UNITED STATES MARINE CORPS

U.S. MARINE CORPS AIR STATION Sta0O 7302. 2A
YUMA, ARIZONA 85369-5001 3FA
24 Apr 91

STATION ORDER 7302.2A4

From: Commanding Officer, Marine Corps Air Station, Yuma
To: Digtribution List

Subj: STANDING OPERATING PROCEDURE (SOP) FOR FUND ADMINISTRATORS
AND SUB-FUND ADMINISTRATORS

Ref: (a) Sta0 P5451.1E
(b) MCABWA FMAM P7312
(c¢) MCABWA FMBRM P7130
(d) NAVCOMPT MANUAL VOL VII
(e) Sta0 12510.4

Encl: (1) Administrative Control of Funds
(2) Instructions for Maintenance of Records and Files
(3) Glossary of Financial and Related Terms
(4) Annual Operating Plan Worksheet
(5) Unfilled Orders Status Report

1. Purpose. To establish a standard operating procedure for Fund
Administrators (F/As) and Sub-Fund Administrators (SF/As). To pro-
vide assistance to F/Ag and SF/Ag in the management of the Command’'s
financial resources within the guidelines established per references
(a) through (e).

2. Cancellation. Sta0 7302.2.

3. Background. Reference (a) notes the Comptroller’s responsibility
to provide guidance to the F/Ag8 and SF/As8 in the management of finan-
cial resources. The Comptroller will provide F/As and SF/As with the
capability of reviewing and evaluating their financial management pro-
gramg and records and will be the source of assistance in resolving
problems.

4. Scope. Enclosure (1) provideg information relative to the
regpongibilities associated with the adminisgstrative control of funds.
Enclosure (2) is a step-by-step approach to memorandum record keeping
and reconciliation with official accounting records. It ig intended
to be made a permanent part of the desk top procedurea for F/A and
SF/A fiscal personnel. Enclosure (3) ig provided for information
purpoges. Enclosure (4) is the format to be followed when labor
plang are submitted annually or on an as needed basis. Enclosure (5)
ig a gsample copy of an Unfilled Order File including footnotes in-
tended to gimplify the procedures for reconciliation.

5. Action. F/As and SF/As are expected to maintain sufficient memo-
randum records to permit reconciliation of their accounts with the
official accounting recordeg for maximum adminigtrative control of
funde. The details of F/A and SF/A responsibilities with regard to
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reconciliation with the official accounting records are noted in en-
clogure (2). It ig egsgential that the Unfilled Order validation,
discussed in enclosure (2), be accomplished as scheduled.

6. Ingpections

a. A Command Inspection Team, appointed by the Comptroller, will
conduct g8cheduled vigite to all F/As8 and SF/As on a gemiannual basis.
The Officer in Charge (0IC) of this inspection team will be respon-
gible for developing and reviging a check list of items to be eval-
uated during the inspection visitse. This check list will be based
on the information contained in enclosures (1) and (2). The OIC
will prepare the schedule of semi-annual reviews and notify each F/A
and SF/A by letter 30 days prior to their gcheduled vigit. In addi-
tion, adequate records of the inspection visgits will be maintained
by the OIC of the Inspection Team.

b. Additional inspection visits may be requested by the F/A or
SF/A if clarification or additional guidance is needed in any speci-
fic area of funde management.

c¢. Letters will be provided to the Commanding Officer, MCAS
Yuma, outlining the results of each inspection.

7. Applicability. Records maintained by F/As and SF/As to control
the use of operating funds (O&M and Family Housging) follow the guide-
lines discussed herein. Maintenance of records to control usage of
other allocated fundes may also be accomplished by management's use

of these instructions.

CA)‘/%/WQC@
C. T. DUNSTAN
By direction

DISTRIBUTION: A
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ADMINISTRATIVE CONTROL OF FUNDS

1. Background. All authorizations received by the Station are
granted to the Commander, Marine Corpg Air Bases, Western Area
(MCABWA). Per reference (d), the Commanding General is held person-
ally responsgible for any persgonal act, or act of a subordinate, which
creates an over-obligation or over-expenditure of an authorization of
funds. Thisg responsgibility cannot be delegated. However, due to
gsevere statutory penalties which may be imposed upon the Commander,
in the event that fund authorizations are exceeded, improprieties in
the handling of fundsg will cause the imposition of Command or admini-
gtrative penalties. Authorizations are issued by the Commander,
MCABWA to the Commanding Officer, Marine Corps Air Station (MCAS)
Yuma.

2. Comptroller Responsgibility. The Comptroller at MCAS Yuma is de-
gignated ag the Commanding Officer's primary financial officer to
ensure adequate administration and proper use of funds. The Comp-
troller ghall monitor and provide assistance in the use of funds al-
located to F/As and SF/Ag. Each F/A and SF/A is equally responsgible
for the propriety and effectiveness in the use of thoge funds allo-
cated and will be held adminigtratively accountable for any deter-
mined misuse or ineffective use. The Comptroller provides the Com-
manding Officer with monthly briefsg to advise him of trends in ex-
pensges and obligations and to explain the on-going progresgsion of
budget execution.

3. Budget Division Responsibilities

a. The Budget Divigion delineates guidance and instructions con-
tained in reference (¢) for budget preparation and forwards to each
F/A for action. Budget estimates are returned by established due
date and consolidated at the Station level for submisgion to higher
headquarters.

b. Upon receipt of the annual authorization, the Budget Divigion
recommends disgtribution of labor, material and TAD funds to the Comp-
troller using the F/A’'s budget estimates and changes to the Station’'s
operational requirements. Budget personnel continuously monitor bud-
get execution and analyze all variances from the original budget
plan; recommend areas where financial adjustments and sgavings may be
affected; submit requests and justifications for additional funding
requirements from F/A's to higher headquarters for action; develop
guidelines and criteria for collection and coordination of statisgti-
cal data; and prepare periodic progress reports and sgpecial statis-
tical data asg required.

4, Allocation of Fundsg

a. Direct operating funds to support operations and maintenance
functions of the Air Station are allocated by the Budget Divisgion to

ENCLOSURE (1)
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F/Ag using BSub-Operating Budget Operating Target (OPTAR) Fund Author-
izations, Form MCABWA 7042/5 (Rev 10-85). Reimbursable operating
funds to perform work or services for others are allocated to F/As
and SF/As8 on this same form. Allotted funds for gpecific areas of
gsupport such as Subsistence, Procurement Marine Corps (PMC) invest-
ment items, Family Advocacy, and Stock Fund are allocated on an Al-
lotment/Sub-Allotment Operation Target (OPTAR) Form MCABWA 7042/5
(Rev 10-85) to those Fund Adminigtrators who have been assgigned re-
gponsibility for that support function.

b. The initial OPTAR isg igsued at the beginning of the fiscal
year and represents an annual budget plan for civilian labor, ma-
terial, and temporary additional duty (TAD). The annual funds are
broken down into quarterly allocations for obligation and expendi-
ture. Separate OPTARs will be provided for each Reimbursable Order
Number (RON). A copy of each F/A authorization will be provided to
the Accounting Divigion for uge in establishing and maintaining the
official accounting records.

c¢. Amended OPTARS are provided only when there is a change in
the F/A'g annual funding or when funds are moved between quarters.

5. Restrictionsg. Funds authorized for civilian labor, material (to
include contracts) and TAD may not be used interchangeably. Nor can
they be applied to other than the program element (PE) and SF/A for
which the funds were allocated. Realignment of funds may only be
approved by Higher Headquarters.

6. Request for Funds. All requests for additional funds in excess
of financial ceilings on F/A's OPTARS will be submitted to the Comp-
troller and contain a brief justification and impact statement.

7. General Accounting System

a. The system used to provide guidance and direction with re-
spect to the budget, management and review process for operations
and maintenance funds for Marine Corps bases and stations is Project
PRIME (Priority Management Effort). The objectives of Project PRIME

are.

(1) To determine the cost of operation of an activity in
terms of total resources consumed or applied.

