<SSSSSSY

NONRESIDENT
TRAINING
COURSE

November 1981

N

.-UN. ‘

Ry

Religious Program
Specialist 3& 2

Module | l-L ogistic Support
and Financial Control

NAVEDTRA 14230

DISTRIBUTION STATEMENT A: Approved for public release; distribution is unlimited.



Although the words “he,” “him,” and
“his” are used sparingly in this course to
enhance communication, they are not
intended to be gender driven or to affront or
discriminate against anyone.

DISTRIBUTION STATEMENT A: Approved for public release; distribution is unlimited.



NAVAL EDUCATION AND TRAINING PROGRAM
MANAGEMENT SUPPORT ACTIVITY
PENSACOLA, FLORIDA 32509-5000

ERRATA #1 July 1988

Specific Instructions and Errata for the
Rate Training Manual/Training Manual (TRAMAN)
and Nonresident Career Course/Nonresident
Training Course (NRTC)
Religious Program Specialist 3 & 2
Module Il (Logistic Support and Financial Management)

No attempt has been made to issue corrections for errors in

typing, punctuation, etc., which are obvious to the enrollee and
do not affect the student’'s ability to answer the questions.

Nonresident Career Course/Nonresident Training Course (NRTC),

Delete all of assignment #4 (Questions 4-1 through 4-75).
Assignment #4 need not be completed to complete the course.

Rate Training Manual/Training Manual

Page 4-1 through page 5-71: Disregard the information on these
pages. The information is not completely accurate and may be
misleading. Further information concerning nonappropriated funds
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PREFACE

By enrolling in this self-study course, you have demonstrated a desire to improve yourself and the Navy.
Remember, however, this self-study course is only one part of the total Navy training program. Practical
experience, schools, selected reading, and your desire to succeed are also necessary to successfully round
out a fully meaningful training program.

THE COURSE: This self-study course is organized into subject matter areas, each containing learning
objectives to help you determine what you should learn along with text and illustrations to help you
understand the information. The subject matter reflects day-to-day requirements and experiences of
personnel in the rating or skill area. It aso reflects guidance provided by Enlisted Community Managers
(ECMs) and other senior personnel, technical references, instructions, etc., and either the occupational or
naval standards, which are listed in the Manual of Navy Enlisted Manpower Personnel Classifications
and Occupational Standards, NAVPERS 18068.

THE QUESTIONS: The questions that appear in this course are designed to help you understand the
material in the text.

VALUE: In completing this course, you will improve your military and professional knowledge.
Importantly, it can also help you study for the Navy-wide advancement in rate examination. If you are
studying and discover areference in the text to another publication for further information, look it up.
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Sailor’s Creed

“l am a United States Sailor.

| will support and defend the
Constitution of the United States of
America and | will obey the orders
of those appointed over me.

| represent the fighting spirit of the
Navy and those who have gone
before me to defend freedom and
democracy around the world.

| proudly serve my country’s Navy
combat team with honor, courage
and commitment.

| am committed to excellence and
the fair treatment of all.”
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RELIGIOUS PROGRAM SPECIALIST TRAINING COURSE
AND NONRESIDENT CAREER COURSE

The Religious Program Specialist 3 & 2 training
course is divided into three modules as follows:

Module I —Personnel Support

Module Il —Logistic Support and
Financial Control

Module 111 —Administration

Each module will be sent as an initial
distribution to all commands as it is printed.
Additional copies may be requested from Navy
Publications and Forms Center, Philadelphia,
PA.

A Religious Program Specialist must com-
plete all three modules (once available) before
the RP 3 & 2 training course can be considered
complete for any training or advancement
requirements.

MODULE SUMMARIES
Module I—Personnel Support, NAVED-

TRA 287-01-45-82. This module will deal
with background information on the major

iv

religions of the world; how to rig and care for
religious facilities, equipment, and liturgical
appointments; how to serve as sacristan; how to
maintain the shipboard, ecclesiastical, and
religious music libraries; the care and operation
of audiovisual equipment; the preparation and
distribution of publicity, devotional, and
religious materials; and how to provide informa-
tion and referral assistance.

Module Il—Logistic Support and Financial
Control, NAVEDTRA 287-02-45-81. This
module will deal with procuring, providing, and
inventorying materials necessary for the support
of the Command Religious Program (CRP); the
preparation of procurement and reimbursement
documents; the maintenance of departmental
budget records and operating targets; and main-
taining records for a CRP chapel fund.

Module Ill—Administration, NAVEDTRA
287-03-45-82. This module will deal with recep-
tionist duties; typing and filing correspondence,
directives, and interview records; operating of-
fice equipment; maintaining a reports control
system, tickler and cross-reference files; using
proper grammar and punctuation; and carrying
out the disposal, stowage, and transmission of
obsolete files and records.



INSTRUCTIONSFOR TAKING THE COURSE

ASSIGNMENTS

The text pages that you are to study are listed at
the beginning of each assignment. Study these
pages carefully before attempting to answer the
guestions. Pay close attention to tables and
illustrations and read the learning objectives.
The learning objectives state what you should be
able to do after studying the material. Answering
the questions correctly helps you accomplish the
objectives.

SELECTING YOUR ANSWERS

Read each question carefully, then select the
BEST answer. You may refer freely to the text.
The answers must be the result of your own
work and decisions. You are prohibited from
referring to or copying the answers of others and
from giving answers to anyone else taking the
course.

SUBMITTING YOUR ASSIGNMENTS

To have your assignments graded, you must be
enrolled in the course with the Nonresident
Training Course Administration Branch at the
Naval Education and Training Professiona
Development and  Technology  Center
(NETPDTC). Following enrollment, there are
two ways of having your assignments graded:
(1) use the Internet to submit your assignments
as you complete them, or (2) send all the
assignments at one time by mail to NETPDTC.

Grading on the Internet:
Internet grading are:

Advantages to

you may submit your answers as soon as
you complete an assignment, and

you get your results faster; usualy by the
next working day (approximately 24 hours).

In addition to receiving grade results for each
assignment, you will receive course completion
confirmation once you have completed all the

assignments. To submit your assignment
answers viathe Internet, go to:

http://cour ses.cnet.navy.mil

Grading by Mail: When you submit answer
sheets by mail, send all of your assignments at
one time. Do NOT submit individual answer
sheets for grading. Mail all of your assgnments
in an envelope, which you either provide
yourself or obtain from your nearest Educational
Services Officer (ESO). Submit answer sheets
to:

COMMANDING OFFICER
NETPDTC N331

6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

Answer Sheets: All courses include one
“scannable” answer sheet for each assignment.
These answer sheets are preprinted with your
SSN, name, assignment number, and course
number. Explanations for completing the answer
sheets are on the answer sheet.

Do not use answer sheet reproductions. Use
only the origina answer sheets that we
provide—reproductions will not work with our
scanning equipment and cannot be processed.

Follow the instructions for marking your
answers on the answer sheet. Be sure that blocks
1, 2, and 3 are filled in correctly. This
information is necessary for your course to be
properly processed and for you to receive credit
for your work.

COMPLETIONTIME
Courses must be completed within 12 months

from the date of enrollment. This includes time
required to resubmit failed assignments.



PASS/FAIL ASSIGNMENT PROCEDURES

If your overall course score is 3.2 or higher, you
will pass the course and will not be required to
resubmit assignments. Once your assignments
have been graded you will receive course
completion confirmation.

If you receive less than a 3.2 on any assignment
and your overal course score is below 3.2, you
will be given the opportunity to resubmit failed
assignments. You may resubmit failed
assignments only once. Internet students will
receive notification when they have faled an
assignment--they may then resubmit failed
assgnments on the web ste. Internet students
may view and print results for failed
assgnments from the web ste. Students who
submit by mail will receive a failing result letter
and a new answer sheet for resubmission of each
failed assignment.

COMPLETION CONFIRMATION

After successfully completing this course, you
will receive a letter of completion.

ERRATA

Errata are used to correct minor errors or delete
obsolete information in a course. Errata may
also be used to provide instructions to the
student. If a course has an errata, it will be
included as the first page(s) after the front cover.
Errata for al courses can be accessed and
viewed/downloaded at:

http://www.advancement.cnet.navy.mil

STUDENT FEEDBACK QUESTIONS

We value your suggestions, questions, and
criticisms on our courses. If you would like to
communicate with us regarding this course, we
encourage you, if possible, to use e-mail. If you
write or fax, please use a copy of the Student
Comment form that follows this page.
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For subject matter questions:

E-mail:  n313.products@cnet.navy.mil
Phone:  Comm: (850) 452-1001, Ext. 2167
DSN: 922-1001, Ext. 2167

FAX: (850) 452-1370

(Do not fax answer sheets.)
COMMANDING OFFICER
NETPDTC (CODE N313)

6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32509-5237

Address:

For enrollment, shipping,
completion letter questions
E-mail:  fleetservices@cnet.navy.mil
Phone:  Toll Free: 877-264-8583

Comm: (850) 452-1511/1181/1859
DSN: 922-1511/1181/1859

FAX: (850) 452-1370

(Do not fax answer sheets.)
COMMANDING OFFICER
NETPDTC (CODE N331)

6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

grading, or

Address:

NAVAL RESERVE RETIREMENT CREDIT

If you are a member of the Naval Reserve, you
will receive retirement points if you are
authorized to receive them under current
directives governing retirement of Naval
Reserve personnel. For Naval Reserve
retirement, this course is evaluated at 5 points.
(Refer to Administrative Procedures for Naval
Reservists on Inactive Duty, BUPERSINST
1001.39, for more information about retirement
points.)

