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ABSTRACT

The purpose of this thesis is to identify the functions and responsibilities
of the Naval Postgraduate School personnel who routinely manage operating
and research funds; and to develop a comprehensive, entry level financial
management guide to assist cost center personnel in effectively managing these
financial resources.

The management guide provides an introductory background to the key
financial concepts and terms associated with the Navy’s Resource Management
System (RMS), followed by a description of the procedures necessary to
prepare the financial documents commonly used at the Naval Postgraduate
School. The guide then depicts the basic flow of the School’s financial
documents. and concludes with recommended procedures for preparing.
maintaining and reconciling sub-cost center accounting records. The guide is
primarily intended for use in the cost and sub-cost centers of the Naval

Postgraduate School. Monterey. California.
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I. INTRODUCTION

A. PURPOSE

The purpose of this thesis is to develop a comprehensive, entry level financial
management guide to assist cost center personnel in effectively managing financial
resources. The guide is intended for use in the cost and sub-cost centers of the
Naval Postgraduate School (NPS), Monterey, California.

The financial management guide was developed by first identifying the
functions and responsibilities of the Naval Postgraduate School personnel who
routinely manage the School’s funds. Once an understanding was gained of the
organization and its functional requirements, a guide was prepared to present the
information in a logical sequence. using a minimum of technical jargon. The guide
was then reviewed for accuracy and content by the Comptroller and various
cost/sub-cost center staff.

The financial management guide is primarily designed to help cost center
personnel. who may have little previous exposure to Navy resource management,
understand the fundamentals of the system. With this goal in mind. the question we
continually asked ourselves was, "is there really a need to know?" Many aspects of
the guide, therefore, have been simplified to a great extent to prevent "submerging”
essential information in a "sea of unnecessary detail”. Some aspects of financial
management. the budgetary process - for example. have been completely excluded

for this very reason. When distributed to the cost centers, the financial management




guide should permit untrained personnel to quickly assimilate the basic information
necessary to effectively perform cost center financial management - whether it be
document preparation for purchases, travel, training or labor, or the preparation,
maintenance or reconciliation of cost center accounting ledgers. The guide should
also serve as a convenient reference source for persons involved in the complexities

of the Navy’s Resource Management System on a daily basis.

B. BACKGROUND

Ashore Naval activities (Fund Administering Activities) are allocated funds, in
the form of Allotments, in order to perform their assigned missions. The major
sources of funding include Operations and Maintenance, Navy (O&M,N) for general
operations, Other Procurement, Navy (OP,N) for investment type purchases, and
reimbursable funding to support the specific needs of other DOD components.
Typically. Fund Administering Activities (FAA) centrally manage the obligation and
expenditure of OP,N and reimbursable funds, and reallocate a portion of O&M,N
funds as Operating Targets, or OPTARs, to cost centers. The cost centers, in tum,
distribute the funds to their respective sub-cost centers. The Fund Administering
Activity is required to budget. account, manage, and report on the use of these
resources.

Research efforts at the Naval Postgraduate School, a Fund Administering
Activity, require more flexibility in the control of these funds than normally found
elsewhere. Academic departments (cost/sub-cost centers) may simultaneously engage

in several research projects requiring the use of OPN funds for major equipment




purchases, reimbursable funds for non-Navy research, and, as of FY88, O&M,N
funds for Navy sponsored research projects and routine operations.

With the large number of cost and sub-cost centers, and the myriad
requirements for administrative, educational and research funding at the Naval
Postgraduate School, it is imperative that the flow of financial information between
department and comptroller be both accurate and timely. Failure to adequately track
the status of funding commitments, obligations, receipts and expenditures results in
erroneous entries in the command’s official financial records, held by the
Authorization Accounting Activity/ Financial Information Processing Center
(AAA/FIPC). Emors in these records, as well as unreconciled differences in the
"unofficial”, or local memorandum accounting records held at the local level, may
result in the inefficient allocation of financial resources, delays or loss of any
additional funding which become available, and a violation of Federal law. For
these reasons, it is imperative that cost/sub-cost centers be provided with the

necessary tools to effectively exercise their fiscal responsibility.

C. RESEARCH OBJECTIVE

The impetus for the financial management guide stems from a number of
findings and recommendations contained in the Naval Audit Service Audit Report of
the Naval Postgraduate School dated 22 January, 1987, [Ref. 1] and the Naval
Postgraduate School Internal Review Office (IRO) OPTAR Accounting Procedures
Evaluation of 21 August, 1989, [Ref. 2]. Two recommendations contained in the

IRO evaluation [Ref. 2] specifically addressed the following:




* That the NPS Comptroller develop a desk guide with step by step instructions
on how to establish, update, reconcile and modify an OPTAR expenditure
record book.

» That the NPS Comptroller provide training for new staff members in the
academic departments who will be responsible for maintaining OPTAR
records...

In addition to fulfilling the recommendations of the NPS Intemal Review
Office, and based upon our findings and those contained in Tillotson’s, An Analysis
of Administrative Controls for Management of Financial Resources at the Naval
Postgraduate School [Ref. 3] (a thesis research project conducted concurrently with
our own), it was thought wat the guide should also serve as a central means of
providing information on a number of related topics, i.e., an overview of the Navy’s
Resource Management System, the legal implications of fund management, cost
accounting and local management codes, and document routing procedures, to name
but a few.

The research objective, therefore, was to develop a financial management
guide to assist cost/sub-cost center personnel in understanding the fundamentals of
the Resource Management System, as well as help them to effectively prepare and
maintain financial records. Effective reporting and record keeping by all NPS cost

centers will assist in the efficient allocation and redistribution of OPTAR and

research funding.

D. RESEARCH QUESTION
The two primary research question were: To improve the accuracy and

timeliness of NPS cost/sub-cost center reporting, what elements of the Resource




Management System (RMS) should be incorporated in a financial management
guide? Secondly, by conducting a review of RMS policies and procedures at the
Naval Postgradv- .: School, what recommendations for improvement could be
suggested? Additional questions included:

« What are the cost center fiscal reporting requirements with respect to direct
and reimbursable funding?

» What are the cost cenier responsibilities regarding research funds and how
do they account for funds received?

* How do the flow of funds and supporting documentation occur at the Naval
Postgraduate School?

*  What methods are used to record financial transactions and how do cost
centers recocile their financial records with Comptroller Department
records?

» Which aspects of financial reporting and record keeping do cost center
personnel find most difficult to prepare?

E. SCOPE, LIMITATIONS, AND ASSUMPTIONS

This thesis focuses on assessing the requirements of cost center financial
reporting at the Naval Postgraduate School and preparing an informational guide to
simplify the preparation of RMS financial reports and records. Management to
Payroll (MTP) is centrally managed by the NPS Comptroller; therefore, with the
exception of labor document preparation procedures and a brief overview of
departmental responsibilities, it has been specifically excluded.

The financial management guide is intendel for use by government employees
who have little or no experience in managing Navy funds. The guide addresses
only those areas considered essential, i.e., those areas which could impact upon a

new employee’s ability to effectively perform his or her job with respect to




managing financial documents or properly recording financial transactions. As with
any text of this scope, it is impossible to discuss every conceivable situation which
may arise, nor can words alone compensate for a lack of actual experience. The
guide should, however, provide a basic understanding of the financial management
process as it applies to the Naval Postgraduate School and serve as a convenient

reference source while financial management experience is acquired.

F. LITERATURE REVIEW AND METHODOLOGY
Information for this thesis was obtained in two ways: a literature review of
NPS Comptroller related instructions and manuals, current Naval directives and
instructions, guidance prepared by other naval activities and individuals; and field
research.
1. Literature Review
An extensive study of available literature was conducted using the
following guidelines: the information obtained must be relevant to the needs of cost
center financial managers, and the information must be sufficiently detailed to
enable a user of the guide to become functionally proficient in managing cost/sub-
cost center financial resources. Some digression from these guidelines was
exercised in preparing the introductory chapters of the guide, simply to provide a
basic understanding of the terms, organizations and processes involved in the
financial system extemal to the Naval Postgraduate School, without inundating the
reader with details of the system he or she is unlikely to encounter.
The literature review encompassed a number of manuals, reports and

instructions prepared by the Naval Postgraduate School and its Comptroller




Department [Ref. 4-9]; thesis research conducted at NPS in the area of financial
management [Ref. 10-13]; course and supplementary reading materials used in the
NPS Financial Management curriculum [Ref. 14-17]; and Navy financial
management manuals and instructions [Ref. 18-27].
2. Field Research
Interviews were considered the most practical and cost effective vehicle
for collecting the views, judgments and appraisals of those involved with the
preparation of cost center financial reports and records. The following organizations
were interviewed:
a. Comptroller Department
Comptroller Department personnel were interviewed to determine
current problems associated with the management of NPS funds and to gain an
understanding of the School's system of intemnal controls. Persons interviewed
included the Deputy Comptroller, division heads within the Comptroller Department,
acceunt and budget technicians, travel and edit clerks, and payroll personnel.
b.  Research Administration Office (RAO)
Personnel within the Research Administration Office, including the
Dean Of Research. were interviewed to determine their functions and responsibilities
with respect to direct and reimbursably funded research projects.
c. Personnel Support Detachment (PSD)
PSD personnel were interviewed to determine their responsibilities

with respect to the disbursement of funds for travel or training requirements.




d. Supply Department
Supply Department personnel provided information on the correct
procedures for requisitioning and receiving goods. ‘
e. Cost/Sub-Cost Centers
A number of cost and sub-cost center personnel, including members
of the Administrative Science, Operations Research and Meteorology departments,
were interviewed to determine how they routinely conducted business and to
ascertain their level of understanding with respect to the Navy Resource
Management System, account ledger reconciliation procedures and financial
terminology.
The information obtained during our interviews, as well as that obtained
during the concurrently conducted thesis mentioned earlier, was invaluable in
determining the focus of the guide and the level of information necessary to meet

the needs of the end user.

G. ORGANIZATION OF STUDY
Before discussing the organization of the study, an explanation of the format
of the thesis is in order. As indicated in the Table of Contents, the organization of
this thesis is somewhat unconventional. The reasons for this are threefold:
» The result of this thesis is a separate financial management guide.
Incorporating the guide into the body of the thesis would make it difficult
for the guide to be physically separated from the thesis discussion.
» The financial management guide contains its own Appendices and reference

list. Placing the guide before the required thesis elements, such as the
thesis List of References and Distribution List, would confuse a reader




more than simply appending the entire financial management guide to the
end of the thesis.

o The authors felt that the thesis formatting requirements, while appropriate
for a conventional thesis, were not appropriate for an informational guide.

With this in mind, Section II presents the Recommendations and Conclusions
of the research. The recommendations included in Section II are a response to the
second primary research question identified earlier, while Appendix A, the Naval
Postgraduate School Cost Center Financial Management Guide, satisfies the first
primary research question. The guide provides an introductory background to the
key financial terms and concepts associated with the Navy’s Resource Management
System (RMS), followed by a description of the procedures necessary to prepare the
financial documents commonly used at the Naval Postgraduate School. The guide
then depicts the basic flow of the School’s financial documents, and concludes with
recommended procedures for preparing, maintaining and reconciling sub-cost center
accounting records. Several works have been appended to the guide, including an
excellent glossary of financial terms prepared by Lieutenant Commander Daniel M.
Lien, USN and a guide for preparing Personnel Request forms developed by the
Civilian Personnel Department, Naval Construction Battalion Center, Port Hueneme,

California.




II. RECOMMENDATIONS AND CONCLUSIONS

A. RECOMMENDATIONS

The objective of this thesis was to write a guide to standardize cost center
accounting procedures and to improve the management of financial resources at the
Naval Postgraduate School. During the course of our research, several areas of

concem became apparent and are set forth in the following recommendations:

RECOMMENDATION 1:
The Naval Postgraduate School develop or procure a standardized
automated cost center accounting program.

As shown in the management guide appended to this thesis, manually
maintaining cost center accounting ledgers is a time consuming process. In an
effort to cope with the School’s accounting requirements, cost centers, sub-cost
centers and principal investigators have resorted to purchasing a number of
commercially available software packages. While helpful, these accounting
programs do not provide any degree of standardization and vary greatly in user
interface design, capacity and functionality.

In an effort to remedy the problem of cost center accounting standardization,
the Comptroller Department has recently released an automated template for Lotus

1-2-3. While providing standardization to the Comptroller’s Monthly Report, the
use of a Lotus template has several key disadvantages:
+ Cost - Each cost center will require a licensed copy of Lotus 1-2-3 in order

to use the template.
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« Training - Lotus is a sophisticated program which requires a significant

amount of training prior to gaining proficiency. The program is not
particularly "user friendly" and watching Lotus 1-2-3 perform a series of
computations using its macro functions would probably intimidate most cost
center users.

Data security - Lotus does not have an autosave function to prevent
accidental loss of data. Additionally, the Lotus global protect feature does
not provide adequate safeguards to prevent the accidental manipulation of
data or formulas. In our opinion, Lotus 1-2-3 is more appropriate for the
experienced single user. Without the necessary safeguards, a number of
inexperienced users using the same copy of the program will probably
result in extensive data corruption to the cost centers data files and
additional manhours being spent in correcting erroneous data.

As a alternative to Lotus, a relational database program should be considered.
Several database programs, e.g., dBase IV, FoxPro, can be compiled, using a
compiler or application generator, to create stand alone application programs.
Software of this nature has several distinct advantages over Lotus 1-2-3:

+ Cost - By using software that can be compiled, without license restrictions,

into executable programs, the School can freely distribute a locally
developed database program without having to purchase numerous licensed
copies of the original software package.

Training - A locally developed database program can be designed with a
"user friendly" interface. Unlike Lotus, a compiled database program can
be designed to be menu driven with extensive pop-up help, data, and
information screens. This would allow individuals with little or no
computer experience to use the program; thereby reduce training costs.

Security - A locally developed database program can be designed to
eliminate user tampering; this would prevent data file corruption and
increase the accuracy of input. Automatic save and backup features could
also be incorporated.

A number of features considered appropriate for a "user friendly” local

accounting program include:

« capable of multiple account applications.

11




allows narrative titles.

pop-up menu selection of accounts.

able to track account subtotals.

can be configured with local codes and serial numbers.

automatically tracks the use of document serial numbers, etc.

has several fields adaptable for cost center use, e.g., sub-account numbers
for research, and budget codes.

has pop-up selection of job order numbers for OPTAR, i.e., Software =
RXXXX, Trans = EXXXX, RegFee = QXXXX.

hides unnecessary fields.

has an account balancing capability.

requires an explanation for changes to transaction status.

assigns sequential document numbers with override.

has maintenance features, i.e., backup, and restore.

provides an adequate audit trail.

provides automatic save, or queries to save, upon exit.

12




RECOMMENDATION 2:

That NPS conduct an analysis of future information system requirements
for internal financial accounting and management control systems.

The use of Lotus 1-2-3 appears to be a short term, and costly, solution to the
School’s need for accurate and timely accounting information. Not only will
extensive training be required, but a licensed copy of the software, or corporate
license, will be required for each work station. Rather than an emphasis on short
term solutions, the School should evaluate its future needs, if any, for a long term
solution to total system integration. In other words, does the School require a Local
Area Network to tie its cost centers to the Research Accounting Office (RAO) and
Comptroller Department? Could modem communications be used to access
Comptroller records, in a read only mode, to update cost center records? Will the
accounting software purchased now interface with the hardware or software
requirements of an integrated system, and will the software purchased today satisfy
the needs of tomorrow?

RECOMMENDATION 3:

The Comptroller’s Monthly Report should be changed to a more readable
format.

In its current form, the Comptroller’s report is difficult to read and interpret.
Further, since it is cumulative in nature, cost centers reconciling their accounts must
review every transaction since the beginning of the fiscal year to determine if a
change in transaction status or price has occurred. It is recommended that the
Comptroller develop a system that readily identifies transaction adjustments or

switch to an event based reporting format, i.e., report price changes, expenditures,
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and cancellations as separate transactions referencing the originating document
number. .
RECOMMENDATION 4:

Cost/sub-cost center Funding Authorizations should include specific

responsibilities and requirements for fund administration and account

reconciliation.

Fund Authorizations for OPTAR, and Granting of Funding Authorizations for
research accounts, do not specify basic responsibilities for fund administration or
account reconciliation, nor do they clearly define any restrictions and imposed
ceilings. Appropriation allotments received by the School clearly reflect restrictions
on fund utilization. It would seem appropriate that cost centers be given the same
guidance regarding the use of their funds. Guidance should clearly state
reconciliation responsibilities, as well as those responsibilities conceming the
management of research accounts.

RECOMMENDATION §:

One assistant within each cost/sub-cost center should be assigned overall
accounting responsibility.

Currently, several cost centers split accounting responsibilities along functional
lines, i.e., one individual manages purchasing, another travel, and another labor.
Without someone being assigned overall accounting responsibility, the reconciliation
process is prone to error.

RECOMMENDATION 6:
Separation of duties.
It was noted that several cost centers have the same individual assigned the

responsibilities for requisitioning, receiving, and accounting for purchases. General

” @




guidelines for internal control procedures require the separation of accounting from
the custody of assets, as well as the separation of transaction authorization from the
custody of related assets.
RECOMMENDATION 7:
Standardized Accounting Terminology.
The terminology used on the Comptrolier's Monthly Report is confusing and
should be revised, e.g.,
» Change the title of "Other Reimbursables”, shown on the monthly
Reimbursables Report, to "Miscellaneous Reimbursables”. This will prevent

confusion with those reimbursable funds identified as "Other" than research.

* On the monthly OPTAR Report, change the column heading listed as
OPTAR Auth,, to OPTAR Auth. (less Travel).

* On the monthly OPTAR Report, change the column headings listed as OBL
ORIG and OBL/EXP, to EST. OBL. and ACT. OBL.

RECOMMENDATION 8:

Training on accounting and reconciliation procedures should be regularly
provided to cost center personnel.

While the management guide developed in this thesis should provide a solid
foundation for cost center account management, the guide does not displace the
need for training. The Navy’s Resource Management System is complex and
dvnamic; local changes in policy and personnel tumover warrant training at least on
a quarterly basis.

RECOMMENDATION 9:
Annually update the NPS Cost Center Financial Management Guide.

The financial management guide has been prepared using information

spplicable to fiscal year 1990. It is hoped that the guide will continue to serve the




needs of its users well into the future. In order for the guide to remain

viable, however, it must be continually updated and enhanced. It is recommended
that cost centers submit change recommendations, throughout the year, to a central
point within the Comptroller Department, and that someone within the Department
be assigned responsibility for the guide’s maintenance. The master copy of the
guide, written in Word Perfect 5.0 and contained on computer disk, has been

provided to the Comptroller Department for this purpose.

B. CONCLUSIONS

The objective of this thesis was to identify the functions and responsibilities of
the Naval Postgraduate School personnel who routinely manage operating and
research funds; and to develop a comprehensive, entry level financial management
guide to assist cost center personnel in managing their financial resources.

The authors hope that the management guide will serve as a basic training
guide for NPS personnel unfamiliar with Navy accounting policies and practices, as
well as a reference source for the daily management of cost center accounts.
Although much of the ground work has been laid, without continued support, time
and the dynamic nature of financial management will quickly make the guide

obsolete.
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PREFACE

This guide is written to assist persons who are assigned the responsibility of
accounting for government funds at the Naval Postgraduate School. The guide develops a
framework for understanding the Navy accounting system and provides a set of
standardized procedures for use in appropriated fund accounting.

This guide is divided into four major parts:
Part I Financial Management Overview.
Part I Document Preparation Procedures.
Part III Document Processing.

Part IV Accounting Procedures.

The text does not profess to be totally comprehensive; there are numerous
exceptions and many special situations which, if explained in depth, would only serve to
complicate matters further. The primary objective of this guide is to provide a solid basis
for functioning in the Navy’s financial environment. A comprehensive glossary of financial
and accounting terms is contained in Appendix A. Appendix B provides a list of
references which further amplify various aspects of Navy financial management.

We hope this guide will be of benefit to you. We certainly learned a great deal
putting it together.
David Mascarin

Mike Sanders

December 1989
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CHAPTER 1

AN OVERVIEW OF
THE NAVY ACCOUNTING SYSTEM

Before introducing the general concepts associated with Navy accounting, it is
important to establish the reasons for exercising good accounting practices and
maintaining accurate accounting records.

First, accurate accounting records assist the Naval Postgraduate School and
its cost centers to stay within the spending limits set by higher authority. A
violation of these limits is a serious offense and may result in stiff penalties being
imposed upon those who fail to comply with federal regulations. Secondly,
1Inaccurate accounting records may perpetuate a perception of inefficient funds
management and ultimately lead to a reduction in funding. The purpose of the
guide, therefore, is to provide cost centers with the information necessary to
maintain accurate accounting records and effectively manage financial resources.

In this Chapter we will discuss, in general terms, the key organizations and
processes involved in the Navy accounting system . First, we will look at who
keeps accounting records; then, we will observe how informatirn is captured and
recorded in these records; and finally, we will examine the reconciliation process.

Who Keeps Accounting Records?

To efficiently allocate and utilize resources within the Department of the
Navy, information is needed at all levels of management. Upper levels of
management require information for long range decisions, while middle and lower
management require information for short range decisions.

The Navy's Resource Management System (RMS) is a formal system that
performs the functions of budgeting, accounting, and managing funds. This system
is the source of financial management information for middle and upper levels of
Navy management; while local records serve as the basis for lower management
decisions and a means of ensuring that information is reported accurately into RMS.

The need for information at local and higher levels of management require at
least three different sets of accounting records be maintained. The three levels of
accounting records maintained for the Naval Postgraduate School are:

1. Financial Information Processing Center (FIPC). The Navy
Regional Finance Center (NRFC), Washington, D.C., commonly referred
to as the Authorized Accounting Activity (AAA) is NPS’s Financial
Information Processing Center. It is responsible for maintaining the
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official/legal accounting records for NPS and for generating official
accounting reports which are forwarded directly to upper levels of Navy
management.

2. NPS Comptroller. The NPS Comptroller maintains a set of
memorandum, or unofficial records. These records centralize control of
NPS funds and provide a check on the official records. Information
from these records provide the basis for resource management at the
NPS.

3. Cost Center. The cost center also maintains a set of memorandum, or
unofficial records. A cost center is a NPS department or organizational
entity that has been delegated the authority to expend funds. Records
are kept at this level to maintain a current balance, to ensure that
authorized spending ceilings is not exceeded, and to verify that
transactions post accurately to the Comptroller'’s and FIPC’s records.

How Information Gets into the Accounting Records.

As we have seen, the cost center, Comptroller, and FIPC each maintain
separate accounting records. Now let's examine how transactions are captured and
recorded into the accounting records at each of the three levels. To understand this
we must first understand the transaction cycle.

Transaction Cycle.

Each transaction goes through a relatively simple series of events called the
transaction cycle. As a transaction goes through this cycle, the transaction’s
accounting status changes. The following events describe the transaction cycle and
its relationship to the accounting status (see Figure 1.1):

1. The cycle begins when a need for material or service arises.

2. The fund manager authorizes the purchase of an item or service with a

requisition. The requisition obligates the funds needed for the purchase.

This Obligation is considered an Undelivered Order (UDQO) until goods
and services have been received.

3. When the item or service is received, payment is due to the supplier.
The funds remain in an obligated status, but the Obligation is now
classified as an Accounts Payable.

4. The supplier bills the government by mailing an invoice to the receiving
activity. Once the invoice is certified to be proper, it is forwarded to
the appropriate paying office for payment.
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The transaction cycle is complete when the supplier is paid and

the payment information is matched with the initial obligation. The
Obligation is then liquidated and the transaction is then classified as an

Expenditure.

The following definitions further amplify the meaning of the transaction’s
accounting status:

1.

2‘

Obligation. An obligation is a legal reservation of funds. An
obligation is incurred when an order is placed, or when a contract is
awarded for the delivery of goods or performance of services. An
obligation legally encumbers a specific sum of money for future

expenditure.

orders or requisitions.

Examples of obligations include the issuance of travel

Expenditure. An expenditure is the actual payment, disbursement, or
transfer of funds. It represents the final stage of the transaction cycle.

Using the transaction cycle as a frame of reference, we can now examine how

these events are captured and recorded by the accounting system. Figure 1.2
provides a graphical representation of how accounting information enters the Navy
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accounting system. The circled letters in the diagram corresponds to the narrative
below:

(A) When a requisition or set of travel orders is initiated, the transaction is ‘
entered in the cost center’s ledger as an obligation.

The Navy Accounting System

NRFC Washington (AAA/FIPC)

Disbursing @

. Expencitures Officrat Recoros
Offices = > ==

Supply
Department «————

OPTAR Log

Figure 1.2 Flow of Accounting Data

(B) Requisitions and travel orders are passed to the Comptroller
Department, where the transaction is entered as an obligation into both the
Comptroller’s memorandum records and the official records at the FIPC.

Comptroller personnel enter obligations into the FIPC database through on-
line computer terminals.
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(C) After items requested have been ordered, the Supply Department
notifies the Comptroller of any price changes. This information is used to
adjust the amount of the Obligation in both the Comptroller's memorandum
records and the official records at the FIPC.

(D) When a Disbursing Office (located at a FIPC or a field activity) pays a
vendor’s invoice or a travel claim, the information is reported electronically to
the appropriate FIPC. The payment information is then electronically
matched with obligations resident in the FIPC database. If the information
matches, the matched obligation is liquidated and the transaction is reflected
as an expenditure in the official records.

The amount of the expenditure often differs from the amount of the
obligation. This is almost always the case with travel expenses, since it is
difficult to predict the exact amount of the travel entitlement. The amount
paid suppliers of goods and services can also differ as a result of discounts
taken for early payment. Expenditure posting errors can also lead to
differences in the amount obligated and expended. When the expenditure
posts to the accounting records, the obligation is liquidated and replaced with
the actual amount of the expenditure.

As Figure 1.2 illustrates, some events are not captured by all three levels. As
a result of this inconsistency. a mechanism must exist for transmitting information
and reconciling differences between the three levels. This is where the
reconciliation process comes in.

The Reconciliation Process.

Much like the bank statements used to reconcile checking accounts, monthly
accounting reports are used to reconcile memorandum accounting records with the
official records. Each month, the FIPC produces a set of accounting
reports/transaction listings reflecting the activity in the official records. The
Comptroller reconciles the locally maintained memorandum records with information
in these FIPC reports/transaction listings. The Comptroller subsequently issues a
monthly report to cost centers from their updated accounting records, and cost
centers reconcile their records from information contained in these reports.

Monthly accounting reports serve three principle functions in the reconciliation
process:

First, they serve as the primary source of information for making
adjustments. Referring back to Figure 1.2, we see that expenditure
information is captured by the FIPC, but not by the Comptroller or cost
center. We also see that price changes are reflected in the FIPC and
Comptroller records, but not in those of the cost center. Monthly accounting
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reports provide price change, cancellation and expenditure information to cost
centers - just as bank statements provide interest earned, bank fees, or check
printing charges. Expenditure information is transmitted to the Comptroller ‘
through the AAA/FIPC Monthly reports and transaction listings. Expenditures
and price changes are further transmitted to individual cost centers through

the Comptroller monthly reports. See (E) and (F) shown in Figure 1.3.

The Navy Accounting System

{Continued)

NRFC Washington (AAA/FIPC)

Disbursing
Offices

Oftiolel Reocorde

Supply —— i

Department .—J B

Figure 1.3 Reconciliation Process

Second, accounting reports provide a means of ensuring that obligations post
to the official records accurately and in a timely manner. Just as a person
balancing a bank statement expects to have outstanding checks, the cost center can
expect that recent obligations will not have posted to the Comptroller or FIPC
records. Obligations that do not post in a reasonable amount of time should be
researched.

Third, accounting reports serve as a means of identifying erroneous
transactions, e.g., charged to the wrong activity, charged to the wrong job order
number, double charges or incorrect amounts. The monthly report provides the
feedback necessary to catch these errors.
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Summary.

To facilitate efficient use of scarce financial resources, current and accurate
accounting information is required at all levels of the Department of the Navy.
This requirement for information demands that accounting records be maintained at
three different levels. While local accounting records provide the manager with vital
real time information, they also afford a means of ensuring that transactions are
reported accurately into the official records. The official records, on the other hand,
provide additional information needed to update the local records. The ability to
conceptualize this interdependence of accounting records and the flow of information,
is essential to understanding the Navy accounting system.

9
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CHAPTER 2

RESOURCE MANAGEMENT SYSTEM
ORGANIZATION
and

FUNDING PROCESS OVERVIEW
RMS Organization.

Introduction.

Funds within the Department of the Navy generally flow from the Comptroller
of the Navy (NAVCOMPT) to the Fund Administering Activity (Figure 2.1). The
Navy's Resource Management System (RMS) is designed to account for these funds
and ensure efficient allocation in support of the Navy’s mission. The system also
affords a means of ensuring that monies entrusted for national defense are used in
the manner prescribed by Congress. The following section provides a brief summary
of the various organizations involved in the funding process, and their functions as
they apply to the Naval Postgraduate School.

Who Does What and Why.
Administering Office - Field Support Activity (FSA).

The Field Support Activity (OP-09BF) is the Administering Office responsible for
budgeting. accounting, and reporting to t'.e Chief of Naval Operations (CNO) on fund
allocations pertaining to various naval activities, including the Naval Postgraduate
School. The FSA is the major claimant for NPS, and as such it controls the School's
"purse-strings”. Funding is provided to NPS in the form of an annual allotment.

Although NPS receives an annual allotment, the funds are actually apportioned on
a quarterly basis. This allows the FSA to oversee the School’s rate of spending. The FSA
also monitors budget execution performance at the Naval Postgraduate School by
comparing the financial performance data documented in the Financial Information
Processing Center’s (FIPC) official financial reports, to the fiscal year budget approved
for NPS. Failure by NPS to adequately manage financial resources, or the perception of
such a state as indicated by inaccurate FIPC reports, could result in a redistribution of
funds to other competing organizations administered by OP-09BF; e.g., the U.S. Naval
Academy and Naval War College. Legal proceedings may also result if funds are not
properly managed.

11
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Fund Administering Activity (FAA)/Responsibility Center - Naval
Postgraduate School.

In RMS terminology, the Naval Postgraduate School is a Fund
Administering Activity. ("Fund Administering Activity" has replaced the former
RMS term, "Responsibility Center”.) NPS is headed by a naval officer, the
Superintendent, who is responsible for the management of the School’s financial
resources. As such, the Superintendent could be subject to legal proceedings/
disciplinary action if federal laws, with respect to proper financial management, are
violated.

In practical terms, the Superintendent delegates authority to the NPS
Comptroller to manage the School’s finances. As such, the Comptroller functions as
"an Assistant to the Superintendent, for duties which include developing,
coordinating, and maintaining an integrated staff service in the financial
management area which will provide the Superintendent the factual data essential
for effective management control." The duties and responsibilities of the Comptroller
Department include:

1. Translating NPS program requirements into a financial plan.

2. Formulating the NPS budget.

3. Comparing program performance with the financial plan, and
determining where reprogramming of finances may be required.

4, Acting as liaison with the Chief of Naval Operations/Field Support
Activity (OP-09BF) and NPS’s Authorizing Accounting Activity/Financial
Information Processing Center (AAA/FIPC), on accounting matters
relating to the School’s budget and :assigned funds.

5. Maintaining memorandum accounting :ecords for all funds assigned to
the Superintendent, and forwarding all obligation documents to the
AAA/FIPC.

6. Introduction of obligation/expense transactions into the AAA/FIPC
database.

7. Performing timekeeping and payroll functions for civilian personnel
employed at NPS.

In addition to the responsibilities listed above, the Comptroller is also
responsible for providing the cost centers with financial management policy
guidance, disseminating information related to financial matters, and collecting and
processing accounting documents.

13
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The structure of the NPS Comptroller Department is illustrated in
Appendix C - Organizational Charts.

Cost Centers/Sub Cost Centers - NPS Departments.

Cost centers/sub-cost centers are subdivisions of a Fund Administering
Activity. At NPS, cost centers and sub-cost centers are those departments which
receive a portion of the School’s normal operating funds. These funds are known as
an "Operating Target’ or "OPTAR".

Note: While cost centers are headed by line managers, i.e., Director of
Programs (Code 03), Director of Military Operations (Code 04), Dean of
Information and Policy Sciences Code 05), Dean of Science and Engineering
(Code 06); and sub-cost centers are the various departments working beneath
the line managers, for simplicity both will be referred to as “cost centers”.

While the Comptroller is responsible for providing the cost centers with
information, guidance and administrative support; the cost centers have a reciprocal
responsibility to the Comptroller to provide obligation and budgeting information.
This includes submitting accurate and timely source documents for the purchase of
supplies, travel, and labor; as well as reconciling cost center accounting records and
providing inputs to support the School’s budget plan. Cost centers must also
properly manage their financial resources, and exercise controls to stay within the
limits established by the Comptroller and Superintendent.

Authorization Accounting Activity/Financial Information Processing Center
(AAA/FIPC) - Navy Regional Finance Center (NRFC), Washington D.C.

The Navy Regional Finance Center (NRFC), Washington, D.C., is the
AAA/FIPC for the Naval Postgraduate School. The AAA/FIPC provides bill paying
and accounting services, performs civilian employee payroll functions, maintains the
School’s financial database, and provides periodic official accounting/financial
management reports to NPS and its major claimant, the FSA (OP-09BF).

Obligations incurred by NPS are entered into the Navy’s official accounting
system by means of computer terminals located in the offices of the NPS
Comptroller. These remote terminals use a database system, known as "WESTI"
(Westinghouse), to input obligations directly into the automatic data processing
(ADP) hardware at the FIPC.

14
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The concept of integrated data processing equipment tied directly to field ‘
activities by means of remote terminals, is the Integrated Disbursing and

Accounting Financial Management System (IDAFMS) (Figure 2.2). It is also

referred to as the Integrated Disbursing and Accounting Resource Management

System (IDARMS), pronounced “"Ida-Rims".

Although obligation data is entered into the FIPC’s database via the School’s
remote terminals, the FIPC does not disburse funds to a vendor based upon this
information. The invoice and supporting documentation, showing that the goods or
services were ordered and received, must also be provided. Once the certified
invoice arrives at the FIPC, it is validated against pre-established review criteria
and, if everything is in order, a check is sent to the supplier (Figure 2.3). The
accounting data on the invoice is then matched to the previously established
obligation and the expenditure is recorded into the IDARMS.

A monthly series of official accounting reports and transaction listings are
generated by the FIPC and sent to the NPS Comptroller. The NPS OPBUD and
Reimbursable Account divisions, condense the information contained in these
financial reports/listings and then distribute their own reports to the cost centers.
Cost centers use the monthly NPS reports, i.e., Monthly OPTAR Report and
Reimbursable Report, to reconcile their books.

The Funding Process.

Introduction.

A detailed discussion of the Department of Defense budgetary process, and its
relationship to the allocation of Federal funds, is well beyond the scope of this
accounting guide. A brief overview, however, should help you to understand the
process by which the Navy and, ultimately, the Naval Postgraduate School receives
its operating funds.

This section explains how funding requirements are determined, how the
funds are provided, and the types of appropriat.uns typically encountered at NPS.

The Big Picture - Where Does the Money Come From?
The Planning, Programming, and Budgeting System (PPBS).

The need for military programs, and the estimated funds to support them, are
developed within a Department of Defense management system known as the
Planning, Programming, and Budgeting System (PPBS). The PPBS is concerned
primarily with the management of resources to meet strategic needs. In a ‘

16
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the PPBS develops a strategy based upon the anticipated threat to
The strategy requirements are determined, and programs are

then developed to execute the strategy and counter the threat. A budgeting process
estimates the funds necessary to support the programs and submits proposals to the
Secretary of Defense for approval. Approved programs from the various Service
Departments i.e., Army, Navy, and Air Force, form the DOD budget submission
which is xncorporated into the President’s budget and presented to Congress

annually.

When Congress receives the
President’s annual budget request,
a Congressionally adopted Budget
Resolution is developed, which
provides Congress with fiscal
guidance for the upcoming year.
This fiscal guidance is used by a
group of committees, known as
Authorizing Committees, to legally
authorize Federal programs and set
maximum program spending levels.
(Authorizations do not permit
program spending; but
authorizations must be in place
before money can be appropriated
for the program.) The authorizing
legislation for the Department of
Defense is prepared by the House
and Senate Armed Services
Committees.

Once programs have been
authorized, appropriation
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Figure 2.4 Defense Appropriations Bills

legislation for the Department of Defense is prepared by the Defense Subcommittees of
the House and Senate Appropriation Committees. Appropriation legislation provides
funds for Federal programs and may be less than, or equal to, the maximum amount
established by the program’s authorization. (Even if a program has been authorize, it
cannot spend money unless the funds have been appropriated.) Appropriation
legislation is signed by the President and becomes a public law (refer to Figure 2.4).
When people refer to a budget as being "approved”, or "passed”, they are usually
referring to the particular Appropriations Act. Appropriation legislation for the
Department of Defense is known as the "Department of Defense Appropriations Act".

17
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Special Situations.

Sequestration.

The Gramm-Rudman-Hollings Act of 1985 established special procedures to
enforce maximum deficit amounts for fiscal years 1988 through 1993. In short, the
Congressional and Administration budget offices independently estimate the deficit for
the upcoming fiscal year; if the estimated deficit is expected to exceed the established
maximum deficit amount by more than $10 billion, the President must issue an order to
reduce spending, or cancel budgetary resources, as required. This order would become
effective on October 1, the start of the new fiscal year.

Continuing Resolution.

If Congress has not passed the Appropriations Act before the beginning of the new
fiscal year, a Continuing Resolution is normally passed to provide continued funding of
Federal programs until the Appropriations Act is passed. This usually entails
maintaining spending levels at the previous years rates with no new program starts.

The Big Picture - Sharing the Wealth.

Once the Appropriation Act is enacted by Congress and signed by the President,
appropriations pertaining to defense are apportioned to the Defense Department and
then re-apportioned to the Department of the Navy. Annual appropriations are
apportioned on a quarterly basis, while multi-year appropriations are apportioned on an
annual basis. This allows Congress to closely track DOD spending levels.

After appropriations have been apportioned to the Secretary of the Navy, the
Comptroller of the Navy (NAVCOMPT) allocates funds to major claimants, or
"Administering Offices", for obligation at the field level. Allocations to the major
claimants are further distributed to field activities, i.e., the FAA, as allotments. Each
allotment is received by the FAA on a NAVCOMPT Form 2168-1 "Resource
Authorization" (Figure 2.5).

Allotments issued to an FAA might be for a specific mission or for general
operations, depending upon the allotment’s specific purpose. Each allotment’s funds
must be separately accounted for.

The final distribution of funds is known as an Operating Target. Operating

Targets redistribute the FAA’s allotment to the cost centers, and provide funds for the
cost centers’ daily operations.

18
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Note: Prior to fiscal year 1989, allotments were provided to obligate and
expend funds for very specific functions. Funds designated for general
operations were provided as Operating Budgets (OPBUD). The term
Operating Budget has since been eliminated and allotments now refer to any
appropriated funds distributed to a Fund Administering Activity.

Different Types of Money?

Department of the Navy Appropriations.

Congress provides appropriations to the Secretary of Defense (SECDEF) who
redistributes the funds to the various Service Departments. The Department of the
Navy has eleven major appropriations divided into two categories; Expense
Appropriations and Investment Appropriations. The two appropriation types most likely
to be encountered by NPS cost center personnel are: Operations and Maintenance, Navy
(O&M,N), and Other Procurement, Navy (OPN).

Expense Type Appropriation - Operations and Maintenance, Navy
(O&M,N).

Expense type appropriations finance the cost of ongoing operations; e.g.,
materials, base operations, civilian payroll, maintenance of property, training,
service, repairs, etc. NPS uses O&M,N appropriations to finance daily operational
needs and the majority of its Navy research projects.

The appropriation symbol for O&M,N funds, found on funding authorization
documents and used in O&M,N accounting classification codes, is: 17_1804.

Investment Type Appropriation - Other Procurement, Navy (OPN).

Investment type appropriations provide funds for purchasing items or
systems with a unit value of $15,000 or more. If an item consists of sub-
components, and these sub-components are necessary for the item to function
properly, then this would be considered a system. O&M,N funds may not be used
to purchase the components of a system, where the total cost of the system would
exceed $15,000. The system must be financed with OPN funds. NPS uses OPN
appropriations primarily to finance the procurement and modernization of
equipment; e.g., large computer systems, vehicles, etc.

Typically, NPS cost center personnel will not be involved with OPN
appropriations. They may, however, encounter OPN appropriations for large
departmental purchases. The OPN appropriation symbol is: 17_1810.
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Appropriated Fund Terminology.

Expense and Investment Appropriations may be further categorized into

Obligational Availability Periods; with funding being provided on an incremental or fully
funded basis. To better understand Navy appropriations, cost center personnel should
be familiar with the following terms regarding appropriated fund status and funding
time constraints:

20

Obligation Availability Period (OAP).

An Obligational Availability Period is a period of time allowed to obligate
funds. This is very different from expending funds. For example, when an order
is placed with a vendor funds are obligated; i.e., a legal obligation exists to pay the
vendor when the service is provided or the item is received. After receipt of the
item or service, a charge is made against available funds and the funds become
expended. Therefore, as long as an order is placed during the OAP, and it
conforms to Government regulations, the order is a legal obligation of funds, not

an expenditure.

The Obligation Availability Period for O&M,N appropriations is
generally one year. The OAP for OPN appropriations is usually three years.

Expenditure Availability Period (EAP).

Once the OAP ends, an appropriation becomes an Expired Appropriation
and funds from that appropriation may no longer be obligated. Following the
OAP, however, a two year Expenditure Availability Period (EAP) exists, which
allows the liquidation (expenditure) of outstanding obligations. The EAP applies
to all appropriations.

With respect to accounting procedures; if an QAP lasts for one year, which is
generally the case for cost center funds, and the EAP lasts for another two years -
then accounting ledgers must usually be maintained for a total of three years.

Lapsed Appropriation.
After the Expenditure Availability Period, the appropriation becomes a

Lapsed Appropriation. Outstanding obligations from a Lapsed Appropriation may
no longer be disbursed in the normal manner.
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Successor "M" Account.

Obligated balances from lapsed appropriations accounts transfer/merge to
the appropriations Successor "M" Account. These funds lose their fiscal year
identity for expenditure purposes and remain available indefinitely. Funds which
transfer to the "M" account usually result from poor accounting and reconciliation
practices; where outstanding obligations have not been adequately tracked or
cancellations of orders have not been reported.

Obligations transferred to the Successor "M" Account receive high level
attention, as Government funds are tied up for an indefinite period of time.
Consistent transfers of funds to the Successor "M" Account represent poor
financial management practices, and as such, could result in the major claimant
(OP-09BF) reducing NPS funding levels. Remember to track the status of your

obligations and avoid the limelight!
Incremental/Fully Funded Appropriations.

An incremental appropriation means that Congress must vote each year
to approve funds for a particular program. O&M,N appropriations are usually
provided on an incremental (annual) basis.

Fully funded appropriations are funds appropriated during one fiscal
year for a program or project expected to last for several years. OPN
appropriations may be fully funded for up to three years.

Accounting Classification/Local Management Codes.

Accounting Classification and Local Management Codes are used on
purchase request, obligation and expenditure documents; and provide a means
of accumulating, tracking and reporting financial/accounting information by
purpose and location. In other words, the codes define why money was spent
and who spent it. For example; a Job Order Number, which at NPS is
comprised of a five letter code, may be used to identify accrued expenses by
sub-cost center, as well as provide information regarding the purpose of the
obligation/expenditure.

Further information on Accounting Classification and Local Management
Codes is contained in Chapter 4 - Coding Systems.




CHAPTER 3

FUND MANAGEMENT AT THE
NAVAL POSTGRADUATE SCHOOL

Introduction.

Funds come to NPS in two ways: through direct appropriations and through
reimbursable orders. In direct appropriation; i.e., O&M,N, OPN, etc., funds are
allocated to NPS directly from the major claimant (OP-09BF). Reimbursable funds,
on the other hand, might be funds originally appropriated for other Navy or
government organizations, or they might be funds provided by private companies
(Figure 3.2). Regardless of the source, reimbursable funds represent a lateral
transfer of monies to NPS for the purpose of completing a project or service not
normally funded by OP-09BF. Because of the nature of direct and reimbursable
funding, each must be managed differently. This chapter provides an overview of
the legal implications regarding fund management, as well as some insight into the
nature and management of direct and reimbursable funds.

Legal Aspects of Fund Management.

The laws pertaining to appropriated
funds are contained in a group of statutes

under U.S. Code Title 31 (collectively referred LIMITS OF AN
to as the "Anti-Deficiency Act"); as well as
U.S.C. Title 31 Sections 1301 (a) and 1517. APPROPRIATION

In short, appropriations have three primary
limits: purpose, time and dollar. Any
violation of these limits is a serious offense.
Persons violating the law could be subject to
disciplinary actions, which may include PURPOSE
suspension without pay or removal from
office. Knowing, or willful, violations of
Section 1517 may result in criminal penalties
of a fine up to $5,000 or imprisonment for not
more than two years, or both.

$ LIMIT

TIME

The lowest level holding Title 31
responsibility is the Fund Administering
Activity; e.g., the Superintendent of the Naval
Postgraduate School. Operating Targets issued to departments (cost centers) do not
carry direct Title 31 responsibility, as OPTARs are considered administrative limitations
rather than legal limitations. This statement, however, should not be construed to mean

Figure 3.1 Appropriation Limits
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that cost center violations of Title 31 are inconsequential. Consistent failure of
personnel to maintain their accounts within the prescribed limits is cause for ‘
disciplinary action or dismissal from office.

Violations of the Anti-Deficiency Act may occur for a variety of reasons
including: accounting errors leading to actual over-obligation or over-expenditure,
transferring funds between accounts, failure to post obligations to accounting
records, and delays in posting transactions to the accounting records. If a violation
does occur, a violation report must be forwarded to the Comptroller of the Navy.
NAVCOMPT will then draft a report for transmission to the President, via the
Department of Defense and Office of Management and Budget (OMB). Copies of the
report are also forwar ied to the President of the Senate and Speaker of the House
of Representatives.

Title 31 U.S. Code Section 1301 (a).

Section 1301 (a) requires that appropriated funds be used only for purposes
for which the appropriation was made. The law states, "Appropriations shall be
applied only to the objects for which the appropriations were made except as
otherwise provided by law".

Currently, there is no reporting requirement for violations of Section 1301 (a);
however, if funds from one appropriation account have been spent on items which
should have been funded from a different appropriation, then adjustments must be
made to the accounting records of both appropriations. This would entail crediting
the amount of the expenditure to the appropriation account from which funds were
incorrectly expended and debiting the other appropriation account by the same
amount. If the adjustments result in an over-obligation or over-expenditure of an
appropriation account, then a violation of Section 1517 has occurred and a violation
report must then be prepared. As an example, if a computer system costing
$15,000 is purchased with O&M,N (expense type funds), rather than with OPN
(investment type funds) as it should have been, a violation of Title 31 Section 1301
(a) has occurred. Adjustments must be made to the two accounts when the error is
discovered, i.e., $15,000 must be credited to the O&M,N account and $15,000
debited against the account for OPN. If the purchase was not budgeted for, and
insufficient OPN funds are available to finance the purchase, then a violation of
Title 31 Section 1517 has occurred, and a violation report must be submitted.

Title 31 U.S. Code Section 1517,

Section 1517 prohibits authorizing an obligation in excess of the amount
available in an appropriation (or subdivision thereof) or in excess of the amount
permitted by agency regulations. This law pertains to the total obligated authority,
i.e., spending limits, specified in the Resource Authorization (NAVCOMPT Form
2168-1) provided to the Naval Postgraduate School by the FSA (OP-09BF). Over-
obligation of reimbursable funds could result in a violation of Section 1517 in that,
if the provider of the reimbursable funds refused to cover the over-obligation, NPS .
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would be forced to cover the over-obligation with its own direct funds. This, in
turn, might force NPS to exceed its direct spending authority.

Anti-Deficiency Act: Title 31 U.S. Code Sections 1341, 1349-1350; 1512-1514,
1517-1519.

The principal provisions of the Anti-Deficiency Act are as follows (note the
Anti-Deficiency Act also includes Section 1517):

1. Prohibits any officer or employee from making or authorizing an
obligation in excess of the amount available in an appropriation.

2. Persons causing a violation may be subject to discipline including
suspension without pay or removal from office. If the violation is done
knowingly, or willfully, that person may be subject to criminal penalties
of a fine up to $5000, or imprisonment for two years, or both.

3. Forbids the involvement of the Government in any contract, or
obligation, to pay money in advance of an appropriation.

4. Requires the head of an agency to issue regulations establishing an
administrative control system. The system must keep obligations within
the amount of the allotment and enable the agency to fix the
responsibility for making obligations in excess of the
appropriated/allotted amount.

Direct Funds.

Direct appropriated funds obtained from the major claimant represent the
largest source of funding available to NPS. While the majority of this money is
used to finance day to day operations, a significant portion is also designated to
support the School’s various research efforts. NPS direct funds are categorized,
therefore, as either Operating Funds (OPTAR) or Direct Funded Research (DFR).

Academic departments with approved research projects receive a Direct
Funded Research and an Indirect Support account. The Direct Funded Research
account is subdivided between the research projects according to their approved level
of funding. The Indirect Support account is compensation to the department for
providing additional support to the research projects, such as office supplies, use of
equipment, and the services of support personnel.