(2) To establish a system of monetary and quantitative con-
trols that will be of maximum value to management in assuring that
resources are used effectively and efficiently in accomplishing the

migsion of the activity.

(3) To provide a plan in the form of an expense operating
budget against which performance can be measured, variances

ENCLOSURE (1)
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analyzed, and adjustments made, as necessary, to permit more effec-
tive management of resources.

(4) The accounting structure of PRIME provides the basis for
organizational units to report their operating expenses by:

(a) Program element (PE) which tells who isg using the
resources.

(b) Sub-activity group (SAG) which reflects the utiliza-
tion of funds in the manner in which they were programmed and bud-
geted and aggregated to decisgion unit codes (DUC).

(¢) Functional category (FC) which tells why or for what
purpose resources were used.

(d) Sub-functional category (S/FC) which provides a
finer breakout below the major functional category.

(e) Cost account code (CAC) which tells where resources
are used.

(f) Expense element (E/E) which tells what kind of re-
sources are used.

8. Accounting Office Responsgibility

a. The Accounting Office is respongible for maintaining the Com-
mand’'s official accounting records. This is accomplished under the
direction of the Comptroller and higher Headquarters per the guid-
ance contained in the NAVSO P3006 (Financial Management of Resgources),
MCO 7300.10B (Mechanized Financial Procedures for Selected Marine
Corps Post and Stations), MCO 7300.8D (Financial Accounting Manual
(FAM)) and other Directives and Bulleting igsued. These Manuals and
Directives/Bulletins are located in the Accounting Office.

b. Mechanized reports are provided by the Accounting Divisgion
to each SF/A. These reports reflect the official status of all al-
located funde and serve to identify funding deficiencies, ag well as
potential excesses. They provide a tool for exercisging proper con-
trol over funds.

¢. The following is a ligt of the various reports provided by
the Accounting Office and a schedule of frequency:

REPORT SCHEDULE
Labor Distribution semi-monthly (or with corrections)
Material & Services Report monthly

ENCLOSURE (1)
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Unfilled Order Update each cycle
Completed Orders Report each cycle (with transactions)

(not cumulative)

Reimbursable Reports each cycle (with transactions)
(one for each RON) and month end
Fund Adminisgtrator’s each cycle (with transactions)

Management Report

Master Job Order Number each cycle
(MJON) Balance Sheet

Unfilled Order Status Listing month end

Periodic MJON Report month end

2168 Expense Report month end

10890 Budget Performance month end
Statement

9. Fund Adminigtrator and Sub-Fund Adminigtrator Responsgibility

a. Each F/A will assgign competent personnel to maintain memoran-
dum records described in enclosure (2). A current list of assigned
personnel, including phone numbersg, will be provided to the Comptrol-
ler (Code 3FA), via the Fund Administrator. Updateg of this list
must be provided as personnel turnover and re-agsignments occur.

b. The F/A and SF/A must maintain necessary memorandum records
sufficient to account for all operating funds authorized at the sgub-
fund level (both direct authorization and reimbursable) and to en-
sure official accounting records are accurate and current.

c¢. The F/A and SF/A shall review and reconcile, on a continuous
basisg, financial management reports/listings provided by the Account-
ing Division. Prompt adjugtments to memorandum records to provide

an accurate balance between memorandum and official accounting rec-
ords will be made.

d. Notify the appropriate Accounting or Budget personnel immedi-
ately when the reconciliation process indicatesg errors that need to
be corrected in the official accounting records.

e. Fund Administrators must notify the Comptroller immediately
of any excess funds that become available for reprogramming. Like-
wige, of any identifiable cost factors or trends that may result in
over-obligations or over-expenditure of authorized funds PRIOR TO

ENCLOSURE (1)
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THAT OVER-OBLIGATION BEING REFLECTED IN THE OFFICIAL ACCOUNTING
RECORDS. The F/A must thoroughly analyze available funds to identify
actiong that can be taken to realign funds where needed.

f. The Management to Payroll program is defined in reference
(e). Labor projections will be prepared as required with a copy
provided to the Comptroller, Budget Division. All labor projec-
tions, worksheets, labor reports and other accumulated Management to
Payroll data shall be kept together in a gingle file.

10. Retention of Records

a. Verifiable records must be maintained which will show the
value of transactiong incurred and the available balance of funds.

b. All accounting and Management to Payroll files and records
will be retained for the current fiscal year (FY) and two (2) prior
figcal yearg. Budget submigsions and projection files and data must
be maintained for current FY plus four (4) prior fiscal years.

c. By means of accurate memorandum records and files the F/As
and SF/Ag will be aware of financial trends and shortfalls and have
valid data for reconciliations of the official accounting records.
This will provide valuable data for the required budget submisgsions
and management to payroll labor projections.

ENCLOSURE (1)
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INSTRUCTIONS FOR MAINTENANCE OF RECORDS AND FILES

1. Obligation of Funds

a. The following are a few examples of requisition documents
which are used as obligating documents:

(1) DD 1149 - Requigition Invoice/Shipping Document - Supply
(2) GSA 1348 - NSN Requigition - Supply

(3) DD 1348-6 - NON-NSN Requisitions

(4) DD 1155 - Order for Supplies or Services

(5) NAVCOMPT 2275 - Work Request

(6) NAVCOMPT 2276 - Request for Contractual Procurement (RCP)
"V" Project Order

(7) DD 1556 - Training Request

(8) Supply NMMMS Form

(9) TAD Orders
(10) NAVSUP 1153 - Request for Purchase Action

b. Upon receipt, or generation, of a requisition document the
F/A or SF/A will verify the following data:

(1) The Appropriation data to include FY, F/A, MJON, Work
Center, E/E, and RON if applicable;

(2) Total amount of document (quantity times unit price);
(3) The document number; and
(4) Availability of funds.
c. All obligating documents will be initialed by the F/A or SF/A
before being processed into the supply system. The F/As’' or SF/As'
initials will indicate that funds are available for that specific

purchase.

2. Memorandum Accounting Ledgers.

a. Each F/A and SF/A will maintain a memorandum ledger, either
manually or computerized, sufficient to identify a "bank book" bal-
ance of unobligated funds. Separate memo ledgers must be maintained
for each Sub-Fund account and each Reimbursable Order Number authorized.

ENCLOSURE (2)
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b. The memorandum ledger will be broken down in several columns
to show, ag a minimum, the following data:

(1) Authorization amount;

(2) Requigition number;

(3) MJON (desgcription, work center are optional);

(4) Requigitions pending (awaiting Supply action);

(5) Unfilled requisitions;

(6) Unfilled order status (UFO);

(7) Accounts payable (A/P);

(8) Ligquidated amount; and

(9) Available balance.

¢. The F/A and SF/A will retain a copy of each reguisition docu-

ment which ig processed against his assigned accounts. Each requisi-
tion will be recorded in the appropriate ledger. The ledger for ma-
terial and TAD will be balanced with each Fund Administrator’'s Manage-
ment Report (FAMR). As new documents are added, the F/A and SF/A

will be responsible for maintaining current available balances.

3. Document Files

a. Each F/A and SF/A will maintain the following files:

(1) OPTAR File. Thig file will contain copiesg of all OPTARs;
labor, material, and TAD. These will be filed in date sequence and
annotated with the date of the FAMR on which they first appeared.

(2) Pending File. Thig file shall contain all newly ini-
tiated requisition documents which have been recorded in the ledger
but have not yet appeared on the official accounting records. Tempo-
rary Additional Duty documents will also be maintained in this file.
Documentg will remain in this file until they appear on a mechanized
Unfilled Requisgition (UR) Listing or Unfilled Order Update Listing.
When it appears on one of these listings, the date of the listing
will be annotated on the document which will then be moved to the
Unfilled Requisgitions file (open purchases and contracts only). When
a document has been in the pending file more than 30 days the F/A or
SF/A must make inquiries as to its status. Correspondence should be
initiated to the Accounting Division and/or the Supply Department so
that appropriate action can be taken to clear the file. Documents
will be moved from the pending file when they appear on the Unfilled

ENCLOSURE (2)
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Order (UFQ) Update Listing (applicable to Material and TAD funds).
For thosge F/As and SF/As maintaining memorandum records on a person-
al computer, documents need not be physically moved go long as their
mechanized records are sufficient to indicate which status the docu-
ment ig in.

