UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
POSTAL SERVICE CENTER BOX 8003
CHERRY POINT, NORTH CAROLINA 28533-0003

ASO 1700.27A
MCCS
13 Mar 12

ATR STATION ORDER 1700.27A

From: Commanding Officer, Marine Corps Air Station, Cherry Point
To: Distribution List

Subj: NON APPROPRIATED FUND INSTRUMENTALITY (NAFI) ADMINISTRATIVE
POLICY PERTAINING TO FAMILY READINESS

Ref: (a) MCO P1700.27B MCCS Policy Manual
(b) MCO P12000.11A Non-Appropriated Funds (NAF) Personnel
Manual

(c) MCO 1754.9 Unit, Personal and Family Readiness
Program (UPFRP)
(d) MCO 7010.20 MCCS NAF Procurement Policy
e) MCO 7010.19 MCCS Financial Management Procedures
(£) HQMC MCCS Family Readiness Officer Supervisor
Personnel Handbook

(g) Finance and Accounting Standardization Guide (FASG)

(h) MARADMIN 166/011

(3) MCO P10110.31H

(k) MCO P5800.16A

(1) SECNAVINST 4001.2J

(m) DODI 7000.14 Department of Defense Financial
Management and Procedures

Encl: (1) Overtime/Compensatory Time Authorization

(2) Unit & Family Readiness Funds Workbook Guide (FASG)
002/11

(3) Financial Accounting Standardization Guide (FASG)
002/11

(4) Expenditure Request/Reimbursement For Unit & Family
Readiness Funds

(5) Request for Debit Card
(6) MCCS NAF Procurement Requisition (PR) Form 408
(7) Authorization for Commissary Privileges
(8) Application for Fund Raising
1. Situation. Family readiness, the cornerstone of unit

readiness, provides support to Marines, Sailors and their families
vital to their welfare. As evidenced by Marine Corps Non-
Appropriated Fund Audit Service (MCNAFAS) audits, the

absence of consistent local policies, protocols, and written
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guidelines, exposed unit commanders to risks in managing the
Administrative matters pertaining to the Unit, Personal and
Family Readiness Program (UPFRP). Therefore, this Order provides
definitive information and policy to Installation and Tenant
Commanders that mitigates risks and strengthens the procedures
associated with management of the NAFI Unit and Family Readiness
Funds (UFRF) .

2. Cancellation. ASO 1700.27.

3. Mission. To establish a directive that outlines policy and
provides procedural guidance for Installation and Tenant
Commanders administering their UPFRP aboard MCAS Cherry Point.

4, Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. The intent of this directive is
to outline the local NAFI policies, procedures, and business
practices for the Installation and Tenant Commanders pertaining to
administering the unit’s UPFRP. While this Order is not all
inclusive, it does highlight areas that pose challenges in
managing the administrative processes of family readiness: Family
Readiness Officer (FRO) time and attendance, UFRF, contracting and
procurement, commissary privileges, catering, fundraising, and
gifts. Therefore, the procedures outlined in this Order shall be
followed to ensure compliance with references (a) through (m).

(2) Concept of Operations

(a) FRO Time and Attendance

1. Per refererice (m), the Department of Defense
Financial Management and Procedures (DODI 7000.14), timekeeping is
a critical function which will be performed by the individual
employee. The time keeping function requires accurate and timely
recording of time and attendance data and maintenance of related
documentation. The certification of time and attendance is an
authorization for the expenditure of government funds.
Therefore, each FRO's time and attendance report shall be
certified correct by the FRO's supervisor, acting supervisor, or
other designated representative authorized to act as an alternate
certifier at the end of each pay period. When approving time and
attendance reports, supervisors, other equivalent officials, or
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senior level managers are representing that, to the best of their
knowledge, the actual work schedules recorded are correct and
accurate.

2. FROs are Non Appropriated Fund (NAF) employees
and therefore are federal employees within the Department of
Defense (DoD), and are required to follow DoD guidelines
pertaining to time and attendance. While employed on MCAS Cherry
Point FROs are required to record their time and attendance
through PeopleSoft Time and Labor Program. While the program will
populate the standard work schedule, FROs are required to record
non-standard work schedules not to exceed the standard 40 hour
work week (see sub paragraph (4)). Additionally,
approving/certifying officials, (the FRO’s supervisor, or their
designated representative excluding the FRO) will approve/certify
the FRO's time to correspond with the NAF payroll calendar. In
the event that PeopleSoft is not accessible due to technical
issues or extenuating circumstances, hard copy timekeeping reports
shall be completed by the FRO and approved/certified by the
approving official, and forwarded to the Deputy Director, Marine
Corps Community Services (MCCS) for validation of the employee’s
time in PeopleSoft.

3. On a bi-weekly basis, MCCS Chief Financial
Officer (CFO), or his designee, will validate NAF time and
attendance certifications. There will be a delay of payment of
salaries to the individual FRO, when time and attendance are not
certified by the FRO’s supervisor/certifying official, prior to
validation by the MCCS CFO.

4. FRO duties are outlined in their standard
position descriptions and may involve working non-standard hours,
e.g., early morning, evening, weekends. As full time exempt

employees, Commanders should expect their FRO to work the standard
40 hours per week. On rare occasions, the Commander may require
the FRO to work over the standard 40 hour week. Commanders will
use the flexible schedule to allow for evening and weekend work.
When necessary, Commanders may approve compensatory time.
Compensatory time should be approved in advance by the Commander,
using enclosure (1) with no more than 80 hours accumulated in a
year. Compensatory time accumulated must be taken within the year
and is used before sick leave and annual leave.

5. All annual leave, sick leave and compensation
time requests will be approved in writing and kept on file by the

FRO to mirror the timesheet. Additionally, annual leave will be
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approved in writing by the FRO’s supervisor prior to taking leave
and appropriately recorded in PeopleSoft.

6. The Unit Commander will appoint a primary and
alternate approving official for FRO’s time and attendance, with
any request for change submitted to MCCS Human Resources Office
(HRO) in writing with subsequent training to be scheduled within
10 days. PeopleSoft training will be provided to the command’s
approving officials upon request through the HRO at 252-466-
7489/7548.

7. Annually the Director, Human Resources will
issue guidance for Commanders on the end of the year performance
appraisal process and awards. All appraisals and performance
awards will be administratively reviewed by the Director, MCCS
before an award is given to a FRO. Commanders may recommend
awarding Time-Off Awarded (TOA) up to 40 hours as part of an
award. When taking this type of leave, PeopleSoft will allow the
Time-Off Award Taken (TA) to be recorded online.

(b) Unit and Family Readiness Funds (UFRF)

1. While UFRF are categorized NAF, they are still
Government monies and their disbursement is strictly regulated.
Additionally, while MCCS provides administrative/managerial
oversight of all NAF, Unit Commanders retain fiduciary
responsibility for the proper use of the funds and are subject to
an annual audit by Marine Corps Non-Appropriated Fund Audit
Service (MCNAFAS). Enclosure (2), is a sample of the Marine Corps
Community Services Financial Accounting Standardization Guide
(FASG) 002/11 workbook. The workbook will be used to
electronically track UFRF balances and transactions. Unit FROs
should track daily activity and expenditures within their accounts
using the provided electronic workbook. Transaction activity
should be reported to MCCS Accounting on both a monthly and
quarterly basis per the requirements of the aforementioned FASG,
enclosure (3).

2. During the normal budgetary NAF fiscal year
(February througﬂ January), unless directed otherwise, MCCS will
provide each unit $25 per Marine annually distributed at
$6.25 quarterly. Unused UFRF will rollover each quarter until
the end of the NAF fiscal year, January 31 and excess funds will
pe withdrawn unless a waiver with a specific purpose for the use
of the funds is requested by the Unit cCommander, and 1s granted
by the Installation commander (waivers must be submitted by 15
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January of each calendar year). On the first workday of each
quarter, each unit’s S-1 will submit the unit strength number to
their MCCS Coordinator who will submit to the MCCS Unit Funds
Coordinator (UFC). Unit Commanders have the responsibility to

spend UFRF for their UPFRP needs, consistent with headquarters and
local policy.

3. Commanders have several options for accessing
and expending unit funds. First and foremost for accountability
and ease of access to funds Commanders are strongly encouraged to
use the MCCS provided Debit Card. Additionally, the Requisition &
Issue (R&I) process is available along with check disbursement for
those instances where the Debit Card or R&I are unavailable. The
Debit Card has the advantage of unhindered access to funds during
non-working hours, weekends and holidays and therefore should be
the primary choice to access unit funds. It also has the
advantage of providing detailed accounting of expenditures for
audit purposes. Commingling of personal funds and unit funds
poses the opportunity for unintentional misuse of government
funds. The Debit Card and R&I process eliminates that
possibility. Commanders will appoint a Responsible Officer (RO)
and Alternate Responsible Officer (ARO) who will oversee and
manage UFRF as delineated in reference (c).

(a) Requisition and Issue. The requisition and issue
process may only be used within a direct MCCS activity. All other
services will require the use of a debit card or MCCS contract.
Therefore, an RO/ARO may request funds to be transferred between
cost centers, e.g., catering an event from Miller’s Landing.
Enclosure (4) will be used with R&I requests. Additionally, the
MCCS Unit Funds Coordinator (UFC) is the point of contact for
questions concerning unit funds and may be reached at 466-2404.

(b) Debit Cards. Debit cards are a payment method
only, and should be used to purchase goods and services inside and
outside of any MCCS activity. Since all UFRF purchases are
subject to audit by the MCNAFAS the debit card is a good choice to
provide a written audit trail. The unit Commander will
normally appoint the RO or ARO as the unit’s Debit Card
Cardholder.

1. There will be a 30 day grace period to
complete the reqﬁired training for newly assigned Cardhol@ers.
Accordingly, the Cardholder (which may include thg FRO) will have
30 days to complete all required debit card trainlng. On}y when
the training is completed will the unit receive their debit card
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and access to their funds. Enclosure (5) is a sample request to
obtain a unit debit card. MCCS will provide a quarterly balance
to the unit RO/Cardholder unless the unit requests balances more
frequently.

2. The Unit Commander will be the Approving
Official (AO), or may designate an AO to act in his/her stead.
The AO is required to complete debit card training and be familiar
with the references in order to ensure that funds are being
expended in accordance with DoD and Marine Corps’ policies.

3. The DON NAF Purchase Card Training is the
required training and must be completed biannually. The training
can be accessed via the MCCS Intranet. The MCCS CFO will provide
a link to the training upon receipt of appointment letters
designating a Cardholder and AO.

(c) Check Issue. Access to unit funds is available
through the issuance of a numbered check drawn against the unit
account at MCCS. Commanders should utilize the check process as a
third option and understand that the funds are not to be deposited
in personal accounts to avoid commingling of personal and
government funds. Checks will be issued by submitting the
Expenditure Request form with approval of the Commander, RO or ARO
indicating a check requested. Check requests for amounts less
than $200.00 may be honored with Petty Cash.

