MOS 3451, FI SCAL/ BUDGET TECHNI CI AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3451.01.01 MAI NTAI N CORRESPONDENCE FI LES AND DI RECTI VES

CONDI TION(S): Gven file folders, labels, list of applicable standard
subj ect

i dentification codes, correspondence, reports, nmessages, records to be
mai nt ai ned, and

t he references.

STANDARD(S): To provide for storage and retrieval of information per
t he references.

PERFORMANCE STEPS

1. Establish file folders by SSIC sequence.

2. Maintain correspondence files by fiscal year

3. File nessages in date tinme group sequence.

4. Maintain all required publications.

5. Mai ntain historical data files.

REFERENCE( S) :
1. MCO 5210. 11, Records Management Program
2. MCO P5215.17, The USMC Techni cal Publications System
3. SECNAVI NST 5210. 11, DoN Standard Subject Identification Codes
4. SECNAVI NST P5216.5, DON Correspondence Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.01.02 UTI LI ZE PERSONAL COMPUTER (PC) AND MARI NE CORPS
STANDARD SOFTWARE

CONDI TION(S): G ven a personal conputer, software applications, and the



ref erences.
STANDARD( S): To performrequired operations per the references.
PERFORMANCE STEPS:

1. Boot up the PC

2. Qperate the Marine Corps standard spreadsheet application

3. Operate Marine Corps standard data base application

4. Operate Marine Corps standard word processing application
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5. Operate marine Corps standard financial nmanagenent software

6. Save work as applicable.

7. Close application.

REFERENCE( S) :
1. PC manufacturer's operating instructions
2. Software manufacturer's operating instructions

I NI TIAL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (Pvt)
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DUTY AREA 02 - FI SCAL FUNCTI ONS
TASK: 3451.02.01 EMPLOY AUTOVATED ACCOUNTI NG SYSTEM
CONDI TION(S): G ven a access to automated systen(s), appropriate

supporting software,
and the references.

STANDARD( S): To acconplish accounting functions per the references.
PERFORMANCE STEPS:

1. Access automated system

2. Access Custoner Information Control System

3. Choose appropriate application.

4. Choose appropriate subsystem

5. Save data as required.

6. Exit automated system



REFERENCE( S) :
1. Local standing operating procedures
2. SABRS User's Manua

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.02. 02 EMPLOY AUTOVATED REPORTS DI STRI BUTI ON SYSTEM

CONDI TION(S): G ven a access to automated systen(s), appropriate
supporting software,
and the references.

STANDARD( S): To generate financial reports per the references.
PERFORMANCE STEPS:

1. Access automated reports distribution system

2. Choose appropriate financial report.

3. Review financial report.

4. Print financial report.

5. Save data as required.

6. Exit automated system
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REFERENCE( S) :
1. Local standing operating procedures
2. Local system user's manual (s)

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)

TASK: 3451.02.03 MANAGE NON- MARI NE CORPS APPROPRI ATl ONS

CONDI TION(S): G ven non-Marine Corps appropriations and the references.
STANDARD( S): To support mission requirenents per the references.
PERFORMANCE STEPS:

1. Receipt for funding docunents.

2. ldentify affected appropriate accounts.

3. Establish accounting/reporting procedures.

4. Close appropriations.

REFERENCE( S) :
1. NAVCOMPT Manual , Vol une |1

2. DOD 7000. 14R, DoD Fi nanci al Managenment Regul ations (DOD FMR
series)

3. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainnment (6) Req By (Sgt)

TASK: 3451.02.04 VALI DATE OUTSTANDI NG OBLI GATI ONS/ ADVANCES

CONDI TION(S): G ven accounting source docunents, outstanding



obl i gati ons, advance
listings, and the references.

STANDARD(S): To ensure only valid transactions reside in the accounting
system per the
ref erences.

PERFORMANCE STEPS:

1. Review the outstanding obligations/advances |isting.

2. Annotate the outstandi ng obligations/advances listing with
appropriate action to
be taken.

3. Take the required corrective action, per annotated listing.
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4. Submit the conpleted outstanding obligations/advances |isting
and supporting
docunents to the appropriate activities.

