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MARI NE CORPS CRDER 1510. 75C

From Commandant of the Marine Corps
To: Di stribution List

Subj: | ND VIDUAL TRAI NI NG STANDARDS (I TS) SYSTEM FOR FI NANCI AL MANAGEMENT
OCCUPATI ONAL  FI ELD ( OCCFLD) 34

Ref:  (a) MO 1510. 34A
(b) MCO 1553. 1B
(c) MCO 1553. 2
(d) MCO 1553. 3
(e) MCO 3500. 27

Encl: (1) Description of an Individual Training Standard
(2) Managenent of |ndividual Training Standards
(3) Sunmary/Index of Individual Training Standards
(4) Common I ndividual Training Standards
(5) Training Support
(6) Individual Training Standards
(7) Sunmmary/1ndex of |ndividual Training Standards by Specific
Category (MXJT, DL, PST)

1. Purpose. To publish revised Individual Training Standards (ITS) at
enclosures (1) through (7) for CQccFl d 34.

2. Cancellation. MO 1510. 75B

3. Background

a. The references establish the systemused to publish all training
standards, provide policy, and assign training responsibilities, especially
as applied to the Systenms Approach to Training (SAT).

b. |TSs establish the training requirenents for all Marines in the same
occupational field (CccFld), Mlitary Cccupational Specialty (MXS), or
billet. They provide a foundation upon which unit comanders, Functional
Learning Center (FLC) directors, and distance |earning (DL) devel opers build
traini ng packages for individual Marines as part of unit training plans or
formal courses of instruction.

c. |TSs represent the skills that contribute to the unit mssion as
expressed in the M ssion Performance Standards (MPS). Changes to doctrine or
force structure or the introduction of new weapons or equi prent may
necessitate revision of this Oder.

DI STRI BUTI ON STATEMENT A:  Approved for public release; distributionis
unlimted.
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4. Summary of Revision. Extensive changes have been made t hroughout this
Oder and it should be reviewed in its entirety. Appendix Dto enclosure (5)
lists references with associated tasks. Enclosure (6) contains information
on initial training setting, MI products, and training materials.

5. Information

a. |TSs are used by unit commanders, FLC directors, and DL devel opers to
desi gn, devel op, conduct, and eval uate the individual training of Marines.
Unit comranders responsible for the sustai nnent of all individual tasks

that have been deened, through analysis, to support the unit's M ssion
Essential Task List (METL). Unit comanders can, therefore, use the tasks
contained in this Oder as the basis of individual training through Managed
O-the-Job Training (MXT), instruction in unit-Ievel schools, or
incorporation in their training plans. FLC directors and DL devel opers will
derive Termnal Learning bjectives (TLO and Enabling Learning Cbjectives
(ELO fromthe tasks, conditions, standards, and performance steps of each
associated ITS. Task lists reported on Course Descriptive Data (CDD)

subm ssions will consist of tasks contained in this Order that are designated
for training at the appropriate level in the FLC. Task lists reported on

Di stance Learni ng Descriptive Data (DLDD) submi ssions will consist of tasks contained in
this Oder that are designated for DL training at the

Appropriate |evel.

b. Unit commanders and FLC directors are responsible for review ng their training
prograns per reference (e) and making i nterventions that reduce risk
to acceptable | evels.

6. Action

a. Commandi ng CGeneral, Marine Corps Conbat Devel opnent Commrand (CG
MCCDC)

(1) Ensure all FLCs use this Order to train personnel to the
standards required by grade and MOS.

(2) Ensure the Marine Corps Institute (M) and the Conbat Visual |nfornation
Center (CVIC) provide standardi zed performance support tools
(PST) and other training support requirements to facilitate training in
uni ts.

(3) Review, revise, and manage the upkeep of this Oder in
coordination with Qperating Force and Supporting Establishnent conmanders and
MOS Speci al i sts/ CccFl d Managers

(4) Ensure the Combat Devel oprment Systemidentifies and mtigates the inpact on
training, by MOS and ITS, of all new equi pnent.



MCO 1510. 75C
15 AUG 03

b. Commandi ng CGenerals of the Marine Forces and Supporting Establishnent Conmands
and Commanders of Separate Organizations not Commanded by a General Oficer

(1) Use this Oder as the basis for individual training.

(2) Conduct MXT prograns and/or instruction in unit |evel schools to satisfy
initial, sustainnent, and refresher training requirenents in so far
as the tasks support unit mssion requirenents.

7. Submi ssion of Recommendations and Requirenents. Recommendations
concerning the content of this Order are invited. Submt reconmendations for additions,
del etions, or nodifications to CG MCCDC (C 469C) via the chain of command.

8. Reserve Applicability. This Oder is applicable to the Marine Corps
Reserve.

Vo

EDWARD HANLQN, JR
By direction

DI STRIBUTI ON: PCN 10201655700

Copy to: 7000110 (55)
7230004 (20)
8145005 (2)
8145001 (1)
7000144 (1)
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DESCRI PTI ON OF AN | NDI VI DUAL TRAI NI NG STANDARD

1. |ITS Designator. Each ITS has a unique three-part identifier that represents an MXS
(or billet), a duty (or functional) area within that MOS, and a specific task included

inthat duty area. Each part is separated by periods. An exanple of an I TS Desi gnat or
is 3402.01.01

a. The first four positions ("3402" in the exanpl e above) represent the M3XS or
billet. For any ITS associated with an official MXS, the four digits nust be identica
to those assigned to the MXS in M2O P1200. 7 (MOS Manual ).

b. The mddle two positions ("01" in the exanpl e above) represent the duty or
functional area. Duty areas within a given MXS are assigned Arabic nunerals. Duty
areas 1 through 9 are always preceded by a | eading zero. |In the exanple above, "01"
represents the first duty area under MOS 3402.

c. The last two positions ("01" in the exanpl e above) represent a specific task.
Tasks within a specific duty or functional area are assigned Arabic nunmerals. Tasks 1
through 9 are al ways preceded by a | eading zero. In the exanple above, "01" represents
the first task within the first duty area under MXS 3402.

2. | TS Components. There are six basic components of an ITS, five of which are
mandat ory:

a. Task. The task describes a specific and necessary behavi or expected of a Marine

inaparticular MOS or billet. It is a clearly stated, performance-oriented action
requiring a learned skill. Skills that "make" a Marine or qualify that Marine for an
MOS are designated as "Core." Those advanced skills that are m ssion, grade, or billet

specific are designated as "Core Plus."

b. Condition(s). This portion of the ITS describes the equi pnent, manuals,
assi st ance/ supervi si on, special physical denmands, environnental conditions, and
| ocation
affecting a Marine's perfornmance of the task under real-world circunstances.

c. Standard(s). This portion of the ITS describes the | evel of proficiency to
whi ch the individual nust performthe task

d. Performance Steps. Collectively, the performance steps represent the | ogica
sequence of actions required of the Marine to performthe task to standard. These
actions are typically detailed in the references.

e. Reference(s). References are doctrinal publications, technical manuals, and
ot her publications upon which the ITS and its perfornance steps are based. They shoul d
be readily avail abl e and provide detail to the procedures that are only summarized in
t he perfornmance steps.

f. Admnistrative Instructions (OQptional). Admnistrative instructions provide the
trainer/instructor with special required or recomrended circunstances, including safety

precautions, relating to the training or execution of the task. These instructions may
also clarify the meaning of the task.

3. I TS Training

a. Initial Training Setting. Al ITSs are assigned an initial training setting

ENCLOSURE (1)
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that includes a specific location for initial instruction Functional Learning Center
(FLO or Managed On-The-Job Training (MXJT), a sustainnment factor (nunber of nonths
bet ween eval uation or retraining to nmaintain the proficiency required by the standard),
and a "Required By" grade (the | owest grade at which task proficiency is required).

b. Training Materiel (Optional). Training materiel includes all training devices,
simul ators, aids, equiprment, and rmaterials (except ammunition, distance |earning (DL)
products, and perfornmance support tools (PST)) required or recommended to properly train
the task under the specified conditions and to the specified standard.

c. Ammunition (Optional). This section includes any ammunition, explosives, and/or
pyrotechnics required for proper training of the ITS.

d. D stance Learning Product(s) (OQptional). This section includes a list of any
currently avail able or planned DL products designed to provide training related to this
t ask.

e. Performance Support Tool (s) (Optional). This section includes a list of any
currently avail abl e or pl anned PSTs designed to provide training related to this task

ENCLOSURE (1)
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MANAGEMVENT COF | NDI VI DUAL TRAI NI NG STANDARDS

1. 1TS Use

a. |ITSs formthe basis for all individual training in Functional Learning Centers
(FLO and units. They are witten for all M3XSs in order to specify the critical skills
required by units of their individual Marines in support of the unit's conbat m ssions
as defined in the unit's Mssion Essential Task List (METL).

b. FLC directors are responsible for reviewing all I TSs nmarked for initial training
at the FLC. They nust conduct courses of instruction on those | TSs appropriate for
their student populations in terns of grade or rank. The task portion of each ITS
taught in a given course nust appear in the Task List (Item24) of the CDD for that
course. In accordance with the Systens Approach to Training (SAT), a Program of
Instruction (PA) nust al so be devel oped for the course.

c. |TSs provide measures of performance that can be used by unit comranders to
di agnose i ndi vi dual deficiencies and design training. Noted deficiencies should be
schedul ed for renediati on on training plans or through Managed On- The-Job Trai ni ng
(MXJT), as appropriate.

d. A Marine should continue to receive instruction on | TSs that support the unit's
METL. I ndividual training cannot cease upon graduation fromthe FLC because FLCs cannot
prepare every Marine to serve in every billet. Individuals should be given
opportunities in the unit to gain experience and responsibility as quickly as possible.

2. | TS Mai nt enance

a. Avrelationship exists between I TSs and the threat to Marine forces. Changes in
the threat often trigger correspondi ng changes in our weapons, equi pnent, or doctrine,
whi ch then necessitate produci ng new or updated training standards. Such action
requires a teameffort on the part of the operating forces, the FLCs, and staff agencies
at both Headquarters, U S. Marine Corps, and the Marine Corps Conbat Devel opment Conmand

( MCCDC) .

b. ITSs are ultimately validated by unit conmanders and FLC directors. Records of
Proceedi ngs (ROP) resulting from Course Content Review Boards (CCRB) conducted by FLGCs
are particularly well suited for recommendi ng revisions. The ROP should contain a
justification for each proposed addition, deletion, or change and shoul d acconpany any
request to obtain authority to depart fromthe currently published I TSs. Unit
comanders can recomend changes through participation in a school's CCRB or directly
via the chain of command. Unless significant changes warrant earlier action, |ITS orders
are revised and republished on a 4-year cycle.

c. |TS nanagenent is a dynam c process involving user naintenance as the key to
refining standards to best serve unit nissions. |TS users should eval uate whether |TSs
support or fail to support an M3XS, and I TS conponents shoul d be exanined for realismand
pertinence. Users are encouraged to submt recomrended changes to published | TSs
t hrough the chain of command.

ENCLOSURE ( 2)
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SUMVARY/ | NDEX CF | NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure is a summary listing of all ITS tasks grouped by MXS and
Duty Area.

2. Format. The colums are as foll ows:

a. SEQ Sequence Nunber. This nunber dictates the order in which tasks for a
gi ven duty area are displ ayed.

b. TASK ITS Designator. This is the permanent designator assigned to the task
when it is created.

c. TITLE. |ITS Task Title.

d. CORE. An "X' appears in this colum when the task is designated as a "Core"
task required to "make" a Marine and qualify that Marine for the appropriate MXS. The
absence of an "X'" indicates that this is an advanced ("Core Plus") task that is m ssion
grade, or billet specific.

e. FLC Functional Learning Center. An "X' appears in this colum when the FLCis
designated as the initial training setting. The absence of an "X' indicates that the
initial training is acconplished through Managed On- The-Job Trai ning (MXJT).

f. DL. D stance Learning Product. An "X' in this colum indicates that at |east
one DL product is associated with this task. Consult enclosure (6) for details.

g. PST. Performance Support Tool. An "X' in this colum indicates that at |east
one PST is associated with this task. GConsult enclosure (6) for details.

h. SUS. Sustainnent Training Period. An entry in this colum represents the
nunber of nonths between eval uation or retraining by the unit to naintain the
proficiency required by the standard, provided the task supports the unit's METL.

i. REQBY. Required By. An entry in this colum depicts the | owest grade required
to denonstrate proficiency in this task.

j. PACE. Page Nunber. This colum lists the nunber of the page in enclosure (6)
that contains detailed information concerning this task.

SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PAGE

MOS 3402, DI SBURSI NG CFFI CER/ FI NANCE COFFI CER

DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS

1) 3402.01.03 CERTIFY AN ON-LINE DI ARY (OLD) 12 WO 6- A1
2) 3402.01.04 MANAGE ELECTRONI C S| GNATURE (ELSI G X X 12 WO 6- A1
ACCOUNTS
ENCLOSURE ( 3)
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SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PACGE
DUTY AREA 02 - PAY FUNCTI ONS
1) 3402.02.01 CERTIFY A PAY MANAGEMENT REPORT 12 WO 6-A-3
2) 3402.02.03 VER FY SPECI AL PAYMENTS 12 WO 6-A-3
3) 3402.02. 05 CERTIFY ADJUSTMENTS TO DEDUCTI ONS AND X X 12 WO 6-A-4
COLLECTI ONS OF PAY
4) 3402.02.06 CERTIFY A SPECI AL PAYROLL 12 WO 6-A-5
5) 3402.02.07 CERTIFY A DECENTRALI ZED (ROUGH) REGULAR 12 WO 6-A-6
PAYROLL
6) 3402.02.08 CERTIFY A CENTRALI ZED REGULAR PAYROLL 12 WO 6-A-6
7) 3402.02.09 VER FY LEAVE ENTI TLEMENTS 12 WO 6-A-7
8) 3402.02.10 CERTIFY NOTI FI CATI ON ANDY OR WAl VER CF X X 12 WO 6-A-8
| NDEBTEDNESS
9) 3402.02.11 CERTIFY A SEPARATI OV RETI REMENT DOCUMENT X X 12 WO 6-A-8
DUTY AREA 03 - TRAVEL FUNCTI ONS
1) 3402.03.01 CERTIFY TEMPCRARY ADDI TI ONAL DUTY ( TAD) 12 WO 6- A-10
PAYMENTS/ CCOLLECTI ONS
2) 3402.03.02 CERTI FY PERVANENT CHANGE OF STATI ON 12 WO 6- A-10
(PCS) / SEPARATI ON PAYMENTS/ COLLECTI ONS
3) 3402. 03. 03 MANACGE GOVERMENT CHARGE CARD PROGRAM 12 WO 6-A-11
4) 3402.03. 04 CERTIFY C VI LI AN PCS PAYMENTS AND 12 WO 6-A-12
COLLECTI ONS
DUTY AREA 04 - FI SCAL FUNCTI ONS
1) 3402.04.01 BALANCE DAI LY BUSI NESS X X 12 WO 6- A- 13
2) 3402.04.04 MAI NTAIN CHECK STOCKS 12 WO 6- A- 13
3) 3402. 04. 06 MANACGE ON- LI NE TREASURY REPCORTS X X 12 WO 6- A- 14
4) 3402.04. 07 MANAGE SUSPENSE ACCOUNTS X X 12 WO 6- A-14
5) 3402. 04.08 | SSUE RECERTI FI ED CHECKS 12 WO 6- A-15
6) 3402.04.09 MANAGE DEPLOYED SYMBOLS 12 WO 6- A-15
7) 3402.04.10 MANAGE DI SBURSEMENTS/ COLLECTI ONS X X 12 WO 6- A- 16
8) 3402.04.11 NANACGE GOVERMENT CHARGE CARD PROGRAM 12 WO 6- A- 17
DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS
1) 3402.05.02 MAI NTAI N AN | NTERNAL MANAGEMENT CONTROL X X 12 WO 6- A-18
PROGRAM FRAUD PROGRAM
MOS 3404, FI NANCI AL MANAGEMENT COFFI CER
DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS
1) 3404.01.01 MANACGE ELECTRONI C SI GNATURE (ELSI G X X 12 2ndLt 6-B-1
ACCOUNTS
DUTY AREA 02 - PAY FUNCTI ONS
1) 3404.02.01 CERTIFY AN ON-LINE DI ARY (QLD) X X 12 2ndLt 6-B-2
2) 3404.02.02 CERTIFY A PAY MANAGEMENT REPORT X X 12 2ndLt 6-B-2
3) 3404.02. 04 CERTIFY SPECI AL PAYMENTS X X 12 2ndLt 6-B-3
4) 3404.02.06 CERTIFY A SPECI AL PAYRCLL X X 12 2ndLt 6-B-4

ENCLCSURE ( 3)
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SEQ TASK TI TLE OORE FLC DL PST SUS REQ BY PAGE
5) 3404.02.07 CERTIFY A DECENTRALI ZED (ROUGH) REGLAR X X 12 2ndLt 6-B-4
PAYROLL
6) 3404.02.08 CERTIFY A CENTRALI ZED REGULAR PAYROLL X X 12 2ndLt 6-B-5
7) 3404.02.09 VER FY LEAVE ENTI TLEMENTS X X 12 2ndLt 6-B-5
8) 3404.02.10 NOTI FI CATI ON ANDY OR WAl VER OF X X 12 2ndLt 6-B-6
| NDEBTEDNESS
9) 3404.02.11 CERTIFY A SEPARATI ON/ RETI REVMENT DOCUMENT X X 12 2ndLt 6-B-7
10) 3404.02.12 OPERATE THE MARI NE CORPS TOTAL FORCE X X 12 2ndLt 6-B-7
SYSTEM ( MCTFS)
DUTY AREA 03 - TRAVEL FUNCTI ONS
1) 3404.03.01 CERTI FY TEMPORARY ADDI TI ONAL DUTY (TAD) X X 12 2ndLt 6-B-9
SETTLEMENTS/ ADVANCES
2) 3404.03.02 CERTIFY PERVANENT CHANGE OF STATI ON X X 12 2ndLt 6-B-9
(PCS) SETTLEMENTS/ ADVANCES
3) 3404.03.03 CERTI FY M LI TARY PERVANENT CHANGE OF 12 2ndLt 6-B- 10
STATI ON ( PCS) / SEPARATI ON
PAYMENTS/ COLLECTI ONS
4) 3404.03.04 CERTIFY C VI LI AN PCS PAYMENTS AND 12 2ndLt 6-B-10
COLLECTI ONS
DUTY AREA 04 - FI SCAL FUNCTI ONS
1) 3404.04.02 BALANCE DAI LY BUSI NESS X X 12 2ndLt 6-B-12
2) 3404.04.03 MANAGE DI SBURSEMENTS/ COLLECTI ONS X X 12 2ndLt 6-B- 12
3) 3404.04.04 MANAGE CHECK STOCKS AND CASH 12 2ndLt 6-B-13
4) 3404.04.05 MANAGE RECERTI FI ED CHECKS 12 2ndLt 6-B-13
5) 3404.04.06 MANAGE DI SBURSI NG SYMBCL | N A DEPLOYED 12 2ndLt 6-B- 14
ENVI RONVENT
6) 3404.04.07 CERTI FY REPORTS, RETURNS, AND VOUCHERS X X 12 2ndLt 6-B-15
7) 3404.04.08 MANAGE GOVERNVENT CHARGE CARD PROGRAM 12 2ndLt 6-B-15
DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS
1) 3404.05.01 MAI NTAIN AN | NTERNAL MANAGEMENT CONTROL X X 12 2ndLt 6-B- 17
PROGRAM
2) 3404.05. 02 COORDI NATE AN AUDI T BY AN EXTERNAL 12 2ndLt 6-B-17
AGENCY
3) 3404.05.03 CONDUCT FI NANCI AL ASS| STANCE X X 12 2ndLt 6-B-18
VI SI TS/ | NSPECTI ONS
DUTY AREA 06 - BUDGET FUNCTI ONS
1) 3404.06.01 DEVELOP A PROGRAM OBJECTI VE MEMORANDUM X X 12 2ndLt 6-B-20
(POV)
2) 3404.06.02 MANAGE AN OPERATI NG BUDGET X X 12 2ndLt 6-B-20
3) 3404.06.03 MANAGE THE FI NANCI AL PLAN X X 12 2ndLt 6-B-21
4) 3404.06.04 MONI TOR THE STATUS OF PRI OR FI SCAL YEAR X X 12 2ndLt 6-B-22
APPROPRI ATl ONS
5) 3404.06.05 COORDI NATE FI SCAL YEAR CLOSEOQUT X X 12 2ndLt 6-B-22
6) 3404.06.06 PERFORM FI NANCI AL ANALYSI S X X 12 2ndLt 6-B-23
7) 3404.06.08 MANAGE SUPPORT AGREEMENTS X X 12 2ndLt 6-B-24
8) 3404.06.09 ADM NI STER NON- MARI NE CORPS 12 2ndLt 6-B-24

APPRCPRI ATl ONS

ENCLOSURE ( 3)
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SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PACGE

9) 3404.06.10 MANAGE THE STATUS OF MARI NE CORPS 12 2ndLt 6-B-25
ALLOTMENTS

10) 3404.06.11 ADM NI STER PLANNI NG PROGRAMM NG, X X 12 2ndLt 6-B-26

BUDGETI NG AND EXECUTI ON SYSTEM

DUTY AREA 07 - AGCCOUNTI NG FUNCTI ONS

1) 3404.07.01 VER FY APPROPRI ATI ON DATA

2) 3404.07.02 MONI TOR THE PROCESSI NG OF ACCOUNTI NG
TRANSACTI ONS

3) 3404.07.03 MONI TOR REI MBURSABLE ACCOUNTS

4) 3404.07.04 MONI TOR THE POSTI NG OF C VI LI AN PAYRCOLL
COSTS

5) 3404.07.05 ANALYZE ACCOUNTI NG REPCORTS

6) 3404.07.06 MANAGE BUDCGET EXECUTI ON ACTI VI TY
RECONCI LI ATI ON

7) 3404.07.07 VERI FY SABRS LOCAL TABLE 12 2ndLt 6-B-30

12 2ndLt 6-B-27
12 2ndLt 6-B-27

12 2ndLt 6-B-28
12 2ndLt 6-B-29

12 2ndLt 6-B-29
12 2ndLt 6-B-30

XX XX XX
XX XX XX

8) 3404.07.08 ENSURE COVPLI ANCE W TH APPRCPRI ATI ON LAW X X 12 2ndLt 6-B-31
DUTY AREA 08 - TRAI NI NG FUNCTI ONS
1) 3404.08. 01 MANAGE FI NANCI AL MANAGEMENT TRAI NI NG 12 2ndLt 6-B-32

MOS 3408, FI NANCI AL MANAGEMENT RESOURCE CFFI CER

DUTY AREA 01 - FI NANCI AL MANAGEMENT FUNCTI ONS

1) 3408.01.01 MONI TOR OFFI Cl AL ACCOUNTI NG SYSTEMS 12 WD 6-C 1

2) 3408.01.02 MONI TOR ACCOUNTI NG POLI CY AND PROCEDURES 12 WO 6-C 1

3) 3408.01.03 VALI DATE ACCOUNTI NG RECORDS 12 WO 6-C 2

4) 3408.01.04 VALI DATE OUTSTANDI NG 12 WO 6-C 3
OBLI GATI ONS/ ADVANCES

5) 3408.01.05 MANAGE PROBLEM DI SBURSEMENT 12 WO 6-C 3

6) 3408.01.06 MONI TOR THE O VI LI AN LABOR PROCESS 12 WO 6-C 4

7) 3408.01.07 MONI TOR SUSPENDED PREVALI DATI ON 12 WO 6-C5
TRANSACTI ONS

DUTY AREA 02 - BUDGET FUNCTI ONS

1) 3408.02.01 MANAGE REI MBURSABLE FUNCTI ONS 12 WD 6-C 6

2) 3408.02.02 MANAGE YEAR END PROCESS 12 WO 6-C 6

3) 3408.02.03 MONI TOR FI NANCI AL PLAN 12 WO 6-C 7

DUTY AREA 03 - ADM NI STRATI VE FUNCTI ONS

1) 3408.03.01 CONDUCT FI NANCI AL MANAGEMENT TRAI NI NG 12 WD 6-C 9

2) 3408.03.02 ASSESS FEEDER SYSTEMS 12 WO 6- C 10

3) 3408.03.03 MANAGE | NTERNAL MANAGEMENT CONTROL 12 WD 6- C 10
PROGRAM

4) 3408.03.04 COORDI NATE AN AUDI T BY AN EXTERNAL 12 WD 6-C 11
AGENCY

5) 3408.03.05 CONDUCT FI NANCI AL ASS| STANCE 12 WO 6-C 12
VI SI TS/ | NSPECTI ONS

6) 3408.03.06 MANAGE ACCESS TO AUTOVATED SYSTEMS 12 WD 6-C 13

ENCLCSURE ( 3)
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SEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PAGE
MOS 3410, NAF AUDI TI NG OFFI CER

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS
1) 3410.01.01 PREPARE ANNUAL AUDI T RELATED BUDGET(S) 12 WO 6-D1
2) 3410.01.02 PREPARE AN ANNUAL MAN- HOUR BUDGET 12 Capt 6-D-2
3) 3410.01.03 PREPARE AN ANNUAL AUDI T PLAN 12 Capt 6-D-2
4) 3410.01.04 PERFORM THE DUTI ES OF AN 12 OB  6-D-3
AUDI TOR- | N- CHARGE
5) 3410.01.05 PERFORM THE DUTI ES OF A REG ONAL 12 Capt 6-D-4
DI RECTCR ( RD)
DUTY AREA 02 - AUDI T FUNCTI ONS
1) 3410.02.01 PLAN AN AUDI T 12 WO 6-D-6
2) 3410.02.02 CONDUCT A PRE-AUDI T SURVEY 12 WO 6-D-6
3) 3410.02.03 CONDUCT AN AUDI T 12 WO 6-D-7
4) 3410.02. 04 PERFORM PCST- AUDI T WORK 12 WO 6-D-8
MOS 3432, DI SBURSI NG TECHNI Cl AN
DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS
1) 3432.01.01 MAI NTAIN CORRESPONDENCE FI LES AND 1 Pvt 6-E-1

DI RECTI VES

DUTY AREA 02 - PAY FUNCTI ONS

1) 3432.02.01 PREPARE AN ON-LINE DI ARY (OLD) X X 12 Pyt 6-E- 2
2) 3432.02.02 PROCESS M LI TARY Di SBURSI NG DOCUVENTS 6 Pvt 6-E- 2
3) 3432.02.03 AUDIT AN ON-LINE DI ARY (COLD) X X 6 SSgt  6-E-3
4) 3432.02.04 AUDIT M LI TARY Di SBURSI NG DOCUMENTS 6 SSgt  6-E-3
5) 3432.02.05 PROCESS A PAY MANAGEMENT REPORT X X 12 Pyt 6- E- 4
6) 3432.02.06 COVPUTE ADJUSTMENTS TO PAY AND X X 12 Pyt 6- E- 4
ALLOWANCES
7) 3432.02.07 COWPUTE SPECI AL PAYMENTS X X 12 Pvt 6-E-5
8) 3432.02.08 PROCESS ALLOTMENTS OF PAY 6 Pvt 6-E-6
9) 3432.02.09 COVPUTE DEDUCTI ONS AND COLLECTIONS OF X X 12 Pvt 6-E- 6
PAY
10) 3432.02.10 PREPARE A SPECI AL PAYROLL X X 12 Pyt 6-E-7
11) 3432.02.11 PROCESS A DECENTRALI ZED (ROUGH) REGULAR X X 12 Pvt 6-E-8
PAYROLL
12) 3432.02.12 PROCESS A CENTRALI ZED REGULAR PAYROLL X X 12 Pvt 6-E-8
13) 3432.02.13 ADJUST LEAVE ENTI TLEMENTS X X 12 Pvt 6-E-9
14) 3432.02.14 PREPARE A WAl VER OF | NDEBTEDNESS 12 Pvt 6- E- 10
15) 3432.02.15 PREPARE A SEPARATI ON RETI REVENT ACCOUNT X X 12 Pvt 6- E- 10
SUMVARY
16) 3432.02.16 AUDIT A PAY MANAGEMENT REPCRT X X 12 SSgt  6-E-11
17) 3432.02.17 AUDI T ADJUSTMENTS TO PAY AND ALLOMNCES X X 12 SSgt  6-E- 12
18) 3432.02.18 AUDI T SPECI AL PAYMENTS X X 12 SSgt  6-E-12
19) 3432.02.19 AUDI T ALLOTMENTS OF PAY 12 SSgt  6-E-13
20) 3432.02.20 AUDI T DEDUCTI ONS AND OOLLECTIONS OF PAY X X 12 SSgt  6-E- 14
21) 3432.02.21 AUDIT A SPECI AL PAYROLL 12 SSgt  6-E-15