NPS civilian labor is funded from all three pots of money; i.e., Operating
Funds, Direct Research, and Indirect Support. Since accounting for civilian labor is
centrally managed by the Comptroller Department, labor dollars are withheld before
allocation of direct funds is made to the departments/cost centers.
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The allocation and management of NPS Operating Funds, Direct Funded

Research and Indirect Support funds is as follows:

26

1. Operating Funds. Allocation of cost center operating funds (OPTARs)
is determined by the NPS Resources Planning Board, and based primarily on
the requirements identified in the cost centers’ budget submissions. The
Comptroller allocates funds to Deans and Line Managers (cost centers), who
further allocate funds to their sub-cost centers, e.g., the Dean of Information
and Policy Sciences (a line manager) would reallocate funds to the
Department of Computer Science, Department of Administrative Science (sub-
cost centers), etc. The Comptroller opens individual accounts for each sub-
cost center, and provides the sub-cost centers with an authorization indicating
total funds available, quarterly allocations, and travel ceilings.

Figures 3.6 and 3.7 provide examples of cost/sub-cost center funding
documents. Note that Figure 3.6 represents a reimbursable research account,
while Figure 3.7 represents direct operating funds.

2. Direct Funded Research. The mission of the Naval Postgraduate
School, as defined by the Secretary of the Navy, is:

" To conduct and direct the advanced education of commissioned officers and
to provide such other technical and professional instruction as may be
prescribed to meet the needs of the Naval Service; and in support of the
foregoing, to foster and encourage a program of research in order to sustain
academic excellence.”

As evidenced by this statement, a strong research program is considered
an indispensable component of advanced education.

In the past, teaching at NPS was funded with O&M,N monies, while
research projects received financing through the reimbursable funds made
available by government agencies or private sponsors. Under this method,
research funding was difficult to manage administratively; accounting was
extremely complex; and funding levels were inconsistent. To ensure that
future research projects received consistent funding, the Secretary of the Navy
directed the Chief of Naval Operations to include NPS research program
requirements in the Navy budgetary process. SECNAVINST 7040.12 states,
in part:

" Changes to current procedures to finance academic research at the Naval
Postgraduate School are required to ensure that sufficient funding is provided,
to establish increased financial control, and to ensure that the program is
responsive to the needs of the Secretary of the Navy (SECNAV), Chief of Naval
Operations (CNO), and Commandant of the Marine Corps (CMC). Under
current procedures, academic research sponsored by DON activities is being
performed by the NAVPGSCOL on a reimbursable basis. In order to remove
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the fiscal uncertainty inherent in this approach, we will begin to mission fund
all such work through the school’s Operation and Maintenance (O&M,N)
operating budget effective FY 88. This new approach is consistent with the
fact that academic research is an integral part of the academic curriculum and
should therefore be funded as an element of the NAVPGSCOL’s educational
mission requirements. Some reimbursable activity in support of special programs
and other DOD needs will be conducted... This policy will ensure that appropriate
resource levels are applied in our budget in consonance with DOD directives."”

Under direct funding, O&M,N funds provide the majority of support
funds for Navy research projects at NPS. Both long and short range planning
must be accomplished by the NPS administration, faculty, research sponsor,
and major claimant (FSA/OP-09BF) to determine the size of the research
program in the coming years; and the level of research which can be
supported in any given year. Basically, this requires that NPS participate in
the DOD budgeting process, and coordinate its research requirements with
both the research sponsor, e.g.,, NAVAIRSYSCOM, etc., and resource
sponsor/major claimant (FSA).

In order for NPS to manage its research efforts, a Letter of Intent (LOI)
must be submitted by faculty members to the Research Administration Office
(RAO), via the appropriate Department Chairman. The LOI, submitted in
January, briefly declares faculty and department intent to submit research
proposals for the upcoming fiscal year. Based on the LOIs, NPS determines
the upcoming fiscal year levels of research for each research sponsor. Further

information regarding the submission requirements for NPS research proposals
may be found in NAVPGSCOLINST 3900.4.

As described later in this chapter, the Research Administration Office
(RAO) was created to effectively manage research projects, while the Research
Council was formed to review research proposals and determine appropriate
allocations. When the annual appropriation for direct funded research is
received by the Comptroller, the Research Council provides the RAO with
approved research projects and an authorized amount of money for each
project. The RAO then issues an authorization letter to the individual
primarily responsible for controlling the project, known as the "Principal
Investigator”. This letter specifies the total funds available for the project and
its quarterly allocations. As trr vel expenditures for research are restricted,
the authorization also contains a travel ceiling.

Accounting procedures for cost center OPTAR and direct funded research
are essentially the same. OPTAR and direct funded research obligation
documents, however, require the use of separate cost/sub-cost center codes and
serial numbers. Appendices E through H contain cost center OPTAR and
DFR codes, as well as assigned document serial numbers. Further
information on coding systems is contained in Chapter 4.
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Note: Prior to 1 October, 1989, the RAO maintained its own set of
accounting records for research funds, and distributed a monthly accounting
report on research fund status. This report was one of two research
accounting reports published by the School; the other being provided by the
Comptroller. Due to timing differences between the reports, and frequent
adjustments to obligations, the information contained in the reports
frequently did not match. This created some confusion regarding which
report cost centers should use to reconcile their accounting ledgers.

Since the beginning of FY90, the RAO has ceased maintaining separate
accounting records for direct or reimbursably funded research projects, and
has discontinued distribution of its accounting report. Currently, the RAO
screens requests to obligate research funds, approves/ disapproves the
request(s), and forwards the documents to the Comptroller Department for
processing.

It is anticipated that the RAO will eventually be able to directly access the
Comptroller’s records, via computer, which will allow the RAO to obtain
current research account information. This will enable the RAO to prepare
accurate research accounting reports, specifically tailored to the needs of
faculty members conducting research. It is envisioned that once the RAO
system i8 on line, the Comptroller Department will discontinue publishing
its reimbursable, and direct funded research reports.

3. Indirect Support. As explained earlier, Indirect Support funds are
used to compensate academic departments for the additional support provided
to professors conducting research. After labor dollars for research support
personnel have been withheld by the Comptroller, the remaining balance in
the account is distributed to the department chairmen for miscellaneous
purchases.

Reimbursable Funds.

Reimbursable funds are obtained through an agreement or contract between
NPS and a sponsoring activity, and differ from funds directly appropriated to NPS.
The agencies, or research sponsors, providing the funds include branches of the
Department of Defense, Government Contract Operated Facilities, civilian agencies,
and in some cases, private sector companies and corporations (refer to Figure 3.2).
Because the funds are designated for a specific project, and do not belong to NPS,
they may not be mixed with other funds, or spent on items not specifically
authorized by the agreement or contract.

To ensure that reimbursable funds are accounted for properly, cost centers must
maintain separate accounting records for each reimbursable account authorized.
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Sources of Funds Clajmants
¢ Navy Activities
O%N . N:nlevy (Covernment)
Private Checks  petivitien -

Rescarch Other
Accounts Reimburssbles

Figure 3.2 Reimbursable Funding

Additionally, the spending of reimbursable funds must be in accordance with
the requirements of the sponsor’s original appropriation; i.e., reimbursable money
provided by an O&M,N (expense type) appropriation may not be used for purchasing
investment type items. If the original appropriations Obligational Availability
Period (OAP) is one year, 8o is the OAP for the reimbursable funds.

The Comptroller receives reimbursable funds in several forms:

1. NAVCOMPT Form 2275 - Order For Work Or Services (for DON
requests),

2. DD Form 448 - Military Interdepartmental Purchase Request (MIPR)
(for other DOD components),

3. check, grant, or agreement.

NAVCOMPT Form 2275 and MIPRs (Figures 3.3 and 3.4) represent 99% of
the documents transmitting reimbursable funds to NPS. The expiration of
reimbursable funds varies depending on the source and type of funding. In any
case, the agreement or funding document will clearly outline the conditions,
amounts, and duration of funding.
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Following acceptance of reimbursable funds by the NPS Comptroller
(Figure 3.5), a memorandum is prepared to notify the department or faculty
member, that funds are available for obligation. The "Granting of Funding
Authorization” memorandum (Figure 3.6) provides the accounting data and alpha-
numeric job order number to be used with the account.

From the standpoint of the NPS cost center, there is little difference in the
make up of direct or reimbursable accounting data. The primary difference is that
all reimbursable job orders numbers begin with the letter "R", and each
reimbursable job order is unique to a particular reimbursable account. (The letter
"R" in the 5 digit job order number is preceded by the NPS Unit Identification Code
(UIC), and the last digit of the fiscal year; e.g., 622710RCVYT.) It is important to
remember that reimbursable job order numbers are assigned by the Reimbursable
Accounts Division on the "Granting of Funding Authorization” memorandum. Cost
centers do not use the code tables provided in Appendices E through H to assign job
orders to reimbursable accounts.

Since all research funds are coordinated through the RAO, which involves a
different chain of accountability, reimbursable accounts may be categorized as either
Research Reimbursables or Other Reimbursables:

Note: It is important to strese that all reimbursable funds received by NPS
do not apply to research - many are used for other purposes; e.g., Public
Works, Family Housing, etc. Because of this, NPS separates reimbursables
into two categories, "Research Reimbursables” and "Other Reimbursables”.
While "Other Reimbursables” occasionally have labor charges, labor must be
accounted for separately with each reimbursahle research accounts.
Separating "Research” from "Other” reimbursables allows the Comptroller to
more accurately track actual labor costs against the costs submitted on the
research projects Budget Page.
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One additional note - Do not confuse the "Other Reimbursable” category just
mentioned, which refers to all reimbursable accounts other than research,
with the "Other Reimbursable” category title and cost code found on the
financial reports prepared by the Reimbursables Accounting Division. This
latter "Other Reimbursables" is simply a group of miscelianeous accounts
which do not fall under any major heading, e.g., Public Works, Housing, etc.
Codes used by the Reimbursable Accounts Division to maintain accounting
ledgers for reimbursable accounts and to code monthly financial reports are:

PW - Public Works Department
FH - Family Housing

RR - Reimbursable Research
NR - Navy Research

RM - Other Reimbursable

AC - Academic Services

DR - DRMEC

PR - PERSEREC

TU - Tuition

1. Research Reimbursables. While the majority of research at NPS is
directly funded through O&M,N appropriations (DFR), a significant portion of
the total research budget is also financed by reimbursable funding.

Reimbursable research projects can be initiated by a sponsoring activity,
or they may be initiated by a professor or department suggesting research in
a particular area. In either case, the process begins with the Research
Proposal (Figures 3.8, 3.9, and 3.10).

After research requirements have been established, the Principal
Investigator (a faculty member responsible for the research project) prepares
and submits a Budget Page (Figure 3.11). The Budget Page provides an
estimate of the project’s total costs. After the project is approved by the
Research Council, and accepted by the sponsoring activity, the sponsoring
agency will then provide the necessary funds.

Requirements are the same regardless of whether the research project is
i ded with DFR or Reimbursable funds.

When the Comptroller receives the research funds, an account is opened
and a reimbursable research job order number assigned. The reimbursable
job order number is used to account for labor, travel, and equipment
purchases. Unlike OPTAR funds, where labor costs are centrally managed by
the Comptroller, the Principal Investigator is responsible for managing the
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labor dollars for his research project (refer to Figure 3.6). A copy of the
authorizing document is forwarded through the RAO, and department
Administrative Assistant, to the Principal Investigator.

2. Other Reimbursables. Other reimbursables represent all
reimbursables other than research. This includes: Public Works projects,
housing projects, agreements with tenant or area commands for support,
tuition paymente, and conference fees. When funding is received, the
Comptroller assigns a job order number to the project and opens an account.
Authorization to obligate funds is sent to the appropriate cost center on the
"Granting of Funding Authorization” memorandum.

Key Research Personnel and Organizations.

The research process involves numerous NPS personnel. To help clarify the
organizational relationships and responsibilities of the various persons and groups
involved, the following information is provided:

Dean of Research.

The Dean of Research is responsible for the administration of all research at
the School. The Dean coordinates liaison with various outside research agencies,
coordinates faculty research initiatives, supervises the staff of the Research
Administration Office, and prepares and submits budget requirements. The Dean of
Research reports to the Provost/Academic Dean and serves as Chairman on the
Research Council.

Research Council.

The Research Council is composed of the Dean of Research, the Provost, the
Director of Programs, Division Deans, the Chairman of the Faculty Research
Committee, and six faculty members. The Council reviews all research proposals
submitted by the faculty and determines the following: allocation of funds to faculty
members, number and assignment of supporting personnel, and amount of
equipment purchases to be supported by research funds.

Research Administration Office.

The Research Administration Office monitors and administers the School’s
overall research program. The RAO attempts to ensure that a project’s total
obligations do not exceed its available funding, and that all expenditures are
specified on the project’s Budget Page. The RAO maintains copies of all research
proposals, Budget Pages, LOIs, proposal modifications, and Granting of Funding
Authorization memorandums. All documents submitted to the Comptroller to
obligate research funds must first be screened by the Research Accounting Office.
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Figure 3.3 NAVCOMPT Form 2275: Order for Work or Services
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Part I Financial Management Overview
Research Sponsors.

Under direct funding, DON research sponsors are notified by NPS of their
allocated share of research effort and the costs of approved proposals. The sponsors
subsequently review and approve the NPS proposals they require, and then monitor
the progress of those programs.

For reimbursable research, sponsors provide the funds required to accomplish
the project. Following NPS acceptance of the reimbursable funds, financial
responsibility for the project is transferred from the sponsor to the School.
Unobligated funds may be reclaimed by the sponsor.

Principal Investigators.
Principal Investigators (PIs) are faculty members who conceptualize, plan, and
coordinate a research project. The PI prepares the Research Proposal and Budget

Page, and carries the primary responsibility for an approved project’s financial
obligations.
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Naval Postgraduate School
Code 02
Monterey, CA 93943

o T
MILITARY INTEI{DEPARTMENTAL PURCHASE REQUEST sace 1 oF PAGES
2. FsC 3. CONTRQL SYMBOL NO. 4. OATE PREPARED 5. MIPR NUMBER 6. AMEND NO.
3C August 1989 DWAM90106 Basic
7.Y70: §. FROM: (Agency, name, » of ong )

DoD-Washington Headquarters Services
Installation Accounting Division
Room 3B269, The Pentagon
Washington, DC 201301-1155

ITEMS T ARE T ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE
© SCREENING (O HAS [C HAS NOT BEEN ACCOMPLISHED.

20T
A8

in the Long~term Competition.

0SD POC: LTC Fred Littlepage
Ed Rader 697-6301

Navy POC: (408) 646-2245

L R R R R R E R R R R R A R R R 2]

ABURSAEL

23 the actach

shown n Ztem 12.

These funcs are provicéed on a REIMBURSABLT
after

30 Sep 90

If tnese Zunds a

, the MIPF must be re

697-1312

mreeseabeser

urned as

ITEM DESCRIPTION ESTIMATED ESTIMATED
NC | (Fegers: stock number, nomenciature, 1pec:fication snd/or drawng No., erc./ QrTyY. UNIT UNIT TYOTAL
PRICE PRICE
« | PE 65107D & 65108D [} ¢ d o [
This MIPR provides funds for Structural Factors $66,219.00

vearesan

2 not accegtad as Catecorv I (Reimbursable:
T "NOT ACCEPTEZ”, checxing Block 7.

BASI5 and no obligaticns mayv be incurred

These funds ma no: e Jiract Cited for Sovernment Travel Purposes.

Torwar2 forma. accepcance and S7 1080 billings and/or obligating documents to address

Col-+5S will rnot be assicgned as paving office for any result:ing

COLTTACIS.

QUESTIONS SHCULD BE LIRECTED TO Larry Hottot

{202) 694-5677

or Autovon 224- 5677

—
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18 oG INSTRUCTIONS AND INSTRUCTIONS FOR OISTRIBUTION OF CONTRACTS AND RELATED DOCUMENTS. | $66,219.00
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12. TRANSPORTATION ALLOTMENT (Used if FOB Contractor's piant)

13 MASL INVOICES TO (Beyment weil be made dy/
DoC-Wasnington !{eadquarters Services, IAD

Room 2B263, The Pentagon
-;ashircton, 22

PAY 3-9?9}3382% 249447

EUNDS FOR PROCUREMENT ARE PROPERALY CHARGEABLE TO THE ALLOTMENTS SEY FORTH BELOW. THE AVAILABLE
1 BALANCES OF WHICH ARE SUFFICIENT TO COVER THE ESTIMATED TOTAL PRICE.

ACRNI APPROPAIATION WAL SUPPLEMENTAL ACCOUNTING CLASSIFICATION Ak lE 24" AMOUNT
- 9790400 1120 1685 P9710 2522 849447 DWAM90106 $33,219.00
9790400 1120 3385 P98I0 2522 S49447 DWAM90106 $33,000.00

4

18 AUTHORIZING OFFICER (Type name and titiel

L. R. Hottot, Cert. Off., DcD-WHS

16. SIGNA

0%'h AuG 1989

b0 SO 448

fﬁvm}v{Fh’ucN 1S OBSOLETE.

Figure 3.4 DD Form 448: Military Interdepartmental Purchase Request
(MIPR)
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Washington, DC 20301- 155 20 Oct 1989 - $66,219.00

4. Tho MIPR idenillleod abeve is acaspted snd he itoms roquesiod will Do pravided ae fallews: (Cheok o0 Appilcabis)
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Jot Order: 62271@RCVYT RN
RCVY2 . 2l !
cc/sce: 56Q3 " v
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Figure 3.5 DD Form 448-2: Acceptance of MIPR
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NAVAL POSTERADUATE SCHOOL
MONTEREY, CALIFORNIA 93943

DATE H 02
APPROPRIATION H 1701804, 1180
yIC : A2271
CC/SCC H NROB
J0B ORDER NUNBER : N2271
AUTHORIZATION NUMBER NOOO2490MRTS008
PURPOSE sOPERATIONS RESEARCH MODELING OF

ANTI-SATELLITE ARDHITECTURES

EXPIRATION DATE : 30 SEPTEMBER %0
SERIAL NUMBER : 001DB~999DB / 6400

Froa :Superintendent (Code:002)
To  :PROFESSOR ROSENTHAL

Code : SR

Via  :RESEARCH ADMINISTRATION
Code 012

Subject ;l‘fantm of Funding Authorization.
Res :(a) NA T Manual 032002.2.B
Enclosure: NAVCOMPT FORM 2275 - BASIC

1. In accordance with the provisions of reference (a) addressee is hereby granted authority to
tncur obligations ug to the asount indicjated below. All docusents should include the accounting
data shown above. This does not corstitute a sub-allotsent of funds,

Amourt of this Authorization: $50,000.00
Previous Authorizations:
Total Authorizations to Date: $50,000. 00
Point Of Contact: LINDA

ABAD
12357 or 3139

H. L. QLAY 11, CAPT, USN, COMPTROLLER
By Direction.

Figure 3.6 NPS Granting of Funding Authorization
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16 Oct 89
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Figure 3.7 NPS Cost Center Funding Authorization
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31900
NC4(012)

From: Superintendent, Naval Pos%tgraduate School
To: Commander, Naval Space Command, (Attn: LT Sue Higgins),
Dahlgren, VA 22448

Subj: SUBMISSION OF RESEARCH PROPOSAL

Ref: (a) SECNAVINST 7040.12
(b) ASN(FM) memo to NPS dated 2 Nov 88

Encl: (1) Research Proposal by Professor R.E. Rosenthal

1. A research proposal, enclosure (1), "“Operations Research
Modeling of Anti-Satellite Architectures," by Professor Richard E.
Rosenthal is submitted for consideration.

2. Although some faculty and student research projects are funded
directly by NPS, the Schoeol accepts a limited amount of
reimbursable funding for projects in support of sponsor
requirements and the educational programs at NPS.

KNEALE T. MARSHALL
By Direction

Blind copy to:
Ccde S55R1

Code 55

Code 05

Code 002
«Code..012CW,

Prepared by:
Research Adrm:inistration Office, Code 012
20 Sep 89

Figure 3.8 Submission of ™ ~search Proposal
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NAVAL POSTGRADUATE SCHOOL
Monterey, California 93943

PROPOSAL FOR RESEARCH
Submitted to: Commander, Naval Space Command
ATTN: Lt Sue Higgins, USN
Dahlgren, VA 22448

SUMMARY

Architectures

N

3. Total Estimated Cost: $50,000

4. Prircipal Investigatcr:

/ZJWM” Condbn O

CHARD E. RCSENTHAL
Prdfessvr of Operations Research

grova.: 7. Reviewed:

flexible tc Fbe wused not only for analyzing U.S.

1. Title: Operations Research Modelin of Anti-Satellite
g9

2. Period gof Support: 1 October 1989 to 30 September 1990

S. Brief Cescr:.pticn: This 1s a proposal to analyze the design
an peration cof various anti-satellite (ASAT;, architectures

o
us:ing crerations research modeling technigues, principally

optimization and stochastic processes. The primary problen
to ke addressed in this research will be ASAT targeting. Our
models will work in conjunction with U.S. SPACECOM's existing
scftware fcor orbital calculations, and will be sufficierntly

battle

management negation needs, but also for predicting apgroaches
that might be taken by a hostile force against U.
assets.

S. space

Information and Policy Sciences

FrETER PUFCZUE, Chailrman GILBERT T. HOWARD, Nirector
Departmenrt of Operations Research of Research Administration
8. Approved:

KNEALE T. MARSHALL, Dean of Date

Figure 3.9 Proposal for Research
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Research Proposal

OPERATIONS RESEARCH MODELING OF ANTI-SATELLITE ARCHITECTURES

1. Background

This 1is a proposal for faculty and students of the Naval
Postgraduate School (NPS) to analyze the design and operation of
various anti-satellite (ASAT) architectures for the U.S. Space
Command (SPACECOM). SPACECOM its a DoD joint command located in
Colorado Springs, drdicated to U.3. military interests in space.
The NPS Space Systems Academic Group has provided many graduates
who have worked or are working for SPACECOM. This proposal
invclves the Operations Research Department of NPS, which has
heretofore had little involvement with SPACECOM.

The focus of this proposal is on contributions to SPACECOM's
ASAT interests through the use o¢f operaticns research modeling
technigues, principally optimization and stochastic processes. Our
researcrn will employ SPACECOM's existing software for crbital
calculations, and will call upon cooperation with SPACECOM in other
areas of expertise as appropriate.

The :intended benefit to SPACECOM of this research 1is mcre
eff-cze"t utilizaticn of existing resources. The operations
research agpprcach involves three essential phases: the formulaticn
cf mathematical mecdels to represent real-world dec:ision problems,
the algecr:ithmic soclution of these models, and the interpretation
cf these sclutions in a way that leads directly to implementable

and demonstratively effective decisions. This approach has yielded
enormous cost savings and great improvenents in other measures of
effectiveness over a wide range of military and civilian
applications.

2. The ASAT Targeting Application (STOMP)

The primary preblem to be addressed in this research will be
ASAT targeting in support cf a SPACECOM research project called the
Space Target Cptimization Modeling Program (STOMP). The models we
intend to build for this program will be sufficiently flexible to
be used not only for analyzing U.S. battle management negation
needs, but also for predicting approaches that might be taken by
a hostile force against U.S. space assets.

An optimization modeling approach for ASAT targeting |is
currently under development as an NPS masters thesis by LCDR
Stephen A. Tisdale [1989), with guidance and assistance from
FSPACECOM. We provide a brief description of this model, and
mention some areas where we propose to investigate modifications
or extensions. g @ ¢

2.E. Rosenthal -1~ Septesder 7, 1989 (rev.)

Figure 3.10 Research Proposal (text exainple)
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BUDGET: ESTIMATED COSTS

1. FACULTY LABOR (salary and benefits)

Principal Investigator

Professor Rosenthal - 109 days 38,000
TOTAL ESTIMATED LABOR COBT 38,000
3. TRAVEL - DOMESTIC
Faculty: 3 visits to sponsor, 2 trips
to ORSA/TIMS meetings 5,000
4. EQUIPMENT AND SUPPLIES
Items under $15K 7,000
TOTAL ESTIMATED NON-LABOR COST 12,000
TOTAL $50,000
NCTES
1. These are estimated expenditures only. The

actual distribution of expenditures between labor,
equipment and travel may differ from these estimates.

2. Unless specifically stated to the contrary,
acceptance and fiscal support of the proposal authorizes
approval cf the procurement of equipment as indicated in
the proposal and retention of title to that equipment by
the Naval Postgraduate School.

3. The lakbor costs include direct benefits such as

insurance, retirement, earned sick leave and annual
leave.

2.E. Rosenthal -6= Septesber 7, 1989 (rev.)

Figure 3.11 Budget Page (estimated costs)
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PART I1

INTRODUCTION

Part II of this guide provides information necessary to administratively prepare
NPS financial documents. In the interest of completeness, procedures and examples for
preparing several non-financial documents have also been included.

While it is impossible for this text to cover every conceivable situation, the
explanations and examples provided should enable cost center personnel to prepare the
majority of financial documents typically encountered at the Naval Postgraduate School.
Chapters 4 through 3 discuss the following aspects of accounting documentation and
provide samples of the various documents used to record obligations and expenditures:

Chapter 4 - Coding Systems

Chapter 5 - Purchases Document Preparation

Chapter 6 - Travel Document Preparation

Chapter 7 - Labor Document Preparation

Chapter 8 - Training Document Preparation

Chapter 9 - Reimbursable Fund Document Preparation .

Chapter 4 is devoted to DOD, DON, and NPS coding systems, and describes the

various codirg structures found on financial documents. The chapter begins with a brief

introduction to the coding system used for appropriation documents and high level
financial reporting, and concludes with a detailed explanation of NPS Accounting
Classification and Local Management Codes.

Chapters 5 through 9 group the documents into several descriptive categories.
Each chapter outlines the purpose for the documents, defines cost center administrative
responsibilities, and illustrates procedures for document preparation.
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CHAPTER 4

CODING SYSTEMS

Uniform Expense Accounting Structure.

In order to integrate programming, budgeting, accounting and reporting under the
Resource Management System (RMS), a uniform system of accounting is necessary. Such
a system ensures that reported information serves the need of managers; that it facilitates
comparisons of accounting and budget reports; and that it aligns budgeting and accounting
information with the programming needs of the Department of Defense. The accounting
structure of the RMS is tied to programs established by DOD, and the President’s Budget,
and serves as a basis for units to report their operating expenses.

The following coding categories for spending appear on funding documents, i.e.,
appropriations, allotments, etc., as well as FIPC accounting reports (UMRs), and indicate
who spent the funds and the purpose for resource use under RMS:

Budget Activity (BA). The Department of Defense Five Year Defense Plan
contains eleven major programs. The major programs apply to each of the Service
Departments and are identified by a code known as the Budget Activity.

Budget Major Program

Activity

1. Strategic Forces

2 General Purpose Forces

3. Intelligence and Communications

4 Airlift and Sealift

5. Guard and Reserve Forces

6. Research and Development

7. General Supply and Maintenance

8. Training, Medical and Other General Personnel Activities
9. Administrative and Associated Activities
10. Support of Other Nations

11. Special Operation Forces
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Part II Document Preparation

The Budget Activity relates a portion of a given defense appropriation to a
major program. O&M,N appropriations, for example, may be subdivided into 11
separate Budget Activities. Figure 4.1 provides an example of O&M,N
appropriations for the Navy’s strategic forces.

Program Element (PE). The PE is a further breakdown of the Budget Activity.
It groups forces, manpower, and costs into projects, e.g., the Trident missile project,
within each major program.

Sample Appropriation and Subhsad Symbgl
SYMBOL = SUBHEAD

173 .
lTn BUDGET ACTIVITY 1 (STRATEGIC PORCES)
ADMINISTERING OFFICE NAVSEA

THE O&M,N APPROPRIATION

FISCAL YEAR 1982

DEPARTMENT OF THE NAVY

Figure 4.1 Sample Appropriation and Subhead

Unit Identification Code (UIC). A general identification code used to identify a
DON unit. It is used for all reporting purposes and is not purely financial in
nature. The UIC for NPS, for example, is "62271".

Activity Group/Sub-Activity Group (AG/SAG). A two character code which
shows principal areas of financial activity; required by major claimants for the
administration of funds under RMS.

Functional/Subfunctional Category (F/SFC). A two character code which
indicates the functions being performed when resources were used. The first
character of this code is the functional category, while the second character is the
subfunctional category.

Cost Account Codes (CAC). A four digit alpha-numeric code which describes the
F/SFC in more detail and classifies transactions according to purpose.

Expense Elements (EE). A single character code which classifies an expense by
the type of resource being consumed.

In practice, the Comptroller Department is primarily concerned with the last four
coding categories. AGs are generally used at the major claimant level, while SAGs are
used at the Fund Administering Activity (NPS Comptroller) level and above.

Both L..e official accounting reports (FIPC UMRSs) received at NPS, and the
accounting reports sent out by NPS, reflect the utilization of funds by means of RMS
category codes. The category codes may be presented in various formats depending upon
the purpose of the report.
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Chapter 4 Coding Systems

At NPS, the Comptroller Department prepares the "Monthly OPTAR Report” and
"Reimbursable Report” for the cost centers, which indicate fund utilization primarily by
means of a local coding system. The local coding system is comprise of Local
Management Codes (LMCs) which, together with the codes previously mentioned, allow
funds to be tracked by both location and purpose; i.e., they identify who obligated the
funds and why they were expended (Figure 4.2).

COST ACCOUNTING CODING STRUCTURE

___ COST/SUBCOST CENTER
___ LOCATION __|
|__ LOCAL MANAGEMENT CODE (LMC)

J

|

cosT |

ACCOUNTING __|
=i ___ACTIVITY/SUBACTIVITY GROUP (AG/SAG)

I

|

|

PURPOSE __|  FUNCTIUNAL/SUBFUNCT[ONAL CATEGORY (F/SFC)
|
[ COST ACCOUNT CODE (CAC)

|
|__ EXPENSE ELEMENT (E/E)

Figure 4.2 Cost Accounting Coding Structure

Cost centers and sub-cost centers at NPS do not become directly involved with
preparing or reconciling RMS reports; therefore, they do not require extensive knowledge
of RMS codes or reporting procedures. In fact, cost center personnel usually prepare their
financial documents using "canned” accounting codes provided by the Comptroller at the
beginning of each fiscal year. Personnel using these "canned" codes to enter accounting
data on various obligation documents, e.g., travel orders, training documents, etc., should
be aware, however, that many of these codes are actually the same RMS codes used on
official accounting reports.

Accounting Classification Code.

Accounting Classification Code, often referred to as "lines of accounting data”,
provide a means of accumulating and reporting accounting information in a uniform
manner. The code is used on all purchase request, obligation and expenditure documents.
It also relates directly to many of the RMS codes previously mentioned, and allows the
AAA/FIPC to furnish the Fund Administering Activity with official reports on
disbursements and refunds. The complete accounting classification consists of nine coding
elements; the content of each element will vary depending upon the reporting activity and
its specific reporting requirements. The accounting classification used by NPS is as
follows:
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Part II Document Preparation

Example
Elements: [3V] [§1] 3 4) 8 18 [§4] ()] £
AA 1701804.1180 000 62271 0 000179 2D VABOO1 622710QABQR Q

(h A ting Data Classificats
Appropriation Date

(20 Appropriation Babhead
(3)  Object Class l ‘

(4)  Buresu Control Number/ UIC

(5)  Subsllotment

(8)  Aunthorisstion Accounting Activity |
() Tr tion Type ‘

(8)  Property Accounting Activity |
(9)  Cost Code.

Elements of Accounting Classification Code.

(1&2) Accounting Data Classification (two digits alphabetic).

denote the purpose for travel fund expenditures. Code usage is mandatory and,
while only the applicable codes need be used, the codes must be entered on the
appropriate travel document in sequential order. Specific information on travel
documents and code usage is contained in Chapter 6 - Travel Documents.

|
|
Accounting Data Classification codes (shown below) are used on travel documents to

AA= Per Diem, POV Travel, non-GTR air travel and miscellaneous charges.
Includes taxis, baggage tips and rental car (if the rental car is used in
conjunctior. with air travel).

AB= Cost of GTR travel only.
AC= Travel Advance.
AD= Registration and Tuition fees.

Appropriation Data/Subhead (eleven digits).

The appropriation code for Navy and Marine Corps funds begins with "17" to
identify the Department of the Navy. The next entry is the last digit of the fiscal
year. For FY90 the entry would be, "0".

The next eight entries in Element (1) are the funding code numbers for the
appropriation, together with its subhead. For NPS O&M,N (direct funds) this entry
is, "1804.1180".

Example:

AA = Per diem

17 = Navy

0 = FY 1990

1804= O&M,N appropriation code
1180= Appropriation subhead
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(3) Object Class and Reimbursement Source Codes (three digits).

Object Class Codes are used in reporting data whenever an analysis by object
class is required. An object class is based upon the nature of the services, or
articles for which funds are expended, as distinguished from the purpose for which
such obligations are incurred. Expense elements are not shown in this field. For
NPS, a class code is usually not required; therefore, the entry is "000".

(4) Bureau Control Number/UIC (five digits).

For Headquarters and centrally managed programs a Bureau Control Number
is entered in Element (4). For field operating budgets, such as NPS, the activity’s
Unit Identification Code is entered. For NPS, the entry is "62271".

(5) Suballotment (ore digit alpha/numeric).

The Suballotment code is assigned to a receiving activity if they receive
regular suballotments. It is used when more than one operating budget is issued
to a single UIC under the same subhead. This field does not apply to NPS;
therefore, the entry is "0".

(6) Authorization Accounting Activity (six digits).

The UIC or Bureau Control Number is entered for the activity designated to
perform official accounting functions. For NPS, this activity is the NRFC,
Washington, D.C.; therefore, the FIPC’s UIC, "000179", is entered as Element (6).

(7) Transaction Type (two digits alpha/numeric).

A Transaction Type is a designator code which identifies purchases for stores
accounts, direct charges to plant property accounts, travel payments, contract
payments and other charges. The following codes frequently apply:

2T= Repairs of material in store other than stock funds.

1K= Military or Civilian travel advances.

2D= All other transactions, except that other specific codes will be applied at time
of payment in accordance with Navcompt Manual Vol II, Chapter 8, Par.
028004.

(8) Property Accounting Activity/Auxiliary Cost Code (six digits
alpha/numeric).

At NPS, this element is used primarily as an auxiliary cost code. The first entry
to Element (8) is the last letter of the form's "Type of Document” code. The next five
entries are the form’s "Assigned Serial Number”. These six entries correspond to the
last six digits of the form’s Standard Document Number. For example, the code
"VABOO1" indicates that this document is the first "Claim for Reimbursement”
submitted by the Comptroller Department in FY 90. Refer to appropriate appendix for
the applicable type document codes and serial numbers.
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Navcompt Manual Volume II states the following:
(1) General.

When this element is not for the purposes described in subparagraphs (2)
through (9), this element will be available as an extension of the cost code element
for other pertinent data.

(2) Stores Account.

When the transaction type code indicates a purchase for a stores account
(Navy Stock Account centrally managed allotment purchases, Appropriation
Purchases Account, Marine Corps Stock Fund Account, or Marine Corps
Appropriation Stores Account), the unit identification code assigned to the activity
designated to take up the property in the stores account will be shown as the
property accounting activity. In the case of Navy Stock Account class 207
centrally managed allotment purchases, the activity to be identified will be the
ship responsible for the stores account.

(3) Plant Property Account.

When the transaction type code indicates a purchase as a direct charge to
the plant property account (not through a stores account), the unit identification
code of the activity for which the plant property is purchased (the activity for
which a Reconciliation of Plant Account (NAVCOMPT Form 167) is prepared)
will be shown as the property accounting activity.

(4) Travel Order Identification.
(a) General.

For temporary additional duty travel of military members and
civilian employees, identification of the travel order is accomplished on
transportation requests, military transportation authorization, and travel
claims by citing the TANGO or travel order number as an element of
accounting data. On travel orders, transportation requests, military
transportation authorizations, and travel vouchers, the TANGO or travel
order number will be shown on the accounting classification line following
the transaction type and preceding the cost code. For all temporary
additional duty travel funded by Navy annual appropriations for fiscal
year 1977 or subsequent fiscal years (including such travel of Marine Corps
personnel), the last digit of the fiscal year funding the travel will be the first
character of the six-character TANGO or travel order number. For
example, if the appropriation chargeable is 1771804, Operation and
Maintenance, Navy, the first character of the six characier TANGO or
travel order number will be the numeral 7. When travel is funded by
Marine Corps funds, there is no restriction as to the first character of the
travel order number.
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(b) Exception.

An exception to subparagraph (a) applies when the travel crder
cites the appropriation 17-1319, Research, Development, Test, and
Evaluation. Travel orders, transportation requests, military
transportation authorizations, and travel vouchers citing the RDT&E
appropriation will include the TANGO or travel order number in the
cost code.

(5) Fleet and Security Assistance Program Requisitions.

The unit identification code of the requisitioner for procurement
transactions relating to the operating forces, including ships operating under
special accounting class 207 procedures, will be shown as an extension of the
cost code element. The unit identification code will be preceded by R or V as
applicable. For Security Assistance Program requisitions citing Foreign
Military Sales (FMS) or Grant Aid (GA) appropriation (17-11X8242, Advances,
Foreign Military Sales, Executive (Transfers to Navy), or 17-11-1080, Military
Assistance (Transfers to Navy), the unit identification codes from the
MILSTRIP requisition number will be cited.

(6) Research, Development, Test, and Evaluation.

The program element and the project number will be cited for all
RDT&E funded procurement transactions. Only the program element is
required when the transaction pertains to material issues from the Navy Stock
Fund or to civilian labor. In this instance, the program element will be
shown in the first and second positions followed by four zeros.

(7) Research, Development, Test, and Evaluation, Navy, FY 1981 and
Subsequent Years.

The Property Accounting Activity (PAA) will be structured for FY 1981
and subsequent years as follows:

Headquarters and Centrally Managed Programs Administering Office
and Operational Budget Holder (AO & OB) and Reimbursable
Programs (HB OB) Levels

PAA

000 00 0

Performing Activity
or Local Use

State Code or
Local Use

Element of Expense
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Field (OB) and Reimbursable Programs (FLD OB)

PAA

SO N

(8) Navy Stock Fund Budget Project.

When the Navy Stock Fund is reimbursed for an issue, the financing
Navy Stock Fund two-digit budget project number will be cited in the fifth
and sixth positions of the element, preceded by four zeros under the line of
accounting data representing the appropriation charged. When the Navy
Stock Fund is reimbursed for a cash sale in register 14 (credit to Navy Stock
Fund), this element will contain a four-digit customer code followed by the
Navy Stock Fund budget project number.

(9) Military Personnel, Navy Subsistence-in-Kind Program.

For subsistence-in-kind procurements from local vendors, report the
Julian date of the requisition preceded by two zeros. The Julian date must
be compatible to the appropriation fiscal year cited in the accounting
classification code.

(9) Cost Code (twelve digits).

The Cost Code provides more detail than the information identified in the
remainder of the accounting classification code. The cost code system is assigned
by the accounting office (FIPC) serving the allotment holder (NPS), in collaboration
with the major claimant.

The cost code used by NPS consists of twelve digits. The first six digits
correspond to the NPS UIC; i.e., "62271". The next digit entered is the last
number of the fiscal year; for FY 90 the entry would be "0", for FY 91 the entry
would be "1", and so on.

The five digits, which follow the fiscal year entry, equate to the Job Order
Number. The Job Order Number, which is further defined in the next section,
consists of five entries; (1) a single digit for the expense element, (2) the first digit
of the cost center code, (3) the first digit of the sub-cost center code, and (4&5) two
additional digits for descriptive elements.

The final cost code entry is a s:ngle character representing the expense
element. It is separated from the previous eleven cost code digits by a single
space. As an example, the cost code "622710QABQR Q" represents an oblige‘ion
incurred by the NPS Comptroller Department, in FY 90, for registration fees or
conference costs.
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Local Management Coding System.
Office Codes.

Office codes are assigned to each office within the NPS organizational structure,
primarily for the purpose of routing correspondence. The coding structure provides an
efficient of means of identifying departments (cost centers) and their respective
division/branch offices (sub-cost centers). Office codes are not the same as cost/sub-cost
center codes and must not be used for accounting data entries. Office codes may be found
in Appendices E or F.

Cost Center/Sub-Cost Center Codes.

Cost center and sub-cost center codes are local management codes assigned to each
department and division for the purpose of tracking financial information. With respect to
NPS, the codes are assigned in collaboration with the FIPC (accounting activity) and FSA
(major claimant). Cost and sub-cost center codes make up a portion of the job order
number, standard document number, and accounting classification cost code, and are used
on financial documents to identify obligations and expenditures by location. Ensure that

the correct codes have been selected when preparing financial documents, as the NPS

codes vary depending upon whether the fund source is OPTAR, Direct Funded Research or
Indirect Support. Cost/Sub-cost center codes may be found in Appendices F and G.

Job Order Numbers.

O&M,N/OPTAR Funds.

The Navy uses job order codes to
account for accrued expenses, by relating
the job order to various categories into
which expenses aire classified. Job order
numbers are recorded on all documents
used for procurement, consumption/
application, and accounting for operating
funds. A job order could contain the
elements shown in Figure 4.3; however, as
each shore activity is unique in its
mission, location, etc., the job order coding
is the responsibility of the individual
corrmand, and may have greater or fewer
parts than the one illustrated.

Figure 4.3 Sample Job Order
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At NPS, the job order number consists of the following: ‘

JOB ORDER NUMBERING SYSTEM

T G C G S

Lxernse sUs cost ceNTEm ADDITIONAL DESCRIPTIVE
ELENTHT cLENPTS

Refer to Appendix D for the information on expense elements codes.
Reimbursable Funds.

The primary difference in accounting between Naval Postgraduate School
O&M,N (direct) monies and reimbursable monies, is that accounting for
reimbursable funds must be done separately for each funding document. Because of
the variety of reimbursable funds received by NPS, each reimbursable account must
be treated as a separate "pot of money" for accounting and billing purposes.
Funding documents received by NPS are each assigned a separate job order number
by the Comptroller, and each number is unique to that reimbursable account. On
the other hand, the FY 90 Operating Budget of $46,743,000 is accounted for by
multiple job order numbers unique to each cost and sub-cost center, but jointly tied
to the total direct funding.

Job order numbers assigned by the Comptroller for reimb ursable accounts
consist of a five digit alpha-numeric code, usually preceded by the NPS UIC and
the last digit of the fiscal year:

The first digit of the code will always commence with the letter "R", to
indicate that the funds are associated with a reimbursable account.

The next four letters are a "special code" the Comptroller assigns depending
upon the reimbursable account category the funds are assigned to; i.e.,

PW - Public Works Department
FH - Family Housing

RR - Reimbursable Research
NR - Navy Research

RM - Other Reimbursable

AC - Academic Services

DR - DRMEC
PR - PERSEREC
TU - Tuition

While the codes for reimbursable accounts may not appear systematic to
personnel working at the cost center level, suffice it to say that a unique job order .
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number is assigned to each reimbursable account. The account’s job order number
is provided to cost centers, on a "Granting of Funding Authorization" memorandum,
whenever the cost center is given authorization to obligate reimbursable funds.

Document Numbering System.

Document numbers are used to administratively track financial documents. At
NPS, a document’s standard document number would be assigned as shown in Figure F.1
of Appendix F.

Appendices F and G provide OPTAR and Direct Funded Research document serial
numbers assigned to NPS cost/sub-cost centers. Note that the document serial numbers
must be used in sequential order. The first row of serial numbers shown in the
Appendices apply to all documents other than DD-1348 Milstrip Requisitions. For
example, the Comptroller Department’s OPTAR serial numbers commence with ABO00 and
progress sequentially through AB999. If more than one thousand document serial numbers
are required during the fiscal year, the Comptroller OPBUD Division must be notified and
a new series of document numbers will then be assigned.

For Direct Funded Research (DFR), a variation on the system shown in Appendix G
has recently been implemented in order to separate different research accounts within the
same cost/sub-cost center. For DFR accounts, the third digit of the document serial
number will be a letter (vice a numeral) assigned to a specific Principal Investigator
within that department. For example, a research account document serial number for
Professor Smith, of the Computer Science department, might be "LAAQQ", vice the
Computer Research departments normal serial number of "LA000". In any case, a unique
range of document serial numbers will be provided to the Principal Investigator, on the
"Granting of Funding Authorization” memorandum, when research funds are approved.

The second row of document serial numbers, shown in Appendices F and G, pertain
to DD-1348 Milstrip Requisitions. A DD-1348’s document number must always start with
the UIC, followed by the julian date, and the four digit serial number. As each cost/sub-
cost center is assigned a sequence of ten serial numbers, only ten requisitions may be
made per julian day. As an example, the Comptroller Department’s first requisition of
the day, on January 01, 1990, would require the document number "62271 0001 0011".
The document serial numbers would progress up to "0020" for each subsequent requisition.
The first requisition on January 2 would read "62271 0002 0011".




CHAPTER 5

PURCHASE DOCUMENTS

Introduction.

The purchase of supplies or services involves one of several documents. The
document used is dependent upon the source of supplies or services. Generally, purchases
from government sources require the DD Form 1348 (DOD Single Line Item Requisition
System Document), while purchases from commercial sources require the NPS Open
Purchase Requisition Form. Procurement of express mail service requires a DD Form
1149 (Requisition and Invoice/Shipping Document).

The following forms are used to obligate funds:

1
2)
3
4)

NavCompt 2277 Voucher for Disbursement and/or Collection.
DD Form 1149 Requisition and Invoice/Shipping Document.
DD 1348 DOD Single Line Item Requisition System Document.
NPS Open Purchase Requisition Form.

Two additional forms are used to requisition items from local sources.

5)
6)

GPO 689-317, Office Supplies, Turn-in or Request.
NAVFAC 9-11014/8, Material Requirements/Issue Document.

References.

1)

@)

3)

4)

®)

6)

Supply Department’s FY90 Customer Service Manual

A guide for procurement and disposition of material and supplies.
Provides basic information about NPS supply services and
preparation of required documents.

NAVPGSCOLINST 3900.2
Accountability of Books Purchased through Reimbursable Research
Funds.

NAVPGSCOLINST 4400.1
Requisition/Receipt Procedures for Supplies.

NAVPGSCOLINST 4400.2
Policies and Procedures for Purchasing Restricted Items.

NAVPGSCOLINST 7200.1E
Fees & Expenses to Visiting Lecturers/Consultants.

NAVPGSCOL NOTICE 7200 Fees for Guest Lectures/Consultants
(Honorariums).
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Document Description.

NavCompt Form 2277 Voucher for Disbursement and/or Collection.
(Figures 5.1 and 5.2)

Although the NavCompt Form 2277 has many uses, it is addressed in this section
for the authorization and payment of Honorariums.

Honorariums.

A Honorarium is a gratuitous payment, or fee, paid to guest lecturers or
consultants for their services. Departments wishing to pay honorariums to guest
lecturers must complete NavCompt Form 2277 (Figure 5.1), and a local honorarium
request form (Figure 5.2). As the Comptroller authorizes all honorariums,
payments should be cleared through the Comptroller prior to scheduling the guest
speaker. If the honorarium involves research funding, the documents should be
routed to the Comptroller, via the Research Administration Office. Approved
honorariums are forwarded to the Personnel Support Detachment (PSD) for

payment.

Honorariums over $250 per day require approval of the Division Dean.
Honorariums exceeding $350 per day must be approved by the Superintendent.

DD Form 1149 Requisition and Invoice/Shipping Document.
(Figure 5.3)

DD Form 1149 form is used for overnight mailing of materials from NPS.

DD Form 1348 Single Line Item Requisition.
(Figures 54 & 5.5)

The DD Form 1348 is used to requisition and pay for supplies and equipment
procured through government sources; e.g., Navy Supply System, General Services
Administration (GSA), etc. When used as a requisition, each line item requires a separate
form. The form may also be used to pay for items acquired through local government
supply stores, like NPS Ready Supply, and NPS Office Supply Issue.

NPS Open Purchase Requisition Form.
(Figure 5.6)

The Open Purchase Requisition is used to order items not available through
government sources, and therefore must be procured commercially. The Purchasing
Officer uses the form to prepare the DD Form 1155, Purchase Order. The Purchase
Order represents a legal obligation of funds, and is mailed to the vendor by the
Purchasing Office.
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GPO 689-317, Office Supplies, Turn-in or Request.
(Figure 5.7)

This form is used for requesting items from Office Supply Issue. The document
expedites issuance of supplies and is used to subsequently bill cost centers.

NAVFAC 9-11014/8, Material Requirements/Issue Document.
(Figure 5.8)

This form is a preliminary document used to request items from Ready Supply
(Ready Supply is similar to a commercial "Cash and Carry"” operation). When the
document is received by Ready Supply, the request is filled and the requesting activity

notified of the total amount. The requesting activity must then use a DD-1348 to pay for
and receive the goods.

General Information.

Government regulations stipulate strict guidelines for selecting the suppliers of
goods and services. The requisition documents required to order supplies or services,
depend upon the source of supply.

Regulations require that the precedence, specified below, be applied in determining
source of supply. In other words, the requisitioner must first check to see if items needed
are available through excess property. Procuring a item commercially (open purchase) is
the supply source of last resort.

1, DOD Excess Property

2, DOD Standard Stock

3. GSA Stores Stock

4. Blind/Handicapped made or Prison Industries

5. GSA Contracts

6. Commercial Source (Open purchase)

Catalogs, or a listing of supplies and services available from each of these sources,

can be obtained from the Supply Department. The Supply Department screens all
requisitions to ensure that the source and price are correct.

Document Preparation.

The Supply Department publishes and distributes the "Customer Service Manual’,
which includes purchasing guidelines and instructions for preparing purchase documents.
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While this section will not duplicate the efforts of the Customer Service Manual,
procedures for completing NAVCOMPT Form 2277 (Figure 5.1) have been provided.

Examples of the following documents are also included:
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Memorandum - Payments to Visiting Lecturers/Consultants
(Figure 5.2)

DD Form 1149, Requisition and Invoice/Shipping Document
(Express Mail) (Figure 5.3)

DD 1348, DOD Single Line Item Requisition System Document.

