DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROFESSIONAL
DEVELOPMENT AND TECHNOLOGY CENTER
6490 SAUFLEY FIELD ROAD

PENSACOLA, FLORIDA 32500-5237
IN REPLY REFER TO:

NETPDTCINST 7000.1A
N81

10 MAR 2003

NETPDTC INSTRUCTION 7000.1A

Subj: ADMINISTRATION AND CONTROL OF FUNDS

Ref: (a) NETPDTCINST 7400.1
(b) NAVSUPINST 4200.94

Encl: (1) Approval of Financial Commitment/Obligation Documents
1. Purpose. To establish policies and general operating
procedures for administration and control of funds within

NETPDTC.

2. Cancellation. NETPDTCINST 7000.1

3. Revision. Since this is a major revision, marginal
notations are not annotated. This instruction should be read in
its entirety.

4, Background.

a. Funds for NETPDTC operations are received by the
Commanding Officer on an operating budget from the Naval
Education and Training Command (NETC) and on reimbursable orders
from a number of customer activities. Operating budget funds are
allocated on operating targets (OPTARS) to cost center managers;
i.e., department directors and special assistants. OPTARs are
issued in quarterly increments that must not be exceeded without
prior approval. Limitations and restrictions placed on OPTARs
are usually an extension of limitations and restrictions placed
on the activity's operating budget. Violation of these
limitations or restrictions by cost center managers may cause an
activity violation. Customer reimbursable orders are generally
assigned directly to the performing department.

b. The Commanding Officer is responsible under 31 U. S. Code
Sections 1301 (a) and 1517 for all funds issued to this activity.
These statutes require funds be used only for the purposes for
which appropriated and prohibit incurring obligations in excess
of authorized funds. OPTAR holders are not legally -accountable
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under Sections 1301 (a) or 1517 for improper use or over-
obligation; however, appropriate administrative action may be
taken against cost center managers who violate OPTAR limitations
or restrictions or who incur improper obligations.

c. Enclosure (1) lists the financial commitment/obligation
documents issued most frequently by NETPDTC and the approval
authority for these documents.

d. Reference (a) provides detailed guidance regarding
civilian employee time and attendance.

e. Reference (b) provides detailed guidance regarding use of
government purchase cards.

5. Action.

a. Resources Management Officer/Comptroller (N8)

(1) Provide guidance to cost center managers on preparing
their input for budget submissions, midyear reviews and other
financial data calls.

(2) Review cost center budget requirements and issue
OPTARs based on command priorities within authorized funds.

(3) Annotate OPTARs with applicable limitations and
restrictions.

(4) Approve financial commitment/obligation documents in
accordance with enclosure (1).

(5) Provide cost center managers with periodic reports
that summarize fund authorizations and commitments/obligations.

(6) Maintain copies of financial commitment/obligation
documents for validation and audit reviews. (Files will usually
be in N8, but in some cases special arrangements may be made for
files to be maintained elsewhere.)

(7) Provide detailed transaction reports to cost center
managers at least monthly. Provide assistance and follow-up as
necessary to ensure the cost center managers reconcile the
reports to their internal records.

(8) Ensure outstanding obligation reviews are conducted
on a regular basis. Request assistance from cost center
managers with follow-up actions to determine validity of
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outstanding obligations. Retain work papers and other applicable
records and notations to document that the reviews were properly
conducted. Provide an annual letter report to NETC certifying
completion of the obligation validation review.

(9) Request a review of reimbursable funding balances
from cost center managers on a quarterly basis (monthly in the
fourth quarter).

(10) Inform all government purchase card holders and their
approving officials of the authority, responsibilities, and
documentation requirements associated with purchase card use.

b. Cost Center Managers

(1) Approve financial commitment/obligation documents in
accordance with enclosure (1). Although approval authority may
be granted to the cost center manager by enclosure (1), if there
is any question as to the availability, appropriateness, or
category of funding involved, the document must be referred to
N8/N81. Those who approve commitments and obligations are
accountable.