COURSE OBJECTIVES

In completing this nonresident training course,
you will demonstrate acquired knowledge by
correctly answering questions on the following
subject matter areas.  the maintenance of
financial and property control records, the
preparation of documents for procurement and
reimbursement of auxiliary and contract
chaplains, the maintenance of operating target
(OPTAR) records and departmental budget
records;, the requisitioning of supplies and
equipment; and inventorying supplies and
equipment.



Student Comments

CourseTitle: Religious Program Specidlist 3 & 2, Module I1-Logistic Support and
Financial Control

NAVEDTRA: 14230 Date:

We need some infor mation about you:

Rate/Rank and Name: SSN: Command/Unit

Street Address: City: State/FPO: Zip

Your_comments, suggestions, €etc.:

Privacy Act Statement: Under authority of Title 5, USC 301, information regarding your military status is
requested in processing your comments and in preparing a reply. This information will not be divulged without
written authorization to anyone other than those within DOD for official use in determining performance.

NETPDTC 1550/41 (Rev 4-00)
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CHAPTER 1

THE RELIGIOUS PROGRAM SPECIALIST

The Religious Program Specialist (RP) rating
was established on 15 January 1979, and is
designed to provide Navy chaplains with profes-
sional support personnel who are skilled in
religious programming and administration.
Approximately two-thirds of the tasks RPs are
trained to perform are in the area of religious
programming. The remaining tasks are of a

clerical nature.mmws a brief gen-

eral description of the duties that the RP will
perform. RP personnel, unlike chaplains, are
combatants and have responsibility for the
chaplain’s safety when assigned to units engaged
in combat.

It is important to note that personnel selected
for the RP rating are limited to performing

RELIGIOUS PROGRAM SPECIALIST DUTIES

Determine religious program support
requirements.

Assist in management of religious pro-
grams and facilities.

Maintain records of nonappropriated chapel
funds.

Maintain records of appropriated funds
and property accounts in support of religious
programs.

Serve as chapel fund administrators and
account custodians for nonappropriated
funds

Maintain ecclesiastical documents.
Requisition, receive, maintain, and safe-

guard ecclesiastical equipment and sup-
plies.

Assist in preparation of devotional and reli-
gious education materials.

Assist in the supervision of the office of the
chaplain.

Coordinate volunteer religious programs.

Train personnel in support of religious

programs.

Instruct personnel in methods of religious
education.

Maintain liaison with ecclesiastical and

community agencies.
Maintain shipboard libraries.

Perform administrative, clerical, and secre-
tarial duties.

Figure II-1-1.—Duties of the Religious Program Specialist.
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religious program tasks which do not require or-
dination or licensing. Even though members of
the rating are required to support chaplains and
persons of all faith groups, a Religious Program
Specialist does not conduct worship services, ad-
minister sacraments and ordinances, or function
as a pastoral counselor. RPs cannot exercise any
of the ministerial functions of a clergyperson or
Navy chaplain.

This module provides information that is
directly related to certain occupational stand-
ards for RP3 and RP2. Module I (Personnel
Support) and Module 11l (Administration) are
also under development and will provide infor-
mation on the remainder of the occupational
standards for RP3 and RP2 not covered in this
module. Occupational standards comprise the
tasks that enlisted personnel must accomplish in
order to meet the Navy’s requirements. These
occupational requirements form the basis for
personnel training, advancement, and distribu-

occupational standards are minimum standards
representing the lowest level of skill that all per-
sonnel must possess in order to function effec-
tively at a given rate[Figure I1-1-2] shows the
specific occupational standards for RP3 and
RP2 that will be discussed in this module.

Rate training manuals are revised periodi-
cally to conform with official publications,
directives, documents, and instructions on
which they are based. RPs should always refer to
the official sources in the performance of their
duties. Rate training manuals are primarily
developed to help applicants prepare for ad-
vancement to the next highest paygrade.
However, the personnel who prepare the fleet-
wide examinations for advancement will always
use the most recent material in writing examina-
tion questions. This is one important reason the
RP should stay completely informed on any
changes that occur in official publications.

To assist personnel in studying for advance-

tion. It is important to remember that ment, the Bibliography for Advancement Study
OCCUPATIONAL STANDARDS FOR RP 3 & 2 (MODULE 1)

RATE | OCCUPATIONAL STANDARD NUMBER| DESCRIPTION OF STANDARD

RP3 52007 MAINTAIN FINANCIAL AND
PROPERTY CONTROL REC-
ORDS

RP2 52008 PREPARE DOCUMENTS FOR
PROCUREMENT AND REIM-
BURSEMENT OF AUXILIARY
AND CONTRACT CHAPLAINS

RP2 52024 MAINTAIN OPERATING TAR-
GET (OPTAR) RECORDS AND
DEPARTMENTAL BUDGET
RECORDS

RP3 54636 REQUISITION SUPPLIES AND
EQUIPMENT

RP3 54637 INVENTORY SUPPLIES AND
EQUIPMENT

Figure II-1-2—RP 3 & 2 (Module II) Occupational Standards.
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(NAVEDTRA 10052) is revised and issued each
year by the Chief of Naval Education and Train-
ing. [Eigure 11-1-3 shows the front cover of this
publication for calendar year 1982. The RP
should check with [he personnel in the local
command’s educational services office to ensure
that this bibliography is current and readily
available for use in the Command Religious Pro-
gram (CRP).

Since this module is the first material
developed for the RP rating, the remainder of
this chapter will be devoted to describing: the
Chaplain Corps, military chapels and their
origin, the CRP at a shore installation and
aboard ship, the history of the Religious Pro-
gram Specialist rating, RP skills and knowledge,
RP duty stations, and CRP terminology. This
background information is provided in order to
better understand the place of the RP rating in
today’s Navy.

THE CHAPLAIN CORPS

The second article of Navy Regulations was
adopted by the Continental Congress on 28
November 1775 and made provision for divine
services afloat. It reads:

“The Commander of the ships of the thir-
teen United Colonies are to take care that
divine service be performed twice a day on
board, and a sermon preached on Sundays,
unless bad weather or other extraordinary
accidents prevent.”

Although chaplains are not specifically men-
tioned in this article, it is obvious that Congress
intended that the clergy be placed on board
naval vessels to conduct worship services.

A Congregational minister, the Reverend
Edwards Brooks, was the first chaplain to serve
in the Continental Navy. He reported aboard the
Hancock in the spring of 1777 and was subse-
guently captured by the British in May 1777.
Sometime later he was exchanged for a captured
British chaplain.

The Reverend William Balch was commis-
sioned a chaplain in the United States Navy on
30 October 1799. He is considered 10 be the first
commissioned chaplain of the United States

1-3

Navy. However, there is clear evidence that
William Austin was serving as a chaplain
without a commission aboard the Constitution
nearly a year before Reverend Balch reported
for duty. Since the practice of using unordained
men as chaplains was common in the early days
of the Navy, it is not known whether Mr. Austin
was an ordained minister. However, since he
performed duties as a chaplain and was listed in
the official records of the ship, it appears that
the distinction of being the first United States
Navy chaplain belongs to him.

During this period, Navy chaplains were ex-
pected to serve as teachers of various subjects as
well as perform ministerial functions. In answer
to an inquiry made by a member of Congress
regarding the duties of a Navy chaplain, the
Secretary of the Navy on 21 February 1811
wrote:

“The duties of a chaplain in the Navy are
to read prayers at stated periods; to per-
form all funeral ceremonies; to lecture or
preach to the crew on Sundays; to instruct
the midshipmen and volunteers in writing,
arithmetic, navigation, and lunar observa-
tions, and when required to teach other
youths of the ship.”

This statement summarizes the regulations
which had been set forth in 1802. Therefore, it is
obvious that the main burden of preparing
junior officers for their future duties rested
upon chaplains. This trend continued until the
Government established the Naval Academy at
Annapolis in 1845.

After the establishment of the Naval
Academy, chaplains began to devote more atten-
tion to their ministerial duties rather than to
teaching midshipmen. However, the regulations
of 1939 shown in[figure TI-I-4]clearly indicate
that (he chaplain was expected to assist person-
nel who were deficient in certain academic sub-
jects (item number 5 in the figure). The duties of
the chaplain were not significantly modified dur-
ing World War 1II.

This module is not designed to cover the
complete history of the Chaplain Corps.
However, it is important for the RP to know
that Navy chaplains have distinguished
themselves in several professional areas
throughout United States history. The foregoing
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NAVY REGULATIONS (1939)

The chaplain shall----

(1) Perform divine services aboard his own ship when prescribed
by the commanding officer.

