- cont r ol nunber .

|o

d Authorization accounting activity.

(0]

Transaction type code.

£ Property accounting activity.

g Cost  code,

h Maxi mum anount authorized.

i Statement "Order for Wrk or Services Nunber

- is hereby issued."

| Specific description of work or service
request ed.

k Distribution of the message wll include
three copies to the Commanding GCeneral
(Code C 181)

2 Wen fund availability does not exist, the
Director, Developnment GCenter (Code D 050-4) wll acknow edge
receipt of the fund request by message and advise the requesting
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activity of action being taken to obtain fund authority. ypon
receipt of funding approval from higher authority, the reqLPest_i ng
activity wll be notified and funds provided by nessage order in

the format contained in paragraph 3b(6) (f)1 above.

3_ The Director, Development Center (Code D 050-4)

will be responsible for assigning all docunent nunbers, including
those to be cited on message orders. on receipt of the nessage
orders from the Drector, Devel oprment nter, the Comrandi ng

General (Code C 181) wll effect immediate confirmng action by
issuing a properly conpleted NAVCOWT Form 2275 citing the sane
work request nunber, date, and data as that reflected in the
nessage order. Records wll be maintained to ensure that nessage
orders are recorded by work request nunber and date of issuance,
date of acceptance, confirming Oder for Wrk or Services (NAVOOWT
Form 2275), and date of acceptance of sane.

_ _ 4 The Drector, Devel opment Center (Code D 050-4)
will provide two-copies of the acceptance nessage to the-
Commanding CGeneral (Code C 181). (ne copy will be subsequently
provided to the Head, Accounting Division who wll record the
obligation using the work request nunber, the cost code, and the
specific anount of funds authorized. The nessage will be appended
to the confirmng Oder for Wrk or Services (NAVCOWPT Form 227%),
and made a part of the official records.

(7) Unmatched Expenditure with Accruals. Upon receipt/
process of an expenditure docunent which has not been previously
accrued, the Commanding General (Code C 182) will contact the
Director, Developnent Center for determnation that the expendi-
ture/docunrent is in fact wvalid. The Director, Devel oprent Cent er
will report his findings no later than two work days after receipt
of request for validation.

(8 Accrual Adjustrments. Appropriate adjustnments wll be
made to accrualS upon receipt of appropriate expenditure docunents.

c. Report on Reinbursable Oders

(1) The basic report wll be prepared nonthly by the
Commandi ng CGeneral (Code C 182) in time to reach the grantor by
the 20th calendar day of the nonth following the report period.
The report wll be based on data reflected in the official
accounting records maintained by the Commanding GCeneral (Code
C 182) supplenmented by narrative and statistical data provided by
the Director, Developnent Center.

2) On an as-required basis, the Drector, Devel opnent
Center wll forward appropriate remarks to the Conmanding GCeneral
(Code C 182) covering information not readily available from the
official accounting records for each of the active project orders/
work requests held by this Command including, but not limted to,
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known excess or deficiency of funds, percentage of conpletion, etc.

4. Reporting System The dass | Reinbursable Oder Report (ROR

reporting system wll produce the following reports:
~a. Reinbursable Oder Report by Reinbursable Oder Nunber.
This report w il summarize the reinpbursable wWork status at the

customer order nunber |evel (work requests or project order),

b. Rei nbursable Oder Report bv Qustonmer Oder Nunber. Thi s
report WTT summarize the reinbursableé WOrk status at the custoner
order nunber Ilevel (work requests or project order).

5. Director, Developnent Center Responsibilities

a. Establish procedures to ensure that the [ocal _
reprogrammng of reinbursable funds is done in accordance wth
existing restrictions.

b. Establish internal procedures to ensure conpliance wth
the procedures outlined in paragraph 3c(2) above.

c. Report appropriate accrual expensing data to the
Commanding Ceneral (Code C 182) in accordance wth Appendix K.

d. Report appropriate renarks to the Commanding GCeneral (Code
C 182) in accordance with Appendix K.

e. Ensure that a validation of nenorandum records is made in
accordance with the instructions contained in Appendix N

6. Commanding General, Marine Corps Developnent and Education
Conmmand ResponsibiTrires

a. Mintain the official accounting records for the subject
appropriation and related reinbursable funding documents.

bh. Prepare the Report on Reinbursable Oders for submssion
to the Commandant of the Marine Corps by the 20th of each' nonth
with a copy to the Director, Developnment Center (Code D 050-4).

c. Ensure that appropriate docunments for validation of
menorandum records are forwarded to the Drector, Devel opnent
Center (Code D 050-4) and that the reconciliation is acconplished
in accordance wth prescribed accounting and audit techniques.
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APPENDI X H
STANDARD JOB CRDER NUMBER STRUCTURE

1. The job order number that will be used for all accounting
transactions involving the expensing of perations, Marine Corps
funds allocated under an operating budget for the support of this
Command will be conprised of 14 digits. The structure of the job
order nunber wll be as follows:

1-2 3 4-9 10-13 14

FUND CODE‘

FISCAL YEAR

-t

SERITAL  NUMBER
ASSI GNED WORK CENTER

EXPENSE  ELEMENT

2. Explanation of Job Oder MNunber H enents

a. Fund Code. A two-digit alpha/nuneric nunber assigned by
the Commandant of the Mrine Corps which identifies the

appropriation, subhead, operating budget, program elenent codes,
and authorized accounting activity.

b. Fiscal Year. A one-digit nuneric field which identifies
the fiscal year Tn which the job order is authorized.

c. Serial Nunmber. A six-digit nuneric field provides an
index to the nmaster job order file. The first tw digits signify
the fund admnistrator (program nanager) (FA(PMY). These two
digits are assigned locally to identify the organizational entity
authorized to admnister funds. See Appendix B for a detailed
listing. The last four digits are a serialized nunber assigned
locally to identify various costs. See succeeding paragraphs for
proper blocking of this four-digit nunber.

d. Assigned Work Center. A four-digit nunber assigned
locally to 1dentify_the work center in which work is to be
performed. The FA(PM) nunber wll be repeated in the first two
digits of this nunber. The FA(PM) nunber referred to here is the
primary FA(PM). (See Appendix B.) The reinbursable and/or
selected functional category FA(PM) Wl not be used in this area.
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@, Expense Element. A one-digit alpha code assigned by
higher authority to r1dentify specitfic expenses (i.e., civillan
personnel, purchased services, travel, etc.). This field nust
contain one of the authorized expense elenents. (See Appendix I)

3. The job order nunbers currently established in the Master Job
Oder Nunber file wll be machine converted in the fund code and
fiscal year areas for all reinbursable and nonreinbursable JONs

which continue to neet the operational requirenents of the FA(PM),
After the conversion is nade, an audit list will be provided to

each FA(PM) for review. JONs no longer required may be closed by
submtting a letter to the Head, Accounting Division identifying
the JONs).

4. Application made to the Assistant Chief of Staff, Supply
(Attn; Material Dvision) to obtain supplies from the
Self-Service Center will be forwarded via the Commanding GCeneral
(Code C 182) for job order nunber validation prior to the
preparation of a credit plate. The JON will be inprinted on the
Self-Service Center credit plate.

5. The last four digits of the serial nunber wll be blocked and
controlled as follows:

a. Nonr ei nbursable  Wrk

(1) For use by all FAs(PMs), as required, serial nunber
0001 through 8999 inclusive.