(Figures 5.4 & 5.5)

NPS Open Purchase Requisition Form.
(Figure 5.6)

GPO 689-317, Office Supplies, Turn-in or Request.
(Figure 5.7)

NAVFAC 9-11014/8, Material Requirements/Issue Document.
(Figure 5.8)
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HONORARIUMS

NAVCOMPT FORM 2277 - VOUCHER FOR
DISBURSEMENT AND/OR
COLLECTION

The NAVCOMPT FORM 2277 is a multi-purpose form, often used at NPS to pay
Honorariums to guest speakers. Guidelines covering honorariums are contained in
NAVPGSCOL Instruction 7200.1E and NAVPGSCOL Notice 7200 dated 14 April, 1989.
Like any other purchase, the honorarium must be approved prior to receiving the service.
The following information provides amplifying instructions for completing the form. Blocks
not covered should be left blank. A sample of a completed form is shown in Figure 5.1.

BLOCK DESCRIPTION

(1) PURPOSE

ru

Place an " 1" in the DISB box to indicate the form is being used for a
disbursement.

(2) DATE
Enter the date of the request. Honorariums must be authorized in advance
of the service, therefore, this date must be prior the to datets) of service in
block 9B.

3) REFERENCE DOCUMENT NO.

N62271(FY)MD (5-digit serial number)
Example: N6227190MDAB001

(6) FROM:
Department Name and Address.
8) TO:

Name, Social Security Number, and Address of the guest lecturer. The check
will be made payable to the name in this block.

(9A) INVOICE OR ORDER NO.
Leave blank.
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(9B)

00

(9D)

(9E)

(9F)

(9H)

(10)

13)

(16)

—
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DATE OF DELIVERY/SERVICE
Enter the actual dates of the lecture.
DESCRIPTION
Enter "Honorarium for Guest Lecture".
QUANTITY
Enter the number of days for which the guest lecturer will be paid.
UNIT PRICE

Enter the daily appropriate fee in the COST block (guidelines for this are
published in NAVPGSCOLINST 7200.1E and enter "DAY" in the PER block.

AMOUNT

Enter the total Honorarium in this block. It should equal the product of the
price (block 9D) and quantity (block 9E).

TOTAL
Enter the sum of amounts in block 9F.
TYPE OF PAYMENT OR BILL
Place an "X" in the FINAL box.
ACCOUNTING CLASSIFICATION TO BE CHARGED

Enter the Accounting data (see the Coding Section) and the appropriate
amount to be charged.

APPROVED

Type the Comptroller'’s name, rank, service, current date, and title; i.e.,
"Comptroller”.
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Figure 5.1 NAVCOMPT 2277 Voucher for Disbursement (Honorariums)
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MEMORANDUM
From:
To: Disbursing Section, Personnel Support Detachment

Via: Comptroller

Subj: PAYMENTS TO VISITING LECTURERS/CONSULTANTS

Ref: (a) NAVPGSCOLINST 7200.1E

1. 1In accordance with reference (a), an honorarium in the amount

of $ is just and proper payment to ,
(U.S. citizen only)

SSN , home address , for

professional services performed in the Naval Postgraduate School,

Monterey, California on the day of 19 .  The

purpose of the visit and the nature of the services to be provided
are:

[7Exp1ain in detail the purpose,
; and the benefit to NPB.
l

3. The visiting lecturer/consultant is:

( ) not an employee of the Federal Government
( ) not a U.S. citizen

3. Visiting lecturer/consultant is to travel from

City
Mode of travel
State (POV, Commercisl A:r, etc.)

4. An ITC will/will not be requested.
Est of ITO (not paid with fee) (Copy attached) $

5. Please ( ) mail check to payee’s home address
( ) hold check to be picked up for delivery to payee
()

other disposition of check (specify)

Requestor

Authorizing Fund Administratoer

Division Dean/Resource Mgr
(if over $250.00 per day)

Figure 5.2 Payments to Visiting Lecturers/Consultants
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NPS OPEN PURCHASE REQUISITION FORM
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Figure 5.6 NPS Open Purchase Requisition Form
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CHAPTER 6

TRAVEL DOCUMENTS

Introduction.

Several documents exist which deal with the obligation and expenditure of funds for
travel purposes. These include:

(1) NAVPERS-1320 TEMADD Military Travel Order.

(2) DD Form 1610 Civilian Travel Order.

(3) NAVSO 4650/10 Invitational Travel Order.

(4) Fund Cite Authorization.

(5) SF 1164 Claim for Reimbursement for Expenditures on Official
Business.

(6) DD Form 1351-2 Travel Voucher.

In addition, several forms and messages assist in the preparation of travel
documents, expedite claims for travel reimbursement or provide approval for foreign travel:

(7) Travel Request

(8) Travel Worksheet
(worksheet titles and formats may vary from one department to
another)

(9) Passenger Reservation Request

(10) Worksheet for Reimbursement of Travel Expenses

(11) Visit Notification or Area Clearance Request

References.

(1) Joint Federal Travel Regulations
Sets forth Federal Travel Entitlements.

(2) NAVPGSCOLINST 4650.4B
Policy for Official Travel Performed By NPS Personnel.

(3) NAVPGSCOL NOTICE 5050 of 27 April 1989
Reduction in Military and Civilian Travel Costs.

(4) NPS Travel/Country Clearance Handbook
Travel document preparation procedures for travel outside CONUS.
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Document Description.

NAVPERS 1320/DD Form 1610 - Military/Civilian Travel Orders.
(Figures 6.6, 6.7,& 6.8)

TAD Travel Orders officially authorize travel for military or civilian DOD personnel
required to perform temporary duty outside of the local area. Individuals requiring travel
usually provide specific travel information on the Travel Worksheet and Passenger
Reservation Request. This information is then transferred to the Travel Order by the
department’s travel clerk.

NAVSO 4650/10 - Invitational Travel Orders (ITO).
(Figures 6.9 & 6.10)

Invitational Travel Orders are issued to persons not employed by the government.
For example, an ITO might be used to pay the travel expense of a visiting guest speaker.
Travel advances are not authorized for this type of travel order.

Fund Cite Authorization (FCA).
(Figures 6.11 & 6.12)

Fund Cite Authorizations allow NPS funds to pay the travel expenses of personnel
assigned to other activities. For example, assume the Naval Postgraduate School were to
invite a DOD employee to travel to Monterey and assist in a research project. NPS
would send a Fund Cite Authorization to the visitor’s employer, detailing the accounting
data for the employer to use on the visitor's Travel Order. A budget analyst, at the
Naval Postgraduate School, would enter the accounting data into the local and Navy
accounting systems to record the obligation. The activity, which eventually settles the
claim, enters the expenditure into the Navy accounting system using the NPS accounting
data cited on the visitor's Travel Order. This records the actual travel expense against
the obligation previously established.

SF 1164 - Claim for Reimbursement for Expenditures on Official Travel.
(Figure 6.15)

This document is for local area travel and other routine expenses. It is used in
situations when official travel orders are not required. For example, if a government
vehicle was not available and someone used their private automobile for official business,
this form would be submitted, in lieu of a travel voucher, to reimburse the individual for
his or her out-of-pocket expenses.

DD Form 1351-2 - Travel Voucher.
(Figures 6.16 & 6.17)

Travel Vouchers are submitted for the reimbursement of travel claims incident to
official travel. The information provided on this form, such as actual transportation costs,
lodging, and meal expense, enables the government to adequately compensate an
individual for personal expenses incurred while acting in an official capacity.
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Travel Request.
(Figure 6.5)

In accordance with NAVPGSCOLINST 4650.4B, a "Travel Request Form" must
accompany all travel orders, including Invitational Travel Orders (ITO), whether at cost or
no cost to the government. This form will remain on file in the Comptroller’s Office for
internal/external audits. The form contains many of the same elements various
departments use on their Travel Request Worksheets.

Travel Worksheet/Passenger Reservation Request/
Worksheet for Reimbursement of Travel Expenses/Visit Notification.
(Figures 6.1, 6.2, 6.3, & 6.4)

The worksheets and PRR are locally developed forms which assist in the
preparation of official travel documents.

A Visit Notification (Figure 6.4) or Area Clearance Request is required for travel
outside of the continental United States (CONUS). The NPS Travel/Country Clearance
Handbook contains information regarding the preparation of the required letters and
messages. When completed, submit the message draft or letter to the Director of
Programs, Administrative Officer (Code 032), via the appropriate Dean, for further routing
and approval.

General Information.

In addition to the travel information provided in Part III - Document Processing;
the following brief summary is provided to assist in the preparation and routing of travel
documents:

Cost/Sub-Cost Centers.
1. The "Travel Request Form" is originated by the traveler to allow the approving
official to review and certify travel, and to enable clerical personnel to complete the

necessary official travel documents.

2. Submit one copy of the Travel Request Form, appropriate travel orders, copy of
Passenger Reservation Request (if applicable) and other supporting documents as follows:

A If research funds are used to support travel, submit travel orders to the
Research Administration Office who will forward the orders to either:

(1) the mezzanine, if signatures are required at that level,
or
(2) the appropriate division in the comptroller’s office (Reimbursable Division

for reimbursable research; Operating Budget Division for direct funded
research.)
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B. If O&M,N (OPTAR) funds are used, submit travel orders to the Operating
Budget Division Edit Clerk.

C. If reimbursable funds are used, submit travel orders to the Reimbursable
Accounts Division.

3. When airline tickets or car rental is required, complete the Passenger Reservation
Request, and forward an advance copy to the PSD Transportation Office.

4. All travel orders require one (1) original and at least seven (7) copies. The copies
are provided to the following offices:

1 copy = department

1 copy = 002 (obligation)

1 copy = 002T (travel clerk)

1 copy = 012 (Research Admin.) if required
1 copy = SATO

2 copies = PSD (claims)

Keep in mind that the Personnel Support Detachment and NPS Comptroller do not
levy these requirements without reason. Copies of vouchers, receipts and memorandums
must be maintained at PSD and NPS to establish an audit trail. If a particular
requirement seems unreasonable, it may be directed from a higher authority for a specific
purpose.

Comptroller.

1. The appropriate comptroller division reviews the travel orders for correct accounting
and availability of funds, and then forwards the documents to the Travel Clerk.

2. The Comptroller Department Travel Clerk reviews travel orders for compliance with
the Joint Travel Regulations (JTRs) and submission of appropriate documentation, and
then submits the paperwork to the Comptroller for signature. Travel orders that do not
require tickets and/or a travel advance are then returned to the department. Travel
orders requiring checks for a travel advance, airline tickets, or car rental are forwarded to
the Personnel Support Detachment.

Personnel Support Detachment.
Claims and Vouchers Division.

The Claims and Vouchers Division prepares travel advance checks for pickup
by the traveler or department. Advance checks will be available no earlier than
three working days prior to date of departure. If advance registration fees are
required, indicate on the travel order the actual date required.

Transportation Division.

The Transportation Division prepares airline tickets for pickup by the
traveler or department.
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Document Preparation.

This section provides the procedures and examples necessary to prepare the

following travel documents:

Travel Worksheets/Passenger Reservation Request/Visit Notification
(Foreign Clearance)
(Figures 6.1, 6.2, 6.3 and 6.4)

Travel Request Form
(Figure 6.5)

Civilian Travel- DD1610 Civilian Travel Orders
(Figures 6.6 and 6.7)

Military Travel - Navpers 1320 TEMADD Travel Order
(Figure 6.8)

Invitational Travel Order - NAVSO 4150/10
(Figures 6.9 and 6.10)

Fund Cite Authorizations
(Figures 6.11 and 6.12)

Group Travel (cost)
(Figure 6.13)

Group Travel (no-cost)
(Figure 6.14)

Travel Amendments

Travel Cancellations

Local travel of less than 10 hours involving no payment of per diem - SF
1164 Claim for Reimbursement for Expenditure on Official Business
(Figure 6.15)

Travel Claims - DD Form 1351-2 Travel Voucher or Subvoucher
(Figures 6.16 and 6.17)
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TRAVEL WORKSHEETS/PASSENGER RESERVATION

REQUEST/VISIT NOTIFICATION

TRAVEL WORKSHEET

Please note that travel requests should be submitted at least 10

days prior to departure date; 15 days prior if you want an
advance.
Name: Date of Request

Dates of Travel:

Destination:

Type of orders: Single / Group / Invitational (ITO) / Fund cite /
No Cost To Government

Do you plan to drive to your destination? YES NO

! !PIEASE DO NOT MAKE RESERVATIONS WITH INDIVIDUAL AIRLINES!!!

FILL OUT ATTACHEED PRR FORM

FLEASE MAKE RESZIRVATION RESERVATION ARE MADE
Airline SATO
Rental Car Rental Car

**Request authorization fcr use of TAXI/ LIMO/ POV in and arocurd
TDY area. Nc authorization needed for transportation to/fron
airport.

Funding: Cost Code/Job Order No.

Registration fee required? YES/NO $ (Refer to mero 9
Oct 85)

Date fee required by

Advance required? YES/NO (Will be ISSUED 2 days pricr to date of
departure)

*Utilization of government quarters required, if available, when
traveling to another government post/installation, otherwise
orders must be stamped to indicate nonavailability.

Any special or unusual arrangements should be brought to the
attention of the travel clerk BEFORE travel orders are processed.

Figure 8.1 Travel Worksheet
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PSCMTRYINST 46350.1D

PASSENGER RESERVATION REQUEST (PRR)

This PRR applies to official travel for Temporary Additional Duty (TAD),
Permanent Change of Station (PCS) INCCNUS for Navy sponsor traveling
accompanied, unaccompanied or Navy dependents traveling unaccompanied. A
Ticket will not ke issued without approved travel orders for menmnbers
traveling cn TAD/PCS orders.

cmplete this form and include specific travel requirements AS SOON AS
TRAVEL DATES ARE EKNOWN and return to Pat.

TRAVEL REQUIREMENTS

{Name: laszT, Firsc, ¥MI (Ranx,/SSN), (Telechcre)
CIZTINATICN (Nearest Alrpore,

LIOCATION/CATE/TIVE AVAILAZLEZ 70 DEPART:
CATZ//TIME/OF FIRST CFIrICIAal MIZITING,/SEMILAR:

T o, TT AT AT /S TTMMT A et ey s e e THTTDA TT A
_\.\.n--vu/Dn.L,/‘-x.. AVAIIAZILI TC RETUEN FRIM:

AT T AT TG v, T o o TaTIIY T .
‘.,r....‘/- o S CrFICIAL )'1...._....“:/ SINMINAR:

WILL RENTAL CAR BE AUTHCRIZEZD AT DESTINATION: YES NO

Passenger Remarks: (Additicnal Information):

(Signature)
PSDMTRY FORM 4650/1 (Rev 7/88)

Figure 6.2 Passenger Reservation Request
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WORMEZEIZT FLZ
' T ERAPY Ser . em il §emaol — e SYMBOLS /Use two iecers,
OATE . LOCALTME ., Gy Bees areie Cov | BSY ég%‘ o | res MEANS/MODE OF TRAVEL i
. ang S air o eang Town ok 3= » .A‘ ;ODG-NG“ FIRST LETTER SECOND LETTER :
see o ; (1) TRNSPNREQ .......... T
(2) GOVT TRNSPN ......... G
“(3) COML TRNSPN.. ... ...C .
{own expense) - 1
() PRIVATELY-OWNED . - !
CONVEYANCE ........ P (10) MOTORCYCLE . ......M '
'_ symsoLs
REASONS FOR STOPS
() AWAITINGTRNSPN . i AT
(2) LEAVEENROLUTE...............
{3) MISSION COMPLETE ..
jo———{ (4) AUTHCRIZED DELAY..
; (5; TEMPORARY DUTY ...
TICYET, RECEIPTS, GRISGIWAL TFAVEL JRIEFI ANID TRIP
. are reguired)
ns claimed regardless of amcunt
laimeld 1s over $IZS.2I (Taxi:
) DATE PLACE
S
[
(3.
| *CAR PENTAL 1)
(2
*3AS TLF FENTAL ZAF (2
(2 —— .
(3
o *TANI (1)
(2)
(3
(4;
*IOCSING (1)
(2}
*RESISTEATION FEE . . .
—_— FEoesarfiee- Els) (Must have either receipt or cancelleé check)
*PHONE CALLS: AMCUNT _PHONE #  PERSON CALLED/REASON
—— (1)
— (2)
—_— (3)
—_— (4)
*OTHER (Specify)
COMPLETION ZF OFFICIAL BUSINEZS (IF ON SATURDAY OR SUNIZAY), PRCVIDE THE TIME
AND DATE

Figure 6.3 Travel Expense Worksheet
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INR LULLY

RO1983227 JUL 39 Zv@

F4 NAVPGSCOL MONTEREY CA TR/(,_ (o
A CINCPACFLT PLARL HAREDR Ml

[NFQ USCINCPAS HONOLLLU HI

RTTUZYUY RUJJAGA2[9] 223232C-UULL--RLUWFSTL, ?ﬁs o

CTU CKE SIX EIGKT PT ZERQ PT ELEVEX SUP

BT p
UNCLAS //N24€53// -
SUBJ: VISIT NCTIFICATION DIS

A, CPNAVINST aése. 11t

ORI FLL: 4F

3/R:

T3¢
90‘/ g

V. NCTIFICATION CF CFFICIAL TRAVEL BY NAVPGSCOL FACULTY MEMBER, FCLL
ISFC PROVIVED law neF A:

&, KENRETH J, EUSKE, GS~1¢ EQUlv, PRCFESSOR, DEPT COF ADMIN-
ISTHRATIVE SCIENCES, NPS, MCNTEmEY, CA, NO CLEARANCE REQUIRED, NO PASS-
PCRT REQUIRED, DOR: 16 FEB 4% AT CHICAGO IL.

B. PRCPOSED [TIKERARY

12 AUG 35 DLPART MONTEREY, CA ENR HONCLULU, HI Via COMMERCIAL
ALK,
13-15 AUS 89 ATTEND THE S™LFICAN AJCCUNTING ASSOCIATION
Ah”:L; MEETING.
15 AU5 2% MLET wiTH FESEARCH SPCuSCR AT CINCPACFLT, OAMU, HI.
17 ALG 3% CLPART 41, VIA MCHT‘*L’, Ca VIia COMMERCIAL AR,
C. PHOF EUSKRL wILL BE MEETING wi7r RESEARCH SFONSTR:aAND ATTEND
THE ANIRICAN ACCOUNTING ASSCTIATION ANnlal HLL11~J MEETINGES
WILL BE SELD AT TH Y 0F H&wAll., POC: PavlL GEARMAFRT, HILICH
HAWA] AN VILLAGE, ECTCA, PHIND B12-921-7747.

D. NN, nD T CLAS3;FIED INFGARUATION FRCPOSEC. -

E. LOCAL SUPPGH ,

F. ¥CT APPLICA

G. MDT APPLICAELL

W, LlzaL POI eLTT DALULT A . oPLUE, CHAIRNMAN,
C3De Sa, £DMIN S . 873-21&;, CO"ML &@B8-€85-21%10,
hAVPSSCOL. . on

. FUNDING [ NFORMATI
2 A l§9k§£d 1182 3en &2271 @ 221792 20 CMI206 €C2T1I9EMI2 E

ER 179:i80&,11B2 2ed £2271 2 22i79% 20 Cmi2es 5427l°'“‘?” E

AC 1791%d2,)18e @22 %2271 2 3€17% ¥ QuCezs €22719EMT2C &

AD 1791324.1132 222 62271 @ 22173 &0 CMC206 6227i9GMC3R 3
BT
82191

Figure 6.4 Visit Notification for Foreign Travel

79




Part II Document Preparation

TRAVEL REQUEST FORM

NAME:

Self Explanatory.

SSN:

Self Explanatory.

DEPARTMENT:

Name of the department preparing the travel orders. This applies to Invitational Travel
Orders and Fund Cites, as well as Civilian and Military Travel Orders. Do not type
traveler’s activity/department name on the ITO or Fund Cite.

CODE:

Office Code for the department preparing the travel orders.

DATES OF TRAVEL:

Date of departure/date of return to permanent duty station, inclusive of annual leave days
taken in conjunction with Temporary Duty (TDY).

ITINERARY:

Point of departure, all TDY stops and point of return.
DATE(S) OF ANNUAL LEAVE:

Self Explanatory.

PURPOSE:

Narrative description of the reason for travel.
JUSTIFICATION:

Value of travel to NPS/DOD.

FUNDING SOURCE:

NPS account # or other activity/university/private company.
IF NO COST TO GOVERNMENT, WHO IS FUNDING TRAVEL:

Check the space for Personal Funds or Private Company/University.
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SPECIFY:
If Private Company/University checked, indicate name of Private Company/University.
WILL AN HONORARIUM BE RECEIVED?
Check the space for Yes or No.
JUSTIFICATION FOR SPLIT ACCOUNTING:
Benefit of travel to each account used.

IF TRAVEL COMMENCES ON A FRIDAY OR WEEKEND DAY AND/OR RETURNS
ON A MONDAY OR WEEKEND DAY, JUSTIFICATION FOR WEEKEND TRAVEL:

Self-Explanatory.

HOW IS SALARY BEING PAID WHILE ON NO COST ORDERS:
Check appropriate answer.

TRAVELER’S SIGNATURE:

If ITO or Fund Cite, leave blank.

DEPARTMENT HEAD’'S SIGNATURE:

Department Head or Acting Department Head.
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82

TRAVEL REQUEST FORM
NAME : SSN:

DEPARTMENT: Cope:

Dates oF TRAVEL:

ITINERARY :

DaTel(s) oF ANNUAL LEAVE:

PurP0oSE:

r - -
Founoing Scuece:

pe)

F N0 COST 7C COVERNMENT, WHG 1S FUNDING TRAVEL:
: 28 PRIVATE CoMpPaNY/UNIVERSITY:

R ,
MRVRL R -

i1_L AN KONORATI U™ BE RECEIVEDT  YES: No .

SUSTIFICATICN FCOR SPLIT ACCOUNTING:

Te TRAVEL COMMEMCES CN & FRicAY OR WEEkEND Cay AND/0OR RETURNS ON
A YINDAY OR WEEKEND DAY, JUUSTIFICATION FOR WEEKEND TRAVEL:

Kow 1S SALARY BEING PAID WHILE ON NO COST orDERS: 'A/L:

(an]

&N LWCP CTHER:

TRAVELER'S SIGNATURE

{(SEE REVERSE)

DEPARTMENT HEAD' S SIGNATURE

Figure 6.5 Travel Request Form
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CIVILIAN TRAVEL ORDER

DD-1610 REQUEST AND AUTHORIZATION FOR TDY
TRAVEL OF DOD PERSONNEL

The name and phone number of person preparing the travel order should be

entered at the top of document. See the example provided.

BLOCK DESCRIPTION

(1)

(2)

3

4)

5)

6)

(D

8

DATE OF REQUEST
Date of preparing the travel order.
NAME

Name and SSN of person traveling Indicate whether traveler is "Frequent
Traveler” or "Non-Freque~. [raveler”.

POSITION TITLE AND RADE OR RATING
Title and GS rating/equivalency.
OFFICIAL STATION

Must be "NAVAL POSTGRADUATE SCHOOL" or "NAVAL POSTGRADUATE
SCHOOL with duty elsewhere".

ORGANIZATIONAL ELEMENT

Name of department and office code.
PHONE NUMBER

Telephone number of traveler.
TYPE OF ORDERS

Single/Amendment. If an amendment to the original orders, indicate the
original travel order number.

SECURITY CLEARANCE

Security clearance applicable to specific trip or N/A.
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(9) PURPOSE OF TDY
(a) State "MISSION ESSENTIAL" or "ADMINISTRATIVE".
(b)  Precise narrative description of purpose for travel.

(c) State category of travel, i.e., "Site Visit", "Information Meeting" etc.,
per listing provided in NAVPGSCOLINST 4650.4b

(10a) APPROX. NO. OF DAYS OF TDY
Days of official duty including travel days. Do not include leave time.
(10b) PROCEED O/A (Date)
Departure date.
(11) ITINERARY
Under Block 9 type: "Est. Date of Ret: (date).”
Enter point of departure / temporary duty location(s). Show only the
locations where TDY will be performed, not the connecting points or point of
return.

(12) MODE OF TRANSPORTATION

Mode of transportation must be marked. If Privately Owned Conveyance is
authorized, insert rate per mile (currently $.24) and check the appropriate
box; "More Advantageous to Government”’ or "Mileage Reimbursement and
Per Diem limited to constructive cost of common carrier transportation, etc.”

(13) PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR
OTHER RATE OF PER DIEM (Specify)

Check one of the following:
PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR
OTHER RATE OF PER DIEM - Used when traveler wishes to be reimbursed
for actual expenses (all expenses must be itemized and accompanied with a
receipt). Prior approval must also be obtained from the Per Diem Committee
and attached to the orders.

(14) BSTIMATED COST

PER DIEM: Total number of days of TDY minus one day, times the
locality Per Diem rate, plus one full day of Meals and Incidental Expenses.




(15)

(16)

a7

(18)

(19)

(20)

(21)

Chapter 6 Travel Documents
Plus Estimate for rental car if applicable ($30/day).
Estimate for POV ($.24/mile).
Estimate for taxi ($20/day).
TRAVEL: For GTRs only (tickets obtained through the PSD Transportation
Office). If the traveler is authorized to purchase his/her own ticket, the cost
of the ticket will be typed in the "PER DIEM" block and marked "Air Fare"
along with the per diem estimate. For example:
PER DIEM
$450.00 Air Fare
$180.00 per Diem
OTHER: Registration/tuition fee only.
ADVANCE AUTHORIZED
Leave blank.
REMARKS

All authorizations should be stated in this block, e.g., rental car,
registration/tuition fees, POV, taxi, etc.

REQUESTING OFFICIAL

Traveler or traveler’s first line supervisor, where applicable.
APPROVING OFFICIAL

Refer to enclosure (1) of NAVPGSCOLINST 4650.4B.
ACCTG. CITATION

AA - Per Diem If all four lines of

AB - GTR Travel Jaccounting are required,
AC - Advance type the Advance line (AC)
AD - Registration/Tuition )in Block 16 - Remarks.

ORDER AUTHORIZING OFFICIAL
Leave blank.

DATE ISSUED
Leave blank.
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(22) TRAVEL ORDER NUMBER

N62271(FY)TO (5-digit serial number)
Example: N6227190TOAB001

If a travel advance is authorized, the travel orders must be received by PSD at
least five working days prior to date of departure or a memo must be attached stating the
reason for the late submission.

If travel orders are for foreign travel (this includes Hawaii & Canada), a copy of
the Country Clearance Request/Message should be attached. Country clearance is the
responsibility of the approving official. The traveler should not commence travel without
country clearance!
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NAME AND EXT. OF TYPIST

[ 4 .

{Reference Jowni Travel Regulations)
Travel Authorized as Indicated in ltems 2 through 21

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' Rest 8L,
J 1 OCTOBER 8%

REQUEST FOR OFFCIAL TRAVEL

2 NAME o Fosr Middie Iminal) 3 POSITION TITLE AND GRADE OR RATING
4d=dl=bbL4

JONES, TOM J.  SSN: 4«
UENT TRAVELER

Supervisory Fiscal Analyst GS-12

FREQUENT or NON-FREQ

4 OFF.C.AL STAT/ON S ORGAddd‘AY!ONAL ELEMENT 6. PHONE NO.
Naval Pzstgraduate Scheol Code 2
Monterey, CA  $39-3 Comptroller's Office X2245

7. TYPE OF ORDERS 8. SECURITY CLEARANCE 9. PURPOSE OF YOV

MISSION ESSENTIAL
Te present the annual budget to Field
/0o APPRCKX NG OF DAYS OF n PROCEED O/ D, Support Activity. Attend Annual Fiscal

DY fnud.ong irave) timey }
! Analyst Conference.

Single N/A

TIVD O 20 Cctober 1989 Information Meeting
TNERARY
= VAR AT DN A_THSR.ZED - . N .
- e EST. DATZ OF RETUERN: 24 Cct 89

MINTIDEDY, CA TO O OWASHINSTON, DO ANT RITURN TO 'OUTIZRIY, CA

T2 MZCE SF TRANSPIORTAT ON
COMMERT A GOvERNMEN" PR VATELY OWNED ZOnvEvAnCE Check one,

et 8-s Swe o an EATuE S=F T Taatpeemmic 225 P

LY ' i
. ; P MORC ADVANTAGEOUS TO GOVERNMENT

- QOO A~ - M O_EASE RE MB_ASEMENT ANT PER DIEM LIMITEC YO CON
:) Lf—nr::,:‘.— B'.A:.’ TmaTC TRANSROFTAT SN STR.IZT'VE COS~ OF JOMMOIN CARRER TRANSPORYATION B
oFnC chersear Jravel onl.y RE_ATES PER DIEM AS DETERMNED & UTR TRAVE. TiME CIMITED

! AS NOD'TATED (N TR

3 (£ PER D:EM AGTHOR ZED IN ACCORCANIE W ."n J™R
T ov~ER RATE OF BER S.EMipe
= S IV ASSGen
PER D.E™ TTRAVEL =T ToTAL
ces - i cen . -
$ > .o ‘g 4:0.00 3 50,045 ] $ 2,035.00 3

"6 REMARKS (40 :ny space for special requirements. ieave superior of is-..ass accummodarions, excess baggage reguiration fees. eic

Rezistrazicn fee authorized. Advance autherized.

SUBMIT COMPLETED TRAVEL CLAIM TC COMPTROLLER'S OFFICE WITHIN FIVE (%) CALENDAR DAYS
AFTER COMPLETION OF THIS TRAVEL. FAILURE TC DO SO MAY RESULT IN DEDUCTION OF ALL
TRAVEL ADVANCES RECEIVED ON THESL CRDERS FROM YOUR PAY AND DENIAL OF FUTURE ADVANCES
FOR SUBSEQUENT TRAVEL.

V7. REQUESTING OFFIC.AL (Tuie and signature) 18 APPROVING OFFICIAL (Tule and signature)

Tom J. Jones, Supervisory Fiscal Analyst Robert D. Jay, Deputy Comptroller

AUTHORIZATION

! APPROPTIATION osuECT | BUREAU sus AUTHORIZA TION TRAVEL ORDER

zi AND CLASS CONTROL AUTH | ACCOUNTING Tvee (Tangojno COST cooe
EQ SUBHEAD NUMBER ACTIVITY
'
=

S,
jo
20. ORDER AUTHORIZING OFFICIAL( Title and signaiure) OR AUTHENTICATION 21. DATE ISSUKD

22. TRAVEL ORDER NUMBER
N6227199T0ABRR]

MAVY OVERFIENT  JAN V971

DD .',?..“:’ 1610 tew €02 ur 018 1702

Figure 6.6 DD Form 1610 DOD Civilian Personnel Travel Order
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NAME OF TRAVELER
TRAVELER'S SSN
TRAVEL ORDER ¢ N622719@TOABP@2

ATTACHED SHEET

AB 1701804.118¢ @83 62271 @ @@P179 2D OQAB@@2 62271PEABIC E

AD 17318¢s.118¢ @0¢ 62271 @ @@#179 2D OABP@2 62271$QABQR Q

s

b ciarrs - o UIC, FY, JO, EXPENSE ELEMENT
5@:‘9% NOTE: AA = Per Diem/Misc Exp
of AB = Transportation (GTR ONLY)
AT AC = Advance if required
Pk AD = Tuition/Conference Costs
2o

ZEROS MUST BE SIASHED ON ACOOUNTING LINES!

"EXAMPLE OF DOD CIVILIAN PERSONNEL TRAVEL ORDER"

STANDARD DOCUMENT NUMBER

Figure 6.7 DOD Civilian Personnel Travel Order Continuation Sheet
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MILITARY TRAVEL

NAVPERS 1320 / TEMADD TRAVEL ORDER

(To be used for active duty members assigned to NPS.)

The name and phone number of the person preparing the travel order should be
entered at the top of the document. See the example provided.

(1) FROM:

SUPERINTENDENT, NAVAL POSTGRADUATE SCHOOL,
MONTEREY CA 93943

(2) STANDARD DOCUMENT NUMBER:

N62271(FY)TO(5-digit serial number)
Example: N6227190TOAB001

@3) TO:
Name, rank and branch of service of person traveling. If leave is authorized,
a leave statement should appear in this block.
Specify "FREQUENT" or "NON-FREQUENT TRAVELER".

(4) TANGO NO.

TO(5-digit serial number)
Example: TOAB0O1

(5) SSN/DESIGNATOR
Social Security Number

(6) DATE
Date the travel order is prepared.

(7) REF (A)
This block should be used to reference another command’s accounting data,
when that command’s funds are being used to finance the travel.
EXAMPLE: "ACCOUNTING DATA
RECEIVED 1 OCT FROM NAVOCSYSCMD, MR. GLENN E. EBERLING,
AV# 878-2357."

(8) INDIVIDUAL TRAVEL / GROUP TRAVEL
Check the appropriate box.
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9

(10)

11)

12)

(13)

(14)

(16)

(16)

90

PROCEED ON OR ABOUT
Date of departure.
AUTHORIZED PROCEED ON OR ABOUT
No entry required.
APPROXIMATE NUMBER OF DAYS
Estimated number of days on TDY (leave days should not be included).
ESTIMATED DATE OF RETURN

Date of return to permanent duty station (include any days of leave
authorized).

ITINERARY

Point of departure; residence, i.e. Salinas, Pacific Grove, etc. or NPS, if
applicable.

Temporary duty location(s). TDY locations only; connecting points not
required.

Point of return.
TEMADD/TEMADDCOM/TEMADDINS
Check TEMADD.
REASON FOR TRAVEL
(A)  Enter "MISSION ESSENTIAL" or "ADMINISTRATIVE".
(B) Enter a precise narrative description of the reason for travel.

(C)  State category of travel, i.e., "Site Visit", "Information Meeting", etc.,
per NAVPGSCOLINST 4650.4B.

AUTHORIZED VISIT SUCH ADDITIONAL PLACES AS MAY BE
NECESSARY

This box applies to the local commuting area of a TAD location.




9 %))

(18)

(19)

(20)

(21)

(22)

(23)

(24)

Chapter 6 Travel Documents
FISCAL ACCOUNTING DATA CLASSIFICATION

AA - Per Diem ) If all four lines of accounting

AB - GTR Travel ) are required, type advance line AC
AC - Advance ) in Block 21 - Additional

AD - Registration/Tuition ) Comments and Instructions.

ESTIMATED COST

Transportation - For GTR only.
Per Diem - Per diem rate for TAD area x number of days of TAD, plus one
day per diem for travel time.

Plus: Estimate for rental car ($30/day)
Estimate for taxi ($20/day)
Estimate for POV transportation ($.24/mile)

Misc. Exp. - Registration fees only.

CUSTOMER IDENTIFICATION CODE
Not used by NPS.

ITEM:
Use applicable item number(s) provided in the "Order Supplementary Items"
section shown on the reverse side of the NAVPERS 1320 TEMADD Travel
Order. Attach a supplementary sheet of items to the travel order per
NAVPGSCOLINST 4235.2 CH-1 dtd 22 December 1986 (Order Supplementary

Orders). Ensure Item 38, submission of travel claims, is annotated on all
travel orders.

ADDITIONAL COMMENTS AND INSTRUCTIONS

All authorizations not covered in Block #20. Approval line for Dept. Head,
i.e. APPROVED: (Code)

SECURITY CLEARANCE
If applicable.
AUTHENTICATING SIGNATURE

Leave blank. This must be signed by the Comptroller or designated
Comptroller staff.

TRANSPORTATION REQUEST/ MAC TRANSPORTATION AUTHORIZATION
FURNISHED:

Leave blank.
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ILMAUY 1RAYCL LAULA
MAYPERS 110 16 RV 44T,

(LEAVE STATEMENT)

SN NAME & TELEPHONE NO. OF TYPIST
! FROM *gzgérintendent, Naval Postgraduate School 2 STANDARD DOCUMENT NO
Monterey, CA 93943 N6227199TOABGG1
ERTS! 4 TANGO NO.
JONES, TOM, LCDR, USN TOAB@Q1
S SSN.DESIGNATOR
(FREQUENT or NON-FREQUENT TRAVELER) 177-7171-7777
6 DATE

1 October 1989

7 REF \A: Y
NOIVIDUAL SROUS
TRAVEL TRAVIL
9 PRCZEEC ON OR ABOUT ;!0 ALTHOR.ZED PROCEED ON ORI 11 APPROXIMATE NUMBER OF 12 ESTIMATED DATE OF RETURN
25 Nov 8§ J ABOUT i DAYS 29 Nov 89
13 STINERARY 1450 v 0. ssnn ond Piore pioces ind.-o1pd Der0w; 14
@ TEwADO D TEwaDOCON G TEMADDING
MONTEREZY, CA TO WASHINGTON, DC AND RETURN TO S REASON FOR TRAVEL
CNTZREY, <4 .
e *r MISSION ESSENTIAL
To present paper at IEEE
| Conference
i PRESENTATION
18
D AUTHOR.ILO VIS!* SUCH ADDTIONA,
PLACKES AS MAT BE NESESSARY
12 FISCA_. DATA ACCOUNTING CLASSIF ZATION
APPROPRIATICN OCBJECT ‘ Bu CONT SuUB ALLOT ! AUTHORIZED ; TYPE ‘ PROPERTY ) COST CODE
SYMBZ. AND SUB HEAD C-ASS NUMBER NUMBER ! ACCTG ACTY ! ' ACCTG ACTY !
" 2 3. 'y . [ i (L3} | [l 8 [}
i7 SYM, 4 SYM) 13 SYM . (3 SYM; 1 SYM) ' i0 SYM) 12 SYM: | 18 SYM, : 12 SYM
! | !
i
i
| ; ! ‘ , l
, 1 @ ! l j
18 ESTIMATED COST 19 CUSTOMER iDENTIFICATION CODE
TRANSPORTATION PER DEM MISC EXP TOTAL
* 410.02 % 530.00 $ 120.00 $1,060.00
20 1TEM 32 app .caDig .1em AumDE™Y &1 YN wA OR reverie 300¢ 0f (AU Jorm)

(READ REVERSE AND ATTACHED SHEET TO DETERMINE WHAT NUMBERS ARE APPLICABLE.
38, Claim Submissicn Statement, and supplementary sheet ate required.)

BLOCK

“Repor: 10 a Disbursing Officer within 1S days aflter compiction of travel to settle your travel expenses.*

2t ADDITIONAL COMMENTS AND INSTRUCTIONS

ADVANCE AUTHORIZED. REGISTRATION AUTHORIZED.

APPROVED:

22 SECURITY CLEARANCE.
IT 18 CERTIFIED THAT YOU
HOLD A

(Code)

BASED
COMPLETED
BY

IPLUS
YEARS SERVICE!

23 AUTHENTICATING SIGNATURE

/s/ COMFTROLLER or designated Comptroller Staff

24 TRANSPORTATION REQUEST/MAC TRANSPORTATION AUTHORIZATION FURNISHED:

2% COPY TO tinchede Oprreting Budpe: / [und maneger in oli cases)

Figure 6.8 NAVPERS 1320 Military Personnel TEMADD Travel Order
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NAVSO 4650/10 INVITATIONAL TRAVEL ORDER
(To be used for non-government travelers and international students.)
Indicate the name and telephone number of the typist in the upper right hand

corner of the ITO. Submit the original ITO, with the Travel Request Form, to the
appropriate approving authority.
TRAVEL ORDER NO.

N62271(FY)TO(5-digit serial no.

EXAMPLE: N6227190TOAB001

PART 1.

(1) NAME

Full name and social security number of traveler.

DATE APPROVED

Date orde-. prepared.

HCME ADDRESS

Traveler's Home Address.

BUSINESS ADDRESS

Full business name and address.

NAME AND LOCATION OF ACTIVITY ISSUING INVITATION

Enter "Naval Postgraduate School, Monterey, CA 93943".

FROM

Point where travel is to begin.

PROCEED ON OR ABOUT (Date)

Date travel is to begin.

TO

Place of duty. May not always be Monterey.
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FOR APPROXIMATELY
Number of days authorized.
FOR THE PURPOSE OF

Indicate whether "Mission Essential” or "Administrative” and provide a
concise description of the reason for travel.

Indicate all authorizations, i.e., rental car, commercial lodging, etc.
Estimated costs must be broken down by per diem, rental car, registration
fee, and travel cost (if GTR is to be issued).

Enter the phrase "EST. DATE OF RETURN: (Date)".

Provide signature lines for the Department Chairman, Research
Administration (if research funds are to be used), and Fund Administrator.

Indicate on the document that travel advances are not authorized for ITOs
and provide information regarding travel claim submissions.

UPON COMPLETION RETURN TO
Point where travel is to be completed.

PARTS 2, 3 & 4

2,3,& 4)

No entries.

PART 5

(5> PER DIEM

Per Diem cost for TDY location.

PART 6

(6) TRANSPORTATION REQUEST NUMBERS:

Not required.
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PART 7

(7) EXPENSES IN THIS ORDER ARE CHARGEABLE TO:
Enter accounting data.
PART 8

(8) THE TRAVEL AUTHORIZED HEREIN HAS BEEN DETERMINED TO BE IN
THE PUBLIC INTEREST

Signature of respective Chairman/Dean or Curricular Officer, if the traveler
i8 an international student.

FOR THE SECRETARY OF THE NAVY

Enter "By Direction of Superintendent”. Leave sufficient space for the
signature of the Comptroller or designated Comptroller staff.

**NOTE** ONLY THE ORIGINAL ITO WITH SUPPORTING DOCUMENTS
NEED BE SUBMITTED.
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NAVSO 465010 (REV 872, OEPARTMENT OF THE NAVY
IVITATIONAL TRAVEL ORDER
TRavELonuErR NG N6227198TOABSE3

VATE APPASVELD

S'N 0'U1I~-LF=903-6312

UNAME 2l nade @)

=OME ATORESS - T STM
(o]

BUBINESS ADDAESS M-M
BER

NAME ANC L OCATION OF ACT v TY ISSUING (NvI"A~1ON

’_v‘n&uo ON ON ABCT Deie

i

ZEROS MUST BE SLASHED ON ACCOUNTING LINES! : 17 OCT. 89

FAOM ,Pount where (ramel 000101

YO Desivaion Cc; APPAC Y IMATELY
]
i

‘ 5

| sevs
FOR THE PURPOSE OF £im: permnie /or o hw* mast u #ulhorited. - - Ect. Date of Fen. T ———8-9

(‘:" ctate in detail the purpose of invitation, and if 0B funds are used,
he benelit to NPS.)

Code #12
(If research funds are involved.)

"WITEIN S DAYS OF COMPLETION OF TRAVEL, INDIVIDUAL WILL SUBMIT FINAL REIMIURSIMET
VOUCHEZ. OR NOTIrY THE COMPTROLIER'S COFFICE BY MEMO THAT NO REIMBUFSE}E\'T VOUCHER

WIIL BE SUBMITTEC."

Recamand Approval:
' Chairman, Dept. cf

UPON COMPLE™ Gh AE™ AN T1 Fro. mActe (407, Depen

2 Authonty i granted for the perfor~ance of the above trave' by commerciat dircra’t, rail tus. Covernment Operated venicie of aircra’t of prvate'y ownec auto-
mobi'e YOu are advised that the policy 0' the Department of Cefense requires that in using commercia aircraft accomMmMOCations se ected wil. De the jeast Costly

MMrviCe whict wi ' permil salis‘aziory acccoiishment of the miss or of the trave.er

3 If the above trave s performed b, COMmMOr carrier you wl' De prov ded Governme~: Trangportation Requests to exchange 10f carrier tickets f o-act.cadle «f
Transporiat.on Requests are 1ot Srovided yOu. vOu May trave: by COMMOr Carrier at persona: eavense Re:mburwement 'or the cost 3f 17aNsROr a0~ vl DE irnited
10 one of the 1o.lowing 3. the east COstly )Kheduied a1t 48~/ 1T O INe Jowest CoST CLASS 0! BCCOMMOCILIONS Bvaiiable at Ine Lirne reservat:un: were made (b, .ost of
the ra1l fare anc a lower berth or the 1owes: first-class ra: CCOMMOdatio~ ava.iable at the Lime reservations were made, (c) actud! cosl of LAMIMerCiai but ture T rany
portatior taxes phid at persona: expense 3re 3150 re.mbursabee |f travel 13 performed by Drivately-0wned automobile you wul be reimbursed 3t the aps-odriste
mileage rate. and ‘or bridge, ferry, tunne. ang otter highway tofis incurred while 1n 8 trave! Status under (his ordar iR eccordance with the Joint Trave: fegu .ations,
Volume 2 The total reimbursement for travei performed by privately owned automobiie wiil be limitcd 10 the cust of travel Dy the usus! Mode Of cornman carser
neiuding per diem You will keep a record 0! speedometer readings and expend tures 107 tolls for use in submitiine  wur trave sxpense vouch-

6\4‘\ 21pts should aiso

4 Receipts and ticket stubs w.li be requrred Lo substant ate vour ciim for cost of transportation and su™ @ ns " exce”
be obtained for other rembursadie expenses nciud.ng officia: tong distance teiephone calls Tnm 4 DM tted 6\’6’\ o re-mbyrsenient of
expenes cﬁ,
o O ooo’
1
b PER DIEM PER DIfN In (-~ 0f BCTusl W srenas ¢ \‘\c’ ens s‘\ Pg. PV 4 A <101 20 o woreorew
[} AATE \(’ \} ? 4
o . P e— \Cr —r— —
& TRANSPOATATION ALOUEST NUMBEAS © . \) .
3 EXPENSES iN Tris OAOER ANE CHARGEABLE 1O w7

AA 1701804.118¢ @09 62271 @ ¢Ml79 2D GAB@@3 622710EABTT E
AB 17918§4.1180 ¢@¢ 62271 @ @@9Al79 2D OABPP3 62271PEARTT E

FOR THE SECAETARY OF THE RAVY (Symenwe ond itk of ouiiarumg ofewii

 —
6. The Seve! aurhars od Aeremn Amx bewn detevenmad 10 be o 1he pud it nierest

( By Direction of the Superintendent

"EXAMPLE OF INVITATIONAL TRAVEL ORDER"
Figure 6.9 NAVSO 4650/10 Invitational Travel Order
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NAVSO 485010 (REV 872, DEPARTMENT OF THE NAVY
L¢VITATIONA. TRAVEL ORDER .
SN C'34AelLF501-63"2 RAVELOWJUEAND yp99-1gpT o]
@=Qé§ i
\ RAME Fri waide Wi wati arengves
Mr. Tom Jomnes 1 October 1989

HOME ADDRESS

1567 0ak willow Drive, Qakdale, NJ 03305
BUSINESS ADGAESS

Rand Corporacion, 1829 Dover, Oakdale,
NAME AND LOCATION CF AZT iy TY (SSUNC INVITATION

Naval Postgraduate Schocl, Mcnterev, CA 93943

J 033035

FROM Prnt wneee 1rave Sepas T T SRCCEES O OF ABD.~ wir -
Oakdale, New Jersey .20 October 1986
10 Detrinairon - sOR APPROY.MATE Y

Monterev, CA | .
. ShvS

FOR “mE PLRAPSSE SF fuo , ToW Y R0 A TR L auraorizey

EST. DATE OF RET: 24 Oct 83

(Szate in detail the purpise of invitation. II orders are to be used for inzer-
viewing prospective faculty members, it shcould be stated as the purpcese.)
£stimated 255,00

13.00 Coce 012

ADVANCES NoITo's Reccrmmend Approval

—_ : Chairmen, Ccde
WITEIN 2 F TRAVEL, INCIVIDUAL WILL SUBMIT TRAVEL CLAIM 7O COMPTR.LLER
OFFICE CX THAT NC CLAIM WILL BE SUBMITTED.

UPON COMPL_E" SN RETURN T5, Apni where meve Sepun

Oakdale, New Jerseyv

2 ALthocty 3 granted for the peromance cf *he aD0o.e trave: by commmer.a aozratt re Dus Sovernment pperatec ver:cie o7 a:rcraft or Drvate.y owned suto-
mot'e Yoo ave adv sed the 58 oy 0' tre Jevamivenr of Defense requires thal 10 Unng commers's 5.02ratl SCCOMmMOCETONS teleCted wiii De 1ne 1edst Cottly
serv.ce which w ‘ permit s3° $3C10ry acco D sk et f the misson 0 the traveer

3 If the above trave' 13 performec Dy COMMON Carrier yOu wiii be pravided Government Tranortalior Reguests 10 exchange tor carmer tickets . practicahe (?
Transportatior Reguests are N0t SrOvIOed yOu yOu Mmay travel by common carrier 3t persona: expense Re.mbursement for the cost 3 1ransportatiun vl be lim wad
10 one 0° tne follow "G 3, the ieast TOstly sCheCLIeE air serv.ne Or The Iowes! COSt €853 O ACCOMMOCATIONS ava:!able &t the Tirie reservalion: were maae (b) .5t of
the rav: fare 3nc 2 ,.0we’ Dert™ 07 tne 1owest /ST C1ass 181 ACCOM ™MOAAT L™ Bva:iabie AT the 1:Me rE5erva®.0ns were made (c) aCtud’ COst of LaMMe-CI3 Dus ‘ere T rany
DOrtatior taxes Da:C 21 sers0”d eadDense are 250 re Mbursable 1t trave 13 performed Dy Drivately 0wned sutomotiie you will be rexmbursed 81 ‘e 2DpCODT At
mileage rate anc for bridge ferry tunme and ciher highway 1oils incurred while in 2 t-ave s:atus under th:s urder in &cordance with the Jo.nt Treve! Regu ations,
Voiume 2 The told' rermbutiement for trave! performed by Dfvale.y Owned autOTOT 6w De nruted to the cutt Of trave! by the usua mode of (o Tnr carrier
inCiucing per diem™ YOu wi'i keer 3 record of speedometer readings and expend.tures 1Of 10 15 10 USC 1N SLLMLLLING YOUT trave! #x0eNse vouche’

4 Raeceots and ticke! stubs wili be requred 10 Substantiate your cidim for Lost of 1ranspor1alion and subtistence for ems in excess o' $°5 0C Rece:pts shouic also
be obtineq for Other resmburiade expenses, (NCiudirg 0fHicia’ long dislance teiephone Calls These rece.nis wall be wbmitied with your clawm {ae rembursermient of
expenses

s 78" D@ PER DIEM I DY BEIUH WOMITTEACE SRORAML 2 D¢ DM 1310 A BUINGH 1N i aerordenee with STR pers CE100 2 o L2101 22 0 o um
3_92 _ﬂa AATE

6. TRANSPORTATION AEQUEST NUMBEAS

7. ERPENSES [N Tris OADEA ARE CHARGEARLE TO »

8 The reve: Muinorisrd Areewn Ass been deie~vmined 10 0a in (he gubdie wicrent POR THME BECALTARY OFf THE RAVY (Symsiwe end i1k of suiharumg offcial/

|

By Direction of the Superintendent

(1f research funcs are used)

Figure 8.10 NAVSO 4650/10 Invitational Travel Order
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FUND CITE AUTHORIZATIONS

Form letters for civilian and military travelers are available from the Travel Desk

in the Comptroller’s office. Submit the original Fund Cite with the Travel Request Form.