(2) Perform divine services aboard other ships and at shore sta-
tions and naval hospitals when directed by the senior officer present.

(3) Facilitate performance of divine service by clergymen of
churches other than his own as directed by his commanding officer.

(4) Form voluntary classes for religious instruction as directed by
the commanding officer.

(5) Supervise instruction of those deficient in elementary subjects,
reporting quarterly in writing to his commanding officer on the
character, hours, and progress of instruction given each individual so
instructed,

(6) Visit the sick daily or oftener unless their condition renders
these visits inadvisable.

(7) At quarters, reports to his battle station as directed by the com-
manding officer, who shall assign the chaplain a station where at he
may attend the wounded.

(8) At daily quarters, report his presence aboard to the executive
officer.

(9) As required by section 1398 R. S., report annually to the
Secretary of the Navy (via official channels) all official services per-
formed by him.

(10) As provided by section 1397 R. S., conduct public worship
according to the manner and form of his own church.

(11) He shall, in case of sickness, death, or other emergency call on
the homes of men whose families reside in the vicinity of the ship. In
addition to emergency calls, he shall, when occasion offers, make such
calls on families as he may deem desirable for the development of a
sense of interest by the ship in the welfare of the men and of families.

(12) Report to the Bureau of Naval Personnel all marriages,
funerals, and baptisms at which he officiates, giving names, dates, and
places.

Figure II-1-4.—Navy Regulations (1939) Outlining Duties of a Navy Chaplain.

account shows the importance that has been
placed on the chaplaincy in the Navy.

There are three correspondence courses that
provide a detailed history of the Chaplain
Corps. These courses are: History of the
Chaplain Corps, Part | (presents the history of
the Chaplain Corps from the days of the
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Continental Navy to 8 September 1939); History
of the Chaplain Corps, Part Il (continues the
history of the Chaplain Corps through 1949);
and, History of the Chaplain Corps, Part Ill
(presents the history of the Chaplain Corps dur-
ing the Korean War). The personnel in the com-
mand’s educatinonal services office will order



these courses upon request. The remainder of
the discussion on the Chaplain Corps in this
module will be centered on present-day con-
cerns.

PURPOSE OF THE
CHAPLAIN CORPS

The purpose of the Navy Chaplain Corps,
which is comprised of representatives of the
various religious bodies of the United States, is
to provide professional guidance to the Depart-
ment of the Navy and to promote the spiritual,
religious, moral, and personal well-being of
members of that establishment by providing the
ministries appropriate to their rights and needs.
This may involve providing ministries to
dependents and other authorized individuals.
the chaplain’s ministries normally include con-
ducting worship services, liturgy, and rites; pro-

viding religious education and pastoral
ministries; organizing spiritual renewal
activities; and, participating in humanitarian
projects.

Quotas for Navy chaplains are established by
Government authority based upon the overall
national population for the various faith groups.
The right of these groups to establish standards
for their clergy seeking comissioning as naval
officers in the staff corps (Chaplain Corps) is
recognized by the Navy. This approval is re-
ferred to as an ecclesiastical endorsement. The
Navy Department will not commission or call to
active duty any clergy person who has not
received an ecclesiastical endorsement. A can-
didate for commissioning in the Chaplain Corps,
in addition to ecclesiastical endorsement, must
have completed 4 years of undergraduate study
in an accredited college or university, and must
possess a Master of Divinity degree or an
equivalent theological degree. Candidates must
also meet the required age and physical
gualifications.

MISSION OF THE CHIEF
OF CHAPLAINS

Respect and custom established the unof-
ficial title “Chief of Chaplains” prior to its
official establishment by an Act of Congress on
22 December 1944. Since March 1945, the
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Navy's Chaplain Corps has been headed by a
Chief of Chaplains with the rank of rear
admiral. The Chief of Chaplains is selected from
among the rear admirals of the Chaplain Corps
on active duty and is assigned to the Office of
the Chief of Naval Operations. The mission of
the Chief of Chaplains is delineated in[figure

THE MILITARY CHAPEL

Of all the buildings located on a military
base, the chapel is unique in that its architectural
form generally reveals its function. It is
important to note that chapel facilities are Gov-
ernment property and are not controlled or regu-
lated by the religious bodies of America. Their
purpose is to support a Command Religious
Program (CRP) in the following ways: (1) the
maintenance of morale; and, (2) the preserva-
tion of the right of military personnel to the free
exercise of religion. The commanding officer has
authority to utilize buildings designated as
chapels for a multitude of religious, command,
and civil activities. Normally the command

MISSION OF THE CHIEF
OF CHAPLAINS

To advise the Secretary of the Navy, the
Chief of Naval Operations, the Deputy
Chief of Naval Operations (Manpower,
Personnel and Training), and senior
echelon officials of the Navy, Marine
Corps, and Coast Guard in matters and
policies pertaining to the religious and
moral well-being to military personnel; to
represent the department of the Navy to the
religious bodies of the nation; to direct the
development of plans, policy, programs,
and requirements necessary to support the
ministry of religion; and, to act so that
naval personnel are not deprived of their
right to the free exercise of religion.

Figure II-1-5.—Mission of the Chief of Chaplains,



chaplain serves as an advisor to the commanding
officer on the use of chapel facilities. The RP
assists the command chaplain in ensuring that
Department of Defense policy and local com-
mand directives are followed concerning the
proper utilization of chapel spaces.

THE COMMAND RELIGIOUS PROGRAM
AT A SHORE INSTALLATION

The Navy Department makes a continual
effort to provide its personnel with the same
opportunities for practicing their religious
beliefs as civilians enjoy in their communities,
Many factors affect the extent to which this can
be accomplished. Budget allocations, along with
the size, location, and nature of the naval activ-
ity are some of these important factors. The
funding responsibility for the logistics support
of religious programs in the naval service is set
forth in SECNAVINST 1730.5.

CHAPEL FACILITIES

Almost all shore installations have at least
one fully equipped chapel facility for use by all
religious groups represented by command per-
sonnel. Services are usually conducted in the
theater, auditorium, or some other convenient
place when no chapel facilities are available.

DIVINE SERVICES

Larger shore installations provide a full
schedule of services on Sundays and weekdays.
This enables command personnel to attend the
services of their choice. These installations nor-
mally have a minimum of two chaplains
assigned, one of which is likely to be a Roman
Catholic priest. Chaplains conduct public wor-
ship according to the manner and form of their
own particular faith group. They may wear the
vestments of that liturgical tradition as
appropriate. Personnel are encouraged to attend
services in communities near the installation
when their particular faith group is not
represented aboard the command; or, the com-
manding officer may invite a civilian clergy-
person to conduct services on the station to meet
the needs of these individuals.
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CHORAL ACTIVITIES

Choral groups composed of service person-
nel and their dependents often provide music for
religious services and other programs on the sta-
tion. These groups may also appear in commu-
nity programs including performances for radio
and television.

SPECIAL RELIGIOUS SERVICES

Chaplains offer various religious ministries
to command personnel and their dependents in
addition to regular worship services. Some of
these special ministries are: baptisms, weddings,
communion services, ministry to the sick and dy-
ing, and funeral services. The Religious Program
Specialist assists assigned chaplains primarily
through the scheduling of these and similar
activities; and, by ensuring that each service is
set up properly for the chaplain.

ADVISORY ROLE OF THE CHAPLAIN

The chaplain is a key officer in promoting
(he religious and general well-being of command
personnel as an advisor to the commanding
officer on religious and morale matters. Col-
lateral duties are properly confined to the field
of religion and morale so as not to interfere with
the primary duties of the chaplain. An example
of an appropriate collateral duty is the respon-
sibility to furnish the commanding officer with
information to assist in paying proper respect to
the religious institutions and customs of various
foreign countries. Chaplains need to be
informed concerning local religious beliefs and
value systems in order to perform this collateral
duty. The RP may be tasked by the chaplain to
research the religious beliefs of a particular
country in order to lend support in determining
the proper respect that needs to be rendered.

COMMAND CHAPLAIN

The ranking (senior) chaplain is usually
designated as the command chaplain where
more than one chaplain is assigned to a com-
mand. Besides advising the command on matters
pertaining to religion and morale, the command
chaplain supervises the ministries of all other



chaplains assigned to the unit. These chaplains
are referred to as assistant chaplains. Also, the
command chaplain performs duties similar to a
department head or division officer in relation
to managing RPs and other enlisted personnel
that may be assigned duties in the office of the
chaplain.

PASTORAL COUNSELING

The chaplain is concerned with the well-
being of all command personnel and their
families and is available to counsel and advise
individuals on religious, personal, and morale
matters as well as other areas of concern. In the
performance of their duties, chaplains visit per-
sonnel and their families to assist in times of
bereavement, domestic crisis, and on occasions
when religious guidance is requested. The
chaplain maintains liaison with community,
social, religious, health, and welfare agencies
and makes these resources available to military
families when requested. It is imperative that the
RP maintain a current listing of resource agen-
cies in order to ensure that referral information
is continually available for the chaplain.