(2) Established by the Assistant Chief of Staff,
Conptroller for use by FAs(PMs) for specific purposes as follows:

(a) Equal Enployment Qoportunity Costs

Job  Order Cost  Account
Seri al Codes Description
9901 1D51 EEO Counsel i ng
9902 1D51 NR IND Counsel ed
9903 1D52 Conpl ai nt

I nvestigation
9904 1D52 NR Enpl oyee

Conpl ai nt's
9905 1D52 NR Investigations
9906 1D52 NR Hearings
9907 1D53 Upward Mobility
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Job  Order Cost  Account
Seri al Codes
9908 1D54
9909 1D55
9910 1D56
9911 1D57
9912 1D58
*For work units only.
(b) Admnistrative TAD
Job  Order Cat egory
Seri al of  Travel Pur pose
9931 1 Site Visit
9932 2 I nformation
Meet i ng
9933 3 Trai ni ng
At t endance
9934 4 Speech or

Present ati on

Descri ption

Affirmative Action

Federal Wwomen's Program

H spani ¢

Enpl oyment
Program

Q her
Appeal

EEO Activities

H gher Conmands

Definition

Visit to a particular site
in order to personally per-
form operational or nanage-
rial activities, e.g.,
oversee programs, grant
operations, or managenent
activities for internal
control purposes; carry out
an audit, inspection,. or
repair activity; conduct
negotiations; provide in-
structions: provide tech-
nical assistance.

Attend a nmeeting to discuss
general agency operations,
review status reports or

di scuss topics of general

i nterest. If a site visit
was conducted as part of
the same trip, consider the
entire trip to be site
visit.

To receive training.

To make a speech or a pre-
sentation, deliver a paper,

or otherwise take part in a
formal program other than a
training course.
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Job  QOder Cat egory

Travel Pur pose

Seri al of
9935 5
9936 6
9937 7
9938 8
9939 9

(c)

and Housing Dvisions and Mtor

Mlitary Absences

Conf erence
At t endance

Rel ocati on

Entitl ement
Travel

Speci al
M ssi on
Travel

G her Travel

Definition

To attend a conference,
convention, semnar & Sym
posium for purposes of og-
servation or education only
with no fornmal role in the
proceedi ngs.

To nove from one official
duty station to another
(same as a permanent change
of station or PCS nove).

Travel to which an enployee
(or dependent is entitled
as a result of an assign-
ment: e.g., official vaca-
tion or hone |eave;

medi cal, energency, and
education travel

To carry out a special
agency mssion;, e.g., non-
conbat novenments (such as
unit deploynent); provide
security to a person on a
shi pment (such as a diplo-
matic pouch); nove

W tnesses from residence to
other locations; cover
travel by federal benefici-
aries and other non=-

enpl oyees

To travel for reasons (pur-
poses) which are not shown
in one of the other eight
cat egori es.

(ACS Facilities: Maintenance
Transport Branch; ACS, Supply:

Laundry and Dry deaning Dvision,.and MXCDPA).

Job  Order
Seri al

9951
9952
9953

H- 4

Cost  Account
Codes

Var i ous
Vari ous

Vari ous

Descri ption

Mlitary Duties
Leave

Per sonal Affairs
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Job Order Cost  Account

Seri al Codes Descri ption

9954 Vari ous Mlitary Training

9955 Vari ous Ot her

9957 Various Count erreacti on/ Reacti on
9958 Various D saster Control

9959 Vari ous Security

9960 Vari ous Dning Facility Duty

9961 Various Mlitary Incentive Awards
9962 Various Mlitary Variances

(d) Qvilian Absences and Ghers

9990 1RPO A JON established to
capture off-setting
credit for that portion
of acceleration applica-
ble to |eave (conputer
gener at ed) .

9991 1x50 A JON established to
capture off-setting
credit for that portion
of acceleration
applicable to fringe
benefits (conputer
generated).

9992 1RJO Lunp Sum Leave Paynents

9993 1RHO Annual or Sick Leave

9994 1RKO Holiday (conputer
gener at ed)

9995 1RLO Gher  (Admnistrative/
Jury Duty, Mlitary
Tral ni ng)

9996 1RVO Traumatic Injury

9997 1RLO Master Labor Contract

(Gficial  Tine)

H-5



Job  Order

Seri al

9998

9999

T980
T981

T982

T983

T984

T985

T986

Nunber will
for each Cost

FI NANC AL MANAGEMENT MANUAL

Cost  Account
Codes

1RNO

1RMO

(e) Tel econmuni cations

6Al10

6A40

6A40

6A50

6A70

6A50

6A70

(f) Course Level Costina

1 9000 - 9100 Working
be loaded by the fund admnistrator
Code in Appendix E

Account

2 Mlitary Absences - These Job Oder

- At |east

Descri ption

Compensatory Time Earned
(conputer generated)

Compensatory Time Taken

Adm ni stration

Admni strative  Tel ephone:
Purchases
Admnistrative  Tel ephone:

Operation

Admni strative  Tel ephone:
Dstribution System
Purchases

Mai nt enance and Repair of
Adm ni strative  Tel ephone
and Wre Equi prent

Pur chases

Adm ni strative
Distribution
and Mterials

Tel ephone
System  Labor

Mai nt enance and Repair of
Admnistrative  Tel ephone
and Wre Equipnent, Labor
and Materials.

one Job Oder
(program nanager)

Nunber s

will be loaded by the ACS, Conptroller.

Job  Oder
Seri al
9101

R- 6

Cost  Account
Codes

Various _
(See Appendix E)

Descri ption

Mlitary Duties
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‘Job Order Cost  Account

Seri al Codes Descri ption

9102 Various Leave

9103 Various Personal Affairs

9104 Various Mlitary Training

9105 Various Ot her

9957 Various Counterreaction/Reaction
9958 Vari ous D saster Control

9959 Various Security

9960 Vari ous Dning Facility Duty
9961 Various Mlitary Incentive Awards
9962 Vari ous Mlitary Variances

b. Rei nbursable Wrk

(1) Serial nunbers wll be assigned annually, as
required, for use Dby reinbursable fund admnistrators (program
managers) . Assigned serials for fiscal year 1986 are 2500 - 4999
and for fiscal year 1987 wll be 5000 - 7499.

(2) Job order serials for travel costs.

(a) For the Director, Developnent Center: Director,
Doctrine Center; Director, Mirine Corps perational Test and
Eval uation Activity;, Assistant Chief of Staff, Facilities
(Director, Housing Division); and Assistant Cuef of Staff,
Manpower ' (Superintendent, Quantico Dependents School Systen),
costs wll cite category of travel 1 through 9, as applicable.
For  Exanple:

FUND FI SCAL JON WORK  EXPENSE
CODE YEAR PM  SERI AL CENTER ELEMENT

AM 5 cl 1 1301 E

Dgits [-3 can be used at the discretion of the PM For
definitions of categories of travel, see paragraph (b), below

(b) The job order serials assigned for reinbursable

program managers other than those listed in paragraph (a), above
are as follows:

H-7
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Fi scal Year
1986
1987
1988
1989
1990
Job Order Cat egory
Seri al of Travel Pur pose
501 1 Site Visit
502 2 I nformati on
Meet i ng
503 3 Tr ai ni ng
At t endance
504 4 Speech or
Present ati on
505 5 Conf er ence

H 8

At t endance

First Dagit

O 00~ WD oo

Definition

Visit to a particular site
in order to personally per-
form operational or nanage-
rial activities; e.g.,
oversee prograns, grant
operation, or managenent
activities for interna
control purposes: carry out
an audit, inspection, or
repair activity: conduct
negoti ati ons; provi de
instructions: provide
ni cal assi st ance.

t ech-

to discuss
oper ati ons,

Attend a neeting
general agency
review status reports or
di scuss topics of genera

i nterest. If a site visit
was conducted as part of
the sane trip, consider
entire trip to be site
visit.

t he

To receive training.

To nmake a speech or a pre-
sentation, deliver a paper,
or otherwise take part in a
formal program other than a
training course.