REFERENCE( S) :
1. Local standing operating procedures
2. NAVCOWPT Manual, Volume 111

3. DOD 7000. 14R, DoD Fi nanci al Managenment Regul ations (DOD FMR
series)



4. MCO P7300. 20, SABRS Fi nanci al Procedures Mnual
5.  MCO P7300. 8, USMC Fi nanci al Accounting Manual

I NI TI AL TRAI NI NG SETTING Formal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.02. 05 MANAGE MARI NE CORPS ALLOTMENTS

CONDI TION(S): G ven Marine Corps allotnents and the references.
STANDARD( S): To support mission requirenents per the references.
PERFORMANCE STEPS:

1. Receipt for funding docunent.

2. ldentify affected appropriations accounts.
3. Establish accounting procedures.

4. Close appropriation.

REFERENCE( S) :
1. DoN Financial Mnagenent Policy Manual (FMPM
2. NAVCOWT Manual, Volune 11
3.  NAVCOWT Manual , Vol unme V
4 DOD FMR, VOL. 1, General Financial Managenent |nformation,

Systens, and
Requi renent s

5. DOD FMR, VOL. 11, Reinmbursable Operations, Policy and Procedures
6. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

7. DOD FMR, VOL. 2, Budget Fornulation and Presentation

8 DOD FMR, VOL. 3, Budget Execution - Availability and Use of

Budget ary
Resour ces
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9. DOD FMR, VOL. 4, Accounting Policy and Procedures

10. DOD FMR, VOL. 6, Reporting Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nnment (6) Req By (Sgt)

TASK: 3451.02.06 CONSTRUCT ACCOUNTI NG APPROPRI ATI ON DATA

CONDI TION(S): G ven a requirement to construct accounting/appropriation
data and the
ref erences.

STANDARD( S): To ensure funds are obligated agai nst the proper
appropriation per the
ref erences.

PERFORMANCE STEPS

1. Determne the correct appropriation to be used.

2. Construct the line of appropriation data utilizing the correct
data for each
el ement .

3. Construct a Financial Information Pointer.



4. Construct a document numnber.
REFERENCE( S) :

1. NAVCOWT Manual, Volune I

2. NAVCOWT Manual, Volune 111

3. SABRS Data Directory

4. SABRS User's Manua

5. DOD FMR, VOL. 1, General Financia

Systens, and
Requi renent s

6.

7.

8.

Management | nformation,

DOD FMR, VOL. 11, Reinbursable Operations, Policy and Procedures

DOD FMR, VOL. 12, Special Accounts,

DOD FMR, VOL. 14, Adm nistrative Control

Ant i deficiency Act
Vi ol ati ons

9.

10.

11.

12.

Funds, and Prograns

of Funds and

DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary
Resour ces

DOD FMR, VOL. 4, Accounting Policy and Procedures

DOD FMR, VOL. 6, Reporting Policy and Procedures

DOD FMR, VOL. 8, Civilian Pay Policy and Procedures

Appendix G to

ENCLOSURE ( 6)

6-G 6



MCO 1510. 75B

05 APR 99
13. MCO 7301R 65, Fund Code System

14. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

15. MCO P7300.8, USMC Fi nanci al Accounting Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (6) Req
By (Pvt)

TASK: 3451.02. 07 PROCESS SOURCE DOCUMENTS

CONDI TION(S): G ven source docunents, access to an automated accounting
system and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Receive the source docunents.

2. Verify the essential accounting information on the supporting
docunentation is
correct.

3. Select the appropriate Docunent Identifier Code.

4. Input the source docunents into the automated accounting system

5. Verify output for accuracy.

6. Provide technical assistance to external agencies.

REFERENCE( S) :
1. NAVCOWT WManual, Vol une |

2.  NAVCOWPT Manual, Volune 111



3. SABRS User's Mnua

4. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. DOD FMR, VOL. 1, General Financial Mnagenent |nfornmation
Systens, and
Requi renment s

6. DOD FMR, VOL. 11, Reinmbursable Operations, Policy and Procedures
7. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

8. DOD FWMR, VOL. 14, Administrative Control of Funds and
Ant i deficiency Act
Vi ol ati ons

9. DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary
Resour ces
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10. DOD FMR, VOL. 4, Accounting Policy and Procedures
11. DOD FMR, VOL. 6, Reporting Policy and Procedures
12. DOD FMR, VOL. 8, Civilian Pay Policy and Procedures
13. MCO P4200. 15, USMC Purchasi ng Procedures Manua

14. MCO P7300. 20, SABRS Fi nanci al Procedures Manua



15. MCO P7300. 8, USMC Fi nanci al Accounting Manua
16. UM 4400- 124, FM- SASSY Using Unit Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.02.08 PREPARE AN EXPENDI TURE/ COLLECTI ON SOURCE DOCUMENT

CONDI TION(S): G ven the requirenent to prepare an
expendi ture/coll ection source
docunent and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
certification
and paynent.