RELIGIOUS EDUCATION

Religious education programs for military
personnel and their dependents have tradition-
ally been provided at commands whenever a
substantial dependent population existed. Unity
and continuity in such religious education is
made difficult by frequent transfers of military
families. The various and unique denomina-
tional requirements also influence the religious
education programs that are provided for depen-
dent children of military personnel. For these
reasons, the Navy, Army, and Air Force make
available religious education curricula and
materials designed especially for military
religious education programs. The curriculum
for dependent children at Navy and Marine
Corps shore activities is usually selected from the
following three resource guides:

Cooperative Protestant Religious Education
Curriculum, a Catholic Curriculum and
Resource Guide, and a Unified Jewish Religious
Education Curriculum. The materials described
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in these resource guides are selected from
publishing houses supervised by memebers of
the Armed Forces Chaplains Board. The RP
will probably be tasked by the command
chaplain to obtain material from these three
sources in order to provide a standardized
religious education program for command per-
sonnel and their dependents.

RELIGIOUS LITERATURE

The command usually has a supply of
religious literature in book and pamphlet form
available for use by its personnel. Pamphlet
racks containing such literature are likely to be
found at the entrance to the chapel, in the
offices of the chaplain and RP, and at other con-
venient places. Many stations also have libraries
with sections devoted to religious books and
novels.

THE COMMAND RELIGIOUS
PROGRAM ABOARD SHIP

It is expected that those personnel who are
serving aboard naval vessels will have religious
programs made available on a regular basis; this
includes providing the sacraments and ordi-
nances of their faith groups. A variety of
arrangements have been made to ensure that
naval personnel are afforded the right to the
ministrations of their religion. Chaplains are
assigned to specific ships and squadrons to pro-
vide this ministry. The chaplain may also be
transferred to other ships to conduct worship
services when operations permit. The Navy
Department is now assigning RPs to ships with
chaplains to provide professional support in the
areas of religious programming and administra-
tion.

When a ship with only one chaplain is in
port, the chaplain provides services for person-
nel of other faith groups by arranging to have
other chaplains or civilian clery invited aboard
to conduct services or by sponsoring church
parties. At sea, the chaplain provides for those
of other faiths primarily by supervising lay
leadership programs for these groups.

Special kits containing prayer books, re-
corded sacred music, and other equipment have



been developed to support the Command
Religious Program at sea. The RP needs to be
familiar with the ordering procedures for obtain-
ing any materials that may be necessary to sup-
port the CRP aboard ship.

HISTORY OF THE RELIGIOUS
PROGRAM SPECIALIST (RP) RATING

As previously stated, the Religious Program
Specialist (RP) rating was officially established
on 15 January 1979. However, the concept of
chaplain’s assistant dates back to 1878 when a
committee of chaplains recommended to the
Navy Department that a chaplain’s assistant be
assigned to each ship that had a chaplain
assigned. This assistant would have been a
schoolmaster who could play organ music and
lead singing. Although the recommendation was
not adopted, the idea was given support by suc-
cessive generations of chaplains.

THE CHAPLAIN’S SPECIALIST

Early in 1942 the Navy Department took the
first steps which led to the establishment of the
“Specialist (W)” rating for chaplain’s assistant,
The (W) referred to welfare and it was decided
that this rate would be established only for the
duration of World War 11. The first officially
designated chaplain’s assistant in the history of
the Navy was W. Everett Hendricks who was
authorized to enlist on 23 April 1942 with the
rating of Specialist (W) first class. Hendricks
was assigned to duty in the chaplain’s office of
the Naval Training Station, Great Lakes,
Illinois. He was a talented musician and choir
leader and had much to do with the success of
the famed Great Lakes’ Bluejacket Choir.

The first publicity that was given to the new
rating by the Bureau of Naval Personnel (now
Naval Military Personnel Command) actually
appeared in a directive dated 25 June 1942
addressed to the Navy Recruiting Service.
Eleven specialist ratings were identified in this
directive including Welfare or chaplain’s assist-
ant. Those interested in Specialist (W) were
directed to obtain information regarding specific
qualifications from the Chief of Chaplains.
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This directive was followed by a circular
prepared and distributed by the Chaplains Divi-
sion which outlined the required qualifications
for Specialist (W). A college education was iden-
tified as being desirable for applicants but not
absolutely necessary. Every Specialist (W) had
to be able to play the piano and organ for
religious services and other gatherings. Also, the
Specialist (W) was expected to be a competent
choir director.

Just as RPs today cannot exercise any of the
ministerial functions of a clergyperson, a
Specialist (W) was not expected to serve as a
religious leader. The circular stated specifically
that the specialist should be willing to serve
anywhere and under any conditions.

Accepted applicants under 25 years of age
were given a third class rating; those between 25
and 28 were given second class; and, those over
28 were given a first class rating. Those person-
nel who enlisted directly into the rating were sent
to a training station for naval indoctrination
before being assigned duties with a chaplain.

The Bureau of Naval Personnel ruled against
Specialists (W) serving aboard ship. It was
decided that they would be used only within the
limits of the continental United States and at
selected overseas bases. RPs today are afforded
a greater variety of duty assignments including
serving aboard numerous types of naval vessels.

The possibility of having Specialists (W)
assigned throughtout the Naval Shore Establish-
ment was greeted with enthusiasm by Navy
chaplains. Because of the constant transfer of
personnel, chaplains had found it extremely dif-
ficult to maintain qualified musicians at their
commands. The assignment of Specialists (W)
helped to solve this problem and chaplains
throughout the Navy hastened to help qualified
applicants become Specialists (W).

Selection and Training of Specialists

Most of the applicants for Specialist (W) had
backgrounds as music teachers, professional
musicians, or as church ministers-of-music.
Many were also graduates of the leading schools
of music in the country. Initially, these
specialists received their training directly from
the chaplains; however, this system proved to be
inadequate. In the fall of 1942 as part of an



experiment, Specialists (W) started attending
some of the classes at the Chaplains’ School
located in Norfolk, Virginia. This experiment
was so successful that the Chaplains Division
decided to require all new Specialists (W) to take
a course of indoctrination at the Chaplains’
School.

The 8-week course of indoctrination for
Specialist (W) training at the Chaplains’ School
included instruction in: naval etiquette; naval
correspondence; clerical procedures; choir
organization; rehearsal procedures; Navy Relief;
music for Protestant, Roman Catholic, and
Jewish services; military weddings and funerals;
and, some practical application in shorthand
and typing. Many of these same or similar sub-
jects are being taught in the RP “A” school to-
day located at Keesler Air Force Base, Biloxi,
Mississippi.

Between April 1942 and August 1945, the
Bureau of Naval Personnel selected 509
applicants for the Specialist (W) rating out of
1,455 applications. Approximately 350 of the
specialist selectees attended the indoctrination
course at the Chaplains’ School. This training
helped Specialist (W) petty officers to advance
quite rapidly. Alfred R. Markin was advanced to
Chief Specialist (W) on 29 February 1944 and is
recognized as being the first individual to receive
this rating. A total of 30 Specialists (W) were ad-
vanced to chief petty officer and most of these
senior petty officers were assigned to large train-
ing centers and in the offices of District, Force,
and Fleet Chaplains.

Women also distinguished themselves as
Specialists (W) during the war. Thirty-eight
“WAVES” were selected to serve in the rating.
Virginia T. Moore was the first woman to be
selected as a Specialist (W) and was subsequently
assigned duty in November 1943 in Washington,
DC. The first “WAVES” to attend the
Chaplains’ School in June 1944 were recognized
as highly motivated, dedicated, and conscien-
tious students.

The first member of the Coast Guard to
receive the rate of Specialist (W) was Emil
Zemanel in November 1943. Thirty-five men
and 12 women of the Coast Guard were assigned
this rating and 30 of these individuals attended
the Chaplain’s School. The Coast Guard as-
signed some of the men of this rating to ships.
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Specialists With the Marines

In February 1942, before the Navy had taken
action in regard to Specialists (W), the Marine
Corps established a rating known as Chaplain’s
Assistant (SSN534). The first Marine to receive
the new classification was Gilbert Dean Arnold,
who was made a master technical sergeant, the
equivalent of a chief petty officer in the Navy.
Thirty-five members of the Marine Corps
Women’s Reserve became Chaplain’'s Assistants
in addition to the 105 active duty Marines.
Unlike the Navy and Coast Guard who insti-
tuted the Specialist (W) as a wartime measure,
the Marine Corps announced that it intended to
retain its rating of Chaplain’s Assistant after the
war.

Performance Appraisal of Specialists (W)

Chaplains’ correspondence contains many
references attributed specifically to the
outstanding work of the Specialist (W). As a
chaplain’s assistant, the specialist took care of
many details relating to worship services. This
included preparing worship folders and
bulletins, sending out publicity, rigging chapel
spaces, and providing instrumental or vocal
music for services. Also, the Specialist (W) was
made available to provide special music for
funerals, weddings, and for other occasions.