To attend a conference,
conventi on, sem nar or
posi um for purposes of
observation or education
only with no formal role in
the proceedi ngs.

sym



Job Order Cat egory
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Seri al of Travel Pur pose Definition

506 6

507 7
508 8
509 9

Rel ocat i on To nmove from one official
duty station to another
(same as a permanent change
of station or PCS nove).

Entitl enent Travel to which an enpl oyee
Travel (or dependent) is entitled
as a result of an assign-
ment: e.g., official vaca-
tion or hone |eave;
medi cal, emergency, and
education travel.

Speci al To carry out a special
M ssion agency mssion; e.g.,
Travel noncombat novenents (such

as unit deploynent); pro-
vide security to a person
or a shipnent (such as a
diplomatic pouch); nove

Wi tnesses from residence to
other |ocations: cover
travel by federal benefici-.
aries and other nonem-

pl oyees.

QG her Travel To travel for reasons
(purposes) which are not
shown in one of the other
ei ght categories.

(3) Work related to the RDI&E,N Order for Wrk and

Services wll be performed under serial nunbers preceded by an
al pha/ numeric  character, which wll designate the source of funds
or the support activity performng work for the Devel opnent
Center. he following alpha designators wll be used as the .
fourth digit of the serial nunber. (See procedures outlined in
Appendix G)

A pha Desi gnat or Type

A through L Oder for Wrk and Services

M MIPR's

N & P through R
S

T through V
W
X through 2z

Oder for Wrk and Services
Qders for Wrk and Support.
Activities

Oder for Wrk and Services
Oder for Wrk and Services
Oder for Wrk and Services

H- 9
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~c. Wility Plant Codes. Job Oder Serials (JOSs) used for
utility plrant operation and naintenance wll have an alpha

character in the last digit to identify the plant as follows
(used by Maintenance Divison only):

PLANTS

(1) Heat & Steam Plants and Distribution Systens

Marine Corps Air Facility
Canp Barrett

Centr al

MNCL

TO >

(2) Water Plants and Distribution Systens

Canp Barrett
Central (Muinside) C
Canp Upshur

T

(3) Sewage Plants and Distribution Systens

Central (Mainside)
M dway

Rifle Range

Canp Upshur

-4 cxom=Z=O

(4) HEectricity, air conditioning, gas and all
other wutility plants and distribution systens.

H 10
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APPENDI X |
EXPENSE  ELEMENTS

1. Ceneral. %he. expense elements with codes assigned for
reporting are defined bel ow

a. Mlitary Personnel (Code A. Includes the cost of the
services “of actrve duty mlitary personnel, conputed at the
standard rates except for the cost of trainees and unassigned
personnel .

b. Travel of Personnel (Code E). Includes cost of travel
and transportation Of personnel on tenporary additional duty
orders. Includes transportation such as commercial transpor-

tation charges, rental of passenger-carrying vehicles, mleage
allowances and tools, subsistence for travelers, such as per diem
al  owances, and incidental travel expenses, such as baggage
transfer and telephone expenses.

- C. Wilities and Rents (Code M. Includes the cost of 'heat,
light, power, wafer, gas, elecfricity, and other utility services
except transportation and conmunication services; and includes
the cost of rents of land, structures, and equipnent (other than
transportation  equi pment).

d. Communications (Code N), Includes charges for the
transmssion of nessages from place to place, contractua
tel ephone and teletype services, postage (other than parcel
post), rental of post office boxes, and telephone installation
char ges.

e. Purchased FEquipnent Mintenance, Conmercial (Code P)
Includes cost of purchased maintenance, overhauls, rework and
repair of data processing equipnent when purchased from
commercial sources or organizations outside the Departnent of
Def ense. (This expense element is limted to use by the
Director, MXDPA and Director, Developnment Center.)

f.  Purchased Services, Gher (Code Q). Includes the cost of
contractual services not otherwise classified, such as repairs
and alterations, stenographic services, subsistence and support
of persons, publication of notices advertising, broadcast tine,
tuitions, insurance premuns, and operations of facilities.

g. Arcraft PO (Cde R. Includes the cost of propulsion
petroleum and interrelated additives and |ubricants consumed by
aircraft in flight operations (excludes PCL consuned during
mai nt enance) .
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h. Supplies (Code T). Includes all commodities, whether
acquired Dby tormal contract or other form of purchase, which are

ordinarily consumed or expended within one year after they are
put to wuse, or which are used to form a mnor part of equipment
or fixed property. Includes the cost of subscriptions to news-
papers and periodicals, office supplies, cleaning and toilet
supplies, and construction and naintenance supplies, and other
property of little nonetary value (less than $200).

i. Qvilian Personnel (Code U). Includes the cost of the
services oOf clvilran personnel, such as regqular salaries and
wages, additional conpensation, such as overtime pay, special and
m scel  aneous paynent for personal services, such as comm ssions
and fees, paynments nade to other agencies for services of
enpl oyees on reinbursable detail, personal benefits, such as
al l onances to enployees and paynents to other funds, such as the
retirement fund and benefits for forner personnel.

j. Petroleum Gl and Lubricants (Code V) . Includes the
cost of "pefroleum oil, and Tubricants used In heating,
generating power, making artificial gas, operating motor
vehicles, and for operating powered naterial handling equipnent
and labor saving devices.

k.  Equi pme_n_t (Code  W. Includes personal property of nore
or less durable nature costing $200 or nore, but less than $1,000
(except electronic test benches, and work benches and |[ayout

tables used in printing plants). Includes equiprment that may be
expected to have a period of service of a year or nore after put
into use. Includes charges for services in connection wth

installation of equipnent when perfornmed under contract by the
furniture, fittings, household equipment (desks, tables, chairs,
typewiters, adding machines, and bookkeeping nachines), wunit air
conditioners costing less than $1,000 installed in a w ndow,
implements and tools, telephone, electronic and photographic

equi prent and armanents, including bayonets.

1. Qher Expense (Code X). Includes the cost of incentive
awards for mlitary personnel, investrments, |oans, paynents in
lieu of taxes, and other types of resources not otherw se
provided for.

m Printing and Reproduction (Code Y). Includes the cost of
contractual printing and reproduction--work, such as work done on
printing presses, lithographing and other duplicating, related

binding operations, photostating, blueprinting, photographing,
and mcrofilmng.

n. Service Transfer, Funded (Code 2). Includes funding
(other than mTlitary_ personnel services) charges 'and credits
within the same operating budget resulting from functional
category transfers, cost center transfers, and overhead
application or distribution.

| -2



Colum #

10
11
12
13

14

15
16
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APPENDI X J

OONTENTS OF UNFI LLED ORDER STATUS REPORT

Headi ng
& Doc
FC

FY

MJ ON

WC

EE

RC

RON

A/P
Amount  bligated
Amount  Expensed
Amount  Li qui dat ed
Unfilled Oders
Accounts Payabl e
FAI

Adjustnent to
Accrual

Descri ption

bligating Docunent Nunber
Fund Code
Year

Nunber

Fi scal
Job O der
Wrk Center

Seri al

Expense El enent

Category Code

Rei nbursable Oder Nunber

Accounts Payable Code

Sel f - expl anatory
Sel f - expl anat ory
Sel f - expl anatory

bl igated Amount mnus
the Expense Amount
(13 = 10 - 11).

Expense Amount Mnus the
Li quidated Amount

(14 = 11 - 12).

Final Action Indicator

An amount will appear in
this colum under one of
two conditions: (a?: An
"F" appears in the FA
colum and the 1iquidated
anount does not agree wth
the expense anmount or (h)
an "F" does not appear in
the FAI colum and the
expense anount is
the liquidated amount. A

J-1

[ ess than



Colum #

17

Vertical Aiqgnment.