(d) Contracting and Procurement of Services

1. Unit RO/ARO are authorized to sign internal
catering contracts with MCCS. However, Unit ROs are not
authorized to enter into a contract with any business activity
outside of MCCS.

2. When requesting a service from someone other
than MCCS, the Ra/ARO will submit the Purchase Request Form 408,
enclosure (6)to the MCCS Contracting Officer. This includes
services outside the debit card e.g., facilities/services used to
accommodate Marine Corps Balls.

(e) Commissary Privileges

1. Enclosure (7) is a sample letter authorizing
Commissary privileges aboard MCAS Cherry Point for the designated
RO/ARO only. This authorization is for the purchase of goods to
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be used at UPFRP functions only. At no time will purchases for
personal use be authorized.

2. A request for commissary privileges will be
submitted to MCCS by the Unit Commander for those RO/AROs not
authorized the aforementioned privileges. Accordingly, enclosure
(7) will be provided to those RO/ARO per the Unit Commander’s
request, at the Cherry Point Commissary.

(£} Catering

1. Catering is authorized on the installation
either through MCCS, any of the MCCS 3™ Party Indirect Business
Activities, and/or any authorized vendor who has been approved by
the U. S. Army Veterinary Services. (See MCCS Contracting for an
updated list of authorized vendors.)

2. Catering from a direct MCCS activity €.9..
certain food through Miller’s Landing, is provided at a reduced
price for unit events only. Therefore, when purchasing food
through MCCS catering, the 10% discount does not apply with the
above reduced prices. Contact MCCS Catering at 466-4797 for the
latest pricing list.

(g) Fundraising

1. The UFRF and Command APF should be the primary
unit activity funding resources. Commanders should limit
fundraising and provide appropriate supervision to ensure Marines
and family volunteers are not overburdened or taxed to support
Unit Family Readiness Programs.

2. All fundraising activities must be pre-
approved by the Installation Commander/MCCS Director to
administratively safeguard the Unit from fiscal and administrative
conflicts of interests. Unit fundraising activities cannot be
conducted off Marine Corps installations, and must be limited to
authorized users of installations services(private organization
and informal funds/fundraising will be addressed in a separate
directive). The funds raised must be used for the benefit of the
activities and authorized users. Gambling activities such as
lotteries, betting pools or games of chance for money oOr property
are prohibited. Units cannot conduct raffles as fundraising
activities. Funds raised must be deposited in unit accounts to
ensure safeguarding of funds and proper accounting practiceg are
being followed. Enclosure (8) is an application for Fundraiser.
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(h) Gifts

1. When any Marine Corps organization is offered
a gift, the recipient shall acknowledge the offer and advise the
prospective donor that the offer has been forwarded to the
appropriate acceptance authority. Commanders should seek advice
from their SJA for gift acceptance procedures.

2. Offers of gifts shall be forwarded promptly
via the chain of command.

3. Marine Corps personnel will not solicit gifts
or donations.

4. Occasionally, MCCS will be able to establish a
sponsorship agreement to accept items for family readiness use.
Commanders shall ingquire with MCCS before offering to accept
sponsorship items.

b. Subordinate Elements Missions

(1) Installation and Tenant Commanders

(a) Follow the guidelines of this Order. Provide a
copy of the FRO’s PeopleSoft time and attendance certifying
official’s appointment letter to Marine Corps Community Services

(ATTN: CFO, MCCS Cherry Point, Bldg 400). The certifying
official for time and attendance should be a supervisory official
to the FRO, and shall use the PeopleSoft Time and Labor Program to
approve their FRO’s time and attendance. All hours worked, leave
and sick leave taken shall be reported electronically in
PeopleSoft (an approved copy of the annual and/or sick leave
request shall be kept by the Unit FRO). As necessary, ensure that
compensatory time is electronically reported in People Soft.

(b) Provide a copy of the RO/ARO,AO0 and designated
Cardholder’s appointment letter to MCCS’s CFO upon their
assignment. Upon receipt of the appointment letter, the
Cardholder will have 30 days to complete the DON NAF Purchase Card
Training. All purchases outside of MCCS Cherry Point using UFRF
should primarily be via the debit card.

(c) All NAF contracting with the exception of MCCS
Cherry Point’s internal contracting shall go through MCCS’s
Contracting and Procurement Office. The forms outlined in this
directive are the only authorized forms the RO/FRO shall use.
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(d) A request for commissary privileges will be
submitted to MCCS by the Unit Commanding Officer for those RO/FROs
not authorized the aforementioned privileges. Accordingly,
enclosure (7) will be provided to those RO/FRO per the Unit
Commander’s request, and the Cherry Point Commissary. Submit
requests to the Deputy Director, MCCS.

(e) Catering is authorized on the Installation either
through MCCS, any of the MCCS BM'Party Indirect Business
Activities, and/or any authorized vendor who has been approved by
the U. S. Army Veterinary Services. (See MCCS Contracting for an
updated list of authorized vendors.)

(f) Fundraising events requests shall be submitted in
writing enclosure (8) to Deputy Director, MCCS 15 days prior to
the event. This will allow for the proper staffing through the
Staff Judge Advocates Office, and the Eastern Area’s Council
Office as required.

(g) All monetary gifts offered, and received by units
must be addressed to the DON via MCCS. MCCS will deposit the
amount given to the Unit’s UFRF cost center for immediate use.
MCCS will process gift to the DON.

(h) The gift card is a bearer bond type of financial
instrument and as such, must be treated as cash and shall be

managed and controlled in accordance with reference (e). Gift
cards will be tracked with a clear audit trail for MCNAFAS audits.

Gift cards shall not be used in any games of chance.

(2) Marine Corps Community Services

(a) Maintain a copy of the all appointment letters for
certifying officials and responsible officers. On a bi-weekly
basis, validate NAF time and attendance certifications. Delay
payment of salaries to the individual FRO, when time and
attendance are not certified by the FRO’s supervisor/certifying
official until certifying official approves time and attendance.

(b) MCCS will provide each unit $25 per Marine
annually distributed at $6.25 quarterly based on unit end strength
on the first day of each quarter. Rollover unused UFRF each
quarter until the end of the NAF fiscal year. 1In accordance with
reference (g), you are authorized to sweep any €eXcess funds unless
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they are designated for a specific purpose, with the appropriate
waiver. Deployments, overseas and otherwise, are not reasons for
units to rollover UFRF.

(c) Provide assistance as necessary to Unit Commanders
in matters pertaining to time and attendance, UFRF, and
contracting and procurement.

(3) Staff Judge Advocate. Provide legal administrative
assistance and reviews in matters pertaining to the Family
Readiness Program on Cherry Point.

c. Coordinating Instructions. Recommended changes to this
Order should be forwarded to Deputy Director, MCCS Cherry Point.

5. Administration and Logistics. Waivers from the policies of
this Order must be authorized in writing by the Commanding
Officer, MCAS Cherry Point. All policy waivers will be requested
in writing and issued through appropriate chain of command
channels.

6. Command and Signal

a. Command. This Order is applicable to MCAS Cherry Point,
and its Tenant Commands. Further questions concerning Family
Readiness may be brought to the attention of the Deputy Director,
MCCS at 466-2431.

b. Signal. This Order is effeigiyg_gge date signed.

E:x ERGER\\‘\B
Executive-Qfficer .
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OVERTIME / COMPENSATORY TIME AUTHORIZATION 13 Mar 12

;FFROM: BRANCH:
TO: DATE:
PLEASE CHECK: _ OVERTIME COMPTIME COMPTIME (TRAVEL)
s ‘ — :
‘ ' PREAUTHORIZED ‘ ACTUAL
NAME OF EMPLOYEE I DATE | No. of Overtime/Comp Time | No, of Overtime/Comp Time

|
L

Hours Requested

Hours Worked

1
1 3
| i
|
P l
'REASON FOR OVERTIME/COMPTIME:
|
| |
!
REQUESTED BY: DATE: |
______APPROVED DISAPPROVED |\ ey T URE/TITLE |

ENCLOSURE

(1)



UNIT AND FAMILY READINESS FUNDS (U&FRF)

Monthly/Quarterly Account Reconciliation Summary

1. Unit

ASO 1700.27A

13 Mar 12

. “1st Quarter. - -

Volunteer Awards/Recognition (001)
Volunteer Reimbursements (002)
Light Refreshments (003)
Unit Parties/Picnics (004)
UFR Child Care (005)
Direct/Overhead Exp - Comm (006)
Direct/Overhead Exp - Travel (007)
Direct/Overhead Exp - Other (008)
MWR Support (009)
Marine Corps Ball (010)

Total 1st Quarter Spending

- — T O MmO O @ >

Reconciliation
Form

Supplemental
Form

Total

o L Sl s
IR T

2

Volunteer Awards/Recognition (001)
Volunteer Reimbursements (002)
Light Refreshments (003)

Unit Parties/Picnics (004)

UFR Child Care (005)
Direct/Overhead Exp - Comm (006)
Direct/Overhead Exp - Trave! (007)
Direct/Overhead Exp - Other (008)
MWR Support (009)

Marine Corps Ball (010)

- — T O M mMmUOD m>

Reconciliation

Form

Sup
Form

lemental

Total

Total 2nd Quarter Spending

uarte:

Volunteer Awards/Recognition (001)
Volunteer Reimbursements (002)
Light Refreshments (003)

Unit Parties/Picnics (004)

UFR Child Care (005)
Direct/Overhead Exp - Comm (006)
Direct/Overhead Exp - Travel (007)
Direct/Overhead Exp - Other (008)
MWR Support (009)

Marine Corps Ball (010) .
Total 3rd Quarter Spending

— — T O M mMmDO D>

Form

Reconciliation Supplemental

Form

Total

ENCLOSURE

(2
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Monthly/Quarterly Account Reconciliation Summary

1. Unit

h Quiarter
R:conciliai:ion Supplemental
Form Form Total
Volunteer Awards/Recognition (001) - = =
Volunteer Reimbursements (002) - - -
Light Refreshments (003) 2 = =
Unit Parties/Picnics (004) - = =
UFR Child Care (005) - - :
Direct/Overhead Exp - Comm (006) - - - ' -
Direct/Overhead Exp - Travel (007) = - ~
Direct/Overhead Exp - Other (008) ] - ' - -
MWR Support (009) - - -
Marine Corps Ball (010) - - A
Total 4th Quarter Spending . - |REEREREE

= — E GO m"m®m DO 0O &8 >

L AnnualSummary. T
Reconciliation Supplemental
Form Form Total
Volunteer Awards/Recognition (001) - - -
Volunteer Reimbursements (002) - - -
Light Refreshments (003) ' - - -
Unit Parties/Picnics (004) - - -
UFR Child Care (005) - - -
Direct/Overhead Exp - Gomm (006) - - -
Direct/Overhead Exp - Travel (007) - - -
Direct/Overhead Exp - Other (008) - - -
MWR Support (009) ' - - -
Marine Corps Ball (010) - - -
Total Annual Spending - -

