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1.  Purpose.  This Order was written in accordance with the guidance and direction contained in the references.  My intent in preparing this manual is to provide activity Commanders with a solitary reference for the management of Marine Corps Base Hawaii (MCBH) financial resources.  This SOP details not only what is required of financial managers within MCBH but also explains many of the "whys" in an attempt to further educate those with a limited background in financial management.

2.  Cancellation.  BaseO P7000.3.  

3.  Recommendation.  Recommendations concerning the contents of this order are invited.  Such recommendations will be forwarded to the Assistant Chief of Staff, Comptroller via the appropriate chain of command.

4.  Certification.  Reviewed and approved this date.

            


    M. L. OLSON






    Deputy Commander
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CHAPTER 1

ORGANIZATION AND GENERAL INFORMATION

1000.  FINANCIAL MANAGEMENT.  Financial Management is defined as the control of financial resources available to the Commanding General to ensure effective utilization of those resources for accomplishment of assigned missions.  It does not determine the mission, but it may be a primary consideration in determining the means and timing for the accomplishment of assigned missions.   Operation and Maintenance, Marine Corps (O&M,MC) funding is applicable to the Operating Forces and Supporting Establishment activities.

1001.  FINANCIAL RESPONSIBILITY.  Command and legal responsibility for the financial management of all funds authorized to Marine Corps Base Hawaii (MCBH) rests solely with the CG who is the designated recipient of all funding authorizations and other financial authorizations sources external to this Command.

1002.  ASSISTANT CHIEF OF STAFF (AC/S), COMPTROLLER

1.  Mission.  The AC/S, Comptroller is the principal advisor to the CG on all matters of financial management.  The AC/S, Comptroller develops, coordinates, and maintains an integrated system of staff services in financial management in order to provide the CG with essential data necessary for effective management and control.  The AC/S, Comptroller supervises the preparation of the command budget, prepares a recommended financial plan, compares performances against plans, analyzes variances, and makes recommended adjustments, as necessary.  The AC/S, Comptroller promotes economy and efficiency in the performance of MCBH functions and missions, examines the obligations and expenditures for legality and propriety, and advises the CG in this regard.

2.  Staff Responsibilities.  General staff supervision and coordination is exercised over the following functional areas and financial management programs:

    a.  Budget Formulation and Execution.  The AC/S, Comptroller will provide guidance and assistance to MCBH Fund Administrators (FA) in compiling financial plans (budgets) that adequately reflect the known and anticipated operational commitments of the applicable activity. These budgets will detail how much, where and why funds are necessary.  Once approved and funded, the Comptroller Department will assist FAs in verifying that the budget plan is adhered to by analyzing budget execution data.  As needed, assistance will be provided to modify/adjust the original budget request.

    b.  Analysis.  The AC/S, Comptroller will monitor financial activity of MCBH to determine if funds are being used in the most efficient and economical manner possible for the benefit of individual activities as well as the entire Base.  Additional analysis will be conducted in specific program areas as required.

    c.  Financial Management Training.  The AC/S, Comptroller will ensure that adequate training is provided for all FA personnel to ensure that they have the necessary knowledge to properly perform their respective responsibilities.  This training will be provided during annual training sessions in a classroom setting, through published financial management guidance, during assistance visits and as 

requested by FA's (on a case-by-case basis).  FA's are required to maintain a file of all guidance published by the Comptroller Department and to ensure that the outlines

provided during the formal classroom training are incorporated into applicable
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turnover folders.  Financial management can be difficult for those individuals with limited backgrounds in the financial management arena.  Therefore, it is essential to strive for a low turnover of trained personnel.  It is strongly recommended that FA personnel be retained in their billets for a minimum of one year following formal training by the Comptroller Department.

    d.  Standard, Accounting, Budgeting and Reporting System (SABRS) Access Requirements.  In order to properly accomplish their assigned responsibilities, financial management personnel within MCBH must have adequate access within the Marine Corps accounting system (SABRS) and INFOPAC.  The Comptroller Department will coordinate with Defense Finance and Accounting Service (DFAS) to ensure that the Accessors ID (ACID) profiles of all financial management personnel contain the necessary rights and/or permissions required for individual job performance.  Personnel who require the creation of a new ACID must request the establishment of an ACID profile from MCBH Information Services Management Office (ISMO) via their local Terminal Area Security Officer (TASO) and AC/S, Comptroller.

3.  Organization.  The organization of the AC/S Comptroller Department is depicted below:
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Figure 1-1.-—Organization of AC/S Comptroller Department.

1003.  FORMAL ACCOUNTING.  Formal accounting for MCBH funds is provided by one DFAS Authorized Accounting Activity (AAA).  The DFAS Operation Location

(OPLOC) at Ford Island, Honolulu provides official accounting reports for both direct and allotment accounts for funds authorized to MCBH.

1004.  FUND ADMINISTRATORS.  FA's (FA) are identified as organizational entities within MCBH where the specific identification of costs is desired.  FA's are responsible for cost control at the departmental level.  The Department Head or the most senior individual within an FA is directly responsible to the CG for the proper administration of authorized funds.  The Department Head may have personnel delegated to maintain financial information, but retains overall responsibility to the CG for the proper and legal administration of funds.  Whether there are FA personnel (FAPer) delegated to maintain financial information or not, there should be two individuals (primary and alternate) within the FA’s organizational chain that have the necessary skills to maintain an account.  The names of these individuals will be submitted in writing to the Managerial Accounting Officer and updated, as necessary.  Various departments have been designated as FA’s for budget/financial 
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        1005
related supervision of specific commodity areas within MCBH.  A complete listing of FA's and corresponding work centers are provided in Appendix A.
1005.  ORGANIZATION FOR FUND CONTROL.  In order to establish positive control of MCBH O&M,MC funds, the administrative responsibility for these funds is passed from the CG, MCBH to the individual departments or FA's.  Specifically, the FA is responsible for the following:

1.  Advising the CG of all departmental financial related activities.

2.  Ensuring that obligations of funds are legal and in accordance with existing regulations being especially restrictive in the obligation of Planning Estimate (PE) funds for the open purchases of items which are "nice to have" and could be subject to adverse criticism or external audit review. 

3.  Avoiding the over-obligation of funds.

4.  Providing budget estimates and funding requirements for financial needs of the unit with justification when requested.

5.  Monitoring the execution of the activity's budget and requesting appropriate realignments of funds.

6.  Ensuring that all financial directives and publications are maintained at the unit.  At a minimum, FA's will ensure that a current hardcopy or compact disk edition of the following publications are maintained:

a.  JFTR (Joint Federal Travel Regulations) 

    b.  MCTIM (Marine Corps Travel Instruction Manual) 

    c.  MCO P7300.20 (SABRS Financial Procedure Manual) 

    d.  PacO P7000.J (SOP for Financial Management of O&M,MC) 

    e.  BaseO P7000.3A (SOP for Financial Management)

    f.  FA Desktop Procedures/Turnover Folder

    g.  Current FA Letters of Instruction: General and Validations

7.  Coordinating and submitting Exercise Data Sheets (EDS) and Financial After Action Reports, as requested.

8.  Monitoring the status of funds available for obligation.

9.  Reporting on a weekly basis, the status of funds to the AC/S, Comptroller using the report formats outlined in Appendices B & C.
10.  Maintaining a prioritized, cumulative list of known budget deficiencies.

11.  Preparing and maintaining desktop procedures for all assigned financial tasks.
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1006.  ADMINISTRATION OF OPERATING BUDGET (OPBUD) FUNDS

1.  Funding.  Funds authorized to MCBH FA's will be reflected and determined on the unit's official accounting records in SABRS.  Amounts authorized to FA's, as

reflected on the official accounting records, represent an actual authority to incur legal obligations against appropriated funds.

2.  Assignment of Responsibility
    a.  References (a) and (b) provide guidance on the proper use and administration of O&M,MC funds.  FA's managing Operating Budget (OPBUD) dollars are responsible for the use of funds in accordance with applicable legal and administrative regulations.  Holders will familiarize themselves with the statutory responsibility which is inherent in the administration of funds.  Particular attention should be paid to the following high risk areas:

        (1) Violations of 31 U.S. Code 1517 – Overobligations.  Prohibits any officer or employee from making or authorizing a commitment, obligation,  or expenditure in excess of the amount available in an appropriation.
        (2) Violations of 31 U.S. Code 1301 – Improper use of an appropriation. Requires that appropriated funds only be used for programs and purposes for which the appropriation is made.

        (3) Violations of MCO P4200.15G Section 2305 - Unauthorized commitments.

Occur when supplies or services are ordered/accepted prior to the establishment of a valid contract by an authorized contracting official.

    b.  Funds obligated for open purchases are governed by applicable orders and directives.  The Comptroller General of the United States has repeatedly ruled that appropriated funds must be used only for the purpose for which they were appropriated.

1007.  OTHER OPERATING BUDGETS.  All data calls which report budget information to external organizations will be staffed through the AC/S, Comptroller prior to command endorsement.  These budget data calls include, but are not limited to the following:

    a.  Procurement, Marine Corps (PMC)

    b.  Command Support Equipment (CSE)

    c.  Personnel Support Equipment (PSE)

    d.  Military Construction (MilCon)

    e.  Mobility Enhancement

    f.  Family Housing

    g.  Marine Corps Community Services (APF Only)
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1008. OPERATION OF INFORMAL FUNDS AND MESSES

1.  The operation of informal messes (example: coffee/soda messes) are not authorized in the resale of food or other merchandise.  It is the responsibility of

tenant activities and to other authorized patrons.  The AC/S, MCCS Director will develop a comprehensive plan to enhance current food and beverage services to include mobile units for service to remote work places.  A review of the hours of operation will also be conducted to ensure these services are available when Marines and Sailors are on duty.  As services are modified, this information will be published through the MCCS Marketing Division to ensure the widest dissemination.

2.  Reference (c) outlines the regulations applicable to private organizations operating aboard DOD installations.  The guidelines are specific and outline the parameters of support. 
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CHAPTER 2

BUDGET FORMULATION AND EXECUTION

2000.  GENERAL DESCRIPTION.  The Budget is a request for funds and the financial plan supporting the operational goals and priorities of the command.  It is a process to determine requirements at the FA's level and requires that all financial resource requirements be analyzed and justified.  The AC/S, Comptroller is responsible for preparing the Budget submitted to higher headquarters.  Budget estimates submitted by FA's provide the foundation for the Budget.

2001.  BUDGET OFFICE
1.  Mission.  Advise and assist the AC/S, Comptroller in the formulation, justification and execution of the command's Budget.

2.  Function
    a.  Interpret financial guidance published by higher headquarters, provide detailed financial instruction and coordinate the preparation of the Budget, Program Objective Memorandum (POM), Midyear Review (MYR) and all budget/data calls as directed by higher headquarters.

    b.  Assist in the presentation, justification and execution of the Budget.

    c.  Recommend annual financial plans for execution of the Budget.

    d.  Recommend alternative actions to the financial plan when required by change in fund resources of mission assignments.

    e.  Confer with FA's to discuss problem areas and recommend courses of corrective action.

    f.  Provide data for reports and management purposes.

    g.  Provide FA's with training to assist in management of authorized funds.

2002.  CONTINUING RESOLUTION AUTHORITY (CRA).  When Congress does not approve a defense appropriation act by 1 October, typically a CRA is implemented.  CRA provides budget authority for programs or agencies whose regular appropriation was not enacted by the start of the fiscal year.  Commanders are granted tentative authority to incur obligations for continuing operations (usually up to the amount authorized in the 1st quarter of the command’s prior year authorization) and will record only incurred obligations.  The intent of the CRA is to provide funds to maintain operations at a rate necessary for the continuation of activities until regular appropriations are enacted.

2003.  FINANCIAL CEILING.  Financial ceilings are assigned to the command by higher headquarters for Current Year (CY) and Budget Year (BY).  Financial ceilings are planned target amounts, but there is no assurance that funds in the target amounts will be authorized.  Requirements in excess of the assigned ceilings will be shown as unfunded deficiencies and must be reported to the AC/S, Comptroller during the Mid-Year Review (MYR) and other budget calls.
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2004.  BUDGET FORMULATION.  Formulation of a command's Budget is based upon mission requirements and guidance from higher headquarters.  Budget requests go through successive reviews and modifications at many levels before returning in the form of an actual fund allocation.

1.  General.  The development of a local operating budget (OPBUD) is a process to determine requirements at the FA level and to summarize the Budget for the command.  The Budget should not be considered static in nature.  The responsible department head should critically and systematically review FA estimates.  The Budget requires constant and aggressive management at all levels of the command.

2.  Planning.  FA's will develop and analyze budget submissions to ensure that all known requirements are included within their assigned financial ceiling or as unfunded deficiencies, and verify the accuracy and validity of their data.  FA's are responsible to the CG to fully justify the funds to be expended in their areas of responsibility.

3.  Estimating.  The Budget estimate is a financial assessment of mission essential operating requirements for a particular fiscal year.  Funds identified to carry out assigned missions are based on estimates of obligations to be incurred during the current fiscal year.  Accurate Budget estimates assist the command in efficient execution of funds and is increasingly important in light of current business reengineering initiatives.  These initiatives demand a prudent and judicious approach to the distribution and execution of resources.  Budget estimates must be:

    a.  Based on a definitive plan of operation for the applicable fiscal year in accordance with the CG's goals.

    b.  Based on a thorough and realistic justification.

    c.  Based on realistic dollar estimates to material requirements, work or services to be performed by other activities or by contract, and civilian labor costs.

    d.  Subdivided into program levels with each level being a distinct function of the command's overall plan.

    e.  Identified to a particular Activity Group/Subactivity Group (AG/SAG), Object Class/Subobject Class (OC/SOC) and Cost Account Code (CAC).

    f.  Within assigned financial ceiling or listed as a deficiency.

4.  Preparation.  Guidelines to prepare and submit supporting documents are in the current edition of reference (b), and the AC/S, Comptroller's budget call letter.  The Field Direct Detail Planning and Performance Report (GFSPXR28) and Budget Execution Report, Direct Funds Summary by FA (GFSPXR04) are used to display the OPBUD.

5.  CG's Review.  The CG is responsible for ensuring that the OPBUD recognizes all known requirements, that the workload planning is valid, and the cost estimates are fully supportable.  The CG's review may reveal a need to revise the FA's estimates due to changes in prioritization.  The AC/S, Comptroller will contact FA's to identify the CG's priorities/special projects, which may affect their ceilings.  FA's will have the opportunity to justify their existing funds in relation to the command's interest/mission accomplishments.

6.  Submission.  Once approved by the CG, the OPBUD is submitted to COMMARFORPAC, 

G-8.  Supporting statements and exhibits accompany the budget submission.
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2005.  MIDYEAR REVIEW (MYR).  Numerous possibilities exist which substantially affect the FA's requirements after the submission of the annual OPBUD budget estimates.  The MYR provides a means to recognize and report changes in requirements to higher headquarters.  The purpose of MYR is to identify increases and decreases to programs and projects budgeted within the department’s authorized ceiling.  The identification and unprogrammed costs resulting from review, update and validation of unfunded requirements is also an end product of the MYR.

1.  A review of funding resources available for the remainder of the current fiscal year will be conducted.  Justification, to higher headquarters, for additional funds is based primarily on actual expenses incurred during the first quarter within the assigned ceiling.  It is imperative that FA's obligate funds authorized for the first quarter.  Funds that cannot be utilized should be reported for redistribution.

2.  Further guidance will be provided each fiscal year that will prescribe the required data, detailed justifications and priority listing to satisfy reporting requirements to higher headquarters.

2006.  PROGRAM OBJECTIVE MEMORANDUM (POM).  POM submissions identify optimum use of resources.  Submissions are requested every two years (1999 POM-02, 2001 POM-04, etc.) for ten years of data (prior year, current year, budget year, budget year + 1 through 7).  Format, issues and due dates are determined at the time guidance is published.  Inflation factors are incorporated at the HQMC level.

1.  Common support services (i.e., laundry, fuel, repro, etc.) must be covered in the POM process.

2.  Functions must be defined and quantified in a mission context with accurate data and clear and concise justification/impact statements.  Input must include special requirements and new starts.

3.  Clear differentiation must be made between mandatory, must fund items and all other items to comply with the most recent/current POM guidance from HQMC.

2007.  FUNDING AUTHORIZATION
1.  General.  Resource authorization is issued from COMMARFORPAC, G-8, to advise the CG of the approved amount of the command’s OPBUD.  The authorization states the total amount of funds available for obligation during the specified fiscal year.  Funding authority is issued in quarterly amounts and is not effective until the first day of the applicable quarter.  

2.  Distribution of Funds
    a.  The quarterly fund authorization received from COMMARFORPAC, G-8, is distributed to FA’s on resource authorization letters.  Distribution of funds is based on the FA’s budgeted requirements and funds availability.  FA’s are responsible to the CG for any acts on their part which overobligate or overexpend the OPBUD held by the CG.

    b.  Quarterly fund authorization is further recorded for each FA in the SABRS system.  Current status of the authorized amount can be queried through the Budget Execution Report, Authorizations Received (GFSPXR03) and Direct Funds FA Management Report (GFSPXR16).
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2008.  BUDGET DEFICIENCY REPORTING.  FA's should review and update budget deficiencies on a quarterly basis.  Deficiency submission and updates will be provided to the MCBH Budget Office.   

2009.  BUDGET EXECUTION  

1.  The Budget estimate is more than just a means of obtaining funds.  It is a carefully developed plan, utilizing the experience and knowledge of the command to accomplish its mission.  The execution of this plan must be focused on the integration of programming and managing the command's Budget.  A well-executed financial plan simplifies the execution of the command’s mission.  Sound financial management requires continual measurement and analysis of the execution process.

2.  Standard Accounting & Budgeting Codes.  Standard accounting and budgeting codes are used in the execution of the budget.  Effective use of these codes, as they exist in the Financial Information Pointer (FIP), is the key to efficient use of funds.  The codes are further defined in the SABRS Data Dictionary.  The SABRS Data Dictionary is available in SABRS INFOPAC.

    a.  Fund Codes.  Fund codes show the type of funds being used.  Fund codes link budget formulation and execution together to track costs.  Headquarters Marine Corps uses financial reports from SABRS based on fund codes to make decisions on funding levels.  Correct use of fund codes is essential in tracking funding usage and to justify requested amount of funding.

    b.  Subactivity Groups (SAG).  Subactivity groups show how funds are used.  In budget formulation, the SAG is the basic element for categorizing funding levels.  

    c.  Cost Account Codes (CAC).  Cost account codes show the detail of how funds are being executed.  CAC's also provide financial data on which to formulate the budget.  CAC's are grouped into SAG's.

2.  Obligation Rates  

    a.  Obligation rates are established as a means of monitoring the execution of authorized funds.  FA's are to ensure obligations for valid requirements are established and recorded promptly in SABRS.  Since the budget is a plan, it should be organized to accommodate the expenditure of funds in accordance with decisions made concerning the operational commitments of the department’s mission.  Therefore, the following obligation goals are established:



Quarterly%
Annual %

1st Qtr


Oct
86%

  
Nov
93%

  
31 Dec
100%
31%


2nd Qtr


Jan
86%


Feb
93%


31 Mar
100%
57%


3rd Qtr


Apr
86%


May
93%


30 Jun
100%
79%
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4th Qtr


Jul
93%                             


Aug
100%                                     

  
30 Sep
100%
100%

    b.  The obligation performance goals noted consist solely of transactions that have posted in SABRS.  In order to ensure obligations are posted to SABRS, FAs should have all transactions submitted to the proper supply source not later than 10 days prior to the date an obligation performance goal is to be met.  Unless adequate justification exists, those FA's not meeting required goals will have funds withdrawn and redistributed.  FA's must ensure funds are not obligated solely for the purpose of reaching the 100% goals.  Funding is provided for the accomplishment of the command’s mission and obligations should be made towards this goal.

3.  Year-End Funds.  All programs, functions or purchases that were reduced or deferred because of the uncertainty and/or lack of funds during the fiscal year will be considered for funding with year-end funds.  These deficiencies will be considered in order of their priority.  Obligation documents must be carefully and thoroughly prepared in advance for immediate induction during the year-end process in the event that they are approved for funding. 

4.  Close Out.  An austere environment increases the importance of a well-planned and executed financial close out.  The Comptroller Department will publish additional guidance during May-June to heighten awareness of existing validation procedures and ensure continuous reduction of Undelivered Orders (UDO’s)/Unliquidated Orders (ULO’s)/Outstanding Travel Orders (OTO’s)/Unmatched Disbursements (UMD’s) through the end of the fiscal year.

    a.  Guidelines.  Close out procedures should be in accordance with the following:

        (1) Priority is validation of all current year transactions.  Final validation of these transactions must be completed and posted to the official accounting records to permit the reobligation and redistribution of current year funds.  Maximum effort should be made to avoid a reversion of funds.

        (2) Ensure that TAD orders are carefully reviewed, liquidated, and/or cancelled, where appropriate.

        (3) Compliance with obligation goal.

        (4) Work requests, contracts and reimbursables should be carefully reviewed during the 3rd quarter and closed out during the 4th quarter, thus allowing time to permit redistribution of unobligated funds.

    b.  Key Concerns.  Proper attention to and reconciliation between supply and fiscal records is essential to avoid reversion of funds.  Large obligations during the 4th quarter of the fiscal year may cause a reversion.  It is essential to avoid late year-end spending, if possible.
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CHAPTER 3

ACCOUNTING PROCEDURES

3000.  ACCOUNTING.  Accounting systems provide account balances, records and procedures for the recording, classifying, and summarizing of transactions and events of a financial nature.  The accounts and records are designed to provide accounting and fund control as well as financial information required by FA's to measure the effectiveness of established financial programs.

3001.  ACCRUED EXPENSE ACCOUNTING
1.  All formalized accounting today is performed under what is referred to as the accrued expense concept.  This concept contains the following tenets:

    a.  Operating costs are recorded during the fiscal period in which they are incurred even though the actual payment may occur at a later date.

    b.  Costs for which the benefits are applicable to future periods are deferred and considered assets. 

    c.  Liabilities for unpaid costs are recorded in the accounts when goods or services are received.

    d.  Income for work of services performed in a reimbursable order is recorded in the accounts when reimbursable expenses are incurred.

2.  Authorizations issued to a FA are the authority to spend federal funds in support of the activity's mission on behalf of the CG, MCBH.  Funds may be committed/obligated by authorized individuals only.  By order of the CG, FA's will not incur obligations in excess of their authorization, or allow unauthorized commitments within their activity.