(3) Unfilled Order File. This file will contain all out-
standing obligation documents that have appeared in the UNF-Orders
column of the UFO listing. All documents must be annotated with the
date of the UFO listing on which they first appeared. The total UFO
documents must agree with the total of unfilled orders Total-to-Date
amount listed on page (3) of the FAMR. (Applicable to Material and
TAD funds.)

(4) Accountg Payable (A/P) File. Documents appearing in the
Accounts Payable column of the UFO listing will be annotated with the
date of the listing and moved to the A/P file. Total A/P documents
in thig file should agree with the "Total-to-Date" column on page
(3) of the FAMR. (Applicable to Material and TAD funds.)

(5) Expended/Liquidated File. Documents will be moved from
the Unfilled Order file to the A/P file when they appear in the Ac-
counts Payable or Liquidated column of the UFO listing. All docu-
ments which have been completely liquidated or canceled are completed
documents. When a document has been finalized it will be marked
with an (F) and remain in thig file. The Completed Order Status Re-
port will be reviewed to ensure that no double obligation of a doc-
ument has been made.

(6) Accounting and Budget Files. This will contain copies
of all Fiscal Letters of Ingtruction (FLOIs) and other forms of guid-
ance igsued by the Comptroller Department in date sequence. All the
mechanized reports will be filed separately by report name. These
files are to be kept in date sequence also.

4, Reconciliations

a. To ensure that all current and relevant financial data is re-
flected in the official accounting reports reconciliation of the var-
ious reports is necessary. Upon receipt of an accounting cycle, F/As
and SF/As will ensure that all listings and reports are reviewed.

Any listings not belonging to the F/A and SF/A will be returned to
the Accounting Division immediately. Any migsging pages or reportis
will be requested promptly.

b. Each F/A and SF/A will perform reconciliations to verify
their records against the official accounting reports and listings.
F/As and SF/As will have a document for each obligation reported in
the official accounting records. Any discrepancies will be annotated
and immediately researched to determine the cause. The Accounting
Divigion will be notified of all errors and digcrepancies requiring

ENCLOSURE (2)
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adjustment to the official accounting records. The following reports
will be provided and reconciled as described:

(1) Labor Digtribution Report. Verify data on this report
with the input from both labor and time cards; e.g., holidays, over-
time, leave and correct MJONs charged.

(2) Unfilled Order Update. This report contains all cur-
rent material and TAD transactions and will be reconciled to the
memorandum ledger each cycle. Discrepancies will be reported to the
Accounting Division immediately.

(3) Completed Orders Report. This contains all transactions
that have been completed on the previous cycle. This report will be
used to verify finalized (F) transactions.

(4) MJON Balance Sheet. This is a recap of all cumulative
expenses, including civilian labor. It ig a useful tool for labor
projections in the Management to Payroll program.

(5) Reimbursgable Orderg Report. Reports the status of each
reimbursable order number accounted for by the SF/A. The F/A and
SF/A should reconcile this report to the appropriate memorandum ledg-
er to verify the reported status of funds. (Applicable to Reimburs-
able Funds only.)

(6) Fund Administrator’'s Management Report. This isg a com-
bined report of all the authorizations, obligationsg, expenses, and
available balances broken down by labor, material, and TAD. It re-
flects the official balance and status of funds allocated to the
SF/A. This report will be used to balance memorandum accounting
ledgers.

(7) Material and Services Report. A monthly expense report
which identifies each document being processed as either a miscellan-
eous expense, stock fund consumable, stock fund non-consumable, com-
mercial contract, or TAD. No specific reconciliation isg required
with this report.

(8) Unfilled Order Status Listing. Presents all outstand-
ing Unfilled Orders and Accounte Payable transactions to date which
have been recorded in the official accounting records. The Unfilled
Orders Total on this report must balance with the F/A's and SF/A's
Unfilled Order Obligation File. (Applicable to Material and TAD
funds.) Any discrepancies between this report and the F/A’'s and
SF/A's files should be reported to the Accounting Division immediately.

(9) Periodic Master Job Order Number (MJON) Report. Broken
down by Job Order Number (JON), this report reflects all expenses

ENCLOSURE (2)
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(except UFOs) that have been charged for labor hours and cost, mate-
rial, and prior year expense by cycle, month, quarter, and year to
date. This report reflects work center totals and can be used to
monitor funds2. This report ghall be reviewed to ensure that charges
for labor, material, and TAD are accruing to the proper JON.

(10) Expense Report (NAVCOMPT 2168). Disgplays all expenses
and work units for current fiscal year, and prior year expenses paid
in the current year, by various categories for labor, material and
supplies, commercial contracts, and others. This report is helpful
to track work units completed, employee hours, and accrued labor ex-
penses for each functional, sub-functional category and cost code.

(11) Performance Statement (NAVMC 10890). Displays current
year data by expense element within functional, sub-functional code,
cost account code, and program element. It reflects total obliga-
tionsg by percentage compared to annual authorization. This report
furnishes information used to monitor budget execution based on
total actual obligations incurred compared to the approved budget
program, This information will provide a percent to budget factor
which can be usged to measure the effectiveness of the budget plan.
Analysis of this report will provide data that can be used to ana-
lyze trends or indicate requirements for realignment of funds. (Ap-
plicable to all funds.)

5. Quarterly Unfilled Order Status Validation

a. NAVCOMPT Manual Vol III requires that a comprehensive review
of commitmente and obligations be conducted as of 30 September each
year, in addition to three other times during the year. These re-
views will include the current fiscal year and two prior fiscal

years and will be accomplished each January, April, July, and Sep-
tember.

b. To comply with this requirement the Accounting Divisgion will
provide each F/A and SF/A with an extra copy of the month-end UFO
Statug Report. Both copies of the listing will be annotated using
the codes below. The status of every document classified as UFO and
A/P on the UFO Status Report is to be reviewed and verified. The
appropriate code will be written to the right of, and on the same
line ag, the applicable document number. For all documents coded 'R"
on the listing, a copy of the proof of delivery will be returned to
the Accounting Division with the listing.

Document Status Annotation Code
Valid obligation A
Canceled C (Date and Reason)

ENCLOSURE (2)
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Material received R (Applicable Date; provide
copy of receipt document.)
If Sub-Fund Administrator NR

has no record of document

Other than above 0 (Explanation required, show
status of document)

¢. Annotated Listings will be signed by the F/A, SF/A or his
designated agent. One gigned listing will be returned to the Ac-
counting Divisgion by the due date stated on the cover memorandum.
An extension of this due date may be obtained from the Accounting
Officer if proper justification can be provided. Reports returned
by the Accounting Division to the F/As must be researched, corrected
and resubmitted to the Accounting Division within 24 hours.

d. Unfilled Requisgitions Lists and Unfilled Orders will be con-
tinually reviewed for posgsible cancellation as required by the NAV-
COMPT Manual, Vol 3.

6. Summary. Through the use of memorandum accounting ledgers and
the official accounting records, the F/A and SF/A should be able to
EFFECTIVELY monitor asgsigned resources. It ig essgential that any
reporting discrepancies noted are brought to the attention of the
Accounting Division or Budget Division, as applicable, and subsequent
listings be reviewed to ensure that appropriate corrective action has
been effected.

ENCLOSURE (2)
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GLOSSARY OF FINANCIAL AND RELATED TERMS

ACCOUNTING CLASSIFICATION CODE. Thisg code is used to provide a uni-
form gygtem of accumulating and reporting information. It consists

of nine voding elementg: appropriation, subhead, object class, bu-

reau control number, sub-allotment, authorization accounting activi-
ty, transaction type, property accounting activity and cost code.