PERFORMANCE STEPS

1. Verify the obligate/recei pt docunent.

2. Deternine the appropriate action required.

3. Verify or construct the Iine of appropriation data and financia
i nformation
poi nter.

4. Prepare the appropriate expenditure/collection source docunent.

5. Prepare certification statenent, if applicable.

6. Subnit the expenditure/collection source docunent to the
certifying officer for
si gnat ure.

7. Forward the certified expenditure/collection source docunent to
di sbursing for
payment .

8. Provide technical assistance to external agencies.



REFERENCE( S) :
1. NAVCOWT Manual, Vol une |

2.  NAVCOWPT Manual, Volune |11
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3. DOD FMR, VOL. 1, General Financial Mnagenent |nformation,
Systens, and
Requi renment s

4. DOD FMR, VOL. 11, Reinbursable Operations, Policy and Procedures
5. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

6. DOD FWMR, VOL. 14, Administrative Control of Funds and
Ant i deficiency Act
Vi ol ati ons

7. DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary
Resour ces

8. DOD FMR, VOL. 4, Accounting Policy and Procedures

9. DOD FMR, VOL. 5, Disbursing Policy and Procedures
10. DOD FMR, VOL. 6, Reporting Policy and Procedures
11. DOD FMR, VOL. 8, Civilian Pay Policy and Procedures
12. MCO P4200. 15, USMC Purchasi ng Procedures Manua

13. MCO P7300. 20, SABRS Fi nanci al Procedures Manua



I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.02. 09 RECONCILE ERROR LOG

CONDI TION(S): G ven an error |log, automated accounting system and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. ldentify the error for each transaction.
2. Correct the error.
3. Verify the correction on the next accounting cycle.

REFERENCE( S) :
1. NAVCOWPT Manual, Volume 11|
2. NAVCOWT Manual , Volume 111
3. SABRS User's Manual

4. DOD 7000.14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCO P7300. 20, SABRS Fi nanci al Procedures Manual
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I NI TIAL TRAI NI NG SETTING MOIT (Standard) Sustai nment (6) Req By (Pvt)



TASK: 3451.02. 10 PROCESS A DI SBURSI NG NOTI FI CATI ON RECORD

CONDI TION(S): G ven a paid expenditure/collection source docunent,
aut omat ed accounti ng
system and the references.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Review the expenditure/collection source docunent for accuracy
and applicability
to the authorization accounting activity.

2. Verify an obligation exists in the appropriate accounting
system

3. Process the transactions received fromthe paying activity in
t he accounti ng
system

REFERENCE( S) :
1. NAVCOWT Manual, Volume I
2. NAVCOWT Manual, Volune 111
3. SABRS User's Manua

4. DOD 7000.14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainment (6) Req By (Pvt)

TASK: 3451.02.11 PROCESS | NTERDEPARTMENTAL BI LLI NGS (| DB)

CONDI TION(S): Gven an IDB detail listing, automated accounting system
and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references.



PERFORMANCE STEPS:

1. Review Marine Corps Data Network (MCDN) detail listings for
accuracy and
applicability to the authorization accounting activity.

2. Verify an obligation exists in the accounting system

3. Balance detail docunments with sunmaries.

4. Process details into the accounting system

5. Reconcile the seller's |list.
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REFERENCE( S) :
1. NAVCOWT Manual, Volune I
2. NAVCOWPT Manual, Volune |11
3. SABRS User's Manua

4. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nnment (6) Req By (Sgt)




TASK: 3451.02.12 RECONCI LE UNMATCHED/ REJECTED DI SBURSEMENT

CONDI TION(S): G ven an accounting system unmatched/erroneous
expenditure listings,

expenditure/coll ecti on docunents, official registers fromU. S
Depart ment of the

Treasury, and the references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Process transactions received from paying activities into
appropriate accounting
system

2. Process registers from Naval Regional Finance Centers (NRFCs)
into appropriate
accounti ng subsystem

3. Deternmine corrective action necessary to resolve
unmat ched/ er r oneous
transacti ons.

4. Input corrected transaction into the accounting system

5. Release corrected disbursing notification record to the
accounti ng system update
process.

REFERENCE( S) :
1. NAVCOWT Manual, Volune I
2.  NAVCOWT Manual, Volumne 11
3. SABRS User's Manua

4. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCO P7300. 20, SABRS Fi nanci al Procedures Munua

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)
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TASK: 3451.02.13 RECONCILE FUND ADM NI STRATOR RECORDS

CONDI TION(S): G ven fund adm ni strator records, required reports,
required source
docunents, and the references.