ENCLOSURE ( 3)
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SEQ TASK TI TLE OORE FLC DL PST SUS REQ BY PAGE

22) 3432.02.22 AUDIT A DECENTRALI ZED (ROUGH) REGULAR 12 SSgt  6-E- 15
PAYROLL

23) 3432.02.23 AUDIT A CENTRALI ZED REGULAR PAYROLL 12 SSgt  6-E-16

24) 3432.02.24 AUDI T LEAVE ENTI TLEMENTS X X 12 SSgt  6-E-16

25) 3432.02.25 AUDIT A WAl VER OF | NDEBTEDNESS X X 12 SSgt  6-E-17

26) 3432.02.26 AUDI T A SEPARATI OV RETI REMENT DI SCHARGE X X 12 SSgt  6-E-18
ACCOUNT  SUMVARY

27) 3432.02.27 PREPARE TAX OVERLAY AND W/ V- C X X 12 Pvt 6- E- 19

28) 3432.02.28 AUDI T TAX OVERLAY AND W/ \V@2-C ON LINE X X 12 SSgt  6-E-19

DUTY AREA 03 - TRAVEL FUNCTI ONS

1) 3432.03.01 COVPUTE TEMPORARY DUTY (TDY) X X 4 Pyt 6- E- 21
SETTLEMENTS/ ADVANCES

2) 3432.03.02 COVPUTE PERVANENT CHANGE OF STATI ON X X 6 Pvt 6- E- 21
(PCS) SETTLEMENTS/ ADVANCES

3) 3432.03.03 AUDI T TEMPORARY DUTY (TDY) X X 12 SSgt  6-E-22
SETTLEMENTS/ ADVANCES

4) 3432.03.04 AUDI T PERVANENT CHANGE OF STATION (PCS) X X 12 SSgt  6-E-23
SETTLEMENTS/ ADVANCES

5) 3432.03.06 MAI NTAI N SEPARATI ON SUSPENSE FI LE 3 PFC  6-E-24

6) 3432.03.07 COVPUTE C VI LI AN PERVANENT CHANGE OF 12 Sgt 6- E- 24
STATI ON (PCS) SETTLEMENTS/ ADVANCES

DUTY AREA 04 - FI SCAL FUNCTI ONS

1) 3432.04.01 PREPARE DAl LY STATEMENT OF 12 Pvt 6- E- 26
ACCOUNTABI LI TY

2) 3432.04.02 PROCESS EXCHANGE FOR CASH CHECK 12 Pvt 6- E- 26

3) 3432.04.03 PROCESS CHECKS FOR DI STRI BUTI ON 9 Pvt 6- E- 27

4) 3432.04.04 PROCESS DEPOSI T TI CKETS 6 Pvt 6- E- 27

5) 3432.04.05 PREPARE CHECKS 6 Pvt 6- E- 27

6) 3432.04.06 PREPARE COLLECTI ON VOUCHERS 2 Pvt 6- E- 28

7) 3432.04.07 PREPARE STANDARD FORM (SF) 1080 6 Pvt 6- E- 28

8) 3432.04.08 PROCESS DI SBURSI NG VOUCHER | NTO 9 Pvt 6- E- 29
AUTOVATED SYSTEM

9) 3432.04.09 PREPARE FI NANCI AL RETURNS 12 Pvt 6- E- 29

10) 3432.04.10 PREPARE PUBLI C VOUCHER 9 Pvt 6- E- 30

11) 3432.04.11 PREPARE DI SBURSI NG VOUCHER LOGS 2 Pvt 6- E- 30

12) 3432.04.12 AUDI T COLLECTI ON VOUCHERS X X 4 SSgt  6-E-31

13) 3432.04.13 AUDI T DEPCSI T TI CKETS X X 12 SSgt  6-E-31

14) 3432.04.14 MAI NTAI N CUSTCDY AND CONTROL OF CHECKS 2 SSgt  6-E-32

15) 3432.04.15 AUDI T DALY STATEMENT OF ACCOUNTABILITY X X 6 SSgt  6-E-32

16) 3432.04.16 AUDI T FI NANCI AL RETURNS X X 6 SSgt  6-E-33

17) 3432.04.17 AUDI T PUBLI C VOUCHERS X X 6 SSgt  6-E-33

18) 3432.04.18 AUDI T STANDARD FORM (SF) 1080 X X 3 SSgt  6-E-34

19) 3432.04.19 MAI NTAI N ON-LI NE TREASURY REPCRTS 6 SSgt  6-E- 34

20) 3432.04.20 MAI NTAI N SUSPENSE ACCOUNTS X X 3 SSgt  6-E-35

21) 3432.04.21 PROCESS UNAVAI LABLE/ RECERTI FI ED CHECKS 9 Pvt 6- E- 35

22) 3432.04.22 AUDI T UNAVAI LABLE/ RECERTI FI ED CHECKS X X 6 SSgt  6-E-36

23) 3432.04.23 PREPARE COMVENCEMENT OF DI SBURSI NG 12 Pvt 6- E- 36
DUTY/ AGENT

24) 3432.04.24 PROCESS TRAVEL VOUCHERS 3 Pvt 6- E- 37

25) 3432.04.25 AUDI T DI SBURSI NG VOUCHER LOGS 2 SSgt  6-E-37

ENCLCSURE ( 3)
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SEQ TASK TI TLE OCRE FLC DL PST SUS REQ BY PAGE
MOS 3441, NAF AUDI T TECHN O AN

DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS

1) 3441.01.01 PREPARE ANNUAL AUDI T RELATED BUDGET(S) 12 MBgt  6-F-1

2) 3441.01.02 MAI NTAIN AN ANNUAL MAN- HOUR BUDGET 12 MBgt  6-F-2

3) 3441.01.03 PREPARE AN ANNUAL AUDI T PLAN 12 MBgt  6-F-2

4) 3441.01.04 PERFORM THE DUTI ES OF AN AUDI T CH EF 12 G/Sgt 6-F-3

5) 3441.01.05 MANAGE DAI LY CPERATI ON OF MONAFAS 12 MBgt  6-F-4
REG ONAL OFFI CE

DUTY AREA 02 - AUDI T FUNCTI ONS

1) 3441.02.01 PLAN AN AUDI T 12 GySgt 6-F-5

2) 3441.02.02 CONDUCT A PRE-AUDI T SURVEY 12 SSgt  6-F-5

3) 3441.02.03 CONDUCT AN AUDI T 12 Sgt 6-F-6

4) 3441.02.04 PERFORM PCST- AUDI T WORK 12 G/Sgt  6-F-7

MOS 3451, FI SCAL/ BUDGET TECHN O AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

1) 3451.01.01 MAI NTAIN CORRESPONDENCE FI LES AND 6 Pvt 6-G 1
DI RECTI VES

DUTY AREA 02 - FI SCAL FUNCTI ONS

1) 3451.02.01 EMPLOY AUTOVATED ACCOUNTI NG SYSTEM X X 6 Pvt 6-G 2

2) 3451.02.02 EMPLOY AUTOVATED REPORTS DISTRIBUTION X X 6 Pvt 6-G 2
SYSTEM

3) 3451.02.03 MANAGE MAR NE CORPS/ NON- MARI NE CORPS X X 6 SSgt  6-G 3
APPRCPRI ATI ONS

4) 3451.02.04 VALI DATE QUTSTANDI NG X X 6 Pvt 6-G 3
OBLI GATI ONS/ ADVANCES

5) 3451.02.06 CONSTRUCT A LINE OF ACCOUNTI NG (LOA) X X 6 Pvt 6-G 4

6) 3451.02.07 PROCESS SOURCE DOCUVENTS X X 6 Pvt 6-G 4

7) 3451.02.08 PREPARE AN EXPENDI TURE/ COLLECTI ON SOURCE X X 6 Pvt 6-G5
DOCUMVENT

8) 3451.02.09 CORRECT ERRCR TRANSACTI ONS X X 6 Pvt 6-G 6

9) 3451.02. 12 RECONC LE UNMATCHEDY REJECTED X X 6 Pvt 6-G 7
DI SBURSEMENT

10) 3451.02.13 RECONCI LE BUDGET EXECUTI ON ACTIVITY/ FUND X X 6 Pvt 6-G 7
ADM NI STRATCR RECORDS

11) 3451.02. 14 ESTABLI SH A REI MBURSABLE ACCOUNT X X 6 Pvt 6-G 8

12) 3451.02.15 UPDATE LOCAL TABLES X X 6 Pvt 6-G 9

13) 3451.02.16 RECONC LE REI MBURSABLE ACCOUNTS X X 6 Pvt 6-G 9

14) 3451.02.19 MONI TOR FI NANCI AL OPERATI ONS X 6 SSgt  6-G 10

15) 3451.02.20 PROCESS SUSPENDED PREVALI DATI ON 6 Opl 6-G 11
TRANSACTI ONS

16) 3451.02.21 CONSTRUCT A DOCUMENT NUVBER X X 6 Pvt 6-G 11

17) 3451.02.22 DETERM NE THE APPRCPRI ATE DATA ELEMENTS X X 6 Pvt 6-G 12

18) 3451.02. 23 PERFORM ACCOUNTI NG FUNCTI ONS FOR 12 SSgt  6-G 12

G VI LI AN LABCR
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SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PACGE
DUTY AREA 03 - BUDGET FUNCTI ONS
1) 3451.03.01 DEVELOP A PROGRAM OBJECTI VE MEMORANDUM X 12 SSgt 6-G 14
(PO
2) 3451.03.02 DEVELCP AN CPERATI NG BUDGET X X 12 SSgt 6-G 14
3) 3451. 03. 03 EXECUTE A FI NANCI AL PLAN X 12 SSgt 6-G 15
4) 3451.03. 04 EXECUTE FI SCAL YEAR CLOSECQUT X 12 SSgt 6-G 16
5) 3451.03.05 MONI TOR THE STATUS CF PRI OR Fl SCAL YEAR X 12 SSgt 6-G 16
APPRCPRI ATI ONS
6) 3451.03. 06 PROCESS ALLOCATI ONS 6 Pvt 6-G 17
DUTY AREA 04 - RESOURCE, EVALUATION, AND ANALYSI S (RE&A) FUNCTI ONS
1) 3451.04.01 COORDI NATE AN AUDI T BY AN EXTERNAL X 6 SSgt 6-G 19
AGENCY
2) 3451.04.02 MAI NTAIN AN | NTERNAL MANAGEMENT CONTROL X 12 SSgt 6-G 19
PROGRAM
3) 3451. 04. 03 CONDUCT FI NANCI AL ASSI STANCE X 6 SSgt 6-G 20

ENCLCSURE ( 3)
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1. Ceneral. This enclosure lists the ITS tasks common to nmore than one MOS within the
QccFld. It is designed to assist the trainer in consolidating training for comon

t asks.

2. Format. The colums are as foll ows:

a. TASK TITLE. Alisting of all tasks common to at

| east two MOSs.

b. COWON TASK NUMBERS. A listing of the I TS designators for all

the sane task title.

TASK TI TLE

COWON TASK NUMBERS

I TSs contai ni ng

BALANCE DAI LY BUSI NESS

CERTI FY A CENTRALI ZED REGJLAR PAYRCLL

CERTI FY A DECENTRALI ZED (ROUGH) REGULAR PAYROLL
CERTI FY A PAY MANAGEMENT REPORT

CERTI FY A SEPARATI OV RETI REMENT DOCUMENT
CERTI FY A SPECI AL PAYROLL

CERTI FY AN ON-LINE D ARY (QOLD)

CERTI FY C VI LI AN PCS PAYMENTS AND CCLLECTI ONS
CONDUCT A PRE- AUDI T SURVEY

CONDUCT AN AUDI T

CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS
COORDI NATE AN AUDI T BY AN EXTERNAL AGENCY
DEVELOP A PROGRAM CBJECTI VE MEMORANDUM ( POV

MAI NTAI N AN | NTERNAL MANAGEMENT CONTROL PROGRAM
VAl NTAI N CORRESPONDENCE FI LES AND DI RECTI VES
MANAGE DI SBURSEMENTS/ COLLECTI ONS

MANAGE ELECTRONI C SI GNATURE (ELSI G ACCOUNTS
MANAGE GOVERVENT CHARCE CARD PROGRAM

MONI TOR THE STATUS OF PRI OR FI SCAL YEAR
APPRCPRI ATI ONS

3402.

3402.

3402.

3402.

3402.

3402.

3402.

3402.

3410.

3410.

04.

02.

02.

02.

02.

02.

01.

03.

02.

02.

01

08

07

01

11

06

03

04

02

03

3404. 05. 03

3404. 05. 02

3404.

3404.

3432.

3402.

3402.

3402.

3404.

06.

05.

01.

04.

01.

03.

06.

01

01

01

10

04

03

04

3404.

3404.

3404.

3404.

3404.

3404.

3404.

3404.

3441.

3441.

04.

02.

02.

02.

02.

02.

02.

03.

02.

02.

02

08

07

02

11

06

01

04

02

03

3408. 03. 05

3408. 03. 04

3451.

3451.

3451.

3404.

3404.

3402.

3451.

03.

04.

01.

04.

01.

04.

03.

01

02

01

03

01

11

05

3451. 04. 03

3451. 04. 01
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TASK TI TLE

COVWMON TASK NUMBERS

PERFORM POST- AUDI T WORK

PLAN AN AUDI T

PREPARE AN ANNUAL AUDI T PLAN

PREPARE ANNUAL AUDI T RELATED BUDGET( S)
VALI DATE QUTSTANDI NG OBLI GATI ONS/ ADVANCES

VERI FY LEAVE ENTI TLEMENTS

ENCLCSURE ( 4)

3410.

3410.

3410.

3410.

3408.

3402.

02.

02.

01.

01.

01.

02.

04

01

03

01

04

09

3441.

3441.

3441.

3441.

3451.

3404.

02.

02.

01.

01.

02.

02.

04

01

03

01

04

09
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TRAI NI NG SUPPORT

Thi s encl osure sumari zes five categories of training support by ITS for the entire

Ref er ences

Training Materi el

Ammuni ti on, Expl osives, and Pyrotechnics
Di stance Learni ng Products

Per f or mance Support Tool s

I f support identified in any appendi x i s not applicable to this CccFld, the appendi x

1.

QccFl d:
Appendi x A
Appendi x B:
Appendi x C
Appendi x D:
Appendi x E

2.

will

include a statenent to that effect.

ENCLOSURE ( 5)
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REFERENCES

1. Ceneral. References are doctrinal publications, technical manuals, and ot her

publ i cations upon which an I TS and its performance steps are based. They shoul d be
Thi s
section includes a list of all reference publications associated with any task in this

readi |l y avail abl e and provide the detail ed procedures for acconplishing the task.
CccFl d.

2. Format. The colums are as foll ows:

a. REFERENCES. This colum summari zes all references associated with at | east one

ITS task in this CccFl d.

b. TASK NUVBERS. Alisting of all ITS tasks to which the correspondi ng reference

i s associ at ed.

REFERENCES TASK NUMBERS

Appl i cabl e Generally Accepted Accounting 3410.02.03 3410.02.04 3441.02.02 3441.02.03
Princi pl es (GAAP) 3441.02. 04

Budget Formul ati on Subsystem User's 3451. 03. 02

Manual

DOD | NST 7000 Series Publications 3404.07.05 3451.02.06 3451.02.08

Debt Col | ection Act 3402. 02. 11

Def ense G vilian Payroll System (DCPS) 3404.07.04 3408.01. 06
User's Manual

Def ense | nterservice Support Agreenent 3404. 06. 08

Regul at i on
Def ense Tabl e of D stances (DTOD) 3402. 03.01 3402.03.02 3404.03.01 3404.03.
3404. 03.03 3432.03.01 3432.03.02 3432.03.
3432.03. 04 3432.03. 07
DoN Fi nanci al Managenent Policy Manual 3404.06. 02 3451.02.14 3451.03.03 3451.083.
(FMPM
Gover nment Audi ting Standards 3410. 02. 01 3410.02.02 3410.02.03 3410.02.
3441.02.01 3441.02.02 3441.02.03 3441.02.
JTR/ JFTR 3402. 02. 01 3402.03.01 3402.03.02 3402.083.
3404. 02.02 3404.03.01 3404.03.02 3404.03.
3404. 03.04 3404.08.01 3410.01.01 3432.02.
3432.02.17 3432.03.01 3432.03.02 3432.03.
3432.03.04 3432.03.07 3441.01.01
Local Standing Operating Procedures 3404.07.02 3404.08.01 3408.01.04 3408.01.
3408.01.06 3408.01.07 3408.02.01 3408.02.
Appendi x Ato
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REFERENCES TASK NUMBERS
3408. 02. 03 3408.03.01 3408.03.02 3408.03.03
3408. 03. 04 3408.03.05 3408.03.06 3451.02.01
3451.02.02 3451.02.04 3451.02.13 3451.02.14
3451.02.16 3451.02.19 3451.03.03 3451.03.04
3451.03.05 3451.03.06 3451.04.03

Local System User's Manual (s) 3404.08. 01 3451.02.02

MCNAFAS Audit Qui des and Prograns 3410. 02. 02 3410.02.03 3410.02.04 3441.02.02
3441.02. 03 3441.02.04

MCNAFAS Audit Policy Manual 3410. 01.01 3410.01.02 3410.01.03 3410.01.04
3410. 01. 05 3410.02.01 3410.02.02 3410.02.03
3410. 02. 04 3441.01.01 3441.01.02 3441.01.03
3441.01.04 3441.01.05 3441.02.01 3441.02.02
3441.02. 03 3441.02.04

MCNAFAS Audit Procedur es Manual 3410. 01. 01 3410.01.02 3410.01.03 3410.01.04
3410. 01. 05 3410.02.01 3410.02.02 3410.02.03
3410. 02. 04 3441.01.01 3441.01.02 3441.01.03
3441.01.04 3441.01.05 3441.02.01 3441.02.02
3441.02. 03 3441.02.04

Manual for Courts-Marti al 3402.02. 05 3432.02.09 3432.02.20

NAVCOWPT Manual , Vol une 11 3404.06. 05 3404.06.09 3404.06.10 3404.07.01
3404. 07.04 3408.01.03 3408.01.04 3451.03.05

NAVCOMPT Manual , Vol une |11 3404. 06. 05 3404.06.10 3408.01.03 3408.01.04
3408. 01. 05

NAVCOWPT Manual s 3404. 06. 03 3404.06.08 3404.07.01 3404.07.02
3404. 07.03 3404.07.05 3404.08.01 3408.01.01
3408. 01. 02 3408.01.06 3408.01.07 3408.02.01
3408. 02. 02 3408.02.03 3408.03.01 3408.03.02
3408. 03. 03 3408.03.04 3408.03.05 3408.03.06

NAVCOMPT Notice 7301 3404. 06. 05 3408. 03.01

NAVCOWPT Series Publications 3404. 06. 04

On-line Prevalidation of Paynent to 3451. 02. 20

Unl i qui dated bligation System Manua

SABRS Al | ocation User's Manual 3451. 03. 06

SABRS Data Directory 3404. 07.01

SABRS Labor User's Manual 3404. 07. 04 3408.01.06

SABRS User's Manual 3404. 07.01 3404.07.07 3408.01.01 3408.01.02
3408. 01. 03 3408.01.04 3408.01.05 3408.01.06
3408. 01. 07 3408.02.01 3408.02.02 3408.02.03
3408. 03. 01 3408.03.02 3408.03.03 3408.03.06

Appendi x Ato
ENCLCSURE 5
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TASK NUMBERS

USMC 7000 Series Publications

USMC 7100 Series Publications

DFAS KC 7220.45-R, Bond and Al | ot nent 3432.02.08 3432.02.19
Manual
DFAS- KC 7220. 31-R, Marine Corps Total 3402. 01. 03 3402.01.04 3402.02.01 3402.02.

Force System (MCTFS) Aut onmat ed Pay System 3402.02.05 3402.02.06 3402.02.07 3402.02.
3402.02.09 3402.02.10 3402.02.11 3402.04.
3402. 05. 02 3404.01.01 3404.02.01 3404.02.
3404.02.04 3404.02.06 3404.02.07 3404.02.
3404.02.09 3404.02.10 3404.02.11 3404.02.
3404.04.06 3432.02.01 3432.02.02 3432.02.
3432.02.04 3432.02.05 3432.02.06 3432.02.
3432.02.09 3432.02.10 3432.02.11 3432.02.
3432.02.13 3432.02.14 3432.02.15 3432.02.
3432.02.17 3432.02.18 3432.02.20 3432.02.
3432.02.22 3432.02.23 3432.02.24 3432.02.
3432.02.26 3432.02.27 3432.02.28 3432.04.

Manual

DCOD 7000. 14R, DCD Fi nanci al Managemnent 3404. 06. 03 3404.06. 08 3404.06.09 3404. 06.
3404.07.01 3404.07.02 3404.07.03 3404.07.
3404.07.06 3404.08.01 3408.01.01 3408.01
3408. 01. 03 3408.01. 04 3408.01.05 3408.01
3408. 01. 07 3408.02.01 3408.02.02 3408.02.
3408. 03. 01 3408.03.02 3408.03.03 3408. 03.
3408. 03. 05 3408.03.06 3451.02.03 3451.02.
3451.02. 07 3451.02.08 3451.02.09 3451.02.
3451.02.13 3451.02.15 3451.02.23 3451.03.

Regul ati ons (DOD FMR seri es)

3432.04.08 3451.02.01 3451.02.06 3451.02.
3451.02. 09 3451.02.12 3451.02.14 3451.02.

3451.02.16 3451.02.22 3451.02.23
3404. 06. 04 3404.07.05

3404. 06. 03 3404.07.03 3451.02.19

3432.04. 14

DOD 7600.7-M DOD Internal Audit NManual 3410. 01. 02 3410.02.01

DOD FMR, VAL. 1, General Financi al 3404. 06. 05 3404.06.10 3451.02.19

Managemnent | nformation, Systens,

Requi rement s

DOD FMR, VAL. 11, Rei nbursabl e

and

3404.06. 05 3404.06.10 3451.02.14

Qperations, Policy, and Procedures

DOD FMR, VOL. 12, Special Accounts, 3404.06. 05 3404.06.09 3404.06.10 3451.02.

Funds, and Prograns

3451. 03. 02 3451.03.05

DCD FMR, VOL. 13, Nonappropri ated Funds 3404. 06. 10

Pol i cy and Procedures

DOD FMR, VOL. 14, Administrative Control 3404.06.05 3404.07.08 3451.02.14

of Funds and Antidefici ency Act

Viol ati ons

Appendi x A to
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REFERENCES

TASK NUMBERS

DOD FMR, VAL.

Present ati on

DOD FMR, VQAL.

Avai l ability
Resour ces

DOD FMR, VQAL.

Pr ocedur es

DOD FMR, VAL.

Pr ocedur es

DOD FMR, VAL.

Pr ocedur es

DOD FMR, VQOL.

Pr ocedur es

DOD FMR, VAL.

Pr ocedur es

DOD FMR, VQL.

Pr ocedur es

2, Budget Fornmul ation and

3, Budget Execution -

and Use of Budgetary

4, Accounting Policy and

5, Disbursing Policy and

6, Reporting Policy and

7A, Mlitary Pay Policy and

8, Gvilian Pay Policy and

9, Travel

Policy and

MCBUL 7100, Current version

MCBUL 7301, Current version

MCO 4600. 40, Covernent Travel

Pr ogram ( GTCCP)

MCO 5200. 24, Marine Corps |nternal

Managenent Contr ol

Appendi x Ato
ENCLCSURE 5
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Charge Card 3402.03.03
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3402. 05. 02
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REFERENCES TASK NUMBERS

MCO 5210. 11, Records Managerment Program 3432.01.01 3451.01.01

MCO 7301R 65, Fund Code System 3451. 02. 06

MCO 7510.2, Internal Audit of 3410. 01. 03 3410.02.02 3410.02.03 3410.02.04

Non- Appropriated Fund Institutions (NAFI) 3441.01.03 3441.02.02 3441.02.03

3441.02. 04

by Marine Corps Non-Appropriated Fund

Audit Service ( MCNAFAS)

MCO 7510.3, Command Attention/Audit Rep  3404.05.02 3408.03.04 3451.04.01

NAFI s/ MCNAFA

MCO 7510.5, Marine Corps Fraud, Waste, 3402. 05. 02 3404.05.01

and Abuse Oversight Awareness

MCO 7540. 2, Resource Eval uation and 3404. 05. 03 3404.06.06 3408.03.05 3451.04.03

Anal ysi s

MCO P1000. 6, Assignnent, dassification, 3402.03.01 3402.03.02 3404.03.01 3404.03.02

and Travel Systems (ACTS) Manual 3404. 03. 03 3432.03.01 3432.03.02 3432.03.03
3432. 03. 04

MCO P1080. 40, Marine Corps Total Force 3402. 01. 03 3402.02.01 3402.02.06 3402.02.07

System (MCTFS) Personnel Records 3402.02. 08 3404.02.01 3404.02.02 3404.02.06

I nformation Manual (PRM 3404.02. 07 3404.02.08 3404.02.12

MCO P1900. 16, USMC Separ ation and 3402.02.11 3404.02.11 3432.02.15 3432.02.26

Retirenment Manual ( MARCORSEPNVAN)

MCO P4200. 15, USMC Purchasi ng Procedures 3451.02.07 3451.02.08 3451.02.21

Manual

MCO P4650. 37, Marine Corps Travel 3402. 01. 03 3402.02.09 3402.03.01 3402.03.02

I nstructions Manual (MCTIM 3402. 05. 02 3404.02.01 3404.03.01 3404.03.02
3404. 03.03 3432.02.01 3432.02.03 3432.02.15
3432.02.26 3432.03.01 3432.03.02 3432.03.03
3432.03.04 3432.03.06 3432.03.07 3432.04.12
3432.04. 24

MCO P5215. 17, The USMC Techni cal 3432.01.01 3451.01.01

Publ i cati ons System

MCO P7100. 8, Field Budget Cui dance Manual 3404.06.01 3404.06.02 3410.01.01 3441.01.01
3451.03.01 3451.03.02 3451.03.03

MCO P7300. 20, SABRS Fi nanci al Procedures 3404.07.04 3404.07.05 3404.07.06 3404.08.01

Manual

MCO P7300. 21, Marine Corps Financi al 3408. 01. 01 3408.01.02 3408.01.03 3408.01.04

Execution Standard Operating Procedure 3408.01. 05 3408.01.06 3408.01.07 3408.02.01

Manual 3408. 02. 02 3408.02.03 3408.03.01 3408.03.02
3408. 03. 03 3408. 03.04 3408.03.05 3408.03.06
3451. 02. 03 3451.02.04 3451.02.06 3451.02.07
3451.02. 08 3451.02.09 3451.02.12 3451.02.13

Appendi x A to
ENCLOSURE (5)
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REFERENCES TASK NUMBERS
3451.02.14 3451.02.15 3451.02.16 3451.02.19
3451.02.21 3451.02.22 3451.02.23 3451.03.02
3451.03. 04 3451.03.06

MCO P7300. 8, Marine Corps Financi al 3404.07.01 3451.02.06 3451.02.07 3451.02.14

Account i ng Manual 3451. 02. 15

NAVSO P- 3006, Financi al Managenent of 3404. 07.01

Resour ces

SECNAVI NST 5210. 11, DoN Standard Subject 3432.01.01 3451.01.01

Identification Codes

SECNAVI NST P5216.5, DoN Correspondence 3432.01.01 3451.01.01

Manual

UM 4400- 124, FMF SASSY Using Unit 3451. 02. 07 3451.02.21

Pr ocedur es

Appendi x Ato
ENCLCSURE 5
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TRAI NI NG MATERI EL
DCES NOT APPLY TO THI S CRDER
Appendi x B to
ENCLOSURE (5)
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Appendix Cto
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Appendix D to
ENCLOSURE (5)
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| NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure contains all of the ITSs for this CccFl d, grouped by MOS.
Each MOS is contained in a separate Appendix to Enclosure (6).