FI NANCI AL MANAGEMENT  MANUAL

Headi na

Adj ust ment
Obl i gation

I n docunent

adm ni strator

J-2

Descri ption

cost adjustnent is required
to be prepared to clear this
colum (16 = 12 - 11).

An amount will appear in
this colum under one of
two conditions: (a) aAn
"F" appears In the FAI
colum and the obligated
amount does not agree with
the liquidated amount or (b)
an "F" does not appear in
the FAl colum and the
obligated anmount is

less than the |iquidated
amount. A cost adj ustnment
IS required to be-prepared
to clear this colum (17 =
12 = 10).

The unfilled Oders Status Report is prepared

nunber sequence within the fund admnistrator (program
manager) . Totals are provided by fund code wthin the fund

(program rmanager).
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APPENDI X K
SCHEDULE COF | NPUT DATA AND DATES DUE

Input  Data/ _ S

Report  Required Due at Accounting D vision

1. Mnthly Report of Accrued Due the 10th of every

mont h
Expenses. (if the 10th is a nonworking

day, the report is due the
first working day followng) .

2. Tinmecards for Bi weekly due by 0930 on second
departnents working from Friday of the pay period.
Monday through Friday.

3. Tinecards for Biweekly due by 0930 on Monday
departments with shifts followng the end of ‘the pay
other than Monday through peri od.

Friday.

4,  Labor  Exceptions

Day of _
Pay Peri od Wor kday Exceptions keyed by
a. First week of pay period
| Sunday 1000 Tuesday*
2 Monday 1000 Tuesday
3 Tuesday 1000 Wednesday
4 Wednesday 1000 Thur sday
5 Thur sday 1000 Friday
6 Friday 1000 Monday
1 Sat ur day 1000 Monday
b. Second week of pay period
a Sunday 1000 Monday
9 Monday 1000 Tuesday
10 Tuesday 1000 Wednesday
11 Wednesday 1000 Thur sday

K-1



10.

11.

12.

K-2

FI NANCI AL

Day of
Pay Period Workday

12 Thur sday

13 Friday

14 Sat urday
*Monday of the first week of

exceptions affecting
**Exceptions for Friday of

follow ng Monday.

the second week of
must be keyed by 0930 Friday.
Ti mecards for

MANAGEMENT  MANUAL

Exceptions keyed by
0930 Friday
0930 Friday**

0930 Monday***

the pay period is used to key
the previous pay period.

the pay period

Adjustnents nmay be keyed the
enpl oyees not

wor ki ng on

Saturday are also due by 0930 Friday.

***Tinecards for
0930 Monday.

work Units Data

Equi prent  Wilization Data
All ocated  Rei nbursenents
Ear ned
Expenditure Register
( NAVCOWPT  634)
Travel Orders
Monthly Report on MXDDEC
Popul ation (Mlitary &
Gvilian) , AJS, Manpower
Gvilian Labor D stribution
(Accrual for end of
fiscal year (FY))
Personnel  Actions

enpl oyees working Saturday are also due by

Keyed by 1300 on the |ast
working day of each 'nonth.

Keyed first and third Tuesday
of each nonth.

Due 10th of each nonth (if the
10th is a nonworking day the
report is due on the first
working day follow ng).

Veekl y.

Veekl y.

Fir st
mont h.

working day of each

MCDEC d oseout
speci fy
end of

_ Bulletin will
required due date at
fiscal year.

Due by close of business on
the second Mnday of each pay
peri od.
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APPENDI X L
WORK (GENERATCR OCDES AND  EXCEPTI ON - CCDES

1. Work Cenerator. Work generator codes are numerical codes
used"to rdentrfy the various categories of overhead and
productive labor to permt mechanical collection of data for
devel oping work prograns and determning staffing requirenents.
Wrk generator codes shall be recorded on each job order nunber
(JON) authorizing tasks assigned to maintenance and repair
division personnel. These codes are not applicable to contract
work. Work Cenerator Codes 01 through 12, and 14 |listed bel ow
are defined in the current edition of MCO P11000.7, and apply to
the facilities maintenance program only. Wrk GCenerator ~Codes 13
and 15 are tor use by all civilian enployees. The codes are:

WORK  (ENERATCR  CCDE DESCRI PTI ON
01 Emergency Work
02 Service Wrk
03 Standing JONs not estimated
04 Standing JONs estinated
05 Specific JONs
06 Rewor k
10 Shop supervision
11 Admnistrative and clerical
12 Indirect support
13 Leave (civilian only)
14 Allowed tine
15 Conpensatory time (civilian only)

2. Exception Code

a. Ceneral. (Two digits) A code to identify different
types of Tabor perforned for which there are different pay
prem uns. The rates established within the labor distribution
system will be compatible with the Autonated Leave/Payroll System
(ALPS).

b.  Environnental / Hazar dous Differential

L-1



EXCEPTI ON  CCDE

L-

2

A0

BO

DO

EO

JO

KO

MO

FI NANCI AL MANAGEMENT  MANUAL

DESCRI PTI ON

work pertaining to cargo handling
during lightering operations.
Environmental differential 8% of
W5 10 second step. Includes

regular hours.

Wrk pertaining to hot work, dirty
work, welding preheated netals,
mcrosoldering or wire welding and
assembly, explosives and incendiary
material, polisons (toxic

chem cals), mcroorganisns (| ow
degree hazard), mass expl osives
and/or incendiary naterial, or
duty aboard aircraft carrier.
Environnmental differential 4% of
WG 10 second step. I ncl udes
regular hours.

Wrk pertaining to fiberglass
work, welding, cutting, or burning
in confined spaces. Environnental
differential 6% or W510 second
step. Includes regular hours.

Wrk pertaining to exposure to
hazardous weather or terrain,
unshored work, or high degree

firefighting. Envi ronnent al
differential 25% of W10 second
step. I ncludes regular hours.

Wrk pertaining to floating
targets, round work beneath
hoveri ng el icopter, hazardous
boarding or leaving of surface
craft, duty aboard surface craft.
Environmental differential 15% of
W5 10 second step. Includes
regular hours.

Hgh voltage electrical energy,
work at extreme height, or duty
aboard subnerged vessel
Environnent differential 50% of
WG 10 second step. Includes
regular hours.

Flyi ng; Environnental differential
100% of W510 second step
I ncl udes regular hours.



c. Shift
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Dfferential

EXCEPTI ON_ CCDE

S0

SA

SB

SD

SE

SJ

SK

SM

TO

TA

B

TD

TE

DESCRI PTI ON
Second Shift. Includes regular
hours,

Second shift environnental
Includes regular hours. Refer

exception code A0 for description

Second shift environnental
Includes regular hours. Refer

exception code BO for description

Second shift environmental
Includes regular hours. Refer

exception code DO for description

Second' shift  environnental
I ncludes regular hours. Refer

exception code EO for description.

Second shift environnental
Includes regular hours. Refer

exception code JO for description.

Second shift environnental
I ncludes regular hours. Refer

to

exception code KO for description.

Second shift environmental
Includes regular hours. Refer

Third Shift. Includes regular
hours.

Third shift environmental
Includes regular hours. Refer

to
exception code MO for description

exception code A0 for description

Third shift environnental
Includes regular hours, Ref er

exception code BO for description

Third shift environnmental
I ncludes regular hours. Refer

exception code DO for description.

Third shift environmental
I ncludes regular hours. Refer

to
exception code EO for description

L-3



EXCEPTI ON__ CCDE

L-4

TJ

TK

™

PO

PA

PB

PD

PE

PJ

PK

PM

PS

PT

Sunday

FI NANCI AL MANAGEMENT  MVANUAL

Prem um

DESCRI PTI ON

Third shift environnental.
Includes regular hours. Refer to
exception code JO for description.