3002.  OFFICIAL ACCOUNTING RECORDS
1.  The CG, COMMARFORPAC receives funding from HQMC in the form of an Operating Budget (OPBUD).  A portion of these funds are authorized to the CG, MCBH in the form of a SubOperating Budget (SUBOPBUD) consisting of Planning Estimate (PE) funds distributed via naval message.  In turn, the AC/S, Comptroller authorizes these funds to various FA's within the Command.  The official accounting and reporting function for these funds is the sole responsibility of the Defense Accounting Officer (DAO) residing at the Defense Finance and Accounting Service (DFAS) operation location (OPLOC), Ford Island.

2.  Formal accounting and reporting for SUBOPBUD funds authorized to MCBH is accomplished using a mechanized accounting system employed by DFAS known as the Standard Accounting, Budgeting, and Reporting System (SABRS).  SABRS incorporates budgeting, accounting, and financial reporting within a singular accounting system. 
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3003.  MANAGERIAL ACCOUNTING
1.  Managerial Accounting Mission.  The mission of the Managerial Accounting Section is to provide MCBH FA's with the training, access, guidance and customer service necessary to effectively execute command funds; to provide liaison between the Comptroller department, FA's, and the DFAS; and to provide the AC/S Comptroller and FA's with accurate analysis of data posted in the SABRS accounting system.

2.  Functions.  The Managerial Accounting section fulfills several key functions in the execution of its mission.  The following represents the major functions of this section:

    a.  Maintains oversight of transactions posted in the accounting system to ensure validity and accuracy of postings.  These evaluations should include proper usage of funds, coding structures used, validity of obligations and timely posting of financial information.  Included in this function is routine FA responsibilities such as cycle balancing worksheets, discrepancy reports, and validations.  Managerial Accounting ensures that FA's are properly trained to use these tools and execute required processes.  Managerial Accounting researches any discrepancies to determine the cause and initiates the corrective measures necessary for resolution.  Action is taken to pre-validate under obligated records, share resolution of unmatched liquidations with DFAS, grant access to SABRS, and maintain/update SABRS tables.

    b.  Conducts evaluations and analysis of Comptroller, FA, and work center areas for the purpose of promptly detecting and correcting problems.  Resolves unsatisfactory conditions arising in connection with established financial procedures, practices, records, accounting system problems, and deficiencies.  Simply stated, Managerial Accounting performs Assistance Visits, Inspections, and Evaluations (AIE) at regular intervals or by request to ensure compliance with regulations and established guidance as well as identifying/correcting potential problems.  Also, AIE is conducted to prepare for inspection by external sources and/or higher headquarters.

    c.  Ensures FA's maintain proper records and source documents supporting fund execution, for the life of the appropriation in accordance with current document retention regulations.  Managerial Accounting accomplishes these functions by conducting AIE and training.  Training is conducted on a formal basis annually, when new FA personnel begin work on board MCBH, and when a new process or systemic problem warrants it.  Informal training occurs individually or in groups by request.

3004.  FUND ADMINISTRATORS.  In addition to the description in section 1005, it is the responsibility of FA’s to establish necessary internal management controls to ensure that prescribed obligational rates, unliquidated order reductions, and fund reversion goals are met by the activity.  It is also the responsibility of FA’s to reconcile financial reports generated by the formal accounting system (SABRS) as well as to properly maintain memorandum accounting records in accordance with the procedures outlined in this Order.  Additionally, all FA's are directed to familiarize themselves with the contents of this Order.
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3005.  CODING STRUCTURES  

1.  Document Numbers.  The document number is one of the two primary data elements used in the accounting system.  It is usually the first method used to research a specific transaction.  For this reason, it is imperative that duplicate document numbers not be assigned to requisitions. 

    a.  For InterDepartmental system transactions and interim credit card purchases, 14 digit MILSTRIP document numbers will be used and constructed in the following fashion.

example:  M00318923001B0
	MILSTRIP
	Activity Address Code
	Calendar Year
	Julian Day
	Serial Number
	Fund Administrator

	
	M00318
	9
	230
	01
	B0


Figure 3-1.—-14 digit MILSTRIP Document Number.

    b.  For non-system transactions (open purchases), the 15 digit "standard document number" (SDN) will be utilized in the format presented below.

example:  M0031800MDB0001

	SDN
	AAC/UIC
	Fiscal Year
	Document Type Code
	FA Code
	Serial Number

	
	M00318
	00
	MD
	B0
	001


Figure 3-2.—-15 digit Standard Document Number.

2.  Financial Information Pointer (FIP).  The FIP is the instrument used to account for Marine Corps Funds.  It is the center of the SABRS system with its ability to identify who spent funds, what type of money was spent, and the purpose for which funds were expended.  The FIP consists of thirty (30) alphanumeric characters contained in ten (10) fields.  These fields classify costs through various combinations of selected criteria that are required for successful management of the resources available to the Marine Corps in carrying out its missions.  The first six fields are mandatory, while the remaining four are used on a situational basis.
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	FIP
	AAC
	FA Code
	Work Center
	Fund Code
	OC

SOC
	Cost Account Code
	Budget Reprtg Code
	Job # Local Use
	Reim. Order Number
	Reim Bill Code

	
	M00318
	B0
	10
	BQ
	2107
	1A40
	XX
	XXXX
	XXX
	X

	Who made the purchase
	Type of $
	Purpose of purchase
	Special Interest & Tracking
	Reimbursable Information


Figure 3-3.—-FIP Construction.

    a.  The FIP is constructed using the information contained below:

        (1) Activity Address Code (AAC).  A 6-digit alphanumeric field identifying the branch of military or service related organization and the specific unit, activity, or organization within that branch that is authorized to direct, ship, or receive material, documentation, or billing.  The AAC is composed of the unit identification code (UIC) preceded by the service designator (M for Marine Corps).  For MCBH, the AAC is M00318.

        (2) FA.  In SABRS terminology, the FA is a 2-digit alphanumeric field which identifies an organizational element designated by an Operating Budget or SubOperating Budget to control a specific segment of funds.

        (3) Work Center (WC).  A 2-digit numeric field representing the level in the financial management structure at which financial transactions are initiated.  One or more WC's are administered by a FA.

        (4) Fund Code (FC).  A 2-digit alphanumeric field which identifies the Appropriation Number, Subhead, Program Element Code and Program Package Code.  FC's are assigned by Headquarters Marine Corps.

        (5) Object Class/Subobject Class (OCSOC).  A 4-digit alphanumeric code.  The first two digits classify financial transactions in terms of the nature of the services or articles for which obligations are incurred.  The last two digits define, at the lowest level of detail, the specific nature of the material or service that is specified by the accompanying OC.

        (6) Cost Account Code (CAC).  A 4-digit alphanumeric field used to identify the purpose of the funds spent.

        (7) Budget Reporting Code (BRC).  A 2-digit numeric field which identifies and tracks specific programs of high-level interest (exercises) that cannot be identified using other existing data elements.

        (8) Job Number Local Use Code (JN/LU).  A 4-digit alphanumeric field which is assigned locally by the FA or Comptroller to track specific costs.  Examples include tracking Facilities jobs or paper usage.  

        (9) Reimbursable Order Number (RON).  A 3-digit alphanumeric field assigned locally to identify requests for reimbursable work.
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        (10) Reimbursable Billing Code (RBC).  A single digit alphanumeric field assigned locally to relate a Line of Accounting Data to a reimbursable customer identification number for billing purposes.

    b.  One of the more valuable aspects of SABRS is the system’s ability to identify financial transactions to a purpose or end use.  In financial systems that is referred to as Cost Accounting which, if properly utilized, provides important information that can subsequently be used for statistical reporting and budget formulation.   

    c.  Every Supply, Labor or TAD transaction is initiated by the creation of a source document.  This source document will indicate what is being procured on the government’s behalf, where the material or service is being obtained from, and how much the cost to the government is anticipated to be.  In addition to this information, all source documents will contain a Financial Information Pointer (FIP).  The FIP is the single most important data item in Marine Corps accounting.  All historical budget execution data is created based upon the FIP that is assigned to each of your financial transactions.  Having an understanding of the components of the FIP will allow you the ability to more efficiently monitor the funds for which you are responsible.  

d.  The FIP must be clearly cited on all obligation documents. 

    e.  The Comptroller Department must load new FIP's to a special table in SABRS prior to use.  A FIP load form is provided in Appendix E.  The form must be submitted to the Budget Officer for review/approval.

3.   Accounting Classification Code (ACC)
    a.  The purpose of the ACC is to provide a uniform system of accumulating and reporting accounting information throughout the U.S. Government.  This code identifies the appropriation chargeable and the activity responsible for the formal accounting of the appropriation.  The complete ACC consists of a fixed number of nine coding elements and must be annotated correctly on all M&S, Labor and TAD source documents.  FA's must ensure that the ACC is verified on all open purchase contracts as they are received from Purchasing & Contracting and all TAD orders as they are printed in order to ensure that the correct appropriation is charged for the purchase.  The Accounting Classification Code will be shown in the following order regardless of the pre-printed information on the form involved:

	ACC
	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)
	(9)

	
	Appn
	Subhd
	OC
	BCN
	SA
	AAA
	TTC
	PAA
	Cost Code

	
	17_1106
	27_0
	000
	00318
	0
	000318
	2D
	000000
	31800MDB0001


Figure 3-4.—-Accounting Classification Code Construction.

        (1) Appropriation.  The first of the nine elements in the ACC is the appropriation symbol.  Appropriations are acts passed by Congress for specified purposes and funds cannot be expended for other than the purpose stipulated.  The 
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appropriation symbol consists of seven digits.  The first two digits identify the governmental department administering the appropriation.  The digits "17" identify the Department of the Navy.  The third digit indicates the Fiscal Year (FY).  The last four digits of the appropriation symbol identified the appropriation type.  MCBH activities will always use "1106", Operation & Maintenance, Marine Corps.

        (2) Subhead.  The second of the nine elements of the accounting Classification Code is the Subhead (SH).  The SH is a four-digit numeric or alpha/numeric code attached to the appropriation symbol by the use of consecutive point(.).  Subheads are used to identify charges to the first level of subdivision of appropriations.  

        (3) Object Class.  The third element of the Accounting Classification Code is the Object Class (OC).  The OC is the three-digit numeric code used to classify expenses based on the nature of the services, articles, or other items for which funds are expended.  When utilizing an appropriation that does not require an OC, the spacing and integrity of the Accounting Classification Code will be maintained by inserting three zeros in the proper space.  MCBH activities will always use “000” in this field.

        (4) Bureau Control Number.  The fourth of the nine elements of the Accounting Classification Code is the Bureau Control Number.  For MCBH, the Unit Identification Code (UIC) of the OPBUD holder, COMMARFORPAC, is used: "00318".

        (5) Suballotment.  The fifth element of the Accounting Classification Code is the Suballotment (SA).  The SA is one digit alpha/numeric code used when more than one allotment or OPBUD is granted to a BCN within the same subhead.  MCBH does not receive funds in the form of suballotment so this field will either be zero filled or blank.

        (6) Authorization Accounting Activity.  The sixth element of Accounting Classification Code is the Authorized Accounting Activity (AAA).  The AAA is a six-digit field used to identify the accounting office that will perform the accounting for a transaction.  All MCBH accounting is performed by the Defense Accounting Office (DAO) at Ford Island.  The AAA cited on all source documents will be "000318".

        (7) Transaction Type Code.  The seventh of the nine elements of the Accounting Classification Code is the Transaction Type Code (TTC).  The TTC is a two-digit alpha/numeric code established to collect selected accounting information in order to identify purchases for stores accounts, direct charges to the plant property account, identify travel advances, contract progress payment, and other charges or collections. 

        (8) Property Accounting Activity.  The eighth element of Accounting Classification Code is the Property Accounting Activity (PAA).  When a transaction involves the purchase of plant property, the UIC of the activity that will be accountable for the equipment is placed in this field.  FA's will ensure that "M00318" is always entered in this field with only one exception:  in the case of travel documents, this field will cite the five-digit Travel Order Number (TON) preceded by a zero (i.e.: 0C9087).

        (9) Cost Code.  The final element of the Accounting Classification Code is the Cost Code.  The Cost Code is a 12-digit alpha/numeric field that was formerly 
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the source of any information needed for the preparation of reports that required detail beneath the level recorded by the rest of the Accounting Classification Code.  Under SABRS, accounting reports are generated from the information contained in the FIP vice the Cost Code.  With this in mind, most AAA's are using the cost code to aid in identifying the document number on a source document by inserting portions of the document number in the cost code.  For FA's onboard MCBH, the cost code will be populated with the last 12 digits of the document number (whether the document number is a MILSTRIP or a Standard Document Number).  

3006.  RECORDING FINANCIAL TRANSACTIONS IN SABRS
1.  SABRS allows for access to the official accounting records at the FA level.  This process gives the ability to post financial transactions as they occur and to

make all necessary adjustments in a timely manner.  This ensures that the information provided in management reports is current. 

2.  In an effort to lessen the time spent inducting raw data into SABRS, the system was developed with a unique and intricate system of computer interfaces between sources of supply and financial data.  Understanding these interfaces will: 

    a.  Emphasize the importance of ensuring that source documents are assigned correct FIP's. 

    b.  Lessen the amount of time spent in the reconciliation process.

    c.  Ensure the information contained in management reports is current and accurate.

3.  The FIP is the basis with which all transactions are recorded in SABRS.  Failure to assign a FIP or the assignment of an erroneous FIP will cause SABRS to reject a transaction that has been entered for inclusion to the official accounting records.  The SABRS system allows for manual data input, which provides an online edit process reducing FIP errors.  However, because all purchases/transactions must be recorded by the MCBH Supply Department it has been possible to devise a computer interface that will "read" the data contained within the supply databases and automatically create the batch records that must be provided to SABRS in order to record Material & Service requisitions.  The key to this data extrapolation is the Supplementary Address field on the DD 1348 source document.  Although this field is generally used for the supply purpose of identifying the billing activity, for financial uses within MCBH, it is used to assign an appropriate FIP.  Each FA has been supplied with a unique set of Supplementary Address (SuppAdd) codes that are recognized by the MCBH interfaces.  Each of these unique SuppAdds is cross-referenced against a data table that will assign a unique FIP to the transaction.

4.  In order to ensure that the budget execution data that will be generated is accurate, personnel assigned to the creation of source documents must be made aware of the difference between each SuppAdd code.  In the past, FA personnel have fallen into the trap of continuously using the same code on all requisitions.  This action assigns the same FIP to each transaction and, thus, fails to separate spending in the various ways available within SABRS.  Thus, when preparing a budget, the data used to analyze prior spending is not accurate. 
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5.  Failure to use the correct SuppAdd/FIP will cause a transaction to be rejected by SABRS.  Responsible personnel will be required to make the appropriate correction to the record when it appears in the "SABRS Error File".

6.  The following situations require the manual induction of data in SABRS for all financial sections within MCBH:

    a.  Transactions reimbursing personnel expenses incurred during the conduct of official government business (DD 1164 transactions).

    b.  Purchases of chevrons or other items from Marine Corps Exchange activities (DD Form 1149 transactions).

    c.  Any transactions using a NAVCOMPT Form 2275, NAVCOMPT Form 2276, NAVCOMPT Form 2277 or other document utilizing a Standard Document Number (15-digit document number).

    d.  All manually created TAD orders.

7.  Although the computer interfaces aboard MCBH have been established and have been in place for some time, problems may continue to be experienced.  Personnel must verify the status of all transactions that have not posted properly in SABRS after 14 days and, if the requirement is still determined to be valid, effect a manual induction of these records.  In cases where mistakes appear on the official accounting records, the access provided to FA's and their personnel allows for their immediate correction.

3007.  GOVERNMENT PURCHASECARD
1.  The transition of Marine Corps Base Hawaii from the former IMPAC credit card to the Citibank Government Commercial Purchasecard (GCPC) was completed in December of 1998.  Full implementation of the online Internet system of recording/certifying transactions has yet to be realized.  Until the Internet interface has been properly tested and implemented, MCBH will continue to conduct the financial aspects of the purchasecard program via interim procedures reflecting the most current directives.

2.  The Base Supply Department (Building 209) is the program sponsor for the purchasecard program.  As such, all requests for cards, issuance of cards, basic training, procedures for proper use of the purchasecard, and overall administrative aspects of the program reside with the Agency Program Coordinator (APC) within the Supply Department. 

3.  There are several financial factors affecting the GCPC program that need to be addressed by MCBH FA's.

    a.  Bulk Funding.  According to reference (d), bulk funding is defined as “an advance reservation of funds where a commitment or obligation is recorded in the aggregate rather than by individual transactions”.  In other words, an obligation is applied to one default document number to cover the anticipated charges incurred by use of the GCPC instead of a document number being created for each transaction.  The default document number should be increased at least quarterly, but may be 

increased monthly or on a cyclical basis, depending on individual FA requirements.
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    b.  Establish Default Coding.  To implement bulk funding, several default SABRS codes must be established at the opening of the Fiscal Year.  The first is a default 15-digit standard document number, the second a default FIP, and third, a default Line of Accounting (LOA).  The following examples of requisite default SABRS coding features FA B0 for reference purposes:

        (1) Establish default 15-digit Standard Document Number (SDN).  Instead of multiple 14-digit MILSTRIPs, one default 15-digit SDN will be utilized per appropriation/subhead combination for the entire fiscal year.  The obligation will be increased every quarter to cover the anticipated execution of command funds via the GCPC.  Managerial Accounting will provide a default SDN for each Approving Official (AO) for FY00.  For subsequent fiscal years, FA's will construct their own SDN(s) in the prescribed format below.  The Department Head will decide the amount of bulk funding to be applied to the document at the appropriate interval depending on internal operating procedures.  A print screen of the M&S active record for the default document number will accompany the certified monthly statement to the APC to ensure sufficient funds are obligated to effect payment.  The print screen will 
also serve to provide the default LOA to the APC so the LOA can be applied to the prompt payment form.
	Default SDN
	Activity Address Code/Unit Identifier Code
	Fiscal Year
	Document Type Code
	FA Code
	Subhead Indicator
	Serial Number

	
	M00318
	00
	CC
	B0
	A
	01


Figure 3-5.—-Example of Default Standard Document Number

     used for Purchasecard Transactions.

Some FA's make purchases in two or more subheads with the credit card.  One document number will be created for the entire fiscal year for each subhead used.  The subhead indicator specifies which subhead is being charged.  The following subhead indicators will be used:

Purchases made in 27A0, will use the subhead indicator = A = M0031800CCB0A01

Purchases made in 27T0, will use the subhead indicator = T = M0031800CCB0T01

Purchases made in 27M0, will use the subhead indicator = M = M0031800CCB0M01

        (2) Establish Default Financial Information Pointer (FIP).  FA's will establish default FIP(s) to facilitate detail tracking of GCPC transactions.  For most FAs who use only one FIP for GCPC purchases, the FIP that accompanies your default SDN will be the only needed FIP.  If any field changes within the FIP structure (if buying for a different RON, a different CAC, workcenter, etc., is more appropriate for a particular buy, or you need to use a different Fund Code for a purchase), then additional FIP's need to be constructed and submitted to the Budget Officer for approval.  When the GCPC is used to buy for multiple FIP's, a copy of the statement with the summarized dollar amounts for all applicable FIP's must be submitted to Managerial Accounting so charges may be allocated from the default FIP to the appropriate FIP's.
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	FIP
	Activity

Address

Code
	FA Code
	Work Center
	Fund Code
	OC

SOC
	Cost Account Code
	Budget Reporting Code
	Job # Local Use
	Reim. Order Number
	Reim Bill Code

	
	M00318
	B0
	10
	BQ
	2607
	1A40
	XX
	XXXX
	XXX
	X

	Who made the purchase
	Type of $
	Purpose of purchase
	Special Interest & Tracking
	Reimbursable Information


Figure 3-5a.—-Example of Default Financial Information 

                 Pointer used for Purchasecard Transactions.

        (3) Establish a Default Line of Accounting (LOA).  The default LOA will be charged to pay for all GCPC purchases throughout the fiscal year.  For FY00, Managerial Accounting will provide FAs with the default LOA for each AO.  In subsequent years, FA's will provide their own default LOA based on the structure below. The default LOA will be provided to the APC to record on the prompt payment form via the active record print screen showing the current funding status of the default SDN.

	Default LOA
	Appropriation
	Subhead
	Object

Class
	Bureau Control

Number 
	Sub

Allot
	Auth Account Activity
	Trans

Type

Code
	Property

Accounting

Activity
	Cost Code

	
	1701106
	27A0
	000
	00318
	_
	000318
	2D
	000000
	31800CCB0A01


Figure 3-5b.-—Example of Default Line of Accounting 

            used for Purchasecard Transactions.

            (a) Appropriation.  The first of the nine elements in the LOA is the appropriation symbol.  Appropriations are acts passed by Congress for specified purposes and funds cannot be expended for other than the purpose stipulated.  The appropriation symbol consists of seven digits.  The first two digits identify the governmental department administering the appropriation. The digits "17" identify the Department of the Navy.  The third digit indicates the Fiscal Year (FY).  The last four digits of the appropriation symbol identify the appropriation type. 

            (b) Subhead.  The second of the nine elements of the Accounting Classification Code is the Subhead (SH).  The SH is a four-digit numeric or alpha/numeric code attached to the appropriation symbol by the use of consecutive point(.).  Subheads are used to identify charges to the first level of subdivision of appropriations.  Because funds cannot be allocated between different subheads, a different default document number will have to be used for every subhead utilized.  


      (c) Object Class.  The third element of the Accounting Classification Code is the Object Class (OC).  The OC is the three-digit numeric code used to classify expenses based on the nature of the services, articles, or other items for which funds are expended.  When utilizing an appropriation that does not require an OC, the spacing and integrity of the Accounting Classification Code will be maintained by inserting three zeros in the proper space.  Unless otherwise specified, this field will be populated by three zeroes.  For the Citidirect LOA, a different OC will be used.
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      (d) Bureau Control Number.  The fourth of the nine elements of the Accounting Classification Code is the Bureau Control Number (BCN).  For MCBH, the Unit Identification Code (UIC) of the operating budget (OPBUD) holder, COMMARFORPAC, is used: "00318".  COMMARFORPAC is the higher headquarters for MCBH and it is through them that the base receives most of its funds.


      (e)  Suballotment.  The fifth element of the Accounting Classification Code is the suballotment (SA).  The SA is one digit alpha/numeric code used when more than one allotment or OPBUD is granted to a BCN within the same subhead.  MCBH does not receive funds in the form of suballotment so this field will always be blank for MCBH. 


      (f) Authorization Accounting Activity.  The sixth element of Accounting Classification Code is the Authorized Accounting Activity (AAA).  The AAA is a six-digit field used to identify the accounting office that will perform the accounting for a transaction.  The Defense Accounting Office (DAO) performs most MCBH accounting at the Defense Finance and Accounting Service operation location (DFAS-OPLOC) at Ford Island.  The AAA cited on LOA will be "000318" unless otherwise specified.