Since Specialists (W) often served as
managers of the chaplain’s office, they were
called upon to answer many questions from
sailors and their dependents. An efficient assist-
ant was able to answer many routine inquiries,
thus relieving the chaplain for other important
duties and problems.

Chaplains who knew from experience the
value of Specialists (W) often had occasion to
voice their opinions concerning the lack of such
assistants when transferred to ships or stations
where this rate was not assigned.

After the war was over, Specialists (W)
began to disappear from the offices and worship
services of the chaplains. In spite of the desire of
the Chaplains Division to retain this rating, the
Department of the Navy decided that Specialist
(W) was an emergency rating only. Upon the
loss of these trained assistants, chaplains found
themselves having to return to prewar practices



in obtaining such musicial talent as might be
found in their respective units. Such assistance
often had to be obtained from outside sources.

The Navy Department inaugurated a new
rating structure on 1 April 1948. Among the new
general service ratings that were established was
the rating of’ “Personnel Men.” Members of this
rating were assigned personnel administration
duties in various offices including the chaplain’s
office. Personnel of this rating who had a job
classification as chaplain’s assistant could be
assigned duty with chaplains.

YEOMAN CHAPLAIN’S PROFESSIONAL
ASSISTANT (YN-252S)

Until 1979, personnel of the Yeoman rating
were often designated as the “Chaplain’s Clerk
(YN-2525)" to assist the chaplain in conducting
the Command Religious Program/[ Figure 11-1-6
describes the duties of the YN-2525 Chaplain’s
Professional Assistant designation.

Chaplains had to justify the need for a
YN-2525 billet before a Yeoman would normally
be assigned to the office of the chaplain. This
proved to be a time-consuming process and
placed the CRP in direct competition with other
command departments for the services of per-
sonnel. Often unqualified personnel (those lack-
ing the YN-2525 designation) were assigned to
the office of the chaplain as temporary solutions
to manning problems.

Many of the individuals who worked in the
office of the chaplain, those with the YN-2525

designation and those without this designation,
performed admirably under difficult cir-
cumstances. However, the pursuit of a perma-
nent rating to assist the chaplain in managing the
Command Religious Program remained a
primary goal of the Chief of Chaplains.

RELIGIOUS PROGRAM SPECIALISTS

The 10l1-year quest for a permanent
chaplain’s assistant rating was finally realized on
15 January 1979 when the Secretary of the Navy
approved the establishment of the Religious
Program Specialist (RP) rating. Stringent selec-
tion requirements were set and personnel re-
guesting lateral conversion from one rate to the
RP rating had to be interviewed and recom-
mended by a Navy chaplain. After the chaplain
recommended an individual for the RP rating,
the commanding officer also had to recommend
the applicant. Personnel requesting conversion
to RP had to be a high school graduate or have a
GED equivalent; be eligible for access to
classified information; demonstrate support of
the Navy’'s equal opportunity program; have no
speech impediments and have demonstrated the
ability to write effectively; have no conviction in
civilian or military court within the past 3 years;
and, be willing to support persons of all faith
groups. These requirements have not changed
since the establishment of the rate. It is obvious
that a person must be trustworthy, dedicated,
and quite conscientious in order to serve as a
Religious Program Specialist.

YN-2525 DESCRIPTION OF DUTIES

YN-2525 Chaplain’s Professional Assistant

clesiastical titles and terms.

Assists Chaplain by promoting the religious program and performing administrative duties.
Prepares correspondence, requisitions, purchase orders, reports, and religious documents. Main-
tains material, fund, and interview records. Publishes schedules of services and programs.
Schedules chaplain appointments and keeps log of events. Operates office and audiovisual equip-
ment. Protects privileged communications. Maintains chapel equipment and supplies. Supervises
rigging according to designed liturgical practice. Follows the liturgical calendar and uses ec-

Figure II-1-6.—Description of Duties for Chaplain’s Professional Assistant (YN-2525).
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On 9 May 1979, the Chief of Naval Opera-
tions approved the RP rating insignia which is
shown in[figure 11-1-7] It consists of a compass,
globe, and an anchor, The compass suggests the
direction which religion gives to life; the globe
symbolizes that religious ministries are available
throughout the world; and, the anchor indicates
that religious support is provided continually for
personnel of the naval services.

RP SKILLS AND KNOWLEDGE

The enlisted career pattern for RPs is shown
in[figure 11-1-8] Personnel who meet certain
specific requirements may apply for commis-
sioning to Warrant Officer Ship’s Clerk (741X)
and/or to Limited Duty Officer Administration
(641X). It is important for individuals to prepare
early in their careers for these officer programs.

[Eigure 11-1-9] shows the occupational stand-

ards for RP3;[figure 11-1-10] shows the occupa-
tional standards for RP2;| figure 11-1-11| shows

the occupational standards for RP1; and[figurel
11-1-12 |shows the occupational standards for
RPC, RPCS, and RPCM. As indicated by these

Figure II-1-7.—Religious Program Specialist Rating
Insignia.

1-12

RPCM

;

RPCS

t

RPC

i

RP1

1

RP2

<

RP3

F

RPSN

1

RPSA

T

RPSR

Figure II-1-8.—Career Pattern For Religious Program
Specialist.

four figures, individuals must possess greater
knowledge and skill as they move up the
“enlisted ladder.” Greater knowledge and skill
may be acquired through a number of sources
including RP “A” and “C” schools; other Navy
schools such as leadership, career counselor, and
instructor training; correspondence courses; col-
lege courses; seminars; and, most important, on-
the-job training supervised by Navy chaplains
and senior RPs.

RPs are responsible for meeting the specific
requirements of their present rate. They are also
required to meet the occupational standard re-
qguirements of all the rates leading to their pre-
sent rate. For example, an RP1 must be able to
meet the requirements for RP3, RP2, and RP1
in order to perform at a satisfactory level as a
first class petty officer.



RELIGIOUS PROGRAM SPECIALIST THIRD CLASS (RP3)

38 ADMINISTRATION

38605 FILE RECORDS AND CORRE-
SPONDENCE

38824 PERFORM RECEPTIONIST

DUTIES

38825 OPERATE OFFICE EQUIPMENT

38826 TYPE AT 30 WORDS PER
MINUTE

38832 TYPE AND ROUTE CORRE-
SPONDENCE AND MESSAGES
38835 INITIATE JOB ORDERS AND
WORK REQUESTS

38837 PREPARE AND PROCESS AD-
MINISTRATIVE, OPERATIONAL
AND ECCLESIASTICAL REC-
ORDS AND REPORTS

38838 PREPARE SCHEDULE OF RELI-
GIOUS FACILITIES USAGE
38839 TRANSCRIBE CHAPLAIN
INTERVIEW RECORDS
38845 PREPARE WORSHIP
BULLETINS

38847 TYPE DIRECTIVES

46 PUBLICATIONS

46002 MAINTAIN ECCLESIASTICAL
REFERENCE LIBRARY

46358 USE AND MAINTAIN PUBLICA-
TIONS AND DIRECTIVES

52 FINANCIAL CONTROL

52007 MAINTAIN FINANCIAL AND
PROPERTY CONTROL
RECORDS

54 LOGISTICS SUPPORT

54636 REQUISITION SUPPLIES AND
EQUIPMENT

54637 INVENTORY SUPPLIES AND

EQUIPMENT

54638 MAINTAIN MOUNT-OUT BOXES

65 PERSONNEL SUPPORT

65002 RIG RELIGIOUS FACILITIES,

EQUIPMENT AND LITURGICAL

APPOINTMENTS

65003 SERVE AS SACRISTAN

65004 MAINTAIN RELIGIOUS MUSIC

LIBRARY

65006 OPERATE AUDIOVISUAL

EQUIPMENT

65008 MAINTAIN SHIPBOARD

LIBRARIES

77 SECURITY

77001 ENSURE SECURITY OF CLAS-
SIFIED MATERIAL

94 MECHANICAL MAINTENANCE

94621 CLEAN, OIL, AND MAKE
MINOR OPERATING ADJUST-
MENTS TO OFFICE AND
AUDIOVISUAL EQUIPMENT

Figure II-1-9.—Occupational Standards for Religious Program Specialist Third Class.
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RELIGIOUS PROGRAM SPECIALIST SECOND CLASS (RP2)

38 ADMINISTRATION 55 GRAPHICS
38619 ORGANIZE AND MONITOR 55001 PREPARE VISUAL PRESEN-
MAINTENANCE OF FILES TATIONS

38620 CARRY OUT DISPOSAL,

STOWAGE, AND TRANS- 65 PERSONNEL SUPPORT
MISSION OF OBSOLETE FILES

AND RECORDS

65011 ADVISE PERSONNEL OF PRO-
CEDURES FOR REQUESTING
REASSIGNMENT FOR HUMANI-

38628 MAINTAIN A REPORTS CON-
TROL SYSTEM

38956 MAINTAIN TICKLER AND TARIAN OR HARDSHIP
CROSS-REFERENCE FILES REASONS

38968 REVIEW ENLISTED SERVICE 65016 ORGANIZE AND DISTRIBUTE
RECORDS FOR INFORMATION DEVOTIONAL, RELIGIOUS ED-
SPECIFIED BY CHAPLAIN UCATION AND PUBLICITY