ACTIVITY ADDRESS CODE (AC). A gix position code asgigned to identi-
fy gpecific unitg, activitiez, or organizations authorized to direct,
ship, or receive material, documentation, or billing. The first .
pogition of the code ig the 2ervice asgignment code (M for t§e Marine
Corps); the other five positions identify the units, activitlgs, or
organizations within the service specified by the service assignment
code. The AC ig repeated, as required, to identify all three types
of "in the clear” address (TACs 1, 2, and 3).

ALLOCATION. An allocation of funde by budget activity (sub-head) isg
an authorization to create obligations and incur expenditures against
appropriationg for authorized purposes. Within Headquarters Marine
Corps, the Fiscal Director of the Marine Corps isgsues allocations

for all appropriations to subhead administrators per the Comman-
dant's financial plans.

ALLOTMENT. The authority, expressed in terms of a specific amount
of funds, granted to a commander by the Commandant to obligate and
expend funds for a particular purpose. Obligation and expenditure
of the funds may not exceed the amount specified in the allotment
and the purpose for which the authorization is made must be adhered
to. Within Headquarters Marine Corps all allotments are issued by
gsub-head administrators.

ALLOTMENT HOLDER. The Commander or individual to whom an allotment
ig issued and who is responsible for the proper disposition of the
allotment.

APPORTIONMENT. A determination by the Office of Management and

Budget as to the amount of obligations which may be incurred during

a gpecified period under an appropriation, contract authorization,

other statutory authorizations, or a combination thereof. An appor-
tionment may relate either to all obligations to be incurred during .
the specified period within an appropriation account or to obliga-

tions to be incurred for an activity, function, project, object, or :
combination thereof.

APPROPRIATION (ANNUAL). Also known a8 l-year appropriations. This
appropriation isg generally used for current adminigstrative, mainte-
nance, and operational programs, including the procurement of items
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clagssified a2 "expense’. These appropriations are available for ob-
ligation for one fiscal year and for liquidation for two additional
years. Thig additional 2-year period for expenditure may be extended
by Congress. At the end of the 3-year period of availability, or
such other period as approved by Congress, any unexpensed balance in
an annual appropriation ig transgsferred to the designated successor

or "M" account. All Marine Corps Military Personnel, Resgerve Person-
nel and Operations and Maintenance are annual appropriations.

APPROPRIATION (CONTINUING). Also known as no-year appropriations.
These appropriations provide funds for completing long range projects
and the fundg appropriated remain available for obligation and ex-
penditure until the projects are completed and/or the funds are ex-

pended. Normally established for consgtruction and procurement of
invegstment items.

APPROPRIATION (DIRECT). An Act of Congress authorizing a specified
amount of funds to be used for designated purposes and for payments
to be made out of the Treasury of the United Stategs. There are five
direct Marine Corpe appropriations:

Military Personnel, 17_1105 (1 year obligation)
Marine Corps (MPMC)

Reserve Persgonnel, 17_1108 (1 year obligation)
Marine Corps (RPMC)

Operations and Maintenance, 17_1106 (1 year obligation)
Marine Corps (O&MMC)

Operations and Maintenance, 17_1107 (1 year obligation)
Marine Corps Reserve (O&MMCR)

Procurement, 17_1109 (3 year obligation)
Marine Corps (PMC)

The appropriation code is the first element of the accounting class-
ification code and it consgigts of geven digits:

17 1 1106

Government Department _ 17 = Navy Department
Fiscal Year 1 = Figcal Year 1991
Particular Appropriation 1106 = O&M Marine Corps

APPROPRIATION SPONSOR. The gtaff officer having primary cognizance
over the programs funded with the appropriation and responsible for
coordinating the staff action necessary in the budget formulation
and execution of the specific appropriation. In the case of the
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Marine Corps, all appropriation sponsors are located at HQMC and
Quantico, VA,

AUDIT TRAIL. A term used in accounting which refers to normal
chain of events in the accounting cycle. For example, an audit
trail might go from a financial gtatement to a general ledger to a
gubgidiary ledger to a disbursing register and finally to a source
document.

AUTHORIZATION ACCOUNTING ACTIVITY (AAA). An activity designated by
the Comptroller of the Navy to perform official accounting functions
for other shore activities.

BILLING. A document representing a charge for services rendered or
material received.

BLANKET PURCHASE AGREEMENT. A purchase document establishing a
charge account with a commercial supplier to cover small purchases
ordered by placing callg againgt the purchase order.

BUDGET. A plan of financial operations showing in dollars the esti-
mates of funds needed to carry out the assigned mission, or missions,
over a specified period of time.

BUDGET ACTIVITY. This is8 a divigion of an appropriation which is
identified by a symbol called a sub-head.

BUDGET CLASSIFICATION CODES. These codes represent the principal
functional areas that the Commandant of the Marine Corps desires for
the administration of fundeg under the Resource Management System
(RMS) for O&MMC and MPMC appropriations. Budget clasgsification codes
congisgst of two digits. They are defined in Chapter 4, Vol II, of

the NAVCOMPT Manual. For instance, 24 is Marine Corps forces which
provide for operations and training (less flight operations) of Fleet
Marine Force units, 2B is Base Operations and 8A is Recruit Training.

BUDGET PROJECT. Budget activities are divided into one or more pro-
jects called budget projects. 1Ite purpose ig to develop more detail-
ed data esgential to the administration and control of an appropria-
tion. -

BUDGET YEAR. The year following the current fiscal year and for
which the budget estimate is prepared. For example, if the current
figcal year is 1991 the budget year would be fiscal year 1992.

BUREAU CONTROL NUMBER (BCN). An allotment authorization number con-
gisting of five characters composed of a 3-digit allotment number
prefixed by a 2-digit budget project number.

CASH SALES. Cash galesg are reimbursable igsues from a stores account
(other than the Navy Stock Account and the Marine Corps Stock Fund
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Account, when igsued for purposes of work or sgervices under a reim-
bursable order).

COMMERCIAL CONTRACTS. The expense incurred for all services pro-
cured locally.

COMMITMENT. A firm administrative reservation of funds based upon
firm procurement directives, orders, requisitions, authorizations to
igsue travel orders, or requests which authorize the SF/A to create
obligations without further recourse to the official responsible for
certifying the availability of funds. The act of entering into a
commitment ig usually the first step in the process of spending
available fundg. The effect of entering into a commitment and the
recording of that commitment on the records of the allotment isg to
reserve funds for future obligations. A commitment is subject to
cancellation by the approving authority to the extent that it is not
already obligated.

CONSUMABLE SUPPLIES. Material which after issue is chemically or
physically altered with use to the extent that it cannot be econom-
ically re-used for its original purposes and/or which is not normal-
ly returned to a storage or industrial activity for repair. Consum-
able supplies are either consumed in use or losge their identity in
the process of work or in the rendering of service. They include
such items asg office supplies, POLs, lumber, etc. Consumable sup-
pliesg are generally expended upon issue.

COST ACCOUNT CODES. Codes esgtablished to clasgsgify transactions
according to their purpose. It is normally the last four characters
of the cost code of the accounting clagsgification code or, in the
job order gystem, the third through the gixth digit of the job order
number.

COST ACCOUNTING. A gystem of accounting, analyzing, and reporting
the cost of operation of programs, activities, functions, and organ-
izational unitsg, or the cost of production of goods and services.

COST-BASED BUDGET. A budget formulated on the basgis of the cost of
goods and sgervices actually to be received during a given period
whether paid for before the end of the period or not. (Not to be-
confused with an expenditure-based budget, which ies based upon the
cogt of goods and services received and actually paid for.)

COST CODE. The last element of the accounting classification code.
It ig the source of any information needed for the preparation of
local reports. It consists of 12 alpha-numeric characters.

CROSS-SERVICING. That function performed by one military service in
support of another military service for which reimbursement is re-
quired from the gervice receiving support.
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DIRECT COST. Those labor, material, or other cosgts which are di-
rectly associated with a facility, piece of equipment, or other spe-
cific unit.,

DISBURSEMENTE. Payment2 for goode or gervices received. Disburse-
ments may be an actual payment in cash, payment by government check
to a public supplier, or by transgfers between appropriations or funds
whereby the funds of a receiving governmental activity are charged
and the fundg2 of the performing activity are credited for the value
of the goods2 or services received.