STANDARD(S): To ensure all transactions are processed per the
ref erences.

PERFORMANCE STEPS:

1. Review the reports to ensure source docunents have correctly
posted to the
of ficial accounting records.

2. Verify adjustnents to the fund adm nistrator records.

3. Take corrective action of fund adm nistrator reconciliation
results.

4. Reconcil e spending subsystens to budget execution

5. Conpute the remaining obligation authority for the fund
adm ni strator.

6. Prepare the fund adnministrator reconciliation report.

REFERENCE( S) :



1. Local standing operating procedures
2.  NAVCOWT Manual, Volune 11
3.  NAVCOWPT Manual, Volume 111

4. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

I NI TIAL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3451.02. 14 ESTABLI SH A RElI MBURSABLE ACCOUNT

CONDI TION(S): G ven an accepted rei mbursabl e source docunment, required
| ocal fornms,
aut omat ed accounti ng system and the references.

STANDARD(S): To ensure all transactions are processed per the
ref erences.

PERFORMANCE STEPS:

1. Receive the accepted reinbursable docunent authorizing the
establishnent of a
rei mbur sabl e account.

2. Verify the accounting data contained in the document.

3. Assign the appropriate code/ nunbering i nformation.

4. Process the reinmbursabl e source docunment into the accounting
system

Appendix Gto

ENCLOSURE ( 6)

6-G 12



MCO 1510. 75B

05 APR 99

5. Ensure the reinbursable data is correctly entered in the
accounting systemto
capture cost data.

REFERENCE( S) :
1. DoN Financial Managenent Policy Manual (FMPM
2. Local standing operating procedures
3.  NAVCOWT Manual, Vol une |

4. NAVCOWPT Manual, Vol une |

5.  NAVCOWPT Manual, Volune 111
6. SABRS User's Manua
7. DOD FMR, VOL. 11, Reinbursable Operations, Policy and Procedures

8. DOD FWMR, VOL. 14, Administrative Control of Funds and
Ant i deficiency Act
Vi ol ati ons

9. MCO P7300. 20, SABRS Fi nanci al Procedures Manua
10. MCO P7300.8, USMC Fi nancial Accounting Manua

I NI TI AL TRAINI NG SETTING MJJT (Standard) Sustai nment (6) Req By (Pvt)

TASK: 3451.02.15 UPDATE LOCAL TABLES

CONDI TION(S): G ven accounting classification code data, functiona
data el ements,

organi zati onal data el enents, access to automated system(s), and the
ref erences.

STANDARD(S): To reflect all changes by requesting activities per the
references.

PERFORMANCE STEPS



1. Verify the accounting data for input.

2. Deternmine the tables that require update.

3. Input the required infornmation to the appropriate tables.

4. Validate the data el enment table output.

5. Correct discrepancies.

REFERENCE( S) :
1. NAVCOWPT Manual, Vol ume |1

2. SABRS User's Mnual
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3. DOD 7000. 14R, DoD Fi nanci al Managenment Regul ations (DOD FMR
series)

4. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns
5. MCO P7300. 20, SABRS Fi nanci al Procedures Mnual

6. MCO P7300.8, USMC Fi nanci al Accounting Manual

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)

Req By (Pvt)




TASK: 3451.02.16 RECONCILE REI MBURSABLE ACCOUNTS

CONDI TION(S): G ven rei nbursabl e source docunents, required reports,
required
accounting forms, and the references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS

1. Verify authorization anmounts.

2. Verify charged anounts.

3. Verify liquidated amunts.

4. Verify accounts receivable and accounts receivable unbilled
amount s.

5. Verify funds collected anounts.

6. Ensure discrepancies are corrected.

7. Prepare requests for funding increase/w thdrawals fromthe
grantor.

8. Forward audited status of funds and requests for funding
i ncrease/w thdrawal for
si gnature/distribution.

REFERENCE( S) :
1. Local standing operating procedures
2.  NAVCOWT Manual , Volune 11
3. NAVCOWT Manual , Volume |11
4. NAVCOWPT Manual, Volune V
5. NAVCOWT Manual, Volune VIII