38969 COORDINATE MAINTENANCE MATERIAL

OF RELIGIOUS FACILITIES
65017 ADVISE PERSONNEL OF POLI-

38970 PREPARE AND MAINTAIN A CIES AND PROCEDURES
DIRECTORY OF RELIGIOUS REGARDING USE OF RELI-
PROGRAM RESOURCES GIOUS FACILITIES AND

EQUIPMENT

44 TRAINING

65018 REHEARSE PERSONNEL FOR

44001 INSTRUCT VOLUNTEER PER- LITURGICAL AND CEREMO-

SONNEL IN RELIGIOUS

EDUCATION METHODS AND NIAL ACTS
USE OF RELIGIOUS EDUCA-
TION MATERIAL 65500 ADVISE PERSONNEL OF NAVY
AND CIVILIAN AGENCIES
52 FINANCIAL CONTROL AVAILABLE TO ASSIST IN
RESOLUTION OF PERSONAL
52008 PREPARE DOCUMENTS FOR PROBLEMS
PROCUREMENT AND REIM-
BURSEMENT OF AUXILIARY
AND CONTRACT CHAPLAINS 77 SECURITY
52024 MAINTAIN OPERATING TAR-
GET (OPTAR) RECORDS AND 77002 ENSURE SECURITY OF RELI-
DEPARTMENTAL BUDGET GIOUS FACILITIES, EQUIP-
RECORDS MENT AND SUPPLIES

Figure II-1-10.—Occupational Standards for Religious Program Specialist Second Class.
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RELIGIOUS PROGRAM SPECIALIST FIRST CLASS (RP1)

38 ADMINISTRATION

38634

38866

38867

38868

38869

38870

38960

38971

REVIEW COMPLETED JOB
ORDERS AND WORK REQUESTS

ORGANIZE AND SUPERVISE
THE OPERATION OF THE
OFFICE OF THE CHAPLAIN

COMPILE AND ANALYZE STA-
TISTICAL DATA RELATED TO
RELIGIOUS ACTIVITIES

PROCESS EMPLOYMENT
APPLICATIONS OF AUXILIARY
AND CONTRACT CHAPLAINS
AND SUPPORT PERSONNEL

PROCESS APPOINTMENT AND
CERTIFICATION OF LAY
LEADERS AND LAY
EUCHARISTIC MINISTERS

MAINTAIN AN ORGANIZA-
TIONAL LOCATOR OF LAY
LEADERS AND LAY EUCHARIS-
TIC MINISTERS

PREPARE CORRESPONDENCE
AND MESSAGES

DRAFT DIRECTIVES

44 TRAINING

44002 SCHEDULE AND INSTRUCT
VOLUNTEER PERSONNEL IN
LITURGICAL FUNCTIONS

44007 INSTRUCT PERSONNEL IN

BASIC CUSTOMS AND TRADI-

TIONS OF MAJOR RELIGIONS

52 FINANCIAL CONTROL

52025 PREPARE DEPARTMENTAL
BUDGET

54 LOGISTICS SUPPORT

54602 DETERMINE REQUIREMENTS
FOR EQUIPMENT, SUPPLIES
AND EDUCATIONAL
MATERIAL

55 GRAPHICS

55002 ASSIST IN PREPARATION OF
DEVOTIONAL AND RELIGIOUS
EDUCATION MATERIAL FOR
“CIRCUIT-RIDING” MINIS-
TRIES

55003 DESIGN AND LAYOUT

PUBLICITY MATERIAL

65 PERSONNEL SUPPORT

65019 ADVISE PERSONNEL OF ORDI-
NANCES, SACRAMENTS, AND
RITES REQUIRED BY VARIOUS
RELIGIONS

Figure II-1-11.—Occupational Standards for Religious Program Specialist First Class.
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CHIEF RELIGIOUS PROGRAM SPECIALIST

(RPC)
ADMINISTRATION
38788 REVIEW REPORTS, RECORDS,

AND CORRESPONDENCE THAT
REQUIRE OFFICIAL SIGNATURE

38871 ORGANIZE AND SUPERVISE THE
ADMINISTRATIVE OFFICE OF
MAJOR RELIGIOUS SUPPORT
ACTIVITIES

38872 PREPARE AND PRESENT BRIEF-
INGS IN SUPPORT OF THE COM-
MAND RELIGIOUS PROGRAM

38873 MANAGE THE OPERATION OF
RELIGIOUS FACILITIES

44 TRAINING

44009 INSTRUCT SUBORDINATE PER-
SONNEL IN RELIGIOUS EDUCA-
TION METHODS

44010 INSTRUCT LAY LEADERS AND
LAY EUCHARISTIC MINISTERS

52 FINANCIAL CONTROL

52026 SERVE AS CUSTODIAN OF
CHAPEL FUNDS

52032 AUDIT CHAPEL FUNDS
54 LOGISTICS SUPPORT

54605 ANALYZE REQUIREMENTS FOR
RELIGIOUS FACILITIES

SENIOR CHIEF RELIGIOUS PROGRAM
SPECIALIST (RPCS)

35 ADMINISTRATION

35101 ESTABLISH AND IMPLEMENT A
PROGRAM FOR INTERVIEWING,
EVALUATING, AND ASSIGNING
PERSONNEL

PROVIDE INFORMATION AND
ADVISE ON UTILIZATION, CAPA-
BILITIES, RELIABILITY, AND
OPERATIONS IN OWN AREA OF
RESPONSIBILITY

PREPARE DIRECTIVES

35476

35540

44 TRAINING

44376 ORGANIZE AND SCHEDULE
TRAINING PROGRAMS AND
EVALUATE EFFECTIVENESS

65 PERSONNEL SUPPORT

65020 PROVIDE INFORMATION CON-
CERNING THE CHAPLAIN CORPS
PROFESSIONAL DEVELOPMENT
SYSTEM

65021 COORDINATE THE PUBLIC WOR-
SHIP, DEVOTIONAL AND
RELIGIOUS EDUCATION
MATERIALS PROGRAM

MASTER CHIEF RELIGIOUS PROGRAM
SPECIALIST (RPCM)

35 ADMINISTRATION

35483 PLAN, ORGANIZE, IMPLEMENT,
AND CONTROL ACTIVITIES IN
COMPLIANCE WITH POLICY
STATEMENTS, OPERATION
ORDERS, AND DIRECTIVES
FORECAST FUTURE REQUIRE-
MENTS

REVIEW PERSONNEL, EQUIP-
MENT, AND MATERIAL RE-
QUIREMENTS

ESTABLISH GOALS, OBJECTIVES
AND PRIORITIES

DETERMINE MOBILIZATION RE-
QUIREMENTS

EVALUATE RELIGIOUS PRO-
GRAMS OF SUBORDINATE COM-
MANDS AND RECOMMEND
IMPROVEMENTS

51 MAINTENANCE PLANNING AND
QUALITY ASSURANCE

51012 REVIEW PLANS FOR RELIGIOUS
FACILITIES CONSTRUCTION

52 FINANCIAL CONTROL

52298 DEVELOP OPERATING BUDGETS
AND MONITOR EXPENDITURES

35491

35492

35493

35494

35495

Figure II-1-12.—O0ccupational Standards for Chief, Senior Chief, and Master Chief Religious Program Specialist.
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RP DUTY STATIONS

RPs serve in a number of challenging
environments. They are stationed at shore com-
mands throughout the world in such places as
Japan, the Philippines, Guam, Hawaii, Alaska,
Great Britain, Spain, Italy, and many others.
Stations in the continental United States include,
but are not limited to, Norfolk, VA; Charleston,
SC; Jacksonville, Orlando, and Key West, FL;
Great Lakes, IL; Memphis, TN; Biloxi and
Gulfport, MS; Corpus Christi, TX; San Diego
and San Francisco, CA; and, Bremerton, WA.
By far, one of the most rewarding and challeng-
ing tours for the RP is serving a tour of duty
aboard ship. The RP may be assigned to aircraft
carriers, cruisers, submarine tenders; supply
ships; ammunition ships; repair ships; and many
other types. Also, the RP may deploy with
Mobile Construction Battalions (SEABEES)
throughout the world. Finally, the RP may serve
with Marine Corps units both in the continental
United States and at overseas locations.

COMMAND RELIGIOUS PROGRAM
JARGON

Jargon is generally defined as language that
is peculiar to a particular trade or profession.
Chaplains and RPs should be cautious when
using language that may not be understood by
individuals not closely associated with the
chaplain and CRP. For example, the term
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“Command Religious Program” should be used
whenever appropriate to emphasize the “Com-
mand” nature of the religious program. Also,
the term “Chaplain’s Office” should be avoided
when referring to an entire chapel complex; the
correct term is “Office of the Chaplain.”