      (g) Transaction Type Code.  The seventh of the nine elements of the accounting classification code is the Transaction Type Code (TTC).  The TTC is a two-digit alpha/numeric code established to collect selected accounting information in order to identify purchases for stores accounts, direct charges to the plant property account, identify travel advances, contract progress payment, and other charges or collections.  The TTC “2D” identifies a payment and will be the most common TTC cited.


      (h) Property Accounting Activity.  The eighth element of Accounting Classification Code is the Property Accounting Activity (PAA).  When a transaction involves the purchase of plant property, the UIC of the activity that will be accountable for the equipment is placed in this field (M00318 for MCBH).  In the case of travel documents, this field will cite the five-digit Travel Order Number (TON) preceded by a zero (i.e.: 0C9087).  The majority of purchases will be neither plant property nor travel, so the field should be filled with six zeroes.


      (i) Cost Code.  The final element of the Accounting Classification Code is the Cost Code.  The Cost Code is a 12-digit alpha/numeric field.  It is used by MCBH and most other Marine Corps activities to identify the document number associated with the LOA.  FOR MCBH, THE COST CODE WILL BE POPULATED WITH THE LAST 12 DIGITS OF THE DEFAULT DOCUMENT.

4.  Monthly Billing Cycle.  The GCPC reconciliation procedures outlined in reference (d) and local Base Orders in the 4200 series shall be adhered to when the monthly billing statement arrives.  After reconciliation, several steps should be followed to accomplish payment and accounting requirements.
    a.  Preparation of the NC2035 Summary of Accounting Data is no longer necessary as most statements will be paid with one LOA/SDN combination.  Instead, the certified AO statement, along with a printscreen of the active record for the default document number will be sent to the APC.  The APC will prepare a prompt payment form (PPF) listing the LOA and SDN from the printscreen.  The PPF will be submitted to DFAS along with the active record printscreen showing sufficient funding has been obligated to effect payment.

3-13

3008               SOP FOR FINANCIAL MANAGEMENT OF O&M FUNDS

    b.  If allocation of costs from the default FIP to detail FIP's needs to be accomplished, FA's will send a copy of the certified AO statement to Managerial Accounting.  The statement copy will include the detail FIP's to be allocated to and a sum total of the dollar amount to be allocated to each detail FIP.  If all charges on a monthly statement are correctly charged to the default FIP, then nothing needs to be submitted to Managerial Accounting.  For example, if the default FIP lists office supplies as the Cost Account Code (CAC), and all purchases with the GCPC utilize only the office supplies CAC, then nothing is submitted to Managerial Accounting for allocation.  If the same FIP is used to purchase furniture, then the default CAC is not appropriate.  The correct FIP (with appropriate CAC) would be annotated on the statement copy with the sum total of charges applicable to that FIP.  Managerial Accounting would then allocate charges from the default FIP to the detail FIP(s) as appropriate.  When the function is complete, Managerial Accounting will place the submitted statement copy and a page of the A226 allocation report in the FA distribution box to verify the actions taken.  This concept applies not only to the Cost Account Code, but to all elements of the FIP.  If any aspect of the GCPC purchase does not correspond with the default FIP, an allocation will need to be accomplished to the correct FIP (e.g. fund codes, reimbursable order numbers, work centers, etc.).

    c.  Supporting documentation for financial files will include several items.  First, a FPO document is used to initiate (obligate) the default document.  When the document number is posted in SABRS, it will be moved to the obligated file.  The FPO will remain in the obligated file for the remainder of the fiscal year.  The liquidation of every monthly statement will be tracked via the FPO document-tracking sheet.  A copy of the FPO, all certified monthly statements, all active record print screens, all allocation records and any other relevant material will occupy a file separate from the fiscal files for ease of maintenance.  At the close of the fiscal year, all records will be kept on file for five (5) fiscal years.

3008.  GOVERNMENT SERVICES ADMINISTRATION (GSA) PROCEDURES
1.  The GSA provides an easily accessible means for activities to procure commonly used supplies and materials required on a daily basis.  However, it is also subject to abuse and mismanagement.  FA's will ensure that the minimum financial controls over Servmart purchases as outlined herein are adhered to.

2.  Servmart shopping list will be prepared by the supported section and forwarded to the FA for review and approval of requested items.  FA's and FA personnel should be especially watchful of excess quantities and the purchase of tools and other easily pilferable items in particular.  Only the FA's or their designated individual(s) will be allowed to approve shopping lists.  Once reviewed, the AO will sign the list indicating that it has been reviewed.  At no time will an individual be allowed to shop without prior approval (this applies to use of 1348s and government purchasecard).

3.  The means that a FA uses to control shopping is discretionary.  However, a current list of all authorized shoppers will be maintained by each FA and updated quarterly.

4.  A duplicate copy of approved documentation will be maintained until shoppers return from Servmart.
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5.  The total dollar amount of the list shall be assigned a document number and subsequently reserved in SABRS for the authorized amount.  The individual to shop at GSA will annotate the document number on the shopping list before proceeding to GSA.

6.  NON PURCHASECARD CHECK OUT PROCEDURE.  When passing through the cash register, provide the cashier with the document number BEFORE they scan your merchandise.  This is so GSA will identify the transaction by your document 

number instead of GSA’s internal “ticket” number.  This will help prevent the document number from becoming unmatched, and will aid in research should SABRS experience program problems.  If for some reason, GSA assigns a ticket number instead of your document number, it is essential that you maintain the itemized receipt with your source documentation.

7.  When purchases are made from Servmart, shoppers are provided with an itemized receipt of materials/items purchased.  Upon return of a shopper, shopping lists will be reviewed by the FA and compared to the itemized receipt for any unauthorized substitutions or purchases of any kind.  FA personnel shall record an obligation and expense in SABRS by inducting the information utilizing the document identifier code “XSI”.

8.  Completed shopping lists and Servmart receipts will be returned to the FA who will maintain shopping lists and receipts in the memorandum record file.

3009.  TRANSACTION CYCLE
1.  One key to understanding any accounting system is the recognition of various types of transactions recorded in the accounting records.  The following is a brief description of each transaction cycle status recognized in SABRS.

    a.  Reservation.  A reservation can be defined as the setting aside of funds for future use towards a particular purchase or program/function.  This transaction represents a commitment on the FA’s behalf.

    b.  Obligation.  An obligation can be defined as a legal promise by the government, to pay a certain sum of money in the future, for the purchase of product(s) or service(s) rendered.  When Temporary Additional Duty (TAD) orders are authenticated, they represent legal obligations of the government.

    c.  Expense.  An expense is accrued goods or services are actually received, whether they have been paid for or not.  Expenses result in an actual liability (account payable) on the part of the government.  On the "proceed on or about date" a TAD traveler represents an expense to the government based upon his orders.  In SABRS, when TAD is expected to be less than 30 days, the entire amount of the trip is expended on the "proceed on " date.  For orders in excess of 30 days, a prorated share of the cost of orders are expended automatically each month.

    d.  Liquidation.  These transactions represent the actual disbursements (payments) of funds from the U.S. Treasury.  All liquidations should be posted against obligations already recorded in the accounting records.  Expenditures that fail to match pre-existing obligations are referred to as "undistributed disbursements".
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    e.  In SABRS, a transaction is considered completed and is moved to history, when a reservation, obligation, expense, and liquidation are all recorded for equal amounts.  A document may very well be considered completed in supply terms, but still be active in a fiscal sense.  For this reason, it is imperative that separate fiscal files be maintained by each FA.

3010.   MEMORANDUM RECORDS/SOURCE DOCUMENT FILES
1.  The memorandum record file is comprised of memorandum records, which are more commonly referred to as “source documents”.  Source document files are maintained to provide the user with information concerning all requisitions and orders affecting their funds and the status of those transactions in the accounting system.  FAs will ensure that every transaction recorded in the Official Accounting Records can be substantiated by a valid source document
2.  The following types of documents as listed in reference (e) will be considered valid for recording transactions in SABRS:

    a.  DD Form 1348 - MILSTRIP Requisition Form.  The DD form 1348 is used to requisition a single National Stock Number (NSN) item through one of the mechanized supply systems used throughout the DoD and other Government agencies.  The top of the form is divided up into 80 characters.  This information is normally sent electronically to a supply unit that stores or manages the specific item being ordered.  The form contains no accounting classification information.  A Fund Code is used to identify the appropriation and subhead chargeable with the order.  Instructions on creating the DD form 1348 are contained in reference (f).

    b.  NavCompt Form 2275 - Request for Work or Services.  The NavCompt Form 2275 is used to request reimbursable work or services from any components within the Department of the Navy.  This form can be used as either an Economy Act Order (funds are valid for current year only) or as a Project Order (funds are valid through the life of a project regardless of fiscal year).  The form may be used for authorization of funds for work and services and acceptance by another command or agency to perform the requested work and services.  Instructions on the use of this form and how to properly fill out the form are contained in reference (a).

    c.  NavCompt Form 2276 - Request for Contractual Procurement.  The NavCompt Form 2276 is used to request purchase of goods and services that are placed with commercial enterprises.  This form provides the request specifics that are translated into a contract or purchase order through an authorized contracting office.  Instructions on the use of this form and how to properly fill out the form are contained in reference (a).

    d.  DD Form 448 - Military Interdepartmental Purchase Request.  The DD Form 448 is used to request goods and services from DoD departments other than the Navy.  The Army or Air Force may request this form be used vice the NavCompt Forms 2275 or 2276 when requesting reimbursable work or services or when authorizing direct cite of appropriation information on a contract.

    e.  DD Form 1556 - Request and Authorization for Training.  The DD Form 1556 is used to request and authorize payment or reimbursement for training classes for both civilians and military personnel.  Instructions on how to properly complete the form are contained on the front page of the multi page 1556 form package.
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    f.  DD Form 282 – Printing Requisition/Order.  The DD Form 282 is used to request printing/publication orders from the Navy, other DoD components, or outside businesses.  This form is not used when publications are maintained through various supply systems.  In those cases, the DD Form 1348 is used to requisition the publication or manual (Instructions for completing the DD Form 282 are contained inreference (g)).

    g.  DD Form 1149 – Requisition and Invoice/Shipping Document.  This form may be used for two purposes.  It may be used to request procurement action by a contracting office.  This form may also be used by the receiving activity to certify the quantity and quality of goods received from a vendor.

    h.  DD Form 1155 – Contract.  The DD Form 1155 is the standard form used for contracts issued to external organizations.  This form serves as the official obligation document for the FA/work center when the purchasing and contracting office creates and approves the procurement action.  This form is the end result of a request for procurement action sent to the local contracting office.

    i.  Blanket Purchase Agreement (BPA).  The BPA is an agreement used to simplify purchasing procedures for small items in the same general category.  Such an agreement eliminates the necessity of issuing individual purchase orders for small
requirements.  Orders against BPA's generally will be made orally, except that informal correspondence may be used when ordering against agreements outside the local trade area.  Written orders may be executed on DD Form 1155.  In either case, orders may not be placed unless an authorized purchase request document (requisition) exists.  Obligations will be recorded on the basis of orders made against the BPA or on the basis of actual deliveries, depending on the amount of control necessary to avoid over-obligations.  

    j.  SF 36 Continuation Sheet.  Used with the DD Form 1155 when additional space is required for schedule of supply/services.

    k.  SF 30 Amendment of Solicitation/Modification of Contract.  The modification to a contract is recorded using this document.  The document will have it’s obligation increased or decreased depending on the type of modification initiated.

    l.  Receipt Documents.  With a few exceptions in the case of service related contracts, receipt documents will be provided to the FA or Work Center each time that requisitioned gear is received.  These documents represent the source document that will be used to post Expended transactions to the official accounting records.  These documents must be maintained along with all other documentation relative to a purchase for five fiscal years.  One such example is the DD Form 250, which denotes receipt of goods or services when the DD Form 1155 is not used.

    m.  Shopping List/Receipt.  Prior to anyone making any purchases from the General Services Administration (GSA) center at Hickham AFB, they must first submit an itemized shopping list to the FA indicating what they desire to purchase and showing the anticipated total cost of all purchases.  This list is then reviewed by the FA and approved by means of a signature and assigning MILSTRIP document number (14 digits).  Any purchases that are determined to be unnecessary are lined through and considered disapproved.  The approved shopping list represents a commitment of funds on the part of the FA/Work Center and, therefore, will be maintained in the Pending file until the transactions post to the official accounting records.  When passing through the cash register, provide the cashier with the document number 
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BEFORE they scan your merchandise.  This is so GSA will identify your transaction by your document number instead of GSA’s internal “ticket” number.  This will help prevent your document number from becoming unmatched, and will aid in research should SABRS experience program problems.

    n.  SF Form 1164.  The Standard Form 1164 is used to reimburse personnel for expenses they have incurred during the conduct of official government 

business.  AT MCBH this is normally related to mileage paid to members who were authorized to use their personally owned conveyance (POC) while acting on behalf of the Marine Corps.  The document number assigned to a SF Form 1164 is a Standard Document Number (15 digits).

    o.  TAD Orders Request.  All travel orders that are created must have been requested by means of a Travel Orders Request Form.  This form will indicate who is traveling, why they are traveling, who is funding the travel and whether or not the TAD trip was planned or not.  Additionally, other information required to generate actual TAD orders will be provided to assist the Order Writing Authority in creating the travel orders.  As soon as the Order Writing Authority has approved

    p.  Orders Created in SABRS & not Authenticated.  The biggest advantage the TAD Subsystem has over the M&S Subsystem is that all transactions are automatically posted provided the travel orders are properly created using SABRS.  When a SABRS cycle runs, a report is generated that lists all travel orders that have been created and have not been authenticated.  Travel orders not authenticated will post to the official accounting record as Reservations.  All orders created in SABRS that have not been printed must remain in the Pending section of the file until a SABRS cycle has generated and the Reservation transactions have posted and appear on the FA Travel Orders Daily Transaction Update report.

    q.  Authenticated Travel Orders.  When a SABRS cycle runs, all travel orders that have been created and have been authenticated at the time the cycle is generated will post to the official according records as Obligations.  All orders created in SABRS that have been authenticated must remain in the Reservation section of the file until a SABRS cycle has generated and the Obligation transactions have posted and appear on the FA Travel Orders Daily Transaction Update report.

    r.  DNR/Voucher.  A voucher represents a disbursement of funds from the U.S. Treasury each time that a payment is made to a source of supply.  M&S FA's and Work Centers will rarely receive copies of the vouchers relative to their purchases.  TAD accounts, however, are required to maintain copies of their vouchers simply because these vouchers represent the settlements that are so critical to ensuring that travel transactions are properly completed.  Only the Authorized Accounting Office can post any transactions to the official accounting records as a result of a voucher.  As records of disbursements of funds, vouchers represent the source document that is used to post Liquidations.  Anytime a question arises concerning Liquidation transactions, that question must be addressed to DFAS via Managerial Accounting (discrepancy report).

    s.  FISCAL PURPOSE ONLY (FPO).  Used whenever the previously listed forms are not applicable or no supporting documentation exists for a record posted in SABRS.  Instances for use includes recording an unmatched document in work center UM, telephonic or Internet based government purchasecard orders and all other situations where standard source documentation is inappropriate or missing.  At a
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minimum, the FPO shall consist of the tracking sheet with the annotation “FPO” clearly visible across the top of the tracking sheet.  As supporting documentation is obtained, it should be attached to the tracking sheet.  If there is a record in the system that has no other supporting documentation, establish a FPO.

    t.  Government Purchasecard Documentation.  There are several types of documentation necessary to retain when using the government purchasecard.  The cardholder and approving official maintain appropriate documentation according to purchasecard program requirements.  For FA personnel, the documentation associated with transactions made with the purchasecard are treated the same as all other avenues of supply.  Requests, receipts, invoices, vouchers (NC2035), and FPO's (when applicable), are all maintained (for five fiscal years), and follow the same transaction cycle progression as other source documents by FA personnel.

3.  General Filing Information.  Source Document files are maintained by FA's to substantiate information processed into the accounting system, satisfy audit requirements and document retention regulations.  Proper maintenance provides the user with information concerning all requisitions and orders affecting their funds and the status of those transactions in the accounting system.  Reconciling your source document files with the accounting system on a cyclical basis is an inseparable part of not only file maintenance, but overall account maintenance.  THE PURPOSE OF RECONCILING MEMORANDUM RECORDS AGAINST THE OFFICIAL ACCOUNTING RECORDS IS TO ENSURE THAT ALL TRANSACTIONS POSTED TO THE OFFICIAL ACCOUNTING SYSTEM ARE POSTED PROPERLY AND TO PROVIDE THE FA AN “UP TO DATE” STATUS OF THE ACCOUNT.

4.  Common Information.  For each and every document prepared, there are certain requirements that are common to each. 

    a.  Document Log.  The first requirement is that the document is assigned a document number from a local document log (log book, spreadsheet, etc.) when it is time to initiate a reservation.  At a minimum, the document log should contain all documents in document number sequence regardless of the type of document number (Standard Document Number or MILSTRIP).  Document numbers may never be duplicated.  Also, a brief description of the type of purchase should be included.

	DATE ISSUED
	DOCUMENT NUMBER
	DESCRIPTION

	990101
	M00318
	900101AZ
	CREDIT CARD - GSA, OFFICE SUPPLIES

	990102
	M00318
	900201AZ
	CREDIT CARD - PHONE ORDER, OFFICE MAX  FISCAL PURPOSE ONLY (FPO) DOCUMENT

	990102
	M00318
	900202AZ
	SYSTEM PURCHASE, DESK, NSN = 1234567ABCDEF (1348)

	DOCUMENT TYPE CODE = MISCELLANEOUS DOCUMENTS (MD)

	981006
	M00318
	99MDAZ001
	ADP EQUIPMENT - DELL CONTRACT (1149, 1155)

	990201
	M00318
	99MDAZ002
	METRIC SOCKET WRENCH SET - SNAP ON CONTRACT (1149, 1155)

	DOCUMENT TYPE CODE = PROJECT ORDER (PO)

	981217
	M00318
	99POAZ001
	FY99-00 SANITARY SEWER PROJECT - DITCH WITCH CONTRACTING (2275)

	DOCUMENT TYPE CODE = WORK REQUEST/ECONOMY ACT ORDER (WR)

	981024
	M00318
	99WRAZ001
	FY99 XEROX  MAINTENANCE CONTRACT (2276)


Figure 3-6.-—Sample Document Log.
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    b.  Document Number Sequence.  The key to a comprehensive filing system is the document number.  Your source document files should be organized in the same manner as data contained within SABRS.  This aids reconciliation and helps you maintain an accurate status of your account.  When looking into any of your Reserved, Obligated, Expensed, or Completed files, all documents should be found arranged in document number sequence.  (EXAMPLE:  All MILSTRIPS should precede SDN's as document number sequence is numeric first, alpha  second.)

M00318827401AZ (FIRST DAY AND DOCUMENT OF FY99) 

M003189273ZZAZ (LAST DAY AND POSSIBLE DOCUMENT FOR FY99)

M0031899AAAZ001 THROUGH M0031899ZZAZZZZ

    c.  Tracking Sheets.  Each and every document created that has entered the transaction cycle must have a complete financial history attached.  Some FA's annotate the source documents directly, some have a special stamp, and others use a tracking sheet.  Whatever method an FA chooses, the information below must be resident.

        (1) Cycle Number.  The cycle number that any action occurs to a record must be recorded.

        (2) Document Identifier Codes.  The DIC code used to initiate the action must be recorded.

        (3) Amount.  The dollar amount of the credit/debit must be recorded.

        (4) Transaction Cycle Status.  A reflection of the document’s latest status in the transaction cycle must be recorded.

SAMPLE TRACKING SHEET

	CHECK BOX IF TRACKING SHEET IS A FISCAL PURPOSE ONLY (FPO) DOCUMENT

	DOCUMENT TRACKING SHEET FOR FA:
	B0
	DATE:
	990625

	MILSTRIP
	AAC/UIC
	Calendar Year
	Julian Day
	Serial

Number
	FA Code
	SDN
	Activity Address Code
	Fiscal Year
	Document Type Code
	FA Code
	Serial Number

	
	
	
	
	
	
	
	M00318
	99
	MD
	B0
	123

	FINANCIAL INFORMATION POINTER (FIP)

	AAC
	FA Code
	Work Center
	Fund Code
	OC/SOC
	Cost Account Code
	Budget Reporting Code
	Job # Local Use
	Reim. Order Number
	Reim. Billing Code

	M00318
	B0
	10
	BQ
	2607
	1A40
	-
	-
	-
	-

	CYCLE
	DIC
	RESERVATION
	OBLIGATION
	EXPENSE
	LIQUIDATION
	REMARKS

	9047
	XSS
	100.00
	
	
	
	1149 to Supply

	9049
	XSC
	
	100.00
	
	
	1155 Accepted

	9051
	XSE
	
	
	100.00
	
	Received in full 990715

	9053
	XSL
	
	
	
	100.00
	Liquidation by DFAS

	
	
	
	
	
	
	Record is complete


Figure 3-7.—-Sample Document Tracking Sheet
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5.  Memorandum Record Files.  Valid source documents discussed above will be maintained in the Memorandum Record File.  This file will consist of five sections:

    a.  Pending File 

        (1) Definition.  Documents in the pending file are those purchases that have been initiated but are not yet posted to the official accounting reports.  A document is considered pending as soon as the authorized obligator signs it.  This document represents a commitment of funds for a future purchase. 

        (2) Criteria.  FA or designated personnel with authority to obligate have issued a requisition or other appropriate documentation to initiate a purchase.

        (3) Actions.  Determine a bona fide requirement.  Ensure adequate funds are available for the purchase.  FA or designated personnel with authority to obligate signs the requisition.  Assign a Document Number & Financial Information Pointer (FIP).  Prepare a tracking sheet and attach to a copy of the requisition.  Supply function or purchase initiated depending on avenue of supply (purchasing & contracting, GSA, government purchasecard).

        (4) Time Factor.  No document should remain in the pending file for more than two weeks.  Documents that have not been posted to the official accounting records within two weeks should be researched and action should be taken to ensure they move to a posted status or are canceled.

    b.  Reserved File
        (1) Definition.  A reservation can be defined as the setting aside funds for future purchase of goods or services.  This transaction represents an administrative reduction of a FAs available balance and can be

categorized as a request for goods and services.

        (2) Criteria.  The posted reservation must be supported by a written and approved request.  Must contain a valid certification by the FA or designated personnel that sufficient funds are available to cover the obligation to follow. Should contain authorization to incur an obligation without further approval or action by the FA or designated personnel.