Include the name and telephone number of the typist in the upper right hand corner of
the Travel Request Form.

FROM: Standard Entry.

TO: Name & address of the agency to which the traveler is assigned.
SUBJ: Standard Entry.
REF: Standard Entry.
PART 1
Name/SSN:

Self Explanatory.
Title/Grade:
Enter military rank or civilian title/wage grade.
AV and/or COM Phone No.:
AUTOVON or Commercial telephone number.
From / To / Return to:
Point of departure; residence, i.e., Salinas, Pacific Grove, etc. or NPS, if applicable.
Temporary duty location(s). TDY locations only; connecting points not required.
Point of return.
Date(s) of Travel:
Indicate departure date through date of return.
Purpose:
Enter "MISSION ESSENTIAL" or "ADMINISTRATIVE".
Enter a precise narrative description of the reason for travel.

State category of travel, i.e., "Site Visit", "Information Meeting", etc. per
NAVPGSCOLINST 4650.4B.
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PART 2

"Travel orders are to be issued with a date of . Reference
(@)..."

Enter the effective date of the obligation in the space provided.

PART 3

Standard Entry.

**NOTE** FUND CITES MUST BE SIGNED BY THE COMPTROLLER OR
DESIGNATED COMPTROLLER STAFF. SIGNED ORDERS WILL BE
RETURNED TO ORIGINATING DEPARTMENT FOR MAILING/FAXING TO
THE TRAVELER'S ACTIVITY. THE ORDER ORIGINATING DEPARTMENT
IS RESPONSIBLE FOIi OBTAINING TRAVEL ORDERS, GTR ITINERARY
AND SETTLEMENT VOUCHERS FOR COMPTROLLER FILES.




Part II Document Preparation

DEPARTMENT OF THE NAVY
NAVAL POSTGRADUATE SCHOOL
MONTEREY CA 939433000 W RTPLY REFER TO.

NC4 (002)

From: Superintendent, Naval Postgraduate School
To:

Subj: FUND CITE AUTHORIZATION FOR CIVILIAN EMPLOYEE
Ref: (a) NAVPGSCOLINST 4650.4B CH-1

1. You are hereby authorized to cite the following accounting
data for the official travel of:

Name/SSN:

Title/Grade:

AV and/or COM Phone No.:
From / To / Return to:
Date(s) of Travel:

Purpose:
AUTHORITATION
APERCIRATION - om.g BUNTA. | S8 AUTHORZATON | | TRAvVE_ OAOLR
AND oSS | CONTROL AUTHM |, ACCOUNTWG | ~veg | /Tango,NO COST COOE
SUBMEAD w L wummee L aevmy |
; i
| ' N | |
) . : i i | t
i | | ;
‘ ; -4 |
| ~ |
ATE SSUED
TRAvE. ORDER NUMBER
ESTIMATED COSTS
AA = Per Diem (Incls. Car Rental): §
AB = Transportation (GTR Only) S
AC = Advance - Advance Authorized: YES NO
AD = Registration Fee: $

TOTAL: $

2. Travel orders are to be issued with a date of .
Reference (a) requires that a claim be submitted within five

days after return of travel. It is requested that two (2)
copies of the travel order be forwarded to the Superintendent,
Attn: Code 002T, Naval Postgraduate School, Monterey, CA 93943
PRIOR to date of travel and one copy of the paid voucher plus GTR
itinerary be forwarded immediately upon settlement of claim.

3. Point of contact at the Naval Postgraduate School is Travel
Clerk, AV 878-2843/COM 408-646-2843.

By direction

Figure 6.11 Fund Cite Authorization for Civilian Employee
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DEPARTMENT OF THE NAVY
NAVAL POSTGRADUATE SCHOOL
MONTEREY. CA §3943-5000 N REPLY REFER TO

NC4 (002)

From: Superintendent, Naval Postgraduate School
To:

Subj: FUND CITE AUTHORIZATION FOR MILITARY MEMBER
Ref: (a) NAVPGSCOLINST 4650.4B CH-1

1. You are hereby authorized to cite thé following accounting
data for the official travel of:

Name/SSN:

Title/Grade:

AV and/or COM Phone No.:
From / To / Return to:
Date(s) of Travel:

Purpose:
Standard Document No.
APPROPRIATION | OBJECT | BUCONT . SUB ALLOT { AUTHORIZED | rer | eroreRry [4-13X1-1-1
SYMBCL. AND SUB EAD' CLASS NUMBER ' NUMBER ' ACCTC ACT“( ACCTG ACTY
[11] 2 B [« 1] H i I 3) ; ’ [+ 4] l [ 1 L ]
R . I
(7 SYM) i4 SYM) | {3 SYM! . 13 STt 0 SYMm. l 16 SYM) i 2 57-1 ‘ 1® SYm) 12 Syu:
‘ ! ’
| | | |
S
i 1 | |
| l
S ' |
ESTIMATED COSTS
AA = Per Diem (Incls. Car Rental): $
AB = Transportation (GTR Only) $ .
AC = Advance - Advance Authorized: YES NO
AD = Registration Fee: $

TOTAL: $

2. Travel orders are to be issued with a date of .
Reference (a) requires that a claim be submitted within five

days after return of travel. It is requested that two (2)
copies of the travel order be forwarded to the Superintendent,
Attn: Code 002T, Naval Postgraduate School, Monterey, CA 93943
PRIOR to date of travel and one copy of the paid voucher plus GTR
itinerary be forwarded immediately upon settlement of claim.

3. Point of contact at the Naval Postgraduate School is Travel
Clerk, AV 878-2843/COM 408-646-2843. o

By direction

Figure 6.12 Fund Cite Authorization for Military Member
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GROUP TRAVEL
(COST)

If a single DD-1320 TEMADD Travel Order is to be used for group travel, submit

the following documents to the Comptroller’s office for processing:

. Travel Request Form (Name: Per Attached List).
- Original set of travel orders (see sample).

- List of all persons included in the group travel (two complete
copies of the list).

- One copy of the Supplementary Item Sheet.
- A Passenger Reservation Request, if applicable.

In addition to the package mentioned above, for each traveler submit the following

for the Comptroller’s signature:

- 3 photocopies of the group travel order with 1 copy stamped
"ORIGINAL", Write or type the traveler's name and travel order number
(Tango Number) in the upper right hand corner of each of the three
travel order copies.

. 3 copies of the page from the group’s list of names which contains
the individual traveler’s name. Use an asterisk or arrow to distinguish
the individual concerned from the other names provided on the list.

When the copies have been signed by the Comptroller, they will be returned to the

originating office for issue to group travel members.

EXAMPLE OF LIST OF NAMES FOR COST GROUP ORDERS

A separate accounting line and serial number is required for each individual

traveler.
ANDERSON, DAVID M,, LT/USN SSN:
(Accounting Citation) (Estimated Cost)
Bxample:
AA 1701804.1180 000 62271 0 000179 2D OABO001 622710EABOM E
BALLINGER, CYNTHIA J., LT/USN SSN.___
(Accounting Citation) (Estimated Cost)
CAMERON, CHARLES B., LT/USN SSN:____
(Accounting Citation) (Estimated Cost)
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TEMADD TRAVEL GROER
:lm?n;!m @ EXAMPLE FOR COST GROUP ORDERS
Y FROM 2 STANDARD DOCUMENT NO
SUPERINTENDENT, NAVAL POSTGRADUATE SCHOOL, MONTEREY CA 93943 PER ATTACHED LIST
3 10 4 TANGO NO
PER ATTACHED LIST
PER ATTACHED LIST OF S SSN/DESIGNATOR
PER ATTACHED LIST
(4 ) VARIOUS GFFICERS e DaATE
T REF (A )
vl o' Srverd
® PROCELO ON OR ABOUY 10 AUTHORIZED PROCELD ON OR| 11 APPROXIMATE NUMBER OF |12 ESTIMATED OATE OF NETURN
AsouT DAYS

13 .7 NERARY (4 vy ordr o 4nd Placy pimcer inducaiod driow) “Tia

e e m

13 REASON FOR

TRAVEL

AUTHOR(IED ¥i8:" BUCH +DD T OmAL

PLACKS A8 waT OL MECLOSANY
17 F.SCAL DATA ACCOUNTING CLASSIFICATION
T
t
APPROPRIATION . OBJECT | BU CONT ] SUBALLOT AUTHOMIZED Tl rree PROPERTY COsST CODE
SYMBIL AND SUB HEAD' CuLass NuMBER ! NUMBER ACCTG ACTY ACCTG ACTY
w 12 ! (= 1) 4 -1 [ 1] m i . 1]
(7 Sym, 4 BYM) 13 SYmt 18 SYM) " SYMI i 6 Sym: 12 SYmy 8 SYM) 112 SYM)
)
!
e mccmccsae e m e e - ————— o e = +-~per a(tTched ligted=c—ee= e m—————— e
1
(1] EST ' MATED COST 10 CUSTOMER IDENTIFICATION CODE
TRANSPORTATION PER DIEM MISC EXP TOTAL
s s 1,950.00 s $1,950.00

20 ITEM U apuiuober o aumburs &l 1ho wn on rvwerss sulv & (hu formy

7,11 (QTRS ONLY), 38

*"Report to & Disbursing Officer within 15 days after completion of travel 10 setiie your travel expenses

2! ADDITIONAL COMMENTS AND INSTAUCTIONS

SUBMIT COMPLETED TRAVEL CLAIM TO COMPTROLLER'S OFFICE WITHIN 10
CALENDAR DAYS AFTER COMPLETION OF TRAVEL. FAILURE TO DO SO MAY RE-
SULT IN DEDUCTION OF ALL TRAVEL ADVANCES RECEIVED ON THESE ORDERS
FROM YOUR PAY AND DENIAL OF FUTURE ADVANCES FOR SUBSEQUENT

33 BECUAITY CLEANANCE.
IT IS CERTIPIED THMAT YOU
HOLD A

SASTD
cComMpPLEKTED
8y

»LUS

YEARS SERVICK)

23 AUTHENTICATING SIGNATURE

34 TRANSPORTATION REQUEST/MAC TRANGPORTATION AUTHORIZATION FURMISNED

28. COPY TO. (lartuis Opwraning h‘n_//\-t--v-‘v—;

Figure 6.13 Group Travel Orders (Cost)
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GROUP TRAVEL ‘
(NO COST)

For group travel at no cost to the government, forward the following documents to
the Comptroller Department for processing:

- Original set of group travel orders (see sample).
- 2 copies of group’s list of names.

- 1 copy of the Travel Request Form.

EXAMPLE OF LIST OF NAMES FOR NO COST GROUP ORDERS

ANDERSON, DAVID M., LT/USN SSN:
BALLINGER, CYNTHIA J., LT/USN SSN:
CAMERON, CHARLES B., LT/USN SSN:
DEE, SUZANNE M., LT/USN SSN:
ETTER, RAYMOND W,, 1ILT/USMC SSN:
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fEMADO TRAYEL ORDER
, MWD 30 R
Wi

EXAMPLE FOR NO COST GROUP ORDERS

! FROM SUPERINTENDENT, NAVAL POSRGRADUATE SCHOOL
MONTEREY, CA 93943

2 STANDARD DOCUMENT NO

N/A

3 10

PER ATTACHED LIST

4 TANGO WO,
N/A
B SSN/OLSIGNATOR

| PER_ATTACHED LIST

6 DaATE

? REF &)

S VIOUAL ssour
TRavie TRaviL

8 PROCEED ON OR ABOUY

10 AUTHORIZED PROCEED ON OR 1l APPROXIMATE NUMBER OF
ABOUT l OAYS

12 ESTIMATED DATE OF RETURN

13 ' TINERARY 4. o1 o driart 048 PIocy - pign s i@ 0100 brio =

4

[0 mesen [ easoscon [ vessooms

13 REASON FOR TRAVEL

1]
AUTHOMIZED YIBIT BUCH 40D 1V iOmAL
PLACLE AR MAY BE NECESBARY
17 F.SCAL DATA ACCOUNTING CLASSIFICATION
i T
APPROPR.ATION : OBLECT i BU CONT SUB ALLOT ! AUTHORIZED TYPE PROPERTY COosT CcoDE
SYMBOL AND SUB HEAD' CLASS Y NUMBER ! ACCTG ACTY ACCTG ACTY
i 12y | a ! “ ! (8 \ e) 4 Y [ Y]
t? Sym 4 SYM) 3 Symy S SYm,  SY M 18 SYM: 2 SYsy 18 SYMI 12 Sym)

NO CQST TO US GOVERNMENT

|

18 ESTIMATED COST 19 CUSTOMEN IDENTIFICATION CODE
TRANSFPORTATION PER DIEM MISC EXP TOTAL
M i M g A '

20 ITEM Lo apainrudie iom numBers &1 sA0 um on ~owrrae sadt 0f ih) form)

4,7

“‘Repont to 8 Disbursing Officer withun 13 days after compliction of travel 1o settle your travel expenses.”’

21 ADDITIONAL COMMENTS AND INSTRUCTIONS

MISCELLANEOUS EXPENSES IN CONNECTION THEREWITH.

AUTHORIZATION CANCELLED"

THIS AUTHORIZATION IS ISSUED WITH THE UNDERSTANDING THAT YOU WILL »
NOT BE ENTITLED TO REIMBURSEMENT FOR TRANSPORTATION, PER DIEM OR BASED

DESIRE TO PERSONALLY BEAR THIS EXPENSE, YOU WILL CONSIDER THIS sy

22 BECUAITY CLEARANCE.
IT I8 CERTIPIED THAT YOU
HOLD A

IN CASE YOU DO NOT | .. pirren

tPLUS
YEARS SERVICE)

23 AUTHENTICATING SIGHMATURE

24 TRANSPORTATION REQUEST/MAC TRANSPOATATION AUTHORITATION PURNISNHED:

PR COPY TO. rlartuds Ouwrerss Budowt / fond mansw in o cam)

Figure 6.14 Group Travel Orders (No Cost)

105




Part II Document Preparation
AMENDMENTS TO TRAVEL ORDERS
Travel orders may be amended either by (1) memorandum or (2) Amended Travel
Orders.
(1) Memorandum:

If there is no change to the estimated cost of the original order, a memorandum
will suffice. Be sure to attach a copy of the original travel order to the memo.

EXAMPLE:

From: Chairman, Code xx
To: OIC, PSD

Via: Comptroller, Code 002

SUBJ: Amendment to Travel Order

Ref:(a) Standard Document No.
Name of Traveler
Dates of Travel

1. Description of change.
(i.e. travel dates, authorizing leave at TDY point, etc.)

(2) Amended Travel Orders:

Amended Travel Orders are required for amendments that increase or decrease the
estimated amount on the original orders.

Only the amount of the increase/decrease should be reflected on the amendment,
supported by an appropriate line of accounting data (AA if per diem, AB if transportation,
etc). Estimated costs appearing on the original orders will not be repeated on the
amendment; i.e., if the original orders show an amount in the Transportation Block, and
this amount is not being changed, it should not appear on the amendment.

The "total" amount shown on the amendment will reflect the total indicated on the
original order plus or minus the increase/decrease.

Clearly define the reason for the amendment in the remarks section.
EXAMPLE

Orders are amended to: Include another stop in the itinerary.
Authorize rental car.

Increase amount of regis'ration.
Etc.
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Travel orders are to be completed as follows:

DD-FORM 1610 Civilian Travel Orders.

Complete blocks 1-11. Any changes to these blocks must be reflected on the
amendment. If there are no changes, the same information must be repeated.
Block 7 will read "AMENDMENT TO N622719xTOxxxxx."

NAVPERS 1320 Military Travel Orders.

Complete blocks 1-15. Any changes to these blocks must be reflected on the
amendment. If there are no changes, the same information will be repeated. Block
2 will read "AMENDMENT TO N622719xTOxxxxx."

NAVSO 4650/10 Invitational Travel Orders.

Complete blocks 2-11. Any changes to these blocks must be reflected on the

amendment. If there are no changes, the same information will be repeated. Block
2 will read "AMENDMENT TO N622719xTOxxxxx."
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CANCELLATIONS

It is the responsibility of the department originating the travel orders, to notify the
following offices when the orders have been cancelled:

1. Comptroller Department, in all instances.

2. Personnel Support Detachment, when a travel advance or airline
tickets have been requested.

3. Research Administration Office, when research funds are involved.

With per diem only requests, send the original travel orders and a cancellation
memo to the Comptroller Travel Clerk (Code 002T). Forward a copy of each document to
Research Administration, if research funds have been obligated.

When airline tickets and/or a travel advance have been requested, send the original
documents and an additional copy of the cancellation memo to Code 002T, via the PSD
Travel/Transportation Supervisor. Forward copies of the documents to the Research
Administration Office, if research funds have been obligated.

EXAMPLE
From: Department
To: 002T
Via: PSD Travel/Transportation Supervisor
SUBJ: CANCELLATION OF TRAVEL ORDER
Ref:(a) Standard Document Number

Name of Traveler
Date(s) of Travel

Copy to Code 012 when research funds are involved.

If a travel advance check or airline ticket has already been picked up, it must be
returned with the cancellation memo and original travel orders to the PSD
Travel/Transportation Supervisor.

If a check for advance travel has already been cashed, a check in the amount of
the advance, made out to the "Treasurer of the United States”, must be submitted to the
PSD Travel/Transportation Supervisor, together with the original orders and cancellation
memorandum.
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LOCAL TRAVEL OF LESS THAN 10 HOURS
INVOLVING NO PAYMENT OF PER DIEM

For local area travel involving:

1. a privately owned vehicle (POV),

2. total travel time (including stopover) less than 10 hours,
3. and no payment of per diem,;

Reimbursement of mileage expense and associated fees, i.e., toll bridges, parking,
etc., may be claimed on a SF-1164 Claim for Reimbursement. The mileage rate for local
travel (effective 9/17/89) is $0.24.

The following counties are defined as "local travel":

Alameda
Contra Costa
Monterey

San Benito
Santa Clara
Santa Cruz
San Francisco

Verbal authorization, from officials designated in NAVPGSCOLINST 4650.4B, is
required prior to commencement of travel.

The first choice of all official travel must be by government vehicle. No later than
one working day prior to commencing travel, the traveler must contact the motor pool and
request a vehicle reservation. Non-availability of a government vehicle is justification for
privately owned vehicle reimbursement. Cite the date and time of the phone call to the
motor pool, as well as the purpose of the trip, on the SF-1164 (see sample).
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c ° ) V DLIAKEMENT Ut e 31AULTDUMLNT UNEAU
CLAIM FOR REIMBURSEMENT | pepaRTMENT OF METEOROLOGY LULE o3 _
FOR EXPENDITURES NAVAL POSTGRADUATE SCHOOL R VAT T S
. ONOFFICIAL BUSINESS | MONTEREY, CA 93943 _N6227198RVARDRY
Rcac the F:ivacy Act Statement on lho back of this form S.iAID?
T3 NAME (T art Tast manie el - "_] b SOCIAL SECURITY NO !
4
TC! ALT . -
. HATCH, WALTER T 5-6789 SeeR
; ¢ WAILING ADDNE SS tincnaiy 21P Coctel g‘.)"aél . +cLEPHONE NUMBER VE““ W -
3 958 SZA OTTER DRIVE et 59 ootV
o
MONTEREY, CA 93940 e o© x8878 P
8 EXPENGITURES (i 7are clamagime 2 La@ds charga\or one parson show in cal (1) (e number of 8da.onal persons which accompsniad iho
clarnrant ) |
PALE T [T Show sporouate cove m cor ibr - - AMOUNT CLAIMED
C A-tocaltravel I3 wnEagE | T~} —
O B-Tletephune or ielegraph or NG22719PRVABDSY RATE
WP (E) c- ggxic En_oenfss(/lumzed) _ ¢ i EAGE or‘g‘zeu :?2 '.':gc‘t"P
i TE1ptan @2 D@ iLI8)Y 30 $pacihic Jotarl} ~NO OF SONS | LANEVUS
ity ' f - _Z(EGM— 1 79 N:‘« s na i9} o I
' P T T - - — - Tty T by
- — —_ ) 1
_ 116 A NSS, MOUTEREY, CA (FORT ORD, CA 8 L S S R SR
1 t
. i . ! :
_ 1176 1 A VFORT_QRD, CA _ NPS, MOMTEREY, CA 8 1,64 (O B
T - | ! !
'''''' ; ! | ! )
[ S S — L _— f—
‘ | i [
B LRPCSED TO FICK UP s;r’fsrv SHOES : : :
e . . — ey
T Tl G0ER TENT VENICLE wAS BOT AVAILABLE TTROGH ! ; :
______ I B S-S D o S -
e ’ ! : ;
1 ‘l 4
——— ‘_,il,; - :-_—T :_ R _=~
—— ; . !
| —_ L IS SR (R G
| ¥ ) '
e | ZERTZ MUST BE SLASTED QN ACCOUNTING LINES!!! ! ) |
S — - B e e B
— - — t ]
[ | _ ' Il_~ =_. _.__.'.__
1t add.110na! $paCcE 1s t@quLITed COtiNUE 0N e DACK “:g:o"ii CARRIED FORWARD FROM THE ! ' :
- A _ —_ ] S TN U N T
i [ t
7 AMOUNT CLAIMED (Toral of cois {7 tgrand () § 3.28 TOTALS | 16 3128 ! ;
e . R 1
8 Tiis claim s anproved Long distance laiephone cal's if shown are 10 Icerbiy that this claim Is lrus and correct 10 the best of my knowiedge
certied as necessary in the interes! o! the Governmenl (Note Il iong and behel and that payment or credit has not been receivad by me
aistance cals are ncivded the acoruv A; olf:cial st have teen
authonted 1o wiiting Ly 1Ny haad of e yepartiment or agency 1o 5o . Swyn Ouginal Onty
ceridy 131 U S C E8Ugj )
CATE
Sigr Coiginal Only , J
CLAIMANT
SIGN HEHE .
oATE m casnrarment aecer &
APPROVING ‘ s PAYEE iSgnerurel o S TE RECEIVED
swiene ¥, JONES, DEPT CHAIRMAN 12/18/98 . &
9 This clarm 1s cerlilied co;recl and proper lor paymani \AO 6\(’ ¢ AMOUNT
Sign Originat On! &$ Q:‘g !
AUTHONIZED 9 9 4 Ds" \‘\c’ (,\ o _—
CERTIFYING . \(, 0\ @ I 50'
$ESae TH.L. CLAY, 111, CAPT, USN_ oS b “
COMPTROLLER ACCOUN . « .(REV \("
T TTTTTTY BUNE AL CONT _m -5 .ncv ATy -
APPROPRIATION 08ECt ANU SUDALLO! acol: AMOUNT
SYMHOL AN SUBIH AN CLASS NO ACt
AA _17818p4.1188 | PPP_ | 62271 B _wmg @_ _ves_aou 622718EABOC € | $3.28 )

Figure 6.15 SF 1164 Claim for Reimbursement for Expenditures on Official Business

110




Chapter 6 Travel Documents

‘ TRAVEL CLAIMS
DD-FORM 1351-2 TRAVEL VOUCHER
OR SUB-VOUCHER

Travel claims must be submitted to the Comptroller’s office, Code 002T, within five
calendar days following completion of travel.

It is preferred that claims be typed; if handwritten, use black, or blue ink, and
press hard enough to ensure that all copies are legible. Staple all required documents to
the travel claim form. It is the traveler’s responsibility to ensure the completeness of the
travel claim.

The following is a list of items required for travel reimbursement:
DD-FORM 1351-2 Travel Claim.
- Original and two (2) copies of travel orders with legible signatures.

- Original and one (1) copy of all receipts, i.e., rental car, gas receipts
for rental cars, iodging, and any other expenses of $25.00 or more.
Do not include charge card receipts.

- Original and one copy of official GTR endorsement. These are
attached to original orders when ticketed by the PSD Transportation
Office - do not detach them from the original orders. Return all
unused airline tickets for a refund with the white passenger coupon
and an additional copy of the orders for proper credit.

- Original and two (2) copies of all endorsements, i.e.,, government
quarters, etc. Note: Regarding ITOs, an endorsement from the
billeting officer must be on the original orders certifying the
availability/non-availability of government quarters.

- Original and 1 copy of lost receipt statement, if applicable.

- Block 9 of the DD 1351-2: owner/operator must be checked to
receive POV mileage.

- Official phone calls must be listed as official and highlighted for the
Comptroller’s signature.

The "Brief Sheet for Military/Civilian Travellers on Official Orders", is attached to
all travel orders by the Personnel Support Detachment and provides guidelines to be
followed in preparing a travel claim. The following guidance will assist in completing the
DD Form 1351-2 (refer to Figures 6.15 and 6.16):

A. Check Mailing Address.

‘ Home address (be sure to include zip code); Department Code/SMC, NPS,
Monterey, CA 93943
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B. Prior Travel Payments or Advances.
Include all advances received.

C. Itinerary.
The itinerary on the claim must be in agreement with the itinerary on the
orders, i.e., those locations marked "TD" (temporary duty) under "Reason For
Stop" must appear in the itinerary on the travel order.
Show hours and dates for all authorized stops, including stops that required
a change in mode of travel. This does not include brief stops at airports to
change planes.
Complete "Mode of Travel” and "Reason for Stop” blocks. Abbreviations are
shown in 25a and 25b on the reverse side of the claim form. The following
is a listing of commonly used codes:
PA - Private Automobile.
TP - Commercial air obtained from PSD Transportation.

CP - Commercial air purchased at own expense (must be authorized
in advance via memo to PSD).

GP - Government transportation, i.e., scheduled military flights.

D. Reimbursable Expenses.
List all expenses incurred tha: do not involve lodging and meals. Only the

expenses authorized on the travel orders will be reimbursed, e.g., registration
fee, rental car and gas, tax, etc.

E. Long distance telephone calls.
Indicate the dollar amount claimed and highlight it for the Comptroller’s
signature. The claim must be substantiated by a statement indicating that

the call(s) were for official business. The call(s) origin and destination, date,
and cost must be clearly indicated.

F. GTR.

Ensure that the GTR cost, as shown on the GTR endorsement attached to
the orders, is entered in this block.

112




‘ Chapter 6 Travel Documents
G. POC Travel.

The "OWNER/OPERATOR" block must be checked to receive POV
mileage (includes automobile, motorcycle, plane, etc.).

H. Signature of Claimant.
Must be signed and dated.
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SAMPLE TRAVEL CLAIM FOR CONUS TRAVEL

8§/N 0102LF-013-2803

TRAVEL VOUCHER OR SUSVOUCHER (Conpion & oormman. ol o boll . FOR DO USE ONLY
READ PRIVACY 40T STATIWENT ON REVRASE PRIOR TO COMPLITING PNIS FOAM 56 VTN W5
T MAM NAME M nal. ) L' 7R
SMITH, JOHN R. GSl4 246-81-0121} RAVOUSER NO
WK MAIUNG ADORESS (lacinde LIP Code] SOWRSRE N |
A CODE 69, NPS MRY CA 2586 PalD BY
ORGANLZATION AND BTATION
L DEPT MECH ENGR NPS MRY CA
TRAVE, ORDERS (Paregrepr SO No . lsiniag Mg . DeieXluciudr emeadiag srden)
LALH[Z OF 23 APR 87 NPS MRY CA
1 WOR TRAVEL PATWMENTS OR ADVANGES UNOER THEBE ORDERD (dmocs:. DO Veuches Mo, Dare Rrcrmed.
Wacy paid o7 DO Sco110a No {f some. 30 si0it)
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CHAPTER 7

LABOR DOCUMENTS

Introduction.

Cost centers use several forms to document and approve labor. These include:

(1) NDW-NRFC 7410/17 Time Card.
(2) NDW-NRFC 7410/17A Labor Card.
(8) NDW-NRFC 12600/1 T&A Overtime Certification Authorization.
(4) NAVEXO0S-4377 Overtime Request and Authorization.
(5) Bi-Weekly Report of Hours Worked.
(6) SF-71 Application for Leave.
(7) Faculty Employment Certification Memo.
Faculty Employment Certification Letter.
(8) SF-50 Notification of Personnel Action.
(9) SF-52 Request for Personnel Action.

References.

(1) NRFCWASHINST 7410.3A
Recording and Reporting Attendance/Leave of Civilian Employees.

(2) Department of the Navy, Office of Civilian Personnel Management;
Managing To Payroll Desk Guide.

(3) SECNAVINST 12510.9
Delegation of Position Classification Authority and Position
Management Responsibility Consistent with Payroll Management.

Document Description.

NDW-NRFC 7410/17 Time Card.
(Figures 7.1 through 7.24

The NRFC 7410/17 is the official document for reporting and recording the
attendance and leave taken by civilian employees.

NDW-NRFC 7410/17A Labor Card.
(Figure 7.2)

The labor card is used to report labor exceptions and work performed under other
job order numbers. Most employees perform their routine work under a specific job order
number. If they are required to perform work which is not routine, let's say they are
temporarily reassigned to another department, then a labor card must be submitted
showing the number of hours worked under the different job order number. Notice that
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the labor card has a provision for several job order numbers, while the time card does ‘
not.

NDW-NRFC 12600/1 T&A/Overtime Certification Authorization.
(Figure 7.25)

This form is used for submitting the names of persons authorized to approve and
certify Time Cards, Labor Cards and Overtime Requests. Authorization authority must be
on file at the FIPC before personnel can approve or certify these documents.

NAVEXOS 4377 Overtime Request and Authorization.
(Figures 7.26 & 7.27)

This form is used to authorize overtime for NPS employees. The form must be
submitted to the Payroll and Timekeeping Division prior to overtime work actually being
performed. Justification must also be provided for overtime labor.

Bi-Weekly Report of Hours Worked.
(Figure 7.28)

The Bi-Weekly Report of Hours Worked is an internal memo used by employees to
indicate the hours worked during a particular pay period. The report is submitted to the
department timekeeper, who uses the information to prepare the time and labor cards.

SF-71 Application for Leave.
(Figures 7.29 & 7.30)

The Application for Leave is used when an employee requests leave, or when leave
was taken and the employee was unable to initial the T&A Card beforehand. For sick
leave exceeding three days, a supporting statement from the attending physician must be
attached to the SF-71. If the SF-71 and statement are not submitted by the individual
concerned within two pay periods following the sick leave, a supplemental T&A Card must
be submitted to the FIPC (NRFC), changing Sick Leave to Annual Leave or Leave
Without Pay (LWQOP).

Faculty Employment Certification Memo/
Faculty Employment Certification Letter.
(Figures 7.31 & 7.32)

This document is prepared by each department and indicates the number of hours
department faculty members work during a particular pay period. The form also
documents whether hours worked should be charged to direct funds, direct funded
research, or reimbursable research accounts. The completed memo is sent to the
Academic Planning Department, who prepare a Faculty Employment Certification Letter.
(The Faculty Employment Certification Letter consolidates the information provided on the
memo). The letter, together with the departmental memos, is then forwarded to the
Payroll and Timekeeping Division where it is used to prepare labor
cards for each faculty member. When the faculty labor cards are completed, the letter
and labor cards are mailed to the FIPC for settlement.
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SF-50 Notification of Personnel Action/
SF-52 Request for Personnel Action.
(Figures 7.33, 7.34, & 7.35)

A Notification of Personnel Action (SF-50) is the official document used to record
new employee hires, promotions, grade increases, transfers, resignations, or any action
that would change a payroll status. The SF-50 also notes the employees’ annual salary
for all GS, GM, and faculty; and the hourly wage rate for WG employees.

A Request for Personnel Action (SF-52) is an internal personnel action form
submitted by the departments, via the Comptroller, to the Civilian Personnel Office (CPO)
to generate an official Standard Form 50.

If an employee experiences a change in employment status, a Standard Form 52 is
submitted to the CPO to update official (FIPC) and local employment records. The
Payroll and Timekeeping Division check for sufficient line manager funds to accommodate
the change in payroll status. The Comptroller initials each SF-52 before it goes to the
CPO.

General Information.
Timekeeper Responsibilities.
1. After receipt, review all preprinted Time Cards for accuracy.

2. Ensure all new employees have a Time Card (note: it takes two pay periods to
receive a preprinted card for new employees).

3. Do not leave cards in an open area.

4, Record time and attendance on the Time Cards (and Labor Cards when required)
for assigned employees. You may have each employee maintain an individual time
sheet, then transfer the information to the original Time Card or maintain the
original Time Cards on a daily basis, whichever is preferred.

5. Record entries on Time Cards in black ink only.

6. Erroneous entries on Time Cards must be corrected by drawing a red line through
the incorrect entry and then writing in the correct entry. Do not obliterate the
original entry. Under no circumstances must erasures, white-out, correction
tape/fluids be used on this document.

7. Time Cards must be signed only by those individuals authorized to certify Time
Cards. Under no circumstance is a facsimile signature stamp permitted.

8. Ensure all entries for pay and leave are recorded correctly.

‘ 9. Account for all leave, overtime, and compensation (comp) time, and verify the cards
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10.

11.

12.

with the original requests/supporting documents.

Clip required supporting documentation to the Time Card and hand carry them to
the Timekeeping Division by the required deadline.

Serve as a liaison for your departments pay problems; provide a copy of the
employee’s Time Card and Leave and Earnings Statement (LES) for the pay period
in question. Write a brief note describing the problem.

If an employee is having problems with any of the items listed below, have the
employee go to Civilian Personnel Office (CPO) and obtain a copy of the document
pertaining to that item. The employee must bring the document and his/her most
recent LES to the Timekeeping Division, where an attempt will be made to rectify
the pay problem. The Timekeeping Division does not maintain copies of the forms
listed below. The only documents received by the Timekeeping Division from the
CPO are the employee’s Standard Form 50 - Personnel Action.

Address Changes

W-4 Changes

Direct Deposit Forms

Life Insurance/Health Insurance Status
Allotments

Bonds

Charity Donations

Retirement Forms (info)

Union Dues

Note: If an employee has not received his’her LES, the department timekeeper
must request a duplicate no later than Thursday or Friday (10:00 am) of the pay
week. The employees name, ID number, and home address must be provided.

Document Preparation.

The majority of NPS timekeeping and payroll documents are relatively straight

forward to complete, with most of the entries being self-explanatory in nature. This
section provides examples and guidance for the following documents (Time and Labor Card
codes may be found in Appendix H):
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Time Card - Required Entries
(Figure 7.1)

Time and Labor Card - Example
(Figure 7.2)

Time Card - New Employee
(Figure 7.3)

Time Card - Separated Employee
(Figure 7.4)
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Time Card - Part Time and Intermittent Schedules
(Figure 7.5)

Time Card - Regular and Flextime Schedules
(Figure 7.6)

Time Card - Holiday Leave
(Figure 7.7)

Time Card - Comparison of Regular to Supplemental
(Figure 7.8)

Time Card - Traumatic Injury
(Figure 7.9)

Time Card - Annual Leave
(Figure 7.10)

Time Card - Sick Leave
(Figure 7.11)

Time Card - Advanced Annual Leave and Advanced Sick Leave
(Figure 7.12)

Time Card - Compensatory Time
(Figure 7.13)

Time Card - Military Leave
Standard Form 71 Application for Leave
(Figure 7.14)

Time Card - Court Leave

Standard Form 71 Application for Leave

Court Summons

Certification of Jury Duty

Payment for Jury Duty and Personal Check for Excess Per Diem
(Figures 7.15, 7.16, & 7.17)

Time Card - Leave without Pay (LWOP)
(Figure 7.18)

Time Card - Overtime
(Figure 7.19)

Time Card - Environmental Premium

(Figure 7.20)

Time Card - Holiday Work
(Figure 7.21)
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Time Card - Sunday Work
(Figure 7.22)

Time Card - Night Differential
(Figure 7.23)

Time Card - Fire fighters
(Figure 7.24)

NDW-NRFC 12600/1 T&A/Overtime Certification Authorization:
(Figure 7.25)

NAVEXOS 4377 Overtime Request and Authorization:
(Figures 7.26 & 7.27)

Bi-Weekly Report of Hours Worked
(Figure 7.28)

SF-71 Application for Leave:
(Figures 7.29 & 7.30)

Faculty Employment Certification Memo/
Faculty Employment Certification Letter:
(Figures 7.31 & 7.32)

SF-50 Notification of Personnel Action/
SF-52 Request for Personnel Action:
(Figures 7.33, 7.34, & 7.35)

Note: The NPS Civilian Personnel Office is currently
developing a handbook for preparing the SF 52 - Request
for Personnel Action. Appendix I, a SF 52 guide prepared
for Point Hueneme, should be of some benefit in the
interim.
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Figure 7.7 Time Card: Holiday Leave
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NRFCWASH 7410717 (8-81;

EXAMPLE OF REGULAR TIMECARD

SUPPLEMENTALS ON 09/11
BY CCB ON THAT MONDAY.
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TWIE CARD
NRFCWASH 7410717 [8-81)

EXAMPLE OF SUPPLEMENTAL TIMECARD

- A SUPPLEMENTAL TIMECARD 1S A CORRECTION TO A TIMECARD.

- REFLECT THE PAY PERIOD DATE YOU ARE CORRECTING AND ENTER
ONLY THE DAYS IN WHICH REQUIRE CORRECTION.

PPE 09/09/89 SUBMIT

- SUBMIT ALl SUPPLEMENTAL TIMECARDS NLT 1200 ON THE FIRST MONDAY
FOLLOWING THE PA% PERIOD ENDING DATE, EX:

/89. TIMEKEEPING MUST TELEFAX ALL SUPPLEMENTALS

Figure 7.8 Time Cards: Regular and Supplemental
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TOUR OF DUTY EMPLOYEE NUMBLN
0130- 1600 ! i
o400 He4o0.p |7 U
ot 72 or 72
3 78 s s
T 7] T 7 )
3 78 F 7 -
3 79 [J 79 1
A “i32.08 4 8 |2h0
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z
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< K
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ARD ATTUMOARCL M PORT FOR TWE PO
; go0.0 -
»

TATION IR U
THME CARD

NRFCWASH 7410/17 (8-81|
EXAMPLE OF TRAUMATIC INJURY: (INJURY STATUS) TIMECARD CODE IS 68

- TRAUMATIC INJURY IS BASED ON A 45 CALENDAR DAYS ENTITLEMENT PER INJURY.
IF SATURDAY AND SUNDAY FALL WITHIN THE PERIOD OF ABSENCE, THEY ARE COUNTED AS
PART OF THE 45 CALENDAR DAYS.

~ THE DAY OF INJURY IS NOT CHARGED Ok CHARGED TO ADMINISTRATIVE LEAVE.

~ A COPY OF THE CA-1 FORM (PROCESSED IN CPC) MUST BE SUBMITTED WITH THE
FIRST TIMECARD SUBMITTED REPORTING THE INJURY.

Figure 7.9 Time Card: Traumatic Injury
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TOUR OF DUTY EMPLOYEE NUMBER
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TME
NRFCWASH 741017 (8-81)

EXAMPLE OF ANNUAL LEAVE: TIMECARD CODE 71

- ANNUAL LEAVE IS TIME OFF AT FULL PAY WHICH 1S GRANTED FOR ABSENCES FROM
OFFICIAL DUTY OCCURRING WITHIN A REGULAR TOUR OF DUTY.

= ANNUAL LEAVE MUST BE INITIALED BY EMPLOYEE ON THE TIMECARD OR AN
APPROVED SF-71 (APPLICATION FOR LEAVE) MUST BE SUBMITTED.

= ANNUAL LEAVE 1S CHARGED IN WHOLE HOURS.

Figure 7.10 Time Card: Annual Leave
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EXAMPLE OF SICK LEAVE: TIMECARD CODE 1S 72

- SICK LEAVE IS TIME OFF AT FULL PAY WHICH 1S GRANTED TO EMPLOYEES FOR
ABSENCES PLLATED TG ILLNESS, INSURY OR MEDICAL CARE.

- SICK LEAVE MUST BE INITIALED B8Y EMPLOYEE ON THE TIMECARD OR AN
APPRCVEL SF-71 (APPLICATION FOR LEAVE) MUST BE SUBMITTED.

= A LEAVE SLIP MUST ALWAYS BE SUBMITTED FOR SICK LEAVE IN EXCESS OF THREE
CONSECUTIVE DAYS, ALONG WITH A DOCTOR'S NOTE.

- SICK LEAVE IS CHARGED IN WHOLE HOURS.

Figure 7.11 Time Card: Sick Leave
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TOUR OF DUTY EMPLOYEE NUMBER

TIME CARD
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T ASVANCED ANNUAL LEAVE: TIMECARD CODE 73 EXAMCLE OF ADVANCED SICK LEAVE: CODE 74

Ty T

Ll e

™"

]
<y
1

- AN AFPROVED SF-71 (APPLiCATION FOR LEAVE) AND APPROVED MEMORANDUM (AND DOCTOR'S

NCTI, IF REQUESTING ADVANCED SICK LEAYL) MUST BE SUSMITTED WITH TIMECARD.

- FOR ADVANCED ANNUAL AND ADVANCED SICK LEAVE, SEE/CALL JACKIE RHODES, LABOR
ANZ EMFLOVEE RELATISNS, CPO, X3055, FOR INSTRUCTIONS/GUIDELINES PERTAINING TO THE
AUTHORIZING OFFICIALS AND MEMORANDUM FORMAT.

- ADVANCED ANNUAL/ADVANCED SICK LEAVE MUST BE APPROVED PRIOR TO TIMECARD SUBMISSION.
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Figure 7.12 Time Cards: Advanced Annual & Advanced Sick Leave
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FUTURE USE.

- THE SAME LIMITATIONS WHICH APPLY TO OVERTIME ALSO APPLY TO COMPENSATORY
TIME. AN APPROVED OVERTIME/COMPENSATORY TIME AUTHORIZATION FORM (NAVCOMPT 2282)
MUST BE SUBMITTED. (EXAMPLE ON PAGE 15 ).

- THE MAXIMUM AMOUNT OF COMPENSATORY TIME THAT AN EMPLCYEE MAY ACCUMULATE
IS 80 HOURS. BALANCES OVER B0 HOURS CONVERT TO OVERTIME WITHIN THE PAYROLL
PROCESSING.

- COMPENSATORY TIME USED MUST BE INITIALED BY EMPLOYEE OR AN APPROVED SF-71
MUST BE SUBMITTED.

- COMPENSATORY TIME EARNED AND USED 1S CHARGED IN WHOLE HOURS.

Figure 7.13 Time Card: Compensatory Time
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MItTTARY

DO LEAVE MECARD CCZE 77
- RESERVE MEMBERS ARE ENTITLED UP TO 15 DAYS OF
MILITARY LEAVE DURING EACH FISCAL YEAR,
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.u,“X C.f\.-s.
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Figure 7.14 Time Card: Military Leave, SF 71: Application for Leave
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Figure 7.15 Time Card: Court Leave, SF 71: Application for Leave
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QS SUPERIOR COURT OF CALIFORNIA
%0 COUNTY OF MONTEREY :
S _ 240 Church St., Room 320

! o Salinas, CA 93901

— T 1 : ALAN CARLSON
: EXECUTIVE OFFICER/JURY COMMISSIONER
3107 SEACREST AY SA3 PINONE:  755-5061
L MARINA CA 93933 1 TRIAL JURY SUMMOMS
TOU ARE HEREDT ORDERED TO ATPEAR AT 8,30 A.M. ON MAR OC 1369

Al THE SALLNAS WUMAN'S CLUD, 215 LINCOLN STREET, SALINAS (ACRUSS FROM TnE
S5ALINAS CITI HALL), TO SERVE AS A TRIAL JUROR FOR THE SUPERIOR COURT ARD
HUNICITAL COURT. '

If you belleve you are legally entitled to be excused from jury duty or would 1lke a
pestrouerent, please contact the Jury Comnissioner's Office at the Courthouse in person
or ty telephone at 755-5061 prior to the Friday pefore the date glven above.

£ orlentatlon regarding jury service wil) begin at the time indicated above, so Jjurors
are ashed to arrive prowptly, In deciding when to leave home, please remember that it
r3y tabe some time to find parking, :

FAILUTZ 10 AFFEAR MAY RESULT IM YQUR BEING CITED FOR CONTEMPT OF COQURT AND A POSSIBLE
F1ie CF $2589, .

Br OrULR OF THE COURT,

Alan Carlson
Executive Off{cer/Jury Commissioner
Superior Court

e e e —— e e e e R s h M e m e e e . -

t

JUROR'S 'TEMPORARY
PARKING PERMIT ansion onzs |
COUNTY OF MONTEREY e 7 1 |

'PLEASE PLACE ON DASIBOARD

This permit allows you to park' in count parking lots only (see map on reverse side).
You may park {n "B" permit spaces or 2~ﬁbur visitor spaces In the county lots., The
permit {s NOT valld for 30-minute, car pool, handicapped, "A" "C" or "E" permit areas,
or red zones in the county lots, ~THE PERMIT LS NOT YALID [N CITY PARKING LOTS or in
Z-hour.’l-hour, green, red, yellow or handicap zones on city streets, [f the county

=lec-a nack nn the street in 8 space where there are no time 1imits or
CY . e lwcblaa data etamnad ahnve. .

Figure 7.16 Court Summons
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Figure 7.17 Jury Duty Payment Voucher & Per Diem Reimbursement Check
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Figure 7.18 Time Card: Leave Without Pay (LWOP)
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EXAMPLID OF CVERTIME
- OVERTIME MUST BE APPROVED IN ADVANCE. IT MUST FIRST BE APFRCVED
¥ CEPAPTMENT HEAD/CHAIRMAN, AND THEN YOUR DEAN OR DIRECTOR (PAYROIL
MGR/LINE MGR) WHC 15 THE APPROVING AUTHORITY.

- OVERTIME AUTHORIZATION FORM (NAVCOMPT-2283) MUST BE SUBMITTED WITH
E TIMECARD. IT MUST STATE THE SAME DATES AND HOURS AS REFLECTED ON THE
IMECARD. YOU MUST STATE A JUSTIFICATION AND THE JOB ORDER IN WHICH YOU
ARE ChARGING. 1T MUST HAVE THE APPRCVING AUTHORITIES SIGNATURES.

2

=)

Figure 7.19 Time Card: Overtime
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EXAMPLE OF ENVIRONMENTAL PREMIUM CODES TIMECARD CODE.A‘THRU EC AND K THRU LC
- REVIEW LIST CF APPROFRIATE WORK CODES TO CETERMINE THE CCRRECT
ENVIRCNMENTAL PREMIUM CODE TO BE USED.
- CODE IN THE BCNUS COL'™N ON THE TIMECARD. ENTER THE CODE PLUS HOURS.
- SINGLE DIGIT CODES ARE FOR WORK PERFCRMED WITHIN THE BASIC WORK WEEK
LT DOUZLL viGIT CODES ARE FOR WORK PERFORMED ON OVERTIME.

Figure 7.20 Time Cards: Environmental Premium Codes
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TIME CARD
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- wIER COZEZ F 1S MNJT USED FOR EMPLOVZIES ON HOLIDAY LEAVE.
- AN EMPLCOYEE WHO PERFORMS WORK ON A HOLIDAY 1S ENTITLED TO PAY

AT HIS/HER RATE OF BASIC PAY PLUS PREMIUM PAY AT A RATE EQUAL TJ THE
TE OF BASIC PAY FOR THAT HOLIDAY WIRK.

-~ AN EMPLOYEE WHO IS REQUIRED TO PERFORM ANY WORK ON A HOLIDAY DURING

HIS/HER REGULAR DUTY HOURS IS ENTITLED TO PAY FOR AT LEAST TWO HOURS OF
HOLIDAY WORK.

Figure 7.21 Time Cards: Holiday Work
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- SUNDAY PREMIUM 1S PAID TO EMPLOYEES WHO PERFORM WORK DURING A
REGULARLY SCAEDULED TOUR OF DUTY WHICH IS NOT OVERTIME WORK.

Figure 7.22 Time Card: Sunday Premium
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EYAMPLE OF NIGHT DIFFERENTIAL: TIMECARD CODES S AND T
- A GRADED EMPLOYEE IS ENTITLED TO NIGHT SHIFT DIFFERENTIAL PAY FIR
NIGHT WORK AT HIS/HER RATE OF BASIC PAY PLUS PREMIUM PAY FOR THAT PART
OF THE WORKDAY WHICH IS REGULARLY SCHEDULED WORK BETWEEN THE HOURS OF
1800 AND 060C.
- NIGHT PAY DIFFERENTIAL WILL BE PAID TO A WACE EMPLOYEE FOR ALL
REGULARLY SCHEDULED WORK THAT A MAJORITY OF HOURS OCCUR BETWEEN 1500 and
2400 or 2300 and 0800.

Figure 723 Time Cards: Night Differential
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Figure 7.24 Time Card: Fire fighter
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TC NAVY REGIONAL FINANCE CENTEN, CIVILIAN PAYAOLL CEPT ICODE 20!, WASHINGTON DC 2001

* CODE 0022 WILL COMPLETE

TIMEXEEPING UNIT

TAA/OVERTIME CERTIFICATION AUTHORIZATION

¥ NAME & ADOALSE iTepa or From.