“Command Chaplain” should be used in-
stead of “Senior Chaplain” when referring to
the chaplain who has been designated by the
commanding officer to direct the operation of
the office of the chaplain. “Command
Chaplain” is a functional title while “Senior
Chaplain” refers to a chaplain’s rank in relation
to other chaplains.

SUMMARY

This introductory chapter contained infor-
mation on the historical aspects of the Chaplain
Corps and the Religious Program Specialist
rating. Also, the general duties of the RP were
described in terms of occupational standards.

The remainder of this module consists of
four chapters. These chapters will be devoted to
describing supply functions, operating targets,
and accounting for nonappropriated chapel
funds. As stated earlier, Module | (Personnel
Support) and Module Il (Administration) are
currently under development for third and
second class petty officers and will cover the
occupational standards which were not ad-
dressed in this module.






Chapter 2

SUPPLY FUNCTIONS

The primary. mission of the Navy supply
system is to support the material needs of the
Navy. The system itself is composed of a group
of activities which furnish most of the materials
required to meet the supply needs of ships and
ashore installations. To achieve its objective of
meeting the supply needs of the Navy, the
system is responsible for the procurement,
distribution, inventory control, and stowing of
materials.

It is important for Religious Program
Specialists (RPs) to become familiar with the
Navy’s supply system in order to enable them to
meet the requirements of this system for obtain-
ing the necessary support for the Command
Religious Program (CRP).

Procurement of ecclesiastical material or
supplies in support of the CRP is handled
through normal Navy and Marine Corps supply
channels. The RP will play an important role in
the procurement of these materials. It is im-
perative that the RP knows what material is
authorized, where it is obtained, the forms used
in procurement, and the correct preparation of
these forms.

NATIONAL STOCK NUMBER

The RP must become familiar with and
understand certain terms in order to properly
use the Navy’'s supply system. The National
Stock Number (NSN) is one such term. An NSN
is a 13-digit stock number assigned by the
Defense Logistics Services Center (DLSC),
Battle Creek, Michigan, to identify an item of
material in the supply distribution system of the
United States. It consists of a 4-digit Federal
Supply Classification (FSC) number, and a
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9-digit National Item Identification Number
(NIIN). The FSC consists of a 2-digit FSC
Group followed by a 2-digit FSC Class, and the
NIIN consists of a 2-digit National Codification
Bureau (NCB) Code number and 7 digits which,
in conjunction with the NCB Code, uniquely
identify each NSN item in the Federal Supply
Distribution System. For example, the NSN,
9925-00-639-8664, for a “Candlelighter and
Snuffer” is illustrated below.

FSC
CLASS

FSC
GROUP

9972 5-00-639-866 4

NCB
CODE

14 ﬂl
NSN
FSC 9925-
FSC GROUP 99
FSC CLASS 25
NCB CODE -00
NIN 00- 639- 8664
NSN 9925-00-639-8664




In the next few sections, the FSC, FSC
Group, FSC Class, NCB Code, NHN, and
related NSN information will be explained in
detail.

FEDERAL CATALOG SYSTEM

The Defense Logistics Agency (DLA), under
the general direction of the Assistant Secretary
of Defense (Installations and Logistics),
administers the Federal Catalog System which
encompasses the naming, describing, classifying,
and numbering of all items carried under cen-
tralized inventory control by the Department of
Defense (DOD) and the civil agencies of the
Federal Government. Only one identification
may be used for each item for all supply func-
tions. The Federal Catalog System is also used
by the North Atlantic Treaty Organization
(NATO) countries.

Material Classification

The Federal Supply Classification (FSC)
System has been designed to permit the
classification of all items of supply used by the
Federal Government. It provides a common
language so that one service or agency can use
available materials held in stock by another com-
ponent. This common language serves as an
economy measure for both DOD members and
the civil agencies. Instead of the Army, Air
Force, Navy, and civil agencies each purchasing
and maintaining large stocks of material, all of
these agencies make use of centralized stocks.

FSC GROUP.—The FSC System divides all
materials into numbered groups consisting of 2
digits. These groups or categories are shown in
figure 11-2-1

FSC CLASS.—Stock groups cover rather
broad categories of material. Therefore, they are
divided into classes to differentiate types of
material within a stock group. These classes con-
sist of a 2-digit number.[Eigure 11-2-2] shows the
class breakdown for FSC Group 99. Note that
ecclesiastical equipment, furnishings, and sup-
plies are listed under FSC number 9925.
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National Codification Bureau Code

A National Codification Bureau (NCB)
Code is a 2-digit code which is included as the
fifth and sixth digits of a National Stock
Number or NATO Stock Number. It identifies
the country that assigned the stock number or it
indicates that the stock number is used by two or
more countries, A list of currently assigned NCB
Codes is shown below.

NCB CODE COUNTRY
00 United States
01 United States
11 NATO Standard Items
12 Germany
13 Belgium
14 France
15 Italy
17 Netherlands
18 South Africa
21 Canada
22 Denmark
23 Greece
24 Iceland
25 Norway
26 Portugal
27 Turkey
28 Luxembourg
29 Argentina
66 Australia
98 New Zealand
99 United Kingdom



FEDERAL SUPPLY CLASSIFICATION

(FSC) GROUPS

10-Weapons

11-Nuclear Ordnance

12-Fire Control Equipment

13-Ammunition and Explosives

14-Guided Missiles

15-Aircraft and Airframe Structural Components

16-Aircraft Components and Accessories

17-Aircraft Launching, Landing, and Ground Han-
dling Equipment

18-Space Vehicles

19-Ships, Small Craft, Pontoons, and Floating Docks

20-Ship and Marine Equipment

21-Unassigned

22-Railway Equipment

23-Ground Effect Vehicles, Motor Vehicles, Trailers,
and Cycles

24-Tractors

25-Vehicular Equipment Components

26-Tires and Tubes

27-Unassigned

28-Engines, Turbines, and Components

29-Engine Accessories

30-Mechanical Power Transmission Equipment

31-Bearings

32-Woodworking Machinery and Equipment

33-Deleted

34-Metalworking Machinery

35-Service and Trade Equipment

36-Special Industry Machinery

37-Agricultural Machinery and Equipment

38-Construction, Mining, Excavating, and Highway
Maintenance Equipment

39-Materials Handling Equipment

40-Rope, Cable, Chain, and Fittings

41-Refrigeration, Air Conditioning, and Air Circu-
lating Equipment

42-Fire Fighting, Rescue, and Safety Equipment

43-Pumps and Compressors

44-Furnace, Steam Plant, and Drying Equipment; and

Nuclear Reactors
45-Plumbing, Heating, and Sanitation Equipment
46-Water Purification and Sewage Treatment
Equipment
47-Pipe, Tubing, Hose, and Fittings
48-Valves
49-Maintenance and Repair Shop Equipment
50-Unassigned
51-Hand Tools
52-Measuring Tools
53-Hardware and Abrasives
54-Prefabricated Structures and Scaffolding
55-Lumber, Millwork, Plywood, and Veneer
56-Construction and Building Materials
57-Unassigned

58-Communication,
tion Equipment

59-Electrical and Electronic Equipment Components

60-Unassigned

61-Electric Wire, and Power and Distribution
Equipment

62-Lighting Fixtures and Lamps

63-Alarm and Signal Systems

64-Unassigned

65-Medical, Dental, and Veterinary Equipment and
Supplies

66-Instruments and Laboratory Equipment

67-Photographic  Equipment

68-Chemicals and Chemical Products

69-Training Aids and Devices

70-General Purpose Automatic Data Processing
Equipment, Software, Supplies and Support
Equipment

71-Furniture

72-Household and Commercial Furnishings and
Appliances

73-Food Preparation and Serving Equipment

74-Office Machines and Visible Record Equipment

75-Office Supplies and Devices

76-Books, Maps, and Other Publications

77-Musical Instruments, Phonographs, and
Home-Type Radios

78-Recreational and Athletic Equipment

79-Cleaning Equipment and Supplies

80-Brushes, Paints, Sealers, and Adhesives

81-Containers, Packaging, and Packing Supplies

82-Unassigned

83-Textiles, Leather, Furs, Apparel and Shoe
Findings, Tents and Flags

84-Clothing, Individual Equipment, and Insignia

85-Toiletries

86-Unassigned

87-Agricultural Supplies

88-Live Animals

89-Subsistence

90-Unassigned

91-Fuels, Lubricants, Oils, and Waxes

92-Unassigned

93-Nonmetallic Fabricated Materials

94-Nonmetallic Crude Materials

95-Metal Bars, Sheets, and Shapes

96-Ores, Minerals, and Their Primary Products

97-Unassigned

98-Unassigned

99-Miscellaneous

Detection, and Coherent Radia-

NOTE: Ecclesiastical equipment, furnishings, and

supplies come under FSC Group 99. This
group is of primary concern to the RP.

Figure II-2-1.—Listing of Federal Supply Classification (FSC) Groups.
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GROUP 99

Miscellaneous

9905 Signs, Advertising Displays, and Identification Plates
Includes Electric Signs; Sign Boards; Display Stands; Mannequins and other display
forms; Printed Signs; General Purpose ldentification Tags and Blanks, Non-personal,;
Plates and Tags for specific applications.