— — I O MmO m >

Prior Year Balance
Total Annual Allocation -
Total Annual Spending -
Total Annual Transfers To/(From) =
Unexecuted UFRF Funds -

ENCLOSURE (2)
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UNIT AND FAMILY READINESS FUNDS (U&FRF}
Monthly Expense Summary ‘
T 2. Date -
B 1st Quarter 0 2nd Quarter
February March Apnil May June July
Supp Exp Supp Exp Supp Exp Supp Exp Supp Exp Supp Exp
Qtr Rec Form Yotal Qlr Rec Form Total Qtr Rec Form Total Qtr Rec form Total Qtr Rec Form Total Qte Rec Form Total
A Velunteer AwardsRecogniion (001) - - - - - - -
8 Voluniser Reimbursements (002) - - 2 = . ) ) i i :
€ Light Retreshments (D03) - = # . - - - 2
D Unit Parties/Penics (004 - - . _ R ) )
£ UFR Chid Cave {005) - z = - - - & =
¢ DwectOvernead Exp - Comim (006) _ ) : :
G DirecvOverhead Exp - Trave! (007) : - - . 2
H DirectiOverhead Exp - Oiher (008} - - g 2 g - -
| MWR Support (009) . . ) -
} Masine Comps Ball(010) & K - <
ety s e [ e e g oy [ ] ne [ ] wy [T
.. Total 15t Quanter UFRF Expenses . | . Total 2nd Quarter UFRF Expenses
Fundraising Funds Expenses February Marcn = April Moy une - uty
Transter TofF rom Febeuary March April - May June uly
3rd Quarter ™ o 4th Quarter
August September QOctoher November December January
Supp Exp Supp Exp Supp Exp Supp Exp Supp Exp Supp Exp
Qtr Rec Form Total Qtr Rec Form Tatal Qir Ret form Tota} Qs Rec Form Totat Qtr Rec Form Total Qtr Ret Form Total
A Voluteer AwardsfRecognition (001) - - z . 2 5 g 5
g Voiunleer Reimbursements {002) . - = : R . A A )
¢ Light Refreshmenis (003) = - - < - . - R
D Unit Pacies/Picrice (004) 5 - - - 2 2 ; R
£ UFR Chid Care (005) - - . - - - -
¢ DirectOverhead Exp - Comm (006) . s - . 5
G DiectOverhead Exp - Travel (007) - . A ) ) ) :
H DirecvOvernead Exp - Ciher (098) - - ’ - . . - - . = <
| MWR Supporn (009) = = s - = : = ; .
| Marine Corps Ball (010) - - . . :
© Augiist l ~ | Usepenb I i S0 . Onaber " November - . December I—_ T
| Total 3rd Quarter UFRF Expenses - . Tolal ath Quarrer UFRF Expenses . o e
fondrasing Funds Expenses August Seplember October Noyember Dotembel - January
Transfer TofFrom August Sepiember October November December . January
Total Annua! UFRF , [; | I . Total Anmsal Fundraising E = |
[ Total Annual UFRF Altogation] -] | Total Annual Fundraising Deposits 5 |
| Total Annual Transfers To/[From) -]
3
ENCLOSURE (2)



UNIT AND FAMILY READINESS FUNDS (U&FRF)

ASO 1700.27A

Lo i 13 Mar 12
Monthly Account Reconciliation
1. Unit 2. Date
For the Month of:
3. Funding FALSE
Carryforward U&FRF Balance from Previous Quarter -
Carryforward Fundraising Balance from Previous Quarter -
Quarterly Allocation -
Fund Raising Depasits HN/A
UFRF expenses during previous months In the Quarter -
Fundraising expense during previous months in the Quarter -
Available Balance [ AN/A |
4, Expenses
A - Voluntear Awards/Recognitian (001) F - Direct/Overhead Exp - Camm (008)
B - Voiunteer Reimbursements (002) G - Direc/Overhead Exp - Trave! (007)
C - Light Refreshments (003) H - DirecVOverhead Exp - Other (C08)
D - Unit Parties/Plenics (004) I - MWR Support (008)
E - UFR Child Care (005) J - Marine Corps B8all (010)
Transaction Date  Funding Method Transaction Code Item Description and Location of Purchase Amount
1 1 |
2
3
4
|
§
6 |
7
g i
8 { |
!
8 | .
10
Suhtotal Carried Farward From Supplemental Expense Form 3
Total Monthly Expenses e
Summary of Expenses Debit Card Entry ¥ Monthly ATM Withdrawals [Only recard those with change lefiover|
A - G 6730 - Withdrawal Amt Funds Used Funds to Turn in
8 . H - 2108 - s
€ . ) - 1116 3 .
D - 1 - Funding Methads -
E fundralsing Funds Oebit Card f 0.00 -
F - Total Advance 0.00 -
Reimbursement 0.00 Total Funds to Deposlt -
Allocation of Expenses internal Transfer
URFRF Expenses HVALUE! Other i
Fundraising Fund Expenses HVALUE] Total (ol - MCCS Accounting Office Signature of Receipt
Total HVALUE! Reconciliation Status | H#VALUEL
o T T Remaining Balance] . - - ONJA- . .|
5. These expenses approved (FRO/Commander Designee)
Appmvlng' Official > i
Prior Month Expense Reconclliation
. UFRF Expenses Fundralsing Expenses
! . FALSE .
- FALSE -
i Total Expenses -Prior Months i3
Distribution of Allocatian ) _J'
Beginning Balance Quarter Distributian Fundraising Depasits prior Months Expense  Curcent Month Expense Ending Balance ‘
AN/A wN/A
Amount Dspasited 1o UFRF Accaunt HN/A INJA —
Art Retained far Other Funding Meihads BN/A AN/A - /A (
/A ‘ - .
Total WNJA N/A A
Accounting Use Oaly
-e=10 Bank Balance pai GL 'S e .
- Card (Per Bark) (a+b-c +d= @) |Banx Batance per GL - @ .
et ) s month) . Amount Dispursed d. Deposits in Transit (should be tunds tumed above) s.Ending Bank Blance |, Varance
, Beginning Bank Baslance b. Amount Allocalad {if this manth) : s 3
s R S e
REfA(C) TATAT NACTTDT (D)
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UNIT AND FAMILY READINESS FUNDS (U&FRF)

Monthly Account Reconciliation

1. Unit

2. Date

Expenses

A - Volunteer Awards/Recognition (001)
B - Volunteer Reimbursements (002)

C - Light Refreshments (003)

D - Unit Parties/Picnics (004)

E - UFR Child Care (005)

F - Direct/Overhead Exp - Comm (006)
G - Direct/Qverhead Exp - Travel (007)
H - Direct/Overhead Exp ~ Other (008)
I - MWR Support (009)

J - Marine Corps Ball (010)

Transaction Transaction
Date Funding Method Code

Item Description and Location of Purchase Amount

19

20

21

2

.o

24

25

26

27

g

= ENOT.NAQTTRR
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ASO 1700.27A
13 Mar 12

UNIT AND FAMILY READINESS FUNDS (USFRF)

Monthly Account Reconciliation

1, Unit

2. Date

3. Expenses
A - Volunteer Awards/Recagnition (001)
B - Volunteer Reimbursements (002)
C - Light Refreshments (003)
D - Unit Parties/Picnics (004)
E - UFR Child Care (005)

F - Direct/Overhead Exp - Comm (008)
G - Direct/Qverhead Exp - Travel (007)
H - Direct/Overhead Exp - Other (008)
| - MWR Support (009)

J - Marine Corps Ball (010)

Transaction Transaction
Date Funding Methad Code

ftemn Description and Location of Purchase Amaount

28

29

30

31

32

33

35

36

K14

33

K]

40 |

41

42

43

44

46

47

48

48

51‘

2 | E3

53\ \

Total Expenses

6 . ENCLOSURE (2)



ASO 1700.27A
UNIT AND FAMILY READINESS FUNDS (U&FRF) 13 Mar 12

Quarterly Account Reconciliation

1. Unit 2. Date

i . .'lst Quarter

3. Funding

Carryforward U&FRF Balance from Previaus Year

Carryforward Fundraising Balance from Previous Year

1st Quarter Allocatian

Fundraising Deposits -
Available 1st Quarter Balance[ - |

Distribution of Alloeation ]
. Quarter Remaining
Beginning Balance Quarter Distribution Fundralsing Depaosits Quarter Expense Balance
Amount Depaosited te UFRF Accaunt - -

Amt Retained for Other Funding Methads = “

Total ;

4. Expenses

A - Valunteer Awerds/Recognition (001) : F - Direct/Overhead Exp - Comm (006)
8 - Velunteer Reimbursements (002) G - Direct/Overhead Exp - Travel (007)
C - Light Refreshments (003) H - Direct/Overhead Exp - Other (008)
D - Unit Partles/Picnics (004) 1 - MWR Support (008)
E - UFR Child Care (005) J - Marine Corps Ball (010)
Transactian Date Funding Method Transaction Code item Descriptlon and Location of Purchase Amaunt
1
2
3
4
5
6
7
8
9
Subtotal Carried Forward From Supplemental Expense Farm -
Total ist Quarter Expenses -

Summary of Expenses Debit Card Entry
A - G - 6730 -
s H . ) 2108
t « 1 1116
5] - 1 - Funding Methods
E - Transfer To/(Fram} . Debit Card 0.00
2 - Fundralsing Funds - Advance 0.00
Total I_ 3 R e T Relmbursement 0.00
Allocation of Expenses Internal Transfer 0.00
0.00
U&FRF Expenses - .Olher b
Fundraising Fund Expenses - Traasfer To/{From) . ) .00

: - Yotal |
Transfer To/(From
d ) Total el SN Reconclliation Status |

L Remaining 1st Quarter Balance § it h

5. These expenses approved (FRO/Commander Designee) -
Approving Official }
Accounting Use Only o G 5
= ank Bals |
s <l gl =R s, oot D its In Transk e. Ending Bank Balance I Vadance
: i d. Deposi 3
ated {if this month) ¢. Amount Dispurse¢ S
a. Beginning Bank Balance b, Amount Atiocated (i S . :
, s TATAT NOTTD T "\




UNIT AND FAMILY READINESS FUNDS (U&FRF)
Quarterly Account Reconciliation

ASO 1700.27A
13 Mar 12

1. Unit

2. Date

3. Funding

Carryforward U&FRF Balance from Previous Quarter . -
Carryforward Fundraising Balance from Previous Quarter -

2nd Quarter Allacation
Fundraising Depasits

Available 2nd Quarter Balance[ - ]

Distribution of Allocation

Balance Forward
Amt Deposited to UFRF Account
Amt Retalned for Other Funding Methods -

Quarter Distribution

Quarter Remaining

Fundraising Deposits Balance

Quarter Expense

Total -

4, Expenses
A - Volunteer Awards/Recogniticn (001)
8 - Volunteer Reimbursements (002)
C - Light Retreshments (ob:s)
D - Unit Parties/Picnics (004)
E - UFR Child Care (005)