DEPARTHMENT CODE:

Buperintendent (Cods 003)
INaval Postgreduste Bohool
Monterey; A 83543-8Q00

SCMIOBTAGUT.ON CODL
L]

TFIICTivE OATH

OCTOBER 9, 1988

CMECK APPROPRIATE BLOCKS

UVER
TIME

LABCR

NAME (Tyoe or Print}
CARDS

T&A

SICNATURE AND INITIALS OF
AUTHORIZES INDIVIQUALS

CHETK AFPNCPRIATE BLOCK

! Y. NEMN AUTHMTAZATION i i
=y S

CHANGE INCERTIFIER 'S

4ren0L 087 IS e 3 T

Syature

CHALRMAN/CEPARTMENT HEAD

Satt

Treak 0 FYTENAANCFINYEATIME CERTIFICATION AUTHONITATION

Figure 7.25 T&A/Overtime Certification Authorization
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OVERTIME/COMPENSATORY TIME
REQUEST AND AUTHORIZATION (7410}

ERSrA DATE
YOUR DEPT NAME AND COTE ENTER DATE
70 VIA.
NRFCwWASH TIMEKEEPING
it reguested that authorzalion be pven {ur the followtng ADVANCE ALLIGIOUS
cmpioyees o peilorm work s indicatcd and justified bolow com ¥
Sce SECNAVINGT 7000 1} for addiuonal snformation D OVERTet B V.l“"“ o D Mnurw:lm“ mﬂuuvoﬂv
T FLSA | YYPEOF
PAY NUMBER _ STATUS :ovsl"r'«-EI NAME (Last, Fires, Miodle initiel) ""’.‘;.‘;'“ DATE(S) {Frem) {Tol
SEE LECENC BE_S™ HQURS
i
159696 NAME 1 09/18 0700 0800
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‘ I
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5t rege #S ‘0° Re 5 ous Jompensatcry T e

TR IZMPENSATOATY TiME wIAK CANNOT BE ACCOMPLUISHED DURING NCAMAL WIRK . NG HCOURS

p— H o3
REQUEST IS __ aee0viD E apenovio |

YTUOMUST STATE A JUITIFIZATION FOF
h aen-URE (Requerior ,nv._g
— b AANEINN RMLNDEPT HEAL SIGNATURT |
ALTHOA ZATIDN 1S SNATURE |Approving suthority) T DATE

vOUB LZAN OR YOUR DIRECTQR (PAYROLL MGR /PROGRAM MGR)
£ T S REGUEST WAS NOT APPAGLED IN ADVANCE OF THE TIME WOAKED, ADD JUSTIFICATION FOR APPROVAL AFTER THE FaCT

~NSTE

F Sa
TAY
*LEGEND STATS

1 TYyPE OF OVERTIME

N NONEREMPT 1
€ = ExEMPT

PESULAALY SCHEDULED OVERTmE
2~ RAEGULAROVERT.ME

NOTE:

THIS REQUESY MAY CONTAIN INFORMATION
SUBJECY TO THE PRIVACY ACT OF 1874
AS AMENDED

NAVCOMPT FORM 2292 (243} (Formedy NAVEXQS 4377)

S/N 0104-LF-702 2620

% VA Sowwament Frivany Ofen 1 680=400-014482TY 3.1
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Figure 7.26 Overtime/Compensatory Time, Request and Authorization
(Compensatory Time)
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OVERTIME/COMPENSATORY TiME
REQUEST AND AUTHORIZATION {7410

FRAOM Ioni
DEPT NAME ANT CODE 09-08-89
TO ]vu
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s
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Scc SECNAVINST 7000 11 for additional information. E OVERTIME D Mg e D m.:u?ot:'mm ﬁ::".“m"
F3A YYPE OF
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TRATRYAN, TEr. HREAD SIGNALCRE
AUTHORIZATION SIGNATURE [Appronng mthonty) OATE
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}llEouEs‘r 1S {1 assmovin seacvED
0: YOJB_DEAN TOR(PAYROLL PROGRAM MGR)
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Figure 7.27 Overtime/Compensatory Time, Request and Authorization

(Overtime)
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DATE:
MPMORANDUM

Frem:

Tc: Comptroller Department Timekeeper

Subj: BI-WEEKLY REPORT OF HOURS WORKED
Ref: (a) Comptroller's ltr of 19 Sep 88
Encl: (1) Sick/Annual Leave Requests
{2, Overtime/Compensatory Time Reports
1. My regular working hours are hrs. to hrs.
daily.

Z. Excepticons t3 my fegular hours are verified by enclosure (1)
. )

3. The pay period of to I worked:
rer r

COMP COovMP
(REGULAF  ANNUAL  SICK  QOVERTIME .EARNED . USED . OTHER.
y T .

E i ] 1 | i

!

kN
I
{1
1)
m
2]
[$]
[#]

B
[«
X
v
(30
w

— e

wednesiav

Thursday

Friday

Saturday

TOTALS r‘

(Employee's Signature) (Supervisor's Signature)

Figure 7.28 Bi-Weekly Report of Hours Worked
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wn v 71-13
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evasd ) TR
04U OF MEIOne. MAmAG LT APPLICATION FOR LEAVE i
- iy PVO-7 § 2.0
MNSTRUCTIONS Piease compiete lems -8 aller reading Whe Privacy Act Statamen! shown betow l
1. Nome (Prini or type—Laa: Fino M. 2. Empioyoe (.0 Number i
!
3. Otgomzanens! Unit —A Menth, Ouy |Hewr AM | 4C !
ROM (™ :'nd Number )
3 Thevaby request i/ mory (Aan one 003 @ checked, exploin i liem 6., &8 n..ml Dey | Mewr aw e !
Remarig?
EW Leove. Annua’ leas requesed may no: exceed the emoun:| 10! [ 8
swniiable for ust dunng tAe irave yrar.} 6. Nomert:
—
{ !Seck Logve. Tomplaie reverse sude of form.:
i Leave Withou! Pay.

, ! Compansatery Time i 7. Empiayes s Segratvie [ S
i Other (Spreifv. |
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NSN 7340-00-733-5087

Please detach thu netice before smbmitting SF 71

PRIVACY ACT STATEMENT

Seclion 6311 of Titie 5 to the U.S Code authorizes collection of this information. The primary use of this informatioa
is by managemernt and your payroli ofTice to approve and record your use of ieave Add.tional disciosures of the
information may be To the Department of Labor when processing a claim for compensation regarding a jod
connected injury or iliness. to & State unempioyment compersation office regarding a claum, to Federal Life
Insurance or Health Benelits carriers regarding 8 claim; to a Federal, State. or local law enforcement agency when
your agency becomes aware of 8 vioiation or possible violation of civil or criminal iaw. o a Federa! agency when
condusting ar investigat.on on you fur empioyment or secunty reasons, W the OfTice of Personnel Maragement or

(Continned on Reverse)

Figure 7.29 SF 71. Application for Leave (Front)
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CERTIFICATION OF PHYSICIAN OR PRACTITIONER

tmposees Mome Per0d Under Profernono Core /nc  gie Maar ‘v Year.
Friom Yo
femauy
iremiy s mermpiovee famed v a3 unde My profeasional Care for the period 1ndicBted above and tha! the rmpiovee s condition dur.ng this proiod
MBas rapre ey L0 WOCE (ARG RAD £
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If your agency uses the information furmished on this form for purposes other than these indicated above. 1t may
provide you with an add:tions| statement reflecting those purposes

QUSGCPO a7 . LBL-247/6007Y

Figure 7.30 SF 71: Application for Leave (Reverse)
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Fage | ot

From: Cnairman,
Te Compzrollier (032)
Via: Director of Academic Planning (J13)

Subl: CERTIFICATICON OF CIVILIAN FACULT

i I hereby certify that the faculty listed below were in an hourly work-pay
status for the two week pay period of through as
fcllows:
NAME 0&MN DFR RR LEAVE KOL LwWC?P
i
3
| ] l
i .
| i .
, : ] | ‘ ;
! : ! : ; l g
! ]
i
I !
I . I )
‘ | , | |
f . ;
{ ! '
: | |
| | : ! |
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| ] i |
! |
I
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! , ; j
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? | 1
. . L — ;
| } I i ‘
4 : ;
|

Co¥u--DIRECT FUNTS
DFR---DIRECT FUNDED RESEARCH

RR----REIMBURSAB] <
MBURSABLE RESEARCH DEPT CHAIRMAN

LEAVE-ANNUAL & SICK
LwOP--LEAVE WITHOUT PAY

Figure 7.31 Certification of Civilian Faculty
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DEPARTIMENT OF THZ NAVY
NAVALPOSTGAADUATE SCHOOL 6 SEP 983
MONTERE Y, CALFORNIA 93933 5:00 INHEP{Y REFER 1O
12000/1
FACULTY
NPS (013)
From: Superintendenc, Naval Postgraduate School, Monterey, Ca.
To: Ccmmanding Officer,- Naval Regional Finance Center,
Washington, D.C.
Suld: CERTIFICATIONK OF EMPILOYMENT OF CIVILIAN FACULTY
Encl: (1) Court Leave Documentation for Professcr Rudolph
Panholzer
(2} Military Leave Documentation for Professor Darnell M.
whitt
(3} Ccurt Leave Docunentation for Professor Anthony A.
Atchley
i. I hereby certify that the rermkbers of the civilian faculty
whose names are listed belcw were in a work-pay status during
that periodi cf£ C8JC 27 August 1989 through 1620 9 September 1%E3:
Dist Hrs.
trployvee & Code Nare Worked LV/LWCP
GrEBI Wi, C. T. 8C <
GIl1 Canlelscn, D el C
GIClL franre, R. §0 C
GICl1 Jayachan.ran, T 82 C
Gzl Hefrer, K. 80 C
GoCl Scandrett, C. gc 9]
e Gcldstein, A. EC ¢
GITl Mtcrz, T g C
GZTl Sclnick, L. 8C 56 S
305 Gill Evered, R. 8o " ¢
5C7 GZD1 ¥Mclafllery, J. 8C 0
503 GZli San Miguei, J 83 C
974 ROODY Thoras, K. 80 G
79 GIDl Scaneldewind, N 80 24 A
C GTLll Eusrkre, F. 8C TIA
2 GILl1l tviran, M. 80 Q
C GID1 Roberts, B. 80 4C A
5 GZT1 Jee, M. 0 8lLWCF
1 GZEl Lawphongpanich, S. e C
4 GZE1 Pcsenthal, R. 80 o]

L 97 GZE1l Rocrower, E. 80 o
3300174999 GZE1l Bailey, M. 80 0
330C175006 GZE1l Sovereign, M. 80 0
330601750112 GZE1l wWoods, W. 80 C
3300175013 GZEl Forrest, R. 80 0

Figure 7.32 Certification of Employment of Civilian Faculty
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Swnom o Form 82

U3 Orea o #orsonce anaguren REQUEST FOR PERSONNEL ACTION

FPu Cragwe 208
1
PART A—Requesting Office . _(Alse complete Pert B, lems 1, 7.22. 32. 31, 36 snd 39}
1 ACIONS Aeqvesied v 1 Megam numas:
\
1 For A0c1ona iniormaon Call (ame and Teeepnone Aurber) 4 Prapesed Eiecve Date
S Acuon Requasted By Typec Name. Te. Sonarwe. ang Ruques: Dere) & Actun Mgrorasd By (Tiped Newe. TR, Sqrance. ans Conceverce Qe

PART B-—For Preperstion of SF 50 (Use only codes in FPM Supplement 292-1 Show s datrs in month-dey-yesr order )
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I
.
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CHAPTER 8

TRAINING DOCUMENTS

Introduction.

This section describes the procedures and documents used by NPS to account for
civilian training. The documents include:

(1) DD Form 1556 Request, Authorization, Agreement, Certification of
Training and Reimbursement

(2) NAVSO 12410/63 Continuation Sheet for DD Form 1556
(3) Tentative Approval for Training Requests

(4) Memorandum - Waiver for Temporary and Intermittent Employees
for Training in Non-Government Facilities

5) Sole Source Justification

(6) Documentation of Cost - Comparison for Training Sources (Non-
Government Sources)

(7) Memorandum - Further Information Requested on DD Form 1556 for
(il in name)

(8) Memorandum - Approval/Payment/Evaluation of Civilian Employee
Training

(9) Memorandum - Certification of Receipt of Training
(10) Requests for Advance Registration Fees

References.

(1) NAVPGSCOLINST 12410.1E
Training and Development of Civilian Empi« v 8.

Document Description.
DD Form 1556 Request, Authorization, Agreement, Certification of Training and
Reimbursement.
(Figure 8.1)
‘ A DD Form 1556 "Request, Authorization, Agreement, Certification of Training and
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Reimbursement” is required whenever an appropriated fund civilian employee plans to ‘
attend training on government time or at government expense.

NAVSO 12410/63 Continuation Sheet for DD Form 1556.
(Figure 8.2)

The NAVSO 12410/63 is used when more than one employee in a department is
being nominated to attend the same course. The form is available from the Civilian
Personnel Office (CPO) Training Officer. Only items 1, 2, 16b and 18a need to be filled
in.

Military attendees and other personnel who are not handled by the NPS CPO,; i.e.,
ROICC, Navy Exchange, and contract employees, should be shown on a separate
Continuation Sheet. The NPS CPO handles employees from NPS, FNOC, NEPRF,
DRMEC, PERSEREC and NOCD.

Tentative Approval For Training Requests.
(Figure 8.3)

This form is used when a training source requires commitment on short notice or
prior to routing the DD Form 1556 through the CPO. Contact the CPO Training Director
to obtain tentative approval and have the information required on this form available
when you call.

Memorandum - Waiver For Temporary and Intermittent Employees for Training
in Non-Government Facilities.
(Figure 8.4)

This form is used when the training source is a non-government agency, and the
training is to be provided for a temporary, part-time, or intermittent employee.

Sole Source Justification.
(Figure 8.5)

This form must be submitted when a non-government training source is the only
source known to exist which can provide the training; and where the combination of direct
and indirect department costs exceed $2000 per training occurrence.

Documentation of Cost - Comparison for Training Sources (Non-Covernment
Sources).
(Figure 8.6)

This form must be submitted when a non-government training source is one of
several sources which can provide the training; and where the combination of direct and
indirect department costs exceed $2000 per training occurrence.

Memorandum - Further Information Requested on DD FORM 1556 For...
(Figure 8.7)

This memorandum is used when more information or corrections to the DD Form ‘
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1556 are needed. The original DD Form 1556 will be returned to the originating
department with this memorandum attached.

Memorandum - Approval/Payment/Evaluation of Civilian Employee Training.
(Figure 8.8)

This memorandum is used to indicate approval of the DD Form 1556 training
request, and to provide guidance regarding course scheduling and payment. The form will
be attached to the original DD Form 1556 and returned to the department originating the
request.

Memorandum - Certification of Receipt of Training.
(Figure 8.9)

The Certification of Receipt of Training is used when a course is to be paid by the
billing/invoice method. After the invoice for training services has been received by the
department, this document must be completed and returned to the Comptroller (Code 002)
along with the invoice. A copy of the form must also be sent to the Training Director
(Code 00411).

Requests for Advance Registration Fees for Training Less Than 10 Hours
Duration.
(Figure 8.10, 8.11, & 8.12)

Requests for advance registration fees for classes which provide less than 10 hours
training may be submitted as outlined in Figure 8.10. Examples of the required
documents (SF-1164 and NAVCOMPT Form 2277) are provided in Figures 8.11 and 8.12.

General Information.

The following summary outlines the responsibilities associated with scheduling and
paying for civilian training courses, and provides guidance in the preparation and routing
of training documents. Additional information may be found in NAVPGSCOL Instruction
12410.1E.

Requesting Department.

1. A DD Form 1556 "Request, Authorization, Agreement, Certification of Training and
Reimbursement” is required whenever an appropriated fund civilian employee plans to
attend training on government time or at government expense.

2. The employee’s department should complete (type) the 10-part carbon
DD Form 1556. A marked copy of a DD Form 1556 is shown in Figure 8.1. The
requesting department need not fill in the items which have been marked out.

3. If more than one employee in a department is nominated for the same course, use
NAVSO Form 12410/63, "Continuation Sheet; Request Authorization, Agreement, Certification
and Reimbursement, DD 1556" (Figure 8.2). The form is available from the Civilian

Personnel Office (CPO) Training Officer. Only items 1, 2, 16b and 18a need to be filled in.
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Military attendees and other personnel who are not handled by the NPS CPO, i.e.,
ROICC, Navy Exchange, and contract employees, should be shown on a separate
Continuation Sheet. The NPS CPO is responsible for personnel employed by NPS, FNOC,
NEPRF, DRMEC, PERSEREC and NOCD.

4. The DD Form 1556 should be received by the Training Director no later than 5
working days prior to the scheduled training; or ten working days if travel orders (DD
1610) are attached. If the training source requires a commitment on short notice, or
before the DD Form 1556 can be routed through the CPO, contact the CPO Training
Director to obtain tentative approval. You should have the information on the "Tentative
Approval for Training Requests” (Figure 8.3) available when you call.

5. Ensure training events receive prior approval through the chain of command and
the CPO Training Director. Making a commitment to the party providing the training,
prior of receiving official approval, may be designated as an "unauthorized obligation” and
may not be paid with government funds.

6. When the training is being held on-site by the NPS CPO, or the employee is taking
an academic course at NPS, a DD Form 1556 is not required.

7. If a training course is not sponsored by the NPS CPO or announced in the CPO
Training Bulletin, the requesting department must provide a brochure or memo describing
the course. This requirement does not apply to NPS academic courses.

8. If a course exceeds 80 hours in length and is provided by a non-government source,
the trainee must read, understand, date and sign Items 38 and 39 of Section E (Trainee
Agreement/Certification); located on the reverse side of Copy 1 - DD Form 1556 .

9. If the training source is a non-government agency and training is to be provided for
a temporary, part-time, or intermittent employee, attach a completed copy of the
memorandum, "Waiver for Temporary and Intermittent Employees for Training in Non-
Government Facilities” (Figure 8.4).

10. When a non-government training source i8 used and the combination of direct
(tuition) and indirect (per diem, travel, etc.) department costs exceed $2000 per training
occurrence (not per individual employee), the following procedures apply:

A. If only one source is known to exist which can provide this
training, complete the "Memorandum for Sole Source Justification” (Figure 8.5) and
attach it to the DD Form 1556.

B. If several sources are known, complete the "Documentation of Cost -
Comparison for Training Sources (Non-Government)” (Figure 8.6) and attach it to
the DD Form 1556.

11. Departments must forward all copies of the DD Form 1556 and any other
attachments, i.e., DD 1610s (Travel Orders), NAVCOMPT 2277s (Disbursement/Collection
Voucher), to the CPO Training Director (Code 00411). If research funds are involved,
ensure the documents are routed through Research Administration (Code 012) for
approval.

160




Chapter 8 Training Documents

12. Notify the CPO Training Director when employees are unable to attend scheduled
courses, when dates of attendance have changed, or if the course is canceled.

13. If the course is disapproved, or if more information or corrections to the DD Form
1556 are needed, the original DD form 1556 will be returned to the originating
department with a cover memorandum entitled, "Further Information Requested on DD
Form For " (refer to Figure 8.7).

14. Following approval of the DD Form 1556, the CPO Training Director will forward
Copy 9 (Evaluation of Training) of DD Form 1556, along with a cover memo, to the
originating department. The cover memo, "Approval/ Payment/ Evaluation of Civilian
Employee Training” (Figure 8.8), outlines the departments responsibilities regarding course
scheduling and vendor payment.

If the course is to be paid by the billing/invoice method, the following procedures
apply:

A. A copy of the DD Form 1556 and a memorandum entitled "Certification of
Receipt of Training” (Figure 8.9) will be returned to the department for use when
the vendor’s invoice is actually received.

B. The completed "Certification of Receipt of Training” memo is to be returned to
the Comptroller Department (Code 002) along with the invoice.

C. The department supervisor must ensure that the employee completes the front
and back of DD Form 1556 - Copy 9. The supervisor must also complete the
appropriate portions on the back of the DD Form 1556 and return it to the CPO
Training Director (Code 00411) within ten working days of course completion. A
copy of the completed, "Certification of Receipt of Training" form should also be
forwarded to Code 00411.

Civilian Personnel Office Training Director.

1. The Training Director is responsible for reviewing all civilian training requests,
determining if regulatory requirements are met, and approving or disapproving attendance
at the proposed training.

2. When approved training requires an expenditure of government funds, the Training
Director will forward Copy 6 (green copy) of the DD Form 1556, along with the DD Form
1610 (Travel Order) if applicable, to the Comptroller Department for processing.

3. The Evaluation section of the DD Form 1556, Copy 9 (white), is returned to the
requesting department to inform them of the Training Director’s approval or disapproval.
If the course will be paid via billing procedures, the Training Director will forward the
following documents to the requesting department, along with Copy 9 of DD Form 1556:

(a) A cover memo entitled, "Approval/Payment/Evaluation of Civilian Employee
Training” (Figure 8.8).

161




Part II Document Preparation
(b) A photo-copy of the original DD Form 1556.
(¢) A "Certification of Receipt of Training” memo (Figure 8.9).

4. If applicable, Copies 3,4, and 5 (yellow) of DD Form 1556 will be forwarded to the
recommended training source to nominate/schedule employee attendance.

Comptroller Department.

1. The Comptroller Department must obtain an approved DD Form 1556 - Copy 6,
before obligating funds for the training of appropriated fund civilian employees.

2. The Comptroller Department will forward the approved DD Form 1610 (Travel
Order) to PSD if travel advances and transportation arrangements need to be made.

Document Preparation.

This section provides detailed procedures for completing DD Form 1556, "Request,
Authorization, Agreement, Certification of Training and Reimbursement”, as well as
examples of the forms previously discussed in this Chapter. The sample documents
include:

DD Form 1556 Request, Authorization, Agreement, Certification of Training
and Reimbursement
(Figure 8.1)

NAVSO 12410/63 Continuation Sheet for DD Form 1556
(Figure 8.2)

Tentative Approval For Training Requests
(Figure 8.3)

Memorandum - Waiver For Temporary and Intermittent Employees for
Training in Non-Government Facilities
(Figure 8.4)

Sole Source Justification
(Figure 8.5)

Documentation of Cost - Comparison for Training Sources
(Non-Government Sources)
(Figure 8.6)

Memorandum - Further Information Requested on DD FORM 1556 For...
(Figure 8.7)

Memorandum - Approval/Payment/Evaluation of Civilian Employee Training
(Figure 8.8)
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Memorandum - Certification of Receipt of Training
(Figure 8.9)

Requests for Advance Registration Fees for Training Less Than 10 Hours
Duration
(Figure 8.10, 8.11, & 8.12)
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DD FORM 1556 .

REQUEST, AUTHORIZATION, AGREEMENT,
CERTIFICATION OF TRAINING
AND REIMBURSEMENT

Areas marked out on the sample DD Form 1556 (Figures 8.1 and 8.2) need
not be completed by the cost center. Leave Blank Any Item Not Covered In This Guide.

Item Number/Letter Title
B: Standard Document Number:

Self Explanatory

SECTION A - EMPLOYEE INFORMATION:

1. Applicant’s Name.
2. 1st Five Letters of Last Name.
3. Social Security Number.
7. Office Telephone.
8. Official Title: The title on employee’s position description.
10. Pay Plarn/Series/Grade/Step:
Pay Plan: GS or WG or AD (faculty). Occupational
Series: 4 digits.
Grade: 2 digits.
Step: 2 digits.
11. Organization Name: Department Name and Code.
12. Organizational Mailing Address: Entire 3-line address.
16. Handicapped or Disabled?

SECTION B - TRAINING COURSE DATA:

17. Course Title: Spell out the complete course title. .
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18.

19.a.

19.b.

19.c.

20.a.

20.h.

20.i.

Chapter 8 Training Documents

Training Objectives: Brief explanation of how the course
will improve the ability of the employee to perform the

duties of the current position or the relationship of the

course to the employee’s formal training plan.

Name of Training Source: Provide the title of the
organization producing the course.

Name/Mailing Address of Source: Complete name, address,
and zip code of the training source. (NOTE: This may
be a different address than the address of *source* in
19.a.).

Location of Training Site: Enter the location only if
different from the mailing address in number 19b. If it
is a correspondence course, type "Correspondence
Course.”

Purpose: Enter the code that best describes the purpose
of the training.

Mission or Program Change.

Adjust to New Technology.

New Work Assignment.

Improve Present Performance.

Meet Future Staffing Needs (for a specific,
established, and FORMAL training program
or agreement).

6: Develop Unavailable Skills.

Priority (Enter ONE code):

1: Essential: Required by law or regulation or to
prevent an adverse effect on the mission.

2: Needed: Necessary to replace losses through
attrition.

3: Helpful: For an employee currently performing at
an acceptable level in this area, but who would
benefit from further training.

Reason for Selection of Source: Pick one code to show the
reason why the source was selected.

Quality of Training.

Most Cost Effective.

Unique Capability of Source.

Location.

Not available in Government.

Do
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6: Incidental to procurement of equipment. .
7 Timeliness.
21.a/bJe. Course Hours: Do not include travel time; enter 4 digits,
if none, enter 0000. (e.g. one day course is 0008).
22.b. Catalog/Course Number: Leave blank if not available.
23.a.& b. Training Period Start/Complete: USE NUMBERS ONLY

to show YYMMDD. Do not include travel time. Leave
blank for correspondence courses.

SECTION C - COST INFORMATION:

24, If there are neither DIRECT (tuition) nor INDIRECT
(travel or per diem) costs, mark an "X" and skip to
Section D: Number 32.

25.a. Tuition Cost: Tuition charge or the registration fee.

NOTE: If the course has DIRECT COSTS (tuition),
several methods may be used to arrange for

payment:

(A) ADVANCE ON DD FORM 1610: If the
employee is traveling out of the Monterey area on
travel orders and the course must be paid in
advance, obligate the funds on a DD Form 1610
(Travel Order). Enter the estimated cost under
"Other" in Block #14 of the DD Form 1610 and
request an advance of tuition fees in Block #16.

The attendee may collect the advance fee earlier
than the three days before travel normally required
by PSD. If the training source has a deadline for
fees and requires that they be paid prior to the
course, note that date as a NLT date for payment
of the advance in Block #16 of the DD Form 1610.
(NOTE: PSD requires at least 5 working days to
process an advance.)

A DD Form 1556 must still be submitted, however,
a note should be made under Item #27 that,
"Direct costs for the course will be obligated and
paid as advance on DD 1610".

(B) ADVANCE ON NAVCOMPT FORM 2277: If
an employee needs an advance to attend a course ‘
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being given in the local area, complete a
NAVCOMPT 2277 and attach it to the DD Form
1556. The original NAVCOMPT 2277 is sent to
the Comptroller Department for processing. In
Item #27 of the DD Form 1556 enter, "Direct costs
to be paid as an advance on NAVCOMPT Form
2277".

(C) EMPLOYEE PAYS AND IS REIMBURSED:
If an employee wants to pay the fee out of personal
funds and claim reimbursement within five days
following completion of the course, submit the DD
Form 1556, but note in Item #27 that, "Employee
will pay fee and claim for reimbursement on SF
1164". In this case, funds are obligated and
submitted for payment at the same time on the SF
1164. A separate SF 1164 and DD Form 1556
must be completed for EACH person using this
method; the DD Form 1556 Continuation Sheet
(NAVSO 12410/63) may not be used.

(D) INVOICE: If the course will be paid by
invoice, obligate the funds on a DD 1556 and
forward the document to the Training Director
(Code 00411). Once the course is approved, the
Training Director will forward the following
documents to the originating department:

* A photocopy of the original DD Form 1556
* Copy 9 of DD Form 1556
* "Certification of Receipt of Training” memo.

* "Approval/Payment/Evaluation of Civilian
Employee Training" memo.

When the invoice arrives, attach the photocopy of
the DD Form 1556 and the "Certification of Receipt
of Training" and forward them to the Comptroller
(Code 002) for payment. Also forward a copy of the
Certification Memo to Code 00411. Use this

method for attendance at dll Government training.

Books, Material, Other Costs: Books and materials, or
other incidental costs directly associated with the class or
course.

Total Direct Costs: Estimated direct costs; totals of items
25 a and b. If no cost, leave blank.
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26.

26.a.

26.c.
27.

30.

31.
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NOTE: Any INDIRECT costs (travel, per diem, taxis,
rental car, accommodations, etc.) will be
obligated/advanced on a DD Form 1610 (Travel Order)
and settled on a DD 1351-2 within five working days of
completing travel. NOTE: PSD requires at least §
working days to process a Travel Advance.

Travel Cost: Enter only cost of Government Travel
Request (GTR) here. If another means of transportation
is used or the employee uses a POV (privately owned
vehicle), include the estimated travel costs in Item #26b
with the per diem costs.

Per Diem/Other Costs: Enter the total of all indirect
costs except GTR (see Item #26a), e.g., per diem, POV
travel, taxis, rental car, etc.

Total of Indirect Costs: Total of Items #26a and #26b.

Accounting Data: If the direct costs are obligated as an
advance payment on a DD Form 1610, type "Tuition will
be paid as an Advance on DD Form 1610".

If direct costs are obligated and paid on SF 1164,
type "Tuition will be paid by employee from
personal funds and claimed for reimbursement on
SF 1164".

If direct costs are paid as an advance on
NAVCOMPT Form 2277, type "Direct costs will be
paid as an advance on NAVCOMPT 2277".

If costs are obligated on DD Form 1556 and paid
by invoice, fill in this item using the appropriate
accounting data.

Total of Direct and Indirect Costs: Actual or estimated
total of all costs of training.

Job Order Number: Complete regardless of the method of
payment.

SECTION D - APPROVAL/CONCURRENCE/CERTIFICATION:

32.
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37.
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RELATED. Type the name, title, phone number, date and
provide the signature of the supervisor.

Training Officer: Please type in:

a: Clark, Elizabeth H.
b: AVN 878-3052/(408)6464-3052
c: Training Director

Authorizing Official: To be signed by a Department Head,
which is defined as an official who reports directly to the
Superintendent, Provost, or a Payroll Manager. Enter
(type) the name, title, phone number, date, and provide
the signature of the official.

Billing Instructions: FNOC and NEPRF use
organizational address; NPS departments use own code.
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Certification of Training and Reimbursement, DD Form 1556

‘ Figure 8.2 NAVSO 12410/63 Continuation Sheet, Request, Authorization, Agreement,




Part II1 Document Preparation

TENTATIVE APPROVAL FOR TRAINING REQUESTS

STATUS: =2 PERM 208 T INTERITTET

T DIRCTT 0IT5: oD 1356 DD 1610 ADVAIE SF 1164

oATC D COUFEE
HAE PZSEFRTIONS AIPZADY BEDD! MASE WITH SOURCE?

YES: PREMIIT RE UNAUTHORIZED OBLIGATION

IF YIS
IF NC: OKed TO MAFE RESERVATIONS? YES NO

AFE RESEARCH ©UNDS BEING USED?
YES: REMIND TO PROCESS THPU CODE 012 BEFORE HERE

IF TRAVEL ORDERS ARE USED, SEND WITH DD 1556

ST COPY OF COURSE BROCHURE WITH DD 1556 OR MEMO STATING COURSE CONTENT

GET DO 1556/CD 1610 TO !ME AT LEAST 7 WORKING DAYS PRIOR TO COURSE (TIME FOR ME AND PSD)

Figure 8.3 Tentative Approval for Training Requests
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Chapter 8 Training Documents

DEPARTMENT CF THE NAVY
MEMORANDUM

DATE:

FROM:
TO: Training Officer, Civilian Personnel Office

SUBJ: WAIVER FOR TEMPORARY AND INTERMITTENT EMPLOYEES FOR
TRAINING IN NON-GOVERNMENT FACILITIES

1. The below-listed employee(s) meet(s) the criteria for
training through a Non-Government training source since the
critical skill to be learned through this training can only be
obtained through training in a Non-Government facility; this
skill will be fully used after this training is completed; and
on-the-Jjob training i1s not eppropriate for this skill or no-one
is available to provide on-the-job training to employee(s).

NAME(S) OF EMPLOYEZ(S)

Scurce

Address of Source

Date(s) of Training

Figure 8.4 Waiver for Temporary and Intermittent Employees for Training in Non-
Government Facilities
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Part II Document Preparation

DATE.

FROM

10

suUsy

OEPARTMENT OF THE NAVY

Omav 216 an (e 141 Memorandum

Training Director, Civilian Persornel Office

SCLEZ SOURCE JUSTIFICATION

1. To the best of my knowledge, this scurce ejther manufactures
the ezuigment or groduct ithe ermployee will be trairned in the use
of or is the only provider cf this training I am aware of. I have
maite an honest effort to lccate other scurces for this training,
bzt have not found any apprccriate other sources.

Emzlovee Attending:

(*>ame, Title, Date and
Signature of Supervisor
Selecting Training)

Figure 8.5 Sole Source Justification
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- Comparison for Training Sources (Non-

Figure 8.6 Comparison of Cost

Government Sources)

175




Part II Document Preparation

OPNAY 5216/144A (Rev, 881!
$. N 0107-LF-082-2320

OATE:
FROM

TO

SUBJ

Ref:

DEPAATMENT OF THE NAVY

Training Director, Civilian Personnel Office

URTHER INFORMATICN REQUESTED ON DD FORM 1556 FCR

(5) NAVPGSCTLINST 12410.13

owing information/clarification is requested in crder to process

’

Name and full address cof training source {item 15a)

Full title of course (itexz 13%.

Dazes of course (izems 182a anéd b

Purpese of training (izex 20, part 1, a)
Priority of training (itexz 2C, part 1, e)
Total direct costs of training (itex 2la)

Tuition cost per person (item 21b)

Memorandum

Funding authorization (accounting line) (item 2le)

Indirect costs information (items 25a-d)}

Supervisor's certification (name, signature, and date) (item 26)

Authorizing official’s certification (name, signature, date, and approval)
(item 29)

Sole source justification or cost comparison (since source is non-governm-nt
and total direct and indirect combined costs are over $500Q.)

Other

Figure 8.7 Memorandum - Further Information Requested on DD Form 1556...
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Chapter 8 Training Documents ‘

MINZARANIUN Date:
Frer: Training Director, Civilian Personnel Office
To:

Suci: AFPRACVAL/PAYMENT/EVALUATION OF CIVILIAN EMPLCYEL TRAINIXC

Cncl: (1) Certification of Receipt of Training Memo

(2) Pnoto-copy of D torm 15356

(3) Copy 9 of DD Form 1326
1. 7The traincing reguested orn the attached 20 Form 1556 1n item
152 has been approved. If the erployee does not attend the
training, the dates of attencdance are changed, or the training is
canceleZ, please notify me.

ne telcw-Ccnecxel paracrarids angly rejzarding enrollment:

W)

P.ease contact the scurce via the phone to formally
enrc.i tne exv.ioyee, Enrcllirent copies of the T Form 1556 have
e ne scurce for confirraticn/enrollment, but may nct
! ts ensure tie emzlcyee szace in the course.
. The trainins source will send the emcloyee a
Tl ilin iz location of the course.

% z2gy of the 22 Forr 1535€ nas neen forwarced tc CoZe
S22 ts collzcate the direct cest cf this training, The socurce
wi.. oS1.1 the erplzyee's departTent directiy fcr this course.
wrnen tre inveoice is receiveZ, cocTplete enclosure (l), attach th
imvsice and enclcscre (23, arc fcrwarsd ther cdirectly to Ccde
CCl. Alsc forward a copy of =nclcsure {l) te CTode 20411

% c2oy ¢f the 32 Fcr~ 1552 nes been forwarZfed with the

17 (Travei Crlars) tc Code AC2 fcr otligation of funis

© cf advance fcr course cost.,

____ Fayment for this ccurse has alresdy been made by the
evsiiye2,. T~rce the ev.,loy2e has corrletel the course, the
ercicyee should conplets 2 ST 1164, attach enclosure (2) ani
forward toe paczkaze to lole 472 for rrocessing and relmbursement
cfi the tralning cost.

4. when the ennloyee has co-pleted the training, please ensure

that botn the erployee porticns (Bottor c¢f front and top of back
of forw) an3 tne supervissory portion (bottom of back of form) of
enclosure (3) have been cowpleted and return the form to Codle
C3411 within one montn.

1f you “ave any further gyuestionrs regarding this matter,
Thagzk/ you
A}

5.
vlease contact re at extension 365

Figure 8.8 Approval/Payment/Evaluation of Civilian Employee Training
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MEMCRANDCUM

Frcm:

To: Code @82

sUB8J: CERTIFICATICN OF RECEIPT

1. The attached 1invoice,

OF TRAINING

number

' from

is for the training

(Nate cf Crganization Precviding

attenced, by

Training)

, Code R

cn ¢ Aas

cf the TIZ Fcrm 1336,
2. As the suzerviscr cf the
trainint tilled cn the at+tached

(Name of Employee Who Atter ed)

indicated on the attached

atteniee,

invcice was

photo-copy

I certify that the

received.

Nare, Sig
Title of

~natere, Zate, and

Sugerviscr

Figure 8.9 Memorandum - Certification of Receipt of Training
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MEMORANDUM .

From: Comptroller
To: Distribution

Sub3i: REQUEST FOR ADVANCE REGISTRATION FEES

Encl: (1) Sample of completed NAVCOMPT Form 2277 - Voucher for
Disbursement and/or Collection
(2) Sample of completed SF 1164 - Claim for Reimbursement
for Expenditures on Official Business

1. Advance registration fees for local workshops, seminars,
classes, etc., of less than ten hours duration and involving only
registration and no per diem are currently being obtained by
completing a travel order form and subsequent travel
claim/voucher to offset fund obligation. Technically,
requirements for advance registration fees of this nature are not
travel related.

2. Reguests for advance registration fees meeting the
requirements outlined above will be made as follows:

a. Submit a completed NAVCOMPT Form 2277, Voucher for
Disbursement and/or Collection, per encl (1), with two copies of
Form DD 1556 (Request, Authorization, Agreement, Certification of
Training and Reimbursement) to Comptroller, Code 002.

b. Pick up check at PSD 3 days prior to regquired date.

3. Liquidation of the advance will be accormplished by submitting
a completed SF 1164, Claim for Reimbursement, per encl (2), with
an original and one copy of paid receipt and certification of
course completion (or letter from Civilian Personnel Office) to
Comptroller, Code 002.

4, Settlement of advance against Form 2277 will  be monitored the
sare as an advance on a travel order.

H. L. CLAY III

Distribution:

NAVPGSCOLINST 5605.2M List 1
(Less B-12, C-6, F-5, F-6, F-9,
F-11 thru F-13)

Figure 8.10 Memorandum - Request for Advance Registration Fees
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VOUCHER FOR DISSUNSEMENT ANU UM LULLECIIUN-NAVLOMY I FORM 2277 18P1 ) (2811 S/N UtUa-LF rvg &r 1V rage « o1 reget
A o A& Y S A A A _ A _ R,
t P, -pose 2 Date i3 Relerence Document No 4. B:' Numbe: {6, Voucner No
pee ® cowtecT O 16 MAY 89 N6227198RVABSS. '
S racw T — A 7 PAIDBY
Desartment of Meterology Code 63 CHECY NO.
Naval postgraduate Schocl
Morterey, Ch 93943
: STANCARC DOCUMENT NUMBER
g T — ] R
' Disbursing Offscer ]
! PERSCPPLCET
Monterey, & 93943
3
|
i
_ - f
i
‘ ARTICLES, SERVIC!:S OR ITEMS
8§ 3 _‘ D. “TE. UNITPRICE | F.
CATE DF DE DESCRIPTION QUAN ——————— AMOUNT
i WERv SERVICE 'REMITTER EXPLANATION DETAILS ETC) YV _:ACOSY PER |
- v ]
X ' $133.30
; | '
| ! !
N | |
: i :
! .
' I
1
!
W TOTaL f.:5.0C N
"7 emggeess O ACVANCEDD
ECTION !
o i AMOUNT
‘ | COSTCOBE . 5 cURRENCY ONLYI
' A
~vr v e v rhe o>
24 ASCOUNTING LINEE! & £
kS i &
FAs <
R - DES.CTIONS < ] _gf’ e
A5 yrantecatat v T 3isToUNT v _Tax RESERVE " ws»'%oc( ous O & Maatoe.
T &) ' NS < 1
N o \r@ !
. , A ;
Q\" RN > $ '
. i
© lo & 0 g !
‘ , — &8 < |
= CoRRET.CY EXCHANGE RATE 9 =51 F L oTaL DEO' (1 S -
K] ACCOUNTING JOASSIFICATICNSIO BE CHARGED (b éD‘SEM_Ei[/_O :
A C ID € i3 Y R id K AMOUNT
' APPRQPRIA SuB [sL:¥] BUREAU ! N ! } | MOUN
ACRN TION | MEAD _ CLASS , CONTROL . SA | AdR , TT PA i C¢°°E (V.S CURRENCY ONLY)
1 - t 1 - 7]
| ! ' : i ¢ l -
AC | 1791384 illBﬂ l [ I0") 62271 |+ @& 990179 {11\' VAB@@1 62271PQABCR Q $135.00
| | | 1
: B ! - R
L TOTAL NET AMOUNT TO BE PAID (8. OCK 9.1 MINUS BLOCK 12-1)
14, INSPECTION REPORT NOS [15 GOV'TB:LNOS
16 APPRQVED ~ 117 CERTIFIED
gy _H.L. CAY III, CAPT, USN | BY
I
I rirce  COMPTROLLER ! TITLE
! |
i AYE) (DATE!
I 0 E L
118 PAYMENT RECEIVED
PAYEE- «
PER -
TITLE - _

Figure 8.11 NAVCOMPT Form 2277: Advance Registration Fees
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T Tt T oTm T T T DEPARTMENT OR ESTABLISHMENT BUREAU DviSION OR OFFICE, 2 VOUCHER NUMBER
CLAIM FOR REIMBURSEMENT ! pepartment of Meterology Code 63
FOR EXPENDITURES ; Naval Post Graduate School 3 SCHEDULE NUMBER
[o]] . -
_N_ONAO_F_F_C_&FL'S‘NESS 'LMontere), CA 93943-5000 N6227189RVABOA1L
Reaq 'ne Pr..acy Aci Statement on the back o! this torm 5. PAID BY
TTTTTARARE L7 T hae A © SOCIAL SECURTY NO
.
5 DICKSON, JOHN L XXX=-XX-XXXX
3 Te MAL NG ADDAESS Iniioe 70 Code o OFFICE TELEPHONE NUMBE®
2 Department cf Meterology Code 63Di
T Naval Post Graduate School '
"Monterey, CA 93943-5000 X2516 (Ellen) |
6 EXPENDITURES (" ‘a2 clasmed in col Igrexceeds charge 107 one person. show in col (M1the numper of 3dd:i:0na) persons which acCOmpanied (he
clg.man!)
“oate * T Shoa spo00rate cooe w cor D 1 AMOUNT CLAIMED
C A-._nca vavel N6227189RVABES! MILEAGE |
89 C B-Teiephcne or tetegraph or RATE
2 {:_‘, C,__c:,,‘f' »E:__-:aease_s ctemizel; B ¢ MILEAGE Q:‘v“oe . :IE)E ‘::gcAEN.D
= Eapa - @IDENd U P e DRI T C P A NS oF - SONS | LANEOUS
s T ERR T S Mers w e low
_2JUNEES C REJISTRATION FEE FOR WOBDPERFECT CCURSE A% . : : ‘ ) i '
L RLAND MONTEREY CA ’ S 1135, 00
i ! H i H
J— — \ | !
ADVANCE PAID ON DOV J40Q0 D3SN IB8348 DTID 5/30/89. . o |
’ . TooTT o Ty e e ] X T ; : .
— | I I
[ SR _ B ; 1 4 H
I X ]
—— - - L i ' .
' . ! l} ' | v
o 1 ‘ Co Py
e s ] S 5
_— . t . .
[ ) ! 1 t ' i ! [l
_ — e e —_— _ ! i — :
R ! . ! ' ! : @
S - _ f B L |
| N A N
H )
——— R L |
5 z ! : f
S U . | | [
X : X
1t 3332.10n3° SSACE 1S F@JUIEC CONI Tue 07 the back : $BTOTALS CARRIED FORWARD FROM THE ) i ; E
—_— 1® : ; : 1 L
1 ) ]
7 AMOUNT CLAIMED 7c'a o’ cois ifl.igsancin) $ TOTALS ' ] :
o e e ’_ $135.00 I | 135,00
& Trse'a T s approvec w0Ng arstance teiephone calis tf shown are 10 icertity that this claim s true and carrec! to the best of my knowiedge
certif ed as necessar, .n the .nterest of the Government (Ncte I iong and behet ang that paymen! or credi! has not been rece:ved by me
¢:stance calis are nciugdeg the approving olficial must have beer
authorized 1n wril.ng. Dy the head of the gepartment or agency 10 SO i Only
certty 131 US C 680a,)
DATE
S H !
ign Originai Oniy ANt
{ SIGN MERE
DATE I CASH PAYMENT RECEIPT
3’,:"‘8“'{”‘7’ s PAYEE :s@l ® DATE RECEIVED
$IGN HERE R. RENAPD, CHAIRMAN, MET. L
9 Trhis claim s cert'hed correct and prope- for payment ¢ AMOUNT
Sign Oniginal Only []
221137:550‘1 DATE 12 PAYMENT WADE
ce
grrcen " Wb L CLAY III, COMPTROLLER
ACCOUNTING CLASSIFICATION {REVISED 7-85)
r BUREAU CONT AUTH v | PROPEATY
APPROPRIATION OBJECT | aNp SUBALLOT ACCTG I ACCIG €OST CODE AMOUNT
SYMBOL AND SUBMEAD CLASS NO ACTIVITY E ACTIVITY
AD 17918p4.1189 | 998 [62271 #9179 |20 {vAB@@] | 6227190AR0R q | 9135.00
AC 1791864.1180 | 999 162271 | 99179 |IK |vAB@gl | 6227190aBQr g | $135.00 CR
S WU B .

Figure 8.12 SF 1164: Advance Registration Fees
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CHAPTER 9

DOCUMENT PREPARATION WITH
REIMBURSABLE FUNDS

General Information.

There is little difference in the make up of accounting data on documents for direct
and reimbursable funds. The primary difference is that all reimbursable job order
numbers begin with the letter "R" to distinguish them from direct funds.

The job order number for a reimbursable account (assigned by the Comptroller) may
be found on the "Granting of Funding Authorization" (Figure 3.6), which is sent to the
cost center when authorization to obligate reimbursable funds is approved.

Figure 9.1 through 9.7 provide representative samples of documents using
reimbursable fund account data.

r/[;%:- Ki s ;-\- Gvami T T n"‘?.'l'-l'l'.'.'.l"_im-rj"' i3 H—: |
’/ Tu.p 16 PR oo etGuinian aesa L IRFOITEY 1 s X 755& )
b C o teseme g N62271 NAVPGECTI , "ONTEREY, CA 93943-5000
31NSC OAKLAX : s DEPT, Biur. '1' 7 1
B AR AR A 2
[P]Otter p.n v zl.: -Ts|. - x_lz.l_!‘a sie;7 | vho r__‘l:' !"’at LT RETH m(: 7!31‘;4';: I ,5;
; ' AN S 1;.2; R e EL IR
!ll‘ ° [ Alozl I K 752%0 ‘ o l [ !Jx L ! ral‘ 3_‘
S:L" s Ny S o e ¥ e e 11 PRl « = T YT T ) T T !:
g% 3THINTMVI NI N rla 41: 1 ulu rar ALt [ !—,__ ,51 3 . ,:
i : ' . o . i
N 62271 9312 6747 R | REKLG * e 20 e
"141 I et~ lceeaan [Ty S L LI T L < taiRb iz
;o T monc o (oc m e 3 aTe ? 12
'ilulu ::: ;ﬂm”lL'- 2 AT li) 1%%?‘? [ W L{;'Jf‘lf‘ j/@ /13
- ‘ : W i/L
: | - g S HrED
!gﬁe 9Q J olpﬁ llsA 3311 [] " J v - 3y ’ 1e (__(;_11‘\4;__5_________'L_l__‘ ‘Z'"'glé
2; sl wTale i ’ H ‘;-;
of . '
2%l ' , ; : !
'Sl LALA . - !
G CICI LI R IR ) D LA ] ) THL ‘
||1u-u;|‘_'|5uu:L‘.:ur‘fuk ¢ E-n'nun-m I |

Figure 9.1 DD Form 1348 Requisition (Reimbursable Funds)
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REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL T ReLE oL,
(Reference. Joini Travel Regulations) "
Travel Authorized as Indicared 1n ltems 2 through 21 24 Oct 1989

REQUEST FOR OFFICIAL TRAVEL

2 NAME ‘[gs: First. Middie Ininal)

Siaiua, bLowacd Jo Lo biguead aravelLR

3. POSITION TITLE AND GRADE OR RATING

Aerc. Luglueer (GS-09)
SEM;  474--46-B069

4 OFFICiA. STATION
evael Poorptaduaie Schvva
i.u‘.xLu[t,’, Ca 93943

S. ORGANIZATIONAL ELEMENT 6. PHONE NO.

Upuce Systewsa Academic Group| 2948

7 TYPE OF ORDERS 8 SECURITY CLEARANCE
LnpaVIoLaa, LW/ A
0a APPROX NC OF DAYS OF n PROCEED O/A(Dare)

TOY (inciuding travei ;ime;

Three (U3 du,s) Vo liov 1969 HISSION
o n..\,ml‘ o

8. PURPOSE OF TDY

To uttend the USRA Winter Confereunce for
1509-9Y Academic Yeur in Long Buach, CA.