        (3) Actions.  When a purchase appears on the official accounting records in a reserved status, FA personnel will remove the source document from the pending file and annotate on its tracking sheet the DIC code, the date, total dollar value and SABRS cycle number on which the posting transaction appeared.  The source document will then be transferred to the reserved section of the memorandum record file.

        (4) Time Factor.  As with the pending file, FA personnel must pay close attention to those documents in the reserved file.  No document should remain in the reserved file for more than 30 days.  Documents that have not been posted to the official accounting records as obligations within 30 days after being reserved should be researched and action should be taken to ensure they move to an obligated status or are canceled.  In the case of a canceled reservation, a copy of the cancellation must be attached to the original source document prior to its transfer to the completed section of the memorandum record file.
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        (5) Notes.  This total dollar value of the reserved file will be combined with the total of the pending file and reported to AC/S, Comptroller on the weekly FA Management Report (FAMR) reflecting the total of all documents pending.  This figure represents the total of all official and unofficial commitments the FA has made.  

    c.  Obligated File   

        (1) Definition.  An obligation can be defined as a legal promise by the government, to pay a certain sum of money in the future, for the purchase of  product(s) or service(s) rendered.  When TAD orders are authenticated, they represent legal obligations of the government and an official reduction of the FA’s available balance.

        (2) Criteria.  Obligations are created against current year dollars.  They are legally binding.  Obligations officially reduce the available balance.

        (3) Actions.  When a purchase appears on the official accounting records as an obligation, FA personnel will remove the source document from the reserved file and annotate on its tracking sheet, the DIC code, the date, total dollar value and 

the SABRS cycle number on which the posting transaction appeared.  The source document will then be transferred to the obligated section of the memorandum record file.  In all cases of obligations, FA personnel will receive another document in addition to the original source document.  This document is known as the "obligating document” (i.e.: Servmart receipts, DD 1155 contract).  This obligating document will be attached to the original source document and retained in the memorandum files.

        (4) Time Factor.  FA personnel must ensure that a manual posting transaction is effected for all open purchase transactions within 3 days of the receipt of a DD 1155 contract from Purchasing and Contracting.  System purchases are semi automated and a reservation/obligation should automatically post within two cycle runs.  Sometimes, the interface between the supply system and SABRS is severed.  If a system purchase is initiated, and an obligation does not post within two cycle runs (10 working days), a manual obligation should be performed.

    d.  Expensed File 

        (1) Definition.  Documents in the expensed file are those purchases for which goods and services have been received in full.  The status represents an account payable for the government (order has been filled but not yet paid for).

        (2) Criteria.  Complete receipt of goods or services.  Supporting documentation of receipt includes a statement of inspection/acceptance, date of receipt and signature of individual inspecting/accepting (also known as a receiving report).

        (3) Actions.  When a purchase appears on the official accounting records as an expense and the expense reflects a total or complete receipt of goods or services, FA personnel will remove the source document from the obligated file and annotate on its tracking sheet: the DIC code, the date, dollar value of the transaction, and the SABRS cycle number on which the posting transaction appeared.  
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The source document and its attachments will then be transferred to the expended section of the memorandum record file.  It is important to realize that while most orders are filled in their entirety at one time, it is possible to receive only part of an order.  This is especially true in the case of maintenance and service agreements in which only one month of service is realized at a time.  In these cases, an expense transaction will be posted for only a partial amount of the entire purchase.  When this occurs, FA personnel will annotate the DIC code, the date, the partial expense amount and the SABRS cycle number on the tracking sheet. FA's will allow the source document to remain in the obligated file until such time as the value of the entire document has been expensed indicating that all of the goods or services have been received.

        (4) Time Factor.  FA's must ensure that close liaison is maintained with the requisitioning personnel for whom funds are being managed to ensure that expended receipts are being posted to the official accounting records in a timely manner.  Monthly reconciliation should be performed with the source of supply to obtain current status.

        (5) Notes.  When quarterly validations are prepared, the most important documentation needed by Managerial Accounting is the receiving report (receipt).  This information allows Managerial Accounting to research the purchase and take appropriate action to get the document number liquidated at DFAS.

    e.  Completed/Canceled File 

        (1) Definition.  Documents in the completed file represent those orders for which goods and services have been received and paid for via the Treasury or documents canceled for a valid reason.  The payment of goods and services is known as a liquidation.  In SABRS, a transaction is considered completed and is moved to history when a reservation, obligation, expense, and liquidation are all recorded for equal amounts.  Canceled documents are those purchases that were at one time processed through at least one stage in the official accounting records and then, for whatever valid reason, canceled.

        (2) Criteria.  Completion of the transaction cycle in a legal and financial sense.  All transaction cycle steps reflect the same true amount. 

        (3) Actions.  When a purchase appears on the official accounting records as a liquidation, FA personnel will remove the source document from its place in the memorandum records file (normally the expensed file) and annotate on its tracking sheet, the DIC code, the date, the dollar value of the transaction and the SABRS cycle number on which the posting transaction appeared.  The source document and its attachments will then be transferred to the liquidated section of the memorandum record file.  It is important to realize that just as some orders can be filled only partially, it is also possible for partial payments to be made on purchases.  In these cases, a liquidation transaction will be posted for only the partial payment amount.  When this occurs, FA personnel will annotate the DIC Code, the date, partial liquidation amount and SABRS cycle number on the tracking sheet and allow the source document to remain in the section of the memorandum records file that it occupied prior to the liquidation posting until a final liquidation is posted.  All cancelled documents must be clearly annotated or stamped as “CANCELLED”.
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        (4) Time Factor.  Maintain all completed source documents within document number sequence for five fiscal years.  Archived files are subject to inspection. 

    f.  It is imperative that FA personnel pay strict attention to the reconciliation of weekly cycle reports generated by SABRS and properly track each and every source document.  Proper maintenance of this file will greatly aid in the reconciliation process and result in the most accurate financial 

picture possible.  Memorandum records will be maintained by the FA for five fiscal years.

    g.  Unless it is canceled, every transaction will process through each of the four stages of the accounting system at one time or another before it can be considered completed.  It is important to note that transactions can be processed through more than one stage at a time on any given cycle depending on the type of purchase that was made (i.e.: some purchasecard purchases will be reserved, obligated, and expended simultaneously).  As a purchase is processed through the accounting system/transaction cycle, the corresponding source document must be moved through the memorandum record file into the appropriate sections of the file.  A financial history will be maintained for each and every source document by using a tracking sheet.  All fiscal source documents will be maintained in the same memorandum record file and be filed in document number sequence.

6.  Collateral Files.  In addition to the Materials and Service files and Travel files, other files need to be maintained depending on the nature of the FA. 

    a.  Budget Files.  Budget submissions, mid-year review submissions, data calls, deficiencies and program objective memorandums (POMs) need to be filed for 5 fiscal years.

    b.  Reconciliation Report Files.  All FA Management Reports (FAMRs) and cycle-balancing worksheets (CBWs) shall be maintained on file for 5 fiscal years.

    c.  Government Purchasecard Files.  If any of the FA personnel maintaining memorandum records is also a government purchasecard Approving Official (AO), a separate file should be maintained that contains purchasecard information exclusively.  This is to aid in certification of the purchasecard statement.  Also, to ensure proper obligations are entered in SABRS using the bulk funding document number. 

    d. Reimbursable Order Number File.  For those FA's  that maintain reimbursable accounts, a file will be maintained separate from the main memorandum record files to facilitate ease of tracking, reconciliation, and  auditing of reimbursable work orders.

3011.  CYCLICAL RECONCILIATION REPORTS

1.  There are two means of reconciliation that FAs complete on a weekly basis for submission to the Comptroller department.  The first means of reconciliation is the Cycle Balancing Worksheet (CBW).  The CBW is a tool that allows a FA to compare the current cycle run of SABRS with data previously posted in the system.  This assists the FA in determining if the cycle executed correctly, or if there was some systemic error that produced some corrupted data.
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The CBW should be the first item of business for every FA on the first day after a cycle run (usually Monday).  If a discrepancy is found, recheck your data.  If the discrepancy remains, contact Managerial Accounting IMMEDIATELY, as there may be a serious problem with the system that affects the entire domain.  If no discrepancies are noted, submit a copy of the CBW with the FAMR on Tuesdays.  A sample CBW and instructions may be found in Appendix B of this Order.

2.  The second means of reconciliation for a FA is the FA Management Report (FAMR).  This report is a weekly statement of account submitted to the Budget Officer.  Said report provides a basic status of an account and illustrates a FA’s total authorizations, available balance, total obligations, discrepancies and pending 

purchases.  After considering all of these variables, the report produces a figure for the available balance of the FA.  The FAMR is due to the Budget Officer by 1200 on Tuesdays. A sample FAMR may be found in Appendix C of this Order.

3012.  VALIDATION OF UNLIQUIDATED ORDERS (ULO), AND OUTSTANDING TRAVEL ORDERS (OTO)

1.  The validation of the ULO and OTO is an important step in the accounting process.  Validations must be conducted to ensure an accurate portrayal of obligations and expenses.  The validation of ULO/OTOs requires research to establish the validity of all transactions over 30 days old for which material and services have not been received and/or executed travel orders remaining unsettled.  This will include all direct funds, reimbursable funds, and travel documents for all appropriations and subheads.

2.  Validations will be returned to the Managerial Accounting Office with a cover letter stating that the validation has been conducted properly and accurately.  All validations must be signed by the FA.  Validations will be conducted quarterly for the first three (3) quarters of the fiscal year and monthly during the fourth quarter.  FA's will be provided with a highlighted Unliquidated Status Report (GFSPM150) or Unliquidated Obligation Report (DFPBR008) depending on which version of SABRS utilized.  The highlighted records indicate that correct supporting documentation has been previously submitted, and no further supporting documentation will need to be submitted for the highlighted record.  This is to decrease the workload and redundancy for FA's who have already submitted correct supporting documentation for records on the GFSPM150, and the DFPBR008 for those FA's with allotment appropriations and subheads.  A copy of the most recent Travel Order Number Report (GFSPT265) will be provided to be utilized for validating travel records.  Validations are to be submitted to Managerial Accounting in accordance with instructions contained within the quarterly validation correspondence.  The actual dates will vary depending on the execution of a target SABRS cycle.  When the actual dates are known, Managerial Accounting will inform FAs via quarterly validation correspondence.  For informational and planning purposes, the following general schedule applies:





  Validation Due Dates




1st Quarter     - mid JAN 





2nd Quarter     - mid APR 





3rd Quarter     - mid JUL 





4th Quarter (1) - mid AUG 





4th Quarter (2) - mid SEP 





4th Quarter (3) - mid OCT 
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    a.  Incorrect validations will be returned to the FA with a letter from the Managerial Accounting Officer citing all discrepancies.

    b.  If a validation is returned, the FA will take corrective action in accordance with the discrepancy letter and resubmit the validation with an endorsement stating that corrective action has been taken.

    c.  In the absence of the primary FA personnel responsible for account maintenance, the appointed alternate will ensure the due date is met (see section 1005).

3.  Prior to conducting the validation, FA’s must ensure that all financial source documents maintained in their files are up to date.

    a.  Memorandum Records/Source Document files for Materials & Services and Travel documents are to be maintained according to instructions contained in section 3010.

    b.  The FA must maintain all transactions (original or photocopy) on file in document number sequence for a period of five (5) fiscal years.

        (1) Prior year work requests, project orders and contracts.  FA's will contact Purchasing and Contracting or the performing activity to determine if all billings have been processed and the total dollar amount of the final billing.  Ensure all inquiries/responses are presented in writing to the performing activities.  Signed copies of the acceptance for project orders, work request, and contracts (DD Form 1155) must be on file. 

        (2) Current year work requests, project orders, and contracts.  Ensure acceptance copies for work requests, project orders, and contracts (DD Form 1155) are on file.  Contact Purchasing and Contracting or the performing activity if no billing was received within 30 days of receipt of materials or services.  All inquiries to performing activities must be in writing.

            (a) All pending documents over 30 days old will be reconciled for status with the appropriate activity.  These include all direct, reimbursable, and travel documents for all appropriations and subheads.

            (b) FA's must ensure that they have receipts for all items that have been received and documents that have been expensed.

            (c) Ensure all work requests that will not be completed by 30 September 00 are cancelled and rolled over into project orders.

4.  The following annotations will be made for each record on the materials &  

services and reimbursable portion of the validation.

    a.  Purchase Indicator.  Annotate the appropriate supply avenue the document number represents.  Possible annotations include a National Stock Number, Contract Number (PIIN), correct item manager (PUZ, NPZ, S9P, GSO, etc.) and Credit Card transaction. 
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    b.  Pending.  A commitment exists for material or services which have not been received.  No materials or services have been received to date.

    c.  Partial.  Partial materials or services have been received.  The FA awaits the remainder.  The transaction should be expensed to reflect the amount of the materials received.  Ensure a copy of all supporting paperwork is on hand to substantiate the expense recorded in the system.  The date on which the partial materials and services were received must be annotated.

    d.  Completed.  All material or services have been received, but have not been liquidated.  The date on which the final materials and services were received must be annotated.  Supporting documentation shall accompany the submitted validation for ALL completed records. 

    e.  Cancel.  Either the requirement no longer exists or the document is no longer active in the supply system.  FA's will ensure the document is canceled in SABRS.  Transactions with an expense or a liquidation cannot be canceled. 

Cancellations can only be performed on transactions in which the FA will not incur any financial responsibility.  Proper cancellation documentation must be maintained within the FA’s financial records.

    f.  Final.  The transaction is complete.  The reservation, obligation, expense and liquidation are all equal.  The appropriate DIC code (most commonly: XRA) will be applied to the record to move it to history should SABRS fail to do so automatically.  The FA must be able to provide supporting documentation or written justification when this action is taken.

5.  The following annotations will be placed in the right margin on the travel portion of the validations:

    a.  LT#1/date.  Correspondence must be sent to the traveler with outstanding orders in excess of 30 calendar days.  Upon reaching the 30th day subsequent to the completion date of the orders, a delinquency letter must be sent to the traveler via their administrative chain (Department Head for Civilians, Commanding Officer for Marines). 

    b.  LT#2/date.  If no action is taken within 15 calendar days subsequent to the first letter, a second letter must be sent.

    c.  CHK/date.  If no action is taken 15 days subsequent to the second letter, initiate a pay checkage for those travelers who have drawn a travel advance.

    d.  Valid/Not Valid.  When the status indicator field contains anything other than O, S, or C (outstanding, settled, or canceled), indicate if the orders are valid or not valid in the right margin.  If the orders are not valid, they should be canceled.
    e.  Supporting documentation required to accompany the travel portion of the validation includes a settlement voucher for settled travel orders.

6.  After each transaction has been validated, annotate each with one of the prescribed notations, attach appropriate supporting documentation (any documentation supporting receipt or partial receipt) as required and return the completed report with endorsement signed by the FA.  
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7.  Ensure all supporting documents submitted are available for accounting and inspection purposes within your own internal files.  AC/S Comptroller will request any additional supporting documentation if required.

3013.  ASSISTANCE VISITS, INSPECTIONS AND EVALUATIONS
1.  Annually, the Managerial Accounting section will perform assistance visits, inspections, and/or evaluations (AIE) upon the accounts of command FA's.  The results of these processes provide valuable information to the Commanding General, Assistant Chief of Staff, Comptroller, FA's, and the Managerial Accounting section.  The outcome of the AIE’s is a direct reflection of the knowledge and effectiveness of command FA's. 

    a.  Assistance Visit.  An “unofficial” inspection.  A visit to a FA that includes an informal in brief, completion of the inspection checklist, informal out-brief, and a formal after action report.  Assist visits are performed every year.  They precede MARFORPAC inspections in odd fiscal years and MCBH Comptroller inspections in even fiscal years.  The assist visits are educational in nature but focus on compliance with published guidance and regulations.

    b.  Evaluations.  Held at the request of a FA or external activity.  The inspection checklist is utilized as a tool to determine the account status of the requesting activity.  Evaluations are informal and are intended to assist the activity in determining strengths and weaknesses in the way they maintain their accounts.

    c.  Inspections.  May be held every fiscal year, but the minimum frequency is every even fiscal year.  An inspection represents an official “report card” of a FA’s account to the Commanding General via the AC/S, Comptroller.  A FA can attain a “mission-capable”, “non-mission capable”, or “noteworthy” rating depending on percentage of correct checklist items that are applicable to a FA’s account (not all items on a checklist will apply to all FA's).  The inspection process consists of a formal in- brief, inspection, out-brief, and after-action report.

2.  After any AIE's, the after action report by the evaluator will be used to complete the official “findings/recommendations” letter to the respective FA's.  The NCOIC or OIC will prepare the letter.  The OIC will prepare an after action report for the AC/S, Comptroller (assistance visit), Commanding General (inspection), or Commanding Officer (evaluation) as applicable.  A copy of the inspection checklist can be found in Appendix F.

3014.  PROBLEM DISBURSEMENTS

1. Prevention and resolution of problem disbursements is a high priority for all

involved parties.  For MCBH, those parties include DFAS, Managerial Accounting, and command FA's.  There are two general categories of problem disbursements.  The first category of problem disbursements occurs during prevalidation.
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Prevalidation is an automated process used to determine if there are sufficient funds obligated to make payment to a record(s).  The second category of problem disbursements occurs after payment has been made.  Edit checks within the expenditures and collections (E&C) subsystem of SABRS identifies errors in coding structure (ACC, document #), an obligation is not resident in SABRS or the obligation is insufficient in amount to cover the cost of the goods or services.

2.  The role of the FA is to establish sound procedures based on published guidance to ensure correct coding and induction of valid data to SABRS.  Thorough reconciliation with source documentation and SABRS reports helps to ensure proper obligations are also reflected in SABRS.  Preparation of cycle balancing worksheets and FAMRs serve the purpose of identifying any possible systemic problem within SABRS.  Submission of a discrepancy form for such problems assist DFAS in pinpointing and correcting the program error.  Negative Unliquidated Orders (NULO) exists when a liquidation has posted to a record with insufficient obligation in SABRS.  FA's should review NULO reports (GFSPE118) to ensure a duplicate liquidation has not occurred.  If there is a duplicate liquidation, a discrepancy report should be submitted to Managerial Accounting for research.  DFAS will ultimately receive the discrepancy report and research and effect correction. 

3.  Managerial Accounting assists DFAS by increasing valid obligations when identified and supported by documentation.  Also, Managerial Accounting reviews unmatched disbursements for interdepartmental bills (IDBs) and routes documents to the unmatched work center of a particular FA based on available data.  Managerial Accounting reviews NULO's and increases the obligation when a valid situation exists.  DFAS also reviews NULO's and performs corrections based on discrepancy reports submitted by FA's and Managerial Accounting.  DFAS assumes responsibility for correction to disbursement notification records (DNR's) based on payment vouchers or requests additional documentation when needed.

3015.  FA TRAINING PROGRAM.  Training is conducted on a formal basis annually, when new FA personnel begin work aboard MCBH, as a result of an AIE, or when a new process or systemic problem warrants it.  Informal training occurs individually or in groups by request.

3016.  ALLOCATED COST DISTRIBUTION.  The Allocations subsystem allows FAs that provide goods or services to other activities, the ability to distribute those costs to the consuming activity.  When distribution is accomplished, the available balance of the FA will increase by the total amount distributed, and the available balance of the consuming activity will decrease by the amount distributed to that activity.  Allocation costs can be based on a fixed amount, a rate based on usage, or a variable rate.
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CHAPTER 4

TEMPORARY ADDITIONAL DUTY (TAD) PROCEDURES

4000.  ORGANIZATION AND FUNDING.  Funding reductions throughout the Department of Defense (DoD), have identified potential cost savings in the TAD and/or training budget areas.  CG's are to review and instill the following guidelines including, but not limited to: Offical travel for foreign or domestic TAD, conferences, workshops, seminars and similar events.

1. The CG MCBH has delegated the following authority and/or responsibilities to individual FA's:

a.  Accurately estimate and budget for all FA TAD orders.

    b.  Initially create FA TAD orders in SABRS and forward the TAD request and travel document number to AC/S, G-1 for approval/authentication in SABRS.

c.  Monitor the progress and completion of all FA TAD orders.

2.  The AC/S, G-1 has been delegated the responsibility of approving and authenticating all TAD orders for MCBH.  This will be completed after the TAD orders are initially inducted, or created, into SABRS by the requesting FA.  In addition, the AC/S, G-1 is responsible for issuing all Emergency Leave Travel Orders, Funeral Detail TAD Orders and Dependent Travel Orders.  All Funeral Detail TAD Orders are funded by the MCBH and is not the fiscal responsibility of tenant commands.

3.  The AC/S, Comptroller Budget section will issue a TAD funding authority to be reflected on the Budget Execution Report (BER) separately by loading a fund authorization under Object Class (OC) 21.  Object Class 21 funds are those available to FA's for the execution of mission essential TAD.  Funds authorized in other OCs will not be used for TAD without prior realignment request approval via the AC/S, Comptroller, Budget Section.

4.  No TAD orders will be issued for a period that exceeds 180 days without prior approval of Headquarters, Marine Corps.  All such approvals will be requested via the AC/S, G-1.

5.  The AC/S, G-1 is the cognizant authority on procedural and technical aspects of TAD order writing.  The AC/S, Comptroller remains the cognizant authority for any matters of regarding the funding, accounting, and SABRS requirements related to TAD orders. 

4001.  CONTROL OF TAD EXPENSES.  TAD actual expense funding is an area that demands a great level of interest because of its potential for large expenditures.  When efficiently managed, TAD expenses can result in significant savings to MCBH.  Adherence to the guidance established by MCBH with the use of appropriate directives, guidelines, aggressive management, and a conscientious effort by individual travelers will save command funds.  FA's are to review for approval the areas listed below prior to creation of “OFFICIAL TAD ORDERS”: 
    1.  Before Issuing TAD Orders.  The order writing FA will first determine whether the member has an unliquidated set of orders (not settled).  New orders are not issued until the member settles or provides proof of the settlement process for previous travel orders. 
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    2.  Lodging.  Government quarters, if available, will always be directed when performing TAD at military installations.  Cases where Government quarters are not available or might adversely affect the mission, result in higher costs to MCBH.  TAD orders will reference lodging availability. 

    3.  Messing.  For all personnel performing TAD at other DoD installations, use of government messing will normally be directed, if available, unless it adversely affects the mission.  In those cases, the remarks block of the orders will state that "Use of government messing is not directed because it would adversely effect the mission".  FA's are accountable for making the final determination as to whether the use of government messing is required for all TAD orders at DoD installations.  For all non-DoD installation TAD sites, messing will be written as "messing not required".

    4.  Rental Vehicle.  The use of rental cars/vans will be controlled and kept to a minimum unless use of such conveyance is clearly in the best interest of the government.  FA's are responsible and accountable for approving the funding of any rental vehicle.  Whenever possible, rental vehicles will be shared.