F - Direct/Overhead Exp - Camm (006)
G - Direct/Overhead Exp - Travel (007)
H - Direc’Overhead Exp - Other (008)
| - MWR Support (009)

J - Marine Carps Ball (010)

. Transaction Date Funding Method Transaction Code

ftem Descriptian and Location of Purchase Amount
t
2
3
4
]
8
7
8
9
Subtotal Carried Forward From Supplemental Expense Farm g
Total 2nd Quarter Expenses ¥
Summary of Expenses Debit Card Fntry
A - G 6730 -
B - H - 2108 -
C - | 1116 Es
D % J Funding Methods
E - Transfer To/{From} Debit Card 0.00
2 - fundraising Funds Advance 0.00
Total ! SRR Relmbursement 0.00
Allacation of Expenses internal Transfer 0.00
U&FRF Expenses - Qther 0.00
Fundraising Fund Expenses - Transfec To/{From)
Transfer To/(From) 5 . 2= Tata
Total Reconciliatian Status

5. These expenses approved (FRO/Commander Deslignee)

Approving Official '

Date

8. Reconcliliation of Debit Card (Per Bank) (a+h-

a. Beginning Bank Baiance v Amount Allacated (if this manth)

s S =

G +d=e) (Bank Balance per GL - € = U]

¢. Amaunt Dispursed

8 e e

Accounting Use Only

Bank Balance per GL $

d. Depaslis in Transit e. Ending Bank Balance {. Variance

Bie oo $

8 ENCLOSURE (2)




UNIT AND FAMILY READINESS FUNDS (U&FRF)
Quarterly Account Reconciliation

ASO 1700.27A
13 Mar 12

1. Unit

2, Date

;,
3. Funding

Carryforward U&FRF Balance from Previous Quarter
Carrytarward Fundraising Balance from Previous Quarter
3rd Quarter Allocation
Fundraising Deposits

Available 3rd Quarter Balance[

Distribution of Allocation

Quarter Remaining
Balance Forward Quarter Dlstribution Fundralsing Deposits Quarter fxpense Balance
Amt Deposited ta UFRF Accaunt
Amt Retained for Gther Funding Methods - 5 ”
Total n % e ¥ :i\
4, Expenses )
A - Valunteer Awards/Recagnilion (001) F - Direct/Qverhead Exp - Comm (006)
B - Voiunteer Reimbursemants (002) G - Direct/Overhead Exp - Travel (007)
C - Light Refreshments (003) H - DirectiOverhesd Exp - Other (008)
O - Unit Panias/Picnics (004) | - MWR Support (009)
E - UFR Child Care (005) J - Maiine Corps Ball (010)
Transaction Date Funding Methaud Transaction Code Item Description and Locution of Purchase Amount
i
2
3
4
B
6 4
¢ |
g
9 i

Subtotal Carried Forward From Supplemental Expense Form

Total 3rd Quarter Expenses

wm OMNn ® P

Summary of Expenses
G
H
I
J
Transfer To/{From)

Fundraising Funds
Total

Aliocation of Expenses

U&FRF Expenses
Fundraising Fund Expenses

Transfer To/{From)

Total

Deblt Card Entry

mternal Transfer
Other
Transter To/{Fram)

Total .

6730 =
2108 -
1116 ¢
(Funding Mcthods
Oeblt Card Q.00
Advance 0.00
fleimbursement 0.00

Reconciliation Status

5, These expenses approved (FRO/Commander Designee)

Appraving Officlal }

Date

3

6. Reconcilliation of Dehit Card (Per B
a. Beguning Bank Balance

b, Amount Allocated (if this month}

S_

Accounting Use Only

ank) (a+b-c +dr=e) (Bank Balance perGL-@ =)

¢. Amouni Dispursed

| S S——

d Deposils in Transi

e i c—

Bank Balance per GL

. Ending Bank Balance I. Vanance

T ——

I

|

ENOT.NATTRR

(&)



UNIT AND FAMILY READINESS FUNDS (U&FRF) B0 a9, 27A
Quarterly Account Reconciliation

L Unit =~ 2. Date

b3. Funding

Carryforward U&FRF Balance fram Previous Quarter . -
Carryforward Fundraising Balance fram Previous Quarter S
4th Quarter Allocatlion

Fundraising Deposits -

Available 4th Quarter Balance | -

Distribution of Allocatlon

) Quarter Remaining
Balance Forward Quarter Distributian Fundraising Depasits Quarter Expense Balance

Amt Oeposited to UFRF Acrount - x »

Amt Retained for Other Funding Methads - & &

Tatal -
4. Expenses
A - Volunteer Awards/Recognitian (001) F - Dlrect/Overhead Exp - Camm (008)
B - Volunteer Reimbursements (002) G - Direct/Overhead Exp - Travel (007)
C - Light Refreshments (003) H - Direct/Overhead Exp - Other (008)
D - Unit Parties/Picnics (004) | - MWR Suppart (009)
E - UFR Child Care (00S) J - Marine Corps Ball (010)
Transaction Date Funding Method Transactlon Code Item Description and Location of Purchase Amount
1
2
3
4
§
6
7
8
9
Subtetal Carried Forward From Supplemental Expense Form -
Taotal 4th Quarter Expenses -
Summary af Expenses Deblt Card Entry
A - G - 6730 -
8 . : H . 2108 -
c . =l ’ 1116} 28
0 - ] - Fundmg Methods
E - Transfer To/{from) - Oebit Card 0.00
F - Fundralsing Funds Advance 0.00
V Total L ' Reimbursement 0.00
Allocatlon of Expenses internal Transfer 0.00
U&FRF Expenses - Qther 0.00
Fundraising Fund Expenses ~ Transfer To/(From) 0.00
Transfer To/(From) - Totsl
Reconciliation Status

Quarter Balance $°

Year End Balances
Remalining UFRF
Remalning Fundraising Funds

s —

5, These expenses approved (FRO/Commander Deslgnee)

1
|
. Date
Approving Official } — e — A
Accounting Use Only

= ¢) {Bank Balance perGL -8 = f

Bank Batance per GL $

6. Reconcilliation of Debit Card (PerBank) la+b-c + d

!Qm“ its i I ance {. Varance
Bank b. Amount Al ed h' Amaunl Oi d. Depasils in ransit e, Ending Bank
an ance U 0C 3! his month) ¢. Amaunl !spufsed al Iyl
Ba 3 t Allocated (if | B
3. B ng |
¥ S i e S — §
TIATAT AATTIT T [Aa T




ASO 1700.27A

13 Mar 12
UNIT AND FAMILY READINESS FUNDS (U&FRF)
Monthly/Quarterly Account Reconciliation
1, Unit 2. Date
<. J1st Quarter
3. Expenses
A - Volunteer Awards/Recoegnition (001) F - Direct/Overhead Exp - Comm (008)
B - Valunteer Relmbursements (002) G - Direct/Overhead Exp - Travel (007)
C - Light Refreshments (003) H - Direct/Overhead Exp - Other (008)
D - Unit Parties/Picnics (004) I - MWR Suppaort (009)
E - UFR Child Care (005) J - Marine Corps Ball {(010)
Transaction
Date Funding Method  Transaction Code item Descriptlon and Locatlon of Purchase Amount
[ [
1 |
2
3
4
§
6
4
8
9
10
11
12
13
14
15
16
17
18
19 —]
2 j}
21 ‘
|
2 | T ]
\
2 ‘ \
2 |

2 L

I B

27

11 ENCLOSURE (2)




UNIT AND FAMILY READINESS FUNDS (U&FRF)
Monthly/Quarterly Account Reconciliation

ASO 1700.27A

13 Mar 12

1. Unit

2. Date

U ist Quarter .-

3. Expenses
A - Volunteer Awards/Recognition (001)
B - Volunteer Reimbursements (002)
C - Light Refreshments (003)
D - Unit Parties/Picnics (004)
E - UFR Child Care (005)

F - Direct/Overhead Exp - Comm (006)
G - Direct/Overhead Exp - Travel (007)
H - Direct/Overhead Exp - Other (008)

| - MWR Support (009)
J - Marine Carps Ball (010)

Transaction
Date Funding Method Transaction Cade

Item Descriptlon and Location of Purchase . Amount

28

28

30

3

32

85 -

34

35

36

37

38

)

40

41

42

43

44

45

46

47

48 |

49

50

51

81 !

. ]

12

Total Expenses

ENCT.OSQTTIRE
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ASO 1700.27A
UNIT AND FAMILY READINESS FUNDS (U&FRF}) 13 Mar 12

Monthly/Quarterly Account Reconciliation

1. Unit 2. Date

3. Expenses
A - Volunteer Awards/Recognition (001) F - Direct/Overhead Exp - Comm (006)
B - Valunteer Reimbursements (002) G - Direct/Overhead Exp - Travei (007)
C - Light Refreshments (003) H - Direct/Overhead Exp - Other (008)
D - Unit Parties/Picnics (004) I - MWR Support {009)
E - UFR Child Care (005) J - Marine Corps Ball (010)

Transaction

Date Funding Method Transaction Code Item Description and Lacation of Purchase Amount

18

18

20

Z

2

pX) |

24

25

2le

27}

18 ' ENCLOSURE (2)



ASO 1700.27A
UNIT AND FAMILY READINESS FUNDS (LU&FRF) _ 13 Mar 12

Monthly/Quarterly Account Reconciliation

1. Unit 2. Date

3. Expenses ‘
A - Volunteer Awards/Recognition (001) F - Direct/Overhead Exp - Comm (006)
B - Valunteer Reimbursements (002) G - Direct/Overhead Exp - Travel (007)
C - Light Refreshments (003) H - Direct/Overfiead Exp - Other (008)
D - Unit Partiea/Picnics (004) I - MWR Support (009)

E - UFR Child Care (005) J - Marine Corps Ball (010)
Transaction

Date Funding Method Transaction Code Item Description and Location of Purchase Amount

28

30

31

3 k

33

33

36

37

38

39 o

40

41

42 1

A3

44

45

48

47

48

49

50

51

| %
52 \ ; .
2 l' ‘ : Total Expensesr i
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UNIT AND FAMILY READINESS FUNDS (U&FRF) AS0 1900.294

Monthly/Quarterly Account Reconciliation

13 Mar 12

1. Unit 2. Date
st 3rd Quarter: R

3. Expenses

A - Volunteer Awards/Recognition (001) F - Direct/Overhead Exp - Comm (006)

B - Volunteer Reimbursements (002) G - Direct/Overhead Exp - Travel (007)

C - Light Refreshments (003) H - Direct/Overhead Exp - Other (008)

D - Unit Parties/Picnics (004) | - MWR Support (009)

E - UFR Child Care (005) J - Marine Carps Ball (010)

Transaction

Date Funding Method  Transaction Code item Description and Locatian of Purchase Amount

12

13

14

15

17

18

20

9

22

23

24

25

26

27

e

28

1 TIATAT AATTT T /AN



UNIT AND FAMILY READINESS FUNDS (U&FRF
Monthly/Quarterly Account Reconciliation

"ASO 1700.27A
13 Mar 12

1. Unit

2. Date

3. Expenses

A - Volunteer Awards/Recognition (001)
B - Volunteer Reimbursements (002)

C - Light Refreshments (003)

D - Unit Parties/Picnics (004)

E - UFR Child Care (005)

F - Direct/Overhead Exp - Comm (006)
G - Direct/Qverhead Exp - Travel (007}
i - Direct/Overhead Exp - Othar (008)

I - MWR Support (009)

J - Marine Corps B8all (010)

Transaction
Data Funding Method  Transaction Code

Item Description and Location of Purchase ~ Amount

28

30

3

32

kx|

34

35

36

v

38

39

40

41

42

43

45

46

47

48

49

30

~

52

83

54

5§

16

Total Expenses ¢

ENCLOSURE (2)



ASO 1700.27A
UNIT AND FAMILY READINESS FUNDS {U&FRF) 13 Mar 12

Monthly/Quarterly Account Reconciliation

1. Unit 2, Date

3. Expenses

A - Volunteer Awards/Recognition (001) F - Direct/Overhead Exp - Comm (006)
B - Volunteer Reimbursements (002) G - Direct/Overhead Exp - Travel {007)
C - Light Refreshments (003) H - Direct/Qverhead Exp - Other (008)
D - Unit Parties/Picnics (004) 1 - MWR Support (009)

E - UFR Child Care (005) J - Marine Corps Ball (010)
Transaction

Date Funding Method  Transaction Code Item Descriptlon and Location of Purchase Amount

.