Third shift environnental.
Includes regular hours. Refer to
exception code KO for description,

Third shift environmental.
Includes regular hours. Refer to
exception code MO for description.

25% Sunday regular  schedul e.
I ncl udes regular hours.

25% Sunday environmental .
Includes regular hours. Refer to
exception code A0 for description.

25% Sunday environmental .
Includes regular hours. Refer to
exception code BO for description.

25% Sunday environmental .
Includes regular hours. Refer to
exception code DO for description.

25% Sunday environmental .
Includes regular hours. Refer to
exception code EO for description.

25% Sunday environmental .
Includes regular hours. Refer to
exception code JO for description.

25% Sunday environmental .
Includes regular hours. Refer to
exception code KO for description.

25% Sunday environnental.
Includes regular hours. Refer to
exception code MO for description.

25% Sunday second shift. Includes
regular hours.

25% Sunday third shift.
I ncludes regular hours.



EXCEPTI ON  CCDE

AP

BP

DP

EP

JP

KP

MP

e. Hol i day
FO

FA

FB

FD

FE

FI NANCI AL MANAGEMENT  MANUAL

DESCRI PTI ON

25% Sunday environnental.

Premum only. Refer to exception

code AQ for description.
25% Sunday regular  schedul e.
Premum only.

code BO for description.

25% Sunday environnmental .
Premum only.
code DO for description.

25% Sunday regular schedul e,

Premum only. Refer to exception

code EO for description.

25% Sunday environnental .

Premium only. Refer to exception

code JO for description.

25% Sunday regular  schedul e.

Premum only. Refer to exception

code KO for description.

25% Sunday environnental .

Premum only. :
code MO for description.

Hol i day worked.

envi ronnment al .

Hol i day | ncl udes

holiday hours. Refer to exception

code A0 for description.

Hol i day environnental. I ncl udes

holiday hours. Refer to exception

code BO for description.

Holiday environmental. |ncludes
holiday hours. Refer to exception
code for description.

Holiday environnmental. [ncludes

hol i da\éo hours. Refer to exception

code for description.

Refer ' to exception

Refer to exception

Refer to exception

L-5



EXCEPTI ON_ CCDE
FJ

FK

FM

FS

FT

AF

BF

DF

EF

JF

KF

MF

f. Overtine

co

L-6
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DESCRI PTI ON

Hol i day environmental . I ncludes

hol i day hours. Refer to exception

code JO for description.

Hol i day environmental . I ncl udes

hol i day hours. Refer to exception

code KO for description,

Hol i day environmental. Includes

hol i day hours. Refer to exception

code MO for description.

Hol i day second shift. Includes
hol i day hours,

Hol i day third shift. Includes
hol i day hours.

Hol i day environnental . Prem um

only. Refer to exception code A0
for description.
Hol i day

envi ronment al . Prem um

only. Refer to exception code BO

for description.

Holiday environmental. Prem um

only. Refer to exception code DO

for description.

Holiday environnmental. Prem um

only. Refer to exception code EO

for description.

Holiday environmental. Prem um

only. Refer to exception code JO

for description.

Holiday environnental, Prem um

only. Refer to exception code KO

for description.

Holiday environmental. Prem um

only. Refer to exception code MO

for description.

Overtime regular.
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CA

CB

CD

CE

CJ

CK

CM

CS

CT

AC

BC

DC

EC
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DESCRI PTI ON

Overtime environnental. | ncl udes
overtime hours. Refer to
exception code A0 for description.
Overtime environnental. |ncludes
overtime hours. Refer to =
exception code BO for description.
Overtime environnental. | ncl udes
overtime hours. Refer to . .
exception code DO for description.
Overtime  environnmental. |ncludes
overtime hours. Refer to . .
exception code EO for description.
Overtime environmental. |ncludes
overtinme hours. Refer to .
exception code JO for description.
Overtinme  environnental. | ncl udes
overtime hours. Refer to

exception code KO for description.
Overtime environnental. |ncludes
overtine hours. Refer to
exception code MO for description.
Overtime second shift. Includes
overtime hours.

Overtime third shift. | ncl udes
overtime hours.

Overtime environnmental. Prem um
only. Refer to exception code A0

for description.

Overtine
only.

envi ronment al .
Ref er

for description.

Overtine
only.

envi ronment al .
Ref er

for description.

Overtime
only.

envi ronment al .
Ref er

for description.

Prem um

to exception code BO

Prem um

to exception code DO

Prem um

to exception code EO
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JC

KC

MC
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DESCRI PTI ON

Overtine environnental .
for description.
Overtime  environmental.
for description.
Overtinme  environmental.

for description.

. Premum
only. Refer to exception code JO

. Premum
only. Refer to exception code KO

Prem um
only. Refer to exception code MO
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APPENDI X M
CONTENTS OF UNFI LLED ORDERS UPDATE LI ST

1.  General. The Unfilled Oders Update List is produced by the
program manager each time there is any action against an exist-
Ing undelivered order or when a new undelivered order is ini-
tially established. Further, transactions reflected on the

list are only those transactions having an action against an

exi sting undelivered order or establishing an undelivered order
on that particular update of the mechanized system

2. Purpose. The purpose of the Unfilled Orders Update List is
to ease the validation/reconciliation of wunfilled orders at the
program nanager level and the official accounting records.

3. Sequence of List. The sequence of the Wfilled Oders
Update List is different than the Unfilled Oders Status
Report. The major difference between the two reports is that
the Unfilled Orders Update List is in job order nunber sequence
whereas the Unfilled Orders Status Report is in document nunber
sequence.

4, Docunment ldentifier Code

a. The Docunment Identifier Code (DIC) is a set of digits
used within the nechanized accounting system and should not be
confused with the docunent identifier codes used in any other
system (i.e., Supply, etc.). The docunment identifier codes
used in the accounting system create/cause different types of
actions against a given docunent depending on the structure of
the DC accordingly, it is necessary for the program manager
to understand what each digit of the DC nmeans and how they can
be interpreted on the Unfilled Oders Update List.

b. The three digit docurment identifier code is broken down
by position as follows:

1sT POSI TION CODE DESCRI PTI ON
N M scel | aneous
P Commercial  Contracts
R TAD transportation
\Y POL
W Prior vyear

3
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2ND POSITION GODE DESCRI PTI ON

E Travel of personnel

Uilities and rental

N Communi cat i ons (t el ephone)

P Purchased equi pnent  nai nt enance

Q Purchased services: other

R Aircraft PQL

T Suppl i es

V' POL other than ships and
aircraft

w Equi pment

X Ot her

Y Printing and reproduction

Z Cost allocation transfer

3RD PGCSI TI ON  GODE DESCRI PTI ON

1 Obligate, liquidate and expense*

2 bligate and |iquidate

3 oligate and liquidate

4 Obl i gate

5 Li qui dat e

6 Expense

7 Expense and |iquidate

*For clarification of terms obligate, liquidate, and expense,
the following definitions are of?ered:

Obligate A legal obligation incurred by the program
manager; requires the program manager to

set funds aside to pay the supply source
or vendor for material or services which

are to be provided.

M 2
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Li qui date
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Is the receipt of material or service by
the program manager from the supply source
or vendor.

The paynent of funds to the supply source
or vendor by either a transfer of funds

for supply 1ssues or check issued by the
D sbursing Oficer in the case of public
vendors.

5, Unfilled Oders Update List with a Previous Unfilled Oder

Figure MT reflects an UnfilTed Oder Update List wth four

i ndi vidual docunent nunbers and transactions against each one.
The nunmbers encircled on the list are explained as follows:
NUMBER TI TLE DESCRI PTI ON

(1) FA Fund Admnistrator which neans
the same as program manager
followed by the two digit code
assigned to the program nanager.