DOCUMENT IDENTIFIER CODE (DIC). A 3-digit field composed of three
elements: first posBition = record code; s8econd position = expense
slement; third pogition = posting code., This document identifier
code used within the PRIME Accounting Sy=2tem and should not be con-

fuged with dooument identifier codes used in any other system.

RECORD CODE

- Cash Disbursement File Only

- Work Units

- Miscellaneous Expenses

- Commercial Contracts (To be used with expense element "Q" only)
TAD Transportation

- TAD Per Diem

- Service Units

- Pol

- Prior Year Expense

E<Hun"wy=z=2Q
1

EXPENSE ELEMENTS

- Military Personnel

- Purchased Equipment Maintenance
- Travel of Personnel

- Trangportation of Things, Inland
- Utilities and Rent

- Communications

- Service Transfers - Unfunded

- Purchased Equipment Maintenance
- Purchased Serviceg - Other
Aircraft Pol

- Bupplies

- Civilian Personnel

- Pol Other than Ships and Aircraft
- Equipment

- Other Expense

- Printing and Reproduction

- Service Transfers - Funded

- Work Units

OSNHXE<CHDOWOZ=EZLEHUO>
1
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POSTING CODE

A - MJON Expense (Bypass Unfilled Orders)

C - Cash Disbursement Only (Bypass MJON and UFO)
1 - Obligate - Liquidate - Expense

2 - Obligate - Liquidate

3 - Obligate - Expense

4 - Obligate (Will be input when using a RON)

5 - Liguidate

6 - Expense

7

- Expense and Liquidate (Will be input when using a RON)

DOCUMENT NUMBER. A l4-position number that identifies the military
service, requisitioner, requisition date, and serial number. That
portion of the document number used by organic activities for ac-
counting purposes (on local records) will be the Julian Date and the
gserial number (eight-position code).

EDIT CODE. A one-digit code which permits control of the types of
transactions which may be processed against a job order number. A
blank in this field will permit all types of charges to be processed.
Valid edit codes are as follows:

EDIT CODE DESCRIPTION

Military Labor Only

Civilian Labor Only

Material Type Transactions Only
Civilian Labor & Material Only
Military Labor & Material Only
Closed for Labor

Completed Job Order
Purge/Delete

OO0 AN~

EXPENDITURE. An amount of money actually paid out from an appro-
priation. For example, checks drawn or cash expended in payment of
billeg; transfers from one appropriation to another ag a result of
obligations.

EXPENSE ELEMENT. Specifies the type of resource being consumed in
the functional/sub-functional category and cogt account. It is a
one character alpha code, listed and defined in detail in the NAV-
COMPT Manual Vol II, Chapter 4. Following isg a list of all expense
element codes:

- Military Personnel

- Military Trainees

Military Personnel Unassigned

- Purchased Equipment Maintenance
- Travel of Personnel

HOUQW®
1
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- Trangportation of Things (MAC)

- Transportation of Thingse (Commercial Air)

- Transgportation of Things (Military Sealift Command)
- Transportation of Thinge (Inland Transportation)
- Transportation of Things (QUICKTRANS)

- Trangportation of Things (Other)

- Utilities and Rents

- Communications

- Service Transgfers

- Purchased Equipment Maintenance ( Commercial)
Purchased Services, Other

- Aircraft POL

- Bhip POL

- Supplies

- Civilian Personnel

- Other POL

- Equipment

- Other Expense

- Printing and Reproduction

- Service Transfers

NXE<cHUuDOWOZ=ECRGIaT
1

EXPENSES. The cost of resources consumed or applied during the ac-
counting period. Expenses to be included in the operating budget
congigt of civilian labor, military gervices applied, material con-
sumed or applied, services rendered, rental of facilities and equip-
ment and cost transfers. Included in an expense are the costs of
end items or equipment having a unit value of less than #1,000 and
the cosgt of minor construction of a value of #25,000 or less.

FEDERAL GROUP. The first two digits of the federal supply clasgsifi-
cation of the federal stock number which indicates a grouping of the
FSN by category of material; e.g., group 10 applies to weapons and
related weapons material.

FEDERAL ITEM IDENTIFICATION NUMBER (FIIN). A number sequentially
asgigned to each approved item identification under the federal cat-
aloging program. The number consists of a 7-digit nongignificantly
asgigned number.

FEDERAL STOCK NUMBER (FSN). Consists of an applicable 4-digit class
code number federal supply classification (FSC) plus the 7-digit
federal item identification number (FIIN).

FEDERAL SUPPLY CLASS. A grouping of relatively homogeneous commodi-
ties with respect to their physical or performance characteristics,
the relationship of parts, attachments, accessories to the next high-
er assemblies for which they are specifically designed, or that the
items therein are such that they are usually procured or issued to-
gether.
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FEDERAL SUPPLY GROUP. The aggregation of several federal supply

clasgssges into a meaningful grouping for uniform management purposes.
(See algo Federal Group.)

FUNCTIONAL CATEGORY. Used to classgify expenses by the purpose or

end use for which they are spent. There are 13 functional categor-
ieg which identify the type of operation within a program for which
expenses incurred. The functional category code is a 1l-digit code.

It is8 the first digit of the job order number. The functional
categories prescribed by DOD are as follows:

Code Functional Category

A,B and C Mission Operations
Adminisgtration

Supply Operations
Maintenance of Material
Property Disposal

Medical Operations

Overseas Dependent Education
Base Services

Maintenance of Real Property
Utility Operations

Other Engineering Support
Minor Construction

Personnel Support

bn
Q.
Q

Ny ZITECRGINe Mo

FUND ADMINISTRATOR (FA). An organizational element designated by an
operating budget or sub-operating budget holder to administer a
gspecific gsegment of funds allocated to the activity. It may encom-
pass more than one work center; e.g., the Motor Transport section or
the Maintenance Department at most Marine Corps Activities are Fund
Adminigtrators. Some ingstallations refer to thege as Cost Centers.

FUND CODE. 1In supply system documentation the fund code is a 2-
digit representation of a total accounting classification which will
be charged with the cog2t of material issued.

FUNDED ACCOUNTS RECEIVABLE. Funded accounts receivable are amounts
reimbursable to the performing appropriation resulting from work on
reimbursable orders.

FUNDED TRANSACTIONS. Funded transactions are those transactions ap-
plicable to reimbursable orders which result in accounts receivable to
the performing appropriation.

HISTORICAL COST. The cost of any requirement based upon actual dollar
or equivalent outlay ascertained after the fact. May use any one of a
number of cost determination methods.

HOLIDAY PAY. Payments for gervices of 8 hours or less on holidays.
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IMPREST FUND. Fixed amount of cash uged to cover minor expenditures.
Payments from the fund are reimbursed from time to time to maintain
the amount at which the fund is fixed.

INDUSTRIAL FUND. A revolving fund established in accordance with
requirements of the Secretary of Defense. The purpose of the fund is
to provide a more effective means of controlling cosgts; establish a
flexible means for financing, budgeting, and accounting; encourage the
creation of buyer-sgeller relationshipg; place budgeting and account-
ing on a more commercial bagig; and encourage crosgsg-gervicing be-
tween military departments. Charges to the fund are made for pro-
curement of materials, services, and labor and the fund is reim-
bursed by proceeds from the sale of products and serviceg. The
Marine Corps has two industrial funds; one at Marine Corps Logis-
tics Base, Albany and the other at Marine Corps Logistics Base,
Barstow.

INITIATIONS. Adminigtrative reservationsg of funds based upon
procurement directives which authorize preliminary negotiations for
the creation of an obligation but providing for recourse to the
person responsible for administrative control of these fundsg. The
term refers also to the authorization action.

INTERDEPARTMENTAL BILLING/TRANSACTIONS. Transgactions involving
credits to the stock fund/appropriation of a military department,
the Defense Logistice Agency, or the General Services Administration
with contra-charges to the appropriation fund of another military
department, the Defense Logistics Agency, or the General Services
Adminisgstration.