22

23

2%

TAATAIT AOTTTT 10N



ASO 1700.27A
UNIT AND FAMILY READINESS FUNDS {U&FRF) i3 Mar 12

Monthly/Quarterly Account Reconciliation

1. Unit 2. Date

3. Expenses
A - Volunteer Awards/Recognition (G01) F - Direct/Overhead Exp - Comm (006)
B - Volunteer Reimbursements (002) G - DirectOverhead Exp - Travel (G07)
C - Light Refreshments (603) H - Direct’/Gverhaad Exp - Other (008)
D - Unit Parties/Picnics (004) : I - MWR Suppart (009)
E - UFR Child Care (005) J - Marine Corps Balt (010)

Transaction i
Date Funding Method  Transaction Code Item Description and Location of Purchase Amount

29

0

31

32

33 i

34 |

3

36

37

38

39

4

42

43

44

45

46

47

48

49 ‘ «
50 41 l

51

52

53 | | J

54

5% | } Total Expenses - -
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Annual Fundraising Funds

ASO 1700.27A
13 Mar 12

1. Unit

2. Date

3. Fundraising Events

Event Date

Quarter

Fundralsing Event

Amaunt

10

1

12

14

15

16

17

18

20

21

22

23

]

24

Total Deposits

Quarter

Total Deposits J

1st Quarter

2nd Quarter

3rd Quarter

4th Quarter

Total Deposits

19

ENCLOSURE

(2)



ASO 1700.27A
Instructions on Using Workbook to Track UFRF 13 Mar 12

1 Summary Tab - The tab called Summary automatically populates based on your input onto the Quarterly
Reconciliation Tab and Supplemental Expense Forms for each Quarter. The only cell you will
need to populate on the Summary tab is your Unit Name at the top in Block 1

2 Monthly Summary Tab - The tab called Monthly Summary automaticaily populates based on your
input onto the Quarterly Reconciliation Tab and Supplemental Expense Forms for each Quarter. The
only cell will need to populate on the Monthly Summary tab is your Unit Name at the top in Block 1

3 Quarterly Reconciliation Tab - The Quarterly Reconciliation Tab is where you will want to track your
expenses daily. If you properly track your allocation and expense on this tab, your summary tabs will
automatically populate and be accurate. Notice that each quarter has a separate section. Make sure
you are populating data in the correct quarter. Only the cells highlighted in Yellow can be typed into.

To properly complete this tab:

a. Populate your unit name in Block 1

b. Populate the date in Block 2

c. In Section 3 titled "Funding", update the allocation amount based on the allocation report

provided by MCCS. Notice that the "Carryforward Balance" automatically populates for all quarters
except the 1st Quarter. Populate the "Carryforward Balance” on the 1st Quarter based on the
report provided by MCCS. ‘

d. In Section 3 titled "Funding", notice that the Fundraising Deposits automatically updates based on
data entered on the Fundraising Funds tab. To ensure the most accurate information by quarter, keep
the fundraising tab up to date as deposits are made.

e. In the next small section titled "Disbribution of Allocation", you will need to populate how the unit
commander or their designee allocated the funds based on the Quarterly U&FRF Distribution Report
that is turned into MCCS each quarter. The first line is the funds that are deposited into the designated
U&FRF bank account for debit card usage. The 2nd line is the funds retained by MCCS to fund other
funding methods such as advances, reimbursements, internal transfers, etc. Ensure the data you enter
here matches your "Quarterly U&FRF Disbribution Report". You will also notice some check figures here
that are indicated by green or red cells. If your total lines all contain green cells, then all data is balanced.
If there are any red cells, then something is not balanced properly based on data you entered.

f. In the Section titled "Expenses, track your expenses daily so you always know what your

available balance is. Remember to keep track of expenses in the appropriate quarter so your
summary tabs will populate accurately. To properly track expenses:

1. Populate the transaction date with the actual date of the transaction. If you receive a data
error, you are inputting a date that does not belong in that quarter's section. Use the appropriate
section or correct the date. Do not change the format of the date column as it will affect how your

Monthly Summary tab populates. The date should remain in the following format Month/Day.
2. Select a Funding Method as to how the expenses were paid.

3. Select a Transaction Code from the drop down list that corresponds to the type of expense. The
transaction codes are defined above the expense detail. Ensure each expense is properly coded
with a transaction code or your summary tabs will not populate accurately. Note there [s an option
to select fundraising funds if you are utilizing those funds vice U&FRF.

4. Populate the description column with brief description of the purchase and the location

. Populate the amount column with the actual amount of the transaction.

. if you run out of lines on the Quarterly Reconciliation Tab for any given quarter, additional

oy U
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) ) ASO 1700.27A
Instructions on Using Workbook to Track UERF 13 Mar 12

transactions should be recorded on the Supplemental Expense Forms provided for each quarter.
Be sure to record the expense in the proper quarter so your summary tabs populate properly. Each
tab is programmed to validate the date so it should not allow you to enter a date outside of that
quarter.

7. Any items populated on the Supplemental Forms will have the balance brought forward to the
Quarterly Recanciliation tab in the proper quarter's section.

8. The biock for the total expenses for that quarter will populate automatically.

g. The next section shows you a summary of your expenses based on the type of expense. You will notice
the total cell will hightight green or red. This should always be green if your sheet is populated
correctly. If not, you will see a red cell and you will need to double check your entries.

Usually this error will result if you do not select a transaction code on either the Monthly Reconciliation
Tab or Quarterly Reconciliation Tab. _

h. The next section summarizes your expenses based on whether they are U&FRF or Fundraising. (f you
have a message that states "Balance Exceeded" then you have spent more than you had available for
that type of funding. Check your entries for accuracy. You will also notice the total block will highlight
green or red. Green indicates the totals are in balance, and red indicates there is a problem.

i. The next small section provides the breakdown of the debit card expenses. This is separated out
because MCCS will have to do a manual entry each month to record debit card expenses. You will also
see that the block next to 1116 will highlight green or red. Green indicates that the totals match the
debit card balance in the Funding Methods below and red indicates the totals do not match. You
should always see a green cell here.

j. The next section provides you a breakdown based on type of funding used. You will notice the total
cell will highlight green or red. Green indicates the totals are accurate, red indicates a problem.

k. Take note of your "Remaining Balance" block highlighted towards the end of each quarter. This
amount should never be less than 0. If it is you will see a message in this block that says -

"Available Balance Exceeded!!". If you do get this message, please review your entries to check

for accuracy. If you still have the error message, then you have spent more than your unit had
allocated to them and you must report this to the MCCS accounting office immediately. Note that the
Remaining Balance is allocated to either U&FRF or Fundraising in the next quarter based on what
type of funds were remaining.

|. The Commander or their Designee needs to sign and date Block 5 authorizing the expenses.

m. The MCCS Accounting Office will populate Block 6 once the reconcillation is turned in at the end of

each quarter. This will verify the reconciliation with the actual bank information.

4 Monthly Reconciliation Tab - The Monthly Reconciliation tab is provided for your convenience. A
reconciliation of monthly expenses must be turned into the local MCCS accounting office on a
monthly basis. All expenses should be tracked daily on the Quarterly Reconciliation tab, When it
is time to turn in a monthly reconciliation, you can simply copy the transaction line items for the
appropriate month and paste them onto this worksheet. Only the cells highlighted in Yellow can be

typed into.

To Properly Complete this Tab:

a. Populate your unit name in Block 1

b. Populate the date in Block 2

¢. Use the drop down and select the month
| use the drop down and select the year.

the reconciliation Is for. Next to the month is a cell for you
It is very important that you populate the month block. You
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ASO 1700.27A

instructions on Using Workbook to Track UFRF 13 Mar 12

will notice that when you select a month that the "Prior Month Expense Reconciliation" will populate
automatically. This will bring in your expenses from prior months in that quarter so you can see your
actual remaining balance. For example, if you select April, the Prior Month Expense Reconciliation will
pull in February and March and the expenses associated with those manths broken down by UFRF or
fundraising. This amount will also carry up to Section 3 Funding and populate the last two lines for
previous months' expenses in that quarter.

d. In Section 3 titled "Funding", you will notice that all of the data populates automatically. If you do
not see data in this section, make sure you have selected the month using the drop down above.,

e. The expense portion is populated like the Quarterly Reconciliation Tab. If you need more lines for
additional expenses. Use the tab called Supp Exp Form - Monthly. The Supp Exp Form - Monthly will
carry over to your monthly reconcilation tab if populated.

~f. The next section shows you a summary of your expenses based on the type of expense. You will notice
the total cell highlights green or red. This should always be green if your sheet is populated
correctly, If not, you will see a red cell and you will need to double check your entries.

Usually this error will result if you do not select a transaction code on either the Monthly Reconciliation
Tab or Quarterly Reconciliation Tab.

g. The next section summarizes your expenses hased on whether they are U&FRF or Fundraising. If you
have a message that states "Balance Exceeded” then you have spent more than you had available for
that type of funding. Check your entries for accuracy.

h. The section titled "Debit Card Entry" is for MCCS' use. All transactions via debit card require a
manual entry at the end of each month. The expenses using UFRF is booked to 6730 and the expenses
using your unit's fundraising funds are hooked to 2108. All debit card entries come out of cash account
1116

i. The section titled "Funding Methods" provides you a breakdown of how your expenses were paid
that month. '

i. The section titled "“Maonthly ATM Withdrawals" is where you will record any ATM withdrawals that
were not fully utilized, and you have change to turn in. You only need to record those ATM transactions
that you still have change remaining at the end of the month. Any change remaining from ATM
withdrawls that month will need to be turned into MCCS so your account can be reconciled. The
funds turned in will be redeposited into your designated UFRF account and MCCS will sign indicating
the receipt of those funds.

k. The remaining balance is what you have remaining available to date for the current quarter. This
balance should not be less than zero. If so, you will see an error that says - "Available Balance
Exceeded!!!". If you get this message, double check your entries for accuracy. If the error
remains after you have made corrections, notify the MCCS accounting office immediately.