2. Format. For each ITS, the following elenments of infornmation are provided:

a. TASK. The task describes a specific and necessary behavi or expected of a Marine

inaparticular MOS or billet. It is a clearly stated, performance-oriented action
requiring a learned skill. Skills that "make" a Marine or qualify that Marine for the
appropriate MXS are designated as "Core." Those advanced skills that are m ssion

grade, or billet specific are designated as "Core Plus."

b. CONDITIONS). This portion of the ITS describes the equi pnent, manuals,
assi st ance/ supervi si on, speci al physical demands, environnental conditions, and | ocation
affecting a Marine's perfornmance of the task under real-world circunstances.

c. STAN S). This portion of the I TS describes the | evel of proficiency to
whi ch the individual nust performthe task

d. PERFORMANCE STEPS. Collectively, the perfornance steps represent the | ogical
sequence of actions required of the Marine to performthe task to standard. These
actions are typically detailed in the references.

e. INTIAL TRAINNNG SETTING Al ITSs are assigned an initial training setting
that includes a specific location for initial instruction [Functional Learning Center
(FLO or Managed On-The-Job Training (MT)], a sustainnment factor (nunber of nonths
bet ween eval uation or retraining to maintain the proficiency required by the standard),
and a "Required By" grade (the | owest grade at which task proficiency is required).

f. REFERENCE(S). References are doctrinal publications, technical nanuals, and
ot her publications upon which the ITS and its perfornance steps are based. They shoul d
be readily avail abl e and provide detail to the procedures that are only summarized in
t he performance steps.

g- TRAINING MATERI EL (Optional). Training materiel includes all training devices,
sinmul ators, aids, equipnent, and naterials [except amrunition, distance |earning (DL)
products, and perfornmance support tools (PST)] required or recommended to properly train
the task under the specified conditions and to the specified standard. Mandatory itens
are preceded by an asterisk(*).

h. AWUNTION (Optional). This table, if present, depicts the amrunition,
expl osi ves, and/or pyrotechnics required for proper training of the ITS.

i. DI STANCE LEARNI NG PRODUCT(S) (Optional). This section includes a list of any
currently avail abl e or planned DL products designed to provide training related to this
t ask.

j . PERFORMANCE SUPPORT TOOL(S) (Optional). This section includes a list of any
currently avail abl e or planned PSTs designed to provide training related to this task

k. ADM N STRATIVE | NSTRUCTIONS (Optional). Admnistrative instructions provide the
trainer/instructor with special required or recommended circunstances, including safety

ENCLOSURE ( 6)
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precautions, relating to the training or execution of the task. These instructions may
also clarify the neaning of the task.
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MOS 3402, DI SBURSI NG OFFI CER/ FI NANCE CFFI CER

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3402.01.03 (CORE PLUS) CERTIFY AN ON-LINE DI ARY (QLD)

CONDITION(S): Gven a hard copy diary, access to an automated system and the Marine
Corps Total Force System (MCTFS), supporting/substantiating ("S") docurments, and the
ref erences.

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

PERFORVANCE STEPS:

1. Receive the hard copy diary and "S" documents fromthe auditor or access the
MCTFS, as appli cabl e.

2. Conpare the diary against the "S" docunents.
3. Ensure discrepancies are corrected.
4. Certify the diary as being accurate and conpl ete.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
I nformati on Manual (PRIM

3. MO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3402.01.04 (CORE) MANAGE ELECTRONI C SI GNATURE (ELSI G ACCOUNTS

CONDITIONS): Gven a master ELSIG access to an automated systemw th applicable
software and i nternet access, access to the Customer |Information Control System (C CS),
and the reference.

STANDARD(S): To ensure secure access is provided per the reference.

PERFORVANCE STEPS:

1. Issue a disbursing officer ELSIG
2. Issue ELSIGs for certifiers, reviewers, and preparers.
3. Revoke ELSI G upon transfer of certifier, reviewer, or preparer.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: W

Appendi x A to
ENCLOSURE ( 6)
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REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

Appendi x Ato
ENCLCSURE ( 6)
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DUTY AREA 02 - PAY FUNCTI ONS

TASK: 3402.02.01 (CORE PLUS) CERTIFY A PAY NMANAGEMENT REPORT

CONDI TION(S): G ven a processed pay management report, access to an autonated system
and applicabl e software, supporting/substantiating ("S') docunents, cal culator, and the

r ef er ences.

STANDARD(S): To ensure standards of accuracy for all reports are met per the
r ef erences.

PERFORVANCE STEPS:

1. Receive the pay nanagenent report fromthe auditor.
2. Reviewthe report to ensure the accuracy of the foll ow ng:
a. Master Error Control File (MECF).
b. Inconsistency Report (ICR).
c. Advisory Deficiency Feedback (ADF).
d. System Exception Report (SER).
e. Suspect Paynent Listing (SPL).
3. Ensure discrepancies are corrected.
4. Certify the report as being accurate and conpl ete.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE('S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

3. MO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
Informati on Manual (PRIM

TASK: 3402.02.03 (CORE PLUS) VERI FY SPECI AL PAYMENTS

CONDI TION(S): G ven speci al paynent conputations, access to an automated systemw th
appl i cabl e software and internet access, supporting/substantiating ("S') docunents,
cal cul ator, access to the Marine Corps Total Force System (MCTFS), and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .
Appendi x A to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Receive the "S" docunents and conputations fromthe auditor.
2. Verify the applicability and verify the conputed entitlenent for the foll owi ng:
a. Transient/Transfer paynents.
b. Reenlistnment bonuses via Marine Corps Total Forces Systens.
c. Lump Sum Leave.
d. Advanced pay.
e. Reaccession.

f. Advance Tenporary Lodging Al owance (TLA), Cost of Living Al owance
(CALA), and Overseas Housing Al l owance (CHA).

h. Advance Basi ¢ Housing Al |l owance.
i. Death gratuities.
3. Verify the "S" docunents.
4. |ssue paynent(s).
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VOL. 5, Disbursing Policy and Procedures

3. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

TASK: 3402.02.05 (CORE) CERTIFY ADJUSTMENTS TO DEDUCTI ONS AND COLLECTI ONS OF PAY

CONDI TION(S): G ven deduction and/or collection of pay conputations, access to an
automat ed systemwi th appropriate software and internet access, access to the Marine
Corps Total Force System (MCTFS), supporting/substantiating ("S') docunents,

cal cul at or,

and t he references.

STANDARD(S): To ensure standards of accuracy are nmet per the references.

PERFORVANCE STEPS:

1. Receive the "S" documents and conputations fromthe auditor.

2. Certify deduction and/or collection of pay conputation to include the foll ow ng:

Appendi x Ato
ENCLCSURE ( 6)
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a. FITW/(Federal Inconme Tax Wt hhol di ng).
b. FICA (Federal Insurance Contributions Act)/Mdicare.
c. SITW(State Income Tax Wt hhol di ng).
d. SA.Il (Servicemen's Goup Life Insurance).
e. Famly SGA. (Servicenen's Goup Life Insurance).
f. Nonjudicial Punishment/Courts Martial (NJP/ QM.
g. Conbat Zone Tax Exclusion (CZTE).
h. Tax Overl ay.
i. Mntgonery GI Bill.

3. Verify the "S" docunents.

4. Ensure discrepancies are corrected.

5. Submit the "S" docunents.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

REFERENCE( S) :
1. Manual for Courts-Mrti al

2. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

3. DODFWR VO.. 7A, Mlitary Pay Policy and Procedures

TASK: 3402.02.06 (CORE PLUS) CERTIFY A SPECI AL PAYROLL

CONDI TI S): Gven a prepared special payroll, access to an automated systemwith
applicabl e software and internet access, access to the Marine Corps Total Force System
(MCTFS), supporting/substantiating ("S') docunents, calcul ator, and the references.

STANDARD(S): To ensure standards of accuracy are nmet per the references prior to
paymnent .

PERFORVANCE STEPS:

1. Receive the "S" docunents and prepared payroll fromthe auditor.
2. Verify the payroll data utilizing the "S" docunents and the nenber's MCTFS dat a.

3. Ensure discrepancies are corrected.

Appendi x A to
ENCLOSURE ( 6)
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4. Authorize paynment on special payroll.
5. Certify the special payroll.
INITIAL TRAINING SETTING MJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
Informati on Manual (PRIM

TASK: 3402.02.07 (CORE PLUS) CERTIFY A DECENTRALI ZED ( ROUGH) REGULAR PAYROLL

CONDI TION(S): G ven a decentralized (rough) regular payroll, access to an automated
systemwi th applicable software and i nternet access, direct deposit |isting, suspect
payrment listing (SPL), access to the Marine Corps Total Force System (MCTFS),
calculator, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Verify conmputations received fromthe auditor for adds, changes, and deletes to
t he payroll.

2. Ensure discrepancies are corrected.
3. Certify the rough payroll as being accurate and conpl ete.
INITIAL TRAINING SETTING MJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
Informati on Manual (PRIM

TASK: 3402.02.08 (CORE PLUS) CERTIFY A CENTRALI ZED REGULAR PAYRCLL

CONDITION(S): Gven a centralized regular payroll, direct deposit l|isting, suspect
paynent listing (SPL), U S. Treasury checks, access to an automated systemwth
applicable software and internet access, access to the Marine Corps Total Force System
(MCTFS), calculator, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

Appendi x Ato
ENCLCSURE ( 6)
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PERFORVANCE STEPS:

1. Review SPL and NAVMC Forns 11116 for payday adj ustnents.
2. Review payroll for undeliverabl e checks.
3. Ensure undeliverabl e checks are cancell ed.
4. Ensure special paynents are nade as required.
5. Certify a centralized payroll.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures

3. MO P1080.40, Marine Corps Total Force System (MCTFS) Personnel Records
I nformati on Manual (PRI M

TASK: 3402.02.09 (CORE PLUS) VERI FY LEAVE ENTI TLEMENTS

CONDI TION(S): G ven adjustnent to |leave entitlenments conputations, supporting/
substantiating ("S") docunents, access to an autonated systemwi th applicable software
and i nternet access, access to the Marine Corps Total Force System (MCTFS), cal cul ator,
and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Certify the "S" docunents and adjustnents for | eave bal ance, | unp sum| eave,
conbat | eave, TADY PCS | eave, and/or excess |eave conputations fromthe pay
clerk.

2. Ensure discrepancies are corrected through | eave reconciliation.

3. Submt the "S" docunents for input into MCTFS.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE('S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

3. DOD FMR, VOL. 9, Travel Policy and Procedures

Appendi x A to
ENCLOSURE ( 6)
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4. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3402.02.10 (CORE) CERTIFY NOTI FI CATI ON ANDY OR WAl VER OF | NDEBTEDNESS

CONDITION(S): Gven a prepared notification and/or waiver of indebtedness, access to an
autonated systemwi th applicable software and internet access, supporting/

substanti ati ng

("S") documents, calculator, NAVMC 11061 (Notification of |ndebtedness/Install nent

Li qui dati on Agreenent), and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Verify indebtedness conputations.
2. Ensure discrepancies are corrected.
3. Ensure the disbursing officer endorsenent is properly prepared.
4. Ensure liquidation of indebtedness is suspended.
5. Submt the certified waiver package.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

TASK: 3402.02.11 (CORE) CERTIFY A SEPARATI ON RETI REMENT DOCUMENT

CONDI TI S): Gven a prepared separation/retirement docunent, supporting/
substantiating ("S") docunents, access to an autonated systemand the Mari ne Corps Tot al
Force System (MCTFS), access to Marine Corps Autonmated Separations Settl enent Program
(MCASSP), Navy Marine Corps Form 11060 (Separations/Enlistment Forn) cal cul ator, and

t he

ref erences.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Certify the discharge account summary conputati ons using the MCASSP.
2. Verify allotment stops, as applicable.
3. Certify final pay option, as applicable.

4, Certify the "S" voucher.

Appendi x Ato
ENCLCSURE (6)
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5. Endorse separation docunent DD Form 214- 15.

6. Ensure discrepancies are corrected.

7. |ssue paynent.

8. Use travel settlenents to offset overpaid separated pay accounts.
9. Submt documents in accordance to the references.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WO

REFERENCE( S) :
1. Debt Collection Act

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

3. DOD FWMR VO.. 7A, Mlitary Pay Policy and Procedures
4. MO P1900. 16, USMC Separation and Retirement Manual (MARCORSEPMAN)

Appendi x A to
ENCLOSURE ( 6)
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DUTY AREA 03 - TRAVEL FUNCTI ONS

TASK: 3402.03.01 (CORE PLUS) CERTIFY TEMPORARY ADDI TI ONAL DUTY (TAD) PAYMENTS/
COLLECTI ONS

CONDI TION(S): Gven a travel voucher, access to an automated system access to the
Integrated Autonmated Travel System (1ATS), access to the Marine Corps Total forces
System (MCTFS), copy of the travel orders, endorsenents, required copies, receipts, and
the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Determine the type of claimto be paid (active duty, reserve, |ocal travel,
civilian, or invitational travel orders).

2. Verify the travel advances/settlenents (to include discrepancy notices and
collection letters, as applicable) for accuracy and conpl et eness.

3. Certify the travel voucher for payment.
4. Certify the diary for travel overpayments of Marine Corps personnel.

5. Issue letters of indebtedness for travel overpaynents of non-Marine Corps
per sonnel .

6. Return paid copy of the voucher to the traveler.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. Defense Table of D stances (DTOD)

2. JTR/JFTR
3. DOD FWR, VO.. 9, Travel Policy and Procedures
4. MCO P1000. 6, Assignment, O assification, and Travel Systens (ACTS) Manual

5. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3402.03.02 (CORE PLUS) CERTIFY PERVANENT CHANGE OF STATI ON ( PCS)/ SEPARATI ON
PAYMENTS/ COLLECTI ONS

CONDI TION(S): G ven travel vouchers (DD Forms 1351-2 and 1351-2C, NAVMC Form 11060, as
applicable), access to an autonated system access to the Intergrated Autonated Travel
System (1 ATS), access to the Marine Corps Total Force Structure (MCTFS), copy of
original orders, required copies, endorsenents, receipts, and the references.

Appendi x Ato
ENCLCSURE (6)
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STANDARD(S): To ensure standards of accuracy are met per the references prior to
paymnent .

PERFORVANCE STEPS:

1. Reviewthe travel advances/settlenents (to include discrepancy notices and
collection letters as applicable) for accuracy and conpl et eness.

2. Ensure copy of basic original orders is endorsed.
3. Certify the travel voucher for paynent.
4. Return copy of paid voucher to traveler.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. Defense Table of D stances (DTCD)

2. JTRJFTR
3. DOD FWMR, VO.. 9, Travel Policy and Procedures
4, MCO P1000. 6, Assignnent, dassification, and Travel Systens (ACTS) Manual

5. MO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3402.03.03 (CORE PLUS) MANAGE GOVERMENT CHARGE CARD PROGRAM
CONDI TION(S): G ven an account |isting, delinguency |ist, access to an autonated

system access to the El ectronic Accounting Governent Ledger System (EAGS), and the
ref erences.

STANDARD(S): To ensure standards of accuracy are nmet per the references.

PERFORVANCE STEPS:

1. Extract nonthly reports fromthe El ectronic Accounting Government Ledger System
(EAGQLS).

2. ldentify deliquency.

3. Monitor deliquency.
a. 30 days
b. 60 days (Notify Conmand)
c. 90 days

d. 120 days plus

Appendi x A to
ENCLOSURE ( 6)
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4. Ensure corrective action is taken.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. DOD FMR VA.. 9, Travel Policy and Procedures

2. MOO 4600. 40, CGovernent Travel Charge Card Program ( GTCCP)

TASK: 3402. 03.04 (CORE PLUS) CERTIFY C VILI AN PCS PAYMENTS AND COLLECTI ONS

CONDI TION(S): G ven vouchers (DD Form 1351-2, 1351-2C, as applicable), access to an
aut onat ed system and appl i cabl e software, copy of orders, endorsenents, required
copi es,

and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Reviewthe travel advance/settlenent, to include discrepancy notices and
collection letters as applicable, for accuracy and conpl et eness.

2. Certify the travel voucher for paynment or collection.
3. Issue paynent or collection |letter as appropriate.
4. |lssue W2.
5. Return copy of paid voucher to the traveler.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :
1. JTRJFTR

2. DOD FMR VOL. 9, Travel Policy and Procedures

Appendi x Ato
ENCLCSURE ( 6)
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DUTY AREA 04 - FI SCAL FUNCTI ONS

TASK: 3402.04.01 (CORE) BALANCE DAILY BUSI NESS

CONDI TION(S): G ven daily business, access to an automated system and applicabl e

sof tware, DD Form 2655 (Daily Agent Accountability Summary), DD Form 2657 (Daily

St atement of Accountability), supporting/substantiating ("S') documents, calcul ator,
and

the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Review DD Form 2657, Daily Statenent of Accountability.
a. Cash business.
b. Check business.
c. FElectronic Funds Transfer (EFT) business.

2. Certify DD Form 2657, Daily Statenment of Accountability.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3402.04.04 (CORE PLUS) MAI NTAI N CHECK STOCKS

CONDI TION(S): G ven a blank treasury check order form access to an autonated system
and applicabl e software, and the reference.

STANDARD(S): To ensure stock availability and security per the reference.

PERFORVANCE STEPS:

1. Conpute nmonthly use of treasury checks.
2. Ensure check supply nmai ntai ned as required.
3. Ensure requirements for storage of checks are net.
4. Conduct inventory of checks as required.
5. Establish chain of custody for checks.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :
1. DOD FMR VA.. 5, Disbursing Policy and Procedures

Appendi x A to
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TASK: 3402.04.06 (CORE) MANAGE ON- LI NE TREASURY REPORTS

CONDI TION(S): G ven prepared U. S. Treasury checks, check issue date, access to an
aut omat ed system access to Ditso-Denver, and the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. otain the check issue total froma daily bal ance sheet.

2. otain each check series nonetary total fromthe the daily business.
3. Match nonetary totals with the check series reported to the treasury.
4. Report data to DFAS during end of the nonth cl oseout.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3402.04.07 (CORE) MANAGE SUSPENSE ACCOUNTS

CONDITION(S): Gven an irregularity in the disbursing officer's account, access to an
aut omat ed systemwi th applicable software and internet, and the reference.

STANDARD(S): To ensure the irregularity is accounted for and pronptly cleared fromthe
suspense account per the reference.

PERFORVANCE STEPS:

1. Reviewthe suspense account for 3875 irregularities in appropriation data.
a. Research cause of irregularities.
b. Review procedures for overage.

c. Cear irregularity fromsuspense account in accordance with the
ref erence.

2. Review suspense account for 3880 (limted payability recertified checks).
a. Monitor treasury reports for necessary actions.
b. dear report as required.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

Appendi x Ato
ENCLCSURE ( 6)
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REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3402.04.08 (CORE PLUS) | SSUE RECERTI FI ED CHECKS

CONDITIONS): Gven an SF 1184 for a |l ost check, access to an automated systemw th
appl i cabl e software and internet access, and the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Review procedures for reissuing a treasury check
2. Verify requirenent to issue recertified check
3. \Verify source docurents.
4. |ssue paynent.
5. Prepare source docunents.
6. Verify daily advice status.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3402.04.09 (CORE PLUS) MANAGE DEPLOYED SYMBOLS

CONDI TION(S): G ven an assignnent as disbursing officer with a depl oyed unit, working
di sbursing office, access to an autonated systemw th applicabl e software and i nt ernet
access, access to RAPTRS, and the references.

STANDARD(S): To ensure that all support functions are perfornmed per the references.

PERFORVANCE STEPS:

1. Activate a disbursing synbol.
2. Inplenent standing operating procedures for the particul ar depl oyed environment.

3. Ensure the effective use of Renpbte Access Payroll Transaction Reporting System
( RAPTRS) .

a. Certify split pay.

b. Special paynents.

Appendi x A to
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4. Monitor security of the disbursing office.

5. Manage foreign currency.
a. Purchase foreign currency.
b. Mintain US. dollar value until replenishnent is required.
c. Reconcile foreign currency.
d. Maintain custody of foreign funds.

6. Monitor processing of personal checks.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VOL. 5, Disbursing Policy and Procedures

TASK: 3402.04.10 (CORE) MANAGE DI SBURSEMENTS/ COLLECTI ONS

CONDI TION(S): G ven vouchers, Stanfins Redesign 1 (SRD 1), access to an automated
system El ectronic Funds Transfer (EFT), an area to safeguard funds, a cal cul ator, and
the reference.

STANDARD(S): To ensure standards of accuracy and security are net per the reference.

PERFORVANCE STEPS:

1. Receive disbursenent/public vouchers.
a. Verify accuracy of voucher.
b. Verify identification of person receiving cash paynent.
c. Make disbursenent.
2. Receive collection vouchers.
a. Receive Voucher.
b. Verify Voucher.
c. Receive funds.
3. Ensure transactions are entered in appropriate di sbursing | ogs.

4. Certify vouchers.

Appendi x Ato
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5. Safeguard vouchers.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: WD

REFERENCE( S) :
1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3402.04.11 (CORE PLUS) NMANAGE GOVERVENT CHARGE CARD PROGRAM

CONDI TION(S): G ven an account |isting, delinquency |ist, access to an autonated
system access to the El ectronic Accounting Covernent Ledger System (EAGS), and the
ref erences.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Extract nonthly reports fromthe El ectronic Accounting Government Ledger System
(EAQS).

2. ldentify deliquency.
3. Monitor deliquency.
a. 30 days
b. 60 days (Notify Conmand)
c. 90 days
d. 120 days plus
4. Ensure corrective action is taken.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. DOD FMR, VO.. 9, Travel Policy and Procedures

2. MO 4600. 40, Covernent Travel Charge Card Program ( GTCCP)

Appendi x A to
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DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS

TASK: 3402. 05.02 (CORE) MAI NTAI N AN | NTERNAL NMANAGEMENT CONTROL PROGRAM FRAUD PROGRAM

CONDITION(S): Gven the requirement for an internal nmanagement control program access
to an automated systemand applicable software, travel, fiscal, and public vouchers, and
the references.

STANDARD(S): To ensure conpliance with all statutory and regul atory requirenents,
segregation of duties and functions, and qualifications of supervisory personnel to
acconpl i sh the m ssion.

PERFORVANCE STEPS:

1. Study organi zation for segregation of duties.
2. Assign billets.

3. Provide guidance to the appropriate personnel regardi ng provisions/objectives of
the internal nanagenent control program and ensure conpliance with regul ations.

4. Provide guidance and coordinate the conduct of vulnerability assessnments (VA)
and performance revi ews.

5. Collect/Conpile VA results.
6. Devel op a nmanagenent control plan.

7. Docunent internal management control reviews or their alternatives as they are
conpl et ed.

8. Prepare reports.
9. Ensure a quality assurance programis established.
INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: WD

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures
3. MO 5200. 24, Marine Corps Internal Managenent Control Program
4. MO 7510.5, Marine Corps Fraud, Waste, and Abuse Oversi ght Awareness

5. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

Appendi x Ato
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MOS 3404, FI NANCI AL MANAGEMENT OFFI CER

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3404.01.01 (CORE) MANAGE ELECTRONI C SI GNATURE (ELSI G ACCOUNTS

CONDITIONS): Gven a master ELSIG access to an autonated system and applicabl e
software, and the reference.

STANDARD(S): To ensure secure access is provided for certifiers, reviewers, and
preparers per the reference.

PERFORVANCE STEPS:

1. Issue a disbursing officer ELSIG

2. Issue ELSIGs for certifiers, reviewers, and preparers.

3. Revoke ELSI G upon transfer of certifier, reviewer, or preparer.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

Appendi x B to
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DUTY AREA 02 - PAY FUNCTI ONS

TASK: 3404.02.01 (CORE) CERTI FY AN ON-LINE Di ARY (CLD)

CONDITION(S): Gven a hard copy diary, access to an automated system access to the
Marine Corps Total Force System (MCTFS), supporting/substantiating ("S") docunments, and

the references.
STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Conpare the diary against the "S" docunents.
2. Ensure discrepancies are corrected.
3. Certify the diary as being accurate and conpl et e.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
I nf ormati on Manual (PRIM

3. MO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3404.02.02 (CORE) CERTIFY A PAY MANAGEMENT REPORT

CONDI TION(S): G ven a processed pay management report, supporting/substantiating ("S")
docunents, access to an automated systemand applicable software, internet access,
access to the Marine Corps Total Force System (MCTFS), cal culator, and the references.
STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Reviewreports to ensure the accuracy of the foll ow ng.

a. On-line diary reports

b. ADF
c. ICR
d. MECF
e. SER
f. SPL
Appendi x B to
ENCLOSURE ( 6)
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2. Ensure discrepancies are corrected.
3. Certify the report as being accurate and conpl ete.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automrated Pay
Syst em Manual

3. DOD FMR, VO.. 5, Dishursing Policy and Procedures
4. DD FMR VOL. 7A, Mlitary Pay Policy and Procedures

5. MCO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
Informati on Manual (PRIM

TASK: 3404.02.04 (CORE) CERTIFY SPECI AL PAYMENTS

CONDI TION(S): G ven speci al paynment conputations, supporting/substantiating ("S")
docunents, access to an autonmated system internet access, access to the Marine Corps
Total Force System (MCTFS), a calculator, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Verify the applicability and certify the conputed entitlenents for the
fol | owi ng:

a. Transient/Transfer paynents

b. C QO directed paynents

c. Reenlistnent bonuses

d. Lunmp Sum Leave (LSL)

e. Advanced pay and al | onances

f. Death gratuities

g. Reaccession

h. Advance Basi c Housing A | owance
2. Verify the "S' docunents.

3. Issue for paynent to the appropriate agency.

Appendi x B to
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INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

TASK: 3404.02.06 (CORE) CERTIFY A SPECI AL PAYROLL

CONDI TION(S): G ven a prepared special payroll, access to an automated system and
appl i cabl e software, internet access, access to the Marine Corps Total Force System
(MCTFS), supporting/substantiating ("S') docunents, calculator, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Verify the payroll data utilizing the "S" docunments and the nenber's MCTFS dat a.
2. Ensure discrepancies are corrected.
3. Authorize paynent on special payroll.
4. Certify the special payroll.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
I nformati on Manual (PRIM

TASK: 3404.02.07 (CORE) CERTIFY A DECENTRALI ZED (ROUGH) REGULAR PAYROLL

CONDI TION(S): G ven a decentralized (rough) regular payroll, direct deposit |isting,
suspect paynent listing (SPL), access to an autonated system internet access, access to
the Marine Corps Total Force System (MCTFS), cal culator, and the references.
STANDARD(S): To ensure standards of accuracy are nmet per the references.

PERFORVANCE STEPS:

1. Verify conmputations received fromthe auditor for adds, changes, and deletes to
t he payroll.

Appendi x B to
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2. Ensure discrepancies are corrected.
3. Certify the rough payroll as being accurate and conpl ete.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
Informati on Manual (PRIM

TASK: 3404.02.08 (CORE) CERTIFY A CENTRALI ZED REGULAR PAYROLL

CONDITION(S): Gven a centralized regular payroll, direct deposit |isting, suspect
payrment listing (SPL), U S. Treasury checks, access to an autonated system i nternet
access, access to the Marine Corps Total Force System (MCTFS), cal culator, and the
ref erences.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Review SPL and NAVMC Forns 11116 for payday adj ustnments.
2. Review payroll for undeliverabl e checks.

3. Ensure undeliverabl e checks are cancell ed.

4. Ensure special paynents are nmade as required.

5. Certify the centralized payroll.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures

3. MO P1080.40, Marine Corps Total Force System (MCTFS) Personnel Records
I nformati on Manual (PR M

TASK: 3404.02.09 (CORE) VER FY LEAVE ENTI TLEMENTS

6-B-5
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CONDITION(S): G ven adjustnent to |eave entitlenment conputations, supporting/
substantiating ("S") docunents, access to an autonated system access to the Marine
Corps Total Total Force System (MCTFS), cal culator, and the references.
STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Verify the "S" docunents and adjustnments for | eave bal ance, |unp suml eave
(LSL), saved | eave bal ance (SLB), conbat |eave (CLB), PCS/ TAD | eave, and/or
excess | eave conputations fromthe auditor.
2. Ensure discrepancies are corrected through | eave reconciliation.
3. Certify diary.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

TASK: 3404.02.10 (CORE) NOTI FI CATI ON ANDY OR WAl VER OF | NDEBTEDNESS
CONDI TION(S): G ven a prepared notification and/or waiver of indebtedness, "S'

docunents, menber's | eave and earning statement (LES), cal culator, NAVMC Form 11061
[Notification of |Indebtedness/Installnent Liquidati on Agreenent], and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
subm ssi on for signature.