11

ITINERARY f VARATION AUTHOR:Z

:,J..LLL'L/, La B0 Loy veochi, Ca

. /{ N
wid Ietule do wudifey, wvs
e ———

te AI
DE;.r.ima:eu date of return: 7 Nov 1989

916 & —

21560 |
20540 _

0 S0
O e -

Ly

£1
>t

-1

- + 2200 D

I

healld Cul

abion LOnrtLatue O3 foaa3 TAVE

TiAVil AuVALCLY huCelVid Go Tnofl Ghiueks YROi YOUR PAY AND DENIAL OF FUTURE ADVAMNCES

He Susonyleand LiAave...

B MCDE OF TPAERATAROC
COMMERT. AL GOVERNMENT I v [ V"ﬁq.uv%?wnzgcgmuww one;
QA AR 8.5 S~ F ) VERZUE Sm P | YT I ) e ‘l
e t ' ' | .
Y, ; . ! . MORE ADVANT@ROUS 1B oy ennmgRT—
—_
~pmiaT . _ MILEA AND PER OIEM LIMITED TO CON
[ ASDEIERMANED BY APPROBAATE TRANSPORTAT.ON AT VE COST OF COMMON CARNIER TRANSFOR-ATION &
OFFICER (X erseas Trave! ur..y RECATED PER DIEM AS DE"ERM NED IN JTR TRAVEL TIME LIMITED
AS INDICATED iN JTR
'3 ([ PER DIEM AUTHOR ZED In ACCORDANCE WiTr J7R
CTHER RATE OF PER DIEM (S e
14 ESTMATES COST > AETnokieo
PER DIEM TTRave. |o'~:n TOTAL
i
|
. 1 o~
$ 475,00 N SR RSV V1Y, ] 3 32,00 s 487,00 $
16 REMARKS [ 5o thy spa.c ‘or speca. requrremeni: delve superiar or [si-class accommodations. excess baggage. reguiration fees. eic )

-
fu wind alueand TDY avee outhericed. Registration fee authorized.

SUBLILT CuLPLethd Tnavil, CLALN 10U CULETLULLEK'S OFFICE WITHIN FIVE (5) CALENDAK DAYS

Le  Faliwia 210 DO SO HAY RESULT IR DEDUCTION OF ALL

17

VANTEL J, SAKODA )

REQUESTING OF“CIAL(F.:‘( and signaiure )
{

i b)-

AL

18. APPROVING orrlcuAL(n:]¢$d, arures.
RUDOLF PANHOLZER / ﬂ/uéw

PRV 4 - Choteasn Cuoaan ﬁ;mb
=~ AUTHORIZATION v
| APPROPRIATION OBLECT BUREAY sus AUTHORTZA TION TRAVEL ORDER
F4 AND CLASS CONTROL AUTH ACCOUNTING rvee (Tango)no COST cCvOE

0 SUBHEAD NUMBER AcTviTY
' ) .
Sp et 1.1.51-&'11/;‘119‘15 $id b’l’;u g 19841718 2D n_ugcg_
s LIRSS TId | g h2221 | @4a129 2D
- i qum..unm__jﬁw Gio7] _MQI_JQ D10 @a.
20. ORDER AUTMORIZING OFFICIAL (Tule and signaiure) OR AUTHENTICATION 21. DATE ISSUED

22. TRAVEL ORDER NUMBER
N622714TO0d2CY

Figure 9.2 DD Form 1610 DOD Civilian Personnel Travel Orders (Reimbursable
Funds)
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with Reimbursable Funds

Form Approved PAGE T
ORDER FOR SUPPLIES OR SERVICES OMB No 0704-0187 $
Expures Jul 31 1989 s gL,
1 IINTRAIT PURATHOADEA NG P Tt JEAYIACEANG 1 DATL O OADE™ T4 MEQUIS.TION s PURCH REQUEST AO LonwUEN D, rew
we2271-9% w (261 . 11735789 See Schecute i cot
T TOOT | wp2o?t |7 AOMNSTEAEC 87 Meimer han @) CODE | w6227'RC JOELD
SupeLT OFF:CER — SHIPPING b INVOICING ruw:m————‘
wAvAL POSIZRIILATE §IeL. CALL REZEIPT ONTRO. A? I ® oo
WOWTEREY, CA §3v.3 «08-646-2176 OR 2738
Tesse Geary (408 &4-298:
¥ CCniRAliIA COOC | 00002123 | FaGwiTvCCOL 0 OLVER TOFCE PONT Y Daie)
THE BO0KKART, INC. 12722789
Teoa3 w. S9Tw STREEY |
4T h RALBw EnnDS 17 CISCoLN TEAMS
“‘g'gge‘;g LENEXA, K5 65215-5216 .005% Days 2C et 03C
13 WA INvC TES TC
Contact: LISA E1wO0D (B00)6«2-1283 OR:C R & COPIES 0 0Lk ©
T coot N522TT% g avmENTwi.. B uADE BT CoCE . udC: 7% i
REZE VING OFFIIED, B.IC 3.9 NAVY REZ OWA. FIWANCE CENTER

MavA, POSTCRADUATE CRYSTAL WALL #3, ROOM 200

MONTEREY, A G116 I3 ATTh: CQDE 40 ATER -
Re2IT M- 0280 WASH NI DN, DL 20371-540C
% g veas ! ; Tayze 540 3 3eue0 0n #AGIREr Gaverament SRENEY O 1A SCCO" QARCH with 4AQ BuBIECH 18 18 MS 404 COR Bi0AD 81 48are Aum S
T ;
M
51 oo
H ]
TEIVI TR TTTY BT USY —_
. Ta o T A e
—_ S GNAT AL TYPES RAME ans T 7§ PrA Y
— 0n7 giun ma NG g AL bOr 07 S50 8Y
o
See Sitedn e
waz PR I S N T T 4 ; “r ncem g C e
AN 1 & s [
. Lo .
)
. . :
veans
052 T PRI E PED

=

RS ARV ,‘7 7

r N A+ 98—

PR 0t M

- .
. e {6 LN TEDLTATESTF ...;-/:., I T 2
t i ”~ .
e toiet tecmanin RVLEY SRR o 7
8> 872478 wesinO-EN CIn MAC. NG ORLEMNG DES R IFEFTRENCEE T}
P I D R P TR 8 FEE T ORI LN f3c
N i ~TaLs —
Tonsmecree T omglt ol - s :'-A = ST = L
} (B LA AMIUNT vERE.{ L IT0L. b Lk
H C LILTYS ‘
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PART III

INTRODUCTION

The Chapters contained in Part III - Document Processing, outline the typical
document flow and processing procedures associated with NPS financial transactions.
Narrative descriptions and flow diagrams illustrate the typical transaction cycles for the
three major document categories, i.e., purchase, travel, and labor.

While training documents represent a large document category, the processing
procedures for training documents are analogous to those used for purchase and travel
documents. For this reason, the processing procedures for training documents have not
been covered in a separate chapter; representative procedures for travel and purchase
documents should be substituted, as appropriate, wherever training documents are
involved.

Part III - Document Processing, is divided into three chapters:

Chapter 10 - Purchase Document Processing
Chapter 11 - Travel Document Processing
Chapter 12 - Labor Document Processing

The following symbols are used on the document flow charts contained in Part
IIT - Chapters 10, 11 and 12:

|

O Connector \\/’/ Storage

Off Page Connector

<\/ Decision

‘ Document
U Manual Process

' Process
L

&= Computer Disk ——%  Communications

i Storage
C’ Card

Computer Display

Computer Input

§iilse

Terminator
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CHAPTER 10

PURCHASE DOCUMENT PROCESSING

Introduction.

Chapter 10 outlines the responsibilities of the various departments and individuals
involved in processing purchase type documents. The information is presented in
sequential order; from origination of the purchase document, through the receipt of goods
and invoice payment.

Figure 10.1 depicts the flow of information for purchases of both government and
commercial items.

Responsibilities and Document Flow.
Originator.

When professors and other department personnel need items or services, they
prepare a departmental form or memorandum. As a minimum, the memorandum should
include:

1. Complete description of the item or service.
2. Price.

3. Source.

4. Funds to be used for the purchase.

The memorandum is given to the department’s Administrative Assistant for preparation
of a requisition (NPS Open Purchase Requisition or DD Form 1348).

After the department Administrative Assistant prepares the requisition, it is returned
to the originator for initialing. The requisition is then signed by the Department Chairman.

For purchases made from commercial sources, the originator or department receives a
copy of the DD Form 1155 (Purchase Order) from the Purchasing Officer, after the requisition
is processed. For purchases from government sources, the originator does not receive any
information, unless the item is placed on back order or until the item is actually received.

The Administrative Assistant contacts the originator when the item is received by the
department and requests that it be picked up.

The final source of information on the transaction appears on the Comptroller’s monthly
report. The report shows the amount paid to the vendor and is likely to be different from the
amount obligated. This is a result of price changes, differing freight estimates, or discounts
offered for early payment.
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Entries should be made in account ledgers for all transactions and the balance should be
reconciled with the Comptroller’s monthly report. Part IV (Accounting Procedures) of this
guide contains ledger and reconciliation procedures.

Department Administrative Assistant (AA).

The department Administrative Assistant prepares the requisition from the originator’s
memorandum. The department AA assigns proper accounting codes and document numbers,
and updates the department’s accounting records. The requisition is then returned to the
originator for his approval and initials.

After the originator initials the requisition, it is signed by the Department Chairman.
All requisitions funded by research funds must be routed through the RAO, otherwise they go
directly to the Issue Control Office in the Supply Department.

Research Administration Office (RAO).

The Research Administration Office (RAO) is responsible for the overall management of
research financing at NPS. This office ensures items ordered are budgeted for and within the
project’s guidelines.

Issue Control, Supply Department.

Issue Control screens the requisition for price accuracy, economy of source, and
compliance with applicable regulations. It also notifies departments of any significant price
change to the requisitioned items.

Comptroller.

The Edit Clerk reviews the requisition for proper accounting codes and ensures tha!
sufficient funds are available in the account. The requisition is then passed to the Budget
Analyst, who updates the local memorandum and "official” records to reflect the obligation.

The Supply Department notifies the Comptroller of any subsequent price change on the
items ordered. Comptroller records are adjusted, but this information is usually not
transmitted to the cost center until the Comptroller's monthly report is received.

The Comptroller also receives payment information from various paying offices.
Changes in the transaction’s payment status and amount are reported to the cost center
through the monthly report.

Issue Control, Supply Department.

Issue Control processes requisitions for government items. The majority of requisitions
enter the Navy Supply System via on-line
computer terminals. Copies of the DD Form 1348 are then sent to the Receiving Branch.

Open Purchase Requisitions are forwarded to the Purchasing Office for processing.
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Purchasing Office, Supply Department.

The Purchasing Office issues a purchase order from information supplied on the Open
Purchase Requisition form. Distribution is made to the commercial supplier, originating
department, Comptroller, Receipt Control, and Receiving Branch.

Receiving Branch, Supply Department.

When the Receiving Branch receive their copy of the Purchase Order or DD Form 1348,
the form is filed by the expected delivery date of the requisitioned items. When the items
arrive, they are inspected and a receiving report is prepared. The receiving report is then
forwarded to Receipt Control. The Receiving Branch warehouse personnel deliver the items to
the ordering department.

Receipt Control, Supply Department.

Receipt Control is responsible for ensuring that all purchase requirements have been
met. They receive a copy of the purchase order from the Purchasing Branch, a receiving report
from the Receiving Branch, and an invoice from the supplier. When all required
documentation has been received, a voucher is prepared and certified, and then forwarded to
the paying office for payment.

Paying Office.

Bills are paid by one of five different paying offices. When a bill is paid, the amount
may differ from the amount on the purchase order. This is due to differing freight charges, or
discounts for early payment. The final expenditure information makes its way back to the
Comptroller, via the Navy accounting system. This information is transmitted to the cost
center through the Comptroller’s monthly report.

Exceptions.

1. Partial Shipments. Special attention is required when a partial shipment is received
and the supplier either cancels or back orders remaining items.

2. Office Supply Issue. When items are procured from the Office Supply Issue Room, the
following procedures apply:

(@) The Administrative Assistant lists the office supplies needed by the department
on the Office Supplies Request Form (GPO 689-317).
The form is then taken to the issue room, where the items are issued, if available.

(b)  Office Supply Issue accumulates the request forms, consolidates the information,
and bills the departments on a monthly basis for the cost of the items issued.

(c)  Upon receipt of the bill, the cost center prepares a DD Form 1348 and forwards it
to the Comptroller Department (via the RAO, if research funds apply). The
Comptroller checks for errors in the accounting codes and ensures that the
account has sufficient funds available for the purchase. The DD Form 1348 is
then forwarded to the Supply Department for processing.
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(d) Once the DD Form 1348 has been processed through the supply system, the
expenditure of funds is reflected in Comptroller’s monthly report.

3. Ready Supply Store. When items are procured from the NPS Ready Supply Store, the
following procedures apply:

(a) The Administrative Assistant lists the items needed by the department on the
Material Requirements/Issue Document (NAVFAC 9-11014/8). The form is sent
directly to the Ready Supply Store.

(b) When the order is filled by Ready Supply, the Administrative Assistance is
notified, usually by telephone, of the order’s total cost. A DD Form 1348 is then
prepared by the department.

(¢) Once the DD Form 1348 is completed, it is walked through the Comptroller
Department (and RAO, if research funds apply) for approval. Following approval
by the Comptroller, the DD Form 1348 is hand carried to the Ready Supply Store
and exchanged for the items requested.

4. Express Mail.

Departments requiring an express shipment must prepare a DD Form 1149. The DD
Form 1149 should be walked through the Comptroller Department for approval. The package
and DD Form 1149 must then be delivered to the Freight Branch, no later than 1400 on the

day of shipment. Again, if research funds are involved, the transaction must be authorized by
the RAO.

5. Honorariums.

Honorariums are gratuitous payments made to visiting lecturers or consultants to
compensate them for their time and preparation. Departments wishing to pay honorariums to
guest lecturers must complete NavCompt Form 2277 and a local honorarium request form. As
the Comptroller authorizes all honorariums, payments must be cleared through the
Comptroller prior to scheduling the guest speaker. If the honorarium involves research
funding, the documents should be routed to the Comptroller, via the Research Administration
Office. Approved honorariums are forwarded to the Personnel Support Detachment (PSD) for
payment.

Honorariums over $250 per day require approval of the Division Dean. Honorariums
exceeding $350 per day must be approved by the Superintendent.
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CHAPTER 11

TRAVEL DOCUMENT PROCESSING

Introduction.

Chapter 11 outlines the responsibilities of individuals and departments involved in
processing travel documents. The information is presented sequentially; from initiation of the
travel request to submission of the travel claim for . eimbursement of the travel expenses.
Routing procedures for travel documents funded by OPTAR, research accounts, or
reimbursable funds are eac: addressed, wi:h Figures 11.1a and 11.1b depicting w.ic appropriate
flow of information. Figure 11.2 depicts the flow of documents for travel reimbursement.

Responsibilities and Document Flow.
Principal Investigator/Person Requesting Travel.

An individual requesting official travel, or reimbursement for authorized travel
expenses, normally obtains the Travel Worksheet, Passenger Reservation Request and
Worksheet for Reimbursement of Travel Expenses from the department Travel Clerk. When
completed, the forms are returned to the department Travel Clerk for further processing.

Department Administrative Assistant/Travel Clerk.
The department Travel Clerk is responsible for preparing the individual’s official travel

documents and accounting for the travel funds obligated and expended. This entails the
following general processes:

1. Transferring information from the travel worksheets onto the official travel
documents.
2, Recording the correct accounting data onto the travel documents. Cost

estimates for travel are exactly that - an estimate. Departments usually maintain a file
of the per diem and lodging rates applicable to various regions of the country. Typically,

- you would estimate one day’s per diem for round trip airline travel, with the remaining
per diem based on the length of the visit.

3. Completing any supplementary paperwork required, i.e., PRR, Visit
Notification, Area Clearances, and attaching this documentation to the Travel
Order. Submit an advance copy of the PRR to the Personnel Support Detachment
(PSD) Transportation Office to expedite airline reservations. PSD will not prepare a
Government Transportation Request (GTR) for airline tickets until they receive the
original Travel Order.
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Chapter 11 Travel Document
Processing
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Part III Document Processing

Prepare a Visit Notification or Area Clearance Request for travel outside of the
continental United States (CONUS). The NPS Travel/Country Clearance
Handbook contains information regarding the preparation of the required letters
and messages. When completed, submit the message draft or letter to the
Director of Programs, Administrative Officer (Code 032), via the appropriate
Dean, for further routing and approval.

4. Ensuring the Department Chairman and Superintendent approve the
requested travel before forwarding the documents for further processing. The
appropriate Division Dean must approve personal travel requested by the Department
Chairman.

NAVPGSCOLNOTE 5050 dated 27 April, 1989 requires the Superintendent’s
approval for all routine travel on official business. Departments usually submit
their upcoming quarterly travel requirements to the Superintendent during the
last week of each month. Emergent requirements are handled on a case by case
basis.

5. Submitting the travel documents to the appropriate office for further
processing and approval. Submit travel documents to the RAO, or appropriate
comptroller division, at least 10 days prior to the date of travel. Travel requested in
support of research must be forwarded to the Research Administration Office. For
Other Reimbursable or OPTAR accounts, submit the documents to the Reimbursable
Accounting or OPBUD Divisions, as appropriate.

6. Entering travel cost data into the proper accounting ledgers. Departments
should enter the initial cost data into their ledgers and then reconcile the books when
the travel claim is settled. Part IV of this guide provides further information on ledger
accounting and reconciliation procedures.

7. Preparing and submitting Travel Vouchers or Claims for Reimbursement of
Expenses on Official Buesiness. Individuals requiring reimbursement for travel
expenses will normally provide the necessary information on locally produced
worksheets. Submit travel claims to the Compcroller Department Travel Clerk within 5
working days of travel completion.

Research Administration Office (RAO).

The RAO is responsible for tracking the obligation and expenditure of funds pertaining
to research accounts. The Research Administrative Assistant inspects the travel package
submitted for discrepancies, and compares the travel funds requested with estimates provided
on the Budget Page. (The Budget Page is a detailed estimate, submitted earlier by the
Principal Investigator, of the research project’s costs.) A copy of the order is then given to the
RAO Data Entry Clerk, who enters administrative data into the RAO database system and
places the copy on file.

If financing of the research project is provided by direct funds, the Travel Order is

routed to the Edit Clerk in the OPBUD Division. For reimbursable research, the travel
documents are forwarded to the Account Analyst in the Reimbursable Accounts Division.
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Comptroller Department.

OPBUD Division - Edit Clerk.

The Edit Clerk screens all travel funding involving direct research or OPTAR
funds. The OB SCC Balance Report is used to check the accuracy of the accounting data
on the travel document and to ensure that sufficient funds are available. If funds are
available, a copy of the Travel Order is pulled for the Account Analyst, the orders are
date stamped and initialed, and the original is forwarded to the Comptroller
Department Travel Clerk.

OPBUD Division - Account Analyst.

The Account Analyst receives a screened copy of the travel documents from the
Edit Clerk and enters the accounting data into the "ZENITH" (local memorandum
database) and "WESTI" (official IDARMS database) systems as an obligation. The
Travel Order copy is then placed on file.

When travel is completed and the travel claim settled. the analyst receives a
"settlement package" from the Travel Clerk, containing one or more of the following
documents: a GTR Itinerary (for airline ticket purchases), a TAD Travel Advance
Voucher Summary, a Travel Voucher Summary (claim settlement) and a Collection
Voucher (a return of funds from the traveler when an advance exceeds the actual cost of
travel). The information provided on these documents is entered into the "ZENITH"
system to reconcile the local accounts and record the expense. The obligation recorded
in the official "WESTI" is also updated to reflect the actual settlement amount.

Reimbursable Accounts Division - Account Analyst.

The Account Analyst receives the Travel Order from either the RAO, for
reimbursable research funds, or directly from the requesting activity, when "other
reimbursable” accounts are involved. The Travel Order is screened for the correct
accounting entries and then checked against the "ZENITH" database system to ensure
that funds are available in the account. If the account has sufficient funds, the analyst
retains a copy of the orders and enters the information into the "ZENITH" and "WESTI"
database systems as an obligation. The original documents are then forwarded to the
Travel Clerk.

When travel is completed and the travel claim settled, the Travel Clerk forwards
a "settlement package" to the analyst, indicating the actual amounts expended. The
analyst enters the information into the "ZENITH" database to record the expense and
reconcile the local records.

Travel Clerk.

The Comptroller Department Travel Clerk is located in the office of the
Reimbursable Accounts Division. Depending upon the source of financing, the Travel
Clerk receives the Travel Order from either the OPBUD Edit Clerk or Reimbursable
Account Analyst. The Travel Clerk screens the paperwork for compliance with the Joint
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Federal Travel Regulations (JFTRs) and ensures the correct accounting data is entered
on the Travel Order. If the documents are in order, the Travel Clerk forwards them to
the Comptroller for authorization to expend the funds. If any irregularities exist, the
Travel Clerk contacts the department or individual concerned to remedy the matter.

Once the Comptroller authorizes the expenditure and returns the travel
documents, the Travel Clerk removes two copies and routes the original. as necessary.
For travel not requiring advance per diem or airline tickets, the Travel Clerk returns
the approved Travel Order to the appropriate department. When a travel advance or
airline ticket is requested, the Travel Clerk sends the original documents to the
Personnel Support Detachment (PSD) for further processing.

Travel claims must be submitted to the Travel Clerk within 5 working days after
travel completion. The Travel Clerk records the claim in a logbook, compares it with the
travel documents on file, reviews the claim for completeness, retains a copy and
forwards the original to the PSD Claims and Vouchers Division for settlement. When
the claim is settled, the Travel Clerk receives several settlement documents from PSD
indicating the actual settlement amounts. The Travel Clerk accumulates these
documents into a "settlement package" and then delivers them to the appropriate
analyst for reconciliation of the account.

Personnel Support Detachment (PSD).

PSD issues travel advances and Government Transportation Requests used for airline
tickets, and makes final settlement on travel claims. For a travel advance, the Travel Clerk
forwards the original Travel Order to PSD Claims and Vouchers. PSD issues a check for the
amount requested and endorses the Travel Order. For airline ticket requests, the Travel Clerk
sends the original Travel Order to the PSD Transportation Office for further processing.

Upon completion of travel and receipt of the travel claim, the Travel Clerk forwards the
paperwork to PSD for final settlement. PSD computes the amount of reimbursement required
and adjusts it for any travel advances made or transportation provided. The final settlement
check, original Travel Order and copy of the pa.ld travel claim are then returned to the
department or individual.

The Comptroller Department Travel Clerk is furnished with copies of the settlement
documents. These are used to close out the Travel Clerk’s file and are then forwarded to the
appropriate analyst for reconciliation of the local memorandum accounting records.

NOTE: Some departments require that checks for travel
reimbursement be sent directly to the department. This allows the
department's Travel Clerk to reconcile the ledgers soon after travel is
completed. Other departments do not have this requirement and rely
entirely on the Comptroller reports to reconcile their books.
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CHAPTER 12

Labor Document Processing

Introduction.

Chapter 12 outlines the responsibilities and procedures for individuals and departments
handling labor related documents. Asin Chapters 10 and 11, the information is presented
sequentially; starting with the submission of the Personnel Requests and concluding with
disbursement of the employee’s paycheck. Figure 12.1 depicts the flow of information for labor
and timekeeping documents.

Responsibilities and Document Flow.
Civilian Personnel Office (CPO).

The payroll cycle is initiated by a Notification of Personnel Action (SF-50) from the
Civilian Personnel Office (CPO). The CPO mails the SF-50 to the FIPC for entry into the
official accounting records and to the NPS Payroll and Timekeeping Division for the local
memorandum records.

Comptroller Department - Payroll and Timekeeping Division.

The Payroll and Timekeeping Division coordinate the submission of time and labor
distribution information (except for the Public Works Department) to the Financial
Information Processing Center (FIPC), Washington, D.C. The division maintains the local
labor memorandum accounting system and prepares payroll cost reports. Staff support
(Government Service/Wage Grade personnel) payroll and labor costs are accumulated on time
and labor cards. Faculty payroll costs are accumulated on a Faculty Certification Letter. The
Letter consists of labor information condensed from the Faculty Employment Certification
Memos, submitted by each department.

When Payroll and Timekeeping receive the SF-50 from the CPO, the information is
entered into the local labor memorandum accounting system to generate the Staffing Report
and Payroll Checklist. The Staffing Report is used for employment projection and budgeting.
The Payroll Checklist lists all employees based on funding and home job order number.

The Payroll Checklist also serves as a check for newly reported personnel and for
employees who have resigned. If a new employee is on the checklist and time and labor cards
for the individual are not submitted, Payroll and Timekeeping contact the department and
request that the necessary cards be forwarded for processing. If an employee resigns and time
and labor cards are not submitted, the department responsible is asked to complete a Request
for Personnel Action (SF-52) to close out the former employee’s account.
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Time Cards sent from the FIPC to NPS are compared with the names of employees
listed on Payroll Checklist. The cards are separated by department distribution codes and sent
to the departments by guard mail, or alternatively, department tlmekeepers may pick them up.
Several blank time and labor cards for new employees, are included in the FIPC’s mailing.
When the time and labor cards return from each department, they are screened for proper
completion. This includes a check for correct signatures and overtime authorization
procedures. Payroll and Timekeeping compare the documents to the Payroll Checklist to
ensure that all time and labor cards are accounted for and then enter the labor data into the
local memorandum system. In the meantime, all the time and labor cards are sent, via express
mail, to the FIPC.

Timekeeper.

Cost and sub-cost center labor data is accumulated by department timekeepers. The
designated timekeeper is responsible for filling out time and labor cards, supplemental time
cards and any other applicable labor documents, and returning them to the Payroll and
Timekeeping Division. Faculty Employment Certification Memos are forwarded to the
Academic Planning Department for further processing. The payroll time period is two weeks.
Time and labor cards arrive on a Friday and must be returned to Payroll and Timekeeping on
the second Monday of the pay period, completely filled out for the two week period. This
necessitates estimating the last six days of the pay period.

A supplemental time card is submitted in the next pay period, to correct incorrect
entries made in the previous pay period, e.g., unanticipated sick or annual leave. If
supplemental cards are submitted by the first Monday of the new pay period, the corrections
will be reflected in the employees next pay check. Otherwise, corrections will be noted in the
next pay period. The following time line illustrates key events in the NPS payroll cycle:

T&A Cards Return Cards Timekeeping Supplewental
Distributed to Timekeeping Processing Cards in- to
by 10 A.M. be Reflected

in current
‘_I b l period.
-t A S/ / /_ / /- _/._ /_* /., /__ ;:]/_

SSHTHThESS T W Th

I Pay Period |

Figure 12.2 NPS Payroll Timeline

Planning and Program Budget Analyst (PPBA).

Several cumulative reports are generated by the Payroll and Timekeeping Division from
locally held labor accounting records. The cumulative reports list the dollar amounts expended
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on labor and the bottom line totals remaining in each resource account, i.e., Direct, Indirect
and Reimbursable. The cumulative reports are sent to the Planning & Program Budget
Analyst (PPBA) who uses the information to generate the Managing to Payroll Report. This
report is used by NPS Line Managers to manage their payroll.

Financial Information Processing Center (FIPC).

At the beginning of each pay period, the FIPC (NRFC) mails all time and labor cards to
the Naval Postgraduate School Payroll and Timekeeping Division.

When the completed time/labor cards and Faculty Certification Letter are returned to
the FIPC, the data is manually key punched into the IDARMS and the official payroll costs are
computed and recorded. (The Payroll and Timekeeping Division at NPS can only access the
IDARMS to correct labor hours and job order numbers). The FIPC then issues a paycheck,
which is mailed to the employee or electronically deposited into the employee’s bank account.

The FIPC also publishes monthly NAVCOMPT accounting reports (Uniform

Management Reports) which the Comptroller Department use to reconcile the School’s
financial records.
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PART IV

INTRODUCTION

Part IV of this guide provides information necessary to maintain and reconcile cost
center accounting records. Due to the diversity of automated ledgers used at NPS, this
part focuses on a manual ledger system. The procedures used with manual ledgers differ
somewhat from those used for automated ledgers; However, many of the basic concepts
and techniques of a manual ledger system can be applied to an automated system.

Part IV is divided into the three chapters:

Chapter 13 - General Accounting Information
Chapter 14 - Cost Center Accounting and Bookkeeping Procedures
Chapter 15 - Understanding the NPS Comptroller Monthly Report

Chapter 13 presents the basic framework of the Navy accounting system. It
1solates the dimensions of the system, and when combined with the overview presented in
Chapter 1, provides a solid foundation for understanding Navy accounting principles.
Chapter 14 develops a standardized method for maintaining accounting ledgers and files.
It sets forth procedures for handling price changes, reconciling account ledgers, and closing
out records. Chapter 15 provides a detailed description of the Comptroller’s reports and
explains how to interpret them. The objective of Part IV is to provide documented
procedures to assist personnel in maintaining cost center accounting records.




CHAPTER 13

GENERAL ACCOUNTING INFORMATION

Introduction.

The accounting procedures used by the Navy to account for cost center funds are
quite different from the "double entry" accounting procedures used by private industry. In
fact, the procedures employed by cost centers closely resemble those used in keeping a
personal checking account. To properly account for funds, a clear understanding of how
the Navy accounting system works is required. Many of these concepts have been
discussed in previous chapters, but are reiterated here to build a foundation for applying
the accounting procedures at the cost center level.

RMS Accounting Concepts.
Accounts.

The basic component of accounting - is the account. Accounts are the building
blocks of the accounting system and the principle means through which the Navy controls
funds. They serve as a mechanism for transmitting funds designated for a particular
purpose, i.e., operations, research, etc., to a specific responsible unit or person. They also
serve as a record, or register, for accumulating cost information and establishing
accountability. Figure 13.1 provides some examples of the typical cost center accounts
used at the Naval Postgraduate School.

Account Cost Center Purpose

Operating funds (OPTAR) Academic Department Cost of normal operstions.
Indirect Support Academic Department Indirect support of research.
Direct Funded Ressmrch (DFR) Principel Investigator Approved ressarch project.
Reimbureable Research Principsl Investigator Sponsored research project.

Figure 13.1 Typical NPS Accounts

Travel Ceiling.

A ceiling is a limit placed on the amount of money that may be spent on a specific
expense category . It serves as a means of controlling costs. Most of the accounts at the
' Naval Postgraduate School have a ceiling on travel expenses. These ceilings are
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expressed in the cost center’s fund authorization, and authorize a specific amount of
money for travel. While the amount authorized for travel cannot be exceeded, the funds
authorized for travel may be used for other purposes; as long as the total account
authorization is not exceeded.

For a cost center to comply with the restrictions, travel expenses must be clearly
defined. Travel expenses include: transportation and per diem expenses, and
reimbursements for the use of a privately owned vehicles while conducting official
business. Registration fees, even if authorized by travel orders, are not considered travel
expenses. The Navy accounting system identifies travel expenses with expense element
"E" in the cost code.

Accounting Period.

The accounting period for the federal government is a fiscal year. The
government’s fiscal year begins on October 1 each year and ends on September 30 the
following year. The fiscal year is designated by the last two digits of the year in which it
ends. For example, the period October 1, 1989 through September 30, 1990 is fiscal year
90 or "FY90".

Funds directly appropriated to the Naval Postgraduate School are usually allocated
quarterly and expire at the end of the fiscal year. Reimbursable funds, on the other
hand, may be allocated in a lump sum and expire at times other than the end of the
fiscal year, depending upon the source of funds and the conditions of the funding
agreement. Despite these differences, the fiscal year is used as the accounting period for
reimbursable funds. The reimbursable funds that do not expire at the end of the fiscal
year may be carried forward, as a new account, into the next fiscal year.

Transactions.

A transaction is the smallest identifiable element recorded into the accounting
system. Transactions accumulate in the accounting system to provide cost information
and account balances. In the Navy accounting system, a transaction is represented by the
single line of accounting classification data (accounting codes) cited on a document. A set
of travel orders, for instance, uses a separate line of accounting code to account for each
category of expense, i.e., per diem, transportation, and registration fees. The line of
accounting classification code for each expense category is considered, therefore, as a
separate transaction for accounting purposes.

In order to track transactions through the accounting system, we must have a
means of identifying them. A checking account uses check numbers to identify check
transactions. The Navy accounting system uses a document number, plus an Accounting
Classification Reference Number (ACRN), if necessary, to identify individual transactions.
When a single document has more than one line of accounting classification data, ACRNSs,
i.e, AA, AB, etc., are assigned to distinguish between each line of classification data. See
Chapter 4 - Coding Systems, for further information.
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Information

Accounting Records.
The FIPC, Washington, D.C., maintains the "official" accounting records for NPS,

while the NPS Comptroller and individual cost centers maintain the local memorandum

(unofficial) records. The memorandum records provide local management information,
while serving as a check on the official records.

Flow of Accounting Data.

The flow of accounting data for any transaction begins with the obligation of funds

by the cost center. It continues until the chligation is liquidated (either through the

expenditure of funds or cancellation of the obligation) and reflected correctly in all three

accounting records, i.e., FIPC, Comptroller, and cost center. Understanding this flow is
essential in accounting for Navy funds. Chapter 1 provides a overview of the flow of
accounting data in the Navy’s accounting system.

It is important to remember that the amount obligated by the cost center, in most

instances, is an estimate which is subject to change. The source for identifying these
changes is the Comptroller’s monthly accounting report.

Summary.

The purpose of this Chapter was to build upon the general information provided in
Chapter 1 and to expand upon some essential elements of the accounting system. To
recount the main points in this Chapter;

1. The accounting system consists of a collection of individual accounts used to

distribute fund authority and accumulate transaction information. Accounts may be

restricted by administrative controls, such as ceilings on travel expenses and time

constraints.

2. Transactions accumulate in the accounting system to provide cost information
and account balances. Document numbers and ACRNs are used to trace individual

transactions through the accounting process.
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CHAPTER 14

COST CENTER ACCOUNTING
and
BOOKKEEPING PROCEDURES

Introduction.

This Chapter describes a standardized method of accounting for cost center funds.
A blueprint for a manual bookkeeping system is provided, which details the procedures
necessary to maintain cost center ledgers and accounting files.

Cost Center Accounting Records.

Cost centers maintain accounting records to provide current information for making
local management decisions. They also provide a means of ensuring that transactions are
timely and accurately reported into the official accounting records. To meet these
requirements, accounting records must:

1. Provide an accurate account balance.
2. Provide a means of monitoring compliance with travel ceilings.
3. Provide a simple method of identifying transactions which are delinquent in posting

to the official records.

Accounting records must be designed to ensure that transactions are properly
recorded and to reduce the possibility of duplicate ledger entries. The accounting ledgers
must furnish an easy method for accommodating the frequent changes which occur in
transaction amounts, as well as provide an audit trail which would lead to the source of
these changes.

Manual Ledger System.

The suggested design for the manual ledger system involves dividing the account
into subaccounts, or sections. That is, the account is split into travel and purchase
sections to allow for monitoring of travel ceiling compliance. If a reimbursable account is
involved, a section for labor may be required, as well. See Figure 14.1.

To simplify the assignment of document numbers and to ensure that all
transactions are entered into the ledger, it is suggested that a separate ledger page be
maintained for each document type. For example, the account would have a page for
Open Purchase Requisitions ("RQ" series), Standard Stock Requisitions (‘julian date -
serial number” series), and Travel Orders ("TO" series). Low volume document types,
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Part IV Accounting Procedures

such as Claims for Reimbursement ("RV" series), Honorariums ("MD" series) and civilian
training ("TG" series) could be combined on a single miscellaneous page, so long as
sequential document numbers can be readily accounted for. Finally, there should be a
fund authorization page and transaction adjustments page within each section.

total account.

PURCHASES TRAVEL

‘ ADJUSTMENTB |

’ MISCELLANEOUS

' ADJUBTMENTS

B8TANDARD 8TOCK

INVITATIONAL

MANUAL LEDGER SETUP

LABOR

, TAAEL ORDERS

l LABOR CHARGES

AUTHQRIZATIONS

AUTHORIZATIONS

)

{-}

{ SUBTOTAL . SUBTOTAL

= ACCOUNT TOTAL

SUBTOTAL)

Figure 14.1 Manual Ledger Setup

Determining an account balance, under this configuration, requires that the balance
of each transaction and section adjustments page be subtracted from the balance on the
fund authorization page. Balances can be obtained for each section, as well as for the

to periodically record the account’s balance.

Column Setup.

official records within a reasonable amount of time.

It may be desirable to maintain a memo sheet, in the front of the ledger,

Figure 14.2 depicts the column setup for a manual accounting ledger sheet. The
columns are designed to provide a current balance for the page, as well as an audit trail.
Furthermore, the columns allow easy identification of transactions that do not post to the

follows:
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Column entries are described as

Date. The date column is used for recording the date of the ledger entry.

Document Number. The document number column is used to record the
document number. Document numbers should be sequential, as a single ledger

sheet is used by each document type, i.e.,, "RQ",

"TO", etc. The document number will include an ACRN, if more than one

transaction appears on a single document.

Job Order. The job order number is recorded in this column to ensure that it
posts correctly to the monthly Comptroller reports. For reimbursable accounts,

enter the expense element only.
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Figure 14.2 Ledger Sheet ‘Sample)

Description. A verbal description of the transaction. The descriptions most
commonly used by NPS cost centers are, "traveler/destination” for travel orders and
"vendor/product” for requisitions.

Status. The status columns permit transactions to be tracked and readily identify
transactions requiring follow-up action. The "OBL" column is used to record the
date the obligation appears on the Comptroller’s report. The "REC’D" column is
used to record the date goods and services are actual received, or the date a
traveler submits a claim for reimbursement. The "F/E" column is used for
recording the date the final expenditure appears on the Comptroller’s report.

Reference. This column is used to cross-reference adjusting entries and make
explanatory comments. Some suggested abbreviations are:

PC: Price Change

CANX: Cancellation

MOD: Modification of Travel Orders
DISC: Discount
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Adjustments. The Adjustments column is used to record an adjustment made to .
the original obligation amount. The amounts in this column should be preceded by
a plus or minus sign to indicate a increase or decrease in the obligated amount.

Amount. This column is used to record the original amount of the obligation. In
many cases, the actual amount of the transaction will differ from the original
obligated amount. These differences are reconciled through separate adjusting
entries, as will be explained later in the section on reconciliation procedures.

Balance. This column is used to maintain the cumulative balance of a particular
transaction type, i.e., "RQ", "TO", etc. It does not represent the account’s balance.

Filing System.

Accounting files consists of all source documents and reports used to reconcile the
cost center’s account(s). The files provide an audit trail and substantiate all ledger
entries. Used in the configuration described below, these files provide a convenient
method for monitoring the status of outstanding orders and travel claims. Figure 14.3
illustrates the suggested file organization.

1. Authorization file. The authorization file contains all authorization letters

and adjustments for the account. For reimbursable accounts, the file should include
copies of agreements, contracts, and funding documents. For research accounts, the
file should include a copy of the approved research proposal and current budget

page.

2. Document files. The document files consist of the documents that support
each transaction. The following document files should be maintained:

a. Pending file. This file contains copies of the obligation or
cancellation documents submitted, but not reflected on the Comptroller’s
monthly report.

b. Undelivered Orders (UDO) file. This file contains copies of
documents which support the transactions appearing on the Comptroller’s
monthly report - but for which payment is not due, i.e., requisitions for goods
that have not been received or travel orders for which the traveler has not
submitted a claim.

c. Accounts Payable (A/P) file. The A/P file contains copies of the
obligation documents for which payment is due, i.e., requisitions for goods
received, travel orders for which claims have been submitted.

d. Final Expenditure (F/E) file. When an obligation is finalized, either

by cancelling the transaction or by satisfying the obligation through the
expenditure of funds, copies of the obligating document are placed in the F/E

file. The F/E file is a "completed file". Documents should be filed in

document number sequence. .
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3. Reports file. This file contains copies of the Comptroller’s monthly report,
along with annotations made during the reconciliation process. If local ledgers are
automated, a copy of the local ledger sheet used for reconciling should be included.

ACCOUNTING FILES SETUP

COMPLETED FILE

VDO FiLE

AUTHORIZATION
FILE

PENDING FILE REPOATS FILE

AUTHORIZATION DOCUMENT REFPNRTS
FILE FILES FILE

Figure 14.3 Organization of Accounting
Files

Generally, all documents that support a transaction accumulate into a package, i.e.,

purchase requisition, purchase order, and packing slip, and flow through the document
files as follows:

Purchases.

The obligation document (requisition) is prepared and an accounting entry is made
in the account ledger. A copy of the requisition is placed in the pending file. When a
copy of the purchase order is received, it is stapled to the file copy of the requisition and
returned to the pending file. The documents remain in the pending folder until the
transaction appears on the Comptroller’s monthly report. The documents are then moved
to the UDO (Undelivered Order) file. When the goods ordered are received, a copy of the
packing slip is attached to the originating documents and an annotation is made on the
face of the originating documents, indicating the date goods were received. The document
package is now placed in the A/P (Accounts Payable) file. When the transaction finally

appears as an expenditure for the full amount of the transaction, the package is moved to
the F/E (Final Expenditure) file.

Travel.

When a travel order is issued, an accounting entry is made in the account ledger
for the estimated travel cost. A copy of the travel order is filed in the pending file, until
the obligation appears on the Comptroller's monthly report. The travel order is then
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moved to the UDO file. When the traveler completes the travel and submits a travel
claim for reimbursement, the date the claim was submitted should be annotated on the
travel order. The travel order is then moved to the A/P file. Travel claims are usually
paid by PSD and checks are often routed through the traveler’s department. In such
cases, the cost center may wish to make an account adjustment and annotate the date
paid on the travel order. However, the travel order should remain in the A/P file until it
appears as an expenditure on the Comptroller’s report.

Labor,

Cost centers that have reimbursable accounts are responsible for ensuring that
appropriate labor charges are made to reimbursable accounts. When labor cards or
faculty labor certifications are submitted, the cost center should compute the appropriate
labor charges, by using the acceleration rate (rate used to add fringe benefits), and make
an accounting entry to the reimbursable account. A sheet of paper with labor calculations
should be filed in the pending file until charges appear on the Comptroller’s report.

When labor charges appear on the Comptroller’s report, the amounts should be verified
and the computations moved to the F/E file.

Bookkeeping Procedures.

Now that we have developed a standard format for manual accounting ledgers, and
a method for maintaining accounting files, we will use the suggested ledger and filing
system to develop a set of standardize accounting procedures. The procedures fall into
three categories: (1) Regular or daily procedures, (2) Monthly reconciliation
procedures, and (3) Year-end or close-out procedures.

Regular or Daily Procedures.

These procedures primarily involve recording transactions as they occur. The cost
center will make the following entries as transactions originate and file the source
documents in the document files according to the procedures outlined below.

1. Authorizations. When a quarterly authorization letter or a letter modifying
the quarterly authorization is received, the cost center will record the amount of
the authorization on the "authorization" pages of the account ledger, i.e., purchase
authorization page, travel authorization page, and labor

authorization page. The authorization documents are then filed in the
Authorization file.

Care should be taken to ensure that modifications reflected a negative

amount when they decrease an authorization . Sample entries are illustrated in
Figure 14.4.
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Figure 14.4 Authorization Entry

2. Obligations. When a requisition or a set of travel orders is initiated, the
cost center should record the obligation on the appropriate page of the ledger.
Remember, that a document can represent more than one transaction, and each line
of accounting data must be treated as a separate transaction. Registration fees on
travel orders are considered a purchase rather than a travel expense and ,therefore,
should be entered on the miscellaneous ledger page of the purchases section. Also,
if the cost center is submitting labor cards or faculty labor certifications to charge a
reimbursable account for labor, an obligating entry should be made to the labor
page of the reimbursable account ledger.
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Figure 14.5 Obligation Entries

For some obligations, such as honorariums, reimbursement for expenses (SF-
1164), and Ready Supply Store bills, the goods and services have already been
received at the time of obligation. In such cases, the date of the obligation should
be entered in the "REC'D" (received) block. Figure 14.5 provides a sample of these
entries.
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Copies of the obligating document (requisitions, travel orders) should be filed .
in the Pending file.

3. Amendment of Travel Orders. When travel orders are amended, and
result in a increase or a decrease in the amount of the obligation, adjustment and
reference entries should be made to the ledger as follows (refer to Figure 14.6):

a. Adjusting Entry. Make a adjusting entry on the adjustments page of
the ledger’s travel section. A reduction in the amount of the obligation must
be preceded by a minus sign.

b. Reference Entry. In the "REFERENCE"” block of the original
obligating entry, enter the word "AMENDMENT", the date of the
modification, and the line number of the adjusting entry (taken from the
adjustment page). The amount of the adjustment should be indicated in the
"ADJ" column and preceded by a plus or minus sign.
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Figure 14.6 Amendment Entry
4. Receipt of goods or services. When goods and services are received or

when a traveler submits a travel claim, the date of receipt ,or the date of
submission, is recorded in the "REC'D" block of the original obligation entry
(Figure 14.7). This date should also be annotated on the file copy of the obligation
document. A receipt document, such as a packing slip, should be stapled to the
requisition. If the obligation has appeared on the Comptroller monthly report, the
document should be moved from the UDO file into the A/P file. However, if the
obligation has not appeared on the monthly report, it should be retained in the
pending file until it does appears.

There are occasions when only a portion of the goods ordered are actually
received, known as a "partial shipment’. In these instances, the "REC'D" block
should be divided in half and the date of receipt entered in one half of the block.
After annotating the date and quantities received and attaching any shipping
documents, the file copy of the obligating document should be returned to the UDO
or Pending file, as appropriate.
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Figure 14.7 Receipt of Goods Entry
5. Cancellations. Occasionally, the cost center will cancel a set of travel

orders, or receive a cancelled requisition or purchase order from the Supply

Department.

the ledger as follows

(Figure 14.8):

In these situations, reversing and reference entries should be made to

a. Reversing Entry. Make a reversing entry on the adjustments page
of the travel or requisition section, as appropriate. The amount should be
preceded by a minus sign to indicate that it is negative.

b. Reference Entry. Enter "CANX", the date of the cancellation and
the line number (from the adjustments page) of the reversing entry in the
"REFERENCE" block of the original obligating entry. The amount of the
cancellation should be precede by a minus sign in the ADJ column.
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Figure 14.8 Cancellation Entry

229




Part IV Accounting Procedures

To cancel airline tickets, the cost center must contact the PSD ‘
Transportation Office. To cancel the obligation of funds, the cost center must
forward the original travel orders, along with a cancellation memorandum, to the
Comptroller Department. (These actions are explained further in Chapter 6 -
Travel Document Preparation.) A copy of the cancelled requisition, purchase order,
or cancellation memorandum should be filed in the pending file until it appears on
the monthly Comptroller’s report.

6. Partial Cancellations. In some instances, a supplier may no longer carry
or be able to supply all items ordered. When this occurs, the Supply Department
uses a copy of the requisition (DD Form 1348) or a modification of the purchase
order (DD Form 1155) to notify the cost center and Comptroller of the cancellation.
Adjusting and reference entries should be made to the ledger as follows (Figure
14.9):

a. Adjusting Entry. Make an adjusting entry on the adjustments page
of the requisition section. The amount of the adjustment should be preceded
by a minus sign.

b. Reference Entry. Enter the abbreviation "P/CANX", the date of the
cancellation and the line number of the adjusting entry (taken from the
adjustments page) in the "REFERENCE" block of the original obligating
entry. The amount of the adjustment should be preceded by a minus sign in
the "ADJ" column.
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Figure 14.9 Partia]l Cancellation Entry

Monthly Reconciliation Procedures.

The monthly reconciliation process brings the cost center’s local memorandum
records into agreement with the official records. While the cost center does not receive a
monthly report produced directly from the official records, it does receive the NPS
Comptroller'’s report, which is representative of the official records.

how to read and interpret the report. Chapter 16 covers this topic in detail. The

In order to reconcile using the Comptroller'’s monthly report, personnel must know ‘
Comptroller's "Monthly OPTAR Report” and "Reimbursable Report” are produced around
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the 3™ of each month. Upon receipt of the report, cost centers must reconcile their local
ledgers. The reconciliation process can be broken into five phases:

1. Reconciling the authorizations.

. Reconciling the transactions.

2
3. Reconciling the account balance.
4. Posting adjusting entries.

5

Taking necessary follow-up action.

1. Reconciling the authorizations. Compare the authorized amounts for
travel, OPTAR (purchases), and labor (if applicable) to the authorization balances in
the local ledger. If a difference exists, verify the validity of the local ledgers using
the fund authorization letters and make the necessary adjustments. If differences
still exist, the analyst named on the report should be contacted to resolve the
discrepancy. Missing authorization letters must be obtained from the cognizant
Line Manager (Dean) or the RAO. If Comptroller records are in error, a
memorandum citing the phone conversation should be sent to the Comptroller, via
the Line Manager or the RAQO, to ensure correction of the error.

2. Reconciling the transactions. Reconciling transactions is the most tedious
phase in the reconciliation process. Before you begin the process of reconciling
individual transactions, you must first create adjustment columns on the
Comptroller’s monthly report. Draw two columns down the right side of the report,
labeling one "+" (plus) and the other "-" (minus), as shown in Figure 14.10.

The reconciliation of transactions entails conducting several simultaneous
processes for each transaction: (a) verifying the correct posting of the job order
number, (b) updating the accounting status on the ledger and in the document
files, and (c) identifying and explaining any differences in the amounts reflected in
the local ledgers and monthly reports.

Beginning with the first transaction on the Comptroller’s report, match the
document number and ACRN (if applicable) on the report to the transaction with
the same document number and ACRN in the local ledger. The following steps
must be completed for each transaction and applied consistently:

a. Verify the Job Order Number. Ensure the job order number is
posted correctly. (This is not required for reimbursable fund accounts.} The
job order number identifies vaiious expense categories and is used by the
Navy’s cost accounting system.

b. Update the Transaction Status. Determine the accounting status of

the transaction from the Comptroller's report, and update the status on the
ledger and in document files.
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(1) When an obligation or cancellation appears on the report for the .

first time, the file copy of the source document should be taken from
the pending file and placed in the appropriate file, i.e., UDO file, A/P
file, or F/E file. The date of the report should be recorded in the
"OBL" block of the transaction’s original ledger entry.