(2) If appropriate, designate personnel authorized to
commit/obligate funds for the cost center manager (note that
authority to approve some documents, e.g., travel orders, cannot
be delegated). Advise them of the limitations and controls
established by the OPTARs and other directives; establish
internal controls to preclude violation of any limitations; and
ensure that funds are obligated only for their intended purpose.
The cost center manager retains accountability for actions taken
by designated representatives.

(3) Review detailed transaction reports and fund status
reports provided by N8 and notify N8 of any corrections,
additions, or deobligations within 10 workdays; assist N8 with
follow-up on outstanding obligations.

(4) Review the status of reimbursables received on a
quarterly basis (monthly in the fourth quarter) and notify N8 of
any funds that can be returned to the issuing command.

(5) Report excess OPTAR funds to N8 for redistribution.

(6) Notify N8 of significant resource requirement
changes, as they occur, without regard to the budget cycle.
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(7) Notify N8 of any discussions/agreements made

regarding funding requirements with personnel at NETC or
reimbursable customer activities.

(8) Provide input for budget submissions, midyear
reviews, and other financial data calls as requested by N8.

Distribution: (NETPDTCINST 5216.1G)
List I and II

Web Access: MAIN INDEX
https://pennnd09.cnet.navy.mil/netpdtc/directives.nsf




(T) sxnsolould

*oTgeoT1dde

2I9YyM 9/¢¢ WwIod LAWODAVYN ® YiTm paiusundop
2q 2a1snw sAng paeo sseyoand IV ¥

"u[BTIDOTIIO

butztaoyiny, @Yyl 03 3T pPIRMIOT puR I TEZG
ISNIDILAN YaTm S0UeRpPIODOdE UT 3sanbsx

oyl AJT3I90 TTITM 9N -I=beurw I93U3D

3500 8yl AQq po3l3jTwqns wiog 3senbsay Jdv

ue uo paseq 9N Agq psiedaad sq TTIM S80TA
~I9S pue STRTI23RW Jd¥ I0J sasonbasx TIY °¢

"I8N/8N ®9 TTTM ,TeTOTIJO but
-ZTIOoyany, 94l ‘000‘gs$ a9a0 sasenbax ug g

*I8N/8N IO ‘satjejussaadax

pejeubrssop I0 juelsisse TeToads/I03091TP
juswiliedsp aylz ‘-eo°T ‘Isbeurpw I93USD 3SOD
9yl 99 TTITM (8T 390Tq) ,TeTOTIFO butzIz (9L22) 3usweIndoId 9LZC wioyg
-oyany, 92Ul ‘000‘G$ o3 dn s3senbsx ug I Tenioeaxjuo) I0J isenbey IANODAYN

"I8N/8N ®q TTTM (9T }20Td) ,IBTOTZ
-J0 Butadeooy, 9yl ‘pSATSOSDI SISPIAO UQD 7

"T8N/8N ©9 TTTM (GT 20Td) .TBIOTI GLZC waog
-JO pezTIoylny, oyl ‘penssT SISPIO UQ T | S9OTAISS pue YIOM I0J ISPIO IdWODAYN
sexnpeooxg wIog JO STATL ‘ON wxog

SLNIWNDO0d NOILVOITHO/LNAWLIWWNOD TYIONUNIA J0 TYAONAdV

€002 VW O1

¥T1°000L LSNIDLAdLAIN



"I8N/8N @9 TTTM (971 Z-87¥
3 GT S3°0Td) ,TeTOTIJO PeZTIIOYINY, SYL I ¥dIW JO sdoueidedoy wrod ad
"I8N/8N 9 TTT (91 3sanbay sseyding
® GT SYDO0Tq) ,ISOTFFO burzraoyiny, aYL T Tejuswizedspialiul AIeITTITH 8y wiod aad