If you have filled everything out properly it should balance to the amount reflected on your
Quarterly reconciliation tab minus any expenses for subsequent months that you may have already
populated for that quarter. )

[. The Commander or their Designee needs to sign and date Block 5 authorizing the expenses.

m. The MCCS Accounting Office will populate Block 6 once the reconciliation is turned in at the end of

each mohth. This will verify the reconciliation with the actual bank information.

n. At the bottom there is a Prior Month Expense Reconcilation that will account for expenses for prior

months in the same quarter. This will populate automatically based on the month you select
at the top of the sheet. This amount will also populate the Section 3 funding lines for the

expenses in the prior months.
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5 Fundraising Funds Tab - The fundraising funds tab is provided to track your fundraising fund balance.
These funds will be deposited into your unit's designated U&FRF bank account or held in MCCS' account
if your unit declined the debit card option. These funds must be tracked separately since they do not
expire. This tab needs to be updated as fundraising funds are deposited, or your quarterly available
balance will not be correct on the Quarterly Reconciliation tab. '

To properly complete this tab:

a. Populate your unit name in Block 1

b. Populate the date in Block 2

¢. In Section 3 titled "Fundraising Events" fill out the information for the date, quarter, event name, and
amount. Ensure that all dates and quarters are correct or your Quarterly Reconciliation tab will not show
the correct available balance. '

d. Atthe bottom of the form you will see a summary of deposits by quarter. This information flows over
to the appropriate quarter's "Fundraising Deposits" line on the Quarterly Reconciliation tab.

6 Data Check Tab - This workbook contains multiple check figures that can be compared to verify
the accuracy of your data and summary information. Check the Data Check Tab to see if an "Out
of Balance" Exists. If your data all balances, you will see a Green "In Balance" comment. If any of your
data is out of balance among this workbook, you will see a Red "Out of Balance" comment. If you do
have a Red "Out of Balance" comment, please go back and check your entries and make adjustments
to bring it back in balance. The main cause of out of balances is incomplete transactions where a date,
funding method, or transaction code was not selected.
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DATA CHECK

U&FRF Expenses

Monthly Quarterly
, Summary Summary Reconciliation Data Check
o Quarer - : C o alance
2nd Qlerter : . © e
3rd Quarter . ‘ _ . & lﬁ.BaIan"cé?"i._;f" :
4th Quarter - - - InBalance -
AffTa) : - - UiinBalance

Fundraising = - %VinBalance

Funding
Monthly Quarterly

Summary Summary Recanciliation ~ Data Check
Annual U&FRF Allocation 5 - - iT)n Balapce il

Monthly Quarterly
Fundraising Tab Summary Reconciliation ~  Data Check

Fundraising Deposits : . - - pEniBalance T
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3044 CATLIN AVENUE
QUANTICO, VIRGINIA 22134-5103
IN REPLY REFERTO:
7000
MRFE

10 Mar 11

From: Commandant of the Marine Corps

Subj: FINANCE AND ACCOUNTING STANDARDIZATION GUIDE (FASG)
002/11 UNIT AND FAMILY READINESS FUNDS (U&FRF)

Ref: ) MCO 1754.9

) MCO P1700.27B

) MARADMIN 166/11

) DOD EMR 7000.14-R

coocw

U&FRF Debit Card Internal Control Procedures
(2) Expenditure Request/Reimbursement for Unit & Family
Readiness Funds

Encl:

—

1. Unit and Family Readiness Funds (U&FRF). Unit and Family
Readiness Funds (U&FRF), incorporating the former picnic and
party funds, are intended to support unit Morale, Welfare and
Recreation (MWR) needs including recreational, social and family
readiness activities. Marine Corps Community Services (MCCS)
has established a single nonappropriated fund (NAF) allocation
of $25 per Marine per year, for active units home-based at
Marine Corps installations. The installation MCCS will provide
this support from locally generated NAF, independently of and
not contingent upon any appropriated (APF) funding. To preclude
conflicts with APF policies, U&FRF will not be authorized APF
support or Uniform Funding & Management (UFM) reimbursement.

2. First Principles.

a. Unit commanders have the authority to decide how to
spend U&FRF for their units’ personal and family readiness needs,
consistent with headquarters policy. Commanders should have
unhindered access to U&FRF and the installation MCCS should
facilitate unhindered access.

b, Unit commanders have the responsibility for budgeting
and managing U&FRFE while complying with basic internal control
procedures required by headguarters policy. Also, commanders
must ensure that sufficient documentation is provided to the
installation MCCS Accounting Office (AO) so that repor?ing may
be made to headquarters by expense purpose for each unit.

ENCLOSURE (3)
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002/11 UNIT AND FAMILY READINESS FUNDS (U&FRF)

c. Execution of U&FRF will be regulated by appropriate
guidance, including references (a) through (¢) and enclosure (1).
Unit commanders will act as the sole authority for the spending
of U&FRF.

d. Accountability for the proper use of U&FRF will be
monitored through routine Marine Corps Nonappropriated Funds
Audit Service (MCNAFAS) audits.

e. U&FRF are to be used in the year provided rather than
accumulated from year to year. Unused U&FRF will rollover each
quarter until the end of the NAF fiscal year. At the end of the
NAF fiscal year, excess funds will be withdrawn unless they are
designated feor a specific purpose. Immaterial amounts in MCCS
designated U&FRF bank accounts may carry forward to prevent the
‘account from reaching a zero balance.

3. Commander’s access to U&FRF.

a. Unit commanders or their designees will work directly
with local installation MCCS AOs to access their U&FRF.

b. At installations where access to U&FRF is working well
and the unit commander is satisfied with current processes,
those processes may be continued.

c. MR has authorized the use of a locally managed debit
card through a local banking facility. At all installations,
the installation MCCS AO will provide commanders with a debit
card option to facilitate access to funds.

d. The unit commander will retain and be respcnsible for
the debit card(s) and may delegate the use of the debit cards to
the Family Readiness Officer (FRO), other unit designee, or a
deployed designee.

e. The unit commander has the fiduciary responsibility for
U&FRF, whether accessed by debit card or other processes; and
whether spent by the commander or by a designee.

f. The installation MCCS will not further restrict the unit
commander’s access to their U&FRF.

4. Allocation of U&FRF. The installation MCCS will allocate
fundg—qﬁarterly based on command reported onboard,gnlt s;rength
.~ from the Marine Corps Total Force System (MCTFS) , 1nc}ud1ng
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Sailors or other service members assigned to the unit and in
support of the Marines. The MCTFS strength report will be used
on the first working day of each quarter of the NAF fiscal year.
U&FRF foxr Fleet Assistance Program (FAP) personnel is provided
by the installation MCCS to the unit that reports FAPs on their
quarterly unit strength report. U&FRF will be provided for
Individual Augmentees (IA) included in a command’s strength
report. U&FRF for permanent detachments is also provided by the
local installation MCCS AO. Funds allocated to one unit may be
transferred to another unit with mutual consent of the unit
commanders.

a. Unit Deployment Program (UDP) Units and Deployed Units
are to be supported by their parent installation. Unit
commanders will determine the amount of U&FRF that the parent
installation will provide forward. Unit commanders will
coordinate deployed funds through the parent installation MCCS
AO,

(1) The parent installation MCCS AOC may provide a check
to the unit, which will be deposited with and administered by
the forward MCCS, if available.

(2) The parent installation MCCS A0 may execute an
electronic transfer through the NAF accounting system to the
forward MCCS.

(3) Unit commanders will designate in writing a
responsible officer to manage the funds at the deployed location
and make a full reconciliation of receipts and cash remaining
within 10 days of returning from deployment.

(4) Unit commanders may authorize a deployed designee to
deploy with a debit card. The authorization will be in writing
and require a full reconciliation of receipts within 10 days of
returning from deployment.

b. Detachments, other than permanent detachments, are to be
supported by their parent installation. Unit commanders will
determine the amount of U&FRF that the parent installation will
provide forward. Unit commanders will coordinate deployed funds
through the installation MCCS AOQO.

(1) The parent installation MCCS A0 may provide a check
to the unit, which will be deposited with and administered by
the forward MCCS, if available.

3 ENCLOSURE (3)



ASO 1700.27A

13 Mar 12

Subj: FINANCE AND ACCOUNTING STANDARDIZATION GUIDE (FASG)
002/11 UNIT AND FAMILY READINESS FUNDS (U&FRF)

(2) The parent installation MCCS AO may execute an
electronic transfer through the NAF Financial Management System
(FMS) to the forward MCCS.

(3) Unit commanders will designate in writing a
responsible officer to manage the funds at the detached location
and make a full reconciliation of receipts and cash remaining
within 10 days of returning from detachment.

(4) Unit commanders may authorize a detached designee to
detach with a debit card. The authorization will be in writing
and require a full reconciliation of receipts within 10 days of
returning from detachment.

5. U&FRF Expenditures. It is intended that the U&FRF be used
to support unit MWR needs for recreational, social and family
readiness activities, including volunteer expenses. Unit
Commanders should budget for APF operating expenses hecessary to
provide personal and family readiness needs not covered by the
NAF U&FRF.

a. Authorized U&FRF Expenditures. The unit commander or
his/her designee, assigned in writing, will act as the sole
authority for the spending of U&FRF. Clarification of policy
regarding expenditures may be directed to the installation MCCS
Director. The following categories of expenditures are
authorized for U&FRF:

(1) Light refreshments for Unit, Personal and Family
Readiness Program meetings, events, and/or training sessions;

(2) Volunteer awards and recognition;

(3) Family Readiness volunteer reimbursements,
including reimbursement for child care, mileage, phone charges,
tolls, parking, and other preapproved miscellaneous expenses;

(4) Direct and overhead expenses including expendable
items; supplies, travel, communications, and FRO business cards;

(5) Minor eguipment with a unit price less than $2,500.
Minor equipment purchased with U&FRF is not subject to NAF
property control regulations. The unit commander is responsible
for developing proper internal control procedures to account for

this equipment,

4 ENCLOSURE
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(6) MWR support of unit recreational, social and family
readiness activities; and

(7) Unit parties and picnics.
b. Funding Methods.

(1) U&FRF Debit Cards. U&FRF may be accessed via debit
cards provided from a local MCCS bank account. The procedure to
utilize debit cards is as follows:

{a) Installation MCCS AO will negotiate with a local
financial institution to provide debit cards from a separate
MCCS account designated for U&FRF funds.