(2) FC Fund Code followed by the two
digit fund code that the program
manager is authorized to use.

(3) FY Fiscal Year and the last digit of
the fiscal year.

(4) UNFI LLED CRDERS Title of [list.

UPDATE LI ST

(5) PROGRAM ldentifies the data processing

17300D3E program

(6) DATE The run date of when report was
produced and is controlled by the
Accounting Division.

(7) PAGE The page nunber within the total
l'isting. Page nunber cannot be
used by the program manager ot her
than to ensure sequence of pages
as pages are nunbered by the
computer for the benefit of the
Accounting Division

(8) B DOCUMENT NO ol igating document nunber

14 digits in length, as

assigned by the program nanager.
The document nunber wll not
change once established.

M 3



NUMBER
(9)

(10)

(11)

(12)

(13)

(15)
(16)
(17)
(18)

(19)

(20)

M 4

FI NANCI AL

EE

cC

AP

DI C
OBLI GATED
EXPENSED

LI QUI DATED
UNF- ORDERS

ACC- PAYABLE

FAI

MANAGEMENT  VANUAL

DESCRI PTI ON

Master Job order Nunber, six digits
in length, as assigned by the pro-
gram nmnager.

Wrk Center, four digits in length;
a subdivision of the program
manager .

Expense E enment, one digit alpha
code; nust be the same as 2nd
position of docunent identifier
code (DQ.

Category Code, two digit code which
is used to identify a specific area
of cost or a category of

rei mbur sabl e.

Accounts Payable are one digit alpha
codes to distinguish the accounts
payabl e between (P) Public or (G)
Gover nnent .

Docurment identifier code, three
digit code. Explained in paragraph
4, "Document ldentifier Code."

The obligated anount.
The expense anount.
The liquidated anount.

Unfilled order anount is derived by
taking obligated amount m nus
expense anount to equal wunfilled
accounts payable anount.

Accounts payable amount is derived
by taking the expense anount m nus
l'1quidated amount to equal the
accounts payable anount.

Final action indicator: An "F" in
this colum indicates the docunent
is final. However, obligated,
expensed, and |liquidated anounts
nust all be the same before docu-
ment is conpleted and removed from
the unfilled orders file.



NUMBER
(21)

(22)

(23)

(24)

(25)

FI NANCI AL

TITLE

UFO

TRAN

* NEW UPDATED*
UNFI LLED  CRDER
RECORD

TOTAL FCR
FUND ADM N
DI RECT

REI MB
TOTAL

VAR ANCE  AMOUNT
FA

MANAGEMENT  VANUAL

DESCRI PTI ON

This list shows the docunment nunber
with all the required data and
represents a previous unfilled order
wth the last action against it.
Looking at the DC we can tell that
the last action against the docunent
was R = TAD Transportation, E =
Travel of Personnel, 3 -~ bligation
and  Expense.

This line shows the docunent nunber
with all the required data, and
represents the transaction being
processed against an established
unfilled order ﬁu:O above) on this
given wupdate only. Looking at the
DC we can tell that the action is
the same as the UFO except it is a
credit anount,

This line shows the net action of
the UFO and TRAN Ilines conbined,

and is how the document appears in
the Wfilled Oders File. On the
next update, if we had a transaction
comng into the process affecting
this particular docunent nunber, the
UFO line would show the docunent
nunber with the applicable data:
the DIC would be RE3 and since this
was the last action against that
docunent, the anmount in the
obligated and expensed colums

would be $24.50.

The remaining three (3)document
nunbers are basically the same as
(21), (22), and (23) except for
different docunents and nonetary
anount s.

The total lines by direct and
reinbursable are the grand totals
for the whole wunfilled orders file,
which represents every document on
the file and not just the docunents
appearing on the [list.

This line will always reflect zeros.

M5
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6. Unfilled Oders Update List wth no Previous Ufilled GOder..
Figure M2 TS basically the same as Figure Mi, except for the —
transaction shown on this |list.

(1) TRAN O Figure M2, the TRAN shows the
docurment nunmber and its required
data: however, no UFO is shown as
was the case on Figure MI.
Therefore, the TRAN only indicates
that there is no previous unfilled
order, and this is the first tine
'ﬁhis transaction is appearing on the
ist.

7. UWnfilled Oders Update List with no Transactions to Cause
Update. Figure M3 sShows only the TOTAL FOR FUND ADMIN

This i1ndicates that there was no transaction affecting the
program manager and can be filed with no further action on the
part of the program nanager.

8. UWnfilled Oders Uddate List with Conpleted Action (FAI “"p"),
Figure M4 sShows a document with a final action indicator (FAT)
of an "F"; if the obligated, expensed and |iquidated amounts
equal each other and an "r" is shown under the FAl these
docunents wll appear on the list only once indicating to the
program manager that the document has been conpleted. On the
next process these docunents wll automatically be renoved from
the unfilled orders file and placed on the conpleted orders
file. If the obligated, expensed and I|iquidated anounts are not
equal to each other, the documents will remain on the Unfilled
Orders File until such time as they are equal.

M 6
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APPENDI X N
I NSTRUCTIONS FOR VER FI CATION OF FARMG RECCRDS

1. The Head, Accounting Division wll forward an Qutstanding
Transaction Report (XTR) and a Menorandum Record Report (XWR  for.
verification along with a cover letter citing the closing date of

the accounting period, The verification will be required at the
conclusion of the nonthly accounting period as follows:

a. November
b. January
c. March
d. Ma
e. Jury
f. August
g. Interim Septenber
h. Final Septenber
2. The wverification will be conducted as foll ows:

a. Qutstanding Transaction Report (XTR

(1) Validate all transactions listed on the XTR and
verify the anmounts against source documents. \Wen differences
are noted in the reservation, obligation or expense fields and
the program manager is responsible for the input, key the
aFloropriate ~adjustment.  The program manager is responsible for
a reservation and obligation and expense transactions for TAD
orders and nessages, Oder for Wrk and Services (NAVCOMPT Form
2275) contracts negotiated outside this Command and ot her
m scel | aneous docunents such as training agreements and | ocal
travel .

(2) If the transaction is the responsibility of the
Qustoner Services Section (CSS), and has not appeared on a fiscal
listing, notify the NOOC CQustoner Services Section and furnish
a copy of the recipt for material or services for processing.

(3) If the transaction has appeared on a CSS fiscal
list, provide the Head, Accounting Dwvision wth the document
number, anmpunt and date of listing.

(4) If the expensed anount has been adjusted as a result
of a disbursenent, report the document and disputed anount to the
Head, Accounting Dvision wth supporting data.

(5) If the disbursed anount does not agree wth the copy
of the settlement voucher furnished by the traveler, report the
amount and Disbursing Oficer voucher nunmber to the Head,
Accounting  Division.

N- |
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b. Menorandum Record Report. Validate the authorization
reflected on this report against the operating budget, or if
reimbursable, the Oder for Wrk (NAVCOWT 2043). Report
di screpancies in witing to the Head, Budget D vision for
correction. If the program nanager sub-allocates reinbursable
authorizations, and the subron authorization is not in agreenent,
the program manager is responsible for corrections.

c. A response wll be required within five days of the date
of the cover letter. A mechanized reconciliation between the
official accounting records and the FARVS menorandum records will
be run. Differences wll be corrected by Conptroller Departnent

personnel .