PERFORVANCE STEPS:

1. Verify indebtedness conputations.

2. Ensure discrepancies are corrected.

3. Ensure the disbursing officer endorsenment is properly prepared.
4. Ensure liquidation of indebtedness is suspended.

5. Subnmit the certified waiver of indebtedness.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

Appendi x B to
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2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

TASK: 3404.02.11 (CORE) CERTIFY A SEPARATI ON RETI REMENT DOCUMENT

CONDI TION(S): G ven a prepared separation/enlistnent docunment (NVMC 11060),
supporting/substantiating ("S") docunents, access to an automated system access to the
Marine Corps Total Force System (MCTFS), access to MCASSP, a cal culator, and the

ref erences.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Certify the discharge account summary conputations utilizing MCASSP.
2. Verify allotment stops, as applicable.
3. Verify final pay option, as applicable.
4. Verify the "S" voucher.
5. Ensure discrepancies are corrected.
6. Endorse separation docunents.
7. Make paynent/pay checkage, as applicable.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

3. MO P1900. 16, USMC Separation and Retirenent Manual (MARCORSEPVAN)

TASK: 3404.02.12 (CORE) COPERATE THE MARI NE CORPS TOTAL FORCE SYSTEM ( MCTFS)
CONDITION(S): Gven the requirenent to extract, verify, modify, or certify MCTFS
records, access to an automated systemand applicable software, internet access, access
to the Marine Corps Total Force System (MCTFS), and the references.

STANDARD(S): To perform applications in support of fiscal operations per the
r ef erences.

PERFORVANCE STEPS:

1. Access the MCTFS using user |ID and password.

Appendi x B to
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2. Select the specific systemnmenu for the desired application.

3. Select the required screen using the nenber's data el enents or renark
descripti ons.

4. Performthe required application.
5. Exit MCTFS.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P1080. 40, Marine Corps Total Force System (MCTFS) Personnel Records
I nformati on Manual (PRI M

Appendi x B to
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DUTY AREA 03 - TRAVEL FUNCTI ONS

TASK: 3404.03.01 (CORE) CERTIFY TEMPORARY ADDI TI ONAL DUTY ( TAD) SETTLEMENTS/ ADVANCES

CONDITION(S): Gven a travel voucher (DD Fornms 1351-2, 1351-2C, or SF 1164, as

appl i cabl e), copy of travel orders, endorsenents, required copies, receipts, standard
hi ghway m | eage, access to an automated system access to the Marine Corps Total Force
System (MCTFS), access to Integrated Autonated Travel System (I1ATS), and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Verify travel advances/settlenments for accuracy and conpl eteness (to include
di screpancy notices and collection letters, as applicable).

2. Certify travel voucher for paynent/collection.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. Defense Table of D stances (DTCOD)
2. JTRJFTR
3. DOD FWMR, VO.. 9, Travel Policy and Procedures
4. MCO P1000. 6, Assignment, O assification, and Travel Systens (ACTS) Manual

5. MO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3404.03.02 (CORE) CERTIFY PERVANENT CHANGE OF STATI ON (PCS) SETTLEMENTS/ ADVANCES

CONDI TION(S): Gven travel vouchers (DD Forns 1351-2 or 1351-2C as applicable), copy of
orders, required copies, endorsenents, receipts, access to an automated system access
to the Marine Corps Total Force System (MCTFS), access to the Integrated Automated
Travel System (I ATS), and the references.

STANDARD( S): To ensure standards of accuracy are nmet per the references prior to
paymnent .

PERFORVANCE STEPS:

1. Reviewthe travel advances/settlenents to include discrepancy notices and
collection letters for accuracy and conpl et eness.

2. Ensure orders are endorsed.
3. Certify the travel voucher for paynent/collection.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

Appendi x B to
ENCLOSURE ( 6)
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REFERENCE( S) :
1. Defense Table of D stances (DTOD)

2. JTRJFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures
4. MCO P1000. 6, Assignment, dassification, and Travel Systens (ACTS) Manual

5. MO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3404.03.03 (CORE PLUS) CERTIFY M LI TARY PERVANENT CHANGE OF STATI ON
( PCS) / SEPARATI ON PAYMENTS/ COLLECTI ONS

CONDI TION(S): G ven travel vouchers (DD Forms 1351-2, 1351-2C, or NAVMC Form 11060, as
appl i cabl e), copy of the orders, endorsenents, receipts, required copies, access to an
aut onat ed system access to the Marine Corps Total Force System (MCTFS), access to the
Integrated Automated Travel System (I ATS), and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Reviewthe travel advances/settlenents (to include discrepancy notices and
collection letters, as applicable) for accuracy and conpl et eness.

2. Certify the travel voucher for paynent or collection.
3. Return copy of paid voucher to traveler.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. Defense Table of D stances (DTOD)

2. JTIRJFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures
4. MCO P1000. 6, Assignment, dassification, and Travel Systens (ACTS) Manual

5. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3404.03.04 (CORE PLUS) CERTIFY C VILIAN PCS PAYMENTS AND COLLECTI ONS

Appendi x B to
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CONDI TION(S): G ven vouchers (DD Form 1351-2, 1351-2C, as applicable), access to an
aut onat ed system and applicabl e software, copy of orders, endorsenents, required copies
and the references.

STANDARD(S): To ensure standards of accuracy are net per the references prior to
paynent .

PERFORVANCE STEPS:

1. Reviewthe travel advance/settlenent, to include discrepancy notices and
collection letters as applicable, for accuracy and conpl et eness.

2. Certify the travel voucher for paynent or collection
3. Issue paynent or collection |etter as appropriate.
4. |ssue W2.
5. Return copy of paid voucher to the traveler
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. JTRJFTR

2. DOD FMR VO.. 9, Travel Policy and Procedures

Appendi x B to
ENCLOSURE ( 6)
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DUTY AREA 04 - FI SCAL FUNCTI ONS

TASK: 3404.04.02 (CORE) BALANCE DAILY BUSI NESS

CONDI TION(S): G ven daily business, access to an automated system and applicabl e
software, internet access, DD Form 2657 (Daily Statenment of Accountability) and/or DD
Form 2665 (Daily Agent Accountability Summary), cal culator, and the reference.
STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Reviewdaily statement of accountability.
a. Cash business.
b. Check busi ness.
c. FEectronic Funds Transfer (EFT).
2. Certify daily statement of accountability.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3404.04.03 (CORE) MANAGE DI SBURSEMENTS/ COLLECTI ONS

CONDITIONS): Gven U S treasury checks, vouchers, deposit tickets, Stanfin Redsign 1
(SRD1), access to an autonated systemand applicabl e software, El ectronic Fund Transfers
(EFTs), an area to safeguard funds, a cal culator, and the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Receive disbursenent/public vouchers.
a. Verify accuracy of voucher.
b. Verify identification of individual receiving cash paynent.
c. Make disbursenent.
2. Receive collection vouchers.
a. Receive voucher.
b. Verify voucher.

c. Receive funds.

Appendi x B to
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3. Receive prepared deposit tickets.

a. Verify the accuracy of each deposit ticket.

b. Verify the negotiable instrument/cash funds for deposit.

c. Make the deposit.
4. Ensure transactions are entered in appropriate disbursing |ogs.
5. Certify vouchers.

6. Ensure subm ssion and distribution of collection vouchers, deposit tickets,
treasury funds, payrolls, disbursing vouchers, and checks.

7. Safeguard vouchers.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3404.04.04 (CORE PLUS) MANAGE CHECK STOCKS AND CASH

CONDI TION(S): G ven bl ank check stocks, cash, treasury check order forms, safe/vault,
and the reference.

STANDARID( S): To ensure security procedures are foll owed per the reference

PERFORVANCE STEPS:

1. Establish controls for safeguardi ng check stocks, cash, and other negotiabl e
i nstruments.

2. Establish procedures for procurenent and receipt of U 'S Treasury checks and
cash.

3. Conduct inventory of checks per the reference.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3404.04.05 (CORE PLUS) MANAGE RECERTI FI ED CHECKS

Appendi x B to
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CONDI TION(S): G ven supporting/substantiating ("S") docunents, SF 1184 for a | ost,
stolen or mutilated check, access to an automated system and applicabl e software,

i nternet access, and the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Verify requirement to issue recertified check.

2. Verify Daily Advice Docurents.

3. Certify vouchers.

4. Authorize issuance of recertified check.

5. |ssue paynent.

6. Ensure followup of recertified check account is perforned.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3404.04.06 (CORE PLUS) MANAGE DI SBURSI NG SYMBOL | N A DEPLOYED ENVI RONVENT

CONDI TION(S): G ven the assignment as disbursing officer with a deployed unit, working
di sbursing office, access to an autonated system internet access, access to the Renote
Access Payrol | Transaction Reporting System (RAPTRS), and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Initiate action to activate/deactivate depl oyed synbol.

2. Establish and inpl enent standi ng operating procedures for the particul ar
depl oyed environnent .

3. Ensure the effective use of end user conputer equi pnent.
4. Monitor security of the disbursing office.

5. Certify split pay.

6. Certify foreign currency conversi on docunents.

7. Monitor the processing of personal checks.

INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

Appendi x B to
ENCLCSURE ( 6)
6-B-14



MCO 1510. 75C

15 AUG 03
REFERENCE( S) :
1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VOL. 5, Disbursing Policy and Procedures

TASK: 3404.04.07 (CORE) CERTIFY REPORTS, RETURNS, AND VOUCHERS

CONDI TION(S): Gven financial reports, returns, disbursing vouchers, cancelled U S
Treasury checks, schedul e of cancell ed checks, access to an autonated system and
applicabl e software, internet access, access the Marine Corps Total Force System
(MCTFS), calculator, and the reference.

STANDARD(S): To ensure standards of accuracy are net per the reference.

PERFORVANCE STEPS:

1. Verify daily advice of status (recertified checks).
2. Audit Navy suspense listing (recertified checks).
3. Certify treasury returns.

4, Certify nmonthly returns.

5. Certify NavConpt Form 621 [Correction Notice].

6. Verify collection vouchers.

7. Certify schedule of cancelled checks.

8. Certify disbursing office vouchers.

9. Certify public vouchers.

10. Certify online treasury reports.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3404. 04.08 (CORE PLUS) NMANACGE GOVERNVENT CHARGE CARD PROGRAM

CONDI TION(S): G ven an account |isting, delingquency |ist, access to an autonated
system access to the El ectronic Accounting Governnent Ledger System (EAGS), and the
ref erences.

STANDARD(S): To ensure standards of accuracy are nmet per the references.

Appendi x B to
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PERFORVANCE STEPS

1. Extract nonthly reports fromthe El ectronic Accounti ng Government Ledger System
(EAQS).

2. ldentify deliquency.
3. Monitor deliquency.
a. 30 days
b. 60 days (Notify Comrand)
c. 90 days
d. 120 days plus
4. Ensure corrective action is taken.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD FMR, VO.. 9, Travel Policy and Procedures

2. MOO 4600. 40, CGovernent Travel Charge Card Program ( GTCCP)

Appendi x B to
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DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS

TASK: 3404.05.01 (CORE) MAI NTAI N AN | NTERNAL MANAGEMENT CONTROL PROGRAM

CONDI TION(S): G ven the requirenent for an internal management control program and the
ref erences.

STANDARD(S): To ensure quality assurance procedures are followed per the references.

PERFORVANCE STEPS:

1. ldentify participants.

2. Provide guidance to the command regardi ng provisions/objectives of the interna
managenent control program

3. Document internal management control reviews to include vulnerability
assessments or their alternatives as they are conpl et ed.

4. Prepare reports.
5. Ensure a quality assurance programis established.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. MCO 5200.24, Marine Corps Internal Managenent Control Program

2. MOO 7510.5, Marine Corps Fraud, Waste, and Abuse Oversight Awareness

TASK: 3404.05. 02 (CORE PLUS) COORDI NATE AN AUDI T BY AN EXTERNAL AGENCY

CONDI TION(S): G ven the assignment as command audit coordinator, receipt notification
of awunit audit by an external agency, proposed audit schedule, list of comand staff
sections and subordinate units to be audited, point of contact fromthe auditing agency,
and the reference.

STANDARD(S): To ensure standards for conmand conpliance are net per the reference

PERFORVANCE STEPS:

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

2. Schedul e conf erences.
3. Mnitor the conduct of the audit.
4., Ensure staff sections/subordinate units review utilization draft.

5. Report the progress of the audit.

Appendi x B to
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6. Attend all debriefs.

7. Verify any identified cost savings.

8. Coordinate preparation of the comrand response within required tine framnes.
9. Ensure nonconcurrence with reconmendations is properly recorded.

10. Conduct follow up to ensure applicabl e recommendati ons are i npl enent ed.

INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. MCO 7510.3, Conmand Attention/Audit Rep NAFI s/ MCNAFA

TASK: 3404. 05.03 (CORE) CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS

CONDITION(S): Gven the requirenent to conduct a financial assistance visit/inspection,
requi red accounting system output, approved expense operating budget, approved

fi nanci al

pl an, working papers, access to financial records and source docunents, required

hi storical data and reports, access to an autonmated system and applicabl e software, and
the reference.

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

PERFORVANCE STEPS:

1. ldentify the scope of the financial assistance visit to be conduct ed.
2. ldentify the objectives of conducting the financial assistance visit.
3. Devel op an evaluation plan.

4. Conduct an in-brief.

5. Devel op working papers for docunentation.

6. Review all data associated with the activity eval uat ed.

7. Finalize the working papers.

8. Conduct an out-brief.

9. Prepare final report.

10. Conduct foll ow up.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. MO 7540.2, Resource Evaluation and Anal ysis

Appendi x B to
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DUTY AREA 06 - BUDCGET FUNCTI ONS

TASK: 3404. 06. 01 (CORE) DEVELOP A PROGRAM CBJECTI VE MEMORANDUM ( POV)

CONDI TION(S): G ven POM gui dance, unit historical data, current |ong range plan, and
the references.

STANDARD(S): To identify outyear resources required to support the program per the
ref erences.

PERFORVANCE STEPS:

1. Review POM gui dance from hi gher headquarters.

2. Prepare and distribute | ocal guidance for preparation of the POM

3. Validate input received against POMIimtations.

4. Review justification/inpact statenent for validity, accuracy, and effectiveness.
5. Consolidate subordinate unit input.

6. Prioritize deficiencies.

7. Prepare POM exhibits.

8. Submt/Brief POMto the commander.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. MBUL 7100, Current version

2. MOO P7100. 8, Field Budget Qui dance Manual

TASK: 3404.06.02 (CORE) MANAGE AN OPERATI NG BUDGET

CONDI TION(S): G ven annual budget gui dance, command annual operating plan, budget
wor ki ng papers, access to an autonated system and applicabl e software, budget
formul ati on system and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Review budget guidance from hi gher headquarters.
2. Prepare and distribute | ocal guidance for preparation of field budget input.
3. Verify subordinate unit field budget input.

4. ldentify resources available for reall ocation.

Appendi x B to
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5. Consolidate subordinate unit field budget input.

6. Prioritize deficiencies.

7. Ensure budget records are |oaded into budget fornulation system
8. Review budget reports and exhibits for accuracy.

9. Submt/Brief operating budget for signature.

10. Forward the signed operating budget, as appropriate.

11. Publish the budget execution plan.

12. Execute the spending plan.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE(S) :
1. DoN Financial WManagenent Policy Manual (FMPM
2. DOD FMR VOL. 2, Budget Formul ation and Presentation
3. MIBUL 7100, Current version

4. MCO P7100.8, Field Budget Qui dance Manual

TASK: 3404. 06.03 (CORE) MANACGE THE FI NANCI AL PLAN

CONDI TION(S): G ven an approved budget, funding authorizations, m ssion objectives,
requi red accounting reports, higher headquarters gui dance, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Develop and publish the financial plan based upon the approved budget and
fundi ng aut hori zati on.

2. Issue funding authorization to fund adm ni strators.

3. Monitor accounting reports, ad hoc reports (SVARTS and Natural), and anal yze the
financial plan.

4. Monitor obligation rates.
5. Analyze and nonitor requisitional and SASSY accounts.
6. ldentify required resource realignments based upon execution.

7. Update and prioritize deficiency |listings based upon executi on.

Appendi x B to
ENCLOSURE ( 6)
6-B-21



MCO 1510. 75C
15 AUG 03

8. Prepare and submit reports/briefs.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWPT Manual s

2. USMC 7100 Series Publications

3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

TASK: 3404.06.04 (CORE) MONI TOR THE STATUS OF PRI OR FI SCAL YEAR APPRCPRI ATl ONS

CONDITION(S): G ven the required prior year accounting reports, access to an automated
system and applicabl e software, and the references.

STANDARD(S): To ensure the proper conpletion of prior year fiscal transactions per the
ref erences.

PERFORVANCE STEPS:

1. Review accounting reports to nonitor status of prior year appropriations.
2. Initiate corrective action.

3. Ensure followup corrective action.

4. Ensure mai ntenance of prior year records.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWT Series Publications

2. USMC 7000 Series Publications

TASK: 3404. 06.05 (CORE) COCRDI NATE FI SCAL YEAR CLOSECQUT

CONDITION(S): Gven a financial plan, source docunents, required accounting reports,
cl oseout gui dance, and the references.

STANDARD(S): To ensure accounting records reflect obligations per the references.

PERFORVANCE STEPS:

1. Prepare plan of action and nmilestones (POA&M and distribute |ocal fiscal year
cl oseout gui dance based upon PQOA&M

2. Mnitor the fiscal year cl oseout.
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3. Prepare and forward required reports to the appropriate activities.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWT Manual, Vol une 11

2. NAVCOWPT Manual, Volune |11
3. NAVCOWPT Notice 7301

4. DOD FMR, VAL. 1, Ceneral Financial Mnagenent |nformation, Systens, and
Requi renent s

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

7. DOD FMR VOL. 14, Administrative Control of Funds and Antideficiency Act
Vi ol ati ons

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

9. DOD FMR, VOL. 4, Accounting Policy and Procedures
10. DOD FMR, VOL. 5, Disbursing Policy and Procedures
11. DOD FMR, VO.. 6, Reporting Policy and Procedures
12. DOD FMR, VO.. 8, Gvilian Pay Policy and Procedures

13. MCBUL 7301, Current version

TASK: 3404.06. 06 (CORE) PERFORM FI NANCI AL ANALYSI S

CONDI T S): dven an anal ysis requirement, comrand financial records, access to an
aut onat ed system and applicabl e software, and the reference.

STANDARD(S): To provide guidelines for command financial managenment per the reference.

PERFORVANCE STEPS:

1. Determne purpose of analysis.

2. ldentify the type of analysis to be conducted.
3. Performanal ysis.

4. Interpret results.

5. Report results.
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INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. MO0 7540.2, Resource Eval uation and Anal ysis

TASK: 3404. 06. 08 (CORE) MANAGE SUPPORT AGREEMENTS

CONDI TION(S): G ven the need for a support agreenent, support requirements of the
requesting unit, support capabilities of the providing unit, and the references.

STANDARD(S): To ensure proper preparation, certification, and review per the
ref erences.

PERFORVANCE STEPS:

1. Determne supportability of requirenents.
2. Determne appropriate type of support agreement (ISA MU, MA).
3. Ensure cost anal ysis has been performned.
4. Ensure support agreement is correctly prepared.
5. Ensure support agreenent is signed by the appropriate authority.
6. Review agreenments annually to validate requirenents.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. Defense Interservice Support Agreement Regul ation

2.  NAVCOWT Manual s

3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

TASK: 3404. 06.09 (CORE PLUS) ADM NI STER NON- MARI NE CORPS APPROPRI ATI ONS
CONDI TION(S): G ven non-Marine Corps appropriations and the references.
STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. ldentify types of external funding avail able, as required.
2. ldentify the purpose(s) to which each appropriation will be applied.

3. Ensure acceptance of fundi ng docunent(s).
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4. Ensure appropriations are accounted for and reported.
5. Make coordination/liaison with external agencies.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWPT Manual, Volune |1

2. DOD 7000. 14R, DOD Fi nanci al Managerment Regul ati ons (DOD FMR seri es)

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

TASK: 3404.06. 10 (CORE PLUS) NMANAGE THE STATUS OF MARI NE CORPS ALLOTMENTS
CONDI TION(S): G ven Marine Corps allotnment funding and the references.
STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. ldentify purpose for the particular allotnent.
2. Ensure acceptance of fundi ng docunents.

3. Ensure accounting of allotnent funding.

4. Report allotment funding.

I NITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWPT Manual, Volune ||
2. NAVCOWPT Manual, Volune |11

3. DOD FMR VOL. 1, Ceneral Financial Mnagenent |nformation, Systens, and
Requi renent s

4. DOD FMR, VOL. 11, Reinbursable Qperations, Policy, and Procedures
5. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns
6. DOD FMR, VOL. 13, Nonappropriated Funds Policy and Procedures

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

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

9. DOD FMR, VO.. 6, Reporting Policy and Procedures
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TASK: 3404.06.11 (CORE) ADM NI STER PLANNI NG PROGRAMM NG BUDGETI NG AND EXECUTI ON
SYSTEM

CONDI TION(S): G ven gui dance from hi gher headquarters and the reference.

STANDARD(S): To provi de sound budget subm ssions to higher headquarters per the
ref erence.

PERFORVANCE STEPS:

1. Review the unconstrai ned requirenents of the Conmand.
2. Coordi nate Program oj ective Menorandum ( PQV) .

3. Submit budget requirenents according to the POM

4. Execute the approved budget.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE('S) :

1. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FMR seri es)
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DUTY AREA 07 - ACCOUNTI NG FUNCTI ONS

TASK: 3404.07.01 (CORE) VER FY APPROPRI ATI ON DATA
CONDI TION(S): G ven appropriation data, source docurments, and the references.

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

PERFORVANCE STEPS:

1. ldentify the appropriation to be used.

2. Verify that the line of appropriation data is correct for the source docunent.
3. Verify that the financial information pointer is correct.

4. Ensure the source docunent contains a correct docunent nunber.

5. Ensure discrepancies are corrected.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWT Manual, Vol une I
2.  NAVCOWT Manual s
3. SABRS Data Directory
4. SABRS User's Manual
5. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)
6. MCO P7300.8, Marine Corps Financial Accounting Mnual

7. NAVSO P-3006, Financial Mnagenent of Resources

TASK: 3404.07.02 (CORE) MONI TOR THE PROCESSI NG OF ACCOUNTI NG TRANSACTI ONS

CONDI TION(S): G ven source docunents, required accounting reports, access to an
aut onat ed system access to SABRS, and the references.

STANDARD(S): To ensure the accurate and timely recordi ng of accounting docunents per
t he references.

PERFORVANCE STEPS:

1. Monitor the processing of obligation transactions.

2. Monitor the processing of receipt/expense transactions.
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3. Monitor the processing of reservation transactions.
4. Validate the source docunents.
5. Validate source docunments to the accounting system out put.
6. Ensure discrepancies are corrected.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. Local Standing Operating Procedures

2. NAVCOWPT Manual s

3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

TASK: 3404.07.03 (CORE) MONI TOR RElI MBURSABLE ACCOUNTS

CONDI TION(S): G ven a reinbursable order, reinbursable report, access to an automated
system access to SABRS, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Ensure a signed and accepted rei nbursable order is on file.

2. Ensure obligations/expenses incurred agai nst the rei nbursable order are
recor ded.

3. Monitor obligations/expenses to ensure total funds authorized are not exceeded.
4. Verify the status of the reinbursabl e order report.

5. Ensure discrepancies are corrected.

6. Initiate billing/collection docurents.

7. Ensure reinbursabl e accounts are closed as required.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. NAVCOWT Manual s
2. USMC 7100 Series Publications

3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)
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TASK: 3404.07.04 (CORE) MONI TOR THE PGSTI NG OF C VI LI AN PAYROLL COSTS
CONDITION(S): Gven the requirenment to generate a civilian payroll and the references.
STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Adnminister tinmekeeping functions.

2. Ensure timecard exceptions are recorded correctly.

3. Initiate corrective action with coordi nating agency.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. Defense Gvilian Payroll System (DCPS) User's Manual

2.  NAVCOWT Manual , Vol ume |1
3. SABRS Labor User's Manual
4. DOD 7000. 14R, DOD Financial Managenment Regul ations (DOD FVR seri es)

5. MOO P7300. 20, SABRS Fi nanci al Procedures Manual

TASK: 3404.07.05 (CORE) ANALYZE ACCOUNTI NG REPORTS

CONDI TION(S): G ven accounting reports, access to an automated system and applicabl e
software, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Review reports.
2. Certify reports as required.
3. Maintain budget execution activity BEA reconciliation.
4. Ensure discrepancies are corrected.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD I NST 7000 Series Publications

2. NAVCOWPT Manual s
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3. USMC 7000 Series Publications

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

TASK: 3404.07.06 (CORE) MANAGE BUDGET EXECUTI ON ACTI VI TY RECONCI LI ATI ON

CONDI TION(S): G ven adjustnents to authorizations, obligations, source documents, SABRS
reports, access to an autonated system and applicable software, and the references.

STANDARD(S): To reflect accurate fund bal ances in the accounting system per the
ref erences.

PERFORVANCE STEPS:

1. Review updated SABRS report.
2. Update BEA' s records.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FMR seri es)

2. MO P7300. 20, SABRS Fi nanci al Procedures Manual

TASK: 3404.07.07 (CORE PLUS) VERI FY SABRS LOCAL TABLE
CONDITION(S): Gven the need to adjust system paraneters and the reference.

STANDARD(S): To ensure accurate adjustnents are nade to the local tables in accordance
with the reference.

PERFORVANCE STEPS:

1. Receive request to update | ocal tables.
2. Update appropriate tables.
3. Verify updated tables.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE('S) :

1. SABRS User's Manual

TASK: 3404.07.08 (CORE) ENSURE COWPLI ANCE W TH APPROPRI ATI ON LAW
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CONDITION(S): Gven a current obligation or a request to obligate governnent funds,
supporting docunentation and the references.

STANDARD(S): To ensure availability of an appropriation in accordance with the
r ef erences.

PERFORVANCE STEPS:

1.

2.

3.

4.

5.

Revi ew supporting docunents.
Det ermi ne appropriation to be used for obligation.
Determine if appropriation is available as related to restrictions.

Determne if chose appropriation has unconm tted/ unobligated bal ances avail abl e.

Take corrective action as necessary.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1.

DOD FMR, VOL. 14, Administrative Control of Funds and Antideficiency Act

Vi ol ati ons

2.

DOD FMR, VOL. 6, Reporting Policy and Procedures

Appendi x B to
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DUTY AREA 08 - TRAI NI NG FUNCTI ONS

TASK: 3404.08.01 (CORE PLUS) MANAGE FI NANCI AL MANAGEMENT TRAI NI NG

CONDI TION(S): G ven the requirement to conduct financial managenment training, target
audi ence, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Determine training requiremnent.

2. Devel op course of instruction.

3. Conduct financial nanagenent training.
4. Eval uate training.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. JTR/JFTR
2. Local Standing Qperating Procedures
3. Local System User's Manual (s)
4.  NAVCOWPT Manual s
5. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

6. MCO P7300. 20, SABRS Fi nanci al Procedures Manual
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MOS 3408, FI NANCI AL MANAGEMENT RESOURCE OFFI CER

DUTY AREA 01 - FI NANCI AL MANAGEMENT FUNCTI ONS

TASK: 3408. 01.01 (CORE PLUS) MONI TOR COFFI Cl AL ACCOUNTI NG SYSTEMS

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity, and the references.

STANDARD(S): To ensure integrity of financial records is maintained per the references.

PERFORVANCE STEPS:

1. Monitor financial input and output processes.
2. Initiate action to correct system problens.
3. Monitor programchanges initiated by DFAS.
4. Verify accounting systemreports.
5. Monitor accounting system updates.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. NAVCOWT Manual s

2. SABRS User's Manual
3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

4. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408. 01.02 (CORE PLUS) MONI TCR ACCOUNTI NG POLI CY AND PROCEDURES

CONDI TION(S): G ven access to an autonmated systemwi th applicable software and internet
conductivity and the references.