(b) The unit commander must submit a written request
to ‘installation MCCS AO to issue a debit card for their unit’s
account. The installation MCCS AO will issue cards as requested
by the unit commander.

(c) The installation MCCS A0 will transfer quarterly
U&FRF allocations into the account designated for U&FRF debit '
cards as requested by the unit commander.

(d) The unit commander has fiduciary responsibility
for U&L&FRF and will retain and be respomnsible for all U&FRF debit
cards.

(e) The unit commander may delegate the use of the
debit card to a FRO, other unit designee, or a deployed designee.

(f) The unit commander or designee will track
spending to ensure quarterly spending is less than or egual to
available quarterly balance.

(g) The installation MCCS AO will provide the
commander a report at the beginning of each quarter showing
U&FRF allocation and carry-forward balance.

(h) The installation MCCS AO will assist the
commander in accounting for U&FRF, and capture sufficient data

to provide MR about U&FRF spending.

(i) The unit commander will maintain responsibility
for reconciliation of U&FRF at the end of each quarter.

S ENCLOSURE (3)
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(3) The unit commander is subject to MCNAFAS audit
and will ensure proper documentation of U&FRF transactions is
retained in unit files for audit purposes.

(2) Advance and Reconciliation. The standard
procedure for most U&FRF expenditures is as follows:

(a) The FRO will request an advance from the
installation MCCS AO using enclosure (2).

(b) The installation MCCS AQ will process a
disbursement as requested. Disbursements may be made by
electronic funds transfer (EFT), check, or petty cash.

(c) The FRO will make expenditures from funds
advanced.

(d}) The FRO will reconcile expenditures with the

" Unit and Family Readiness Funds Administrator (UFRFA) in the
installation MCCS AO with receipts to document the expenditure
and return of unused funds.  Reconciliation must be made within
5 working days of expenditure.

(3) Reimbursement. As an alternative, the FRO may
present receipts and enclosure (2) to be reimbursed after the
fact for authorized expenditures. Reimbursements should be
‘submitted within 10 working days of expenditure.

(a) U&FRF reimbursements totaling $500 or less may
be paid with petty cash in accordance with reference (d).

{(b) U&FRF reimbursements totaling more than $500
will be paid by check or EFT. ‘

(4) Internal Transfer. The FRO may negotiate a party
contract with an MCCS activity on the installation and request
the installation MCCS AO to cover the expense with an internal
accounting entry. The FRO will forward the completed party
contract to the installation MCCS accounting office along with
the request for transfer via email.

(5) Volunteers. Family Readiness volunteer
reimbursements, including reimbursement for child care, mileage,
phone charges, tolls, and parking will be authorized for .
volunteers who have been preapproved by the FRO. The FRO will:
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(a) Prepare enclogure (2) for the volunteer and
submit to the installation MCCS A0 within 5 working days of
receipt.

(b) The installation MCCS AO will execute an EFT or
other disbursement within 5 working days to reimburse the
volunteer.

(6) Other Local Methods. U&FRF can be utilized via
other locally developed methods agreed upon between the
installation MCCS 20 and the unit commander.

c. Authorized Vendors. Procurement of goods and services
may be made from installation activities or the private sector.
Since the source of the NAF U&FRF is from MCCS patrons, FROs are
encouraged to procure goods and services from installation
activities, when possible. In accordance with reference (b),
any goods and services procured from MCCS direct operations
using U&FRF funds will receive a 10% discount from the activity
coded to the activity’s cost center. These discounts need to be
tracked in the NAF Financial Management System (FMS) and will be
coded as follows:

Cost Center GLAC | Subaccount Department
Debit XXXX-XX 6741 | 000 § FRS

6. Limitations and Prohibitions of U&FRF.

a. Child Care. U&FRF may be used for child care for
volunteer reimbursement and to support child care for DUnit,
Personal and Family Readiness Program events.

b. Contracting. The FRO has no MCCS contracting authority.
Normal MCCS NAF procurement policies must be followed when
purchasing direct and overhead expense items that could result
in contracting for ongoing service agreements., The unit must
work through the NAF contracting process to procure items from
non-governmental entities for sexrvices such as clowns, face
painting, etc. '

c. Prohibited NAF U&FRF expenditures:
(1) FRO pay and compensation;

(2) Conducting activities other than those of MWR
activities;
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ASO 1700.27A
13 Mar 12

Subj: FINANCE AND ACCOUNTING STANDARDIZATION GUIDE (FASG)
002/11 UNIT AND FAMILY READINESS FUNDS (U&FRF)

(3) Purchase of military proficiency prizes and awards
for performance of regularly assigned duties;

(4) pPayment of meal charges for government personnel on
APF per diem or enlisted members in APF dining facilities;

(5) Donations to any relief, charitable or commercial
organization or individual;

(6) Purchase of food supplies or equipment for APF
dining facilities except for holiday and special occasions when
all members of the command may purchase food;

(7) Support of projects involving improvement,
rehabilitation, or construction of religious facilities;

(8) Purchase, printing or engraving of holiday or
personal greeting cards;

(9) Construction, alteration, renovation, or furnishing
of any facility not used primarily as part of the MCCS MWR
activities;

(10) Support of functions held to primarily accomplish
public affairs objectives;

(11) Purchase of incentive awards not related to
operating MCCS MWR activities;

(12) Protocol or command representation events where
Official Representation Funds (CRF) are authorized, or
commander’s personal entertainment obligations, or retirement
receptions;

(13) Social affairs in honor of a particular individual
or for the purchase of anything for a specific individual (e.g.,
going away parties);

(14) Lease of grounds, facilities, or re-locatable
buildings without prioxr approval from HQMC;

(15) Services or articles related to MWR activities
obtainable through expenditures of APF unless such artlcleg ot
services are not obtainable in sufficient gquantity or quality to

meet the needs of the unit;
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(16) Grants or loans to other NAFIs except as
specifically authorized by HQMC;

(17) Purchase of capital equipment or fixed assets with
a cost of $2,500 or more and a useful life of more than 2 years
and;

(18) Purchase of command award/memento coins.

7. Unit Supplementation of Family Readiness Volunteer
Reimbursements. Reimbursements for child care, mileage, phone
charges, tolls, parking, and other pre-approved miscellaneous
expenses may also be provided from command APF (O&M funds), in
accordance with applicable APF regulations. The Defense Travel
System (DTS) or Wide Area Work Flow (WAWF) will be used in those

cases where the command elects to use its command APF (0O&M funds)

for family readiness volunteer reimbursements. The FRO will
work with the unit comptroller to establish eligible users and
non-MCCS lines of accounting in DTS for volunteer reimbursements
funded by the unit commander. The FRO will work with the unit
comptroller to establish WAWF access. The installation MCCS AQO
should be available to coordinate as needed. '

8. Procedures and Responsibilities. The following procedures
and responsibilities are established to ensure that U&FRF are
utilized for their intended purpose and in accordance with
references (a) through (c).

a. Unit Commanders will act as the sole authority for the
spending of U&FRF and maintain financial oversight in accordance
with references (a) through (c¢) and enclosure (1). Unit
commanders will work directly with the installation MCCS AO to
access their U&FRF.

b. FROs are the unit level point of contact and subject
matter experts for U&FRF. FROs will utilize U&FRF with the
concurrence of the unit commander to support the unit MWR and
Family Readiness needs in accordance with references (a) through
(¢} and enclosure (1). FROs will:

(1) Ensure that U&FRF are expended with prudence so as

to benefit the greatest number of personnel and that all
expenditures are properly authorized, planned, and executed.

9 ENCLOSURE
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(2) Process requests for volunteer reimbursements within
5 working days. The FRO will validate and forward the
reimbursement request to the installation MCCS A0.

c. MCCS Chief Financial Officer (CFO) is the financial
administrator and will ensure the proper allocation and
accounting of U&FRF. The CFO or his/her designee will:

(1) Review the reconciliations of U&FRF NAF subsidiary
ledger to the -general ledger on a monthly, quarterly, and annual
basis.

(2) Ensure that U&FRF are properly allocated on a
quarterly basis and appropriately accounted for.

(3) Ensure that Advances and Reimbursements are
processed within 5 working days of receipt from the FRO.

(4) Ensure that data is captured in the accounting
system regarding the type of expenditure made with U&FRF. The
purpose indicated on enclosure (2) will be coded to departments
within the accounting distribution as indicated on enclosure (2).

d. Unit & Family Readiness Fund Administrator (U&FRFA).
The U&FRFA will be designated by the installation MCCS CFO and
will be the primary point of contact for unit commanders to
access their U&FRF. The U&FRFA will maintain recoxds on unit
allocations and expenditures. :

(1) Obtain quarterly manning data from MCTFS to process
and maintain unit allocations. Data should be obtained on the
first working day of each quarter of the NAF fiscal year
(February, May, August, and November) .

(2) The U&FRFA will process disbursements that are
properly authorized by the unit commander or their designee.
Approved requests will be processed by within 5 working days of
receipt.

(3) The U&FRFA will work with the FROs and volunteers to
establish payees as vendors in the NAF FMS when EFT payments’ are
desired. The proper form is maintained on the MCCS Intranet.

(4) The U&FRFA will properly account for U&FRF
transactions and will maintain accurate records on unit

allocations and expenditures, and fundraising proceeds.
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9. Fundraising. Individual Marine units on DoD installations

may hold fundraising events to augment their own unit funds

subject to local regulations.

They must first receive

permission from the local MCCS Director and comply with the

requirements of reference
fundraising activities.

(b}

Units may not conduct raffles as

All money raised should be turned into

and controlled by the installation MCCS AO for the benefit of

the unit.

The installation MCCS CFO will establish the

appropriate method for holding these funds, to allow the

intended unit to benefit.
authorized fundraising event do

Funds that are raised through an

not expire at the end of the

fiscal year but are subject to the same authorizations and

restrictions as U&FRF.

The entry to deposit fundraising funds

into the designated U&FRF account is:

' Cost Center . GLAC i Subaccount | Department
. Debit XXXX Ll1X | 000 000
| Credit 6065 12108 000 000
10. Donations. Contact the installation MCCS Director and

ensure compliance with reference

11. Commercial Sponsorship.
of providing assistance,
fixed asgets),
individual,

other entity

agency, association,
(sponsor)

for a specific

(b} .

Commercial sponsorship is the act
funding,
or services to MCCS MWR program{s)

goods, equipment (including
event (s) by an
company or corporation, or

(limited) period of time

in return for public recognition or advertising promotions.

Commercial sponsorship revenues
NAF,
MCCS MWR activities.