N2



FUND CCDE/APPROPRIATION DATA

1.  Ceneral

a. Regulations require that the proper accounting classification code be shown on all

accounting documents. Due to the number of documents processed, it has became necessary to use
el ectroni ¢ accounting nachines for processing documents.

h. The basic principle involved is that all the necessary accounting information i s punched
into a card especially designed for such work. Since there are only a limted nunber of spaces on
a card and since each card must cotanall the essential information of a single transaction, it
is necessarytoreduce thenunbers. The operating budget and other appropriations, together with
the designated code mumber fram whi ch the Command receives support, are listed in the succeeding

paragraphs.
2. Fund/Code Appropriation Data

a. Qperations and Maintenance, Marine Corps (O&M,MC)

Fund Program PE

Approp subhead  BCN AAA PAA Title Code Elament Code
17FY1106 2760 00264 000264 000000 Dev Gr M| Pers AH 65854M 64
17FY1106 2770 00264 000264 000000 Camm Retail Store AN 72891M 78
17FY1106 2780 00264 000264 000000 Of Acquisition Trng AP 84722M HP
17FY1106 2780 00264 000264 000000 Gen Skills Trng AR 84731M HN
17FY1106 2780 00264 000264 000000 Pro Mil Trng AK 84751M 8U
17FY1106 2780 00264 000264 000000 Real Prop Maint AJ 85794M HB
17FY1106 2780 00264 000264 000000 Telecammnications AL 85795M 82
17FY1106 2780 00264 000264 000000 Command Qperati ons AM 85796M HA
17FY1106 2780 00264 000264 000000 Audi ovi sual AV 89790M HT
17FY1106 2790 00264 000264 000000 Air Qperations Au 91212M 93
17FY1106 2790 00264 000264 000000 Command Qper ati ons AT 91296M M
17FY1106 2790 00264 000264 000000 QG her Engineering Sup AG 91294M 9p

0 XIaNIddav
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b.

Approp

1751109
1751109
1751109
1751109
1751109

Appr op

1741109
1741109
1741109
1741109
1741109
1741109
1741109
1741109

C.

Approp

17PY7035
17FY7035
17FY7035
17FY7035
17FY7035
17FY7035
17FY7035
17FY7035
17FY7035

Procurenment, Marine Corps (P,MC)
(1) Fiscal. Year 1986
(2) Fiscal year 1985
Subhead BCN AAA PAA
1950 00005 000264 000264
2950 20005 000264 000264
6001 00005 000264 000264
6004 00005 000264 000264
4408 20005 000264 000264
(3) Fiscal Year 1984
Subhead BCN AAA PAA
1950 00005 000264 000264
2950 20005 000264 000264
6001 00005 000264 000264
6004 00005 000264 000264
5002 00005 000264 000264
4408 20005 000264 000264
6002 00005 000264 000264
6342 00005 000264 000264

Fam |y Housing Navy and Mar

ne

To be provided with distribution of funds

Title

RTE Amo
RTE Weapons

Fund Code

Command Support Equip

GVE Equi prrent
ADP  Equi pnent

Title

RTE Ammo
RTE Wapons

G5
B5
c5
D5
K5

Fund Code

Command Support Equip

GVE Equi prent

Cor ps {FHN&MC)

Subhead BCN
2751 11005
2751 12005
2751 13005
2751 14005
2751 15005
2751 21005
2751 22005
2751 23005
2751 196005

ARA
000264
000264
000264
000264
000264
000264
000264
000264
000264

PAA

000000
000000
000000
000000
000000
000000
000000
000000
000000

c4

Commercial Cargo Vehicles J4
ADP  Equi prrent K4
Productivity Investnent H4
Mat eri al Handl ing Equi pnent L4
Title Fund Code
Management None
Fur ni shi ngs

Servi ces

Housing Referral Ofice

Uilities

Recurring Miint & Repair

Maj or Repair

and Mai nt

M nor Construction and At

Rei mbur sabl e

(ility Sales)
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d. Mrine Corps Stock Fund
Appr op Subhead BCN AAA PAA
17x4913 A 000264 067004
17x4913 B 000264 067004
17x4913 C 000264 067004
17x4913 D 000264 067004
17x4913 E 000264 067004
17x4913 F 000264 067004
17x4913 G 000264 067004
17x4913 H 000264 000264
e. Mirine Corps Trust Revolving Fund
Appr op Subhead  BCN AAA PAA
17X8421 2FY005 000264 000264
17X8421 1FY005 000264 000264
f.  Suspense, Navy (SN
Appr op Subhead BCN AAA PAA
17X6875 1250 64134 000264 000000
g. Mlitary Personnel, Marine Corps (mn)
Appr op Subhead BCN AAA PAA
17FY1105 2741 31005 00264 Func- Acct
h. Qperations and Mintenance, Navy {(0O&M,N)
Appr op Subhead BCN AAA PAA
17FY1804 129x 00264 000264 000000

Title

OTA
ENG
C/E
GP
C&T
FUEL
SUBS
CMSY

Title

Operations
I nvest ment s

Title
Show Deposit No. and

Activity ldentification
in cost code field.

Title

Subsi st ence-i n-Ki nd

Title

Oficial
Funds

Represent ati on

Fund Code

TOTMMOO m@m>

Fund Code

FY6
FY5

Fund Code

None

Fund Code

MA

Fund Code

None
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FI NANCI AL MANAGEMENT  MANUAL

APPENDI X P
FI SCAL DOCUMENT  TRANSM TTAL/ RECONCI LI ATI ON STATEMENT

Headi ng
Dat e
From
To: Assistant Chief of Staff, Conptroller (Attn: Head,
Acct D)
Subj:  FISCAL DOCUMENT TRANSM TTAL: No.
Ref: (2) MCDECO P7000.1F
Encl : (1) Commtnent/Onligation Documents

1. In accordance wth the reference, the followi ng docunents are
forwarded as the enclosure:

Type Bat ch Dol | ar Val ue

Conmmi t ment - Li st

(bl igation List

I ncrease Purchase Orders Li st bel ow
Decrease Purchase Oders Li st bel ow
Cancel l ed Purchase Oders Li st bel ow

Nunber Docunents Transmtted

Total Dollar Value

thru thru
thru thru
thru thru
thru thru
thru thru

P-1



FI NANCI AL MANAGEMENT  MANUAL

Reconciliation Statement Annual Appropriations

FA (PM)
Dat e
From
To: Ass)istant Chief of Staff, Conptroller (Attn: Head, Acct
Di v
Subj: RECONCLIATION CF APPRCPRI ATI ON
FI SCAL  YEAR BUDGET  PRQJECT
FUND CCODE
Ref . (a) MCDEQO P7000.1F
1. In accordance with the reference, a reconciliation between the
menor andum records and the official records has been conpleted for
the period t hr ough and the-results

are shown ~below

Meno Records Resource Ledger

Aut horities = Recorded on.
Adj ustments appearing on
Resource Ledger not on
Memo Records . S

Adj usted Tot al

Commi tnents - Recorded on.
Adj ustments appearing on
Records, not on Resource
Ledger (attach Detailed
Listing for over 30 day
docunent s)

Under 30 days.
30 to 60 days.
Over 60 days .
Adj usted Tot al

Col

gations =~ Recorded on.

Adj ustnents appearing on
Meno Records, not on
Resources Ledger (attach
Detailed Listing for over
30 day docunents)
Under 30 days.

30 to 60 days.
Over 60 days .
Adjusted Total .