(2) When a final expenditure appears on the report, file
documentation should be moved into the F/E file. The date of the
report should be entered in the "F/E" block of the transaction’s original
ledger entry.

(3) When a partial payment or an unresearched expenditure
difference appears on the report, the document should remain in the
UDO or A/P file, as appropriate. A note should be made in the
Remarks block of the transaction’s original ledger entry, indicating the
date of report and amount of the expenditure. The "F/E" block should
remain open until the final payment is made or the difference is
resolved on a subsequent report.

c. Reconcile differences. Compare the sum of the amounts in the
"AMOUNT" and "ADJ" blocks of the ledger to the amount in the "OBL/EXP"
block of the Comptroller's report. If a variation exists, an acceptable
explanation for the difference must be determined. In most instances, these
differences can be explained by one of the following:

3. Reconciling the account balance. After all differences have been
explamed and determined to be either an “"adjustment to the local ledger” or a
"discrepancy in the Comptroller’s records”, the next phase of the reconciliation
process can be performed as follows:

a. Determine the monetary adjustments required for the local
ledger. This involves determining the amount of adjustment required to
each section of the local ledger, i.e., purchases, travel, or labor. In the
adjustment columns of the Comptroller’s report, each category of adjustment
must be distinguished by some method. A simple means to distinguish
between adjustments, ir to draw circles around travel amounts, boxes around
labor amounts, and leave purchase amounts unmarked. To determine the
total travel adjustment, add all circled amounts in the plus column and
subtract all circled amounts in the minus column. The resulting figure
should be recorded at the bottom of the columns and labeled travel
adjustment. Repeat this procedure for labor (boxed) and purchases (not
marked). To check the accuracy of these figures, sum the total travel, labor,
and purchase adjustments and

compare the result with the sum of the adjustments obtained by totaling the
amounts in both columns.

b. Determine the adjusted total for the Comptroller’s report.
Adjust the totals on the report for discrepancies detected in the Comptroller’s
records.
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Figure 14.10 Reconciliation Adjustments
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c. Determine the amount of unposted transactions. This is
analogous to determining the dollar amount of outstanding checks when
balancing a checkbook. In each section of the local ledger, sum the amounts
of the transactions that have not posted to the Comptroller’s report.
Obligations should be enter as positive and cancellations as negative. These
transactions are identified by scanning the "OBL" column. If the "OBL" is
blank, the transaction has not appeared on the Comptroller’s report. These
transactions should correspond to the documents that remain in the pending
file.

d. Balance each section of the ledger. For each section of the local
ledger, take the balance of the section and add or subtract the corresponding
adjustment from the adjustment columns on the Comptroller’s report. Care
should be taken that the adjustment is made in the right direction, i.e., a
positive adjustment is a reduction in the account balance. Next, take the
adjusted balance from the Comptroller's report and subtract the amount
oftotals are the same for al outstanding documents determined in
subparagraph 4 above. If both of these 1 purchases, travel, and labor, the
account is in balance. If the account does not balance, an error was made.

4. Postmg’ adjusting entries. Once the account is balanced, the adjustments
may be "batch" posted to the local ledger. Entries should be made to the
adjustment pages of the purchase, travel, and labor sections of the local ledger.
Individual reference entries should be made to the original ledger entries of each
transaction that made up the total adjustment. Sample entries are shown in
Figure 14.11.
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Figure 14.11 "Batch Adjustment” Entries
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5. Taking necessary follow-up action. The final steps in the reconciliation
process involve the following:

a. Send a memorandum to the Comptroller Department indicating the
discrepancies detected in the Comptroller’s report. The memorandum usually
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references the phone conversation with the analyst and is sent to ensure that
corrective action is taken.

b. Take the following actions to identify delinquent transactions:
(1) Delinquent Obligations. Scan the "OBL" column of the local
ledger for transactions which have not posted. Examine the date of
the transaction to determine if it is delinquent. If the transaction
should have posted, the reasons for it not posting should be
researched.

(2) Delinquent Orders. Delinquent orders are goods and services
that have been ordered, but have not been received within a
reasonable amount of time. Although the status of orders should be
monitored on a routine basis, the reconciliation process presents an
excellent opportunity to identify and research these items. Identify
delinquent orders by scanning the "RECD" block.

(3) Delinquent Expenditures. Delinquent expenditures are
transactions involving goods received which have not been paid for
within a reasonable amount of time. The government usually pays
invoices approximately 30 days after the receipt of goods. Allowing for
this 30 day period and the cutoff date of the monthly accounting
report, any purchases that appear delinquent might warrant research,
especially for high dollar amounts. Identify delinquent expenditures by
scanning the "F/E" and "REC’D" columns of the local ledger.

Year-end/Closeout Procedures.

Perhaps the most critical time to have an accurate account balance is near the end
of the fiscal year. Because funds are about to expire, a cost center must be careful not to
over-obligate funds or let unused funds go to waste. The following procedures will help to
ensure the most efficient use of funds near the end of the fiscal year:

1. Validate Undelivered Orders (UDO). The UDQ file should be reviewed
near the end of the fiscal year. Contact the vendor and/or the Supply Department
to determine if the goods have been shipped or if the order has been cancelled. If
the vendor is unable to deliver the goods, notify the Supply Department to cancel
the order and re-obligate the funds. Any orders cancelled after the fund authority
expires cannot be re-obligated.

2. Monitor Travel Obligations. During the last quarter of the fiscal year,
estimates for travel orders should be closely monitored. Estimated travel costs are
normally "ballpark” figures, which may vary considerably from the actual settlement
amounts. Near the end of the fiscal year, this variance may result in an over or
under obligation of funds. Cost centers, therefore, should improve their efforts
during this period to more accurately estimate travel costs.

3. Reconcile Records. Records should be reconciled every month. Near the

end of the fiscal year, the Comptroller Department is occupied in closing out the
School’s accounts; providing assistance to the cost centers in resolving account
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discrepancies which occurred earlier in the year is highly unlikely. In other words, .
don't wait until the end of the fiscal year to reconcile your books!

Closeout Procedures.

While accounting records are usually maintained for a 36 month period, after
the year-end report in October, the Comptroller ceases to provide monthly
accounting reports for any previous fiscal year's accounts. Without these reports
the cost centers can no longer verify the expenditure of funds. Cost centers,
however, may still monitor their outstanding orders and should continue to
maintain their UDO files until all outstanding orders have been delivered. As
discussed in Chapter 3 funds that remain in an obligated status after the two year
expenditure availability period lapsed into the "M" account and remain in suspense
until obligated. Having funds lapse i8 frowned upon and cost centers should make
every effort to have goods delivered and expended to preclude prior year funds from
lapsing.
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CHAPTER 15

UNDERSTANDING
the
COMPTROLLER’S MONTHLY REPORT

Introduction.

The Comptroller Department produces a monthly report which reflects the financial
information contained in the official records held by the Navy Regional Finance Center,
Washington, D.C. The report is usually produced by the 3™ of each month and
distributed to the cost centers for the reconciliation of local memorandum accounting
records. This Chapter provides a detailed explanation of how to interpret the information
contained in the report.

How to Read the Comptroller’s Monthly Report.

Due to differences in accounting procedures between reimbursable and OPTAR
accounts, the Comptroller’s monthly report is produced in one of two formats; the Monthly
OPTAR Report or the Reimbursable Report.

Report Title Accounts involved
Monthly OPTAR Report Department Operating Funds (OPTAR)

Indirect Cost Account
Direct Funded Research (DFR)
Chair Account (Honorary position)

Reimbursable Report Reimbursable Research Accounts
Other Reimbursable Accounts

Some cost centers may have accounts that require personnel to be familiar with
both report formats; others will require familiarity with only one. Both formats are
similar; the major difference being the incorporation of labor costs into reimbursable
accounts. The following paragraphs explain how to read each of these reports.

Monthly OPTAR Report.

The Monthly OPTAR Report, illustrated in Figure 15.1, can be divided into three
basic parts: account identification, account status, :nd transaction information.

1. Account Identification. The upper left portion of the report provides basic

identifying information, i.e., the account holder, the location of account holder,
authorized serial and document numbers, and the assigned budget analyst.
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2. Account Status. The account status, located in the upper right portion of
the report, shows the funds authorized, funds obligated and the remaining, or
unobligated, balance in the account. As funds spent on travel are restricted, the
account is subdivided into travel and OPTAR (other than travel) amounts.
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Figure 15.1 Monthly OPTAR Report

3. Transaction Information. The transaction information section provides
detailed accounting information on transactions that have posted to the
Comptroller's records. Transactions are sorted on the report by document number
and grouped by document type, e.g., "RQ" for open purchases, "TO" for travel
orders, etc.

The contents in each column of the report are described below:

COLUMN TITLE COLUMN CONTE

DOC# This column reflects the document number and
Accounting Classification Reference Number (ACRN)
used to identify each transaction.

JO# This column reflects the Job Order Number used by
the accounting system to identify the category of

expense.
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PURCHASE This column is used to provide a description of the

ORDER transaction. For open purchase transactions, it reflects
the purchase order number. For other transactions, it
indicates the source of supply or the name of the
traveler.

T/C This column identifies-the status of the transaction.
The codes are:

CO /= Cancelled Order

540 = Obligation

‘510 = Obligation (Accounts Payable)
610 = Final Expenditure

TRAVEL This column is used to record the original estimate of

ORIG AMT travel cost. The amounts are adjusted to reflect
amendments to the original orders. The amounts do
not change, however, as & result of cancelling the
original orders or for differences in the amount of final

expenditure.
TRAVEL This column is a calculation column. The figures
OBL/EXP represent the amounts actually being charged against

the account and sum to the total travel obligated.
The amounts are adjusted for amendments,
cancellations, and final expenditure differences.

OPTAR This column is used to record the amount of the
ORIG AMT original purchase obligation. Amounts in this column
retain their integrity, that is, amounts do not change
- as a result of subsequent information, such as, price
changes, cancellations, or final expenditure differences. -

OPTAR This column is a calculation column. The figures

OBL/EXP represent the amounts actually being charged against
the account and sum to the total OPTAR obligated.
The amounts are adjusted for price changes,
cancellations, and final expenditure differences.

EXPENDED The figures in this column represent funds paid,
AMOUNT disbursed, or transferred.

For any transaction, if an amount in this column
equals an amount in one of the "OBL/EXP" columns,
then the transaction is a final expenditure, that is,
"paid in full".
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If the amount in this column is less than the amount
in the "OBL/EXP" column, then the payment is a
partial payment and the transaction remains in an

obligated status.

If the amount in this column exceeds the "OBL/EXP"
amount, it is considered an over-expenditure and is

pending research by the Comptroller Department. The

amount in the "OBL/EXP" column will remain as an

obligation, until the Comptroller makes an adjustment

to either the "OBL/EXP" amount or the "EXPENDED

v AMOUNT".

UNPAID
BALANCE the "OBL/EXP" amount and the

AMOUNT".

Reimbursable Report.

The amount in this column is the difference between
"EXPENDED

Like the Monthly OPTAR Report, the Reimbursable Report can be divided into

three basic parts:
Reimbursable Report is depicted in

Figure 15.2.
ELC ] 1075 03 T ENIG X9
SC T -39 AR LI 12000
87T CABDE: 1
TRAVE: [ IINTY
- 3k PR Fre WON: [ MRCVIRVE
LA DEPOR TN ZU S
PLPROF, YOET .
w30 PLROCSE : 5TRUCTURAL Fal"OFS Ih T ONE-TTRe DTN IO NG
LIngh o, ABAD T SCT: Dokl
18T 0 LS '«
LRL o JAROR NN LASOF TRAVE, 2t WO ABOR 1 'OYK.
EICRATION RO 10 Wt By ACE LV SN O €1¢ R £1F BRUAE o8 164TED H.H\_E
My SEC % LI LTN]  BLIRCLI $IB.. 0 £..80.80 LIRE L $11,70¢.32 18.882 20,701
UNE 1PEOET
LABOR TRAVEL TRAVEL b 21 [ a1 | EPENED NG
000LrENT § [ oo, ] P.0. /DOV 0 0BL/EIP R A OBL/EIP ORIz AT peL/ErP NONT REOMINIE
SORI000% L] YOST/J%00b $1,024.62 01,004.42 $1,026.82
ORI » #2271 90R0%0103 21.20 [ 7 i .2 !
01U ~» Yos? $3,538.00 $3,538.00 0,58, 00
075000 L] YOsT §1,045.0 $1,045.66 $1,643.06

Figure 15.2 Reimbursables Report

1. Account Identification.

of account holder, the purpose of the account and the assigned budget analyst.

is important to note the expiration date, which may or may not correspond to the

end of the fiscal year.
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The upper left portion of the report provides basic
identifying information, i.e., the job order number, the account holder, the location
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2. Account Status. The account status, located in the upper right portion of
the report, shows funds authorized, funds obligated, and the remaining, or
unobligated, balance in the account. Since reimbursable accounts may be charged
with labor costs, and may contain a travel ceiling, they are divided into three
authorized amounts; labor, travel and OPTAR.

3. Transaction Information. The transaétion information section provides -
detailed accounting information on transactions that have posted to the
Comptroller's records. Transactmns are sorted on the report, by document number, .
and grouped by document type, e.g., "RQ" for open purchases, "TO" for travel

orders, etc.
{

The contents in each column of the report are described below:

COLUMN TITLE COLUMN CONTENTS
DOC# This column reflects the document number and
ACCRN Accounting Classification Reference Number (ACRN)

used to identify each transaction.

P.O.#DOV# This column is used to provide a description of the
transaction. For open purchase transactions, it reflects
the purchase order number. For other transactions, it
indicates the source of supply, the name of the
traveler or the pay period ended.

LABOR This column is a calculation column. It is used to
- OBL/EXP record the labor charges computed using the
- appropriate acceleration rate. These expenses should
be considered a final expenditure. If they are P
erroneous, contact the budget analyst. The amounts
sum to the "LABOR CHARGED TO DATE" amount in
the account status section.

TRAVEL This column is used to record the original estimate of

ORIG AMT travel cost. The amounts are adjusted to reflect
amendments to the original orders. The amounts do
not change, however, as a result of cancelling the !
original orders or for differences in the amount of final

expenditure.
TRAVEL This column is a calculation column. The figures
OBLVEXP represent the amounts actually being charged against

the account and sum to the total travel obligated.
The amounts are adjusted for amendments,
cancellations, and final expenditure differences.
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OPTAR This column is used to record the amount of the

ORIG AMT original purchase obligation. Amounts in this column
retain their integrity, that is, amounts do not change
as a result of subsequent information, such as, price
changes, cancellations, or final expenditure differences.

OPTAR This column is a calculation column. The figures

OBL/EXP represent tk the amounts actually being charged against
the account and sum to the total OPTAR obligated.
The/amounts are adjusted for price changes,
cancellations, and final expenditure differences.

.
N\

EXPENDED The figures in this column represent funds paid,

AMOUNT disbursed or transferred, for TRAVEL and OPTAR
transactions only. Labor costs post to the "LABOR
OBL/EXP" column as a final expenditure and are not
reflected in this column.

For any transaction, if an amount in this column
equals an amount in the "TRAVEL OBL/EXP" or
"OPTAR OBL/EXP" columns, then the transaction is a
final expenditure, that is, "paid in full".

If the amount in this column is less than the amount
in either the "TRAVEL OBL/EXP" or "OPTAR
OBL/EXP" columns, then the payment is a partial
payment and the transaction remains in a obligated
status.

e If the amount in this column exceeds the amount in
. either the "TRAVEL OBL/EXP" or "OPTAR OBL/EXP"
columns, it is considered an over-expenditure and is
pending research by the Comptroller Department The
amount in the "TRAVEL OBL/EXP" and "OPTAR
OBL/EXP" columns will remain as obligations, until
the Comptroller makes the necessary adjustments.

S

UNPAID The amount in this column is the difference between
BALANCE the amounts in the respective "OBL/EXP" columns
(excluding LABOR) and the "EXPENDED AMOUNT".

Interpreting the Comptroller’s Monthly Report.

To interpret the Comptroller’s Monthly Report, an understanding of how
information is entered into the report is required. The most important thing in
interpreting the report, is that the "OBL/EXP" block is the actual amount being charged (
against the account. To understand and interpret the report, familiarity with the .
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functions of three columns is necessary; the "ORIG" column (whether Travel or OPTAR),
the "OBLVEXP" column, and the "EXPENDED" column.

The Comptroller enters an initial obligation into the "ORIG" column and the
"OBL/EXP" column. It is entered in the "ORIG" column to record the original amount of
the obligation. The figures in this column do not change, except in the case of an
amendment to travel orders where the obligation is adjusted for the amount of the
amendment. The obligation is entered in the "OBL/EXP" column to charge the account,
as this is a calculation column.

Any subsequent change to an obligation, such as a price change, is recorded in the
"OBL/EXP" column. The amount in the "ORIG" column retains its integrity, i.e., it is not
changed.

Expenditures post to the "EXPENDED" column of the Comptroller’s report. If the
amount entered in the "EXPENDED" column agrees with the "OBL/EXP" column, then the
transaction is a final expenditure. However, if the amount entered in the "EXPENDED"
column does not agree with the "OBL/EXP" column, then an expenditure difference exists.
Expenditure differences are common for travel transactions, due to the difficulty in
estimating actual travel expenses. Expenditure differences for purchases, are usually the
result of discounts offered by the supplier for early payment. The Comptroller researches
expenditure differences that exceed $10. If the expenditure difference is less than $10, or
if it ic greater than $10 and the Comptroller determines the differences to be valid, then
the "OBL/EXP" is adjusted to agree with the "EXPENDED" amount.

Some examples of amounts that might appear on the Comptroller’s report (and
their interpretation) are shown in the table below:

ORIG OBL/EXP EXPENDEDPROBABLE EXPLANATION

100.00 100.00 Obligation

100.00 95.00 Price change - $5.00, account charged $95.00
100.0¢ 100.00 54.00 Partial payment; unresearched expenditure

difference, account charged $100.00

100.00 100.00 129.00 Unresearched expenditure difference, account
charged $100.00

100.00 98.00 98.00 Discount of 2%, final expenditure, account
charged $98.00

100.00 134.00 134.00 Researched expenditure difference, account
charged $134.00

243
vy




APPENDIX A

Glossary

rY %7; L.




Glossary

ACCELERATED LABOR RATE - Labor expense recorded in such a manner that as an
employee works one straight time hour, the expense will equal the employee’s actual
wage, plus an "acceleration” percentage to cover the cost of anticipated leave and fringe
benefits.

ACCOUNTING CLASSIFICATION - A code used to provide a uniform system of
accumulating and reporting information related to public voucher disbursements/refunds.

ACCOUNTS PAYABLE - Amounts due the public, or other U.S. Government agencies,
for material and service received, wages earned, and fringe benefits unpaid. This may
include amounts billed, or billable, under contracts for progress payments, earnings of
contractors held back, or amounts due upon actual deliveries of goods and services.

ACCOUNTS RECEIVABLE - Amounts due from debtors on open accounts. Under
appropriated funds, amounts due from debtors for reimbursements earned or for
appropriation refunds  e.

ACCRUAL ACCOUNTING - Accrual accounting rerognizes, in the books and records of
account, the significant and accountable aspects of financial transactions, or events, as
they occur. Under this basis, the accounting system provides a current systematic record
of changes in assets, liabilities and sources of funds resulting from the incurrence of
obligations and costs and expenses, the earning of revenues, the receipts and disbursement
of cash, and other financial transactions.

ACTIVITY/SUBACTIVITY GROUP (AG/SAG) - Basic purpose for which an activity
proposes to spend money (i.e., Station Operations, F3).

ADMINISTERING OFFICE (Major Claimant) - The office, bureau, systems command, or
headquarters assigned responsibility for budgeting, accounting, reporting, and controlling
obligations and assigned expenditures for programs financed under appropriation(s) or

subdivisions of an appropriation. The responsibility is assigned by the "Responsible
Office.”

ADMINISTRATIVE LIMITATION - A limitation imposed within an admimstrative
agency upon the use of an appropriation or other fund having the same effect as a fund
subdivision in the control of obligations and expenditures.

AGENCY - Any department, office, commission, authority, administration, board,
Government-owned corporation, or other independent establishment of any branch of the
Government of the United States.

ALLOCATION - An authorization, by a designated official of a component of the
Department of Defense, making funds available within a prescribed amount to an
operating agency for the purpose of making allotments (i.e.. the first subdivision of an
apportionment).

LLOTMENT - The authority, expressed in terms of a specific amount of funds, granted
by competent authority to commit, obligate and expend funds for a particular purpose.
Funds designated for general operations were previously provided as Operating Budgets
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(OPBUD). The term Operating Budget has been eliminated and allotments now refer to
any appropriated funds distributed to a Fund Administering Activity

Each allotment’s funds must be separately accounted for. Obligation and
expenditure of the funds may not exceed the amount specified in the allotment, and the
purpose for which the authorization is made muat be adhered to. All allotments must be
accounted for until the appropriation lapses, or until all obligations are liquidated,
whichever occurs first.

ANNUAL/ONE YEAR APPROPRIATION - An appropriation available for incurring
obligations only during the fiscal year specified in the Appropriation Act.

ANTI-DEFICIENCY ACT, 31 UNITED STATES CODE 1341, 49-50; 1512-14, 17-19
(formerly part of Section 3679, Revised Statutes) - The salient features of this Act
include:

(1) Prohibitions against authorizing or incurring obligations or expenditures in excess of
amounts apportioned by the Office of Management and Budget or in excess of
amounts permitted by agency regulations;

(2) Establishment of procedures for determining the responsibility for violations and for
reporting violations to the President, thiough the Office of Management and
Budget, and to the Congress;

(3) Provisions for penalties that may include removal from office, a $5,000 fine, or
imprisonment for two years; and

(4) Requirements for the apportionment of appropriations, funds or contract authority.

APPEAL - Alternative term for reclama,; usually used in communications with
congressional committees.

APPORTIONMENT - A determination made by the Office of Management and Budget,
which limits the amount of obligations or expenditures which may be incurred during a
specified time period (normally by fiscal year quarters for O&M,N funds). An
apportionment may limit all obligations to be incurred during the specified period or it
may limit obligations to be incurred for a specific activity, function, project, object, or a
combination thereof.

APPROPRIATION - A part of an appropriation act providing a specific amount of funds
to be used for designated purposes. Appropriations are divided into budget activities and
further divided into subactivities, programs, projects and elements of expense.

APPROPRIATION ACT - An act under the jurisdiction of an appropriations committee,
which provides funds for federal programs. There are 13 regular appropriation acts.
Congress also passes supplemental appropriation acts when required.

APPROPRIATION LIMITATION - A statutory limitation within an appropriation which
cannot be exceeded by incurring obligations or 2xpenditures.

APPROVED PROGRAMS - Resources or data reflected in the latest Five Year Defense
Frogram (FYDP).
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ASSETS - Anything owned having monetary value. Property, both real and personal,
including notes, accounts, and accrued earnings or revenues receivable; and cash or its
equivalent.

AUDIT - The systematic examination of records and documents to determine:

(1) Adequacy and effectiveness of budgeting, accounting, financial and related policies
and procedures;
(2) Compliance with applicable statutes, regulations, policies and prescribed procedures;

(3)  Reliability, accuracy and completeness of financial and administrative records and
reports; and

4) The extent to which funds and other resources are properly protected and
effectively used.

AUTHORIZATION - Basic substantive legislation enacted by Congress that sets up, or
continues, the legal operation of a federal program or agency. Such legislation is normally
a prerequisite for subsequent appropriations, but does not usually provide budget
authority.

AUTHORIZATION ACCOUNTING ACTIVITY - An activity designated by the
Comptroller of the Navy to perform accounting for another shore activity.

BALANCED BUDGET - A budget in which receipts are equal to or greater than outlays.
BASE YEAR - Fiscal year basis of cost estimates.
BUDGET - A plan of operations for a fiscal period in terms of:

(1) Estimated costs, obligations and expenditures;

(2) Source of funds for financing including anticipated reimbursements and other
resources; and

(3) History and workload data for the projected programs and activities.

BUDGET AMENDMENT - A proposal submitted to the Congress by the President after
his formal budget transmittal, but prior to completion of appropriation action by the
Congress, that revises his previous budget request.

BUDGET AUTHORITY - Authority provided by law to enter into obligations which
generally result in immediate or future outlays of Government funds. The basic forms of
budget authority are: appropriations, contract authority and borrowing authority.

BUDGET CALL - Budget planning guidance provided from higher authority, down the
chain of command.

BUDGET DEFICIT - The amount by which the Government’s budget outlays exceed its
budget receipts for any given period. Deficits are financed primarily by borrowing from
the public.
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BUDGET EXECUTION - The accomplishment of the plan prepared during budget ‘
formulation. It is the process established to achieve the most effective, efficient, and
economical use of financial resources in carrying out the program for which the funds

were approved.

BUDGET FORMULATION - A process which incorporates those actions performed in the
development, review, justification and presentation of budget estimates.

BUDGET PROJECTS - Commodity groups for navy stock fund material.
BUDGET REQUEST - The actual budget that is submitted up the, chain of command.

BUDGET SURPLUS (+) OR DEFICIT (-) - The difference between budget receipts and
outlays.

BUDGET YEAR - The year following the current fiscal year for which the budget
estimate is prepared. For example, if the current fiscal year is Fiscal Year 1989, the
budget year would be Fiscal Year 1990.

CEILING - A maximum amount of an appropriation imposed by Congress which is
designated for a specific purpose, (i.e., travel funding).

CIVIL SERVICE - The term commonly used to describe service performed for the federal
government by employed civilians who have competitively attained their positions and who
may gain tenure by continuing satisfactory performance.

CIVILIAN PERSONNEL CEILING - Maximum number of civilians which may be
employed full-time as determined by appropriate authority. The full-time equivalent of
part-time employment, expressed in man-months, is included in the ceiling.

CLOSED APPROPRIATION ACCOUNT - An appropriation account, the balance of
which has been transferred to the Successor "M" Account or to surplus. The appropriation
recorded in the account is lapsed.

COMMITMENT - A firm administrative reservation of funds based upon firm
procurement directives, orders, requisitions, authorizations to issue travel orders, or
requests which authorize the recipient to create obligations without further recourse to the
official responsible for certifying the availability of funds. The act of entering into a
commitment is usually the first step in the process of spending available funds. The
effect of entering into a commitment and the .2cording of that commitment on the records
of the allotment is to reserve funds for future obligations. A commitment is subject to
cancellation by the approving authority if it is not already obligated. Commitments are
not required under O&M appropriations.

COMMON SERVICE - Nonreimbursable service that has been directed or agreed upon
between or among DOD components at the depcrtment level.
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COMMON USE FACILITY - A building or structure in which space is used concurrently
by both supplier and receiver.

CONCURRENT RESOLUTION ON THE BUDGET - A resolution passed by both
Houses of Congress, but not requiring the signature of the President; sets forth, reaffirms
or revises specified congressional budget totals, for the federal government, for a fiscal
year.

CONGRESSIONAL BUDGET - The budget as set forth by Congress in a concurrent
resolution on the budget. These resolutions include:

(L) The appropriate level of total budget outlays and total new budget authority;

(2) An estimate of budget outlays and new budget authority for each major functional
category; for contingencies, and for other categories;

(3) The amount of the surplus or deficit in the budget (if any);

4) The recommended level of federal revenues; and

(5) The appropriate level of the public debt.

CONSIGNMENTS (PREVIOUSLY UNFILLED REQUISITIONS) - The Request for
Contractual Procurement (NAVCOMPT Form 2276) which does not obligate the requestor’s
funds umntil the copy of the procurement document is received.

CONSOLIDATED GUIDANCE - Annual guidance issued by the Secretary of Defense
which provides policy guidance, specific programming guidarce and fiscal constraints that
must be observed by the military departments, defense agencies, and the Joint Chiefs of
Staff in the formulation of force structures and five year defense programs, and by the
Secretary of Defense staff in reviewing proposed programs.

CONTINUING OR NO-YEAR APPROPRIATION - An appropriation which is available
for incurring obligations for an indefinite period of time. Revolving funds are included in
this classification.

CONTINUING RESOLUTION - Congressional action to provide budget authority for
specific ongoing activities when the regular fiscal year Appropriation Act has not been
enacted by the beginning of the fiscal year. The continuing resolution usually specifies a
maximum rate at which the agency may incur obligations and is sometimes based on the
rate of spending of the prior year.

CONTROL NUMBERS - Planning limits provided by a major claimant or a local
comptroller to a subordinate activity or department, providing an estimate of the next
year’s resources.

COST ACCOUNT - Accounts established to classify transactions, according to the purpose
of the transactions. Cost
account codes are also used to identify uniformly the contents of management reports.

COST ACCOUNT CODES (CAC) - An accounting classification which states specific
aspects of functions (i.e., Purchased Electricity [8350]).
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COST ACCOUNTING - Provides information as to who has spent resources and for what
purpose.

COST-BASED BUDGET - A budget based on the cost of goods and services actually to
be received during a given period whether paid for before the end of the period or not.
Not to be confused with an expenditure-based budget, which is based on the cost of goods
and services received and actually paid for.

COST CENTER - A cost center is a subdivision of a field activity or a fund
administering activity. An individual cost center is a group of homogenous service
functions, processes, machines, product lines, professional and/or technical skills, etc. It is
an organizational entity for which identification of costs is desired and which is amenable
to cost control through one responsible supervisor.

CROSS SERVICE - Support performed by one activity for which payment is required
from the activity receiving the support.

CURRENT YEAR - The fiscal year in progress.

DEFERRAL OF BUDGET AUTHORITY - An action of the President that temporarily
withholds, delays or precludes the obligation or expenditure of budget authority. A
deferral must be reported by the President to Congress in a deferral message. The
deferral can be overturned if either house passes a resolution disapproving it. A deferral
may not extend beyond the end of the fiscal year in which the message reporting it is
transmitted to Congress.

DEFICIENCY APPROPRIATION - An act passed after a fiscal year has expired, to
increase funds available so that the appropriation has a positive balance, and can lapse to
the successor, or "M" account.

DEOBLIGATION - A downward adjustment of previously recorded obligations. This may
be ~ttributable to cancellation of a project or contract, price revisions or corrections of
amounts previously recorded as obligations.

DEPARTMENT OF THE NAVY FIVE-YEAR PROGRAM (DNFYP) - The Navy’s
official programming document, this publication consists of volumes or booklets and
displays the Navy’s portion of the Five-Year Defense Program (FYDP). SECDEF approved
forces, manpower and financial data are given for each Navy Program Element for the
current, budget and program years.

DIRECT COSTS - Direct costs are cost incurred directly for and are readily identifiable
to specific work or work assignments.

DIRECT REIMBURSABLE - One of two types of Reimbursable Work Orders (RWOs)
which become part of an activity’s gross operating budget. This type includes RWOs for
nonrecurring products, or services which are not part of providing for the activity’s
mission, and for which no regular work units are budgeted. The exact cost of the product
service will be charged to the RWO from the receiving activity.
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DISBURSEMENTS - In budgetary usage, gross disbursements represent the amount of
checks issued, cash or other payment made less refunds received. Net disbursements
represent gross disbursements less income collected and credited to the appropriation or
fund account, such as amounts received for goods and services provided.

DOD PLANNING/PROGRAMMING/BUDGETING SYSTEM (PPBS) - An integrated
system for the establishment, maintenance and revision of the FYDP and the DOD
budget.

ECONOMY ACT ORDER - An order executed for materials, work or services to be
furnished by one activity for another under the authority and limitations of the Economy
Act (31 U.S. Cede 1535).

EXECUTION - The operation of carrying out a program as contained in the approved
budget. Often referred to as "Budget Execution.”

EXPENDITURE - A charge against available funds. It is evidenced by voucher, claim, or
other document approved by competent authority. Expenditure represents the actual
payment of funds.

EXPENDITURE AVAILABILITY PERIOD - The expenditure availability period begins
upon completion of the obligational availability period. It lasts two years, during which
the accounting records must be maintained and no new obligations may be created.

EXPENSES - Costs of operation and maintenance of activities on the accrual accounting
basis. Expenses include, but are not limited to, the cost of:

(1) civilian personnel services;

2) military personnel services;

(3) supplies and material consumed or applied;

(4) travel and transportation of personnel;

(5) rental of facilities and equipment;

(6) equipment (having a value of less than $15,000) and

7) services received (purchased utilities, leased communications, printing and
reproduction, and other). The cost of minor construction of a value of $200,000 or
less is included as an expense.

EXPENSE ELEMENT - An expense element identifies the type of resource being
consumed in the functional/subfunctional category or program element. These are listed
and defined by NAVCOMPT Manual, Volume 2.

EXPENSE LIMITATION - The financial authority issued by a claimant to an
intermediate level of command is an expense limitation. Amounts therein are available
for issuance of operating budgets to fund administering activity.

EXPENSF TYPE APPROPRIATIONS - Appropriations that finance the cost of ongoing
operations. Within DOD they are normally broken down into two main subcategories:
operations and maintenance, and military personnel.
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EXPIRED APPROPRIATION - An appropriation which is no longer available for
obligation, but is still available for disbursement to liquidate existing obligation.

FENCES - Explicit limitations (ceilings and floors) on uses of funds provided in the
appropriation act by Congress.

FINANCIAL INFORMATION PROCESSING CENTER (FIPC) - A financial services
organization whose mission is to provide authorization accounting and reporting for:
operating budgets and allotments, commercial bill paying, disbursing, civilian payroll,
plant property accounting and financial reporting of cash transactions for customer
activities.

FISCAL YEAR (FY) - Accounting period beginning 1 October and ending 30 September

of the following year. The fiscal year is designated by the calendar year in which it ends.

Fiscal Year 1990 begins on 1 October 1989 and ends 30 September 1990.

FISCAL POLICY - Federal policies on taxes, spending and debt management, intended to

promote the nation’s goals, particularly with respect to employment, gross national
product, inflation and balance of payments. The budget process is a major vehicle for
determining and implementing fiscal policy.

FIVE-YEAR DEFENSE PROGRAM (FYDP) - The FYDP summarizes all approved

programs of the entire Department of Defense. Resources or inputs required for five years

are combined with military outputs of programs for the same period. The FYDP is
expressed in terms of programs, program elements and resource categories.

-
N=O OO O WON -

Mission Operations
Administration

Supply Operations
Maintenance of Material
Property Disposal

Medical Operations

Base Services

Maintenance of Real Property
Utility Operations

. Other Engineering Support
. Minor Construction
. Personal Support

FIXED PRICE (FP) - A dollar amount upon which two government activities agree that
a service will cost. Once agree, the service must be provided by the servicing activity at
that price regardless of what it costs the servicing activity to perform the service. The
purpose of such pricing is to reduce accounting costs. Such prices should not be based
upon "ball park estimates,” only upon knowledge of the total job. A form of fixed price is
a unit rate per hour, day or month charged for Materials Handling Equipment (MHE) or
service. Such unit rates are computed at least semi-annually upon a basis of actual cost.
It may be a Reimbursable Work Order (RWQ) accepted for a stated amount to be billed
upon completion of the RWO. Expenses incurred in excess of, or for less than, the agreed
amount will constitute a gain or loss to the performing Expense Operating Budget.
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FLOOR - A minimum amount of an appropriation imposed by Congress which is
designated for a specific purpose, (i.e., Maintenance of Real Property).

FRINGE BENEFITS (FRINGE) - The cost of the government’s share of a civilian
employee’s retirement, life insurance, health insurance, social security, and thrift savings
plans.

FUNCTIONAL CLASSIFICATION - A system of classifying budget resources by major
purpose so that budget authority, outlays and credit activities can be related in terms of
the national needs being addressed (e.g., national defense, health) regardless of the agency
administering the program. A function may be divided into two or more subfunctions,
depending upon the complexity of the national need addressed by that function.

FUNCTIONAL MANAGER - A person (manager) responsible for a specific area, such as
Financial Inventory, Stock Material Sales, Housing and Utility Costs, Flying Hour Costs,
Ship Overhaul, Steaming Hour Reports, et~

FUNCTIONAL/SUBFUNCTIONAL CATEGORY (F/SFC) - Subfunctional categories are
more detailed grouping within the functional category grouping. They are used to
accumulate expenses separately for various functions encompassed by a single functional
category. Combined they provide a classification which states what functions will be
performed (i.e., Administration [D1)).

FUND ADMINISTERING ACTIVITY (FAA) - Refer to Responsibility Center.

FUND AVAILABILITY - The amount of obligational authority in a fund or fund
subdivision.

FUND SUBDIVISION - A segment of an appropriation or other fund, created by funding
action as an administrative means of controlling obligations and expenditures within an
agency.

FUNDED REIMBURSEMENT - A reimbursement in which the performing activity
receives a written order.

GENERAL EXPENSES - Costs incurred by general cost centers which are not incurred
for, and are not readily identifiable with, specific direct job orders and which are not
included in the indirect expense of the direct cost centers.

GENERAL LEDGER - The general ledger is the book of accounts in which all accounting
entries are ultimately summarized. It is maintained by an authorization accounting
activity for each operating budget/allotment holder. It is designed so that summary
reports of all financial transactions can be readily prepared for management.

GROSS ADJUSTED OBLIGATIONS - The sum of all liquidated and unliquidated
obligations.
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GROSS DISBURSEMENTS - Represents the amount of checks issued, cash or other
payments made, less funds received.

HOST ACTIVITY - The activity that provides facilities to another activity and may
supply services.

IMPOUNDMENT - Any action or inaction by an officer or employee of the Federal
Government that precludes the obligation or expenditure of budget authority provided by
the Congress.

IMPREST FUND - Fixed amount of cash used to make minor expenditures for local
commercial purposes. Payments from the fund are reimbursed from time to time to
maintain a fixed amount in the fund.

INCREMENTAL FUNDING - Providing budget authority for those obligations which are
expected to be incurred in a given fiscal year.

INDIRECT EXPENSE - Indirect expenses are costs incurred by direct cost centers which
are not incurred directly for and are not readily identifiable with specific job orders
established for the accomplishment of assigned work.

INDUSTRIAL FUND - A revolving fund established at industrial type activities, where
products or services are provided to external users. The purpose of the fund is to provide
a more effective means of controlling costs; establish a flexible means for financing,
budgeting and accounting; encourage the creation of buyer-seller relationships; place
budgeting and accounting on a more commercial basis; and encourage cross-servicing
between military departments. Charges to the fund are made for procurement of
materials, services and labor. The fund is reimbursed by proceeds from the sale of
products and services.

INDUSTRIAL PLANT EQUIPMENT - Equipment with a value of at least $5,000 that
cuts, abrades, bends or otherwise reshapes or reforms materials.

INPUT BUDGETING - A budgetary method which focuses on the cost of the objects or
inputs.

INTEGRATED DISBURSING AND ACCOUNTING (IDA) - Processing system designed
to improve the Navy's current accounting and disbursing systems. The IDA system
incorporates the use of integrated data bases for concurrent accounting and expensing
transactions.

INTERNAL AUDIT - The independent appraisal activity within an organization for the
review of the accounting, financial,
and related operations as a basis for protective and constructive services to management.

INTERSERVICE SUPPORT - Support provided by one Federal Agency, or subdivision
thereof, to another Federal Agency, or subdivision thereof, when at least one of the
participating agencies or subdivisions is the Department of Defense, or a DOD component.
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INTRASERVICE SUPPORT - Action on the part of one activity to provide support to
another activity within the same DOD component or other federal agency.

INVESTMENT-TYPE APPROPRIATIONS - Appropriations for investment type items as
opposed to ongoing operations. The investment category is essentially split into two areas:
procurement and military construction.

INVOICE - This term includes contractor requests for payment, travel claims and other
miscellaneous vouchers.

INVOICE CERTIFICATION - Invoice certification (also called receipt certification) is a
statement placed on an invoice, or a receiving document related to an invoice, certifying
that the goods or services were received.

JOB ORDER - Two definitions are used:

(1) A formal instruction to perform certain work according to specifications, estimates,
etc.;
(2) Descriptive of a cost system whereby costs are accumulated by job orders.

JOINT USE FACILITY - A separate building or structure that is occupied jointly, when
specific space has been designated for the sole use of each of the occupants.

LABOR DISTRIBUTION - The vehicle which transfers the actual cost of labor to the job
order cost accounting system.

LABOR DISTRIBUTION CARD - A card which identifies hours spent day by day for
each job order applicable to their effort.

LAPSED APPROPRIATION - An appropriation whose undisbursed balance is no longer
available for disbursement, as the two year expenditure availability period has ended.

LIABILITIES - Amounts of money owed to others for goods and services received, or for
assets acquired. Liabilities include accrued amounts earned, but not yet due for payment,
and progress payments due to contractors.

LIMITATION - A statutory restriction within an appropriation, or other authorization, or
fund which establishes the maximum amount which may be used for specific purposes.

LIQUIDATED OBLIGATION - An obligation that is matched with an expenditure.

MAJOR CLAIMANT/SUBCLAIMANT (Administering Office) - A major claimant is a
bureawoffice/command/headquarters which is designated as an administering office under
the Operation and Maintenance appropriations in NAVCOMPT Manual, Volume 2,
Chapter 2. Navy major claimants receive appropriated allocations directly from the Chief
of Naval Operations Fiscal Management Division (OP-82). Subclaimants are
bureaus/offices/ commands designated as administering office which receive a subclaimant
allocation from a major claimant.
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MARK - Decision by line item indicating a change (usually a decrease) in a budget
request.

MEMORANDUM ACCOUNT - An account, usually stated in financial terms, but not
always a part of the basic double-entry system of accounts, used for obtaining data
required for control, reporting or other purposes.

MIDYEAR REVIEW OF THE BUDGET - A budget execution review to determine the
adequacy of present funding levels, to update unfunded requirements to the next level in
the financial chain-of-command, and to update the budget submission being prepared for
delivery to Congress.

MILSTRIP/MILSTRAP - The Military Standard Requisitioning and Issue Procedures
(MILSTRIP) system provides a standardized language of codes and coding techniques, and
a standard set of forms for requisitioning and issue transactions.

The Military Standard Transaction Reporting and Accounting Procedures
(MILSTRAP) s«ystem provides uniform procedures, codes and documents for use in
transmitting receipt, issue, and adjustment data between inventory managers and stock
points in support of supply and financial management.

MINOR NEW CONSTRUCTION - Describes construction costing from $1 to $200,000,
however, construction projects costing from $25,000 to $200,000 can only be processed as
Minor Construction if so urgently required that authorization and funding cannot possibly
be delayed for a regular Military Construction (MILCON) program. Projects costing $1 to
$25,000 are always funded by the Navy appropriation for Operation and Maintenance.
Projects costing over $25,000 up to $200,000 will be funded by Navy appropriations for
Military Construction.

MINOR PROPERTY - Navy personal property acquired for immediate use, and having a
unit cost of less than $5,000.

MULTI-YEAR APPROPRIATIONS - Appropriations available for incurring obligations
for a definite period in excess of one fiscal year.

NAVY INDUSTRIAL FUND - A revolving industrial fund which finances industrial and
commercial type activitic;, that produce and furnish goods or render services to other
activities on a reimbursable basis.

NAVY STOCK FUND - A revolving fund that finances inventory for issues to fleet and
shore units, and is reimbursed by its customers for issues made.

NEW OBLIGATIONAL AUTHORITY (NOA) - Authority to incur obligations becoming
newly available for a given fiscal year, authorized by current and prior actions of the
Congress.

NONAPPROPRIATED FUNDS - Monies derived from sources other than Congressional
Appropriations, primarily from the sale of goods and services to DOD military and civilian
personnel and their dependents. Used to support or provide essential morale, welfare,
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recreational and certain religious and education programs. Another distinguishing
characteristic of these funds is the fact that no accountability for them exists in the fiscal
records of the Treasury of the United States.

OBJECT CLASSIFICATION - A uniform classification identifying the transactions of the
federal government by the nature of the goods or services purchased (i.e., personnel
compensation, supplies and materials, equipment), without regard to the agency involved
or the purpose of the programs for which they are used.

OBLIGATION - A duty to make a future payment of money. The duty 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 goods actually be delivered, or services
actually be performed, before the obligation is created; neither is it necessary that a bill,
or invoice, be received first. The placement of an order is sufficient. An obligation legally
encumbers a specified sum of money which will require outlay(s) or expenditure(s) in the
future.

OBLIGATION AVAILABILITY PERIOD - Appropriations have a specific obligational
availability period, or duration, which can be grouped as either annual or multi-year.
Generally, the duration of this period is consistent with the funding characteristics of the
appropriation.

OBLIGATIONAL ACCOUNTING - A method of keeping track of the cumulative total of
resources for which authority to spend has been passed for a particular fiscal year.

OBLIGATIONAL AUTHORITY - Three definitions may apply:

() An authorization by Act of Congress to procure goods and services within a
specified amount by appropriation or other authorization.

(2) The administrative extension of such authority, as by apportionment or funding.

(3) The amount of authority so granted.

OFFICE OF MANAGEMENT AND BUDGET (OMB) - Established as the Bureau of
Budget by the Budget and Accounting Act of 1921; renamed in 1970. Major functions
include:

(1)  Assist the President in preparation of the budget and the formulation of the fiscal
program;

(2) Supervise and control the administration of the budget; and

(3)  Aid the President to bring about more efficient and economical conduct of
government service.

OFFSETTING COLLECTIONS - Moneys received by the government, as a result of
business-type transactions with the public (sale of goods and services), or as a re.ult of a
payment from one government account to another. Such collections are netted in
determining budget outlays.

OFFSETTING RECEIPTS - All collections deposited into receipt accounts that are offset
against budget authority and outlays, rather than reflected as budget receipts in
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computing budget totals. Under current budgetary usage, cash collections not deposited ‘
into receipt accounts (such as revolving fund receipts and reimbursements) are deducted

from outlays at the account level. These transactions are offsetting collections, but are

not classified as "offsetting receipts.”

OPEN APPROPRIATION ACCOUNT - An appropriation account, the balance of which
has not been carried to the successor account, or to surplus. The appropriation recorded
in the account may be unexpired or expired.

OPERATING AND SUPPORT COSTS - Those recurring costs associated with operating,
modifying, maintaining, supplying, and supporting a weapon/support system in the DOD
inventory.

OPERATING BUDGET (OB) - An operating budget is the annual budget of an activity
stated in terms of subactivity group codes, functional/subfunctional categories and cost
accounts. It contains estimates of the total value of resources required for the
performance of the mission, including reimbursable work or services for others. It also
includes estimates of workload in terms of total work units identified by cost accounts.
The term "Operating Budget" is now obsolete - refer to "Allotment"”

OPERATING BUDGET PLAN - An estimate of monetary needs for a fiscal year,
developed by cost center managers and the activity comptroller by accounting group and
subaccounting group.

OPERATING TARGET (OPTAR) - An administrative, rather that legal, limitation on
expenditures provided to an afloat operating unit or department ashore.

OPERATION AND MAINTENANCE, NAVY (O&M,N) - An appropriation of funds from
Congress intended to finance the basic day-to-day operation of the fleet, and principal
shere activities of the Navy, issued to Operating Budget (OB) holders for normal expenses
incurred in operating and maintaining an activity.

ORDERING ACTIVITY - An activity which originates a requisition, or order, tor
procurement, production, or performance of work or services by another activity.

OTHER PROCUREMENT, NAVY (OPN) - An appropriation of funds established for the
financing of specialized systems, programs, or activities not funded by O&M,N. OPN
funds are investment type appropriations used for the purchase of major end items of
equipment or other end items of equipment with a unit value of $15,000 or more.

OUTLAYS - Checks issued, interest accrued on the public debt, or other payments, net of
refunds and reimbursements. Total budget outlays consist of the sum of the outlays from
appropriations and funds in the budget, less receipts.

PAST YEAR - The fiscal year immediately preceding the current year; the last completed
fiscal year.

PERFORMANCE BUDGET - A buuget which focuses attention upon the general
character, and relative importance, of the work to be done by taking as its basis the ‘
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estimated cost of programs, functions, and projects designed to accomplish the mission.
For example, the cost of a function; that is, operating a rifle range, communications
center, motor pool, etc.; versus the cost of "things"; that is, supplies, equipment, personnel
services, etc.

PERFORMING ACTIVITY - An activity which is responsible for performing work or
services, including the production of material and/or the procurement of goods and services
from other contractors and activities.

PLANNING ESTIMATE/OPERATING TARGET (OPTAR) HOLDER - A planning
estimate/OPTAR Holder is a person granted administrative control of a designated amount
of funds. Planning estimates/OPTARs are issued by operating budget/ allotment holders
to departments, divisions, etc., within a fund administering activity.

PLANT PROPERTY - Navy owned/controlled real and personal property, of a capital
nature, with a value exceeding $5,000. Plant property is located in naval shore
establishments.

PRESIDENT’S BUDGET - The budget for a particular fiscal year; transmitted to the
Congress, by the President, in accordance with the Budget and Accounting Act of 1921, as
amended.

PRINCIPAL ITEMS - A relatively small number of very high cost major end items,
which are procured through investment appropriations and normally managed by a
hardware command. Principal items are normally issued to Navy end users without
charge.

PROGRAM - A combination of program elements designed to express the accomplishment
of a definite objective, or plan. Programs are aggregations of program elements, and, in
turn, aggregate to the total FYDP.

PROGRAM COST CATEGORIES -

(1) Research and Development -
Those program costs primarily associated with Research and Development efforts,
including the development of a new, or improved, capability to the point where it is
ready for operational use. These costs include equipment costs funded under the
RDT&E appropriations and related Military Construction appropriation costs. They
exclude costs which appear in the Military Personnel, Operation and Maintenance
and Procurement Appropriations.