6. SABRS User's Manua



7. DOD FMR, VOL. 11, Reinbursable Operations, Policy and Procedures
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8. DOD FWMR, VOL. 14, Administrative Control of Funds and
Ant i deficiency Act
Vi ol ati ons

9. DOD FMR, VOL. 4, Accounting Policy and Procedures
10. DOD FMR, VOL. 6, Reporting Policy and Procedures
11. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainnment (6) Req By (Cpl)

TASK: 3451.02.17 PROCESS RElI MBURSABLE BI LLI NGS

CONDI TION(S): G ven supporting docunentation, required reports,
requi red forns,
aut omat ed accounting system and the reference.

STANDARD( S): To neet standards of accuracy per the references prior to
subm ssion to
the requesting activity for certification

PERFORMANCE STEPS

1. Request a reinbursable trial bill.



2. Reviewthe trial billings for accuracy.

3. Execute the reinbursable customer bill option.

4. Receive the customer billings.

5. Subnit the reinbursable bill for signature.

6. Subnmit the audited bill to the finance office.

7. Forward copies of the audited bills to requesting activities.
REFERENCE( S) :

1. NAVCOWT Manual, Volunme I11

2. NAVCOWT Manual, Volunme V

3.  NAVCOWPT Manual , Vol ume VIII

4. SABRS User's Manual

5. DOD FMR, VOL. 11, Rei nbursable Operations, Policy and Procedures

6. DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary

Resour ces

7. DOD FMR, VOL. 4, Accounting Policy and Procedures

8. DOD FMR, VOL. 6, Reporting Policy and Procedures
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9. MCO P7300. 20, SABRS Fi nanci al Procedures Munua

I NI TIAL TRAI NI NG SETTING MOJT (Standard) Sustai nment (6) Req By (Pvt)

TASK: 3451.02.18 RECONCI LE NAVCOWPT 2199 [ TRI AL BALANCE REPORT]

CONDI TION(S): G ven the appropriate Navconpt 2199, budget execution
reports, and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references upon
conpl etion of the
nont hly accounting cycle.

PERFORMANCE STEPS:

1. Ontain current general |edger and budget execution reports.

2. Performvalidation process.

3. Annotate discrepancies.

4. Submit reports to higher headquarters.

REFERENCE( S) :
1. CMC Washington DC Msg 130041Z Apr 95
2. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (6) Req By (SSgt)

TASK: 3451.02.19 MONI TOR FI NANCI AL OPERATI ONS
CONDI TION(S): G ven assignnent as fiscal chief and the references.

STANDARD( S): To support the acconplishnment of tasks assigned to the
fiscal office per



the references.

PERFORMANCE STEPS

1. Monitor reconciliation of the error |og.

2. Monitor the processing of source docunents.

3. Mnitor fund adninistrator reconciliation.

4. Monitor reinbursable accounts.

5. Monitor accounting systens data el ement tables.

6. Monitor accounting reports.

7. Monitor interservice support agreenents.
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8. Monitor nmenmorandum of agreenents.

9. Monitor nmenorandum of under st andi ngs.

REFERENCE( S) :

1. Local standing operating procedures

05



2. USMC 7100 series publications

3. DOD FMR, VOL. 1, General Financial Mnagenent |nformation,
Syst ens, and
Requi renent s

4. MCO P7300. 20, SABRS Fi nanci al Procedures Mnual

I NI TIAL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (SSgt)

TASK: 3451.02. 20 PROCESS SUSPENDED PREVALI DATI ON TRANSACTI ONS

CONDI TION(S): G ven access to on-line prevalidation system reports,
and the reference.

STANDARD( S): To ensure posting per the references within 24 hours of
notification.

PERFORMANCE STEPS:

1. Access prevalidation system

2. Notify subordi nate command of suspended paynent.

3. Review correction submtted by the subordi nate conmand.

4. Submit action request response.

5. Validate corrected postings to accounting system

REFERENCE( S) :

1. On-line Prevalidation of Paynent to Unliquidated Obligation
Syst em Manual

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainment (6) Req By (Sgt)
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DUTY AREA 03 - BUDGET FUNCTI ONS
TASK: 3451.03.01 DEVELOP A PROGRAM OBJECTI VE MEMORANDUM ( POV
CONDI TION(S): G ven POM gui dance, unit historical data, current |ong-

range plan, and
the references.