    5.  Transportation.  Government transportation will be utilized to the fullest extent possible.  The Transportation Management Office (TMO) will issue Government Transportation Record (GTR) to individuals who have been issued “Official Travel Orders”.

    6.  Local Travel In And Around.  When it is determined to be advantageous to the Government, FA's may authorize or approve reimbursement for transportation expenses necessarily incurred by traveler conducting offical business in the local area.  The expense and eventual reimbursement will be in accordance with reference (d) paragraph U3500.  FA's must pre-approve reimbursement authorization to individuals in writing to include funding document number and line of accounting data.  Standard Form 1164 will be used for reimbursement of local mileage.  Copies of all SF 1164s must be provided to the FA personnel responsible for recording, tracking and reconciling the Materials & Services (M&S) Records, as these documents will post to the accounting system as Materials and Services transactions and not as TAD transactions. 

    7.  Other Sponsored TAD Orders.  TAD requested by external Commands or higher headquarters will: be received in writing, identify funding responsibility, and must be approved by MCBH prior to execution of travel.  Generally, the requesting activity will fund such TAD, as these trips would represent unbudgeted TAD to the CG MCBH. 

    8.  Repeat Travel Orders.  Repeat travel orders are subject to abuse and will not be used within MCBH without the prior written approval of CG MCBH.

    9.  Conferences.  The absolute minimum number of personnel will attend conferences.  FA's will be fully prepared to justify any TAD orders directing more than two attendees to any single conference.

    10.  Confirmation Orders.  Confirmation orders are the result of TAD orders issued after the execution of a approved TAD mission.  All attempts will be made to issue TAD orders in a timely manner, confirmation orders will be used as a last recource. 

    11.  Casualty Escort Travel TAD.  CMC will fund only one military casualty escort.  Commanders may send additional escorts at the unit's expense however, prior to issuing any orders, the Command Casualty Assistance Officer should be contacted for approval and additional guidance.
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4002.  MCBH SPONSORED TAD CONDUCTED BY EXTERNAL UNITS.  When units external to  MCBH conduct TAD which is sponsored by MCBH, the following procedures apply:

1.  FA's will ensure funding availability and forward blank TAD Request Form to the external unit for completion.

2.  TAD Request Form must be approved by the FA who will bear the expense.

3.  The approved TAD Request Form will be submitted to the MCBH Personnel Office for creation of the TAD orders in SABRS.

4.  The Personnel Office will not actually write TAD orders on individuals external to MCBH, but will use the SABRS generated orders to issue a funding message to the external unit and the sponsoring FA.

5.  The FA is responsible for recording the financial data in FA records, tracking the TAD, and getting copies of the TAD Claim(s) and Settlement Voucher(s) upon completion of the TAD.

4003.
 Emergency Leave (EML) Travel.  Command approved  Emergency Leave (EML) Travel Orders will fund round trip transportation from Honolulu to either (1) the CONUS international airport nearest to the location from which the member/dependents departed to which a scheduled direct flight is available along a normally travelled international route; or (2) and other CONUS airport that is closer to the traveler’s destination if the cost of the transportation to the other airport is less than the cost of transportation to the international airport described in (1) above.  The service member/family member(s) must pay round trip cost from the CONUS airport to the Emergency Leave point.  Funded emergency leave criteria is established in reference (h).  A separate line of accounting data will be issued per individual member of the family which has been authorized by command sponsorship.  

4004.  TRAVEL ADVANCES.  Travel advances drawn by members of MCBH in conjunction with TAD orders represent actual cash payments of funds from the U.S. Treasury.  All travel advances are chargeable to MCBH and should be carefully scrutinized at all times and especially during the conduct of quarterly validations.

4005.  GOVERNMENT APPROVED COMMERCIAL CREDIT CARD.  In accordance with TTRA of 1998 (PL105-264) and reference (i), the a Government Approved Commercial Credit Card is mandatory and will be utilized for all TAD travel.  All travelers will be offered a Government Approved Commercial Credit Card in lieu of drawing travel advances.  Applications for Government Approved Credit Cards will be available from the AC/S, G-1, Personnel Support Center.  Questions regarding the Government Approved Credit Card Program should be directed to the AC/S, G-1, Personnel Support Center.
4006.  OUTSTANDING TRAVEL ORDERS/ADVANCES (OTO/OTA).  FA's must aggressively monitor Outstanding Travel Orders/Outstanding Travel Advances (OTO/OTA).  OTO/OTA's can result in over obligation of authorized funding.  The most effective manner to control outstanding travel advances is to have the individual traveler provide a copy of the settlement voucher to the FA. 

1.  Personnel performing TAD on board MCBH will report to the applicable order writing authority within five working days after completion of travel to prepare a travel claim (DD1351-2).  
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2.  Travelers who fail to complete a travel claim within ten working days will be advised via a OTO/OTA Delinquency Letter (initiated by the FA) that failure to settle orders could result in advance amount taken to be recouped via pay checkage.   The OTO/OTA Delinquency Letter will be sent via the Traveler’s Officer in Charge (OIC)/Supervisor. 

3.  It should be recognized that individuals settling travel orders may receive a Discrepancy Notice from the Finance Office indicating that a discrepancy has been encountered during the verification/computation process (i.e. missing a receipt, endorsement etc.).  These members have in fact started the settlement process, but are experiencing difficulties and should be provided additional time to settle their claims.  Internal management controls will be established at the FA level to ensure that pay accounts are not checked when individuals are attempting to settle TAD orders.  

4.  Upon notification in writing from the Traveler that TAD was not executed, the FA will ensure no advance has been taken,  prepare cancellation order notification.   The FA will offically inform the traveler that TAD Orders have been cancelled.  A copy of the cancellation and notification letter will be maintained with the orders in the memorandum record file for five fiscal years.  Upon receipt of a copy of the settlement voucher, the FA will take the necessary action within the financial system to adjust the funding originally recorded.  Prompt action in this area of TAD settlements will allow for the maximized use of authorized funds.  Once adjustments have been made to the official accounting records, the copy of the settlement voucher will be attached to the file copy of the TAD orders and filed in compliance with established filing procedures contained in chapter 3.

5.  Before any member is allowed to execute permanent change of station orders to another command, the individual will be required to check-out with the TAD order writing authority to ensure that they have properly settled all TAD orders before leaving MCBH.

4007.  MEMORANDUM FILES.  As discussed in chapter 3, the establishment of an adequate system of maintaining memorandum fiscal records enhances the commander's ability to fully utilize authorized funds.  Proper maintenance of memorandum records will, in most cases, provide an accurate financial picture of the official accounting system.

4008.  TRAVEL REQUEST FORMS.  All TAD performed from MCBH will be preceded by a "TAD Request Form".  Requests for Confirmation Orders will be accompanied by a TAD Request Form.  When TAD orders are issued and the member does not perform the travel, another request form will be prepared and forwarded to the Order Writing Authority within three working days, requesting cancellation orders.  The FA must ensure that these orders are promptly canceled in the financial system in order to de-obligate the funds and prevent an overstatement of obligations.  

1.  TAD Request Forms will be completed by the member requesting TAD Orders and signed by the appropriate OIC or designated representative.  

2.  The use of a TAD Request Form provides a method of ensuring that the correct appropriation data and costs are assigned to a set of orders.  Additionally, they provide a method for determining whether an anticipated trip has been budgeted or unbudgeted cost to the FA. 

3.  TAD Request Forms will be attached to applicable TAD orders in the FA's fiscal files and be maintained for a minimum of five FY's.
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4009.  MANUALLY CREATED TAD ORDERS.  There are times when it is not possible to access the financial system to create mechanized TAD orders due to system batch processing mode or because of general system failure, procedures have been established for the manual creation of TAD orders. 

1.  At the beginning of each fiscal year and periodically throughout the fiscal year, as needed, the order writing activity will reserve a series of Travel Order Numbers (TON).  When it is not possible to mechanically generate  TAD orders, the order writing authority will manually create the orders using the next available reserved TON. 

2.  When access to the financial system becomes available, the order writing clerk must update the reserved TON in SABRS using the manually created TAD orders.  This action ensures that accurate information is recorded in the SABRS.
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CHAPTER 5

LABOR PROCEDURES

5000.  GENERAL.  The SABRS Labor subsystem distributes labor cost and hours by a Financial Information Pointer (FIP) for civilian personnel.  The Labor subsystem uses an Employee Personnel File made up of individual employee records.  Each record contains a default (or HOME) FIP, the employee’s work schedule, and other codes (see Appendix H) used in computing the labor charges.

5001.  EXCEPTIONS.  The Labor subsystem operates on an exception basis.  All labor is charged to the HOME FIP unless an exception is keyed into the system.  Situations that require input to labor exception records include an employee takes leave, works overtime or works a different shift (see Appendix H).  When an employee’s labor costs are charged to a FIP other than a HOME FIP (exception), the HOME FIP is credited and the exception FIP is charged with the costs.  Exceptions may be entered daily, weekly, bi-weekly, or updated any time during the bi-weekly period.  The exceptions should be entered or changed before the pay period closes.  After all exceptions have been entered in the labor subsystem, the Labor Employee Pay File is reconciled with the Defense Civilian Payroll System (DCPS) payroll file.  Adjustments are created for any differences between the SABRS Employee Pay File and the DCPS Payroll File.  The adjustments are recorded to the HOME FIP and can be redistributed using the interactive process.  For in-depth Labor procedures, see reference (j).
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CHAPTER 6

REIMBURSABLES

6000. DEFINITION.  Reimbursable orders are defined as any written agreement between components of the Federal government requiring the performance of work and/or services by one component, and the ultimate payment by the other component.  Reimbursable orders are further defined in Volumes 11A and 11B of reference (a).

1.  Work.  Work refers to efforts resulting in the supply of an end product.  Work may consist of labor, material and overhead (when applicable) which results in the repair and maintenance of equipment.  Work may also include indirect costs in the case of work performed by different shops.  Work can result in the production of material or items for stock or for immediate use in connection with other ongoing projects.

2.  Services.  Services call directly for the time and effort of performing a particular job.  Services consists of labor, material and overhead (when applicable) which result in either tangible or intangible benefits to the requesting agency.  Some examples of services include grounds maintenance, utilities, transportation, laundry, etc.  

6001.  PLANNING.  Requesting activity will furnish the performing activity with advance planning data concerning the work/services to be performed.  Advance planning data is critical, since it will be used by the performing activity in the development of operating budget (subject to revision, as the specific work requirements are determined).  The performing activity will provide the requesting activity with cost estimates for each work/service to be performed under the reimbursable order.

6002.  FORMS
1.  NAVCOMPT Form 2275.  The Order for Work and Services (NAVCOMPT Form 2275) is used for requesting work or services from components of the Department of the Navy.  

2.  DD Form 448.  When requesting performance from non-Navy organizations, the Military Interdepartmental Purchase Request (MIPR) (DD Form 448), and the Acceptance of MIPR (DD Form 448-1) is used. 

3.  Amendments.  NAVCOMPT Form 2275, DD Form 448 and DD Form 448-1 will be used by requesting organizations to accomplish all basic changes to reimbursable orders they have issued.  Each amendment will be numbered sequentially beginning with “001” and the amendment number will be entered on the funding documentation.  The document number assigned to the original (basic) form will be perpetuated on each amendment.  When changes in accounting classification are required, an explanation must be included on the funding documentation.  Under no circumstances is more than one appropriation or more than one subhead under an appropriation to be cited on the same funding documentation.

6003.  ACCEPTANCE OF REIMBURSABLE ORDERS.  Reimbursable orders are accepted on the purview that 51% of the work or services will be performed with “in-house” resources.  In-house resources shall include cost of all labor, materials, and minor equipment.
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1.  AC/S, Comptroller.  The AC/S, Comptroller is the Accepting Official on all incoming reimbursable orders for MCBH.  All funding documentation (NAVCOMPT Form 2275/MIPR DD Form 448 and Acceptance of MIPR (DD Form 448-1)) will be processed by the Comptroller Department within five working days after receipt of the funding documentation. 

2.  Budget Office.  Upon acceptance of incoming reimbursable orders, the Budget Office will:

    a.  Assign a Reimbursable Order Number (RON) and Reimbursable Billing Code (RBC) to the funding documentation.  The RON is a 3-digit alphanumeric field assigned locally to identify a specific request for reimbursable work/services or goods furnished to another activity.  The RBC is a 1-digit alphanumeric field assigned locally to relate a line of accounting data to a reimbursable “customer identification number” for billing purposes.

    b.  Once the document has been accepted, mail the original NAVCOMPT Form 2275/MIPR DD Form 448 and Acceptance of MIPR (DD Form 448-1) to the requesting activity and provide a copy to the performing activity. 

    c.  Maintain copies of all incoming reimbursable orders.  

    d.  Issue authorized reimbursable orders funding in the SABRS subsystem to the applicable FA(s).

    e.  Monitor the execution of the reimbursable orders funding.  

    f.  Identify discrepancies to the financial reports and coordinate adjustments/corrective actions with the performing activity’s FA.

    g.  Close the reimburseable order; insuring only valid use of reimburseable funding, completion of work/services, return of excess funds, and appropriate SABRS transactions.

3.  FAs.  FA's who have incoming reimbursable orders will forward the documentation to the Comptroller Department for induction into SABRS and appropriate processesing.  All reimburseable orders will be executed in accordance with the specific work/service requirements cited on the funding documentation.  Individual FA's are responsible for monitoring the execution of their reimbursebale orders funding.  Under no circumstances will costs for work/services exceed the authorized cumulative total.  FA's will notify the requesting activity of any additional costs incurred for work/services to be performed.  Reimbursable orders citing an annual appropriation, with the exception of project orders, are not available for obligation beyond the end of the fiscal year in which issued.

6004.  STATUS OF REIMBURSABLE ORDERS.  The Status of Reimbursable Orders (NAVCOMPT Form 2193) provides a uniform format for reporting the status of funds received on reimbursable orders.  It is the official document for reporting and recouping excess funds.  The NAVCOMPT 2193 is not to be used as a vehicle for requesting additional funds.  

6005.  EXCESS FUNDS.  Determination of excess funds available for recoupement will be accomplished by the FA.  On a quarterly basis (except at year-end closing, reports will be sent out biweekly), FA's will provide the Budget Office with current status of reimbursable orders via the FA Report for Withdrawal of Excess Reimbursable Order Funds.  At the expiration of the funds (i.e., fiscal year), the 
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requesting activity may unilaterally withdraw any unobligated funds, however, the requesting activity will remain responsible for adjustments to obligations incurred before withdrawal of the funds.

6006.  SUPPORT AGREEMENT MANAGEMENT.  Reimburseable orders are often the result of a support agreement between MCBH and another organization.  Support agreements describe the relationship between a supplier and receiver, in which work and/or services are provided by supplier and normally reimbursed by the receiver.  The specific terms of the agreement (description of work, estimates of cost, etc.) are documented in the support agreement.  More information regarding support agreements is contained in Chapter 11, SUPPORT AGREEMENT MANAGEMENT.      
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CHAPTER 7

RESOURCE EVALUATION AND ANALYSIS

7000.  SCOPE AND OBJECTIVE.  This chapter contains information and guidance for the Resource Evaluation and Analysis (RE&A) Function.

7001.  RESPONSIBILITY FOR THE RE&A FUNCTION.  Reference (k) states the organizational placement of the RE&A function within a field level command should be under the AC/S, Comptroller.  The RE&A function provides commanders an in-house capability to examine, analyze, evaluate and explore those areas of operations where known or potential problem areas exist which may adversely impact the efficient, effective and economical use of financial resources.  Other essential RE&A elements are to emphasize good internal controls and ensure the integrity of operations.  RE&A is not only a means for assessing the adequacy and quality of internal command operations, but serves as a basis for the timely detection and correction of unsatisfactory conditions and practices.  

7002.  THE RE&A FUNCTION.  The functions performed by RE&A will be in accordance with reference (k).

1.  Internal Evaluations and Analyses.  RE&A provides reviews, evaluations, assessments and analyses.  These internal services are usually resource related and involve efficient, effective, and economical utilization or potential waste and abuse of Marine Corps funds, material, and manpower.  Areas considered for internal evaluations and analyses include those identified by MCBH CG, AC/S, Comptroller, or other departments.  Planning of a review, evaluation, assessment or analyses includes advance notification to the impacted staff agency or agencies.  Additionally, RE&A quarterly verifies cash funds on an unannounced basis.  The funds currently verified include the Property Fund, the Sale of Meals Fund, the Kaneohe Bay Religious Offering Fund, and Billeting Fund. 

2.  External Audit Focal Point.  RE&A provides audit liaison and coordination, audit responses, and audit follow up (tracking and on-site verification) for all auditors external to the command.  External audit agencies include the General Accounting Office (GAO), the Department of Defense Inspector General (DODIG), the Naval Audit Service (NAS), Defense Contract Audit Agency (DCAA) and the Marine Corps Nonappropriated Fund Audit Service (MCNAFAS).  Reference (l) amplifies on the procedures established for these agencies during audit planning, performance, and completion.  Audits will examine accounting records and related documents.  Often the scope of the audit is more than accounting matters and may extend into any aspect of an agency's operations that involve resources.  The RE&A will provide assistance as requested by external audit agencies.  The RE&A will render appropriate assistance during the audit and stay abreast of findings as developed.  Additionally, RE&A assists functional managers in developing timely management responses to audit recommendations.

3.  Internal Management Control Program.  The RE&A provides oversight of the command's Internal Management Control Program (IMCP).  IMCP oversight will be in accordance with reference (m).  RE&A will assist the preparation of the inventory of assessable units, training of unit identified IMCP responsible officers, and annual consolidation and reporting of IMCP results.  Responsible officers must complete, as a minimum, a management control evaluation for each assessable unit.  Management controls are steps taken to guard against mismanagement, waste, loss, unauthorized use, or misappropriation.  These may consist of regulations, operating instructions, 
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policy letters, checklists, flowcharts, organizational charts, or any documented procedures that ensure proper management of Marine Corp resources.  The management control evaluation can be either an alternative management control review or a management control review.  RE&A assists responsible officers in determining if an alternative management control review can be utilized.  Additionally, RE&A provides a suggested format for completing a management control review.  A management control review is a detailed examination of a system of management controls to determine whether cost effective control measures exist and properly implemented to prevent the occurrence of fraud, waste, abuse, misappropriation, mismanagement, errors, or irregularities.  RE&A provides proactive quality assurance following up with IMCP responsible officers and the testing of management controls completed.  Responsible officers must report IMCP accomplishments and material weaknesses annually to RE&A.  Material weaknesses are a condition in which management controls do not provide RE&Asonable assurance that the objectives of management controls are being met.  These conditions are such that they require the attention of the next higher level of management to correct the deficiency.

4.  Financial Management.  RE&A also provides financial management support.  Included in this support is:

    a.  Research assistance, interpretation and guidance based on reference (a) and Commandant of the Marine Corps financial management directives pertaining to MCBH.

    b.  Conducting financial management training programs to promote complete understanding of the command’s financial system.
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CHAPTER 8

FINANCE OFFICE

8000.  SCOPE AND OBJECTIVES.  This chapter contains general information about the Finance Office.

8001.  APPLICABILITY.  These instructions apply to Marine Corps Base Hawaii (MCBH), and the Commands which fall under its cognizance.

8002.  FUNCTIONS AND REGULATIONS
1.  Function.  The function of the Finance Office is to provide prompt, convenient, and accurate service to MCBH personnel.  Specifically, the primary functions of the Finance Office are:

    a.  Provide military pay and allowance support to Marine units aboard MCBH.

b.  Settle travel claims of Marines that are paid by this office and others as may be directed.

2.  Finance Officer Accountability.  The Finance Officer will operate in accordance with the instructions of the Comptroller General Decisions, Department of Defense Financial Management Regulations (DoDFMR), Automated Pay Systems Manual (APSM), and other instructions published by higher authority.

3.  Finance Officer Limitations and Responsibility.  The Defense Finance and Accounting Service (DFAS) operation location (OPLOC), Ford Island prescribes the limits on the amount of cash to be held at personal risk by the MCBH Finance Officer.  Within those limitations, the Finance Officer will determine the amount of cash to be held on a continuing basis.  The Finance Officer is responsible for the expenditure of public funds and the submission of required reports in accordance with the publications cited in the preceding paragraph.

8003.  PROCEDURES

1.  Hours of Operation.  The Finance Office is open for normal business from 0730 to 1130 and 1300 to 1630, Monday through Friday, except for designated holidays.  Emergency payments will be handled at any time.

2.  Schedule of Paydays.  A schedule of paydays is published annually in the MCBul 7220 series.

3.  Payday Procedures
    a.  DD/EFT System.  The Finance Office uses the Direct Deposit/ Electronic Funds Transfer (DD/EFT) pay system.  Under this system, Marines are paid directly from DFAS Kansas City twice a month.  All pay and allowances are sent directly to the account chosen by the Marine.
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    b.  Payday Checks.  Every month there will be a small number of Marines who are paid via check vice DD/EFT.  These checks will be distributed to the administrative section of the unit to which the Marine belongs. 

    c.  Reporting Unit Commanders.  In accordance with the APSM, reporting unit Commanders are directed to designate in writing, a representative (preferably an officer or staff noncommissioned officer) to pick up checks from the Finance Office.  Return all checks that are undeliverable on the scheduled payday to the Finance Office with a letter of transmittal listing the checks and the reason for their return.  Return the checks by 1500 of the scheduled payday. 

    d.  Handling of Checks.  Haphazard handling of checks by Marines designated by the reporting unit Commander cannot be tolerated.  Too often, check payments receive casual treatment compared to cash payments, and a less diligent attitude develops in regard to their case and subsequent delivery.  Checks must be treated as cash.  Appropriate safeguarding, handling, and chain of custody are vital to the correct, timely and proper payment to the member.

    e.  Authorization to go to the Finance Office.  Individuals reporting into or out of a unit are not required to check in or out of the Finance Office.  In case of a pay discrepancy, the command will research and attempt to resolve the problem.  If the command is unable to determine the problem, the unit should deliver a pay discrepancy notice to the Finance Office stating the pertinent facts to include pay related diary entries submitted within the past month.  If necessary, a Miscellaneous Military Pay Order/Special Payment Authorization (NAVMC 11116) will be issued by the Commanding Officer or Executive Officer for payment of monies due.