STANDARD(S): To ensure conpliance and proper inplenentation per the references.

PERFORVANCE STEPS:

1. Review and eval uate procedures for validity.
2. Recommend new policy and procedural guidelines as required.
3. Advi se commander and conptroller.

4. Dissenminate new policies and procedures.
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5. Establish new procedures to accomodat e new poli ci es.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. NAVCOWPT Manual s

2. SABRS User's Manual
3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

4. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408. 01. 03 (CORE PLUS) VALI DATE ACCOUNTI NG RECORDS

CONDI TION(S): G ven accounting reports, supporting docunments, reports inquiry
capability, access to an autonated systemw th applicabl e software and internet
conductivity, and the references.

STANDARD(S): To ensure the accuracy of the command's financial position per the
ref er ences.

PERFORVANCE STEPS:

1. Monitor financial input/output of divisions wthin the comrand.
2. Review supporting docunents.

3. Ensure accounting classification and data el enents are correct.
4. Reconcile reports with detail systemfiles.

5. Provide applicable corrections to DFAS.

6. Ildentify and correct abnormal bal ances.

7. Review spending error reports.

8. Correct error transactions.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. NAVCOWT Manual, Vol une 11
2.  NAVCOWT Manual, Volune |11
3. SABRS User's Manual

4. DOD 7000. 14R, DOD Financial Managenment Regul ations (DOD FVR seri es)
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5. MCO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3408. 01. 04 (CORE PLUS) VALI DATE OQUTSTANDI NG OBLI GATI ONS/ ADVANCES

CONDI TION(S): G ven appropriate reports, access to an automated systemwith applicable
software and i nternet conductivity, and the references.

STANDARD(S): To substantiate the accuracy of the accounting records per the references.

PERFORVANCE STEPS:

1. Ensure fund nmanagers have access to appropriate reports.

2. Ensure appropriate adjustnents are input in accordance with supporting
docunent ati on.

3. Track outstanding obligations/advances for all required years.
4. Track outstanding obligation changes to neet reporting requirenents.
5. Ensure fund nmanagers performvalidations.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WO

REFERENCE( S) :
1. Local Standing Operating Procedures
2.  NAVCOWT Manual , Vol une |1
3. NAVCOWT Manual , Vol ume |11
4. SABRS User's Manual
5. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

6. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408. 01.05 (CORE PLUS) MANAGE PROBLEM DI SBURSEMENT

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity, and the references.

STANDARD(S): To ensure the integrity of the command's financial position per the
ref erences.

PERFORVANCE STEPS:

1. Analyze accounting reports.
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2. Conduct proper research to identify corrective action.
3. ldentify trends.
4. Seek and initiate solutions fromtrend anal ysis.
5. Initiate corrective action.
6. Prepare and subnmit required reports.
7. Serve as command' s |iaison officer to DFAS.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD
REFERENCE( S) :
1. Local Standing Operating Procedures
2.  NAVCOWT Manual , Vol ume 111
3. SABRS User's Mnual
4. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FMR seri es)
f/ia I\/ICO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
nua

TASK: 3408.01.06 (CORE PLUS) MONI TOR THE C VI LI AN LABOR PROCESS

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet

conduct i

vity, a civilian payroll section, and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1. Ensure new enpl oyee records are established.

2. Ensure enployee records are updated as required.

3. Ensure | abor exceptions are inducted.

4. Ensure | abor adjustnents/exception errors are corrected.

5. Ensure reconciliation/bal ancing of |abor reports.

6. Initiate corrective action with coordinating agency.
INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD
REFERENCE( S) :

1. Defense Gvilian Payroll System (DCPS) User's Manual
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2. Local Standing Operating Procedures

3. NAVCOWPT Manual s

4. SABRS Labor User's Manual

5. SABRS User's Manual

6. DOD 7000.14R, DOD Financi al Managenent Regul ati ons (DOD FMR seri es)

7. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408. 01. 07 (CORE PLUS) MONI TOR SUSPENDED PREVALI DATI ON TRANSACTI ONS

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity, required prevalidation reports, and the references.

STANDARD(S): To prevent interest penalties per the references.

PERFORVANCE STEPS:

1. Reviewthe report.
2. Notify responsible party.
3. Mnitor/Initiate corrective action.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. Local Standing Operating Procedures

2.  NAVCOWT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FMR seri es)

5. MCO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

Appendix Cto
ENCLOSURE ( 6)
6-C5



MCO 1510. 75C
15 AUG 03

DUTY AREA 02 - BUDCGET FUNCTI ONS

TASK: 3408.02.01 (CORE PLUS) MANAGE REI MBURSABLE FUNCTI ONS

CONDI TION(S): G ven a reinbursable order, access to an automated systemwi th applicable
software and internet conductivity, access to the accounting systens, and the

ref erences.

STANDARD(S): To ensure proper execution of reinbursable funds per the references.

PERFORVANCE STEPS:

1. Ensure a signed and accepted work order is on file.

2. Ensure a reinbursable profile is established in the accounting system

3. Ensure accounting data elements are resident in the appropriate tables.

4. Ensure obligations incurred agai nst the rei nbursabl e account are recorded.

5. Monitor obligations to ensure total funds authorized are not exceeded.

6. Monitor reinbursable accounts for accuracy.

7. Submt discrepancies to DFAS.

8. Ensure the custoners are notified of possible excesses or shortages.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :

1. Local Standing Operating Procedures

2.  NAVCOWPT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Financi al Managenent Regul ations (DOD FMR series)

5. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3408. 02. 02 (CORE PLUS) MANAGE YEAR- END PROCESS

CONDI TION(S): G ven access to an autonated systemwi th appropriate software and
internet conductivity and the references.

STANDARD(S): To bring closure to the execution of funds in accordance with the
ref erences.
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PERFORVANCE STEPS:

1. Publish year-end cl oseout guidance.
2. Ensure year-end validations are performed.
3. Ensure all transactions that affect obligations are recorded.
4. Resolve all probl emdi sbursenents and abnornal bal ances.
5. ldentify and return unused rei nbursable authority.
6. Prepare and submt accurate certification of authorizations and obligations.
7. Prepare for new fiscal year.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO
REFERENCE( S) :
1. Local Standing Operating Procedures
2.  NAVCOWT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Financi al Managenent Regul ations (DOD FMR series)
?/ia I\/ICO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
nua

TASK: 3408. 02. 03 (CORE PLUS) MONI TCR FI NANCI AL PLAN

CONDI TION(S): G ven an Operating Budget, access to an automated systemwith applicable
software and i nternet conductivity, and the references.

STANDARD(S): To ensure authorized funds are properly executed in accordance with the

ref erenc

es.

PERFORVANCE STEPS:

1.

2.

Provi de speci ali zed assi stance to commands duri ng POM and budget calls.
Anal yze accounting reports.

Moni t or execution of the financial plan.

Recommend fundi ng real i gnments.

| ssue fundi ng authorizati on.

Ensure categories of execution confornms to spending plan.
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INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. Local Standing Operating Procedures

2.  NAVCOWT Manual s
3. SABRS User's Mnual
4. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FMR seri es)

5. MCO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
Manual
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DUTY AREA 03 - ADM NI STRATI VE FUNCTI ONS

TASK: 3408. 03.01 (CORE PLUS) CONDUCT FI NANCI AL MANAGEMENT TRAI NI NG

CONDITION(S): G ven a training environent, access to an autonmated systemwi th
applicabl e software, and the references.

STANDARD(S): To ensure conpliance with accounting policy and procedures per the
ref erences.

PERFORVANCE STEPS:

1. Devel op objectives for financial managenent training.
2. Ensure training for fund nanagers includes, but is not limted to:
a. Source docunent preparation.
b. Accounting Data El enents.
c. Source docunent file maintenance.
d. Wilization of accounting system
e. Accounting reports.
f. Policy and Procedures.

3. Ensure training for financial nmanagenent personnel includes, but is not limted

a. Authorization process.

b. Execution of the financial plan.
c. Accounting system

d. Feeder systens.

e. Reports.

f. Reporting requirenents.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. Local Standing Operating Procedures
2.  NAVCOWT Manual s
3. NAVCOWT Notice 7301

4. SABRS User's Manual
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5. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FWMR seri es)

6. MCO P7300.21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408.03. 02 (CORE PLUS) ASSESS FEEDER SYSTEMS

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity and the references.

STANDARD(S): To ensure accuracy of accounting transaction in accordance with the
ref erences.

PERFORVANCE STEPS:

1. Advise feeder system managers on technical issues that inpact the accounting
system

2. Evaluate the accuracy of feeder systens input.

3. Analyze feeder systens output.

4. Take corrective actions as required.

5. Maintain crosswal k of data el enents between feeder systens.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. Local Standing Operating Procedures

2.  NAVCOWPT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Financi al Managenent Regul ations (DOD FMR series)

5. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3408. 03. 03 (CORE PLUS) MANAGE | NTERNAL MANAGEMENT CONTROL PROGRAM

CONDI TION(S): G ven the requirenent to establish/nmaintain an internal management
control program and the references.

STANDARD(S): To ensure quality assurances procedures are followed per the references.

PERFORVANCE STEPS:

1. Assign responsibilities.
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2. Conpile lists of assessable units.
3. Ensure that responsi bl e managers perform nanagenent control eval uations.

4. Collect/ Conpile conpleted vulnerability assessment forms and internal control
revi ews.

5. Devel op command' s annual internal control plan.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO

REFERENCE( S) :

1. Local Standing Operating Procedures

2.  NAVCOWT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Financi al Managenent Regul ations (DOD FMR series)

5. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3408. 03.04 (CORE PLUS) OCOCRDI NATE AN AUDI T BY AN EXTERNAL AGENCY

CONDI TION(S): G ven the assignment as a command audit coordinator, notification of a
unit audit by an external agency, proposed audit schedule, a list of conmand staff
sections and subordinate units to be audited, point of contact fromauditing agency, and
the references.

STANDARD(S): To neet standards for command conpliance in accordance with the
r ef erences.

PERFORVANCE 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. Monitor 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 conmand response within the required tine frames.

Appendix Cto
ENCLOSURE ( 6)
6-C 11



MCO 1510. 75C
15 AUG 03

9. Ensure nonconcurrence with the recommendation is properly recorded.
10. Conduct followup to ensure applicabl e recommendati ons are i npl enent ed.
INITIAL TRAINING SETTING MJT Sustainment: 12 Req By: WD

REFERENCE( S) :

1. Local Standing Operating Procedures

2. NAVCOWPT Manual s
3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ations (DOD FWVR seri es)
4., MCO 7510.3, Command Attention/Audit Rep NAFI s/ MCNAFA

5. MCO P7300.21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3408. 03. 05 (CORE PLUS) CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS

CONDI TION(S): G ven the requirenent 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 references.

PERFORVANCE STEPS:

1. Plan/Schedul e assistance visit/inspection.

2. Conduct pre-eval uation survey.

3. Conduct inbrief.

4. Conduct eval uation using prescribed checkli st.
5. Conduct outbrief.

6. Prepare report.

7. Conduct followup as necessary.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. Local Standing OQperating Procedures
2.  NAVCOWT Manual s
3. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

4. MCO 7540. 2, Resource Evaluation and Anal ysis
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MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure

Manual

TASK: 3408. 03.06 (CORE PLUS) NMANAGE ACCESS TO AUTQVATED SYSTEMS

CONDITION(S): Gven the requirenment to use automated systems, access to an automated
systemw th applicabl e software and internet conductivity, and the references.

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

PERFORVANCE STEPS:

1. Validate the requirenent for access to autonated systens.
2. Determine the |l evel of access required.
3. Coordinate with system managers to establish access.
4. Update appropriate tables to accommbdate access.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: WO
REFERENCE( S) :
1. Local Standing Operating Procedures
2. NAVCOWT Manual s
3. SABRS User's Manual
4. DOD 7000. 14R, DOD Financi al Managenent Regul ations (DOD FMR series)
?/ia I\/ICO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
nua
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MOS 3410, NAF AUDI TI NG OFFI CER

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3410.01.01 (CORE PLUS) PREPARE ANNUAL AUDI T RELATED BUDCET( S)

CONDITION(S): Gven the requirenment to prepare an audit, training and/or operations and
nmai nt enance budget (s), gui dance from hi gher headquarters, the annual audit plan,
transportation costs, required informati on concerning the activities to be audited,
training plan, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Review budget guidance from hi gher headquarters.
2. Prepare an audit budget.
a. Review the annual audit plan.
b. Determine which audits will incur direct costs.

c. Compute per diem transportation, and other m scell aneous cost for each
engagenent based on the forecasted audit staff required.

3. Prepare a training budget.
a. Review the annual training plan.

b. Determine the source and cost of available training that will support
the training plan/requirenents.

c. GCompute per diem transportation, and other mscellaneous cost for each
training evol ution.

4. Prepare an operations and nai nt enance budget.

a. Review previous actual to budget perfornmance.

b. Validate current and future requirements.
5. Prepare the budget subm ssion(s) in the prescribed format.
6. Submt the budget(s) to higher headquarters for approval.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE(S) :
1. JTRJFTR

2.  MCONAFAS Audit Policy Manual
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3. MONAFAS Audit Procedures Manual

4. MCO P7100.8, Field Budget Qui dance Manual

TASK: 3410. 01.02 (CORE PLUS) PREPARE AN ANNUAL MAN- HOUR BUDGET

CONDI TION(S): Gven the annual audit plan, forecasted staff |evels, annual training
pl an/ budget, and the references.

STANDARD(S): To identify assignment of Marine Corps Non-Appropriated Fund Audit Service
( MCNAFAS) nman- hour resources per the references.

PERFORVANCE STEPS:

1. Reviewcurrent and past years actual man-hours to budgeted nman-hours as a basis
for preparing the new budget.

2. Conpute total nan-hours available for the conmi ng year based on the forecasted
staffing | evels.

3. Alocate direct audit time based on the annual audit plan.

4. Alocate indirect audit tine based on the annual training plan/budget and ot her
adm ni strative consi derations.

5. Prepare the budget in the prescribed fornat.
6. Subnit the budget to the Director, MINAFAS for approval by 30 June of each year.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Capt

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual
2. MCNAFAS Audit Procedures Manual

3. DOD 7600.7-M DOD Internal Audit Manual

TASK: 3410. 01. 03 (CORE PLUS) PREPARE AN ANNUAL AUDI T PLAN

CONDITION(S): Gven the requirenent to prepare an annual audit plan, audit inventory
and frequency criteria, forecasted audit staff levels, results of past audits, access to
aut omat ed systemusing the audit planning nodel, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Determine the necessity for an audit of the activity.
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2. Determne type of audit required based on past audits and current conditions.

3. Select activities, prograns or functional areas to be audited based on results
of previous audits, risk, materiality, and other considerations.

4. Schedul e audits for the upcom ng year based on forecasted staffing | evels.
5. Prepare the audit plan utilizing the format prescribed by the references.

6. Subnit the audit plan, along with the TAD and traini ng budgets, to the Director,
MCNAFAS for approval by 30 June of each year.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Capt

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual
2. MCONAFAS Audit Procedures Manual

3. MO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Mari ne Corps Non-Appropriated Fund Audit Service (MCONAFAS)

TASK: 3410. 01. 04 (CORE PLUS) PERFORM THE DUTI ES OF AN AUDI TOR- | N- CHARCGE

CONDI TION(S): G ven the assignment of auditor-in-charge, audit staff, and the
r ef erences.

STANDARD( S): To ensure auditing standards are nmet in the daily operation of the region
per the references.

PERFORVANCE STEPS:

1. Prepare or assist the regional director in the devel opnent of the audit plan.
2. Ensure the execution and conpletion of the audit plan is properly conducted.
3. Prepare and subnmt training plans to the regional director.

4. Evaluate audit resource and assign audit staffs to acconplish the audit.

5. Ensure the conduct of and evaluate audit surveys, establish or redefine audit
obj ectives, and establish the specifics for each audit.

6. Coordinate all audits, supervise the senior auditor, review and approve all
audit workpapers, and conplete the MCNAFAS quality control checklist prior to
subm ssion to the regional director.

7. Ensure all reports are in conpliance with current policies and directives and
are submitted to the regional director in a tinely manner.

8. Ensure that audit training is acconplished.
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9. Mintain the status of and advi se the regional director on all on-going audits.

10. Prepare or assist the regional director in the devel opnment of the audit
i nventory.

11. Ensure no conflicts of interest exist between MONAFAS and NAFI personnel .

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: OARB

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual

2. MCNAFAS Audit Procedures Manua

TASK: 3410. 01. 05 (CORE PLUS) PERFORM THE DUTI ES OF A REG ONAL DI RECTOR ( RD)

CONDI TION(S): G ven assignnent as regional director, a region staff, and the
ref erences.

STANDARD(S): To ensure the acconplishnent of the regional audit mssion per the
ref erences.

PERFORVANCE STEPS:

1. Prescribe the mssion, organi zation, responsibilities, and general policies to
all personnel within the region

2. Submt audit plans to the Director MCNAFAS for approval

3. Ensure audits are conducted per the approved audit plan and are in conpliance
with current policies and directives.

4. Ensure all audit reports are issued in conpliance with current policies and
directives.

5. Ensure the Director MCNAFAS is notified on all nmatters pertaining to audit
nodi fications and significant events of the audit.

6. |Issue letters of engagenent and apprise the comander (or designated
representative) on the results of the audit and the audit report.

7. Develop a technical training plan and ensure training is acconplished.
8. Prepare and subnmit all Tenporary Additional Duty (TAD) budgets for the region
9. Prepare and submt all |ocal budgets to the conmand for adm nistrative support.

10. Ensure that no conflicts of interest exist between MCNAFAS and NAFI personnel

11. Ensure that a quality assurance programis established and naintained within the

regi on.
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12. Submt audit inventory to Director, MCONAFAS.
13. Measure regional perfornmance and identify areas for inprovenent.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: Capt
REFERENCE( S) :
1. MCONAFAS Audit Policy Manual
2.  MONAFAS Audit Procedures Manual
Appendix D to
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DUTY AREA 02 - AUDI T FUNCTI ONS

TASK: 3410. 02.01 (CORE PLUS) PLAN AN AUDI T

CONDITION(S): G ven the requirenent to conduct a financial, programresults, and/or
performance audit, managenment assistance, regional audit plan, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Determne the scope of the audit.
2. Determne available tinme and personnel (nanpower and qualifications).
3. Notify the activity to be audited of upcom ng audit.

4. Set specific cutoff dates for perform ng key audit procedures (i.e., bank
confirmations, inventory observations, circulations, etc.).

5. Determine followup work on previous audits required.

6. Prepare and submit a request to the activity to furnish the required prelimnary
i nformation.

7. Arrange entrance briefs.
8. Assenble resources required to acconplish audit.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE( S) :
1. CGovernment Auditing Standards
2.  MCONAFAS Audit Policy Manual
3.  MONAFAS Audit Procedures Manual

4, DOD 7600.7-M DCD Internal Audit Manual

TASK: 3410. 02. 02 (CORE PLUS) CONDUCT A PRE- AUDI T SURVEY

CONDI TION(S): Gven the requirement to conduct an audit (financial or perfornance) or
provi de nmanagenent assi stance, required audited activity financial data and internal
policy letter, and the references.

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

PERFORVANCE STEPS:
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1. Gather background information on the activity to be audited and, when necessary,
on other simlar activities.

2. Research the required operational procedures.

3. Conduct site visit and assess the adequacy and effectiveness of interna
control s.

4., Exam ne the control of autonated systens to determne validity of information

5. Conduct an analytical review of the activity's financial data to identify any
vul nerabilities and potential problem areas.

6. Develop the audit sanpling nethodol ogy.

7. Ensure that all audit work is adequately docunented in the working papers.
8. Establish or redefine audit objectives and scope of work, as required.

9. Determine resources required to conduct the audit.

10. Prepare and subnit a letter notifying the activity of the purpose, scope, and
the tinme period of the audit.

11. Conduct followup on previously reported audit findings and recommendations to
det ermi ne nmanagenent's corrective action and responsiveness to audit comments.

12. Design an audit programto achi eve the planned audit objectives based upon the
pur pose and scope of the audit and the specific audit procedures to be used.

13. Conduct quality assurance revi ews throughout pre-audit survey.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE(S) :
1. Covernment Auditing Standards
2. MONAFAS Audit @uides and Prograns
3.  MONAFAS Audit Policy Manual
4. MCONAFAS Audit Procedures Manua

5. MO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Mar i ne Cor ps hbn Appropriated Fund Audit Service ( MCNAFAS)

TASK: 3410. 02. 03 (CORE PLUS) CONDUCT AN AUDI T

CONDI TION(S): G ven the requirement to conduct an audit (financial or perfornmance) or
managenent assi stance, programresults, and/or performance audit, activity's financia
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records and busi ness papers, access to autonmated systemand appropriate applications,
required forns and worki ng papers, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Conduct substantive tests based on the presurvey sanpling plan.
2. Analyze results of substantive tests.

3. Consider the rraterlal|ty and effect to the financial statenents of all
deficiencies identified.

4., Ensure that all audit work is adequately docunented i n the worki ng papers.

5. Thoroughly analyze audit results and devel op findings to include condition,
cause, criteria, effect, and reconmended corrective action.

6. ldentify potential nonetary benefits saved by corrective action, as applicable.

7. Throughout the audit, keep command and nanagenent (as applicable) apprised of
findings as they are identified to bring about quick, responsive action.

8. Schedule exit briefs of key activity personnel.
9. Conduct quality assurance reviews throughout execution of audit.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WD

REFERENCE(S) :
1. Applicable Generally Accepted Accounting Principles (GAAP)
2. Governnent Auditing Standards
3. MCONAFAS Audit Quides and Prograns
4. MCNAFAS Audit Policy Mnual
5. MONAFAS Audit Procedures Manual

6. MCO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Marine Corps Non-Appropriated Fund Audit Service ( MCNAFAS)

TASK: 3410. 02. 04 (CORE PLUS) PERFORM PCST- AUDI T WORK

CONDI TION(S): G ven audit working papers containing the results of audit work
acconpl i shed to date and the references.

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

Appendix D to
ENCLCSURE ( 6)
6-D-8



MCO 1510. 75C
15 AUG 03

PERFORVANCE STEPS:

1. Review audit working papers to ensure they are accurate, sufficient, conpetent,
and rel evant evidence to support concl usions and neet objectives.

2. Prepare a draft of the applicable audit report(s), using appropriate format,
content, and cross-references, for subm ssion to the regional director.

3. Conduct a quality assurance revi ew

4. Forward the draft report(s) to the audited activity for coments.
5. Review command conmment s.

6. Resolve any di sagreenents or nonconcurrence wth nmanagenent.

7. Issue final report(s) with applicable activity comments.

8. Distribute copies of the report(s), as required.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: WO

REFERENCE( S) :
1. Applicable CGenerally Accepted Accounting Principles (GAAP)
2. Governnent Auditing Standards
3. MCONAFAS Audit uides and Prograns
4. MONAFAS Audit Policy Manual
5. MCONAFAS Audit Procedures Manual

6. MOO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Mari ne Corps Non-Appropriated Fund Audit Service ( MCNAFAS)
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MOS 3432, DI SBURSI NG TECHNI C AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3432.01.01 (CORE PLUS) NAI NTAI N CORRESPONDENCE FI LES AND DI RECTI VES

CONDITIONS): Gven file folders, labels, list of applicable standard subject
identifier codes (SSIC), correspondence, reports, nessages, and records to be
mai nt ai ned, access to an automated systemwi th applicabl e software and internet
conductivity, and the references.

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

PERFORVANCE STEPS:

1. Establish file folders by SSIC sequence.
2. Mintain correspondence files by cal endar year.
3. File nmessages in date tine group sequence.
4. File correspondence reports and records in appropriate file fol ders.
5. Annotate files.
6. Coseout and retain expired files.
7. Destroy or forward expired files for archive.
8. Maintain historical data files.
9. Retrieve nessages/correspondence from applicabl e nedi a.
INITIAL TRAINING SETTING MXJT Sustainment: 1 Req By: Pvt

REFERENCE( S) :
1. MO0 5210.11, Records Managenent Program

2. MOO 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 Manual

Appendi x E to
ENCLOSURE ( 6)
6-E-1



MCO 1510. 75C
15 AUG 03

DUTY AREA 02 - PAY FUNCTI ONS

TASK: 3432.02.01 (COORE) PREPARE AN ON-LINE DI ARY (OLD)

CONDI TION(S): G ven access to an autonated system and applicabl e software, Customer
Information Control System (CICS), user |ID, password, Electronic Signature (ELSIGQ/
gﬁggbrti ng/ substantiating ("S") docunents, and the references.

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

PERFORVANCE STEPS:

1. Access the QLD systemusing the accessor IC (ACI D), password, and ELSI G SEED.
2. Select the desired option fromthe nenu.

3. Properly format the diary using the correct transaction codes.

4. Print diary and delivery "S" docunents to auditor for review

5. Correct discrepancies as required.

6. Exit the O.D system

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. MOO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.02 (CORE PLUS) PROCESS M LI TARY DI SBURSI NG DOCUMENTS

CONDITIONS): Gven military disbursing docunents, access to an autonmated systemwi th
applicabl e software and internet conductivity, access to Customer |nformation Control
System (A CS), a calculator, and the references.

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

PERFORVANCE STEPS:

1. Receive and reviewthe mlitary disbursing docunents to determ ne the required
action.

2. Process the docunents and take appropriate action.
3. Submit the docunents to the auditor for review

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt
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REFERENCE( S) :
1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.03 (CORE) AUDIT AN ON-LINE DI ARY (CQLD)

CONDITIONS): Gven a hard copy diary, supporting/substantiating ("S"') docunents, and
the references.

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

PERFORVANCE STEPS:

1. Receive the hard copy and "S" docunents fromthe preparer.

2. Conpare the diary against the "S' docunents.

3. Ensure discrepancies are corrected by the preparer.

4. Submt the diary and "S' docunents to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3432.02.04 (CORE PLUS) AUDIT M LI TARY DI SBURSI NG DOCUMENTS

CONDITION(S): Gven mlitary disbursing docunents, access to an automated systemw th
appl i cabl e software and internet conductivity, access to Custoner Information Control
System (CICS), a calculator, and the references.

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

PERFORVANCE STEPS:

1. Receive the docunments and a hard copy of the MCTFS screen or access to C CS.

2. Review the docunents to ensure correct action has been taken.
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3. Ensure discrepancies are corrected.

4. Process the docunents.

5. Submt the docunents to the certifier for certification
INITIAL TRAINING SETTING MXJT Sustainment: 6 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.05 (CORE) PROCESS A PAY MANAGEMENT REPORT

CONDI TION(S): G ven a pay nanagenent report, supporting/substantiating ("S') docunents,
access to an automated systemw th applicabl e software and i nternet conductivity, access
to Customer Information Control System (CICS), a calculator, and the references.

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

PERFORVANCE STEPS:

1. Receive the pay nanagenent report fromthe auditor.
2. Reviewthe report to determ ne required actions.
3. Research the report utilizing the Marine Corps Total Forces System (MCTES).
4. Annotate the report with the corrective action taken.
5. Submt the report to the auditor for review
INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.06 (CORE) COVMPUTE ADJUSTMENTS TO PAY AND ALLOMNCES

CONDI TION(S): Gven the requirement to conpute adjustnents to pay and al | owances,
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supporting/substantiating ("S') docunments, access to an automated systemw th applicabl e
software and i nternet access, access to Customrer Information Control System (CICS), a
cal culator, and the references.

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

PERFORVANCE STEPS:

1. Receive the "S" docunents fromthe adm nistration office (S 1), DFAS, or other
agenci es.

2. Research "S" docurment utilizing Marine Corps Total Force System (MCTFS).

3. Conpute adjustnments for basic pay, special pay, incentive pay, and/or
al | onances.

4. Properly annotate the "S' docunents.
5. Submit the "S' docunments to the auditor for review

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE('S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

3. DODFWR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.07 (CORE) COWUTE SPECI AL PAYMENTS

CONDITIONS): Gven a request for a special paynment fromthe conmandi ng of ficer,
supporting/substantiating ("S') documents, access to an automated systemwith
applicabl e

software and internet access, access to Customer Information Control System (C CS), and
the references.