Sponsorship shall not be solicited,
All commercial sponsorship solicitations

and goods are considered to be
or accepted outside of

must be done via the MCCS Commercial Sponsorship Coordinator in

accordance with reference (b).
12. MCCS Coding in the NAF FMS.
a. U&FRF. U&FRF expenses recorded in the NAF FMS will be
coded to:
: | cost Center | GLAC | subaccount | Department _
| U&FRF "6065 [ 6730 1 000 _ | various i
b. The MCCS CFO and UFRFA will maintain offline records of

allocations and expenditures by

13. This guidance is effective
installation MCCS Directors and

individual units.

immediately and is applicable to
CFOs.
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1l4. This FASG supersedes FASG 003/09 dated 6 Mar 2009,

15. If you have any questions on this matter, our points of
contact are Beckey Briggs (703) 432-0262 or DSN 378-0262 and
Nancy Moorman (703) 784-3852 oxr DSN 278-3852.

WILLIAM C. DILLON
By direction

Distribution:

MCCS Directors

MCCS Finance Officers
MCNAFAS

12 ENCLOSURE

(3)



EXPENDITURE REQUEST/REIMBURSEMENT
FOR UNIT & FAMILY READINESS FUNDS
{Claimant fill out section 1 through 7 only)

11, Unit

202¢ 13 Mar 12

faAUN

ARV VP I =Y

_ a. Name (Last. first, middle initial) & Title (FRO, volunteer, vendor) ¢. Phone Number
]

5%

ES —

8% b Mailing Address

m

4, Payment Method

Check Advance

Direct Depasit Credit Card
Peuty Cash UFV
Req & Issue B U&F

5. Expenditures

A ~Volunteer Awards /Recognition (001)

8 - Yalunieer Reimbursements {002)

C - Light Refreshments (CO3}

F - Direct/Overhead Exp - Comm (006)

G - Direc1/Qverhead Exp
H - Direct/Overhead Exp -

Travel (£07)
Other (008)

{4
g A % D - Unit Parties/Picnics (004) I MWR Suppart (009)
E’ § = E - UFR Child Care (005) J - Marine Corps Ball (010)
-~ g 03 Code
28
(a) (b) |(c) ltem Description and Location of Purchase Amount Requested

[Attach original receipts here]

SirriaiaiEis

8 -y i1
5 ] ]
Subtotal Carried Forward From Page 2 i
\ {d) Mileage, Fares & Tolls I
’—“ 0
(i) Fare ~ () Totat of
(e} From (Hlo {h) Mileage Times or Mileage (h) +
{Beginning Location) (Ending Location) (g) Mileage Mileage Rate {$) Toll($) | Fare or Toll (i)

o | | I T I |
L [ | Il | 1 C [
12 | i [ I Il I|L

)

l

I

I

1 | | —

!

" Subtotal Carried From Page 2

I ——

‘[6 Amount or Request/Reimbursement (Total of Column)

| A

B This request / chasm approved by FRO/Cammande« Designee)  Sign and Prnt

7.1 cenity that ths request /7 claim s true and cotect 10 the best of my knowiedge and payment has been

teceived by me

Disbursement processed by.

Use Only)

Accounting Classificotion (Office
17 Voucher Number

i

[0y Cost Center -

I S e

— —

e
V& Trackng Number

ENCLOSURE

Approvin Date »
o g Claimant Sign ‘Dsie
et Signature
Bere Signature. L
‘Typed Name e
9 This claim is cenified corect and proper for payment (UFRFAZCFO)
V0 Cath Payment Hocnipt ‘
Appraving Date 3 Payee b Date W
Officra! Sigrature Sign ano Pant Signature .
Typed Name brinted Name
e r———
JURER SIS
11. Recanciliation of Advance Payments
a Amaunt Disbursed b Receipts Attached Totai ¢ Cash Collecnon
i
§ ; PO " L]
Voucher# _ Date

(4)
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13 Mar 12
Letterhead
SSIC
ORIG
DATE
From: Commanding Cfficer, (Unit Name)
ghio Chief Financial Officer, Marine Corps Community Services,
Marine Corps Air Station, Cherry Point
Subj: REQUEST FOR DEBIT CARD
Ref: (a) ASO 1700.27A
1. Per the reference, request a debit card is issued to (Debit

Cardholder Name), (Debit Cardholder SSAN), from the bank account
designated for Unit and Family Readiness Funds for (Unit Name).

2. I understand that I have a fiduciary responsibility and will
maintain and be responsible for all debit cards issued.

3. I further understand that the following are responsibilities
associated with the issued debit card:

a. Fiduciary responsibility for debit cards whether used by
me or my designee.

b. Budgeting and tracking of U&FREF balances to ensure debit
card transactions are less than or equal to available balance.

c. Document retention for four (4) years in addition to the
current year for audit purposes.

d. Proper turnover of debit cards to the new incoming unit
commander upon my departure.

(Unit Commander Signature)

ENCLOSURE

(5)
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MCCS NAF PROCUREMENT REQUISITION (PR) FORM 408 13 Mar 12

Requeslor/POC: | Phone Ext: | Date: ‘
' | Page 1 of

["BranchiDepl

v

! _y = |_including altachments
INSTRUCTIONS Attach additional sheets as necessary. Direct questions to your MCCS Procurement Office.

[ ].Tbis purchase request is prepared lo modify [ ] This purchase request is prepared to
exisling order/contract number: supercede expiring order/contract number

1 ( } This purchase request provides additional -
| informalion [or Requisition number:

Ship-to Location: Required Delivery Date [ ]On [ ] By

Ship Via:
POC Phone:
i T
Cost Center: ] Ckey: | Account: TSubAcct: | Dept:
Mole i each ine ilem hay separale sscounting. indicale m the descroplion lor [ Check If Applicable
the ine lem N H purchi fixed , 11 the s i p "
ibcae (1] rumoer of yaors i aueha o, 21 1ha fam 5 o rae parcnaswar | | | NAF Funds | ] Prepayment required; explain on reverse
an snhoncement lo 8n existng assel and (3) whelrsr the assel is iNsutable [ JUFM Funds | 1 Revenue Generating
propany | 1GWOT Funds, Code ___ | | Funded by other than MR; explain on reverse
jtem | ' ! Unitof | Estimated | Extended
ltem Cade No. Description of Item/Service ‘ Quantity Measure | Unit Price Price
- S et —e 1 e o et - ! —
Grand Total $
Recommended Sources of Supply or Service:
Vendor Name : ‘Vendor Name: Vendor Name:
POC: | POC: PpOC:
| Address: | Address: Address:
| E-mail; E-mail: | E-mail;
| Telephone: Telephone: Telephone:
| Fax: Fax: Fax:
Additional information or comments. Provide attachment if needed.
Attachmants: [ | Market Research, _____ pages [ ] Additional "Ship Ta" Locations, ___ pages
{Check alf that apply) [ ] Specifications or Statement of Work, pages [ ] Single or Sole Source Juslification, ______ pages
1[’ | ] Additional Sources, _____ pages [ ]1Other, pages

| APPROVAL BLLOCKS: (Check the black(s) in the first column as appropriate to indicate routing and approval requirements for this procurement.)

B

li :

Under $250.00 Activity Manager certifies consent to

| procure this item, funds are available, and the

Signature Date
requirement is approved in the referenced account for the
current FY budget. | Printed Name and Title,
Greater than $250.00 Requesting Branch/Department
Head cerifies consenl to procure this item, funds are Signature, Date
avaiiable, and the requirement is approved in lne -
| referenced account for the current FY budge!. . Printed Name and Title:
| Greater than $5,000.00  Finance Branch approval for Signature: Daie
| 2 Fixed Asset procurements
| b UFM/GWOT Funding Printed Name and Title:
Signature:, Dale
Greater than $25,000.00
MCCS Director/Asst Director Prnted Name and Title:
o e
ENCLOSURE (6)"

Revised Dec 08



ASO 1700.27A
13 Mar 12
UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION

POSTAL SERVIGE CENTER BOX 8003
CHERRY POINT, NORTH CAROLINA 28533-0003

IN REPLY REFER TO

5000
CO
Date

From: Commanding Officer, Marine Corps Air Station, Cherry

Point '

To Director, Commissary, Marine Corps Air Station, Cherry
Point :

Subj: AUTHORIATION FOR COMMISSARY PRIVILEGES FAMILY READINESS
OFFICER, (NAME & UNIT)

1. This letter authorizes Commissary privileges aboard Marine
Corps Air Station, Cherry Point, for Family Readiness Officer,
(FRO), (Name & Unit).

2. This authorization is for the purchase of goods to be used
at unit functions only. Payment for purchases made by this
individual will be made by using a government debit card and at
no time will purchases for personal use be authorized.

3. Each FRO will be provided with a letter to assist them with
proving their authorized privileges when gquestioned.

4. This letter does not affect the personal privileges of FROs
that are authorized users of the Commissary in their own right.

"SIGNATURE BLOCK

Copy to:
Commanding Officer, (Unit)
FRO (Unit)

ENCLOSURE (7)
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13 Mar 12
APPLICATION FOR FUND RAISER
1. wamE: 2. DATE:
3. RANK: 4, UNIT:
5. EMAIL: 6. TELEPHONE:

7. FUNDRAISER EVENT:

8. INFORMATION:
a. What is the objective of the fundraiser?

b, How will the funds be raised? What i1s the format of the fundraiser?

¢c. Who will be participating in the fundraiser?
d. Who will be asked to contribute funds?
e. What is the physical location of the event?

f, What is the date and time of the event?

9. LEGAL RECOMMENDATION:

10. MCCS RECOMMENDATION:

Fill out the application and submit to Marine Corps Community Services
via your MCCS Coordinator, at least 30 days prior to the proposed
date of the event.

MCCS will review for compliance with applicable ‘policy and will rogte
to legal for review and concurrence.

ENCLOSURE (8)
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13 Mar 12
B REQUEST FOR LEGAL REVIEW (RLR) ~ FUNDRAISING
. (REQUIRES 5 BUSINESS DAYS TO PROCESS)
1. NAME (Last, First, MI): 12. DATE: |
| |
3. RANK: 4. BILLET: F WORK PHONE: ’a
1 . | |
6. UNIT: 17. WORK EMAIL; |
| ‘ |
‘8. FUNDRAISER EVENT: J
9. INFORMATION:

a. What is the objective of the fundraiser?

b. How will funds be raised? What is the format of the fundraiser?

c. Who will be participating in the fundraiser?

d. Who will be asked to contribute funds?

e. What is the physical location of the event?

f. How long will the fundraising event last?

g. Where will the funds collected be deposited? \
10a. Use of MCCS facilities: Have you obtained MCCS approval? YES [ ] NO [ ]
10b. Sale of goods or services on-station: Have you obtained MCCS approval? YES [ ] NO [ ]

_10c. Advertising on-station: Have you coordinated with MCCS? YES [ ] NO [ ]
1[. DETAILED DESCRIPTION OF YOUR EVENT:
|

Submit to the JLC, Civil Law Section, at Bldg 219, via fax at (252)466-3540 (Attn: Civil Law Section)

or email at nelson.candelario@usme.mil . .
Note: a minimum of 5 business days is required to process your request. You will be contacted directly by the

civil law section upon completion of the legal review. Submission of this form alone does not constitute

legal review,

2 ENCLOSURE (8)