4.  Special Payments.  Special payments are those payments made outside of the scheduled semimonthly regular payments.  They will be processed in compliance with the reference (n).  The payment will be limited to special categories or personnel, such as recruits, transients, and permanently based Marines who are not on direct deposit in the following circumstances:

    a.  Authorized advances of pay and/or allowances.  To the furthest extent possible, Marines desiring advance pay should submit their request with sufficient lead-time to allow for payment through the system instead of by special payment.

    b.  The Finance officer is not authorized to make special payments of an accelerated approved installment by CMC (MMCP).  Although payday payrolls are prepared seven days in advance, the Finance Office will not make payments until the scheduled payday.

    c.  Basic pay and allowances are due when a Marine first reports to a new duty station.  If the Marine is not on direct deposit and does not appear on the first regularly scheduled payroll, the Commanding Officer may request in writing that the Finance Officer make a special payment.  If the Marine does not appear on the next regularly scheduled payroll, the Commanding Officer will submit a NAVMC 11116 indicating that corrective action be taken and authorize payment if applicable.

    d.  Temporary lodging allowance/temporary lodging expenses.

    e.  Separation payments.

    f.  Payments to transients not on direct deposit.
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    g.  System problems/unprogrammed systems changes as identified and directed by the Systems Assurance Officer (SAO).

5.  Advance Payments on Permanent Change of Station (PCS) Orders.
    a.  Reference (o) establishes policy on authorizing advance pay for enlisted members on PCS orders.  The purpose of advance pay is to provide a member with funds to meet extraordinary expenses incident to the period between detachment from one and reporting to another permanent duty station when normal disbursing services are not available.  Payments will be made within the allotted time interval except for extenuating circumstances.  Many experiences have proven that drawing advance pay in an amount greater than actually needed is often the cause of later financial hardship.

    b.  To qualify for advance pay within the normal parameters, the individual must be a corporal or above.  The normal parameters for advance pay are 1 month’s basic pay, less deductions, a 12-month repayment schedule, and receipt of advance pay request either 30 days before departure or 60 days after arrival.  Support documentation will be a copy of the member’s PCS orders.  Special payments are not authorized.

    c.  Submit requests for advance pay outside the normal parameters via NAVMC 11116 or a copy of the PCS orders authorizing special payment.  Include the Marine’s signed statement in the remarks section of the NAVMC 11116 or the PCS orders.  The Commanding Officer must annotate the applicable substantiating document if a special payment is authorized.  The following is considered to be outside the normal parameters: requests from lance corporals and below, and requests for advance pay outside the eligibility window (more than 12 month repayment schedule and/or receipt of advance pay 90 days before departure or 180 days after arrival).

    d.  Marines assigned to a 12-month tour of duty (i.e. Okinawa) must repay their advance pay before the start of a subsequent PCS tour of duty.  For these Marines, repayment schedules must be 12 months or less.

6.  Travel Payments.  The Finance Office will handle travel claims (to include reimbursement for mileage, per diem, dependents travel, and dislocation allowances) as expeditiously as possible.  While submission procedures must be flexible, the following are general guidelines in the handling of travel claims:

    a.  PCS Settlements

        (1) All MCBH personnel reporting on island shall be assisted by their administrative unit in the preparation of their travel claim.  The claim package shall be hand delivered by the unit representative to the Travel section where it will be audited and if correct, accepted for processing.  If the claim is not correct, the unit representative will be advised of corrective action required to complete preparation.  Once properly prepared, the unit representative may return the claim to the Travel section for processing.

        (2) Settlement will be accomplished within 10 working days following the receipt of a properly prepared claim via Integrated Automated Travel System (IATS) Online EFT.  The member’s original orders with a copy of the voucher(s) and the 

unit’s copy of the travel package shall be placed in a unit folder maintained at
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the Travel section.  Commanding Officers shall ensure that the folder for their respective unit is checked daily by personnel authorized to sign for checks.  The unit’s copy of the travel claim package shall be handled in accordance with Marine Corps Travel Instructions Manual (MCTIM).

        (3) If settlement has not been accomplished within 10 working days following the submission of a travel claim, the Commanding Officer shall contact the Finance Office to determine the disposition of the claim.  Inquiries by individuals will be referred to their respective administrative units.

        (4) Commanding Officers shall establish appropriate controls to ensure submission of claims within 5 working days of reporting, and implement follow-up until final settlement.

    b.  TAD Settlements
        (1) Commanding Officers shall ensure that any member departing on TAD is aware of the responsibility to obtain the required endorsements to substantiate a travel claim.  Commanding Officers shall further ensure that a properly prepared travel claim for the member is submitted to the Finance Office within 5 working days after TAD is terminated.  Assistance in the preparation and reproduction of the member’s travel claim package shall be provided by the traveler’s administrative section.  Extremely unusual claims may be delivered by the individual once the administrative unit has provided the necessary assistance in preparation, and coordinated in advance with the OIC/NCOIC of the Finance Office.

        (2) Settlement will be accomplished via IATS Online EFT within 10 working days following the receipt of a complete and accurate claim.  The claim shall be placed in the unit’s folder and released only to an authorized representative of the unit.  Commanding Officers shall ensure that the unit folder is checked by a unit representative on a daily basis to ensure timely distribution of documents to the member or unit.

    c.  Advances
        (1) Individual.  Personnel on PCS orders may be paid advance travel and dislocation allowance (DLA) no earlier than 10 working days before departure.  Personnel on TAD orders may be paid advance per diem no earlier than 3 working days before departure.  In either case, a complete set of appropriated orders (original and two copies) must be presented at the time of application.  Advances will be paid via the IATS Online EFT system.  Individuals designated as “Frequent Travelers” will not receive advance per diem on TAD orders; they are required to use the Government Commercial Credit Card to draw an advance.

        (2) Unit.  Units requiring advances for “advance party personnel” before departure on unit deployment shall coordinate the delivery of orders to the Finance Office.  A minimum of 5 working days is normally required for travel advances to units.

7.  Leave and Earning Statement (LES)
    a.  LES's are produced monthly by the DFAS, Kansas City Center, normally around the 8th of the month, and are immediately mailed to field finance offices.  LESs are 
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usually received at the Finance Office between the 12th and 14th of the month.  LES microfiche is normally received the 21st or 22nd of each month.

    b.  The Finance Office receives two separate shipments of LES's.  Upon receipt, the LES's are separated by Reporting Unit Code (RUC) and distributed to the administrative sections of each unit.  The first shipment contains the member’s copy and the second shipment is the Commanding Officer’s copy.

    c.  RUC’s that only receive a portion of their LES's need to contact the Finance Office in order to file a complaint with DFAS and request an additional shipment of the LESs.  This process may take several weeks and will produce all LES's for the RUC concerned vice just the missing LES's.  Units may also contact the Finance Office and send down a unit representative to make microfiche copies of all missing LES's.

8.  Payment of Civilians.  Reference Chapter 5 of this order for civilian pay procedures.

9.  Direct Deposit/Electronic Funds Transfer Program

    a.  The Department of Defense considers the requirements to participate in Direct Deposit (DD)/Electronic Funds Transfer (EFT) as a condition of service for Military personnel.  All Military personnel enrolled in DD/EFT on or after 1 August 1992, are required to continue under the program.  After 1 August 1992, enrollment is required for members not enrolled in DD/EFT, when enlisted, reenlisted, appointed as an officer, or upon acceptance of a regular commission.  Active duty military accession must enroll upon entry at their first permanent duty station.

    b.  Exempt personnel are:

        (1) New military accession during basic training or follow-on training of 6 months or less.

        (2) Military members who are not required to participate in a DD/EFT program as specified above.

        (3) Military members who do not voluntarily enroll and are not enrolled on or after 1 August 1992. 

    c.  Waivers to this policy may be granted for up to 1 year, if it is determined that it would be in the best interest of both the individual and DoD for the individual not to be enrolled or disenroll from DD/EFT.

10.  Substantiating Documents for Selective Reenlistment Bonus (SRB), Lump Sum Leave (LSL) Settlements, and Separations

    a.  For an SRB or LSL payment, the Commanding Officer must submit a NAVMC 11116 and a copy of the SRB precomputation screen (IAW the APSM), certifying that the data elements are correct.  The member must sign a statement of his intention to sell back leave on either the NAVMC 11116 or SRB precomputation screen printout.  The Commanding Officer must annotate on the NAVMC 11116 if a special payment is authorized, and forward the NAVMC 11116 to the Finance Office 5 working days before the effective date of reenlistment.
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    b.  For Marines separating at their End of Active Service (EAS), submit the NAVMC 11060 to the Finance Officer no later than 10 working days before their EAS.  Commanders of Marines being separated before their EAS must immediately notify the Finance Officer by NAVMC 11116, NAVGRAM, or Naval message of the recommended or requested separation and direct that all allotments be stopped, direct deposit be terminated, and checkage for indebtedness be started to include balance of advance pay and Navy and Marine Corps Relief society (NMCRS) loans when applicable.  Units must report the new ECC on diary.  If the NAVMC 11060 is not received within 10 working days before separation, a travel payment will be made, and the final separation payment will be mailed to the Marine’s permanent mailing address no later than 15 working days after receipt of the substantiating documents.

8004.  PAYMENT OF PUBLIC VOUCHERS.  The payment of public vouchers is completed by DFAS.

8005.  RECEIPT OF PUBLIC FUNDS.  Receipt of public funds shall be processed in accordance with the Volume 5 of reference (a).

8006. DEPLOYED UNITS
1.  Preplanning for Deployments.  Training deployments may require units to depart MCBH, and such deployments may include regularly scheduled paydays.  Each case will be examined to determine the best method of disbursing support.  Administration and operation sections of units or OICs of detachments should contact the Finance Officer directly to establish liaison for planning purposes.

2.  Deployed Support.  The Finance Office is capable of providing some level of disbursing support for deployed operations at the request of the Commanding Officer, Combat Service Support Group 3 (CSSG-3).  Services that can be provided include check cashing, split pay payments, foreign currency exchange, and TAD settlements.  The type of support and size of the detachment sent from the Finance Office will depend upon the requirements of the operational commander.  Every effort will be made to provide the necessary deployed support.  However, the overriding determinant on the type and size of the deployed disbursing support is the ability to sustain fundamental mission requirements, as directed by the CG, MCBH.  
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CHAPTER 9

ALLOTMENTS

9000.  DEFINITION.  An allotment is a funding resource of a specific amount to obligate and expend funds for a particular purpose.  Obligations and expenditures of the funds may not exceed the amount specified in the allotment and must be strictly used for the purpose for which the authorization is made.  The allotments discussed in this chapter are Funding Allotments, Vice Personal Financial Allotments (Dependent Allotment, Charity Allotment, Savings Allotment, etc). 

9001.  FUNDS FLOW.  Authorization amounts are transmitted by Allotment/Suballotment Authorization (NAVCOMPT Form 372) or via Naval message.  Authorization amounts are issued by HQMC program sponsors to MARFORPAC in SABRS.  COMMARFORPAC receives the allotment authorizations and passes the funding to each suballotment holder.  

9002.  SUBALLOTMENT HOLDER.  The Commanding General, MCBH receives funding authority under Allotment Number 198 and issues authorization amounts to specific MCBH programs.

1.  Subsistence.  1105 Appropriation provides funds for the cost of subsistence for military personnel.  Funding will be provided quarterly in the SABRS 2 subsystem.  COMMARFORPAC requires a quarterly report to update actual obligation data and provide requirements for the upcoming quarters.  At the beginning of each fiscal year, COMMARFORPAC will publish a Naval message providing format and due dates of each report.  Should additional funds be required prior to the report due dates, requests should be made by Naval message to COMMARFORPAC, G-8, via the AC/S, Comptroller.  MCBH subsistence funds are administered by the Supply Officer.

2.  Family Housing.  7035 Appropriation provides funds for the Family Housing program.  Funding will be provided quarterly in the SABRS 2 subsystem.  Per MCO 7300.15A, direct citation of the Family Housing appropriation is prohibited, therefore the Family Housing allotment authorization will be accounted for strictly on a reimbursable basis to the Operation and Maintenance, Marine Corps appropriation.

3.  Examples.  Examples of other allotments received at MCBH are as follows:

    a.  0100 Appropriation - Family Advocacy Program (FAP), Relocation Assistance Program (RAP), Transition Management Assistance Program (TAMP), and Combat Terrorism (CBT).

    b.  0131 Appropriation – Real Property Maintenance.

    c.  0300 Appropriation – Procurement, Defense Agencies.

    d.  0839 Appropriation - Quality of Life (QOL).

    e.  1109 Appropriation – Procurement, Marine Corps.

    f.  5189 Appropriation – Lease of DoD Real Property.
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CHAPTER 10

EXTERNAL FUNDS

10000.  GENERAL DESCRIPTION.  There are many External Funding Programs (EFP) available to support a variety of MCBH requirements.  EFP typically requires the identification of requirements to COMMARFORPAC.  All external funding submission requests must be staffed to MCBH AC/S, Comptroller, prior to forwarding to COMMARFORPAC.

10001.  EXAMPLES.  A list of example External Funding Programs are provided below:

1.  Command and Control Initiatives Program (C2IP).

2.  Combating Terrorism Readiness Initiatives (CBT).

3.  CINC Initiatives Fund (CIF).

4.  Defense Logistics Agency/Defense Fuel Supply Center (DLA/DFSC).

5.  Emergency Conservation Investment Program (ERC).

6.  General Defense Intelligence Program (GDIP).

7.  Reserve Funding.

8.  Emergency and Extraordinary Expenses (E&EE).

9.  Energy Conservation.

10.  Energy Conservation Investment Program (ECIP).

11.  External Public Affairs and Community Relations (COMREL).

12.  Legacy Funds.

13.  Official Representation Funds (ORF).

14.  Shared Energy Savings.

15.  Strategic Lift.
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CHAPTER 11

SUPPORT AGREEMENT MANAGEMENT

11000.  SCOPE AND OBJECTIVE.  This section contains information and guidance for Support Agreement Management.

11001.  RESPONSIBILITY OF SUPPORT AGREEMENT MANAGEMENT.  The Support Agreements Manager (SAM) develops, analyzes, coordinates, executes, and reviews support agreements and other agreements that formalize arrangements for the exchange of services between MCBH and other DoD, federal, state, city, and some private parties and organizations (mainly non-profit organizations).  Support agreements are similar to contracts in that they specify the relationship between a supplier and a receiver.  These agreements are normally long term (years) and between two DoD activities.  Functional managers negotiate the types and levels of support provided or received, applicable reimbursement arrangements, and other matters affecting execution or termination of agreements.  Support agreements include the responsibilities of both the supplier and receiver along with the associated unfunded additional direct costs the receiver must reimburse the supplier for providing the support.  Both the supplier and receiver use agreements for budgetary planning purposes. 

11002.  TYPES OF AGREEMENTS.  Agreements are classified as Interservice, Intragovernmental and Interdepartmental Support Agreements (ISA's), Support Agreements, Memorandums of Agreement (MOA's), and Memorandums of Understanding (MOUs).  Agreements are normally drafted by the support provider (with input from the receiver) and may have various other names such as Letter of Agreement (LOA), Cooperative Agreement, etc.  Agreements incorporate information provided by functional and financial managers.  Agreements between Marine Corps and other DoD components are defined as Interservice Support Agreements (ISA's).  Agreements between the Marine Corps and non-DoD Federal Government activities are defined as Intragovernmental Support Agreements.  Marine Corps to Marine Corps agreements may be Support Agreements, MOA's, MOU's, and Host-Tenant Agreements.  Most MOA's and MOUs are used to define areas of general agreement between two or more parties.  MOAs are conditional and document the exchange of services and resources.  MOU's normally define general areas of understanding that are not dependent upon what the other party does.  An ISA or Support Agreement will normally be used along with a DD Form 1144, if dollar reimbursement is involved.  An MOA will normally be used if no costs will be charged.  The Support Agreements Manager maintains a library of active, pending, and inactive support agreements.

11003.  DEVELOPMENT OF AGREEMENTS.  Policies and procedures for interservice and intragovernmental support are governed by reference (p) and (q).  For agreements within the DON, use reference (p) and paragraphs 075100 – 075123 of reference (q); these paragraphs are in the DON Financial Management and Comptroller Memo of 9 July 1998.  For interservice and interdepartmental relationships, use reference (p) and  paragraphs 075200 – 075202 of reference (q).  Suggested support categories are listed within reference (p).  
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1.  Initiating Agreements.  In order to initiate a support agreement the potential receiver must identify support requirements to the proposed supplier.  The receiver

and supplier representatives will meet to clarify respective requirements and capabilities, including mission, equipment types, personnel, and reimbursement.  Typical questions to be resolved include:

    a.  How will the potential receiver request support from the supplier?

    b.  Who will receive the support?

    c.  What type and level of support will be required?

    d.  Are there non-standard conditions related to the request for support?

    e.  What is the objective or mission supported?

    f.  When will the support be provided?

    g.  Have all support categories been considered?

    h.  Does the receiver have any contracts with contractors where the government has agreed to provide support?

Agreements are usually designated for an indefinite time period, which means that they only have to be reviewed or amended if any party deems it necessary.  Any MCBH department or external organization may request that an agreement be developed or amended by contacting the MCBH Support Agreements Manager and providing supplier/receiver requirements and funding estimates (if applicable). The SAM is responsible for coordination and staffing agreements with MCBH departments and external organizations.  Individuals requesting a new agreement or amendment, should attempt to communicate specific terms of the agreement with the other party, in advance. 

2.  Reimbursement.  All reimbursable costs billed to the receiver should reference the applicable support categories and basis for reimbursement.  Receivers will normally be charged for only actual direct unfunded incremental costs.  Military labor and indirect costs can not normally be charged.  Annual reimbursable estimates must be developed and agreed upon in ISAs, although actual costs will be reimbursed.  Reimbursement will occur via NAVCOMPT Form 2275 (Order for Work and Services) for DoN, DD Form 448 (Military Interdepartmental Purchase Request (MIPR)), or other funding document.  The Support Agreements Manager will document the reimbursable estimates in the support agreement.  More information on the subject of reimbursable orders is contained in Chapter 6, REIMBURSABLES.  

11004.  AGREEMENTS WITH PRIVATE PARTIES AND ORGANIZATIONS.  These organizations include organizations such as the Red Cross, Navy Relief, Veterans organizations, banks, credit unions.  Additional guidance on agreements with them are in paragraphs 075260 – 075261 of reference (q).  
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APPENDIX A

MCBH DEPARTMENTS AND FUND ADMINISTRATORS

A.  DEPARTMENTS AND CORRESPONDING FUND ADMINISTRATORS

    1.  ASSISTANT CHIEF OF STAFF G1
        a.  A0 - G1 OPERATIONS

        b.  E2 - SPECIAL TRAVEL

    2.  ASSISTANT CHIEF OF STAFF G3

        a.  A7 - TAVSC/OPERATIONS

    3.  ASSISTANT CHIEF OF STAFF G4
        a.  BASE SUPPLY

            (1) S0 - SUPPLY OPS

            (2) SK - ANDERSON HALL (ALLOTMENT 1105.2741)

        b.  B3 – ENVIRONMENTAL OPS

        c.  FACILITIES

            (1) H4 - HOUSING MAINTENANCE & REPAIR (REIMBURSABLE)

            (2) H5 - HOUSING ENGINEERING/BASE SERVICES (REIMBURSABLE)

            (3) H6-HOUSING UTILITIES (REIMBURSABLE)

            (4) L0-UTILITIES

            (5) L2-ADMINISTRATION

            (6) M0-RECURRING MAINTENANCE

            (7) M2-HQMC PROJECTS

            (8) N0-MOTOR TRANSPORT

            (9) R0-MINOR CONSTRUCTION

            (10) R2-HQMC MINOR CONSTRUCTION

        d.  H2 - HOUSING (ALLOTMENT 7035.2751)

    4.  ASSISTANT CHIEF OF STAFF G5
        a.  G5 – PLANNING
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    5.  ASSISTANT CHIEF OF STAFF G6

        a.  G1 - BASE COMMUNICATIONS AND ISMO

    6.  ASSISTANT CHIEF OF STAFF COMPTROLLER

        a.  B0 - COMPTROLLER OPS

    7.  ASSISTANT CHIEF OF STAFF MCCS
        a.  X1 - PERSONAL SERVICES 
        b.  X3 - GENERAL SUPPORT 

        c.  X4 - CHILD DEVELOPMENT, MCFTB

        d.  X5 - CIVILIAN LEADERSHIP PROGRAM

        e.  X7 - FAMILY ADVOCACY PROGRAM 

        f.  X8 - TRANSITION ASSISTANCE PROGRAM

        g.  X9 - RELOCATION ASSISTANCE PROGRAM 

    8.  BASE SAFETY DEPARTMENT
        a.  A1 - SAFETY

    9.  BASE CHAPLAIN

        a.  A2 - CHAPLAIN OPERATIONS

    10.  STAFF JUDGE ADVOCATE
        a.  A5 - LEGAL OPS

    11.  HEADQUARTERS BATTALION

        a.  BN - HEADQUARTERS BATTALION OPERATIONS

    12.  NON COMMISSIONED OFFICERS SCHOOLS
        a.  B0 - 27M0 - OPERATIONS

    13.  MARFORPAC BAND
        a.  FB - FLEET BAND OPS

    14.  MARINE CORPS AIR FACILITY
        a.  F0 - FLIGHT OPERATIONS

    15.  PROVOST MARSHALLS OFFICE
        a.  V0 - OPERATIONS
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APPENDIX B

SAMPLE CYCLE BALANCING WORKSHEET (CBW) WITH INSTRUCTIONS

[image: image3.wmf] Cycle Balancing Worksheet for Cycle:_____

  Fund Administrator:____

        Fiscal Year:____

  Appropriation/Subhead:17__1106.27__0

Report Names

Authorizations

Reservations

Obligations

Expenses

Liquidations

Step 1:  New Authorizations

GFSPXR03

Step 2:  M&S Online Transaction Report

GFSM258

Step 3:  M&S Daily Transaction Update

GFSPM275

Step 4:  Total Travel Report

GFSPT504

Step 5:  Allocation Weekly Update

GFSPA226 OR GFSPAN33

Step 6:  Labor Report

GFSPL200

Step 7: Total Changes for Current Cycle

Balancing the Cycle

Authorizations

Reservations

Obligations

Expenses

Liquidations

Step 8: Current Status for Cycle ______

GFSPXR16

Step 9: Previous Status for Cycle______

GFSPXR16

Step 10: Difference Between Cycles, Step 8 minus Step 9 

Step 11: Difference Between Step 7 and Step 10 (if any)

IF THERE ARE ANY VALUES OTHER THAN ZERO  IN STEP 11, SUBMIT A DISCREPANCY REPORT TO ACCOUNTING AS SOON AS POSSIBLE.