INTERSERVICE SUPPLY SUPPORT. Action by one military service, agen-
cy, or echelon thereof, to obtain material from another military
service, agency, or echelon.

INTRASERVICE SUPPLY SUPPORT. Action by an echelon of a military
service or agency to obtain material from another echelon of the
gsame military sgervice or agency.

INVENTORY CONTROL POINT (ICP). The organizational element within

the distribution system that has been assigned the responsibility for
system wide direction and control of material. The Marine Corps ICP
ig located at the Marine Corps Logistics Base, Albany, Georgia.

INVOICE. An accounting document showing particularsg of property
transferred or services rendered setting forth the date, quantity,
desgcription, price, and total amount, together with the terms of
the transaction (including discount, if any) and reference to the
applicable contract or other procuring ingstrument. Also an account-
ing document used to transfer accountability for Marine Corps sup-
plies and equipment from one accountable unit to another.
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JOB ORDER NUMBER (JON). A standardized 14-digit number structured
to provide a standard method of capturing, recording and maintaining
cos8t accounting data.

JOB ORDER SERIAL NUMBER (JOS). A 6-digit code within the JON
starting with the Fund Administrator. It is assigned to each job
for identification purposeg and ig the major key to the MJON File.

JULIAN DATE. Chronological number of day and the year; e.g., the
Julian date for January 23 (where Y = the year) is Y023 and December
31 is Y365.

LABOR ACCELERATION. The amount of money that a civilian isg actually
paid represents only a portion of the liability of the Government.
For example, sSince civil gervants may accrue up to 30 days of leave
for which they must be paid if they retire or leave government ser-
vice, the Government must set aside funds to provide for this even-
tuality. Also the Government must provide for itg share of fringe
benefitsg; ingurance, health benefits, social sgecurity, ete. For
these reasonsg, labor charges must be increased or accelerated to
provide for these liabilities.

LABOR JOB TIMECARD. A card form for reporting labor distribution to
job orders.

LABOR RECORDS OR DISTRIBUTION SHEET. A form for reporting labor
digtribution to job orders at those activities not using the labor
job timecard.

LEAD-TIME (LT). A term used in organic supply accounting that means
the same as either: (1) order and shipping time (the time elapsing
between the initiation, on the supply system, of stock replenishment
action for a specific activity and the receipt of the material by
that activity); and (2) the time elapsing between the initiation, on
a source outside the supply system, of stock replenishment action
for a sgpecific activity and the receipt of the material by that
activity. The LT quantity is the computed quantity and is deter-
mined by relating the LT to the automatic reorder date (AMRD) quan-
tity. 1If, for example, the LT is 15 days and the AMRD is 20, then
the LT quantity is 10.

MAINTENANCE. The recurring, periodic, or scheduled work required to
preserve or restore a facility to such a condition that it may effec-
tively be used for its designated purpose. Includes work undertaken
to prevent damage to a facility which otherwise would be more costly
to restore.

MAINTENANCE FLOAT (SECONDARY REPAIRABLE ITEMS). A pool of repairable
components which includes sgerviceable items used to replace like un-
serviceable items on an exchange or rapid turn around basis and the
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ungerviceableg which are awaiting repair.

MANAGEMENT (INTERNAL) CONTROL. 1Internal checks to safeguard proper-
ty and funds; to check accuracy, reliability, and timeliness of ac-

counting data; to promote operational efficiency; and to ensure ad-

herence to prescribed management policieg and procedures.

MANAGEMENT INFORMATION SYSTEM (MIS). (1) an information system de-
gigned to aid in the performance of management functions; (2) a
communicationg procesg in which data ig recorded for higher level
decigion making and information ig fed back to top management to
reflect the progresg, or lack of progress, made in achieving major
objectives; (3) a data processging system designed to provide man-
agement and supervisgory personnel with the information needed to
manage and supervise a particular organization or function.

MANAGEMENT REPORT. A brief and condensed summary of pertinent data
and information periodically prepared for the use of management per-
sonnel upon which action is initiated to achieve greater productivi-
ty and economy.

MAN-HOUR (MAN MONTH) (MAN YEAR). The work effort of one person for
one hour, month, or year. Normally one man year or work year is 260
working days per year or 2,088 hours.

MASTER JOB ORDER NUMBER FILE (MJON FILE). A magnetic tape file
maintained at all major pogts and stations which contains all valid,
active and inactive job order records.

MILITARY PERSONNEL, MARINE CORPS (MPMC). It is an annual appropria-
tion which provides for the pay, allowances, clothing, subsisgtence,
and permanent change of station movements of military persgonnel, Ma-
rine Corps.

MINIMUM STOCKAGE LIST (MSL). A list containing minimum allowances

of repairable iteme and repair parte (common and peculiar) which are
authorized and required to be retained by using unitg, supporting
force service regiments, and Marine Brigadesg. The term "minimum
stockage ligt" is considered to include such terms as minimum essen-
tial stockage list, essgential stockage list, minimum mandatory stock-
age list and minimum mandatory allowances.

MOUNT-OUT (MO) STOCKS. That quantity of equipment and supplies which
is required to outfit and sustain a Fleet Marine Force unit in an am-
phibious assgault or commitment to mount-out material to be held by
FMF units ig comprisged of initial allowances and a 30-day replenish-
ment.

NEW OBLIGATIONAL AUTHORITY (NOA). Authority newly made available
for a given year, provided by current and prior actions of Congress,
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enabling Federal agencies to obligate the Government to pay out
money.

NIGHT WORK DIFFERENTIAL. Payments above the basic rate for night
work which are not gubject to overtime or Sunday premium pay.

NONAPPROPRIATED FUNDS. Funds other than those appropriated by Con-
gregs which are established by competent authority for the welfare,
comfort, and recreation of military personnel or civilian employees.

Examples are Marine Corps exchanges, clubs and messes, recreation, and
civilian cafeterias.

OBJECT CLASS CODE. This is a code within the accounting classgifica-
tion code which defines the nature (not the end use or purpose) of
the services, articles, etc., personnel compensation (OCC 1l1) or
supplies and materials (OCC 26). It is a requirement of the Office
of Management and Budget.

OBLIGATION. A responsgibility to make a future payment of money.

The responsibility is incurred as soon as an order is placed, a con-
tract ig awarded, the goods are delivered or the services are per-
formed. It is not necessary that goods actually be delivered or
gservices actually be performed before the obligation is created.
Neither is it necessary that a bill or invoice be received first.
The placement of the order is sufficient to create an obligation.

OPERATING BUDGET (OPBUD), SUB-OPERATING BUDGET (SUB-OPBUD). An
operating budget is the annual budget of an activity (responsgibility
center) stated in terms of functional, subfunctional, categories and
cogt accounts. It contains estimates of the total value of all
resources required for the performance of the misgssion of an activi-
ty, including reimburgable work and gervices for others. Operating
budgets are issued by Headquarters Marine Corps to all respongibili-
ty centers. Sub-operating budgets are issued by designated respon-
gibility centers to certain subordinate commands; e.g., Commander,
Marine Corps Air Bases Western Area (COMCABWEST) may igssue SUB-OPBUDs
to MCAS Yuma and MCAS Tustin.

OPERATIONS AND MAINTENANCE, MARINE CORPS (O&MMC). This is a fre-
quently used abbreviation for the approp¥iation of Operations and
Maintenance money for the Marine Corps. This appropriation provides
funds to finance the costs of operations and maintenance of each
Marine Corps activity exclusive of military personnel costs. It is
used to buy from the stock fund, purchase utilities, make open mar-
ket purchases, and finance temporary additional duty (TAD).

OPERATIONS AND MAINTENANCE, MARINE CORPS RESERVE (O&MMCR). Used for
Reserve units to purchase the same kinds of supplies and services as
O&MMC .