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

PERFORVANCE STEPS:

1. Wilizing Marine Corps Total Force System (MCTFS), determ ne and conpute
entitlenents, as required, for the follow ng:

a. Transient/Transfer paynments
b. C O directed paynents

c. Reenlistnment bonuses
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d. Lunmp sumleave (LSL)
e. Advanced pay
f. Advanced Basic Al lowance for Housi ng (BAH)
2. Properly annotate the "S" docunents with the action taken.
3. Submit the "S" docurments to the auditor for review
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.08 (CORE PLUS) PROCESS ALLOTMENTS OF PAY

CONDITION(S): Gven a request for an allotment of pay, supporting/substantiating ("S")
docunents, and the references.

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

PERFORVANCE STEPS:

1. Receive the request for allotnment of pay fromthe commandi ng of ficer.
2. Submt the docunentation to the auditor for review

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. DFAS KC 7220.45-R Bond and Al |l ot nrent Manual

2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

TASK: 3432.02.09 (CORE) COVPUTE DEDUCTI ONS AND COLLECTI ONS OF PAY

CONDITION(S): G ven the requirenment to conmpute a deduction and/or collection of pay,
supporting/substantiating ("S') docunments, access to an automated systemw th applicable
software and internet conductivity, access to Custoner Infornmation Control System
(ACS), a calculator, and the references.

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

1. Receive the "S" docunents fromthe commandi ng of fi cer, DFAS, or other agenci es.

2. Wilizing Marine Corps Total Foces System (MCTFS), determ ne and conpute
deductions and/or collections, as required, for the follow ng:

a. FITW(Federal Incone Tax Wt hhol di ng)
b. FICA (Federal Insurance Contributions Act)
c. SITW(State Income Tax Wt hhol di ng)
d. SGE.I (Servicenmen's Goup Life Insurance)
e. Famly SCI
f. Non-judicial punishment/Courts martial (NJP/CVM
g. Retirenent home
h. Dental plan
i. M3IB (Mntgonery GI1. Bill)
3. Properly annotate the "S" docunents.
4. Subnmit the "S' documents and conputations to the auditor for review
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. Manual for Courts-Mrti al

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automrated Pay
Syst em Manual

3. DOD FWMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.10 (CORE) PREPARE A SPECI AL PAYROLL

CONDITION(S): Gven the requirenent to prepare a special payroll, supporting/
substantiating ("S") docunents, access to an autonated systemwi th applicable software
and i nternet access, access to Customer Information Control System (CICS), and the

ref erence.

STANDARD(S): To neet standards of accuracy per the reference.
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PERFORVANCE STEPS:

1. Prepare the special payroll/MPV utilizing the "S" docunents.
2. Submt the payroll to the auditor for review
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.11 (CORE) PROCESS A DECENTRALI ZED (ROUGH) REGULAR PAYROLL

CONDITION(S): G ven a decentralized (rough) regular payroll, direct deposit |isting,
suspect paynent listing, access to an autonated systemwith applicable software and
internet conductivity, access to Custoner Infornmation Control System (C CS),

cal cul at or,

and the reference.

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

PERFORVANCE STEPS:

1. Review the Suspect Payment Listing and NAVMC Forns 11116 for appropriate action.

2. Conpute paynents for adds and changes to the payroll.
3. Process adds, changes, and deletes to the payroll.
4. Submit the payroll to the auditor for review

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.12 (CORE) PROCESS A CENTRALI ZED REGULAR PAYROLL

CONDITIONS): Gven a centralized payroll, direct deposit |isting, suspect paynent
listing (SPL), U S. Treasury checks, access to an autonated systemw th applicable
software and internet conductivity, access to Customer Information Control System
(A CS), supporting/subtantiating "S" docunents, a cal culator, and the reference.

STANDARD(S): To neet standards of accuracy per the reference.
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PERFORVANCE STEPS:

1. Reviewthe Suspect Paynent Listing and NAVMC Forns 11116 [ M scel | aneous Mlitary
Pay O der/Special Paynment Authorization] for appropriate action.

2. ldentify and prepare checks for cancellation.
3.  Return undeliverable checks to the auditor.
4. Conmpute special paynent for all joinees.

5. Add joinees to the daily special payroll.

6. Submt the payroll to the auditor for review

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE(S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02. 13 (CORE) ADJUST LEAVE ENTI TLEMENTS

CONDITION(S): G ven the requirenent to adjust |eave entitlenents, supporting/
substantiating ("S") docunents, access to an autonated systemwi th applicable software
and internet conductivity, access to CQustomer Information Control System (CCS),

cal culator, and the references.

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

PERFORVANCE STEPS:

1. Receive the "S" docunents fromthe commandi ng of ficer, DFAS, or MCTFS.
2. Review MCTFS to determine required action.

3. Conpute adjustnments for |eave bal ance, |unp sumleave, conbat |eave, and/or
excess | eave.

4., Properly annotate the "S" docunents with the corrective action to be taken.
5. Submit the "S" documents to the auditor for review
INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

Appendi x E to
ENCLOSURE ( 6)
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2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.14 (CORE PLUS) PREPARE A WAI VER OF | NDEBTEDNESS

CONDITION(S): Gven a menber in an overpaid status, supporting/substantiating ("S")

docunents, nenber's Leave and Earni ng Statenent (LES), access to an automated system
with applicable software and i nternet access, access to Custoner |nformation Control

System (CICS), a calculator, and the references.

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

PERFORVANCE STEPS:

1. Conpute anount of indebtedness.
2. Submit the "S" docurments to the auditor for review
3. Prepare the disbhursing/finance of ficer endorsenent.
4. Suspend liquidation of indebtedness.
5. Subnmit the waiver to the auditor for review
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.15 (CORE) PREPARE A SEPARATI ON RETI REMENT ACCOUNT SUMVARY

CONDI TION(S): G ven a nenber separating or retiring fromactive duty, supporting/
substantiating ("S') docunents, access to an automated systemw th applicabl e software
and internet conductivity, access to Custoner Infornmation Control System (CICS), Marine
Cor ps Aut ormat ed Separation Sheet Process (MCASSP), a calculator, and the references.
STANDARD(S): To neet standards of accuracy per the references.

PERFORVANCE STEPS:

1. Receive the "S' docunents from external agencies.

2. Conpute discharge account summary sheet using the MCASSP.

Appendi x E to
ENCLCSURE ( 6)
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3. Ensure there are no outstanding travel advances.

4, Stop allotrments, as applicable.

5. Submt final paynent option election (POCE), as applicable.
6. Properly annotate the "S'" docunents with the action taken.

7. Return the "S" docunents to the commandi ng officer for corrective action, as
required.

8. Submt the "S" docunents to the auditor for review

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures
3. MO P1900. 16, USMC Separation and Retirenent Manual (MARCORSEPNVAN)
4. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.16 (CORE) AUDIT A PAY MANAGEMVENT REPORT

CONDI TION(S): G ven a processed pay management report, supporting/substantiating ("S")
docunents, access to an autonated systemw th applicable software and internet
conductivity, access to Custoner Information Control System(C CS), a calculator, and
the references.

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

PERFORVANCE STEPS:

1. Receive the pay nanagenent report fromthe pay clerk.
2. Reviewthe report to ensure accuracy.

3. Ensure discrepancies are corrected.

4. Submt the report to the certifier for certification.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :

Appendi x E to
ENCLOSURE ( 6)
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1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.17 (CORE) AUDI T ADJUSTMENTS TO PAY AND ALLOWMNCES

CONDI TION(S): G ven adjustnent to pay and al | owances conputations, supporting/
substantiating ("S') docunents, access to an automated systemw th applicable software
and internet conductivity, access to Qustoner Information Control System (QCS), a

cal culator, and the references.

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

PERFORVANCE STEPS:

1. Receive the "S" docunents and conputations fromthe pay clerk.
2. Audit adjustnents for basic pay, special pay, incentive pay, and/or allowances.
3. Audit the "S' docunents.
4. Ensure discrepancies are corrected.
5. Submt the "S" documents to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

3. DODFWR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.18 (CORE) AUDI T SPECI AL PAYMENTS

CONDI TION(S): G ven speci al paynment conputations, supporting/substantiating ("S")
docunents, access to an autonated systemwi th applicabl e software and i nternet access,
access to Custoner Information Control System (CICS), a calculator, and the references.

STANDARD(S): To neet standards of accuracy per the references prior to payment.
Appendi x E to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Receive the "S" docunents and conputations fromthe pay clerk.
2. Audit conputed entitlenents for the foll ow ng:
a. Transient/Transfer paynents.
b. C QO directed paynents.
c. Reenlistnment bonuses.
d. Lump sumleave (LSL).
e. Advanced pay.
f. Advanced Basic Al lowance for Housing (BAH).
3. Verify the "S" docunents.
4., Return the "S' documents to the pay clerk to include on special payroll.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.19 (CORE PLUS) AUDI T ALLOTMENTS OF PAY

CONDI TION(S): G ven a process bond and al |l ot ment (B&A) authorization, supporting/
substantiating "S" docunents, and the references.

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

PERFORVANCE STEPS:

1. Receive the processed B&A and "S" documents fromthe pay clerk.
2. Audit B&A and "S' docunents.
3. Submt the B&A and "S" docunents to the certifier for certification.

INITIAL TRAINING SETTING MXT Sustainnment: 12 Req By: SSgt

REFERENCE( S) :

Appendi x E to
ENCLOSURE ( 6)
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1. DFAS KC 7220.45-R, Bond and Al |l ot ment Manual
2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.20 (CORE) AUDI T DEDUCTI ONS AND CCOLLECTI ONS COF PAY

CONDI TION(S): G ven deduction and/or collection of pay conputations, supporting/
substantiating ("S") docunents, access to an autonated systemwi th applicable software
and i nternet conductivity, access to Customer Information Control System (dCS), a

cal cul ator, and the references.

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

PERFORVANCE STEPS:

1. Receive the "S" docunents and conputations fromthe pay clerk.

2. Wilizing the Marine Corps Total Force System (MCTFS), audit deduction and/or
col l ection of pay conputations, as required, for the follow ng:

a. FITW(Federal Incone Tax Wthhol di ng).
b. FICA (Federal Insurance Contributions Act).
c. SITW(State Income Tax Wt hhol di ng).
d. SGE. (Servicemens Goup Life Insurance).
e. Fanmly SCI.
f. Non-judicial punishrment/Courts nmartial (NJP/CM.
g. Retirenent hone.
h. Dental plan.
i. M3IB (Mntgonery GI1. Bill).
3. Verify the "S" docunents.
4. Ensure discrepancies are corrected.
5. Submit the docunments to the certifier for certification.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. Manual for Courts-Mrti al

Appendi x E to
ENCLCSURE ( 6)
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2. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

3. DODFWR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.21 (CORE PLUS) AUDIT A SPECI AL PAYROLL

CONDI TION(S): G ven a prepared special payroll, supporting/substantiating ("S")
docunents, cal culator, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
paynent .

PERFORVANCE STEPS:

1. Receive the "S" docunents and prepared payroll fromthe pay clerk.

2. Verify the payroll data utilizing the "S' documents, unit diaries, and nenber's
"T" force data when avail abl e.

3. Ensure discrepancies are corrected.

4. Authorize paynent on special payroll.

5. Subnmit the payroll to the certifier for payment.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.22 (CORE PLUS) AUDI T A DECENTRALI ZED ( ROUGH) REGULAR PAYROLL

CONDITION(S): G ven a decentralized (ROUGH) regular payroll, direct deposit |isting,
suspect paynent listing (SPL), supporting/substantiating (S) documents, access to an
aut onat ed systemw th applicabl e software and i nternet access, access to Custoner
Information Control System (CICS), a calculator, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subm ssion for
certification.

PERFORVANCE STEPS:

Appendi x E to
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1. Forward the Rough Payroll, Suspect Paynent Listing (SPL), NAVMC Forns 11116
[Mscellaneous MIlitary Pay Order/ Special Paynent Authorization], and other
docunentation to the pay clerk for appropriate action.

2. Audit conputations received fromthe pay clerk for adds, changes, and deletes to
t he payroll.

3. Ensure that discrepancies are corrected.
4. Submt the payroll to the certifier for certification.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.23 (CORE PLUS) AUDI T A CENTRALI ZED REGULAR PAYROLL

CONDITION(S): Gven a centralized regular payroll, direct deposit l|isting, suspect
payrment listing (SPL), U S. Treasury checks, supporting/substantiating "S" docunents,
access to an automated systemw th applicabl e software and i nternet conductivity, access
to CQustomer Information Control System (CCS), a calculator, and the reference.
STANDARD(S): To neet standards of accuracy per the reference.

PERFORVANCE STEPS:

1. Forward the payroll, SPL, NAVMC Fornms 11116 [ M scel |l aneous MIlitary Pay

O der/ Speci al Payment Authorization], and other docunents to the pay clerk for
appropriate action.

2. Receive and validate undeliverabl e checks.

3. Ensure undeliverabl e checks are cancell ed.

4. Ensure special paynents are mnade.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.24 (CORE) AUDI T LEAVE ENTI TLEMENTS

Appendi x E to
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CONDITION(S): G ven adjustnent to |eave entitlenment conputations, supporting/
substantiating ("S") docunents, access to an autonated systemwi th applicable software
and internet conductivity, access to Qustoner Information Control System (QCS), a

cal cul ator, and the references.

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

PERFORVANCE STEPS:

1. Audit the "S' documents and adjustments for | eave bal ance, |unp suml eave,
conbat | eave, and/or excess |eave conputations fromthe pay clerk.

2. Ensure discrepancies are corrected.
3. Submit the "S" docunents and conputations to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainnent: 12 Reqg By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.25 (CORE) AUDIT A WAl VER OF | NDEBTEDNESS

CONDI TION(S): G ven a prepared wai ver of indebtedness, supporting/substantiating ("S")
docunents, access to an autonated systemw th applicable software and internet
conductivity, access to Custoner Information Control System(C CS), a calculator, and
the references

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

PERFORVANCE STEPS:

1. Reviewthe "S" docunents.

2. Audit indebtedness computations.

3. Audit the notification of indebtedness (LES).
4. Ensure discrepancies are corrected.

5. Audit the waiver of indebtedness.

6. Ensure the servicing finance/disbursing officer endorsement is properly
pr epar ed.

7. Ensure liquidation of indebtedness is suspended.

Appendi x E to
ENCLOSURE ( 6)
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8. Submt the waiver to the servicing finance/di sbursing officer for signature.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.26 (CORE) AUDI T A SEPARATI ON RETI REMENT DI SCHARGE ACCOUNT SUMVARY

CONDI TION(S): G ven a prepared separation/retirenent DO scharge Account Sunmary (DAS),
supporting/ substantiating ("S') docunents, access to the Marine Corps Autonated

Settl ement Sheet Process (MCASSP), access to an automated systemwi th applicable
software and internet conductivity, access to Custoner Infornmation Control System

(A CS), a calculator, and the references.

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

PERFORVANCE STEPS:

1. Audit the discharge account summary sheet conputations payi ng special attention
to Cothing Replacenent Al lowance (CRA), severance/separation paymnent,
recoupnents, conbat |eave, and excess | eave checkages.
2. Ensure allotnents are stopped, as applicable.
3. Ensure travel advances have been deduct ed.
4. Notify travel section if menber is in overpaid status.
5. Ensure final Paynent of Election (POE) is submtted, as applicable.
6. Ensure all paynents have been deduct ed.
7. Ensure all |eave periods have been accounted for or reported.
8. Ensure discrepancies are corrected.
9. Submt the "S" documents to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt
REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual
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2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures
3. MO P1900. 16, USMC Separation and Retirenent Manual (MARCORSEPVAN)
4. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI NS) / MCTFS

TASK: 3432.02.27 (CORE) PREPARE TAX OVERLAY AND W2/ W2-C

CONDI TION(S): G ven supporting/substantiating "S" docunments, access to an automated
systemw th applicable software and internet conductivity, access to Custoner
Information Control System (CCS), W/W2-C On Line, a calculator, and the references.
STANDARD(S): To neet standards of accuracy per the references.

PERFORVANCE STEPS:

1. Receive the "S' docunents fromthe comandi ng officer.

2. Review Marine Corps Total Forces System (MCTFS) to determ ne required action.
3. Conpute applicable tax adjustnents.

4. Prepare W/ \Ve-C

5. Subnit "S' documents, applicable tax adjustnents, and W/ W2-C to auditor for
revi ew.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VO.. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng (COMIRAI NS) / MCTFS, W2/ W2 On Li ne

TASK: 3432.02.28 (CORE) AUDI T TAX OVERLAY AND W2/ W2-C ON LI NE

CONDI TION(S): G ven supporting/substantiating "S" docurments, access to an automated
systemw th applicable software and internet conductivity, access to Custoner
Informati on Control System (CCS), W/We-C on |line, a calculator, and the references.
STANDARD(S): To neet standards of accuracy per the references.

PERFORVANCE STEPS:

Appendi x E to
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1. Receive "S" docunents, applicable tax adjustrments, and W2/ V2-C fromthe
preparer.

2. Audit tax computations.

3. Audit W/W-C on line.

4. Ensure discrepancies are corrected.

5. Submt to certifier for certification/verification.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. DOD FMR VOL. 7A, Mlitary Pay Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ni ng ( COMIRAI NS) / MCTFS, W2/ W2-C On Line

Appendi x E to
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DUTY AREA 03 - TRAVEL FUNCTI ONS

TASK: 3432.03.01 (CORE) COVPUTE TEMPORARY DUTY (TDY) SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic original orders, endorsenents, receipts,
access to an automated systemw th applicabl e software and i nternet conductivity, access
to Intergrated Autonmated Travel System (I ATS), and the references.

STANDARD(S): To neet standards of accuracy per the references prior to release to the
auditor for review

PERFORVANCE STEPS:

1. ldentify type of claim active duty/reserve/DOD civilian/invitational.
2. Review basic orders, endorsenents, receipts, and required copies.

3. Determine and conpute all owances payabl e.

4. Prepare di screpancy noti ce.

5. Conpl ete MCTFS checkage.

6. Release docunments to the auditor for review

INITIAL TRAINING SETTING FLC Sustainment: 4 Req By: Pvt

REFERENCE( S) :
1. Defense Table of D stances (DTCOD)
2. JTRJFTR
3. DOD FWMR, VO.. 9, Travel Policy and Procedures
4. MCO 4600. 40, Coverment Travel Charge Card Program ( GTCCP)
5. MO P1000. 6, Assignnment, Cassification, and Travel Systems (ACTS) Manual
6. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ning (COMIRAIN), Integrated Automated Travel
System (I ATS), Marine Corps Total Force System ( MCTFS)

TASK: 3432.03.02 (CORE) COVWPUTE PERVANENT CHANGE OF STATI ON (PCS) SETTLEMENTS/ ADVANCES

CONDITION(S): Gven a travel voucher, basic orders, endorsenments, receipts, access to
an automated systemw th applicable software and internet conductivity, access to

I ntegrated Autonated Travel System (IATS), access to Custoner Infornmation Control System
(A CS), and the references.
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STANDARD(S): To neet standards of accuracy per the references prior to release to the
auditor for review

PERFORVANCE STEPS:

1. Ensure travel voucher is accurate and conpl ete.

2. Ensure receipt of basic orders, endorsenents, receipts, and required copies.
3. Deternine and conpute entitlenents.

4. Conpute el apsed tine.

5. Conpute PCS advances to include independent travel/TLE/ DLA with NAVMC Form
11115.

6. Prepare discrepancy notice.
7. Endorse certificate in lieu of orders/NAVMC Form 11060, as appli cabl e.
8. Conpl ete MCTFS checkage.
9. Release docunents to the auditor for review
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. Defense Table of D stances (DTCOD)

2. JTRJFTR

3. DOD FWR, VO.. 9, Travel Policy and Procedures

4. MO 4600. 40, Coverment Travel Charge Card Program ( GTCCP)

5. MCO P1000. 6, Assignment, Cassification, and Travel Systens (ACTS) Manual
6. MOO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS:  Conputer Trai ning (COMIRAIN), Intergrated Automated Travel
System (1 ATS), Marine Corps Total Force System (MCTFS)

TASK: 3432.03.03 (CORE) AUDIT TEMPCRARY DUTY (TDY) SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic orders, endorsenents, required copies,
recei pts, access to an automated systemw th applicable software and internet
conductivity, access to Integrated Autonmated Travel System (I ATS), and the references.

STANDARD(S): To neet standards of accuracy per the references prior to release for
certification.
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PERFORVANCE STEPS:

1. ldentify type of claim active duty/reserve/DOD civilian/invitational.

2. Audit TDY travel advances/settlenments and di screpancy notices for accuracy and
conpl et eness.

3. Ensure discrepancies are corrected.
4. Release for certification.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. Defense Table of D stances (DTOD)
2. JTRJFTR
3. DOD FWMR, VO.. 9, Travel Policy and Procedures
4.  MZO 4600. 40, Covernent Travel Charge Card Program ( GTCCP)
5. MO P1000. 6, Assignment, Cassification, and Travel Systens (ACTS) Manual
6. MOO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS:  Conputer Trai ning (COMIRAIN), Intergrated Automated Travel
System (1 ATS), Marine Corps Total Force System (MCTFS)

TASK: 3432.03.04 (CORE) AUDI T PERVANENT CHANGE OF STATI ON (PCS) SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic orders, required copies, endorsements,
recei pts, access to an automated systemwith applicable software and internet
conductivity, access to Integrated Automated Travel System (IATS), access to Custormer
Information Control System (CICS), and the references.

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

PERFORVANCE STEPS:

1. Audit the travel advances/settlenents and di screpancy notices for accuracy and
conpl et eness.

2. Ensure discrepancies are corrected.

3. Release for certification.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
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1. Defense Table of D stances (DTCD)

2. JTRJFTR

3. DOD FWMR VO.. 9, Travel Policy and Procedures

4. MO 4600. 40, CGoverment Travel Charge Card Program ( GTCCP)

5. MO P1000. 6, Assignnment, Cassification, and Travel Systems (ACTS) Manual
6. MOO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ning (COMTRAIN), Integrated Autonmated Travel
System (1 ATS), Marine Corps Total Force System (MCTFS)

TASK: 3432.03.06 (CORE PLUS) NAI NTAI N SEPARATI ON SUSPENSE FI LE

CONDI TION(S): G ven a NAVMC Form 11060 [ Separation/ Travel Pay Certificate], travel
advance voucher, proper nailing address, access to an autonmated systemw th applicabl e
software and internet conductivity, access to Integrated Automated Travel System

(1 ATS),

access to Customer Information Control System (CCS), and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Review docunents.
2. Verify date of separation.
3. Verify nmenber is not in an overpaid status or has an outstandi ng travel advance.

4. Upon receipt of final travel settlenent, renove all of nenbers docunments from
t he suspense file.

5. Forward unsettl ed docunments to DFAS-KC under cover letter within allotted tine
frane.

INITIAL TRAINING SETTING MXT Sustainment: 3 Req By: PFC

REFERENCE('S) :
1. DOD FMR, VO.. 9, Travel Policy and Procedures
2. MOO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS: Comput er Trai ning (COMTRAIN), Integrated Autonmated Travel
System (1 ATS), Marine Corps Total Force System (MCTFS)

Appendi x E to
ENCLCSURE ( 6)
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TASK: 3432.03.07 (CORE PLUS) COWPUTE Cl VI LI AN PERVANENT CHANGE OF STATI ON ( PCS)
SETTLEMENTS/ ADVANCES

CONDITION(S): Gven a DD Form 1351-2 (Travel Voucher), DD Form 1614, basic orders,
endor senment s, receipts, access to an automated systemw th applicabl e software and
i nternet conductivity, access to Integrated Automated Travel System (I1ATS), and the
ref erences.

STANDARD(S): To neet standards of accuracy per the references prior to release to the
auditor for review

PERFORVANCE STEPS:

1. Ensure receipt of basic orders, endorsenents, receipts, and required copies.
2. Determne and conpute payabl e rel ocation all owances.

3. Determine and conpute rel ocation income tax all owance.

4. Process RITA clains for taxes.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Sgt

REFERENCE( S) :
1. Defense Table of D stances (DTOD)
2. JTRJFTR
3. DOD FMR VO.. 9, Travel Policy and Procedures
4. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ning (COMIRAIN), Integrated Automated Travel
System (|1 ATS), and Marine Corps Total Force System ( MCTFS)

Appendi x E to
ENCLOSURE ( 6)
6- E- 25



MCO 1510. 75C
15 AUG 03

DUTY AREA 04 - FI SCAL FUNCTI ONS

TASK: 3432.04.01 (CORE PLUS) PREPARE DAILY STATEMENT OF ACCOUNTABI LI TY

CONDI TION(S): G ven a bal ance sheet, supporting/substantiating ("S') docunents, access
to an automated systemwi th applicable software and i nternet access, access to Form
Fl ow, a cal cul ator, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
audi t.

PERFORVANCE STEPS:

1. Ensure all supporting docunents are encl osed/avail abl e.

2. Prepare daily statement of accountability.

3. Ensure discrepancies are corrected.

4, Submt the daily statenment of accountability for audit.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

ADM NI STRATI VE | NSTRUCTI ONS:  Conput er Trai ni ng ( COMIRAI N)

TASK: 3432.04.02 (CORE PLUS) PROCESS EXCHANGE FOR CASH CHECK

CONDI TION(S): Gven a request for exchange for cash, pertinent check data, treasury
check, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subm ssion for
audit.

PERFORVANCE STEPS:

1. otain pertinent data and bl ank treasury check.
2. Prepare check.

3. Submt for audit and signature.

4. D sburse check.

5. Account for check on daily business.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :

Appendi x E to
ENCLCSURE ( 6)
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1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.03 (CORE PLUS) PROCESS CHECKS FOR DI STRI BUTI ON

CONDI TION(S): G ven prepared checks, chain of custody paperwork, NAVMC Form 11119
(Del egation of Authority) proper identification, and the reference.

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

PERFORVANCE STEPS:

1. Verify recipient is authorized to receipt for checks.
2. Verify receipt of individual checks with identification.
3. otain payroll signature of individual receiving checks.

INITIAL TRAINING SETTING MXT Sustainment: 9 Req By: Pvt

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.04 (CORE PLUS) PROCESS DEPCSI T Tl CKETS

CONDI TION(S): G ven checks for deposit, SF 215 Deposit Ticket, a calculator, a
typewiter, access to a copier, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
audi t .

PERFORVANCE STEPS:

1. Run two tapes on negotiabl e instrunents.
2.  Endorse checks.

3. Make one copy of all checks.

4. Type deposit tickets.

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE('S) :

1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.05 (CORE PLUS) PREPARE CHECKS

Appendi x E to
ENCLOSURE ( 6)
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CONDI TION(S): G ven source docunents, blank checks, FMFEnd User Conputer Equi prent
(EUCE), typewiter or personal conputer, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
si gnat ure.

PERFORVANCE STEPS:

1. Print checks.

2. Print check abstracts and supporting docunentati on.
3. Audit check agai nst source docunent.

4, (Obtain signature.

5. Safeguard checks.

6. Distribute docunentation.

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE('S) :

1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.06 (CORE PLUS) PREPARE COLLECTI ON VOUCHERS

CONDI TION(S): G ven supporting/subtantiating (S) docunents, typewiter or personal
conputer, and the reference.

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

PERFORVANCE STEPS:

1. Conplete appropriate form
2. Verify appropriate data/bal ances.
3. Submt for audit.

INITIAL TRAINING SETTING MXT Sustainment: 2 Req By: Pvt

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.07 (CORE PLUS) PREPARE STANDARD FORM (SF) 1080

Appendi x E to
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CONDI TION(S): G ven an SF 1080 [Voucher for Transfers Between Appropriations and/or
Funds], supporting/substaining "S" docunents, and the reference.

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

PERFORVANCE STEPS:

1. Determne the appropriation data to be charged or credited.
2. Prepare the SF 1080.

3. Submit the SF 1080 for audit.

4. Correct discrepancies.

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE(S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.08 (CORE PLUS) PRCCESS DI SBURSI NG VOUCHER | NTO AUTOVATED SYSTEM

CONDI TION(S): G ven source docunments, access to Standard Accounting, Budgeting, and
Reporting System (SABRS), and the reference.

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

PERFORVANCE STEPS:

1. Access SABRS Expenditure and Col | ecti on (E&C) dat abase.
2.  Input source data.
3. Verify data input for errors.
4. Correct discrepancies.
5. Subnit for audit.
INITIAL TRAINING SETTING MXJT Sustainment: 9 Req By: Pvt

REFERENCE( S) :
1. SABRS User's Manual

TASK: 3432.04.09 (CORE PLUS) PREPARE FI NANCI AL RETURNS
CONDITION(S): Gven financial returns and the reference.