*I8N/8N IO Iabeurpw I93UdD
3sod 8yl o9 TIT* ,90T3F0 burtaoxaddy, aylL -z

"6TEN
Kq aq TTTM ,Teaoxddy 90TIJO UOSTRTT, "I

I92PIQ/UoTy

-TsTnbay butiluTtad 4od Z8z wiod ad

"I8N/8N @9 TTTM (6 320Tq)
wI9OTIJO DBUuTAITIA®D POZTIOUINY, OUYL °Z

ssauTsng
-I9brURW ID3USD 3S0D IYJ g TBIOTIIO uo sainjitpuadxy
ITTM (8 3D0Tq) ,TeTOTIFO buraoaddy, 9yl "1 I0F JUSWSSINQqUTSY I0F WTEBTH POTT 4dS
"I8N/8N AQ (LT 320Td) .POTITIISD, I0/pue UOT3OSTT0D IO0/pue LLZC wIod
(9T 3oot1d) .poaoxddy, o9 TTTM SISYDNOA T juswesangsIg I0F I3YODNOA LAWODAVYN
"I8N/8N ©9 TITM (6T }20Tq) ,IBTOTIIO
butaydeooy, 9yl ‘paarsosx sassnbax up g
"I8N/8N ©9 TTITM (8T 320Td) ,TeTIOTZ UOT3elTd 3IOSITJ/SSDTAISS ¥9L2¢ waod
-JO pezTioyjny, 9Yyj ‘penssT sisenbax up °1 pue 3JI0M I0J SISPI0 LdWOJAVUN
sexnpesoxd wIog FO OTITL ‘ON wmIog

¥YT1°000L LSNIDLAdLEN



*4U0T1091Tp AQ, buTubTts ‘T8N/8N

oq TTIM (9T/0ZET SUAIAUN UO €7 300Tq)

. TRTOTIFO burieoriusyiny, I0 (QI91 wrod dd
uo 0z J00Td) .IeTOTFFO burzTaoyiny, 9yl I

sIopI0 T[24aRIL (AAYWIL)
Aang TeuoTaTppy Axexodus]

T2uuosa=ag

aoa 3o Tsaeag AdL 1037
uoTleZTIOYINY pue 3ssanbay

(Axe3TTTW)
9T/0Z€1
SYIdAVUN

I0

(UBTTTATO)
0191
wxod dd

*000°TS$ ueyl x93eai1b sjsonbea
TTe uo I8N/8N AQq PaTeT3TUT aq TITM ?,I8D
-TJJO TeosTd Jo aanjzeubrs, ‘67 Y00Td ¥

*CE8N

oq TTTM (€€ 300Td) ,I9OT3FO bButureal, "¢

- Tobeuru I231U=ad 3s0D 3Yl =29
ITTM (p€ }00Tq) ,TRTIOTIFO HBurzrIoyiny, °¢

*I9ybTY I0 I0STAISdNS S3RTPSUMT
9yl oq TTTM (Z€ }¥°0Tq) ,IOSTAI=adng, °T

JUSWESINQUTSY pue butureal]
JO UOT3ROTITIASD ‘Jusweaaby
‘yoTiezTIOylIny ‘3Issnbay

9GGT wIocd dd

"T8N/8N
10 I9bevuRW ID3USD 3s0D 3Y3l Aq poubrts

oq TTTM ¥00Tq ,WoId SI UOTITSTnbay, SYL "I

JUSWNOOJ Wo3lSAS UOTRTS
-tnbey we3r aulT STHUTS @od

8YET wIod dd

seaxanpedoxd

wrog 3O OT3ITL

*ON wmIog

€007 VW 01

¥T1°000L LSNIDLAdLYIN




*IOJ09ITJ OY¥YH =Yl =q TTTM ,TBTOTIIO
buTtzTtaoyany Ispi0, 22Ul pue sasbeuew (OMH)
9DTJIJO 90anosay ueumy aq [IIM STBTIOTIIO
JHutaoaddy, pue ,burissnbey, syjz ‘uorieztx
-oyane OTJFToads Y3TM ‘S8SED UuTelasd Ul "§

"I190TJ0 ©ATINOSXT oYl oq TTIM (€7
¥o0Td) ,TeTOTIFO BuTzTIOylny I8pI0, SUL '€

"8N @9 TTTM
(1Z ¥20T1d) LTeTOT33O butaocaddy, =yl g

*Isberuew I23US8D 3S0D BY3 Sq IITM
(0Z 302019) ,TeTIOTIIO buriyssanbey, =yl °1

12ae1]L A3ng
JjusurWISd UBTTTIATID Aod IOJF

uoTlRZTIOYINY pue 3sanbay PI9T wxod ad

€00Z YYW O T

¥T°000L LSNIDLAdLIN