STANDARD( S): To support the program per the references.
PERFORMANCE STEPS:

1. Review POM gui dance from hi gher headquarters.

2. Prepare and distribute |local guidance for preparation of the

POM

3. Validate input received against POMIlimtations.

4. Consolidate subordinate unit input.

5. Prepare draft POM exhibits.

6. Submt draft POMto the conmmander

7. Prepare approved POM for signature.

8. Forward signed POMto the appropriate activity.



REFERENCE( S) :
1. MCBUL 7100, Current version
2. MCO P7100.8, Field Budget Gui dance Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnment (12)
Req By (SSgt)

TASK: 3451.03.02 DEVELOP AN OPERATI NG BUDGET

CONDI TION(S): G ven budget gui dance, access to the budget formulation
system and the
ref erences.

STANDARD( S): To neet mission requirenments per the references.

PERFORMANCE STEPS:

1. Review budget guidance from hi gher headquarters.

2. Prepare and distribute |ocal guidance for preparation of field
budget input.

3. Review subordinate unit field budget input.

4. Load budget records into budget fornulation system

5. Print managenent reports and special exhibits.
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6. Review budget reports and exhibits for accuracy.

7. Submt operating budget for signature.

8. Forward the signed operating budget to hi gher headquarters.

REFERENCE( S) :
1. Budget Fornmnul ati on Subsystem User's Manua
2.  NAVCOWT Manual , Volune 11
3. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns
4. MCBUL 7100, Current version
5.  MCO P7100. 8, Field Budget Gui dance Manua
6. MCO P7300.20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainnment (12)
Req By (SSgt)

TASK: 3451.03. 03 EXECUTE A FI NANCI AL PLAN

CONDI TION(S): Provided a budget authorization from higher headquarters,
budget wor ki ng

papers from subordi nate commands, access to an accounting system and
the references.

STANDARD( S): To neet mission requirenments per the references.
PERFORMANCE STEPS

1. Receive authorization from hi gher headquarters.

2. Review anal yze subordi nate comand's budget subm ssions.

3. Assign budget ceilings.

4. Prepare letters of authorization.



5. I nput authorizations into accounting system

6. Verify budget execution reports.

7. Review anal yze budget execution reports.

8. Monitor obligation rates.

9. Realign authorization, as required.

10. Develop a prioritized Iist of deficiencies.
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REFERENCE( S) :

1. Budget Forrmul ati on Subsystem User's Manual

2. DoN Financial Managenent Policy Manual (FMPM

3. Local standing operating procedures

4. DOD FMR, VOL. 2, Budget Fornmul ation and Presentation
5.  MCO P7100. 8, Field Budget Gui dance Manual

I NI TI AL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (SSgt)



TASK: 3451. 03.04 EXECUTE FI SCAL YEAR CLOSE- OUT

CONDI TION(S): G ven a financial plan, close-out guidance, access to an
accounting
system and the references.

STANDARD( S): To neet mission requirenments per the references.

PERFORMANCE STEPS:

1. Review close-out guidance from hi gher headquarters.

2. Prepare a plan of action and m | estones per the gui dance
recei ved from hi gher
headquarters.

3. Prepare and redistribute local fiscal year close-out guidance
based upon the
pl an of action and nil estones.

4. Mbnitor the execution of the fiscal year close-out.

5. Prepare and forward required reports to the appropriate
activities.

REFERENCE( S) :
1. Local standing operating procedures
2. NAVCOWT Manual, Volune 11
3.  NAVCOWT Manual, Volune 111

4. DOD 7000.14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCBUL 7100, Current version
6. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnment (12)
Req By (SSgt)




TASK: 3451.03.05 MONITOR THE STATUS OF PRI OR FI SCAL YEAR APPROPRI ATI ON
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CONDI TION(S): G ven prior fiscal year appropriations, access to an
accounting system
and the references.

STANDARD( S): To ensure reduction/reversion goals are acconplished per
t he references.

PERFORMANCE STEPS

1. Monitor unliquidated obligation reduction goals.

2. Monitor prior year bal ances.

3. Prepare required reports.

4. Mintain prior fiscal year records, as required.

REFERENCE( S) :
1. DoN Financial Mnagenent Policy Manual (FMPM
2. Local standing operating procedures
3.  NAVCOWT Manual , Volune 11
4. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

5. DOD FWMR, VOL. 2, Budget Formulation and Presentation



6. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (SSgt)

TASK: 3451.03.06 PROCESS ALLOCATI ONS

CONDI TION(S): G ven an allocation requirenent, access to an accounting
system and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. ldentify custoner and provider Financial |Information Pointers.