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

Appendi x E to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Review and sort vouchers.

2. Conpare and bal ance appropriate totals and paynment anounts.
3. Assenble all financial returns.

4. Submt to the auditor for review

5. Submit to appropriate activity.

6. Transmt all financial returns.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE(S) :

1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.10 (CORE PLUS) PREPARE PUBLI C VOUCHER

CONDITION(S): Gven a vendor's bill, a calculator, valid contract, receiving

endor senment, invoice, typewiter or personal conputer with access to FormFlow, and the
ref erence.

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

PERFORVANCE STEPS:

1. Review appropriate docunents.

2. Calcul ate paynents.

3. Prepare voucher for audit.

4. Submt to the auditor for review

INITIAL TRAINING SETTING MXT Sustainment: 9 Req By: Pvt

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.11 (CORE PLUS) PREPARE DI SBURSI NG VOUCHER LOGS
CONDI TION(S): G ven source docunents, blank |og book, and the reference.

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

Appendi x E to
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PERFORVANCE STEPS:

1. Input D sbursing Oficer's voucher (DOV) nunbers into the | og book.
2. Assign DOV nunber to respective vouchers.
3. Transcribe voucher data to correspondi ng nunber in DOV | og.

INITIAL TRAINING SETTING MXT Sustainment: 2 Req By: Pvt

REFERENCE( S) :
1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.12 (CORE) AUDI T COLLECTI ON VOUCHERS
CONDI TION(S): G ven DD Forns 1131 [Cash Col | ecti on Vouchers] and the references.

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

PERFORVANCE STEPS:

1. Audit the DD Form 1131.

2. Ensure discrepancies are corrected.

3. (btain Collection Voucher (CV) nunber.

4. Submit the collection vouchers to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainnent: 4 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R Marine Corps Total Force System (MCTFS) Automated Pay
Syst em Manual

2. DOD FMR VOL. 5, Disbursing Policy and Procedures

3. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

TASK: 3432.04.13 (CORE) AUDI T DEPCSI T TI CKETS

CONDI TION(S): Gven a deposit ticket (SF 215) and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
deposit.
Appendi x E to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Ensure negotiable instrunents are encl osed.
2. Audit endorsenent of checks.
3. Audit record of the checks.
4, Audit anmount of the deposit.
5. Audit the deposit ticket and its preparation.
6. Audit the distribution process.
7. Ensure discrepancies are corrected.
8. Submit deposit ticket.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.14 (CORE PLUS) MAI NTAI N CUSTCDY AND CONTRCL OF CHECKS

CONDI TION(S): G ven source docunents, abstracts, prepared checks, a secure area, and
the references.

STANDARD(S): To neet standards of accuracy per the references prior to subnission for
si gnature.

PERFORVANCE STEPS:

1. Verify check stock agai nst source docunents.

2. Submit for review

3. Ensure checks are safeguarded in a secure area.
INITIAL TRAINING SETTING MXJT Sustainment: 2 Req By: SSgt

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS) Autonated Pay
Syst em Manual

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures

TASK: 3432.04.15 (CORE) AUDI T DAILY STATEMENT OF ACCOUNTABI LI TY

Appendi x E to
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CONDITION(S): Gven a daily statement of accountability, supporting/substantiating (S)
docunents, a calculator, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
certification.

PERFORVANCE STEPS:

1. Ensure all supporting docunents are avail abl e/ encl osed.

2. Audit data on daily statement of accountability.

3. Ensure discrepancies are corrected.

4. Submt daily statenent of accountability to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.16 (CORE) AUDI T FI NANCI AL RETURNS
CONDITIONS): Gven the nonthly financial returns and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subnission for
certification.

PERFORVANCE STEPS:

1. Verify all financial returns.

2. Audit distribution process.

3. Ensure discrepancies are corrected.

4. Submit the financial returns to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.17 (CORE) AUDI T PUBLIC VOUCHERS

CONDITION(S): Gven a vendor's bill, valid contract, receiving endorsenent and invoice,
cal cul ator, and the reference.

Appendi x E to
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STANDARD(S): To neet standards of accuracy per the reference prior to subm ssion for
certification and paynent.

PERFORVANCE STEPS:

1. Review appropriate docunents.

2. Audit payment conputations.

3. Audit paynent date.

4. Ensure discrepancies are corrected.

5. Ootain voucher nunber.

6. Submt the public voucher to the certifier for certification.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.18 (CORE) AUDI T STANDARD FORM (SF) 1080

CONDI TION(S): G ven an SF 1080 [Voucher for Transfers Between Appropriations and/or
Funds], supporting/substatiating "S' documents, and the reference.

STANDARD(S): To neet standards of accuracy per the reference prior to subm ssion for
certification.

PERFORVANCE STEPS:

1. Determine the proper appropriation data to be charged.
2. Determine the proper appropriation data to be credited.
3. Audit the SF 1080.
4. Ensure the discrepancies are corrected.
5. Submt the SF 1080 to the certifier for certification.
6. Distribute the SF 1080.

INITIAL TRAINING SETTING FLC Sustainment: 3 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

Appendi x E to
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TASK: 3432.04.19 (CORE PLUS) NAI NTAIN ON- LI NE TREASURY REPORTS

CONDI TION(S): G ven source docunents, access to an automated systemwi th applicable
software and internet conductivity, access to Customer Information Control System
(ACS), and the reference.

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

PERFORVANCE STEPS:

1. Enter all non-automated check nunbers and anounts into treasury system
2. Verify automated check nunbers and totals are reported.
3. Show adjustnments to current or prior nonth(s) issues.
4. Submt nonthly total check is issued.
INITIAL TRAINING SETTING MXJT Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.20 (CORE) MAI NTAI N SUSPENSE ACCOUNTS

CONDI TION(S): G ven a suspense account report (nmonthly), source docunents, and the
ref erence.

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

PERFORVANCE STEPS:

1. Review suspense account.

2. Conpare suspense account report to source docunents.
3. Reconcile itens on report for renoval.

4. Bal ance suspense account.

INITIAL TRAINING SETTING FLC Sustainment: 3 Req By: SSgt

REFERENCE( S) :

1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.21 (CORE PLUS) PROCESS UNAVAI LABLE/ RECERTI FI ED CHECKS

Appendi x E to
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CONDI TION(S): G ven source docunents, SF 1184, access to an automated systemw th
applicabl e software and i nternet conductivity, access to DI TSO Denver, and the
ref erence.

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

PERFORVANCE STEPS:

1. Research and verify source docunents.
2. Submt SF Form 1184 (Unavail abl e Check Cancel |l ation) to DFAS-KC.
3. Review daily advice of status.
4. Prepare voucher to issue recertified check.
5. Mintain a recertified check register.
INITIAL TRAINING SETTING MXJT Sustainment: 9 Req By: Pvt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.22 (CORE) AUDI T UNAVAI LABLE/ RECERTI FI ED CHECKS

CONDI TION(S): G ven source docunents, SF 1184, access to an automated systemwth
appl i cabl e software and i nternet conductivity, access to DI TSO Denver, and the

ref erence.

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

PERFORVANCE STEPS:

1. Audit source docunents.

2. Audit daily advice of status.

3. Approve for paynent.

4. Submt to certifier for certification.

INITIAL TRAINING SETTING FLC Sustainnent: 6 Req By: SSgt

REFERENCE( S) :

1. DOD FMR VA.. 5, Disbursing Policy and Procedures

TASK: 3432.04.23 (CORE PLUS) PREPARE COMVENCEMENT OF DI SBURSI NG DUTY/ AGENT

CONDI TION(S): G ven source docunents, typewiter/personal conputer, and the reference.

Appendi x E to
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STANDARD(S): To neet standards of accuracy per the reference.

PERFORVANCE STEPS:

1. Prepare source documents.
2. otain signatures.
3. Distribute docunents.
INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures

TASK: 3432.04.24 (CORE PLUS) PROCESS TRAVEL VOUCHERS

CONDITIONS): Gven certified travel vouchers, block of treasury checks, access to an
aut onat ed systemw th applicable software and internet conductivity, access to

El ectroni ¢ Funds Transfer (EFT), and the references.

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

PERFORVANCE STEPS:

1. Input source data into check produci ng/ EFT system

2. Transfer data to DFAS-KC and await confirmati on of receipt.
3. Print reports and deliver to travel section.

4. Distribute vouchers.

INITIAL TRAINING SETTING MXT Sustainment: 3 Req By: Pvt

REFERENCE( S) :
1. DOD FMR, VO.. 5, Disbursing Policy and Procedures
2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

ADM NI STRATI VE | NSTRUCTI ONS: Conput er Trai ning (COMIRAIN), Fed Line

TASK: 3432.04.25 (CORE PLUS) AUDI T DI SBURSI NG VOUCHER LOGS
CONDI TION(S): G ven di sbursing voucher |ogs and the reference.

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

Appendi x E to
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PERFORVANCE STEPS:

1. otain | ogbook fromclerk.
2. Verify voucher to assigned entries.
3. Monitor numnber assignments.
INITIAL TRAINING SETTING MXT Sustainnent: 2 Req By: SSgt

REFERENCE( S) :
1. DOD FMR VA.. 5, Disbursing Policy and Procedures

Appendi x E to
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MOS 3441, NAF AUDI T TECHNI Cl AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3441.01.01 (CORE PLUS) PREPARE ANNUAL AUDI T RELATED BUDCET( S)

CONDITION(S): Gven the requirenent to prepare an audit, training, and/or operations
and mai nt enance budget (s), guidance from hi gher headquarters, annual audit plan,
tranportation costs, required information concerning the activities to be audited,
training plan, and the references.

STANDARD(S): To support m ssion requirenents per the references.
PERFORMANCE STEPS:

1. Review budget guidance from hi gher headquarters.

2. Assist the regional director in preparing an audit budget.
a. Review the annual audit plan.
b. Determine which audits will incur direct costs.

c. Compute per diem transportation, and other m scell aneous cost for each
engagenent based on the forecasted audit staff required.

3. Assist the regional director in preparing a training budget.
a. Review the annual training plan.

b. Determine the source and cost of available training that will support
the training plan/requirenents.

c. GCompute per diem transportation, and other mscellaneous cost for each
training evol ution.

4. Prepare an operations and nai nt enance budget.
a. Review previous actual to budget perfornmance.
b. Validate current and future requirements.
5. Assist in preparation of budget subm ssion(s) in the prescribed fornmat.

6. Assist Regional Director (RD in budget(s) submi ssion to higher headquarters for
approval .

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Mgt

REFERENCE( S) :
1. JTRJFTR

2. MCONAFAS Audit Policy Mnual

Appendi x F to
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3. MONAFAS Audit Procedures Manual

4. MCO P7100.8, Field Budget Qui dance Manual

TASK: 3441.01.02 (CORE PLUS) NAI NTAIN AN ANNUAL MAN- HOUR BUDGET

CONDI TION(S): Gven the annual audit plan, forecasted staff |evels, annual training
pl an/ budget, and the references.

STANDARD(S): To nonitor Marine Corps Non-Appropriated Fund Audit Service (MCONAFAS)
man- hour resources per the references.

PERFORVANCE STEPS:

1. Reviewcurrent and past years actual man-hours to budgeted nman-hours as a basis
for preparing the new budget.

2. Conpute total nan-hours available for the conmi ng year based on the forecasted
staffing | evels.

3. Alocate direct audit time based on the annual audit plan.

4. Alocate indirect audit tine based on the annual training plan/budget and ot her
adm ni strative consi deration.

5. Prepare the budget in the prescribed fornat.
6. Ensure all MCNAFAS personnel tine is accounted for on a daily basis.

7. Ensure that a quarterly analysis is conducted to determ ne direct and indirect
tine spent to assist the Director in audit nodifications.

8. Subnit a report in the prescribed format to the Director, MONAFAS contai ning the
actual audit hours expended no later than the 15th of the nmonth follow ng the
fiscal year end.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Mgt

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual

2. MCNAFAS Audit Procedures Manual

TASK: 3441.01.03 (CORE PLUS) PREPARE AN ANNUAL AUDI T PLAN

CONDITION(S): Gven the requirenment to prepare an annual audit plan, audit inventory
and frequency criteria, forecasted audit staff levels, results of past audits, access to
aut onat ed system and audit pl anning applications, and the reference.

STANDARD(S): To neet mission requirenments per the references.
Appendi x F to
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PERFORVANCE STEPS:

1. Determne audit requirenents for each activity.
2. Determne type of audit required based on past audits and current audit cycle.

3. Select activities, prograns or functional areas to be audited based on results
of previous audits, risk, materiality, and other considerations.

4. Schedul e audits for the year based on forecasted staffing | evels.
5. Prepare the audit plan utilizing the format prescribed by the references.

6. Prepare the audit plan, along with TAD and man- hour budgets, for subm ssion to
Director, MCNAFAS for approval by 30 June of each year.

7. Mnitor the audit plan and submt revisions as required.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Mgt

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual
2. MCONAFAS Audit Procedures Manual

3. MO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Mari ne Corps Non-Appropriated Fund Audit Service (MCONAFAS)

TASK: 3441.01.04 (CORE PLUS) PERFORM THE DUTIES OF AN AUDI T CH EF
CONDI TION(S): G ven assignnent as an audit chief, audit staff, and the references.
STANDARD(S): To assist in the acconplishments of audits per the references.

PERFORVANCE STEPS:

1. Execute audit prograns as directed by the audit supervisor.
2. Supervise the conduct of the audit.

3. Review working papers to ensure adequacy of coverage during the conduct of the
audi t.

4. Assist in preparing/reviewing draft reports, as directed.

5. Provide audit supervisor with input for audit staff training.
6. Ensure audit training is acconplished.

7. Provide input for performance eval uati ons of staff auditors.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: GySgt

Appendi x F to
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REFERENCE( S) :
1. MCONAFAS Audit Policy Manual

2. MCONAFAS Audit Procedures Manual

TASK: 3441.01.05 (CORE PLUS) MANAGE DAI LY OPERATI ON OF MCNAFAS REG ONAL OFFI CE

CONDI TION(S): G ven the assignment of Regional Office NCOC, a region staff, and the
ref erences.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Assist the Regional Director in preparing audit plans and budgets.
2. Brief the Regional Director on all areas of operation.

3. Review working papers and draft reports to ensure conpliance with quality
control standards.

4. Maintain the status of and advi se the Regional Director on all draft reports to
the audited activities and the tineliness of the responses.

5. Ensure the proper preparation of final audit reports and timely submission to
the audited activity and Director, MCNAFAS.

6. Assist the regional director in establishing and naintaining the training plan.

7. Reviewand route all incom ng correspondence and nmai ntain the regional office
l'ibrary.

8. Manage CGovernment travel charge card programand act as primary custodian.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Mgt

REFERENCE( S) :
1. MCONAFAS Audit Policy Manual

2. MCONAFAS Audit Procedures Manual

Appendi x F to
ENCLCSURE ( 6)
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DUTY AREA 02 - AUDI T FUNCTI ONS

TASK: 3441.02.01 (CORE PLUS) PLAN AN AUDI T

CONDITION(S): G ven the requirenent to conduct a financial, programresults, and/or
per f ormance audit, nanagenent assistance, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Determne the scope of the audit.
2. Determne available tinme and personnel (nanpower and qualifications).
3. Notify the activity to be audited of upcom ng audit.

4. Set specific cutoff dates for perform ng key audit procedures (i.e., bank
confirmation, inventory observations, circulations, etc.).

5. Determine foll owup work from previous audits.

6. Prepare and submit a request to the activity to furnish the required prelimnary
i nformation.

7. Arrange entrance briefs.
8. Assenble resources required to acconplish audit.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: GySgt

REFERENCE( S) :
1. CGovernment Auditing Standards
2.  MCONAFAS Audit Policy Manual

3. MCNAFAS Audit Procedures Manual

TASK: 3441.02.02 (CORE PLUS) CONDUCT A PRE-AUDI T SURVEY

CONDITION(S): Gven the requirenent to conduct a financial, programresults, and/or
perfornmance audit, nanagenent assistance, required audited activity financial data and
internal policy letters, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Gather background information on the activity to be audited.

2. Faniliarize yourself with the required operational procedures.

Appendi x F to
ENCLOSURE ( 6)
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3. Visit the audit site and assess the adequacy and effectiveness of internal
control s.

4. Exami ne the control of autonmated systens to determine the validity of the
i nformati on.

5. Conduct an analytical review of the activity's financial data to identify any
vul nerabilities and potential problem areas.

6. Ensure that all audit work is adequately docurmented in the working papers.
7. Establish or redefine audit objectives and scope of work, as required.
8. Determine resources required to conduct the audit.

9. Prepare and submt a letter notifying the activity's director of the purpose,
scope, and time period of the audit.

10. Conduct followup on previously reported audit findings and recommendations to
det ermi ne nmanagenent's corrective action and responsi veness to audit comments.

11. Assist in the devel opnent of an audit programto achi eve the planned audit

obj ectives based upon the purpose and scope of the audit and the specific audit
procedures to be used.

12. Update pernmanent files.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE(S) :
1. Applicable Generally Accepted Accounting Principles (GAAP)
2. Governnent Auditing Standards
3. MCONAFAS Audit Quides and Prograns
4. MCNAFAS Audit Policy Mnual
5. MONAFAS Audit Procedures Manual

6. MCO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Marine Corps Non-Appropriated Fund Audit Service ( MCNAFAS)

TASK: 3441.02.03 (CORE PLUS) CONDUCT AN AUDI T

CONDITION(S): Gven the requirenent to conduct a financial, programresults, and/or
perfornmance audit, nmanagenent assistance, activity's financial records and busi ness
papers, access to autonated systemand appropriate applications, required fornms and
wor ki ng papers, and the references.

STANDARD(S): To support m ssion requirenents per the references.
Appendi x F to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Conduct substantive tests based on the presurvey sanpling plan.
2. Analyze results of substantive tests.

3. Consider the materiality and effect to the financial statenments of all
deficiencies identified.

4. Ensure that all audit work is adequately docunmented i n the working papers.

5. Thoroughly analyze audit results and devel op findings to include condition,
cause, criteria, effect, and recomrended corrective action.

6. ldentify potential nmonetary benefits saved by corrective action, as applicable.

7. Present verbal briefs, as required, throughout the audit to bring about quick
responsive action to findings as they are found.

8. Schedule exit briefs of key activity personnel.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Sgt

REFERENCE( S) :
1. Applicable Generally Accepted Accounting Principles (GAAP)
2. CGovernnent Auditing Standards
3. MCONAFAS Audit uides and Prograns
4., MCNAFAS Audit Policy Mnual
5.  MONAFAS Audit Procedures Manual

6. MOO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Marine Corps Non-Appropriated Fund Audit Service ( MCNAFAS)

TASK: 3441.02.04 (CORE PLUS) PERFORM PCST- AUDI T WORK

CONDI TION(S): G ven audit working papers containing the results of audit work
acconpl i shed to date and the references.

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

PERFORVANCE STEPS:

1. Review audit working papers to ensure they are accurate, sufficient, comnpetent,
and rel evant evidence to support concl usions and neet objectives.

2. Prepare a draft of the applicable audit report(s), using appropriate format,
content, and cross-references, for subnission to the Regional Director.

Appendi x F to
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3. Conduct a quality assurance review.

4, Deliver the draft report(s) to the audited activity for coments.

5. Revi ew command comrent s.

6. Resolve any disagreenents.

7. Assist in the preparation of final report(s) with applicable activity coments.
8. Distribute copies of the report(s), as required.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: GySgt

REFERENCE( S) :
1. Applicable Generally Accepted Accounting Principles (GAAP)
2. CGovernment Auditing Standards
3. MCONAFAS Audit uides and Prograns
4. MCNAFAS Audit Policy Mnual
5. MCNAFAS Audit Procedures Manual

6. MOO 7510.2, Internal Audit of Non-Appropriated Fund Institutions (NAFI) by
Mari ne Corps Non-Appropriated Fund Audit Service (MCONAFAS)

Appendi x F to
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MOS 3451, FI SCAL/ BUDGET TECHNI Cl AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3451.01.01 (CORE PLUS) NAI NTAI N CORRESPONDENCE FI LES AND DI RECTI VES
CONDITIONS): Gven file folders, labels, list of applicable standard subject
identification codes, correspondence, reports, nessages, records to be naintained, and
the references.

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

PERFORVANCE STEPS:

1. Establish file folders by SSIC sequence.

2. Miintain correspondence files by fiscal year.
3. File nmessages in date tine group sequence.

4. Maintain all required publications.

5. Maintain historical data files.

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. MO0 5210.11, Records Managenent Program
2. MOO 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 Manual

Appendix Gto
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DUTY AREA 02 - FI SCAL FUNCTI ONS

TASK: 3451.02.01 (CORE) EMPLOY AUTQVATED ACCOUNTI NG SYSTEM

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity, access to Qustomer Information Control System (O CS), and the references.

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

PERFORVANCE STEPS:

1. Access automated system
2. Access Customrer Information Control System (CCS).
3. Choose appropriate application.
4. Choose appropriate subsystem
5. Input data as required.
6. Exit automated system
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :

1. Local Standing Operating Procedures

2. SABRS User's Manual

TASK: 3451.02.02 (CORE) EMPLOY AUTOVATED REPORTS DI STRI BUTI ON SYSTEM

CONDI TION(S): G ven access to an autonated systemwi th applicable software and internet
conductivity and the references.

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

PERFORVANCE 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

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

Appendix Gto
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REFERENCE( S) :

1. Local Standing Operating Procedures
2. Local System User's Manual (s)

ADM NI STRATI VE | NSTRUCTI ONS: Conputer training for | NFOPAC and SMARTS.

TASK: 3451.02.03 (CORE) MANAGE MARI NE CORPS/ NON- MARI NE CORPS APPROPRI ATl ONS

CONDI TION(S): G ven Marine Corps and non-Marine Corps appropriations, access to an
autonat ed systemwith applicable software, and the references.

STANDARD(S): To support m ssion requirenents per the references.

PERFORVANCE STEPS:

1. Receive funding authorization.
2. ldentify appropriate accounts.
3. Process funding authorization.
4. Establish accounting/reporting procedures.
5. Monitor execution.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. DOD 7000.14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

2. DOD FMR VOL. 12, Special Accounts, Funds, and Progranms

3. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02.04 (CORE) VALI DATE QUTSTANDI NG OBLI GATI ONS/ ADVANCES

CONDI TION(S): G ven accounting source docurents, outstanding obligations, advance
listings, access to an autonated systemw th applicable software, and the references.

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

PERFORVANCE STEPS:

1. Review the outstandi ng obligations/advances |isting.

Appendix Gto
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2. Annotate the outstanding obligations/advances listing with appropriate action to
be taken.

3. Take the required corrective action, per annotated |isting.

4. Submt the conpl eted outstandi ng obligations/advances |isting and supporting
docunents to the appropriate activities.

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :

1. Local Standing Operating Procedures

2. DOD 7000. 14R, DOD Financi al Managenent Regul ati ons (DOD FMR seri es)

3. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02.06 (CORE) CONSTRUCT A LI NE OF ACCOUNTI NG (LQA)

CONDITION(S): G ven a requirement to construct a Line of Accounting (LOA) and the
ref erences.

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

PERFORVANCE STEPS:

1. Determne the correct appropriation to be used.
2. Construct a line of accounting using the correct data el ement.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. DOD I NST 7000 Series Publications

2. SABRS User's Manual
3. MO 7301R 65, Fund Code System

4. MO P7300.21, Marine Corps Financial Execution Standard Operating Procedure
Manual

5. MCO P7300.8, Marine Corps Financial Accounting Manual

TASK: 3451.02.07 (CORE) PROCESS SOURCE DOCUMENTS

Appendix Gto
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CONDI TION(S): G ven source docunents, access to an automated systemw th applicable
software and i nternet conductivity, access to an autonated accounting system and the
ref erences.

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

PERFORVANCE STEPS:

1. Receive the source docunents.

2. Verify the essential accounting informati on on the supporting docunmentation is
correct.

3. Select the appropriate Docunent |dentifier Code.

4. Input the source docunents into the automated accounting system
5. Verify output for accuracy.

6. Provide technical assistance to external agencies.

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. SABRS User's Manual
2. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)
3. MO P4200. 15, USMC Pur chasi ng Procedures Manual

4., MCO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

5. MO P7300. 8, Marine Corps Financial Accounting Mnual

6. UM 4400- 124, FMF SASSY Using Unit Procedures

TASK: 3451.02. 08 (CORE) PREPARE AN EXPENDI TURE/ COLLECTI ON SOURCE DOCUMENT

CONDITION(S): Gven the requirenent to prepare an expenditure/collection source
docunent, access to an automated systemwi th applicabl e software, and the references.

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

PERFORVANCE STEPS:

1. Verify the obligation/recei pt docunent.

2. Determine the appropriate action required.

Appendix Gto
ENCLOSURE ( 6)
6-G5



MCO 1510. 75C
15 AUG 03

3. Verify or construct the line of accounting data and/or financial information
poi nter.

4. Prepare the appropriate expenditure/collection source docunent.
5. Prepare certification statenent, if applicable.

6. Submit the expenditure/collection source docunent to the certifying officer for
si gnature.

7. Forward the certified expenditure/collection source document to the appropriate
payi ng activity.

8. Provide technical assistance to external agencies.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. DOD INST 7000 Series Publications

2. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)
3. MO P4200. 15, USMC Purchasi ng Procedures Manual

4., MCO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02.09 (CORE) CORRECT ERROR TRANSACTI ONS

CONDITION(S): Gven an error report, access to an automated systemw th applicable
software and i nternet conductivity, access to an automated accounting system and the
r ef erences.

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

PERFORVANCE STEPS:

1. lIdentify the error for each transaction.

2. Correct the error.

3. Verify the correction on the next accounting cycle.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. SABRS User's WManual

2. DOD 7000.14R, DOD Financi al Managenent Regul ati ons (DOD FMR seri es)
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3. MCO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02.12 (CORE) RECONCI LE UNVATCHEDY REJECTED DI SBURSEMENT

CONDI TION(S): G ven unmatched/rejected expenditure |istings, expenditure/collection
docunents, access to an autonated systemw th applicable software and i nternet
conductivity, access to an accounting system and the references.

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

PERFORVANCE STEPS:

1. ldentify the error for each transaction.

2. Determine corrective action necessary to resol ve unmatched/rejected
transacti ons.

3. Correct transactions.
4. Verify the correction posted.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. SABRS User's Manual

2. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)

3. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02. 13 (CORE) RECONCI LE BUDGET EXECUTI ON ACTI VI TY/ FUND ADM NI STRATCR RECORDS
CONDI TION(S): G ven budget execution activity/fund adm nistrator records, required
reports, required source docunents, access to an autonmated systemwith applicable
software and i nternet conductivity, access to an automated accounting system and the

r ef erences.

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

PERFORVANCE STEPS:

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

2. Verify adjustments to the budget execution activity/fund adm ni strator records.

Appendix Gto
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3. Take corrective action of budget execution activity/fund adm nistrator
reconciliation results.

4. Reconcil e spendi ng subsystens to budget execution.

5. Conpute the remaining obligation authority for the budget execution
activity/fund adm ni strator.

6. Prepare the budget execution activity/fund adm nistrator reconciliation report.

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE('S) :
1. Local Standing Operating Procedures
2. DOD 7000. 14R, DOD Fi nanci al Managerment Regul ati ons (DOD FMR seri es)

3. MCO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

TASK: 3451.02. 14 (CORE) ESTABLI SH A REI MBURSABLE ACCOUNT

CONDI TION(S): G ven an accepted rei nbursabl e source docunent, required |ocal fornms,
access to an automated systemw th applicabl e software and i nternet conductivity, access
to an autonated accounting system and the references.

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

PERFORVANCE STEPS:

1. Receive the accepted reinbursabl e docunent authorizing the establishnent of a
rei nbur sabl e account.

2. Verify the accounting data contained in the docunent.
3. Assign the appropriate code/ nunbering information.
4. Process the reinbursabl e source docunent into the accounting system

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

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. DoN Financial Managenent Policy Mnual (FMPM

2. Local Standing Qperating Procedures

3. SABRS User's Nanual
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4. DOD FMR, VOL. 11, Reinbursable Qperations, Policy, and Procedures

5. DOD FMR, VOL. 14, Administrative Control of Funds and Antideficiency Act
Vi ol ati ons

6. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

7. MOO P7300.8, Marine Corps Financial Accounting Mnual

TASK: 3451.02.15 (CORE) UPDATE LOCAL TABLES

CONDI TION(S): G ven accounting classification code data, functional data el ements,
organi zati onal data el enents, access to an autonated systemwi th applicable software and
internet conductivity, access to an automated system and the references.