Discrepancy Report for Cycle                 

Fund Administrator

Fiscal Year

Appropriation/subhead 17_110_.27_0

Report #______

Description of Discrepancy

Include Document # and amount
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CYCLE BALANCING WORKSHEET INSTRUCTIONS

1.  Before entering data from reports, ensure to annotate the cycle number, Fund Administrator designation, fiscal year and appropriation/subhead information in the space provided.

    a.  Step 1:  New Authorizations - The GFSPXR03 is a daily report  used to determine if you have received any new authorizations.  Record the daily changes (if any) from this report and enter the net change in the  appropriate block when submitting your cycle balancing worksheet.

    b.  Step 2:  M&S Online Transaction Report - The GFSM258  provides a subtotal for each work center of a fund administrator.  Be sure to total ALL of the workcenter subtotals for your fund administrator then annotate the appropriate  block(s) on your cycle balancing worksheet.

    c.  Step 3:   M&S Daily Transaction Update Report - The GFSPM275 lists all the system or batch transactions that have affected your financial status.  Find the SUBHEAD CHANGE TOTALS from the bottom of the report and place the values from the DIRECT line into the appropriate blocks.

    d.  Step 4:  FA Travel Order Report Direct for Current Cycle Report (GFSPT504) - Locate the TOTAL RESV NEW, TOTAL OBL NEW, TOTAL EXP NEW, AND TOTAL LIQ NEW at the bottom of the report.  Place the values from the TOTAL line in the appropriate blocks.

    e.  Step 5: Allocations Customer Usage and Fixed Cost Report -  Depending on the time of the month, SABRS will generate either the GFSPA226 or the GFSPAN33 report for allocations.  If one is not available, seek the other.  These reports will give you the totals for all credit card purchases allocated to your account.  After locating your FA on the report, enter the values indicated on the CUSTOMER TOTAL DEBIT AMOUNT line.

    f.  Step 6:  Locate all of the Daily Distributed Labor Reports (GFSPL200) since the last SABRS update.  Calculate the total from the  Fund Administrator Total line using the TOTAL PAY/ACCEL  column and annotate the figure in the RESERVATIONS, OBLIGATIONS, AND EXPENSES  columns only.  Because this is a daily report, it should be viewed and retained as a hard copy on a daily basis.

    g.  Step 7:  The total changes for the current cycle will be reflected on this line by totaling steps 1 through 6.

    h.  Step 8:  Using the Direct Funds FA Management Report (GFSPXR16), located the TOTAL FA field for the CURRENT cycle and transfer the information to the corresponding fields of the CBW.

    i.  Step 9:  Repeat step 8 for the PREVIOUS cycle.

    j.  Step 10:  Subtract Step 9 from Step 8.  The difference will reflect the summarized changes between the current and previous cycles.

    k.  Step 11:  The summarized changes from step 10 should equal the total changes from your reports.  If a discrepancy exist, first go back and check
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your figures.  If the figures still don't agree, your account may be out of balance due to a SABRS system problem.  SUBMIT A DISCREPANCY REPORT TO MANAGERIAL ACCOUNTING AS SOON AS POSSIBLE.  
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APPENDIX C

SAMPLE FUND ADMINISTRATOR MANAGEMENT REPORT (FAMR)

[image: image4.wmf]Fund Administrator Management Reconciliation (FAMR)

From:  Fund Administrator  

To:      Budget Officer, MCBH Kaneohe Bay

Subj:   RECONCILIATION OF FUND ADMINISTRATOR MANAGEMENT REPORT

            AS OF CYCLE          

Encl:   (1) FAMR Discrepancy Report

1.  The subject FAMR has been reconciled and discrepancies are identified in enclosure (1).

2.  The following reflects the status of funds based on application of memorandum records:

     a.  Total Resource Authority                                                                   

$0.00

     b.  Total Authority Amendments Not Posted                                        

$0.00

     c.  Grand Total of Resource Authority                                                    

$0.00

     d.  Total Obligations posted                                                                     

$0.00

     e.  Total Pending (1+2+3)                                                                       

          (1) Total Pending Not Posted

$0.00

          (2) Total Projection               

$0.00

          (3) Total Allocations            

$0.00

     f.  Grand Total Obligations                                                                     

$0.00

     g.  Total Unobligated Balance (C-F)                                                      

$0.00

     h.  Previous Reported Discrepancies                                                       

$0.00

     i.  New Discrepancies (see enclosure (1))                                                

$0.00

     j.  Adjusted Available Authority (G-(H+/-I))                                           

$0.00

                   

Signature
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APPENDIX D

DESCRIPTION OF COMMON SABRS ACCOUNTING REPORTS

GFSPA226:  Allocations Customer Usage and Fixed Cost Report.  This report lists charges processed by the allocations subsystem according to FIP.

GFSPAN33:  Allocations Customer Usage and Fixed Cost Report (monthly).  This is the monthly version of the A226 report.

GFSPE120:  DNR Undistributed Transactions Report which lists all of the open purchase liquidations in the system that do not have a matching obligation in the system.

GFSPE240:  IDB Undistributed Report which lists all of the system purchase liquidations in the system that do not have a matching obligation in the system.

GFSPM150:  Unliquidated Orders Status Report which provides the current status of outstanding obligations, expenses, and liquidations by document number.

GFSM258:  M&S On-line Transaction Report is a list of updated on-line transactions that effect a FA’s financial status.

GFSPM275:  M&S Daily Transaction Update Report is a list of updated batch transactions that effect a FA’s financial status.

GFSPT147:  FA Unsettle Travel Orders Report provides the current status of outstanding obligations and liquidations by Travel Order Number (TON).

GFSPT265:  Travel Order Number Report provides a listing of TONs used by FA (TON log report)

GFSPT503:  FA Travel Order Report Reimbursable for Current Cycle lists information processed during the last update which effects the financial status of reimbursable accounts.

GFSPT504:  FA Travel Order Report for Current Cycle lists information processed during the last update which effects the financial status of direct funds accounts.

GFSPXR16:  Direct Funds Fund Administrator Management Report provides the total authorizations, reservations, obligations, expenses, and liquidations by FA/subhead.

GFSPXR03:  Authorization Received Report provides authorization changes from the Comptroller to FA.

GFSPX205:  Funded Reimbursable Fund Administrator Management Report provides the total authorizations, reservations, obligations, expenses, and liquidations by FA/subhead.

GFSPX206:  Unfunded Reimbursable Fund Administrator Management Report provides the total authorizations, reservations, obligations, expenses, and liquidations by FA/subhead.
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GFSPR210:  Reimbursable Source Code Summary Report which lists cumulative totals by Reimbursable Order Number (RON) for total authorizations, obligations, expenses, liquidations, billed and collected.

GFSPR201:  Reimbursable Current Cycle RON/RBC Recap Report which lists any changes in authorizations, reservations, obligations, expenses, and liquidations which occurred during the daily cycle.

GFSPRR5:  Reimbursable Order Report for Current Cycle Report used to monitor the status of each RON between receiving the Reimbursable Order Report (GFSPRR1 - monthly).

GFSPRR1:  Reimbursable Customer Analysis Report provides the same information as the GFSPRR5 on a monthly basis.
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APPENDIX E

FINANCIAL INFORMATION POINTER (FIP) LOAD REQUEST LETTER

LETTER HEAD

From:  Fund Administrator


To:    Budget Officer, MCBH

Subj:  FINANCIAL INFORMATION POINTER (FIP) LOAD REQUEST

Ref:   (a) BaseO P7000.3A

1.  In accordance with the reference, request the following FIP(s) be created and added to SABRS Subsystem Management Table for use by this FA:

	MANDATORY FIELDS
	OPTIONAL FIELDS

	FIP
	AAC
	FA Code
	Work Center
	Fund Code
	OC

SOC
	Cost Accnt Code
	Budget Reprtg Code
	Job # Local Use
	Reim. Order Number
	Reim. Bill. Code

	
	M00318
	XX
	XX
	XX
	XXXX
	XXXX
	XX
	XXXX
	XXX
	X

	1
	M00318
	
	
	
	
	
	
	
	
	

	2
	M00318
	
	
	
	
	
	
	
	
	

	3
	M00318
	
	
	
	
	
	
	
	
	

	4
	M00318
	
	
	
	
	
	
	
	
	

	5
	M00318
	
	
	
	
	
	
	
	
	

	6
	M00318
	
	
	
	
	
	
	
	
	

	7
	M00318
	
	
	
	
	
	
	
	
	

	8
	M00318
	
	
	
	
	
	
	
	
	

	9
	M00318
	
	
	
	
	
	
	
	
	

	10
	M00318
	
	
	
	
	
	
	
	
	


NOTES:  Leave optional fields blank if not needed.

Point of contact and phone number is:  






SIGNATURE:  




   DATE:  
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APPENDIX F

FA FINANCIAL MANAGEMENT EVALUATION CHECKLIST

MCBH COMPTROLLER DEPARTMENT FINANCIAL MANAGEMENT

INSPECTION/FISCAL ASSIST VISIT CHECKLIST
                FUND ADMINISTRATOR INSPECTED/ASSISTED:_________________

                DATE OF INSPECTION/ASSIST:_____________________________

INSPECTION TEAM

                  IT LEADER:
                _____________________

                  IT FINANCIAL MANAGEMENT:    _____________________

                  IT ACCOUNTING: 
          _____________________

                                              _____________________

                                              _____________________

                  IT BUDGET:                  _____________________

                                              _____________________

FUND ADMINISTRATOR PERSONNEL

                  FA SUPERVISOR:
          _____________________

                  FA LEAD/CHIEF:
          _____________________

                  FA PRIMARY CLERK:
          _____________________

                  FA ALTERNATE CLERK:  
    _____________________
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SECTION 1 – FINANCIAL MANAGEMENT

1.  PROVIDE AN ORGANIZATIONAL CHART OF THE FUND ADMINISTRATOR.

2.  PROVIDE A TABLE OF ORGANIZATION FOR ALL FINANCIAL RELATED BILLETS TO INCLUDE DISBURSING AND CIVILIAN BILLETS, INDICATING RANK AND NAME OF EACH PERSON FILLING A LINE NUMBER.  ARE APPOINTMENT LETTERS FOR THESE BILLETS ON HAND AND UP TO DATE TO INCLUDE DIRECTED BILLET RESPONSIBILITY?  YES / NO

FINDINGS:_____________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

3.  WHAT TYPES OF FUNDS ARE MANAGED BY THE FUND ADMINISTRATOR?

TYPES OF FUNDS





YEARLY AUTHORIZATION
______________





____________________

______________





____________________

______________





____________________

______________





____________________

FINNDINGS:________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

4.  ARE REQUIRED/ESSENTIAL PUBLICATIONS ON HAND AND CURRENT?

PUBLICATION






ON HAND/ORDERED/DO NOT HAVE
NAVCOMPT MANUAL VOL III
                             _______________

MCO P7100.8D: FIELD BUDGET GUIDANCE
                 _______________

MCO P7300.8K: MARINE CORPS FAM
                 _______________

MCO P4650.37B: MCTM                                  _______________

FMFPACO P7000.1J: FINANCIAL MANAGEMENT SOP           _______________

BO 7000.30: COMPTROLLER SOP
                       _______________

CURRENT COMPTROLLER LOI FOR FA’S
                 _______________

CURRENT COMPTROLLER LOI FOR VALIDATION’S             _______________

SABRS USERS MANUALS
                             _______________

SABRS DATA DICTIONARY
                             _______________

CURRENT SUPPLY PROCEDURES FOR GCPC
                 _______________

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

5.  EXPLAIN THE FUND ADMINISTRATOR’S TRAINING PROGRAM FOR THE FOLLOWING PERSONNEL WITH FINANCIAL RESPONSIBILITY:

FA SUPERVISOR:___________________________________________________________________

_________________________________________________________________________________

FA LEAD/CHIEF:___________________________________________________________________

_________________________________________________________________________________

FA PRIMARY CLERK:________________________________________________________________

_________________________________________________________________________________
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FA ALTERNATE CLERK:______________________________________________________________

_________________________________________________________________________________

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

6.  WHAT ACIDS ARE ASSIGNED TO FUND ADMINISTRATOR PERSONNEL?  ARE THE APPROPRIATE LETTERS REQUESTING ACCESS TO NATURAL AND/OR INFOPAC ON HAND AND UP TO DATE?

YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

7.  HOW IS THE FUND ADMINISTRATOR SUPERVISOR UPDATED ON HIS/HER CURRENT STATUS OF FUNDS?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

8.  DOES THE FUND ADMINISTRATOR HAVE ANY UNFAVORABLE WORKING RELATIONSHIPS WITH ANY OUTSIDE AGENCY OR ACTIVITY WHICH WOULD CAUSE OR IMPEDE THE ADHERENCE TO FINANCIAL DIRECTIVES OR EFFICIENT FUNDS MANAGEMENT THAT THE MCBH COMPTROLLER DEPARTMENT CAN PROVIDE SOME ASSISTANCE TO OVERCOME?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

9.  IN GENERAL, ARE DESKTOP PROCEDURES/TURNOVER FILES WITHIN THE COMMAND’S FINANCIAL COMMUNITY APPLICABLE, CURRENT AND FOLLOWING A DOCUMENTED PROCESS TO ENSURE ACCURACY?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

10.  ARE WORKING PAPERS MAINTAINED FOR STUDIES (INTERNALLY AND EXTERNALLY) PERFORMED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

11.  ARE FOLLOW-UP CONTROLS IN PLACE TO IDENTIFY AND MONITOR THE STATUS OF ACTION TAKEN THROUGH COMPLETION OF FINDINGS AND RECOMMENDATIONS RESULTING FROM INTERNAL STUDIES AND REPORTS OF AUDIT AGENCIES?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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SECTION 2 – BUDGET

1.  IS THE BUDGET GUIDANCE PROVIDED BY MARFORPAC AND MCBH PROMULGATED TO DEPARTMENT HEADS AND SPECIAL STAFF MEMBERS WITHIN THE FUND ADMINISTRATOR?  IF YES, WHAT IS THE PROCESS AND HOW IS IT DOCUMENTED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

2.  DOES THE FUND ADMINISTRATOR MAINTAIN A 5-YEAR BUDGET PLAN (POM)?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

3.  WHAT ARE THE FUND ADMINISTRATOR’S SOURCES FOR FUNDING? FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

4.  ARE ALL AUTHORIZATION LETTERS FROM HIGHER HQTRS MAINTAINED FOR THE CURRENT AND PREVIOUS FISCAL YEARS AND FILED BY THE APPROPRIATE FISCAL YEAR, APPROPRIATION, AND SUBHEAD?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

5.  ARE THE FUND ADMINISTRATOR’S BUDGET SUBMISSIONS PREPARED IN ACCORDANCE WITH CURRENT SOP’S AND LOI’S?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

6.  ONCE THE FUND ADMINISTRATOR’S BUDGET IS PREPARED, WHAT PROCEDURES ARE USED TO STAFF AND REVIEW THE BUDGET PRIOR TO SUBMISSION?  IS THIS PROCESS DOCUMENTED? 

YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

7.  ARE WORK CENTERS UNDER THE FUND ADMINISTRATOR WITH THE EXPERTISE TO KNOWLEDGEABLY PARTICIPATE IN PREPARING SPECIAL EXHIBITS FOR BUDGETING PURPOSES GIVEN THE OPPORTUNITY TO DO SO?  YES / NO  WHAT PROCEDURES ARE IN EFFECT TO ENSURE THAT THIS OCCURS?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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8.  ARE BUDGET SUBMISSIONS, MID-YEAR SUBMISSIONS, MID-YEAR REVIEWS, DEFICIENCY SUBMISSIONS, AND ANY OTHER CURRENT DATA CALLS ON HAND FOR THE CURRENT AND PREVIOUS FISCAL YEARS AND FILED BY THE APPROPRIATE FISCAL YEAR?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

9.  ARE CEILINGS ALLOCATED TO THE FUND ADMINISTRATOR’S WORK CENTERS WITH THE CONCURRENCE AND PARTICIPATION OF ALL APPLICABLE WORK CENTER PERSONNEL?  YES / NO  WHAT IS THE PROCESS FOR THE ARBITRATION OF DIFFERENCES OR THE CAPTURE OF EXPECTED DEFICIENCIES AS A RESULT OF BEING FUNDED UNDER CEILING?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

10.  WHAT OFFICIAL REPORTS ARE USED IN MAKING MANAGEMENT DECISIONS REGARDING THE BUDGET?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

11.  IS THE FUND ADMINISTRATOR’S FINANCIAL SPENDING PLAN/BUDGET REVIEWED ON A CONTINUOUS BASIS AND ARE THE CHANGES TO THE PLAN DOCUMENTED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

12.  WHAT PROCEDURES ARE UTILIZED FOR ANALYZING THE BUDGET EXECUTION REPORTS? 

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

13.  WHAT PROCEDURES AND CONTROLS HAVE BEEN ESTABLISHED BY THE FUND ADMINISTRATOR TO ENSURE THAT THEY REACH QUARTERLY OBLIGATION GOALS FOR THE CURRENT FISCAL YEAR?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

14.  WHAT PROCEDURES AND CONTROLS HAVE BEEN ESTABLISHED BY THE FUND ADMINISTRATOR TO ENSURE THAT AN OVER-OBLIGATION OR EXPENDITURE OF DIRECT AUTHORIZATIONS DOES NOT OCCUR?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

15.  WHAT PROCEDURES AND CONTROLS HAVE BEEN ESTABLISHED BY THE FUND ADMINISTRATOR TO ENSURE THAT AN OVER-OBLIGATION OR EXPENDITURE OF REIMBURSABLE AUTHORIZATIONS
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RECEIVED FROM OUTSIDE THE COMMAND DOES NOT OCCUR?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

16.  HAVE ADEQUATE CONTROLS BEEN ESTABLISHED WHICH ENSURE THAT THE TOTAL AUTHORIZED FUNDS RECEIVED BY THE FUND ADMINISTRATOR ARE ACCURATELY REFLECTED IN THE MONTHLY OFFICIAL ACCOUNTING RECORDS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

17.  ARE THE FUND ADMINISTRATOR’S UNFUNDED DEFICIENCIES PRIORITIZED AND STAFFED PRIOR TO INCLUSION INTO THE BUDGET?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

18.  DOES THE FUND ADMINISTRATOR MONITOR, UPDATE, AND MANAGE CURRENT UNFUNDED DEFICIENCIES IN ORDER TO ADEQUATELY RESPOND TO INTERNAL OR EXTERNAL REPROGRAMMING?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

19.  WHAT MANAGEMENT CONTROL IS UTILIZED TO ENSURE THAT DEFICIENCIES PREVIOUSLY FUNDED DO NOT REAPPEAR AND HOW IS IT DOCUMENTED?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

20.  ARE THE FUND ADMINISTRATOR CLERKS ASSIGNED TO THE BUDGET SECTION OF THE FUND ADMINISTRATOR FAMILIAR WITH THE COMMAND’S FIP STRUCTURE FOR THAT FUND ADMINISTRATOR?  IF YES, CAN THEY EXPLAIN THE PROPER USE AND PROCESS USED WHEN ESTABLISHING A FIP?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

21.  IS THE DATA DICTIONARY PROPERLY UTILIZED IN THE CONSTRUCTION OF THE FUND ADMINISTRATOR’S FIPS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

22.  ARE REIMBURSABLE FUNDING DOCUMENTS FILED ACCORDING TO FY, RON, RBC, AND DOCUMENT NUMBER PER RBC IN THAT ORDER?  YES / NO

FINDINGS:________________________________________________________________________
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_________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

23.  DOES THE FUND ADMINISTRATOR HAVE AN EXECUTION PLAN ON HAND FOR REIMBURSABLE AUTHORIZED FUNDING?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

24.  WHAT ARE THE PROCESSES UTILIZED BY THE FUND ADMINISTRATOR IN THE USE OF THEIR REIMBURSABLE EXECUTION PLAN?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

25.  ARE THE FUND ADMINISTRATOR’S DESKTOP PROCEDURES/TURNOVER FILES FOR BUDGETING AND REIMBURSABLES ADEQUATE AND CURRENT?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

26.  DOES THE FUND ADMINISTRATOR UTILIZE A PROCESS TO ENSURE QUALITY AND CURRENCY OF DESKTOP PROCEDURES?  IF YES, WHAT ARE THOSE PROCEDURES?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

27.  ARE ALLOCATIONS USED IN BILLING REIMBURSABLES DONE SO CORRECTLY AND WITH THE APPROPRIATE SUPPORTING DOCUMENTATION?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

28.  WHAT WEEKLY AND MONTHLY REPORTS ARE USED TO ENSURE THAT ALLOCATIONS PROCESSED POST TO THE CORRECT FIP’S?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

29.  ARE THE FUND ADMINISTRATOR’S FUND ADMINISTRATOR MANAGEMENT REPORTS (FAMR) FOR DIRECT FUNDING MAINTAINED BY FISCAL YEAR AND SABRS CYCLE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:_____________________________________________________________________________________________________________________________

30.  ARE THE FUND ADMINISTRATOR’S FUND ADMINISTRATOR MANAGEMENT REPORTS (FAMR) FOR REIMBURSABLES MAINTAINED BY FISCAL YEAR AND SABRS CYCLE?  YES / NO
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FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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SECTION 3 – ACCOUNTING, PART A. TEMPORARY ADDITIONAL DUTY

1.  DOES THE FUND ADMINISTRATOR MAINTAIN AN OFFICIAL TRAVEL ORDER NUMBER (TON) LOG FOR ALL TAD ORDERS AND BLOCKED TON’S?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

2.  DOES THE FUND ADMINISTRATOR MAINTAIN AN OFFICIAL COPY OF ALL 1556’S USED IN CONJUNCTION WITH ON-ISLAND TRAINING?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

3.  ARE THE SOURCE DOCUMENTS IN GENERAL MAINTAINED FOR INDUCTION TO SABRS FOR ALL TRANSACTIONS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

4.  ARE THE FOLLOWING DOCUMENTS MAINTAINED ON FILE:

A. TAD REQUESTS
                                 YES / NO

B. TAD ORDERS
                                 YES / NO

C. ON-ISLAND TRAINING 1556’S
                     YES / NO

D. SETTLED TAD ORDERS
                           YES / NO

E. ORDERS PROCESSED FROM ACTIVE TO HISTORY FILE
   YES / NO

F. TAD MODIFICATIONS
                           YES / NO

G. TAD CANCELLATIONS
                           YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

5.  ARE TAD SOURCE DOCUMENTS PROPERLY INDUCTED INTO SABRS USING THE COMMAND TRAVEL ORDER PROCESS OR OBLIGATED ONLY WHEN USING BLOCKED TON’S?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

6.  ARE THE TAD SOURCE DOCUMENT FILES PROCESSED THROUGH A FILE IN SEQUENCE OF PENDING-POSTED-SETTLED-COMPLETED AND BY TON NUMBER WITHIN THOSE SECTIONS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