P-2



FINANCIAL MANAGEMENT NMANUAL

APPENDI X Q
SAMPLE FORMAT FOR TAD ORDERS TRANSM TTAL

Headi ng
Dat e
MEMORANDUM
From
To: ,Si's\sl,;stant Chief of Staff, Conptroller (Attn: Head, Acct

Subj : TAD ORDERS;, TRANSM TTAL REPORT NUMBER

1. The following TAD orders, as identified by TONs, are hereby
transmtted:

Y011884TDC5017
5018
5019
5020
5021
5022
5023
5024

AUTHORI ZED Sl GNATURE

Q-1



RO ACCT#

AO

JS

DL

H1
H2
H3

CROSS REFERENCE CF PLANT PROPERTY
RESPONSIBRLE OFFI CERS ACCOUNT NUMBERS

ORGANIZATION
DEVELOPMENT CENTER

Development center
MOCDPA

MCCDPA

EDUCATION CENTER

Education Center
Communication O ficers School
O ficer Candidates School
The Basic School

COMPTROLLER DEPARTMENT

Accounting Division
Budget Dvision
Di sbursing Division

FAC LI TI ES DEPARTMENT

Support Division '
El ectronic Support Section

Ordnance Service Support Section

Mtor Transport (Maint)
Motor Transport (Oper)
Communication Center

Nat ural Resources Division
Forestry

Public works Division
Maint Div, Electric Shop

FUND ADM (PROG MGR)

Drector, Development Center
D rector, MCCDPA

Director, Education Center
Director, Education Center
Director, Education Center
Director, Education Center

S, Comptroller
A&/'S, Comptroller

ACS, Comptroller

ACI'S, Facilities
ac/s, Facilities
AC/'S, Facilities
AC/'S, Facilities
AC/'S, Facilities
AC/'S, Facilities
AC/'S, Facilities
AC/'S, Facilities
AC/'S, Facilities
ACI'S, Facilities

FA(PM) CODE

13

52

05
37
09
08

4 XIANdIddvy
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RO ACCT# ORGANIZATION

ID Maint Div, Plunbing Shop

LE Maint Div, Mechanical Shop

IF Maint D v, Roads & G ounds Shop

LG Maint D v, Guadalcanal Shop

LJ Maint Div, Maint Div, Const. Equip Repair Shop

LL Miint Dv, Heading plant

M Sewage Treatment Plant

IN Maint Dv, Water Treatnment Plant

L1 Maint Div, Admin Mgmt

L2 Maint Div, Ops. Section

L7 Mai nt Div,Carpenter Shop

L9 Maint Div,Paint Shop

FH Fam |y Housing Divi sion
MANAGEMENT SYSTEMS/COMMERCIAL ACTIVITIES

Ja8 Butomated Services Division

MS1 Plan & rgmt Services Division

H5 Nort heast Regi on MCNAF Audit Service
MANPOWER DEPARTMENT

VD Manpower Dept Admin

MD1 Personnel  Division

VD3 Postal Section

M6 Staf f Judge Advocate

VD8 Famly Services Center

JO Gvilian Personnel Division

VD7 Adj ut ant

M7A A as Matl Control Center

M7B Per sonnel Admin Schoo
OPERATI ONS DEPARTMENT

OD1 Band

RO Range Pl at oon

RO1 Expl osive Ordnance

FUND ADM (PROG MGR)

AC'S,
AC'S,
AC'S,
AC'S,
AC S,
k/'S,

AC S,
AC S,
AC S,
AC S,
AC 'S,
AC 'S,
AC S,

AC/S,
AC/S,

AC/S,
AC/S,
ac/s,
AC/S,
AC/S,
ac/s,
AC/s,
AC/S,
AC/S,

AC'S,
AC'S,
AC S,

Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities
Facilities

Mgmt Systems/CA
Mgmt Systems/CA
AC/S, Mgmt Systems/CA

Qperati ons
Qperati ons
Qperati ons

FA(PM) CODE

35

35
35
35
36
36
36
35
35
35
35
35

57
57
57

20
20

20
20
20
20
20
20

46
46
46

TYONYN LNIWIDYNYW TYIDNVNIA



Ro_ACCT# ORGANTZATION

SECURITY BATTALION

PC Security Dept Admin o

LP Mai nt Div Fire Prot/Prev Division
SERVICES DEPARTMENT

SD servi ce Admin

Spl Marine Corps Exchange Division

S? Enlisted Cub

So3 Staff NCO Club

™ CCoM {Open)

SD6 Consol i dated Package Store

SD7 T™8S C ub

Hw Special  Services Division
SUPPLY DEPARTMENT

HQ Headquarters D vi sion

M Materiel Division Admin

MS Materiel Division Warehousing Branch

M9C Materiel Division Clothing Branch

MA Property Control Branch

MY Traffic Division

MZ Food Service Division

No Laundry & Dry Qeaning Division

N1 Commissary Store Division

P4 Field Printing Plant
HEADQUARTERS & SERVI CE BATTALION

FO Headquarters & Service Battalion

Hc MC Mai ntenance Systems Office

J-K Marine Corps Museum

Public Affairs Division

FUND ADM (PROG MGR)

CO, Security Bn
CO, Security Bn

AC/'S,
AC/'S,
ACS,
AC S,
aC/s,
AC/'S,
ACS,
AC/'S,

AC/S,
AC/S,
AC/S,
AC/S,
AC/S,
AC/S,
AC/S,
AC/S,
AC/S,
AC/s,

Co,

Servi ces
Servi ces
Servi ces
Services
Services
Servi ces
Servi ces
Servi ces

Supply
Supply
Supply
Supply
Supply
Supply
Supply
Supply
Supply
Supply

HOBN
HOBN
HQOBN
HOBN

FA{PM) CODE

48
48

58
58
58
58
58
58
58
58

60
B
61
61

63
64

65
66
46

54
54
54
54

TVANVW LNIANIOYNYW TYIDNVNIJI



RO ACCT#  ORGANIZATION
WEAPONS TRAI NI NG BATTALION
RF Weapons Training Battalion
MARINE CORPS ATR FACILITY
AF Air Facility
MCOTEA
MCT MCOTEA
COMMAND CHAPTATN
SD5 Chaplain
DOCTRINE' CENTER
DOC Doctrine Center
TAGS CENTER
TAV TAGS Center
J4 Photographic Di vi sion
J5 Motion Picture/TV
Ts Training Support Center
RSU Reserve Affairs

FUND ADM (PROG MGR)

CO, WIBN

CO MCAF

D rector, MCOTEA

Office of the Command Chapl ain

Dir, Doctrine Ctr

Dir, TAGS Ctr
Dir, TAGS Ctr
Dir, TAGS Ctr
Dir, TAGS Ctr

AC/'S, Reserve Affairs

FA(PM) CODE

74

25

15

59

04

07

TYOANYW ILNIWIDYNYW TYIONVYNIJ



1. Lea
as fol

v
CODE

/1
72
15
76
17
78
79
80
81
82
83
84

85
86
* Enter

for
**Ent er

FI NANCI AL MANAGEMENT ~ MANUAL

APPENDI X S
LEAVE EXCEPTION CDE TABLE

ve exception code - A three digit numeric code constructed
| ows:
Dgits 1 and 2 are the |eave codes
(see table below for their use).
Dgit 3 is the week indicator. The
valid week indicators are 1 (first
week of pay period) and 2 (second
week of pay period).
VORK WORK
GEN JOS CENTER DESCRI PTI ON
13 9993 * Annual  leave used.
13 9993 ** Sick leave used.
15 ’ * Conpensatory time  earned.
15 9993 9999 Conpensatory time  used.
13 9995 ok Mlitary |eave used.
18 9995 * %k Adm nistrative |eave used.

* * Authorized LWP used.

' * Unauthorized LWP used.

* * CQccupational  LWOP  used.

' * Suspension  LWP  used.

' * Fur | ough.

* * Nonduty hours for new
hire, part-tine and
intermttent, or
term nation.

13 9995 * % Court |eave.

13 9996 k% Traumatic |eave.

the job order nunmber that is on the personnel history file
the individual being reported on,

the work

center of the individual being reported on.

S-