ENCLOSURE (3)

12



Sta0 7302.2A
24 Apr 91

OVERHEAD. Costs which are chargeable to the operation and main-
tenance of an activity’'s own plant and are not attributable to a spe-
cifiec job,

OVER OBLIGATION. Any action which results in raising the total of
obligations so that it exceeds the amount of authorized funds. Pro-
hibited by law and regulation under penalty of punitive action.

OVERTIME. Payments for serviceg in excessg of the 40-hour week or
8-hour day.

PART-TIME EMPLOYMENT. Regular pay for employment in positions which
require work on a prearranged schedule of hours or days of work less
than the prescribed hours of days of work for full-time employees in
the same group or class.

PENDING REQUISITION FILE. A file containing copies of all requisi-
tions being held which are pending receipt of material.

PERFORMANCE BUDGET. A budget which focuses attention upon the gen-
eral character and relative importance of the work to be done by
taking as its basis the estimated cost of programs, functions, and
projects designed to accomplish the work; e.g., the cost of operating
a rifle range. It i8 not based on the cost of supplies, equipment,
personnel services, etc.

PLANNING ESTIMATE OR OPERATING TARGET (OPTAR). An amount of money
gubject to administrative control which ig isgssued to a level below
the cost center as determined by the OPBUD or SUB-OPBUD holder or is
iggued to sgpecific Marine Corps organizationg not included in any
resgponsibility center.

PLANT PROPERTY CLASSES. For management, financial, and technical
control purposes, plant property items and expenditures therefore

are divided into the following four classes: (1) land - plant proper-
ty class 1; (2) buildinge, structures, and utilities - plant proper-
ty clasgs 2; (3) equipment (other than industrial plant equipment) -
plant property class 3; and (4) industrial plant equipment - plant
property clasgs 4.

PRIME. An acronym for Priority Management Effort. Pertains to that
portion of the Resource Management System (RMS) that deals with oper-
ating costs. It was ingtituted in 1968. As currently used PRIME
refers to the accounting system for selected posts and stations with-
in the Marine Corps.

PROCUREMENT, MARINE CORPS (PMC). This multi-year appropriation pro-
vides for the purchase of major items of equipment and ammunition.

Major items are classed as investment items and include such things
a8 rifles, tanks, trucks, radios, and guided misgsile equipment. It
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should be noted that Marine Corps airplanes are provided by the apF
propriation Aircraft Procurement, Navy, and not PMC.

PROGRAM ELEMENT. The basgic building block of the Five Year Defense
Program (FYDP). It is a description of the mission to be undertaken
and a collection of the organizational entities identified to per-
form the missgion assignment. Elements may consgist of forces, man-
power, materials, services, and associated coste, as applicable.
There are approximately 1,100 program elements in the Resource Man-
agement System. These are contained in the Navy Programming Manual
(OPNAV 90D-1C). The Program element is a 2-digit code within the
cogt code. An example of a program element is an F-4 squadron or
base operations.

RECURRING COSTS. Expenses for personnel, material consumed in use,
operating overhead, support services, and other items incurred on an
annual basis.

REIMBURSABLE OBLIGATION. Obligations incurred in connection with
reimbursable work.

REIMBURSABLE ORDER. A request for work or sgervices to be performed
by one responsibility center for another responsibility center, for
another government department, or for a non-federal requester. The
total costs chargeable to the order will be billed to the requester.
During the performance of work or sgervices, the total costs will be
accumulated as expenses of the performing center.

REIMBURSABLE ORDERS SYSTEM. A sub-system within PRIME which pro-
vides a record of reimbursable transactions, creates input to the
fund control gystem, and provides a meang of creating automatic
billing.

REIMBURSEMENTS ANTICIPATED. The amount(s) of reimbursgements expect-

ed to be earned and collected for the purpose of obtaining addition-

al appropriationg or other funding authority to cover obligations to

be incurred in performance of work or services, or in procurement of

materials for others, or in replenishment of materials to be deliver-
ed from stock.

RESERVATION. An administrative action which identifies funds set
agide for planning purposes, and prior to .the establishment of a
commitment or an obligation.

RESERVE PERSONNEL, MARINE CORPS (RPMC). An annual appropriation

which provides for the pay, allowance, clothing, subgistence, per
diem, travel and other related cogsts for Reserve Pergonnel of the
Marine Corps.

RESIDUAL VALUE. The scrap value of equipment at the end of its eco-
nomically useful life.
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RESOURCE MANAGEMENT SYSTEM (RMS). The Department of Defense resource
management gystems include all recurring quantitative (financial and
non-financial) data used at all management levels within the Depart-
ment of Defense for planning and controlling the acquisition, use,
and disposition of resources. Such systems include but are not lim-
ited to the following:

(1) Programming and budgeting systems

(2) Systems for management of resources of operating activity

(3) Systems for management of inventory and similar assets

(4) Systems for management of acquisition, use, and disposition
of capital assets

Project PRIME is the name given to that portion of RMS that deals
with operating costs.

RESQURCES. Consists of military and civilian personnel, material on
hand and on order, and the entitlement to procure or use material,
utilitieg, and sgervices as required for performance of the basgic
mission of the responsibility center and work performed for others.

RESPONSIBLE OFFICER. Any individual, either military or civilian,
acting in a commanding or supervisory capacity, may be assigned as a
responsgible officer. Such individuals are responsgible for all prop-
erty issued to them, whether for their own use or for the use of
those under their control.

RESPONSIBLE UNIT. A unit within a using activity that requires
supply support.

REVOLVING FUND. A fund authorized by specific provisions of law to
finance a continuing cycle of operations with receipts derived from
guch operations available in their entirety for use by the funds.
For example, Marine Corps Stock Funds.

ROUTING IDENTIFIER CODES (RICg). Three-posgition alpha-numeric codes
gerving multiple purposes in that they are "source of supply” codes,
intersystem routing codes, intrasystem routing codes, and shippers
codes.

SERVICE UNIT. A term used to identify the FMF service element; force
service support group, service battalion, or Marine wing support
group that provides support to usging units,

SHOP REPAIR ORDER. The document used to specify and authorize main-
tenance or operations work by the transportation division.

SIGNAL CODE. A l-posgition code designed to designate the fields con-
taining the intended consignee (ship to) and the activity to receive
and effect payment of bills, when applicable.
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EQURCE CODE
. Usged only in connection with reimburgements. Estab-
lighed to identify sgervices of reimburgements to appropriations.

SOURCE DOCUMENT. These are required to support entries placed on
the memorandum ledger. For example, the DD1348 and the Operating
Budget Fund Authorizations are gource documents.

STANDARD HOURS. The man-hours required to perform a job or task, as
determined by industrial engineering techniques.

STANDARD PRICE. The unit price established by the ICP having inven-
tory control of the item concerned. Current standard prices are pub-
lished in the current edition of the Marine Corps Shopping List 5.

STANDING JOB ORDER. A work authorization igsued to provide the per-
formance of work or the furnishing of services during a gpecified
period.

STATUS CODE. A 2-pogition code originated by the supply sgource in-
forming the requisitioner of supply action taken on requigitions.

STOCK FUND. Thisg ig a revolving fund initially established by the
Congress of the United States. The fund finances the procurement
and inventories of those standard items of material, subsgistence
itemg, petroleum, oil, and lubricants, maintenance partg and assem-
blieg, and minor items of equipment of a consumable nature for which
there is a recurring demand, the cogt of which is chargeable to the
funds of the commander to whom the items are issued for use.

STORES ACCOUNT. An account reflecting the cost and quantity of sup-
plies on hand and available for issue.

STORES ACCOUNT CODE (SAC). A numeric 1 used to identify Marine Corps
Stock Fund Account (MCSFA) items, or a numeric 2 or 3 used to iden-
tify Marine Corpg Appropriation Stores Account (MCASA) items.

CODE EXPLANATION

1 SFA Itemg. Minor end iteme and repair partes financed
through the gtock fund that are normally low-cos8t,
high demand and whose costg are chargeable, when
iggued for use, to the customer. Such financing
maximizes sound financial management of fund through
a revolving principle.