7.  ARE MODIFICATIONS, OBLIGATIONS, ADJUSTMENTS, AND CANCELLATIONS TO BLOCKED TON’S OR TAD ORDERS INDUCTED INTO SABRS AS SOON AS SABRS IS AVAILABLE?  YES / NO
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FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

8.  ARE CONFIRMATION ORDERS BEING INDUCTED INTO SABRS AS SOON AS SABRS IS AVAILABLE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

9.  ARE THERE ANY DOCUMENTS IN THE PENDING FILE OVER 30 DAYS OLD?  IF YES, WHAT ACTION HAS BEEN TAKEN TO FOLLOW UP ON THE PENDING DOCUMENT?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

10.  ARE UNSETTLED OUTSTANDING TRAVEL ADVANCE LETTERS BEING SUBMITTED FOR TAD ORDERS AFTER FIVE (5) DAYS FOLLOWING THE ESTIMATED COMPLETION DATE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

11.  ARE OUTSTANDING TRAVEL SETTLEMENTS BEING SUBMITTED FOR TAD ORDERS OVER STIMATED COMPLETION DATE: 30 / 60 / 90?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

12.  ARE SPLIT-YEAR TAD ORDERS PROPERLY INDUCTED INTO SABRS?  IF YES, ARE THE APPROPRIATE PENDING FILES SET UP TO REFLECT THESE ORDERS FOR THE FOLLOWING FISCAL YEAR?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

13.  ARE PERSONNEL BEING SCREENED FOR OUTSTANDING TRAVEL ADVANCES OR TRAVEL ORDERS PRIOR TO CHECKING OUT OF THE COMMAND?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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SECTION 3 – ACCOUNTING, PART B. CONTRACTING/PROCUREMENT 

1.  ARE THE FOLLOWING OFFICIAL ACCOUNTING RECORDS PROPERLY MAINTAINED FOR ALL FISCAL YEARS:

A. AUTHORIZATIONS & AMENDMENTS:
            YES / NO

B. TRANSACTION/UPDATE LISTINGS:
            YES / NO

C. UNLIQUIDATED ORDERS LISTINGS:
            YES / NO

D. NEGATIVE UNLIQUIDATED ORDERS LISTINGS: 
YES / NO

E. UNMATCHED DISBURSEMENT LISTINGS:
            YES / NO

F. UNSETTLED TRAVEL ORDERS LISTINGS:
      YES / NO

G. UNSETTLED TRAVEL ADVANCE LISTINGS:
      YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

2.  IS THERE AN EFFECTIVE TRAINING PROGRAM WITHIN THE FUND ADMINISTRATOR WHICH ENSURES THAT FISCAL PERSONNEL ARE PROFICIENT IN THEIR FINANCIAL RESPONSIBILITIES?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

3.  DOES THE FUND ADMINISTRATOR UTILIZE AN EFFECTIVE PROCESS TO ENSURE OFFICIAL ACCOUNTING REPORTS ARE USED AND UNDERSTOOD BY FISCAL PERSONNEL?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

4.  WHAT IS THE ROUTINE FOR ADVISING THE FUND ADMINISTRATOR SUPERVISOR AND/OR OFFICER-IN-CHARGE OF THE FUND ADMINISTRATOR’S STATUS OF FUNDS?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

5.  DOES THE FUND ADMINISTRATOR HAVE A SABRS REPORT CHECKLIST?  ARE REPORTS BEING RECEIVED OR PRODUCED IN HOUSE IN A TIMELY MANNER?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

6.  DOES THE FUND ADMINISTRATOR UTILIZE AN EFFECTIVE PROCESS TO ENSURE THAT THEY ARE MEETING PRESCRIBED OBLIGATION GOALS?  YES / NO  HAVE THEY EVER BEEN OVER-OBLIGATED OR EXCEEDED THE REVERSION RATE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

F-11

SOP FOR FINANCIAL MANAGEMENT OF O&M FUNDS

7.  ARE INTERNAL PROCEDURES ADEQUATE TO ENSURE THAT THE FISCAL CLERK RECEIVES COPIES OF ALL DOCUMENTS REQUIRING OBLIGATIONS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

8.  ARE FISCAL DOCUMENT FILES MAINTAINED CORRECTLY?  THERE SHOULD BE A MINIMUM OF FOUR FILES: RESERVED, OBLIGATED, EXPENSED, AND LIQUIDATED/COMPLETED AND FILED WITHIN THOSE SECTIONS IN DOCUMENT NUMBER ORDER SEQUENCE.  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

9.  ARE THE DOCUMENTS WITHIN THESE FILES RESERVED, OBLIGATED, AND EXPENSED UTILIZING THE CORRECT DIC CODES?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

10.  DO THE DOCUMENTS WITHIN THE EXPENSED AND LIQUIDATED/COMPLETED FILES HAVE THE APPROPRIATE RECEIPT OF GOODS OR SERVICES TO SUBSTANTIATE THE NEED FOR EXPENSING THE DOCUMENT OR PAYING THE INVOICE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

11.  ARE REQUESTS FOR PURCHASES BEING RESERVED IN SABRS PRIOR TO SUBMISSION FOR PROCUREMENT?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

12.  ARE THE FUND ADMINISTRATOR’S OBLIGATIONS, CANCELLATIONS OR CORRECTIONS THAT ARE POSTED TO THE OFFICIAL ACCOUNTING RECORDS MONITORED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

13.  ARE OBLIGATION DOCUMENTS PROPERLY ANNOTATED WITH THE DOCUMENT NUMBER, FINANCIAL INFORMATION POINTER (FIP), AND AMOUNT?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

14.  DOES THE FUND ADMINISTRATOR UTILIZE AN EFFECTIVE PROCESS TO ENSURE THAT RECONCILIATION OF OFFICIAL ACCOUNTING RECORDS IS CONDUCTED PROPERLY AND TIMELY?  IF YES, WHAT IS THE PROCESS USED?  YES / NO
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FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

15.  DOES THE FUND ADMINISTRATOR HAVE PROCEDURES ON HOW TO FOLLOW-UP OUTSTANDING DOCUMENTS WITH SUPPLY?  ARE THESE PROCEDURES DOCUMENTED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

16.  DOES THE FUND ADMINISTRATOR HAVE PROCEDURES IN PLACE TO TRACK DISCREPANCY NOTICES SENT AND RECEIVED FROM HIGHER HEADQUARTERS AND DFAS?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

17.  IS THE FUND ADMINISTRATOR EXPENSING DOCUMENTS ON A TIMELY BASIS?  IS THE EXPENSE BASED ON THE RECEIPT OF GOODS OR SERVICES?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

18.  WHAT PROCEDURES ARE IN PLACE TO ENSURE PROPER PREVALIDATION REQUIREMENTS ARE COMPLETED PRIOR TO INVOICE PAYMENTS AND WHAT DOCUMENTATION IS KEPT FOR SUPPORT?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

19.  IS THE FUND ADMINISTRATOR WORKING WITH THE COMPTROLLER DEPARTMENT TO DETERMINE THE CAUSE, EFFECT, AND CORRECTIVE ACTION NECESSARY TO CORRECT DOCUMENTS THAT FALL OUT OF THE NORMAL DOCUMENT CYCLE ON TO THE ERROR FILE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

20.  DOES THE FUND ADMINISTRATOR UTILIZE AN EFFECTIVE PROCESS TO ENSURE ACCURACY OF ULO’S, UMD’S, AND NULO’S AND THAT MARFORPAC’S ULO REDUCTION GOAL FOR THE PRIOR FISCAL YEARS IS ACHIEVED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

21.  DOES THE FUND ADMINISTRATOR UTILIZE AN EFFECTIVE PROCESS TO ENSURE THAT ADEQUATE DOCUMENTATION, MONITORING, AND YEAR-END PROCEDURES ARE ACCOMPLISHED FOR THE LIFE CYCLE FUNDED WORK REQUEST AND PROJECT ORDERS, BOTH AS A CUSTOMER AND A PERFORMING ACTIVITY?  YES / NO
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FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

22.  IS THE FUND ADMINISTRATOR USING INFOPAC?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

23.  IS THE FUND ADMINISTRATOR RECEIVING AND USING THE SABRS UPDATE SCHEDULE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

24.  ARE CONTROL MEASURES SET UP TO MANAGE THE GOVERNMENT VISA CARD PURCHASES PROGRAM?  IF YES, WHAT ARE THEY?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

25.  DOES THE FUND ADMINISTRATOR CURRENTLY HAVE OR HAVE HAD ANY DISPUTED BILLINGS ON THEIR GOVERNMENT VISA CARD MONTHLY STATEMENT?  IF YES, WERE THE DISPUTED BILLINGS PAID PRIOR TO SEEKING REIMBURSEMENT FROM THE VENDOR AND ARE THESE DISPUTED CHARGES DOCUMENTED?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

26.  DOES THE FUND ADMINISTRATOR MAINTAIN A DOCUMENT LOGBOOK?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

27.  HAS THE FUND ADMINISTRATOR USED ANY FISCAL PURPOSE ONLY DOCUMENTS?  IF YES, WERE THE FISCAL PURPOSE ONLY DOCUMENTS USED CORRECTLY?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

28.  WERE THE DOCUMENTS PROCESSED TO THE FUND ADMINISTRATOR’S UNMATCHED WORK CENTER (UM) VALID CHARGES?  IF YES, DO THESE VALID CHARGES HAVE THE APPROPRIATE SUPPORTING DOCUMENTATION?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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29.  ARE THERE ANY DOCUMENTS IN THE FUND ADMINISTRATOR’S PENDING FILE MORE THAN 30 DAYS OLD?  IF YES, WHAT ACTION HAS BEEN TAKEN TO TRACK THE STATUS OF THE DOCUMENT(S)?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

30.  ARE THE FUND ADMINISTRATOR’S CYCLE BALANCING WORKSHEET (CBW) MAINTAINED BY FISCAL YEAR AND SABRS CYCLE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

31.  ARE COPIES OF THE FUND ADMINISTRATOR’S QUARTERLY (AND MONTHLY FOR THE 4TH QUARTER OF THE FY) VALIDATIONS FOR ALL OPEN FISCAL YEARS ON FILE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

32.  HAS THE FUND ADMINISTRATOR REQUESTED ANY EXTENSIONS FOR THEIR VALIDATIONS?  IF YES, HOW MANY HAVE BEEN SUBMITTED AND WERE THEY RECEIVED PRIOR TO THE DIRECTED DUE DATE?  YES / NO

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

33.  HOW MANY VALIDATIONS, WITH OR WITHOUT AN AUTHORIZED EXTENSION, HAVE BEEN SUBMITTED AFTER THE DIRECTED DUE DATE?

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

34.  FOR VALIDATIONS SUBMITTED, WHAT WAS THE PERCENTAGE OF INCORRECT RECORDS?

A. 1ST QRT






__________

B. 2ND QTR






__________

C. 3RD QTR






__________

D. 4TH QTR, 1ST MONTH




__________

E. 4TH QTR, 2ND MONTH




__________

F. 4TH QTR, 3RD MONTH




__________

FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________

35.  HOW MANY RETURNED VALIDATIONS WITH GREATER THAN 10% ERRORS WERE SUBMITTED AFTER THE DIRECTED DUE DATE?
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FINDINGS:_________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS:__________________________________________________________________________________________________________________________________________________
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APPENDIX G

SAMPLE DOCUMENT TRACKING SHEET

	CHECK BOX IF TRACKING SHEET IS A FISCAL PURPOSE ONLY (FPO) DOCUMENT

	DOCUMENT TRACKING SHEET FOR FA:
	
	DATE:
	

	MILSTRIP
	AAC/UIC
	Calendar Year
	Julian Day
	Serial

Number
	FA Code
	SDN
	Activity Address Code
	FY
	Document Type Code
	FA Code
	Serial Number

	
	M00318
	
	
	
	
	
	M00318
	
	
	
	

	FINANCIAL INFORMATION POINTER (FIP)

	AAC
	FA Code
	Work Center
	Fund Code
	OC/SOC
	Cost Account Code
	Budget Reporting Code
	Job # Local Use
	Reim. Order Number
	Reim. Billing Code

	M00318
	
	
	
	
	
	
	
	
	

	CYCLE
	DIC
	RESERVATION
	OBLIGATION
	EXPENSE
	LIQUIDATION
	REMARKS
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APPENDIX H

LABOR CODING AND TIMESHEET EXAMPLES

PAY TYPE





     HOURS

RG






    Regular (Graded)

RF






    Regular, First Shift (Ungraded)

RS






    Regular, Second Shift (Ungraded)

RT






    Regular, Third Shift (Ungraded)

OU






    Overtime, Unscheduled

OX






    Overtime, Unscheduled (Outside Basic Work Week)

OC






    Overtime, Callback

SG






    Sunday Work (Graded)

SF






    Sunday Work, First Shift (Ungraded)

SS






    Sunday Work, Second Shift (Ungraded)

ST






    Sunday Work, Third Shift (Ungraded)

HG






    Holiday Work, (Ungraded)

HF






    Holiday Work, First Shift (Ungraded)

HS






    Holiday Work, Second Shift (Ungraded)

HT






    Holiday Work, Third Shift (Ungraded)

HC






    Holiday Work, Callback

LEAVE HOURS – PAID
LA






    Annual

LB






    Advance Annual

LC






    Court

LG






    Advanced Sick

LL






    Law Enforcement

LM






    Military

LN






    Administrative

LP






    Annual, Restored #3

LQ






    Annual, Restored #2

LR






    Annual, Restored #1

LS






    Sick

LT






    Traumatic Injury (COP)

LU






    Date of Traumatic Injury

LV






    Excused Absence

LEAVE HOURS – UNPAID
KA






    LWOP

KB






    Suspension

KC






    AWOL
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LEAVE HOURS – UNPAID (CONT)

KD






    Office of Worker Compensation Program (OWCP)

KE






    Furlough

KF






    NonDuty, Within Regular Schedule

KG






    Military Furlough (Called to Active Duty)

COMPENSATORY HOURS

CE






    Compensatory Time Earned

CT






    Compensatory Time Taken

CA






    Religious Compensatory Time Taken

CR






    Religious Compensatory Time Earned
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SAMPLE BI-WEEKLY WORKSHEET PART I

	[image: image5.wmf][image: image6.wmf]Administrative

Division

Budget

Accounting

Labor

Financial Mgmt

Division

Operations

Pay / TAD

Separations

Military Finance

Division

REA

ISA / MOU

Resource Mgmt

Division

Comptroller

Department

EMPLOYEE ID
	BLK/GRP

0661
	ACT

000318
	ORG
	EMPLOYEE NAME

J.W. SMITH
	PLT ROT
	DATE
	SEQ NO

	STD JON
	
	HRS WORK
	0730-1600
	TDC

	TOUR TYP/SFT GRADED ND
	AWS
	SUN
	MON
	TUE
	WED
	THR
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THR
	FRI
	SAT

	WEEK
	DAY
	TYPE HOUR
	HOURS
	JOB ORDER NUMBER
	E/H OTH
	LST HR
	TEM SFT
	NIGHT DIFF
	INJ NUM
	START TIME
	INIT

	1
	3
	LA
	4.00
	
	
	
	
	
	
	
	

	1
	4
	LS
	5.00
	
	
	
	
	
	
	
	

	1
	5
	LA
	1.00
	
	
	
	
	
	
	
	

	2
	2
	LN
	4.00
	
	
	
	
	
	
	
	

	2
	5
	KA
	2.00
	
	
	
	
	
	
	
	

	2
	6
	LA
	4.00
	
	
	
	
	
	
	
	

	2
	3
	CE
	1.00
	
	
	
	
	
	
	
	

	2
	4
	CT
	1.00
	
	
	
	
	
	
	
	

	2
	7
	OX
	4.00
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	REG
	
	OT
	
	COMP
	
	HOL
	
	SUN
	
	2ND
	
	3RD
	
	ND
	
	E/H
	
	NP/LV
	


SAMPLE ENTRIES ARE FOR THE COMMON TYPES OF LEAVE USAGE AS INDICATED ON PART II OF YOUR SAMPLE TIMESHEET.  Note that Week 1 and Week 2 are recorded with corresponding day in the respective week.

SAMPLE BI-WEEKLY TIMESHEET PART II

	WK1
	IN
	OUT
	IN
	OUT
	IN
	OUT

	SUN
	
	
	
	
	
	

	MON
	0730
	1600
	
	
	
	

	TUE
	1200
	1600
	
	
	LA
	4.0

	WED
	0730
	1030
	
	
	LS
	5.0

	THU
	0730
	1130
	1300
	1600
	LA
	1.0

	FRI
	HOLIDAY
	
	
	
	
	

	SAT
	
	
	
	
	
	


	WK2
	IN
	OUT
	IN
	OUT
	IN
	OUT

	SUN
	
	
	
	
	
	

	MON
	0730
	1130
	
	
	LN
	4.0

	TUE
	0730
	1600
	1600
	1700
	CE
	1.0

	WED
	0730
	1500
	
	
	CT
	1.0

	THU
	0930
	16000
	
	
	KA
	2.0

	FRI
	
	
	LA
	4.0
	LS
	4.0

	SAT
	
	
	
	
	OX
	4.0


· TIMESHEET WILL BE INITIALED FOR ANNUAL LEAVE TAKEN ON PART I OF TIMESHEET.

· OVERTIME AND COMP TIME EARNED MUST BE APPROVED IN ADVANCE ON NAVCOMPT FORM 2282

· NO SF-71 FOR ANNUAL LEAVE USED.  ALL OTHER LEAVE REQUIRES SF-71 (SICK, LWOP, ETC.)


SABRS LABOR EXCEPTION RECORD

DATE:













PAY PERIOD ENDING:

	SSN#
	LAST NAME
	PAY EXE
	LV EXE
	HOURS
	SOC
	CAC
	JN/LU
	RON
	RBC
	FA
	WC
	FC

	111-22-3333
	ADAMS
	
	
	2.00
	1112
	EFA0
	1109
	
	
	M0
	82
	RP

	111-22-3333
	ADAMS
	
	
	6.00
	1112
	5JB0
	SEL1
	H421
	C
	H4
	82
	RP

	444-55-6666
	JONES
	LS
	71
	9.00
	11C2
	1RH0
	0995
	
	
	M0
	82
	RP

	777-88-9999
	BROWN
	
	
	3.00
	1112
	EFA0
	0085
	
	
	M0
	82
	RP

	777-88-9999
	BROWN
	
	
	6.00
	1112
	EHA0
	E006
	H421
	E
	H4
	82
	RP


LABOR EXCEPTION RECORD UTILIZED BY FACILITIES DEPARTMENT TO HANDLE DISTRIBUTION OF HOURS EITHER PAY OR LEAVE BY FIP.

ATTENDANCE AND ABSENCES CERTIFIED CORRECT
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SOP FOR FINANCIAL MANAGEMENT OF O&M FUNDS











ANNUAL LEAVE USED (INITIAL LEAVE)





SICK LEAVE USED (SF 71 REQUIRED)





ANNUAL LEAVE USED (INITIAL LEAVE)





ADMIN LEAVE (B/D) USED (SF 71 REQ’D)





LEAVE W/O PAY (LWOP) (SF 71 REQ’D)





ANNUAL LEAVE USED (INITIAL LEAVE)





COMP TIME EARNED





COMP TIME TAKEN (LEAVE SLIP REQ’D)





OVERTIME WORKED
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SOP FOR FINANCIAL MANAGEMENT OF O&M FUNDS











DAY OFF.





WORKED ALL DAY.





0730 TO 1130 ANNUAL LEAVE AND 


WORKED 1200 TO 1600.


WORKED 0730 TO 1030 AND SICK LEAVE 


1030 TO 1600.


ONE HOUR ANNUAL LEAVE MIDDAY.





HOLIDAY.





DAY OFF.












































DAY OFF.





WORKED 0730 TO 1130; BLOOD DONATION 


1200 TO 1600.


WORKED 0730 TO 1700 AND EARNED ONE


HOUR OF COMP TIME.


WORKED 0730 TO 1500 AND USED ONE


HOUR OF COMP TIME.


LWOP (LEAVE WITHOUT PAY) 0730-0930.





BOTH ANNUAL AND SICK LEAVE USED.





OVERTIME WORKED.
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SOP FOR FINANCIAL MANAGEMENT OF O&M FUNDS
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										Cycle Balancing Worksheet for Cycle:_____

		Fund Administrator:____				Fiscal Year:____				Appropriation/Subhead:17__1106.27__0

				Report Names				Authorizations		Reservations		Obligations		Expenses		Liquidations

		Step 1:  New Authorizations				GFSPXR03

		Step 2:  M&S Online Transaction Report				GFSM258

		Step 3:  M&S Daily Transaction Update				GFSPM275

		Step 4:  Total Travel Report				GFSPT504

		Step 5:  Allocation Weekly Update				GFSPA226 OR GFSPAN33

		Step 6:  Labor Report				GFSPL200

		Step 7: Total Changes for Current Cycle

				Balancing the Cycle				Authorizations		Reservations		Obligations		Expenses		Liquidations

		Step 8: Current Status for Cycle ______				GFSPXR16

		Step 9: Previous Status for Cycle______				GFSPXR16

		Step 10: Difference Between Cycles, Step 8 minus Step 9

		Step 11: Difference Between Step 7 and Step 10 (if any)

		IF THERE ARE ANY VALUES OTHER THAN ZERO  IN STEP 11, SUBMIT A DISCREPANCY REPORT TO ACCOUNTING AS SOON AS POSSIBLE.

		Fund Administrator						Fiscal Year				Appropriation/subhead 17_110_.27_0

		Report #______						Description of Discrepancy

								Include Document # and amount






_1116310361.xls
FMRBLNK

		

				Fund Administrator Management Reconciliation (FAMR)

		From:  Fund Administrator

		To:      Budget Officer, MCBH Kaneohe Bay

		Subj:   RECONCILIATION OF FUND ADMINISTRATOR MANAGEMENT REPORT

		AS OF CYCLE

		Encl:   (1) FAMR Discrepancy Report

		1.  The subject FAMR has been reconciled and discrepancies are identified in enclosure (1).

		2.  The following reflects the status of funds based on application of memorandum records:

		a.  Total Resource Authority												$0.00

		b.  Total Authority Amendments Not Posted												$0.00

		c.  Grand Total of Resource Authority												$0.00

		d.  Total Obligations posted												$0.00

		e.  Total Pending (1+2+3)

		(1) Total Pending Not Posted						$0.00

		(2) Total Projection						$0.00

		(3) Total Allocations						$0.00

		f.  Grand Total Obligations												$0.00

		g.  Total Unobligated Balance (C-F)												$0.00

		h.  Previous Reported Discrepancies												$0.00

		i.  New Discrepancies (see enclosure (1))												$0.00

		j.  Adjusted Available Authority (G-(H+/-I))												$0.00

														Signature
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