(2) Investment -
Those program costs required beyond the development phase to introduce into
operational use a new capability; to procure initial, additional, or replacement
equipment for operational forces; or to provide for major modifications of an existing
capability. They include Procurement and Military Construction appropriation costs,
and exclude RDT&E, Military Personnel, and Operation and Maintenance
appropriation costs.
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(3)  Operating -
Those program costs necessary to operate and maintain the capability. These costs
include Military Personnel and Maintenance

PROGRAM DECISION MEMORANDUM (PDM) - A document which provides decisions
of the Secretary of Defense on POMS and the JPAM.

PROGRAM ELEMENT - A description of a mission by the identification of the
organizational entities, and resources needed to perform the assigned mission. Resources

consist of forces, manpower, material quantities, and costs, as applicable. The Program
Element is the basic building block for the FYDP.

PROGRAM OBJECTIVES MEMORANDUM (POM) - A memorandum in prescribed
format, submitted to the Secretary of Defense by the secretary of a military department or
the director of defense agency, which recommends the total resource requirements within
the parameters of the published Secretary of Defense fiscal guidance.

PROGRAMMING COST - Cost data for making program decisions. Programming costs
are based on sets of factors which will provide consistent cost data under the same, or
similar, circumstances, and which are directly related to the explicit elements of the
program decision.

PROJECT - A planned undertaking having a finite beginning and ending; involving
definition, development, production and logistic support of a major weapon or weapon
support system or systems. A project may be the whole or part of a program. A
Designated Project is a project which, because of its importance or critical nature, has
been selected for intensified project management.

PROJECT MANAGER - The individual responsible for executing an approved project,
within well-defined boundaries of time, resource, and performance requirements.

PROJECT ORDER - A specific, definite, and certain order between Navy activities for
work or manufacture of supplies, material or equipment; which, for the purpose of
obligation, assumes the characteristics of orders or contracts placed with commercial
enterprises.

PROMPT PAYMENT ACT - Legislation that requires the Federal Government to pay
interest on late payments made on contracts and purchase orders.

REAPPORTIONMENT - A revision of an annual "apportionment” during the fiscal year,
either upwards or downwards.

REAPPROPRIATION - Congressional action to restore the obligational availability,
whether for the same or different purposes, of all or part of the unobligated portion of
budget authority in an expired account. Obligational availability in a current account
may also be extended by a subsequent appropriation act.

RECEIVABLES - A collective term used to describe amounts due or to become due from
others, usually within a relatively short time.
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RESCISSION - A legislative action which cancels budget authority previously provided by
Congress.

RECLAMA - A formal appeal in the DON/DOD decision-making process through which an
issue that has been disapproved (in whole or part) may be resubmitted for further
consideration.

RECONCILIATION - A process in which Congress includes a budget resolution
"reconciliation instructions” to specific committees, directing them to report legislation
which changes existing laws; usually for the purpose of decreasing spending or increasing
revenues by a specified amount by a certain date. The reported legislation is then
considered as a single "reconciliation bill."

REFUNDS - Recoveries of excess payments which are for credit to an appropriation or
fund account. These items, such as the recovery of a salary overpayment or a return of
the unused portion of a travel advance, will not be included as reimbursements, but will
be treated as reductions of disbursements. Refunds will also include credits to an
appropriation, or fund account, due to accounting adjustment relating to obligations or
disbursements, where such procedure is permitted by law or regulations.

REIMBURSABLE EXPENDITURE - An expenditure made for another agency, fund, or
appropriation, or for a private individual, firm or corporation, which subsequently will be
recovered.

REIMBURSABLE OPTAR - Funds provided by a tenant to a host command in return
for the host’s providing specified and mutually agreed upon services.

REIMBURSABLE WORK ORDER (RWO) - A request to provide a product, or service,
to the requestor which may entail expenditure of labor, material, services or
subcontractual support to fulfill the request, and with funds coming from outside the
activity’s allotment.

REIMBURSEMENTS - Amounts received by an activity for the cost of material, work, or
services furnished to others, for credit to an appropriation or other fund account.

REPROGRAMMING - The transfer of funds between programs of an appropriation; a
shifting of funds from the original purpose for which they were justified by Congress.

REQUEST FOR CONTRACTUAL PROCUREMENT - A reimbursable order normally
used to provide funds for direct citation on contracts or requisitions. These citations are
of the requestor’s fund, vice those of the performing contracting activity.

RESCISSION BILL - A bil], or joint resolution, that provides for cancellation, in whole
or in part, of budget authority previously granted by the Congress.

RESOURCE AUTHORIZATION - Title of the Funding Document NAVCOMPT 2168-1,
NAVCOMPT 372, etc., authorizing Obligation and/or Expense/Military Services Authority
(funds).

Appendix A
Page (263)




Glossary

RESOURCE MANAGEMENT SYSTEM (RMS) - The formalized system by which the .
Navy tracks and accounts for financial resources provided to, and employed by, Navy
ashore commands within the Operations and Maintenance Appropriation.

RESOURCES - Resources consist of military and civilian personnel, material on hand
and on order, and the entitlement to procure or use material, utilities and services.

RESPONSIBLE OFFICE - The office, bureau, systems command, or Headquarters, U.S.
Marine Corps which has assigned the responsibility for overall management for all
programs financed by an appropriation. The Director, CNO Fisca!l Management Division
(OP-82) is the responsible office for all Navy appropriations, except RDT&E,N
appropriation. The Headquarters, U.S. Marine Corps is the responsible office for all
Marine Corps appropriations. The Assistant Secretary of the Navy (Research, Engineering
Systems) is the responsible office for RDT&E,N.

RESPONSIBILITY CENTER - An activity listed in the Standard Navy Distribution List.
Several activities may be combined in one responsibility center when the individual
activities are considered small enough to justify the combination, or when operational
requirements make the combination necessary. Although the term "Responsibility Center”
has recently been replaced by the term "Fund Administering Activity", it is still frequently
found in naval directives.

RETAIL STOCK - Control of requirements for this material is determined by the local
retail stock point based upon guidance from the Fleet Material Support Office. (Material
is pulled to the stock point.)

REVENUES - Money collected by the federal government as duties, taxes, or as
premiums from social insurance programs.

REVOLVING FUND - A fund established to finance a cycle of operations, in which
reimbursements and collections are returned for reuse in a manner that will maintain the
principal of the fund; (e.g., working capital funds, industrial fund).

SECONDARY ITEMS - DON stock fund material, a large quantity of which are
relatively inexpensive. Items include consumables, repair parts, and depot repairables.

SEQUESTRATION - The automatic process of reducing federal outlays, invoked through
the Office of Management and Budget and the General Accounting Office, when the
Congress and the President are unable to enaci i, yropriation acts that meet the Gramm-
Rudman-Hollings mandated deficit levels.

SERVICES REQUEST - An order for services to be performed; issued by one activity,
organization, or private party, to another. Documents utilized for this purpose are the
Order for Work and Services (NAVCOMPT Form 2275), Requisition (DD Form 1345), and
Request for Issue or Turn-in (DD Form 1150). The accepted order is the basic source of
authority to incur costs and perform work.
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SNAPSHOT - The estimate of the projected deficit for the upcoming fiscal year; made by
the Congressional Budget Office and the Office of Management and Budget, on August 15
each year, under the provisions of the Gramm-Rudman-Hollings Act.

SOLE USE FACILITY - A building or structure that is designated for the exclusive use
of the receiver. Identifiable costs are reimbursable.

SPECIFIC JOB ORDER - A job order established for the accomplishment of specified
work, with an estimated completion date, and for which summarization of cost incurred is
desired upon completion.

SPENDING PLAN - A fund administering activity’s documented budget execution plan
detailing how it intends to spend that fiscal year’s funds.

STABILIZED RATES - Rate stabilization is the development and utilization of
predetermined rates for billing customers for work.

STANDARD DOCUMENT NUMBER - A 15 character number assigned to each
document; prepared and processed as inputs to the financial system. The first six
positions represent the unit identification code (UIC) of the issuing activity.

STANDING JOB ORDER - A job order established to provide for services in connection
with the maintenance and operation of the activity during a specified period.

STORES ACCOUNT - An account reflecting the cost and/or the quantity of supplies on
hand, and available for issue.

SUBHEAD - A four digit numerical, or alpha-numeric number, identifying the first level
subdivision of an appropriation; used primarily for administration, accounting and control
of an appropriation.

SUCCESSOR "M ACCOUNT - Upon lapse of annual and multiple-year appropriations,
the obligated, but unexpended, balances merge/transfer into the Appropriations Successor
"M" Account.

SUPPLEMENTAL APPROPRIATION - An appropriation enacted as an addition to a
regular annual appropriation act. Supplemental appropriations provide additional budget
authority beyond original estimates, for programs or activities which are too urgent to be
postponed until the next regular appropriation.

SUPPORTING ACTIVITY - An activity that provides only services to another activity.

SURCHARGE - A specified percentage of costs added to the regular charges on a
customer’s bill. Normally the customer is a government department outside the
Department of Defense, a foreign government, or private party.

SURPLUS - The amount by which revenues exceed outlays.
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TENANT ACTIVITY - An activity that uses facilities and receives support from another
activity.

TOTAL OBLIGATIONAL AUTHORITY (TOA) - TOA is the total amount of funds
available for programming in a given year, regardless of the year the funds are
appropriated, obligated or expended. TOA includes new obligational authority;
unprogrammed or reprogrammed obligational authority from prior years; reimbursements
not used for replacement of inventory in kind; advance funding for programs to be
financed in the future; and unobligated balances transferred from other appropriations.

TRANSACTION (FINANCIAL) - The conduct of business involving the participation of
two or more parties, for the purpose of exchanging goods, or services, for money or other
considerations. A transaction is comprised of various stages before completion. The
function of an accounting system is to identify, classify and record transactions.

TRANSFERRING - Moving funds between appropriations; requires prior approval from
Congress.

UNDELIVERED ORDERS - An undelivered order is any document, meeting the criteria
of an obligation, issued for material or services that have not as yet been received by the
ordering activity. It includes material requisitions (also applicable to reimbursable orders)
issued for material to be delivered from a stock funded inventory; purchase orders issued

which cite annual appropriations; and overhead materials requisitions issued by modified

industrial activities whose operations are principally financed by reimbursable orders.

UNDISTRIBUTED DISBURSEMENTS - Disbursements not processed by the
authorization accounting activity against obligation records.

UNFUNDED REIMBURSEMENTS - Unfunded reimbursements result when work, or
services, are provided without a specific order. Reimbursement for user charges (i.e.,
commissary surcharge) and jury duty fees, are examples.

UNFUNDED REQUIREMENTS - Those programs and functions which cannot be
performed within the constraints of the funding control numbers assigned to an activity.

UNIFORM CHART OF EXPENSE ACCOUNTS - The Uniform Chart of Expense
Accounts provides a basis for classifying, and charging, all expenses to the Navy for doing
business. It facilitates comparisons and combinations of budget and accounting reports,

and brings budgeting and accounting information into line with the programming part of
the FYDP.

UNLIQUIDATED OBLIGATIONS - Outstanding obligations with no matching
expenditures.

UNMATCHED DISBURSEMENTS - Disbursements that cannot be matched to existing
obligations.
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VOUCHER - Any document which is evidence of a transaction, showing the nature, and
amount, of the transaction. It usually indicates the accounts in which the transaction is
to be recorded.

VOUCHER NUMBER - A serial number assigned to a voucher used to make payments
to a contractor for delivery of supplies, or performance of a service.

WARRANT - An official document issued by the Secretary of the Treasury, and
countersigned by the Comptroller General of the United States, by which monies are
authorized to be withdrawn from the Treasury. Warrants are issued after appropriations,
and similar congressional authority, have been enacted.

WHOLESALE STOCK - Stock requirements and availability is determined by the
appropriate wholesale Navy inventory control point. (Material is pushed to the stock
point by the appropriate inventory control point.)

WORK MEASUREMENT - The process of establishing performance standards in terms of
hours per work unit. Some of the principal techniques used are: stopwatch observations;
synthesis of predetermined standards; work sampling; and statistical inference from
historical data. The principal purpose of the standards is to compare the work performed
with the manhours expended. Such information may be used for personnel planning,
work scheduling, budget justification, and cost control.

WORK UNIT - Work uni.. are measures of output that express volume of work;
conversely, manhours and dollars are measures of input required to produce work units or
perform work.

WORKING CAPITAL FUND - A revolving fund used as a source of financing for work
that will be paid for by the customer after the completion of the job.

WORK-IN-PROCESS ACCOUNT - Temporary investment of cost into customer requested
work which, as yet, is unbilled.

YEAR-TO-DATE (YTD) - Cumulative totals lodged against job orders, or cost accounts,
from the beginning of the fiscal year to current date.

ZERO BASED BUDGETING (ZBB) - A systematic process in which management
undertakes the careful examination of the basis for allocating resources, in conjunction
with the formulation of budget requests and program planning. Generally, ZBB involves
displaying budget requests across varying performance levels and priorities.
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DIRECTIVE DATE
ACCOUNTING:

NAVPGSCOLINST 4235.2 25 Sep 86
NAVPGSCOLINST 3900.1 13 Oct 83
NAVPGSCOLINST 3900.2 8 Dec 83
NAVPGSCOLINST 3900.4 11 Mar 87
NAVPGSCOLINST 4235.2 25 Sep 86
PURCHASES:

Supply Department’s

FY30 Customer Service

Manual

NAVPGSCOLINST 3900.2 8 Dec 83
NAVPGSCOLINST 4400.1 6 Dec 83
NAVPGSCOLINST 4400.2 11 Jan 89
NAVPGSCOLINST 7200.1E 15 Apr 83
NAVPGSCOL NOTICE 7200 14 Apr 89

List of References
DESCRIPTION

Management and Financial Control
Procedures For NPS Operating Funds.

Administration and Management of
Research Reimbursables Received at
NPS.

Chair Professorships

Management of Research at NPS
Under Direct Funding.

Management and Financial Control
Procedures for NPS Operating Funds.

A guide for procurement and
disposition of material and supplies.
Provides basic information about NPS
supply services and preparation of
required documents.

Accountability of Books Purchased
through Reimbursable Research Funds.

Requisition/Receipt Procedures for
Supplies.

Policies and Procedures for Purchasing
Restricted Items.

Fees & Expenses to Visiting
Lecturers/Consultants.

Fees for Guest Lectures/Consultants
(Honorariums).
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List of References
DIRECTIVE

TRAVEL:

Joint Federal Travel
Regulations
NAVPGSCOLINST 4650.4B

NAVPGSCOL NOTICE 5050

NPS Travel/Country
Clearance Handbook
LABOR:
NRFCWASHINST 7410.3A

Department of the Navy,
Office of Civilian Personnel
Management

SECNAVINST 12510.9

TRAINING:
NAVPGSCOLINST 12410.1E
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DATE

22 May 87

27 Apr 89

30 Dec 83

Sep 86

26 Aug 86

1 Jul 86

DESCRIPTION

Sets forth Federal Travel
Entitlements.

Policy for Official Travel Performed By
NPS Personnel.

Reduction in Military and Civilian
Travel Costs.

Document preparation procedures for
travel outside CONUS.

Recording and Reporting
Attendance/Leave of Civilian
Employees.

Managing To Payroll Desk Guide.

Delegation of Position Classification
Authority and Position Management
Responsibility Consistent with Payroll
Management.

Training and Development of Civilian
Employees.
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Job Order Numbers/
Expense Element Codes

JOB ORDER NUMBERING SYSTEM

Figure D.1 Job Order Numbering System
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Job Order Numbers/
Expense Element Codes

COST
ACCT
_____ E_ _ oC
i E_ _ OM
_____ E_ _ EP
_____ E_ _ TT
_____ E_ _ MR
_____ L_ _ 00
_____ L_ _ HG
_____ M_ _ 00
F_ _ MM
o MD
T FM
_____ . _ o¢
_____ G_ _ DF
_____ Q_ _ &R
_____ C_ _ KEH
_____ Q_ _ Qs
_____ T _ Ge
_____ T_ _DP
_____ T_ _ @as
_____ T_ _ NS
_____ U_ _ QT
_____ U_ _ RE
1RE0 w_ _ Ma
L1EAO w_ _ Ma
1R80 W_ _ MD
1RGA W_ _ FA
1ROA W_ _ FD
1R9A W_ _ PG
_____ Y_ _ 00

CIVILIAN TRA
MILITARY TEKA
CIVILIAN FCS
INVITATIONAL
RENTAL/LEASE
TRANSFORTAT!I
MOVEMENT OF

EQUIFMENT RE
MAINTENANCE

MAINTENANCE

MAINTENANCE
MAINTENANCE

tr

VEL
VEL
TRAVEL

THAVEL ORDEERS

OF VEHICLES
ON OF THINGS

HOUSEHOLD GOSIS

NTAL/LEASE
MINCR PROPER

ADF MINCE FR
KT

FLANT FEOFE

A pt—

ADF FLANT

TRAINING COST

ALF CONTRAJTS

REGISTRATION
HONCRARIUMS

HASE RV
CONSUMARLEZ SU
ADF SUFFLIES
GSA
NAVY STOCK ¢
60 DAYS TEMF

()

SE

REAL ESTATE EXPENSES
MINORX PRCFERTY ACQUISITION

o>

FEES/CLNFER

ES
JFRLIE

UFFLIES
ORARY

I'T

(1.e.
QUARTERS
(CIVILIAN FCS MOVEZ)

ESS ARLD

e

sSUsIceT

(NOT

LMC:

SERIAL s
STANDARD STOCK SERKIAL #:

NEO)

ENCE(FCS!

ATF OR GSA)

GSA MINOR FROFERTY ACQUISITION

ADF MINOR PROFERTY

ACQUI

SITION

PLANT PROPERTY ACQUISITION (NOT ADP OR GEA)
ADP FLANT FROFERTY ACQUISITION
GSA PLANT PROPERTY ACQUISITION

COMMERCIAL F

RINTING

Figure D2 FY 90 Operating Budget Job Orders
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Job Order Numbers/
Expense Element Codes

cra—
EXPENSE ELEMENT CODES *

Description

Miitary Personnel-Includes the cost of the services of active force miitary
personnel computed at the standard rates. Excludes the cost of trainees and
unassigned personnel.

Military Trainees~Includes the standard rate cost of officers, cadets, midshipmen,
and enlisted personnel (including recruits) undergoing permanent change-of-
station tralning at a service or civitian school, training center, industrial con.
cern, or similar organization, snd who sre assigned to student detachments (for
workload purpose, work units will include all students, regardliess of source) (for
use only by the Bureau of Naval Personne! and Headquarters, U.S. MariniCorps).

Mllitary Personnel Unasigned—Includes the sandard rate cost of patients,
prisoners, and other military personnel not identifiable with s specific function
and not otherwise accounted for, such as personnel AWOL or missing for 30
days or more and personnel awalting separation or duty assignment regardiess of
where located (fur use only by the Bureau of Naval Personnel and Headquarters,
U1.S. Marine Corps).

Purchased Equipment Maintenance (Intra-DOD)-Includes cost of purchased
maintensnce, overhauls, restricted and technical avallabilities of ships, overhauls
and progressive alrcraflt reworks (PAR's), and rework and repair of equipment,
vehicles, and tsnks when purchased from organizations within the Department
of Defense.

Trave! of Personnel-Includes the cost of travel and transportation of personnel as
deflned for object class 21. Includes transportation such as commercial trans-
portstion charges, rental of passenger<arrying vehicles, mileage allowances and
tolls, subslstence for travelers such as per diem allowances, and incidental travel
expenses such sy baggage transfer and telephone expenses. Also includes per
diem sllowances of a civilian traveler and immediate family and round trip ex-
penses of transportstion to ‘seek permanent residence quarters incident to
permanent transfer or reemployment. Travel costs will be costed to the cost
sccount for which the travel is performed (see par. 075164 for funding policy
concerning permanent change-of-station (PCS) expenael}.

Transportation of Things, Military Airlift Command—-Inciudes the cost of transpor-
tation of things as defined for object class 22 when shipment is made via Military
Airlift Command.

Transportation of Things, Commesclal Alr—Includes the cost of transportation of
things as defined for object class 22 when shipment ls made vis commercial ais.
Excludes shipments made via contract hire aircraft (QUICKTRANS).

Transportation of Things, Military Sealift Command—Includes the cost of transpor-
tation of things as defined for object class 22 when shipment is via MSC.

Transportation of Things, Inland Transportation—Includes the cost of transporta-
tion of things ss defined for object class 22 when inland shipment i3 via rail,
truck, or other inland transportstion,

Transportation of Things, QUICKTRANS-Includes the cost of transportstion of
things as defined for object class 22 when shipment is via commercial contract
hise sircraft.

l'_‘.i-;ure D3 E;pense Element Codes
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Job Order Numbers/

Expense Element Codes

Code

M

*T

*T

FXPENSE ELEMENT CODES
Description

Transportation of Things, Other—Includes the cost of transportation of
things as defined for object class 22 when shipment is not covered by one
of the types of shipment described for expense element codes F through K.

Utilities and Rents—Includes the cost of heat, power, water, gas, electricity,
and other utility services except transportation and communication serv-
ices. Includes the cost of rents of land, structures, and equipment (other
than transportation equipment). Corresponds to the utilities and rents por-
tion of object class 23.

Communications—Includes the cost of communications as defined for that
portion of object class 23 identified as communications services. Includes
charges for the transmission of messages {rom place 1o place, contractual
ielephione and teletype service, postage (other than parcel post), rental of
post oftice hoxes, and telephore installation charges.

Service Transfers, Unfunded—This element of expense will be used to ac-
cumnlate the unfunded (military personnel services) charges and credits
maide witlan the same operating budget. Includes charges and credits
resulting from functional category transfers, cost center transfers, and
orcrhizidd applicanion or distribution. The net total of this element of ex-
pensce for the operating budget will be zero. A worksheet should be
preparcd to ensure that the benefiting job orders and expense element code
O e changed and offset by credits to the apphicable job order and ex-
pense clement coide O The net result by ““expense element”” will be zero.

Puarchised Fguipinent Maintenance (Commercialj—Includes cost of pur-
choased mainrenance, overhauls, restricted and technical availabilities of
shipn: overhauls and progressive aircraft reworks (PAR's); and rework
anJ repair of equipmen:, vehicles, and tanks when purchased from com-
nivivial sources or organizations outside the Department of Defense.

Purchiised Services, Orher—Includes the cost of other servics as defined for
ohijuct clusy 2¢ except for purchased equipment maintenance as prescribed
i cxpense clement eode P Also includes storage of houschold goods in-
cudent to penmancent transfer or reemployment.

Aictatt POT —Includes the cost of propulsion petroleum and interrelated
addrives and lubricants consumed by aircraft in flight operations (excludes
PO consumud during maintenance).

Ship 'Ol .—Includes the cos: of propulsion petroleum and interrelated ad-
ditives and Tubricants consumed by ships and service craft assigned 1o ships

Supplics—Includes the cost of all other consumable items as defined 1n ob-
ject class 26, supphes and material (see par. 026002) except for those in-
cluded in expense efements R, S, and V for fuel. Also included is aircraft
POL. consumed during maintenance and the cost of O&M funded end items
of cquipment having a useful life of less than 1 year. (To be effective
through 30 March 1985),

Supplies—Inchudes the cost of all consumable items as defined for object
class 26 (ulso includes aircraft POL consumed during maintenance and
the cost ol OKM Tunded end items of equipment having a useful hife of
tess than | oyear) except those included under expense cle. ~nts R, S, and

Figure D.4 Expense Element Codes (con’t)
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Job Order Numbers/
Expense Element Codes

w—
EXPENSE ELEMENT CODES

Code Description

includes estate costs, subsistence of traveler and immediate family while
occupying temporary quarters, and allowance for miscellaneous moving
expenses incident to permanent transfer or reemployment.

\Y Other POL.—Includes the cost of petroleum, oil and lubricants used for other
thin alreruft or ship propulsion, such as fuel used in heating, generating
power, muking artificlal gas, operating motor vehicles, operating powered
materiuls-hondling equipment, labor-saving devices, and service craft
assigned (0 commands and staffs, special combat forces and shore stations.

* W FY 1988—1lquipment. Includes the cost of end-items of equipment defined
ty object clnss 31, Equipment (par. 026002) purchased with O&M funds.
Incindes plunt property classes 3 and 4 (equipment and industrial plant
cipuipanient respectively) with a unit cost between $5,000 and $14,999.99,
i those frems costing in excess of $15,000 which qualify for O&M financ-
ing (Nuvy Stock Account issues or siandard items; i.e., items listed in the
NMunagement List—Navy, not carried but authorized for local purchase).
Alsoincludes minor property with a unit value of less than $5,000 and
other plunt property equipment items listed in pars. 036301-4 or 036401-2
excluded from plant property reporting.

FY 1987 —[quipment. Includes the cost of end-items of equipment defined
i obicct ¢luss 31 Cquipment (par. 026002) purchased with O&M funds.
Inchisdes minor property with a unit cost of less than $5,000 and other
plant property equipment items listed in pars. 036301-4 or 036401-2 ex-
cluded from plant property reporting. Also includes those items costing
i excess of $5,000 which qualify for O&M financing (Navy Stock Ac-
count issiies or standard itemss i.e., items listed in the Management List—
Navy, not carried but authorized for local purchase).

FY 19%6—Fquipment. Includes the cost of end-items of equipment defined
in object cluss 31 Equipment (par. 026002) purchased with O&M funds.
Includes plant property classes 3 and 4 (equipment and industrial plant
cquipment respectively) with a unit cost between $1,000 and $2,999.99,
und those frems costing in excess of $3,000 which qualify for O&M financ-
ing (Navy Stoch Account issues or standard items; i.e., items listed in the
Management List—Navy, not carried but authorized for local purchase).
Also includes minor property with a unit value of less than $1,000 and
other plant property equipment items listed in pars. 0363014 or 036401-2
excluded from pluant property reporting.

X Other Nxpensc—Includes the cost of types of resources not otherwise pro-
vided for, such as investments and loans, grants, subsidies, and contribu-
tions, insurnnce cloims and indemnities, interest and dividends, payments
in licu of taxes, incentive awards for military personnel, and other insignifi-
cant costs, i.e., costs which do not exceed one-tenth of 1 percent of the
total activity budget, or $500, whichever is greater.

Y Printing and Reproduction—Includes the cost of contractual printing and
reproduction work (such as work done on printing presses, lithographing,
und other duplicating), related binding operations, photostating, blueprint-
ing, photography, and microfilming.

Figure D.5 Expense Element Codes (con't)
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Job Order Numbers/

Expense Element Codes

Code

EXPENSE ELEMENT CODES
Description

Service Transfers, Funded—This element of expense will be used 1o ac-
cumulate the funded (other than military personnel services) charges and
credits made within the same operating budget. Includes charges and credits
resuliing from functional category transfers, cost center transfers, and
overhead applications or distributions. The net total of the element of ex-
pense for the operating budget will be zero. A worksheet should be
prepared 10 ensure that the benefiting job orders and expense element code
Z are charged and offset by credits to the applicable job order and ex-
pense eiement code Z. The net result by '‘expense element”” will be zero.

Aviation Depot Level Repairables (AVDLR)—Includes the cost of all NSA
"k Cog Aviation Depot Level Repairable (AVDLR) material. (To be ef-
fectrve beginning 1 Aprit 1985).

Figure D.6 Expense Element Codes (con't)
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Cost Center/Sub-Cost Center

OPTAR Codes

cste CIST_CERIER SUB-COSI CENIE? DEFT ke cic)
ool €2 AR SUPERINTENDENT i A8
0c2 c2 AB COMPTROLLER FF D1
CCh c2 AT CIVPERS FF D1
cis 02 AE SAFETY FF D1
ccé o AF JA FF D*
€09 c2 AG EEC FK 51
€<s3 c2 AC INTCONTRCL FF ol
c:c” c2 RY EXEZ ASST FF D1
cce c:z AL STAFF PCZ FF z
CaaM ce A% FLIGHT Susz:L M A9
ol o BA PRIVOST M2 K8
C A o 57 MIZS PCC MZ AT
ol 1y o DZAk ACAZ Mz K3
Cil 14 cs cChr CtE [ y
Ghuz e oy LIzsary [ At
L2t 'y ce IN3TE TV . MZ A?
SRR T4 o HANG INFO ZY5 Mz A%
C3 c2 D4 DIR PROGC Mz A8
G3w 63 le AVIATICHN SAFZTY MZ AT
036 03 DC EMD MZ AB
03¢6p 03 DE PRINT MZ A8
R 03 DF 0PS RES Mz AS
31 03 DC AERO Mz A8
32 (3 DH EE/CE MZ &8

Figure E.1 Cost/Sub-Cost Center OPTAR Codes
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Cost Center/Sub-Cost Center

OPTAR Codes
core CCST_CERIER SUB-COST CENIER DEFI SAS  SEC
E 03 DJ WEAPCNS MZ A8
339 C3 DK ASw MZ A
3% 03 DL NAV ENG MZ A8
a5 03 DM AIR OCEAN MZ A8
28 03 DN ADMIN SCIENCE MZ AB
27 03 DP COoMP TECH MZ AS
38 €3 DC INTELL M2 AB
27 <3 DX C3 TEAVEL MZ AE
b 1z L3 €2 M LE
il o jole INTHL M2 AE
i o Dy TEXTECIES MZ KE
33 A DB CIv InsT M2 AB
LIl 34 oz LAW PROC MZ AZ
a3y IA oV VGEF M2 AB
i {m LA MIL CPS FF ol
“ Ca EC ADUIN . FF o
-z . ED SUPPLY FS E:
Lzt Cu EE EDF FK S
Len G EF MAT DIV F3 £1
Ly 0u EH POLICE FV L1
LE o4 EJ CHAPLAINS FK S
47 04 EK FAM SVCS FK S
L5 ou EL OPEN MESS FL S1
u52 0t EN REC FL S
i ok EN UPH FJ S
usec 04 EF CKILDCARE FL 51

Figure E2 Cost Center/Sub-Cost Center OPTAR Codes (con't)
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Cost Center/Sub-Cost Center

OPTAR Codes
COZE CoSI_CENTER SUB-COST CERTER DEFT SAG SEC
H44F ok ES FIRC FD D1
CuF oRY £7 BASE PCS FF o
L3A LA FA COMM/PHONES FN L
438 4A F3 TRANS FR L7
43D LA Fo UTILITIES FC N1
43E LA Fe ENS SUFPCFT FD F
43K LA F AUZIC M2 I
Cus LA Fi ThAT FL $1
532 W2 FC MAINTERANCD 1 Fa M
L3F i Fr coNIT R FZ £
w35 W e MAINLT Mz Fa M2
L3J Lz Fo CoNsT EC B R2
) c3 ShA DEAN INFO 2 AE
52 cs o COMP SCIENCE MZ LE
53 0% s MATH MZ AS
54 C5 GD ADMINL SCIENCE MZ Ad
55 05 GE OPS hiISEARCH MZ A
56 05 GF NS MZ A8
011 05 GH DEAN ED M2 A8
71 cs GJ ASW ACAD z A8
73 05 CK EW ACAD 2 48
74 05 CL C3 ACAD nz A8
06 06 £a DEAN SCIENCE MZ A8
Figure E.3 Cost Center/Sub-Cost Center OPTAR Codes (con't)
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Cost Center/Sub-Cost Center
OPTAR Codes

"E CCST_CENTER SYB-CCST CERTER bEPI SAG SFC
¢ 06 HB PHYSICS MZ AB
62 oK) HC ECE MZ A
€3 06 HD METECROLCG] MZ Ag
&7 06 KE AERD MZ Ag
g2 06 HF CCEAN MZ AB
£3 06 HG MECH EN3 1z A8
c2 o Kb RES ADMIUL MZ &8
T2 e He SPACE MI IY:
= cé §? PC3 C5/WG Mz KE

FMT-FCREZISH MILITARY TEAININ
E: FT Ka FMT SUPRlFET NI Tk

3 Fr K3 FMT ECS 3 DA
S FT K FMT TEXTS Fr LA
T3F £ KL FET TRAVE o DA
55 °F FI KE FMT CoM o voo FL D4
<~ FT %3 FMT nIucr FF oA
w3 F7 K3 FMT Pw ) £ DA

Figure E.4 Cost Center/Sub-Cost Center OPTAR Codes
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Sub-Cost Center OPTAR
Document Serial Numbers

STANDARD DOCUMENT NUMBERS

Uic FISCAL TYPE QF_ DEPT
RN SER

NAVY FOR NPS  YEAR  DOCUMENT

N 62271 57

TG = TrRavEL

TG = TRAINING; 1.E., SF1558

MD = MISCELLANECUS LOCUMENTS:
1.E., SF 2277, HCNORARIUMS

RV = gFl11684 (CLAI® FOR REIMBURSEMENT)

el

(W]
#l

-

EQUISITICH/CONTRACT, 1.E., SUPPLIES,
OVERNIGHT MAILINC, DD1155

PT = FRINTING

CS = PCS (OnLY) TrAVEL ORDERS

RC = Open EiIps; 1.8., PuBLIC WORKS (OnLY)

Figure F.1 Standard Document Serial Numbers
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Sub-Cost Center OPTAR
Document Serial Numbers

002

004

005

006

009

003

007

0021

034M

004

01

01B

OlA

014

0141

SUB COST
OFFICE/DEPARTMENT _CENTER
Superintendent/Aide AA
Comptroller AB
Civilian Personnel AD
Safety Office AE
JAG AF
EEQO Office AG
Internal Controls AJ
.
Executive Assistant AK
Staff PCS AL
Flight Surgeon AN
FECA AP
Provost's Office BA
First Duty PCS BB
Faculty PCS BP
Dean of Academic Admin CA
Computer Center CB

FY90 OB

OFFICE CODES,SUB COST CENTER,DOCUMENT SERIAL NUMBERS

DOCUMENT
SERIAL NUMBERS

AAQdg-AA999
0000-0010

AB¢@@d-AB999S
0011-0020

ADS@P-AD999
0021-0030

AEd@B-AE999
0031-0040

AF@gd-AF999
0041-0050

AGYFE-AG999
0051-0060

ATPEF-AT999
0061-0070

AK@Fg-AK999
0071-0080

ALIPF-AL999
0081-0090

ANGZF-AN999
0091-0100

APFgg-AP999
0101-0110

BAJGF-BAS9S
0111-0120

BBEP@-BB999Y
0121-0130

BPG@@-BP999
0131-0140

CAdpP-CcA999
0141-0150

CBJgg-cB999
0151-0160

Figure F.2 Sub-Cost Center OPTAR Document Serial Numbers




Sub-Cost Center OPTAR

Document Serial Numbers

0142

0146

014A

03

031

036

036P

30

31

32

33

331

34

35

36

0142T

OFFIC AR

Library

Library-Inst. TV

Management Infor. Sys

014 PCS Moves (GS/WG only)

Director of Programs

Civ Inst

Aviation Safety

EMD

Print Plant

OR/SA Program

Aero Program

EE/CE Progran

Weapons Eng Program

ASW Program

Naval Eng Program

Air/Ocean Sys Progran

Admin Sci Program

SUB COST

—CENTER

ccC

cD

CE

CF

DA

DB

DC

DD

DE

DF

DH

DK

DL

DM

DN

DOCUMENT
SERIAL NUMBERS

ccpgg-cco99
0161-0170

cbggg-cps99
0171-0180

CE#Jg-CE999
0181-0190

CFPPp-CcF999
0191-0200

DA@@FF-DAS99
0201-0210

DBE@@-DB999
0211-0220

DCPFP-DCo99
0221-0230

DD3@P-DDS99
0231-0240

DEJg@-DES99
0241-0250

DF@gg-DF999
0251-0260

DGOFF-DG999
0261-0270

DHYFF-DHIS9
0271-0280

DIGEP-DI999
0281-0290

DK@p@~DK999
0291-0300

DLPFP-DLI99
0301-0310

DM@gd-DM999
0311-0320

DNPJFg-DN999
0321-0330

Figure F.3 Sub-Cost Center OPTAR Document Serial Numbers (con’t)
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Sub-Cost Center OPTAR
Document Serial Numbers

CODE
37

38

39

39T

031L

0305

03T

o3v

03A

04

41

42

42E

42M

44

46

47

QFFICE/DEPARTMENT

Computer Tech Program

Naval Intel/NSA Progranm

C3 Program

C3 Travel

Law Program

Int'l EQ Coord

Text Books

VEGEP

03 PCS Moves (only GS)

Director of Mil. Ops.

Admin/Central Files

Supply

EDF

Material Div-RSS/HHG

Physical Security

Chaplains

Family Services

SUB COST
—CENTER
DP
DQ
DR

DX

Ds

DU

Dv

EA

EC

ED

EE

EF

EH

EK

DOCUMENT
SERIAL NUMBERS

DP@FF-DP99S
0331-0340

DQFJF-DQ999
0341-06350

DRPGE-DR999
0351-0360

DX6g@d-DX999
0361-0370

DS@EF-DS999
0371-0380

DTPEF-DT999
0381-0390

DUJFF-DU999
0391-0400

DVggg-Dve9s
0401-0410

DYEJg-DY999
0411-0420

EAJJg-ER999
0421-0430

ECPP-EC999
0431-0440

ED¢¢?-ED999
0441-0450

EEf#F-EE999
0451-0460

EFJgg-EF999
0461-0470

EHggp-EH999
0471-0480

EJ#PP-ET999
0481-0490

EK$g@p-EK999
0491-0500

Figure F.4 Sub-Cost Center OPTAR Document Serial Numbers (con't)
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Sub-Cost Center OPTAR
Document Serial Numbers

SUB COST DOCUMENT
CODE OFFICE/DEPARTMENT _CENTER  SERIAL NUMBERS
451 Open Mess EL ELSgE-EL999
0501-0510
452 Recreation Dept EM EMBBS-EM999
0511-0520
49 UPH Office EN ENGPSP-EN999
0521-0530
452C child care Center ER ERJJE-ER999
0531-0540
44F Fire Department ES ESO9B-ES999
0541-0550
04G GYM EU EUSEI-EU999
0551-0560
041 Intramurals EV EV@@E-EVI99
0561~0570
043 BOAT EW EWJEF-EW999
0571-0580
04F Base OPS (PCS only) ET ETdJP-ET999
0581-0590
43A Telephone (L1) FA FAGGP-FA999
1521-1570
43B Transportation (L7) FB FBEYP-FB999
1571-1620
43¢ Maintenance (M1) FC FCO@E-FC999
. 1621-1720
43D Utilities (N1) FD FDYJP-FD999
1721-1770
43E Engineering Support (P1) FE FEJJE-FE999
1771-1820
43F Minor Construction (R1) FF FFgg@d-FF999
1821-1930
43H Maintenance (M2) FH FHYg@-FHI99
43J Minor Construction (R2) FJ FJdd¢-FJ999

Figure F.5 Sub-Cost Center OPTAR Document Serial Numbers (con’t)
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Sub-Cost Center OPTAR
Document Serial Numbers

CODE

43K

43L

05

52

53

54

55

56

011

71

73

74

05Aa

06

61

62

63

OFFICE/DEPARTMENT

Audio Visual

Hazardous Mat.

Dean of Info & Pol Sci

Computer Sci Dept

Math Dept

Adrin Sci Dept

Ops Research Dept

NSA Dept

Dean of Edu. Dev.

ASW Acad Group

EW Acad Group

C3 Acad Group

PMO5 PCS(GS/WG only)

Dean of Science/Eng

Physics Dept

Elec/Comp Eng Dept

Metorology Dept

SUB COST

—CENTER

FK

FL

GA

GB

GC

GD

GE

GF

GH

GK

GL

GM

HB

HC

HD

DOCUMENT

SERIAL NUMBERS

FK66-FK999
1931-1980

FLYFF-FLI9S
1981-2090

GAJPE-GA999
0591-0600

GBIEJ-GB999
0601-0610

GCHFFI-GC999
0611-0620

GDPAF-GD999
0621-0630

GEGd@-GE999
0631-0640

GFE@E-GF999
0641-0650

GHO@F-GHI99
0651-0660

GIAEE-GI999
0661-0670

GK@BJ-GK999
0671-0680

GLIGJ-GLI999
0681-0690

GMEEF~GM999
0691-0700

HAgZd-HA999
0701-0710

HBEFJ-HB999
0711-0720

HCc#gg-HCo99
0721-0730

HDEFJ-HD999
0731-0740

Figure F.68 Sub-Cost Center OPTAR Document Serial Numbers (con’t)
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Sub-Cost Center OPTAR
Document Serial Numbers

Ly

SUB COST DOCUMENT

CODE QFFICE/DEPARTMENT -CENTER  SERIAL NUMBERS
67 Aeronautics Dept HE HEg@¢-HE999
0741-0750
68 Oceanography Dept HF HF@PB-HF999
0751-0760
69 Mechanical Eng Dept HG HGPUL-HGS99
0761-0770
012 Research Admin HH HHABLH-HHI99
0771-0780
72 Space Sys Acad Group HJ HIOPE-HI999
0781-0790
06A PMC6 PCS (GS/WF only) HP HPAJgd-HP999
0791-0800

Figure F.7 Sub-Cost Center OPTAR Document Serial Numbers (con't)
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Sub-Cost Center OPTAR
Document Serial Numbers

"QTHER"
SUB COST -DOCUMENT
CODE OFFIC N ~CENTER SERIAL NUMBERS
64 DRMEC OB (65522) JA JAGEF-TA999
2991-3025
0021 DRMEC/Compt. (Utilities) J4 J4ddg-T4699
{Telephone) J4 J4766-J34999
64 DRMEC FMT (65522) JB JBAgd-IBI99
3041-3090
DRMEC FMT (Utilities) J6 J6688-36699
(Telephone) J6 J670d8-36999
€5 PERSEREC OB (68872) JE JE@@F-JE999
3141-3220
0021 PERSEREC/Compt. (Utilities) J3 J3géd-33699
(Telephone) J3 J3700-~33999
042 PAO (External-1190) Jc Jcédg-ICc999
3341-3360
0020 OPN
0021 Official Representation Fund
0021 O&MN IPA Costs
0023 Research Reimbursable
0023 Other Reimbursable
0023 DMDC
0023 Reimbursable Tuition
0021 DRMEC IMET (65522)
0021 NPS IMET EE (62271)

Figure F.8 Sub-Cost Center OPTAR Document Serial Numbers (con't)

Appendix F
Page (302)




APPENDIX G

Cost Center/Sub-Cost Center
Direct Funded Research Codes

&
Document Serial Numbers
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DFR Codes and
Document Serial Numbers

FY 90 DIRECT FUNDED RESEARCH
DFR
COST  SUB-COST
CENTER  CENTER CODE-DEP SAG SFC SERIAL #°s
INDIRECT
ND Lz 52 - COMPUTER SCIENCE MZ XY L2000-12999
5873-5876
ND MZ 53 - MATH M2 XY MZ000-MZ999
5877-5880
D NZ S4 - ADMIN SCIENCE MZ XY NZ000-N2999
5881-5884
ND Pz S5 - OPS RESEARCH MZ XY PZ000-PZ999
5885-5888
ND Qz 56 - NSA MZ XY QZ000-Q2999
5889-5892
%D RZ 61 - PHYSICS MZ XY RZ000-RZ999
$893-5896
ND s 62 - ECE MZ XY $2000-52999
5897-5900
KD TZ 63 - METEOROLOGY MZ XY TZ000-TZ999
5901-5904
ND vz 67 - AERO MZ XY UZ000-UZ999
5905-5908
ND vz 68 - OCEAN MZ XY V2000-V2999
5909-5912
ND wz 69 - MECH ENGINEERING MZ XY Wz000-WZ999
5913-5916
ND XZ 71 - ASW ACAD MZ XY X2000-XZ999
5917-5920
ND Yz 72 - SPACE MZ XY ¥2000-YZ999
5921-5924
ND zy 73 - EW ACAD MZ XY ZY000-ZY999
5925-5928
ND X 74 - C3 ACAD Mz XY ZX000 - ZX999
5929-5932
Figure G.1 DFR Codes & Document Serial Numbers
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DFR Codes and
Document Serial Numbers

1COST SUB-COST
CENTER CENTER CODE-DEPT SAG SFC BERIAL #'S
ND b4 012 - RESEARCH ADMIN NZ XY 2W000 - ZW999
5933-5936
CHAIRS
CR 01 52 - GRACE HOPPER MZ XY 01000-01999
5817-5820
CR 02 54 - ELSTER-MPTA MZ XY 02000-02999
5821-5824
CR 03 55 - COMP SYS MZ XY 03000-03999
5825-5828
CR 04 55 - TACTICAL ANALYSIS MZ XY 04000-04999
5829-5832
CR cs 55 - APPLIED SCIENCE SYS MZ XY 05000-05999
5833-5836
CR 06 61 - UNDERWATER ACCOUSTICS MZ XY 06000-06999
5837-5840
CR 07 62 - ELEC/ENGR MZ XY 07000-07999
5841-5844
CR 08 63 - RENARD MZ XY 08000-08999
5845-5848
CR 09 68 - HANNAH/MC & G MZ XY 09000-09999
5849-5852
CR 10 68 - NAV OCEAN MZ XY 10000-10999
5853-5856
CR 11 68 - ARTIC MARINE MZ XY 11000-11999
5857-5860
CR 12 69 - MC & G HYDROGRAPHY MZ XY 12000-12999
5861-5864
CR 13 73 - ELECTRONICS MZ Xy 13000-13999
5865-5868
CR 14 74 - JOINT C3 MZ XY 14000-14999
5869-5872

 ———
Figure G2 DFR Codes & Document Serial Numbers (con't)
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DFR Codes and
Document Serial Numbers

COST SUB-COST
CENTER  CENTER CODE -DEPT SAG  SPC  SERIAL #'S
PROJECTS
12 1A 52 - COMP SCIENCE MZ XY LA000-1AZ99
4376-4468
12 MA 53 - MATH MZ XY MA000-HAZ99
4469-4560
12 NA 54 - ADMIN SCIENCE MZ XY NAOOO-NAZ99
4561-4652
12 PA 55 - OPS RESEARCH MZ Xy PA00O- PAZ99
4653-4744
12 QA 56 - NSA MZ XY QA000-QAZ99
4745-4836
12 RA 61 - PHYSICS MZ XY RAGO0-RAZSS
4837-4988
12 SA 62 - ECE MZ Xy SA000-SAZ99
4989-5172
12 Ta 63 METECROLOGY M2 XY TAOO00-TAZ99
5173-5272
12 UA 67 - AERO MZ XY UAQ00-UAZ99
5273-5364
12 7 68 - OCEAN MZ XY VA000-VAZ99
5365-5548
12 VA 69 - MECH ENGINEERING Mz XY WA000-WAZ99
5549-5640
12 XA 71 - ASW ACAD MZ Xy XA000-XAZ99
5641-5684
12 YA 72 - SPACE MZ XY YA000-YAZ99
5685-5732
12 za 73 - EW ACAD MZ XY ZA000-ZAZ99
5733-5756
12 z3 74 - C3 ACAD MZ Xy ZB000-ZB299
5757-5816
12 2z 012 - RESEARCH Nz xY 22000-22999
H 5937-5944
Figure G.3 DFR Codes & Document Serial Numbers (con’t)
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APPENDIX H

Time and Labor Codes

20 7 3/c




Time and Labor Card Codes

LIST OF WORK cobes
CODES USBD ON TIME CARDS ONLY

cooe DESCRIPTION
68 Traumatic Injury
71 Annual Leave
12 Sick Leave
73 Mvance Annual Leave
74 Mvance 8ick Leave
75 Compensatory Time Rarned
76 Compensatory Time Taken
7 Military Leave
78 Court Leave; Mnainistrative
79 Approved Leave Without Pay (
e Absence Without Leave (AWOL)
81 Nonpay Status (Employee rece
Bwployee's Compensation (BRC)
82 Suspension
83 Purlough

Leave
Lvop)

iving Bureau of

Figure H.1 Time Card Work Codes

Reqular Hours

Overtime

CODES USED ON LABOR CARDS ONLY

Figure H.2 Labor Card Work Codes

Appendix H
Pege (311)




Time and Labor Card Codes

CODES USED (N TIME CARDS AND LABOR CARDS

A Dirty Work, Cold Work, or Hot Work performed within Basic Workweek

AC Dirty Work, Cold Work, or Hot Work performed on Overtime

B High Work performed within Basic Workweek

BC High Work performed on Overtime

D Work at Extreme Heights (108 or more feet and on Open Structures,
such as tower, smokestacks, etc.) performed within Basic Workweek

DC Work at Extreme Heights performed on Overtime

E Fibrous Glasswork - Welding performed within Basic Workweek

EC Fibrous Glasswork - Welding performed on Overtime

F Holiday Work

K High Degree Hazard Poison work performed within Basic Workweek

KC High Degree Hazard Poison work performed on Overtime

L Duty Aboard Surface Craft - Ground Work beneath Hovering
Helicopter performed within Basic Workweek

LC Duty Aboard Surface Craft - Ground Work beneath Hovering
Helicopter performed on Overtime

P Sunday Premium for Graded Employees; or Total hours worked on
Sunday by Ungraded Employees

PA Dirty Work, Cold Work, or Hot Work performed on Sunday within
Basic Workweek by Ungraded Employee

PB High Work performed on Sunday within Basic Workweek by Ungraded
Employee .

PK High Degree Hazard Poison Work performed on Sunday within Basic
Workweek by Ungraded Employee

PS Second Shift Work performed on Sunday within Basic Workweek by
Ungraded Employee

PT Third Shift Work performed on Sunday within Basic Workweek by
Ungraded Employee

RL Restored Annual Leave used

] Second Shift Work performed within Basic Workweek or on Overtime

by Graded Employee: or Second Shift Work performed within Basic
Workweek by Ungraded Employees

T Third Shift Vork performed within Basic Vorkweek or on Overtime by
Graded Employees; or Third Shift Work performed within Basic Work-
week by Ungraded Employees

Figure H.3 Time & Labor Card Work Codes
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