2 ASA Secondary Itemsg. These are secondary items
financed through appropriations other than stock
fund. 1Included in this category are secondary re-
pairables assigned SMRC code of D, modification
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kitg, end items not classified as principal items
having a unit cost of #1,000 or greater, and magne-
trong and gun tubes8 that have a unit price of #500
or greater.

3 ASA Principal Itemsg. End items of major importance
and major components thereof which require detailed
analysis and examination, at the level established
for central control, or at the military service
level, of all factors affecting supply and demand.
An end item is generally selected as a principal
item on the basisg of military combat or training
esgentiality, considering also the difficulty of
procurement or production and critical need of basic
materials or components. Categorically, all Marine
Corpe Clagg V(W) ammunition, including training and
dummy munitions, are principal items.

SUBALLOTMENT. An authorization to use funds from an allotment issued
by the Commandant. The authorization is granted by the commander

who receives the primary allotment from the Commandant. The recip-
ient of the sub-allotment accounts for its funds to the holder of

the primary allotment; however, when the Commandant authorizes a
gub-allotment to be accounted for with a specific 3I-digit number to
identify it, and thig number is different from the one used to
identify the primary allotment, the commander who receives the allot-
ment i8 accountable directly to the commander holding the primary
allotment from which the Commandant authorizes the sub-allotment to
be made.

SUBFUNCTIONAL CATEGORY. These are further gubdivisgsions of function-
al categories which were developed to fulfill peculiar Marine Corps
regquirements for management information. The second digit of the
job order number is the subfunctional category code. Thesge codes
are defined in NAVCOMPT Manual, Volume II, Chapter 4.

SUBHEAD. Thig is a subdivigion of an appropriation or fund. Sub-
heads identify the budget activity (major program) and are desig-
nated by a 4-digit numeric or alpha-numeric code suffixed to an ap-
propriation of fund code. Subhead numbers are listed in NAVCOMPT
Manual, Volume II, Chapter 2.

SUPPLEMENTARY ADDRESS. A 6-posgition field indicating “ship to" or
‘bill to" activity other than the requisitioner.

SUPPLEMENTARY JOB ORDER. A job order isgsgued for any portion of the
work under a basic job order that is to be charged to an accounting
claggification other than that shown on the basgic job order.

TOTAL OBLIGATIONAL AUTHORITY (TOA). The total amount of funds avail-
able for programming in a given year, regardless of the year the

ENCLOSURE (3)
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funds are appropriated, obligated, or expended. TOA includes new
obligational authority from prior years, reimbursements not used for
replacement of inventory in kind, advance funding for programs to be
financed in the future, and unobligated balanceg trangferred from
other appropriations.

TRANSACTION. Any mutual agreement, contract, understanding, or ex-
change or transfer of cash or property between an entity and an indi-
vidual or group of individuals which affects the agsets, liabilities
or capital of the entity. Broadly, any event which affects the ac-
counts of an entity in any way.

UNDISTRIBUTED DISBURSEMENTS. Thesge are disbursements which are not
identified to a particular document.

UNDISTRIBUTED EXPENSES. Thesge are expensges which are not identified
to a particular job order.

UNFILLED ORDER. Any document meeting the criteria of an obligation,
isgued for goods or services that have not yet been received.

UNFUNDED ACCOQOUNTS RECEIVABLE., Unfunded accounts receivable are
amounts reimbursable to an appropriation and subhead resulting from
unfunded transactions. (See Funded Accounts Receivable)

UNFUNDED RESQOURCES. Thosge resourcesg that are acquired, used, or
consumed by an operating activity for the execution of its programs
without expenditure by the activity from the appropriation financing
the programs. Unfunded resourceg may include: (l) personal services,
guch a8 the services of active forces military personnel applied in
operating programs financed by appropriation and maintenance funds
but paid for from military personnel appropriationsg; (2) material,
guch a8 centrally procured supplies acquired by an operating activi-
ty without reimbursgement to the activity whose funds were used to
procure the supplies; or (3) nonpersonal services and other re-
sources, such as space rented by the General Services Administration
and occupied without reimbursement by a defense activity.

UNFUNDED TRANSACTIONS. Unfunded trangactions are those transactions
that result in accounts receivable to an appropriation and subhead
that did not result from reimbursable orders. (See Funded Transac-
tionsg)

UNIT IDENTIFICATION CODE (UIC). A 5-character alpha-numeric code
used to identify organizational entities within the Department of
the Navy; e.g., 00146 is Marine Corps Air Station, Cherry Point,
North Carolina. The UIC of each operating budget holder isg identi-
fied in the bureau control number block of the accounting classgifi-
cation code. UIC8 are contained in NAVCOMPT Manual, Volume II,
Chapter 5.
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UNIT OF ISSUE. A 2-digit abbreviation of the standard item measure-
ment as indicated in the applicable catalog or stock list; e.g., EA,
LB, FT, etc.

UNOBLIGATED BALANCE. The balance of obligational expense authority
which ig not yet obligated.

VOUCHER. Any document which ig evidence of a transaction, showing
the nature and amount of the transaction. It usually indicates the
accounts in which the transaction is to be recorded.

WORK MEASUREMENT. The process of establishing performance standards
(in terms of man-hours per work unit), comparing actual performance
with standard, and initiating remedial action as appropriate when
the two are not compatible.

WORK UNIT. Measures of output that express volume of work; con-
versely man-hours and dollars are measuresg of input required to pro-
duce work units or perform work,
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UNFILLED ORDERS (UFO) STATUS REPORT
1. The following explain each column on the UFO Status Report:

a. Column (1) (a) is the Obligation Document Number, i.e.,
620740272AE78.

b. Column (1) A
center of original UFO.

Obligating job order number (MJON) and work

. Column (1) B Expense job order number and work center to
which fiscal year it will expense.

d. Column (2) = Fund Code (FC) assigned by CMC to associate cer-
tain appropriation data.

e. Column (3) = Figcal Year (FY) for UFO and Fisgscal Year for
expense

f. Columns (4) and (%) = MJON and Work Center

g. Column (6) = Expense Element (EE) which specifies the type of
resource being consumed

h., Column (7) = Report Code is the functional/sub-functional
category collecting expense information above the cost code level for
report purposes.

i. Column (8) = Reimbursable Order Number (RON), established by
Budget Divigion to accept charges for reimbursable material costs or
work performed for another activity for reimbursement.

J. Column (9) = Amount Obligated and Accounts Payable (A/P)
Code. The total dollar amount for the obligations is equal to the
"expensed amount’ (column (10)) plus unfilled order amounts' (column
(12)). The Accountsg Payable Code ig the type of procurement: G =
Government or sgtandard stock; P = Public, Open Purchase/Contract.

k. Column (10) = Amount Expense reflects all costs which have
been expended by a disbursement of material/services received, await-
ing disbursement.

1. Column (11) = Amount Liguidated reflects all disbursements
(Public Vouchers) issues from Stock or Interdepartmental Billings
(IDB) from other stock activities.

m. Column (12) = Unfilled Order reflects the amount of a requi-
gsition/contract or the balance of a requisgition/contract if a partial
has been received or liquidated.

ENCLOSURE (5)
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n. Column (13) = Accounts Payable reflects amount of requisition/
contract which has been received and ig awaiting a disbursement to
liquidate. Thig column (13) plus Unfilled Orders (column 12) plus
Ligquidated amount (column 11) should equal the original requisition/
contract total in Amount Obligated (column 9).

o. Column (l14) = Final Action Indicator (FAI). An "F" appears
if all action is complete for that document.

p. Column (15) Not used.

g. Column (16) Adjusted Obligation reflecte any amount that
was transacted on the document which exceeded $9,999.99 in adjustment.
The accounting technician in the Accounting Divisgion will have to man-
ually correct this.

2. The memorandum clerk for each F/A and SF/A will validate by docu-
ment number the amounts in each of the columns (12) and (13). If
there are discrepancies, it should be brought to the attention of
Accounting and resolved.

3. The total at the bottom of the report for Unfilled Orders (column

12) and Accounts Payable (column 13) should reconcile with the F/A
clerk’s file or log total.
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