2. Determne costs to be credited and debited.

3. Input allocations into accounting system

4. Revi ew out put.

REFERENCE( S) :
1. Local standing operating procedures

2. SABRS Allocation User's Manua
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3. MCO P7300. 20, SABRS Fi nanci al Procedures Mnual

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (6) Req By (SSgt)

TASK: 3451.03.07 ADM NI STER PLANNI NG PROGRAMM NG, BUDGETI NG, AND
EXECUTI ON SYSTEM

CONDI TION(S): G ven guidance from hi gher headquarters, plan for a
Program Obj ecti ve
Menor andum (POM), and the reference.

STANDARD( S): To provide processed budget exhibits for submission to the
budget officer.

PERFORMANCE STEPS:

1. Review budget guidance from hi gher headquarters.

2. Prioritize itenms for budget into a five year POM

3. Subnit the POMfor inclusion into the higher headquarters' POM
submni ssi on.

REFERENCE( S) :

1. DOD 7000. 14R, DoD Financi al Managenent Regul ati ons (DOD FMR
series)

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (SSgt)
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DUTY AREA 04 - RESOURCE, EVALUATI ON, AND ANALYSI S ( REA) FUNCTI ONS

TASK: 3451.04.01 COORDI NATE AN AUDI T BY AN EXTERNAL AGENCY

CONDI TION(S): G ven the assignnent as command audit coordi nator
notification of a unit

audit by an external agency, proposed audit schedule, a list of commnd
staff sections

and subordinate units to be audited, point of contact fromthe auditing
agency, and the

reference.

STANDARD( S): To neet standards for comrand conpliance per the
reference.

PERFORMANCE STEPS

1. Publish and distribute an audit schedul e and any schedul e
changes to all units
i nvol ved.

2. Schedul e conferences, as required.

3. Mnitor the conduct of the audit.

4. Ensure staff sections/subordinate units review utilization
draft, as required.

5. Report the daily progress of the audit, as required.

6. Attend all debriefs.

7. Verify any identified cost savings.

8. Coordinate preparation of the command response within the
required time frames.

9. Ensure nonconcurrence with recomrendati ons is properly recorded.

10. Conduct followup to ensure applicable reconmendati ons are



i mpl enent ed.
REFERENCE( S) :
1. MCO 7510.3, Command Attention/Audit Rep NAFI's/ MCNAFA

I NI TI AL TRAI NI NG SETTING Formal School (Prelimnary) Sustainment (6)
Req By (SSgt)

TASK: 3451.04.02 MAI NTAI N AN | NTERNAL MANAGEMENT CONTROL PROGRAM

CONDI TION(S): Gven the requirenent to establish/maintain an interna
managenment
control program and the references.

STANDARD( S): To ensure quality assurance procedures are foll owed per
t he references.

PERFORMANCE STEPS:

1. Assign responsibility.

2. Conpile list of assessable units.
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3. Ensure that responsi ble nmanagers perform vul nerability
assessnents.

4. Collect/conpile conpleted vulnerability assessnent forns.



5. Develop command's annual internal control plan

6. Ensure internal control reviews/alternate internal contro
reviews are
conduct ed.

7. Subnmit required reports.

8. Ensure quality assurance programis established.

REFERENCE( S) :
1. MCO 5200. 24, USMC Internal Managenent Control Program

I NI TIAL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (SSgt)

TASK: 3451.04.03 CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS

CONDI TION(S): G ven the requirement to conduct a financial assistance
visit/inspection,

i nspection checklist, access to financial records, source docunents,
and the references.

STANDARD( S): To neet standards for command conpliance per the
ref erence.

PERFORMANCE STEPS

1. Plan/schedul e assistance visit/inspection

2. Conduct preeval uation survey.

3. Conduct inbrief.

4. Conduct eval uation using prescribed checklist.

5. Conduct outbrief.

6. Prepare report.



7. Conduct followup as necessary.

REFERENCE( S) :
1. Local standing operating procedures
2. MCO 7540.2, Resource Evaluation and Anal ysis

I NI TIAL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (SSgt)