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

PERFORVANCE STEPS:

1. Verify the accounting data for input.

2. Determine the tables that require update.

3. Input the required information to the appropriate tables.
4. Validate the data el enent table output.

5. Correct discrepancies.

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. SABRS User's Manual
2. DOD 7000. 14R, DOD Financi al Managenent Regul ati ons (DOD FMR seri es)

3. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual

4., MCO P7300.8, Marine Corps Financial Accounting Manual

TASK: 3451.02.16 (CORE) RECONCI LE REI MBURSABLE ACCOUNTS

CONDI TION(S): G ven reinbursabl e source docunents, required reports, required
accounting fornms, access to an autonated systemw th applicable software and internet
conductivity, access to an autonated accounting system and the references.

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

1. Verify authorization anounts.

2. Verify obligated anmounts.

3. Verify expensed accounts.

4, Verify liquidated anounts.

5. Verify accounts receivabl e and accounts receivabl e unbilled anounts.
6. Verify funds coll ected anmounts.

7. Ensure discrepancies are corrected.

8. Prepare requests for funding increase/withdrawals fromthe grantor.

9. Forward audited status of funds and requests for funding increase/w thdrawal for
signature/distribution.

10. Request a reinbursable trail bill.

11. Reviewthe trail billings for the account.

12. Execute the reinbursable custormer bill option.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :

1. Local Standing Operating Procedures

2. SABRS User's Manual

3. MO P7300.21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3451.02.19 (CORE PLUS) MONI TCR FI NANCI AL CPERATI ONS

CONDI TION(S): G ven assignnent as fiscal chief, access to an automated systemw th
appl i cabl e software and internet conductivity, access to an automated accounting
system

and t he references.

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

PERFORVANCE STEPS:

1. Monitor correction of error reports.

2. Monitor the processing of source docunents.

Appendix Gto
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Moni t or budget execution activity/fund adm ni strator reconciliation.
Moni t or rei mbursabl e accounts.

Moni t or accounting systens data el ement tables.

Moni tor accounting reports.

Eval uate interservice support agreenents.

Eval uat e menor andum of agreenents.

Eval uat e menor andum of under st andi ngs.

INITIAL TRAINING SETTING FLC Sustainnent: 6 Req By: SSgt

REFERENCE( S) :
1. Local Standing Operating Procedures
2. USMC 7100 Series Publications
3. DOD FMR VOL. 1, Ceneral Financial Mnagenent |nformation, Systens, and

Requi renent s

4.

MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure

Manual

TASK: 3451.02.20 (CORE PLUS) 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 reference within 24 hours of notification.

PERFORVANCE STEPS:

1.

2.

3.

4.

5.

Access prevalidation system

Noti fy subordi nate comrand of suspended paynent.

Revi ew correction subm tted by the subordi nate command.
Subnit action request response.

Val i date corrected postings to accounting system

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Opl

REFERENCE( S) :

1.

O-line Prevalidation of Paynent to Unliquidated oligation System Manual
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TASK: 3451.02.21 (CORE) CONSTRUCT A DOCUMENT NUMBER
CONDI TION(S): Gven the requirenment to construct a document nunber and the references.
STANDARD(S): To ensure transaction identification in accordance with the references.

PERFORVANCE STEPS:

1. Select appropriate type of docunent nunber.
2. Construct a Standard Docurent Nunber.

3. Construct a Mlitary Standard Requi sitioning and | ssue Procedures (M LSTRI P)
docurent nunber.

INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. MCO P4200. 15, USMC Purchasing Procedures Manual

2. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

3. UM 4400- 124, FM- SASSY Using Unit Procedures

TASK: 3451.02.22 (CORE) DETERM NE THE APPROPRI ATE DATA ELEMENTS

CONDI TION(S): G ven the requirement to assign accounting data elements to a financi al
transaction and the references.

STANDARD(S): To ensure transactions are correctly recorded in accordance with the
r ef erences.

PERFORVANCE STEPS:

1. Determne the chargeabl e appropriation.

2. Construct a Financial Information Pointer (FIP) for appropriations 1106 and
1107.

3. Select required data el enents for all other appropriations.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: Pvt

REFERENCE( S) :
1. SABRS User's Manual

2. MCO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure

Manual
Appendix Gto
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TASK: 3451. 02. 23 (CORE PLUS) PERFORM ACCOUNTI NG FUNCTI ONS FOR Cl VI LI AN LABCR

CONDI TION(S): G ven access to an autonmated systemwith applicable software, access to
an automat ed accounting system and the references.

STANDARD(S): To ensure standards of accuracy are net per the references.

PERFORVANCE STEPS:

1.

2.

3.

4.

5.

Est abl i sh new enpl oyee records.
Updat e enpl oyee records, as required.
| nput | abor excepti ons.

Correct |abor adjustment errors.

Bal ance | abor reports.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. SABRS User's Manual
2. DOD 7000.14R, DOD Financi al Managenent Regul ati ons (DOD FMR seri es)
:I\g/l-a I\/IDO P7300. 21, Marine Corps Financial Execution Standard Qperating Procedure
nua

Appendix Gto
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DUTY AREA 03 - BUDCGET FUNCTI ONS

TASK: 3451.03.01 (CORE PLUS) DEVELCP A PROGRAM OBJECTI VE MEMORANDUM ( POV

CONDI TION(S): G ven POM gui dance, unit historical data, current |ong-range plan, access
to an automated systemwi th applicable software and i nternet conductivity, and the

ref erences.

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

PERFORVANCE STEPS:

1. Review POM gui dance from hi gher headquarters.

2. Prepare and distribute | ocal guidance for preparation of the POM
3. Validate input received against POMIimtations.

4. Consolidate subordinate unit input.

5. Prepare draft POM exhibits.

6. Submit draft POMto the comrander.

7. Prepare approved POM for signature.

8. Forward signed POMto the appropriate activity.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE('S) :
1. MCBUL 7100, Current version
2. MOO P7100. 8, Field Budget Qui dance Manual

ADM NI STRATI VE | NSTRUCTI ONS: The POM process is an increnental step in the planning,
program ng, budgeting, and execution system

TASK: 3451.03.02 (CORE) DEVELCP AN OPERATI NG BUDGET

CONDI TION(S): G ven budget gui dance, access to an automated systemw th applicable
software, access to a budget fornul ation system and the references.

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

PERFORVANCE 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.

Appendix Gto
ENCLCSURE ( 6)
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4. Load budget records into budget forrmulation system

5. Print nanagenent reports and special exhibits.

6. Review budget reports and exhibits for accuracy.

7. Submt operating budget for signature.

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

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE(S) :
1. Budget Formul ation Subsystem User's Manual
2. DOD FMR VOL. 12, Special Accounts, Funds, and Prograns
3. MBUL 7100, Current version
4. MCO P7100.8, Field Budget Qui dance Manual

5. MCO P7300.21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3451.03.03 (CORE PLUS) EXECUTE A FI NANCI AL PLAN

CONDI TION(S): Provi ded a budget authorization from hi gher headquarters, budget working
papers from subordi nate commands, access to an automated systemw th applicabl e software
and internet conductivity, access to an accounting system and the references.
STANDARD(S): To neet mission requirenents per the references.

PERFORVANCE STEPS:

1. Receive authorization from hi gher headquarters.

2. Review Anal yze subordi nate conmand' s budget subm ssi ons.
3. Assign budget ceilings.

4. Prepare letters of authorization.

5. Distribute authorizations in accounting system

6. Review budget execution reports.

7. Monitor obligation rates.

8. Realign authorization, as required.

9. Develop a prioritized list of initiatives.

Appendix Gto
ENCLOSURE ( 6)
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INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. DoN Financial Managenent Policy Manual (FMPM

2. Local Standing Operating Procedures
3. DOD FMR VOL. 2, Budget Formulation and Presentation

4. MCO P7100.8, Field Budget Qui dance Manual

TASK: 3451.03.04 (CORE PLUS) EXECUTE FI SCAL YEAR CLCSEQUT

CONDI TION(S): Gven a financial plan, closeout guidance, access to an automated system
with applicable software and internet conductivity, access to an accounting system and
the references.

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

PERFORVANCE STEPS:

1. Review closeout guidance from hi gher headquarters.

2. Prepare a plan of action and m | estones per the guidance received from hi gher
headquarters.

3. Prepare and redistribute local fiscal year closeout gui dance based upon the pl an
of action and m | estones.

4. Monitor the execution of the fiscal year closeout.
5. Prepare and forward required reports to the appropriate activities.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. Local Standing Operating Procedures
2. DOD 7000. 14R, DOD Fi nanci al Managenent Regul ati ons (DOD FMR seri es)
3. MBUW 7100, Current version

4. MO P7300. 21, Marine Corps Financial Execution Standard Operating Procedure
Manual

TASK: 3451.03.05 (CORE PLUS) MONI TOR THE STATUS OF PRI CR FI SCAL YEAR APPROPRI ATI ONS

Appendix Gto
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CONDITION(S): Gven prior fiscal year appropriations, access to an automated system
with applicable software and internet conductivity, access to an accounting system and
the references.

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

PERFORVANCE STEPS:

1. Monitor unliquidated obligation reduction goals.

2. Mnitor prior year bal ances.

3. Prepare required reports.

4, Maintain prior fiscal year records, as required.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. DoN Financial WManagenent Policy Manual (FMPM

2. Local Standing Operating Procedures
3. NAVCOWT Manual , Vol une |1
4, DOD FMR VOL. 12, Special Accounts, Funds, and Prograns

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

TASK: 3451.03.06 (CORE PLUS) PROCESS ALLOCATI ONS

CONDI TION(S): G ven an allocation requirement, access to an automated systemwth

appl i cabl e software and internet conductivity, access to an accounting system and the
ref erences.

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

PERFORVANCE STEPS:

1. Identify 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.

INITIAL TRAINING SETTING MXT Sustainment: 6 Req By: Pvt

REFERENCE( S) :

1. Local Standing Operating Procedures

Appendix Gto
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2. SABRS Al location User's Manual

3. MO P7300.21, Marine Corps Financial Execution Standard Qperating Procedure
Manual
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DUTY AREA 04 - RESOURCE, EVALUATI ON, AND ANALYSI S (RE&A) FUNCTI ONS

TASK: 3451.04.01 (CORE PLUS) COCRDI NATE AN AUDI T BY AN EXTERNAL AGENCY

CONDI TION(S): G ven the assignment as command audit coordinator, notification of a unit
audit by an external agency, proposed audit schedule, a list of command staff sections
and subordinate units to be audited, point of contact fromthe auditing agency, and the
ref erence.

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

PERFORVANCE 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. Monitor 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 conmand response within the required tinme franes.

9. Ensure nonconcurrence with reconmendations is properly recorded.

10. Conduct followup to ensure applicabl e recommendati ons are i npl ement ed.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :
1. MCO 7510.3, Conmand Attention/Audit Rep NAFI s/ MCNAFA

TASK: 3451.04.02 (CORE PLUS) NAI NTAI N AN | NTERNAL MANAGEMENT CONTROL PROGRAM

CONDITION(S): Gven the requirenent to establish/naintain an internal management
control programand the reference.

STANDARD(S): To ensure quality assurance procedures are followed per the reference.

PERFORVANCE STEPS:

1. Assign responsibility.

2. Conpile list of assessable units.

Appendix Gto
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3. Ensure that responsi bl e managers perform managenent control eval uations.

4. Collect/Conpile conpleted vulnerability assessnment forns and internal control
revi ews.

5. Devel op command' s annual internal control plan.

6. Ensure nanagenent control reviews/alternating management control reviews are
conduct ed.

7. Submit required report.
8. Ensure quality assurance programis established.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: SSgt

REFERENCE(S) :

1. MO 5200.24, Marine Corps Internal Managenent Control Program

TASK: 3451. 04.03 (CORE PLUS) CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS

CONDI TION(S): G ven the requirenent to conduct a financial assistance visit/inspection,
i nspection checklist, access to financial records, source docunents, access to an
autonat ed systemwith applicable software, and the references.

STANDARD(S): To neet standards for conmand conpliance per the references.

PERFORVANCE STEPS:

1. Plan/Schedul e assistance visit/inspection.
2.  Conduct preeval uati on survey.
3. Conduct inbrief.
4., Conduct eval uation using prescribed checklist.
5. Conduct outbrief.
6. Prepare report.
7. Conduct followup as necessary.
INITIAL TRAINING SETTING FLC Sustainment: 6 Req By: SSgt

REFERENCE( S) :

1. Local Standing Operating Procedures

2. MOO 7540. 2, Resource Evaluation and Anal ysis
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SUMVARY/ | NDEX CF | NDI VI DUAL TRAI NI NG STANDARDS BY SPECI FI C CATEGORY (MXJT, DL, PST)

1. This encl osure sumari zes the Individual Training Standards (I TS) according to three
categori es:

Appendi x A: I TSs Trai ned via Managed On- The-Job Training (MXJT)
Appendi x B: | TSs Supported by Di stance Learning (DL) Products
Appendi x C. | TSs Supported by Perfornmance Support Tool s (PST)

2. If noinformation is applicable to a category, the appendix will include a statenent
to that effect.

3. Format. The columms in each appendi x are as foll ows:

a. SEQ Sequence Nunmber. This nunber dictates the order in which tasks for a
given duty area are displ ayed.

b. TASK ITS Designator. This is the permanent designator assigned to the task
when it is created.

c. TITLE ITS Task Title.

d. CORE. An "X' appears in this colum when the task is designated as a "core"
task required to "make" a Marine or qualify that Marine for the appropriate MXS. The
absence of an "X' indicates that this is an advanced ("core plus") task that is nission,
grade, or billet specific.

e. FLC Functional Learning Center. An "X' appears in this colum when the FLCis
designated as the initial training setting. The absence of an "X" indicates that the
initial training is acconplished through Managed On- The-Job Trai ning (MXT).

f. DL. D stance Learning (DL) Product. An "X' in this columm indicates that at
| east one DL product is associated with this task. Consult enclosure (6) for details.

g. PST. Performance Support Tool (PST). An "X' in this colum indicates that at
| east one PST is associated with this task. Consult enclosure (6) for details.

h. SUS. Sustainnent Training Period. An entry in this colum represents the
nunber of nonths between evaluation or retraining by the unit to maintain the
proficiency required by the standard, provided the task supports the unit's METL.

i. REQBY. Required By. An entry in this colum depicts the | owest grade required
to denmonstrate proficiency in this task.

j. PACE. Page Nunmber. This colum |ists the nunber of the page in enclosure (6)
that contains detailed informati on concerning this task.

ENCLOSURE (7)
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| NDI VI DUAL TRAI NI NG STANDARDS TRAI NED VI A MANAGED ON- THE- JOB TRAI NI NG

Thi s appendi x includes a summary listing of all |ITS tasks planned for initial Mnaged
On- The-Job Training (MXT). They are grouped by MXS and Duty Area.

SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PAGE

MOS 3402, DI SBURSI NG OFFI CER/ FI NANCE CFFI CER

DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS

1) 3402.01.03 CERTIFY AN ON-LINE DI ARY (QLD) 12 WO 6-A-1
DUTY AREA 02 - PAY FUNCTI ONS
1) 3402.02.01 CERTIFY A PAY MANAGEMENT REPORT 12 WO 6-A-3
2) 3402.02.03 VERI FY SPECI AL PAYMENTS 12 WO 6- A-3
4) 3402.02.06 CERTIFY A SPECI AL PAYROLL 12 WO 6-A-5
5) 3402.02.07 CERTIFY A DECENTRALI ZED (ROUGH) REGULAR 12 WO 6-A-6
PAYROLL
6) 3402. 02.08 CERTIFY A CENTRALI ZED REGULAR PAYROLL 12 WO 6-A-6
7) 3402.02. 09 VER FY LEAVE ENTI TLEMENTS 12 WO 6-A-7
DUTY AREA 03 - TRAVEL FUNCTI ONS
1) 3402.03. 01 CERTI FY TEMPORARY ADDI Tl ONAL DUTY ( TAD) 12 WO 6-A-10
PAYMENTS/ COLLECTI ONS
2) 3402.03. 02 CERTI FY PERVANENT CHANGE OF STATI ON 12 WO 6-A-10
(PCS) / SEPARATI ON PAYMENTS/ COLLECTI ONS
3) 3402. 03. 03 MANAGE GOVERMENT CHARGE CARD PROGRAM 12 WO 6-A-11
4) 3402.03.04 CERTIFY C VI LI AN PCS PAYMENTS AND 12 WO 6-A-12
CCLLECTI ONS
DUTY AREA 04 - FI SCAL FUNCTI ONS
2) 3402.04.04 MAI NTAI N CHECK STOCKS 12 WD 6-A-13
5) 3402. 04.08 | SSUE RECERTI FI ED CHECKS 12 WO 6- A-15
6) 3402.04.09 MANAGE DEPLOYED SYMBOLS 12 WO 6- A-15
8) 3402. 04.11 MANAGE GOVERMENT CHARGE CARD PROGRAM 12 WO 6-A-17
MOS 3404, FI NANCI AL MANAGEMENT OFFI CER
DUTY AREA 03 - TRAVEL FUNCTI ONS
3) 3404. 03. 03 CERTIFY M LI TARY PERVANENT CHANGE OF 12 2ndLt 6-B-10
STATI ON ( PCS) / SEPARATI ON
PAYMENTS/ COLLECTI ONS
4) 3404.03.04 CERTIFY CVILIAN PCS PAYMENTS AND 12 2ndLt 6-B-10
CCOLLECTI ONS
Appendi x A to
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SEQ TASK TITLE

CORE FLC DL PST SUS REQ BY PACGE

DUTY AREA 04 - FI SCAL FUNCTI ONS

3) 3404.04.04 NMANAGE CHECK STOCKS AND CASH

4) 3404.04.05 MANAGE RECERTI FI ED CHECKS

5) 3404.04. 06 MANACGE DI SBURSI NG SYMBCL | N A DEPLOYED
ENVI RONIVENT

7) 3404.04. 08 NANAGE GOVERNVENT CHARGE CARD PROGRAM

DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS

2) 3404.05.02 COORDI NATE AN AUDI T BY AN EXTERNAL
ACENCY

DUTY AREA 06 - BUDGET FUNCTI ONS

8) 3404.06. 09 ADM NI STER NON- MARI NE CORPS
APPRCPRI ATI ONS

9) 3404.06. 10 MANACE THE STATUS OF MARI NE CORPS
ALLOTMENTS

DUTY AREA 07 - ACCOUNTI NG FUNCTI ONS

7) 3404.07.07 VERI FY SABRS LOCAL TABLE

DUTY AREA 08 - TRAI NI NG FUNCTI ONS

1) 3404.08. 01 MANAGE FI NANCI AL MANAGEMENT TRAI NI NG

MOS 3408, FI NANCI AL MANAGEMENT RESOURCE OFFI CER

DUTY AREA 01 - FI NANCI AL MANAGEMENT FUNCTI ONS

1) 3408.01.01 MONI TOR OFFI Cl AL ACCOUNTI NG SYSTEMS

2) 3408.01. 02 MONI TOR ACCOUNTI NG PCLI CY AND PROCEDURES

3) 3408. 01. 03 VALI DATE ACCOUNTI NG RECORDS
4) 3408.01. 04 VALI DATE QUTSTANDI NG
OBLI GATI ONS/ ADVANCES
5) 3408. 01. 05 MANAGE PROBLEM DI SBURSEMENT
6) 3408.01.06 MONI TOR THE C VI LI AN LABOR PROCESS
7) 3408.01. 07 MONI TOR SUSPENDED PREVALI DATI ON
TRANSACTI ONS

DUTY AREA 02 - BUDGET FUNCTI ONS

1) 3408.02. 01 MANAGE REI MBURSABLE FUNCTI ONS
2) 3408. 02. 02 MANAGE YEAR- END PROCESS
3) 3408. 02.03 MONI TOR FI NANCI AL PLAN

DUTY AREA 03 - ADM N STRATI VE FUNCTI ONS

1) 3408.03.01 CONDUCT FI NANCI AL MANAGEMENT TRAI NI NG
2) 3408.03.02 ASSESS FEEDER SYSTEMS

Appendi x Ato
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SEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PACGE
3) 3408. 03. 03 MANAGE | NTERNAL NMANAGEMENT CONTRCL 12 WD 6-C 10
PROGRAM
4) 3408. 03. 04 COORDI NATE AN AUDI T BY AN EXTERNAL 12 WO 6-C 11
AGENCY
5) 3408. 03. 05 CONDUCT FI NANCI AL ASSI STANCE 12 WO 6-C 12
VI SI TS/ | NSPECTI ONS
6) 3408.03.06 MANAGE ACCESS TO AUTOVATED SYSTEMB 12 WD 6-C 13
MOS 3410, NAF AUDI TI NG OFFI CER
DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS
1) 3410.01.01 PREPARE ANNUAL AUDI T RELATED BUDGET( S) 12 WO 6-D-1
2) 3410.01. 02 PREPARE AN ANNUAL NMAN- HOUR BUDGET 12 Capt 6-D 2
3) 3410. 01. 03 PREPARE AN ANNUAL AUDI T PLAN 12 Capt 6-D 2
4) 3410.01. 04 PERFORM THE DUTI ES OF AN 12 QW8 6-D 3
AUDI TOR- | N- CHARGE
5) 3410. 01. 05 PERFORM THE DUTI ES OF A REA ONAL 12 Capt 6-D-4
DI RECTOR ( RD)
DUTY AREA 02 - AUDI T FUNCTI ONS
1) 3410.02.01 PLAN AN AUDI T 12 WO 6-D-6
2) 3410.02.02 CONDUCT A PRE-AUDI T SURVEY 12 WO 6-D-6
3) 3410. 02. 03 CONDUCT AN AUDI T 12 WO 6-D- 7
4) 3410.02. 04 PERFORM PCST- AUDI T WORK 12 WD 6-D-8
MOS 3432, DI SBURSI NG TECHNI Cl AN
DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS
1) 3432.01.01 MAI NTAI N CORRESPONDENCE FI LES AND 1 Pvt 6-E-1
Dl RECTI VES
DUTY AREA 02 - PAY FUNCTI ONS
2) 3432.02.02 PROCESS M LI TARY DI SBURSI NG DOCUMENTS 6 Pvt 6-E-2
4) 3432.02.04 AUDIT M LI TARY DI SBURSI NG DOCUMENTS 6 SSgt 6-E-3
8) 3432.02.08 PROCESS ALLOTMENTS OF PAY 6 Pvt 6-E-6
14) 3432. 02. 14 PREPARE A WAl VER OF | NDEBTEDNESS 12 Pvt 6-E-10
19) 3432.02.19 AUDI T ALLOTMENTS OF PAY 12 SSgt 6-E- 13
21) 3432.02.21 AUDIT A SPECI AL PAYROLL 12 SSgt 6-E-15
22) 3432.02.22 AUDIT A DECENTRALI ZED ( ROUGH) REGULAR 12 SSgt 6- E- 15
PAYRCOLL
23) 3432.02.23 AUDIT A CENTRALI ZED REGULAR PAYROLL 12 SSgt 6- E- 16
DUTY AREA 03 - TRAVEL FUNCTI ONS
5) 3432. 03.06 MAI NTAI N SEPARATI ON SUSPENSE FI LE 3 PFC 6-E-24
6) 3432.03.07 COWUTE C VI LI AN PERVANENT CHANGE OF 12 Sgt 6-E-24
STATI ON (PCS) SETTLEMENTS/ ADVANCES
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SEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PACGE
DUTY AREA 04 - FI SCAL FUNCTI ONS
1) 3432.04.01 PREPARE DAl LY STATEMENT OF 12 Pvt 6- E- 26
ACCOUNTABI LI TY
2) 3432.04.02 PROCESS EXCHANGE FOR CASH CHECK 12 Pvt 6- E- 26
3) 3432. 04. 03 PROCESS CHECKS FOR DI STRI BUTI ON 9 Pvt 6- E- 27
4) 3432.04.04 PROCESS DEPCSI T Tl CKETS 6 Pvt 6- E- 27
5) 3432.04. 05 PREPARE CHECKS 6 Pvt 6- E- 27
6) 3432.04.06 PREPARE COLLECTI ON VOQUCHERS 2 Pvt 6- E- 28
7) 3432.04.07 PREPARE STANDARD FORM ( SF) 1080 6 Pvt 6- E- 28
8) 3432. 04.08 PROCESS DI SBURSI NG VOUCHER | NTO 9 Pvt 6- E- 29
AUTOVATED SYSTEM
9) 3432. 04.09 PREPARE FI NANCI AL RETURNS 12 Pvt 6- E- 29
10) 3432.04. 10 PREPARE PUBLI C VOUCHER 9 Pvt 6- E- 30
11) 3432.04. 11 PREPARE DI SBURSI NG VOUCHER LOGS 2 Pvt 6- E- 30
14) 3432.04.14 NAI NTAIN CUSTODY AND CONTROL OF CHECKS 2 SSgt 6- E- 32
19) 3432.04.19 MAI NTAIN ON- LI NE TREASURY REPORTS 6 SSgt 6- E-34
21) 3432.04.21 PROCESS UNAVAI LABLE/ RECERTI FI ED CHECKS 9 Pvt 6- E- 35
23) 3432.04. 23 PREPARE COMVENCEMENT OF DI SBURSI NG 12 Pvt 6- E- 36
DUTY/ AGENT
24) 3432.04. 24 PROCESS TRAVEL VOUCHERS 3 Pvt 6- E- 37
25) 3432.04.25 AUDI T D SBURSI NG VOUCHER LOGS 2 SSgt 6- E- 37
MOS 3441, NAF AUDI T TECHN Cl AN
DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS
1) 3441.01.01 PREPARE ANNUAL AUDI T RELATED BUDGET( S) 12 MBgt 6-F-1
2) 3441.01. 02 NMAI NTAI N AN ANNUAL NAN- HOUR BUDGET 12 nvsgt 6-F-2
3) 3441.01. 03 PREPARE AN ANNUAL AUDI T PLAN 12 nMsgt 6-F-2
4) 3441.01. 04 PERFORM THE DUTIES OF AN AUDI T CH EF 12 GySgt  6-F-3
5) 3441.01.05 NMANAGE DAI LY OPERATI ON OF MCNAFAS 12 nMsgt 6-F-4
REG ONAL COFFI CE
DUTY AREA 02 - AUDI T FUNCTI ONS
1) 3441.02.01 PLAN AN AUDI T 12 GySgt  6-F-5
2) 3441.02.02 CONDUCT A PRE-AUDI T SURVEY 12 SSgt 6-F-5
3) 3441.02.03 CONDUCT AN AUDI T 12 Sgt 6-F-6
4) 3441.02. 04 PERFORM PCST- AUDI T WORK 12 GySgt  6-F-7
MOS 3451, FI SCAL/ BUDGET TECHN C AN
DUTY AREA 01 - ADM N STRATI VE FUNCTI ONS
1) 3451.01.01 MAI NTAI N CORRESPONDENCE FI LES AND 6 Pvt 6-G1
DI RECTI VES
DUTY AREA 02 - FI SCAL FUNCTI ONS
15) 3451.02.20 PROCESS SUSPENDED PREVALI DATI ON 6 Cpl 6-G 11
TRANSACTI ONS
Appendi x Ato
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18) 3451.02. 23 PERFORM ACCOUNTI NG FUNCTI ONS FOR
C VI LI AN LABCR

DUTY AREA 03 - BUDGET FUNCTI ONS

6) 3451.03. 06 PROCESS ALLOCATI ONS

7-A-5

CORE FLC DL PST SUS REQ BY PAGE
12 SSgt 6-G 12

6 Pvt 6-G 17
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| NDI VI DUAL TRAI NI NG STANDARDS SUPPCRTED BY DI STANCE LEARNI NG PRODUCTS

There are no Distance Learning Products assigned to any tasks in this order.
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| NDI VI DUAL TRAI NI NG STANDARDS SUPPCRTED BY PERFCRVANCE SUPPORT TOOLS

There are no performance support tools assigned to any tasks in this order.
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