9910 Jewelry
Includes Jewelers’ Findings; Precious Stones, Cut; Costume Jewelery; Natural Gems
and Ornamental Stones, Cut.
Excludes Watches; Clocks; Tableware; Scientific Instruments; Toilet Articles;
Smokers’ Articles.

9915 Collectors’ Items
Includes Stamps; Rare Books; Works of Art; Coins; Antiques.

9920 Smokers’ Articles and Matches
Includes Cigarette Lighters; Lighter Fluid; Pipe Reamers; Ash Trays; Tobacco
Humidors; Packaged Cigarette Paper.
Excludes Ash receivers and lighters specifically designed for installation in or on equip-
ment.

9925 Ecclesiastical Equipment, Furnishings and Supplies
Includes Vestments; Altars; Communion Sets; Ecclesiastical Candelabra; Chalices;
Patens; Altar Cloths; Ecclesiastical Statuary; Sacramental Wine.

9930 Memorials; Cemeterial and Mortuary Equipment and Supplies
Includes Grave Markers; Burial Vaults; Burial Urns; Caskets; Burial Boxes;
Mortician’s Supplies; Monuments; Casket Shipping Cases.
Excludes Hearses; Mortuary Refrigerators.

9999 Miscellaneous Items
Includes only those items which cannot conceivably be classified in any existing classes.

Figure II-2-2.—Breakdown of Federal Supply Classification (FSC) Group 99.
Most of the items used in the Command which identifies each item in the Federal Supply

Religious Program will have either the NCB
Code 00 or O1.

National Item Identification
Number

As stated previously, the National Item Iden-
tification Number (NIIN) is a 9-digit number
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Distribution System. The NIIN is especially
important when ecclesiastical supplies are
ordered. [Figure 11-2-3 [shows the same item
(CANDLE, VOTIVE) under three distinct
NSNS. The FSC (9925) is the same, but the NIIN
is quite different indicating that the items
are unique with respect to each other. To
place an order, the RP would need to know




NSN

ITEM DESCRIPTION

9925-00-2024416

9925-00-202-4417

9925-00-292-9857

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION 51 PCT BEESWAX: 15 HRS MIN BURNING
TIME: PKG PER 36 BX: SPEC/STD CONTROLLING DATA,
MANUFACTURERS CODE 81349, NON-DEFINITIVE GOVERNMENT
SPEC/STD REFERENCE MILC40638, MANUFACTURERS CODE
81349, NON-DEFINITIVE GOVERNMENT SPEC/STD REFERENCE
TYPE2CLASSI1SIZE?2

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION CONSISTS OF ENTIRELY OF WAX: 10 HRS
MIN BURNING TIME: PACKAGE DATA: 36, UNIT QTY, BOX:
SPEC/STD CONTROLLING DATA, MANUFACTURERS CODE
81349, NON-DEFINITIVE GOVERNMENT SPEC/STD REFERENCE
MILC40638

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION CONSISTS OF ENTIRELY OF WAX, 7 DAY MIN
BURNING TIME: FURNISHED IN GLASS CUP: PACKAGE DATA: 12,
UNIT QTY, BOX: SPEC/STD CONTROLLING DATA, MANUFAC-
TURERS CODE 81349, NON-DEFINITIVE GOVERNMENT SPEC/STD

REFERENCE MILC40638

Figure II-2-3.—Votive Candle Under Three Distinct National Stock Numbers.

exactly what type of votive candle was
needed.

Command Religious Program
Material

Besides office supplies listed under FSC
Group 75, the command chaplain and RP are
primarily concerned with the FSC groups and
specific classes shown in[figure 11-24] Most
of the supplies that are used in support of
the Command Religious Program are ordered
under FSC 9925. Items under FSCS 7195, 7710,
and 8345 are also used on a regular basis in the
CRP. The personnel in the supply department
should be consulted when an order is placed for
any supplies. They maintain the most up-to-date
publications and microfiche documents which
provide current prices as well as other pertinent
ordering information.
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SUPPLY PUBLICATIONS AND
MICROFICHE DOCUMENTS

In order to properly use the Navy’'s supply
system, it is necessary for the RP to become
familiar with certain supply publications and
microfiche documents. Most of these publica-
tions and documents are maintained by the per-
sonnel in the supply department. However, the
RP should have a basic understanding and
knowledge of the publications pertinent to
meeting the needs of the Command Religious
Program. In the next few sections, a number of
publications and documents will be explained
briefly. Be sure to consult the personnel in the
supply department for more detailed informa-
tion when necessary.

Operating Procedures Manual for
MILSTRIP/MILSTRAP (NAVSUP P-437)

Naval Supply Publication 437 (NAVSUP
P-437) promulgates policy and procedures



GROUP 71
Furniture

7195 Miscellaneous Furniture and Fixtures
Includes Stone, Clay, and Concrete Furniture; Auditorium and Theater Furniture;
Library Furniture; Cashier Stands.
NOTE: Chapel bulletin boards are ordered under this FSC.

GROUP 77

Musical Instruments, Phonographs, and
Home-Type Radios

7710 Musical Instruments
NOTE: Organs are ordered under this FSC.

GROUP 83

Textiles, Leather, Furs, Apparel and Shoe
Findings, Tents, and Flags

8345 Flags and Pennants
Includes Signaling Flags; Flagstaffs; Signal Shapes; Flagpoles; Flagstaff Trucks; Speed
Cones; Flagstaff Belts; Semaphore Flags.
NOTE: Church pennants are ordered under this FSC.

GROUP 99
Miscellaneous

9925 Ecclesiastical Equipment, Furnishings and Supplies
Includes Vestments; Altars; Communion Sets; Ecclesiastical Candelabra; Chalices;
Patens; Altar Cloths; Ecclesiastical Statuary; Sacramental Wine.
NOTE: The majority of the supplies in support of the Command Religious Program
(CRP) are ordered under this FSC.

Figure II-2-4—Federal Supply Classification (FSC) Groups and Specific Classes of Primary Concern to the Religious
Program Specialist.
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related to the Military Standard Requisitioning
and Issue Procedures (MILSTRIP) and the
Military Standard Transaction Reporting and
Accounting Procedures (MILSTRAP). This
publication serves as a comprehensive reference
for those personnel involved in the preparation
of MILSTRIP documents. Examples of
MILSTRIP requisitioning related to the order-
ing of ecclesiastical supplies in support of the
CRP will be provided later in this chapter.
NAVSUP P-437 is not distributed to afloat
units, This publication is maintained in the sup-
ply department.

MILSTRIP/MILSTRAP Desk Guide
(NAVSUP P-409)

Since NAVSUP P-437 is such a comprehen-
sive publication, the MILSTRIP/MILSTRAP
Desk Guide (NAVSUP P-409) is published for
usage by department and division personnel as a
handy reference in the preparation of
MILSTRIP and MILSTRAP documents. This
small booklet contains formats and code defini-
tions used on a daily basis. The RP should
ensure that a copy is maintained in the office of
the chaplain at all times.

Afloat Supply Procedures
(NAVSUP P-485)

Naval Supply Publication 485 (NAVSUP
P-485) establishes policies for the operation and
management of afloat supply departments and
activities operating under afloat procedures.
Since NAVSUP P437 is not distributed to
afloat units, NAVSUP P-485 incorporates
MILSTRIP/MILSTRAP requisitioning pro-
cedures for fleet usage as outlined in the basic
MILSTRIP/MILSTRAP publication. NAV-
SUP P-485 is maintained in the ship’s supply
department.

Fleet Use of MILSTRIP
(NAVSUPINST 4235.3)

Fleet Use of MILSTRIP (NAVSUPINST
4235.3) serves the same purpose as NAVSUP
P-409. It is designed for usage by department
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and division personnel of afloat units because of
the bulkiness of NAVSUP P-485. In addition, it
is designed to be used for the indoctrination and
training of fleet personnel in MILSTRIP pro-
cedures. It is larger than the MILSTRIP/
MILSTRAP Desk Guide and contains illustra-
tions and explanations. The RP should ensure
that a copy of this instruction is maintained in
the office of the chaplain as a handy reference.

Defense Logistics Agency
Cataloging Handbooks

The Defense Logistics Agency Cataloging
Handbooks are microfiche documents which
contain a complete listing of assigned FSC
groups and classes. These numbered handbooks
(H2-1, H2-2, and H2-3) are maintained in the
supply department. The illustrations shown in
[figures 11-2-2]and 11-2-4 were extracted from
these handbooks.

Navy Interest Identification
List (IL)

The Navy Interest Identification List (IL) is a
microfiche document which provides technical
characteristics and other identifying data for all
items contained in the Federal Supply Classifica-
tion System[Figure 11-2-3|shows a partial listing
taken from the IL.[Figure 11-2-5] provides an
explanation of the abbreviations and symbols
used in the IL. This list is maintained in the sup-
ply department. If detailed information is
needed on specific items, the RP should consult
the personnel in the supply department.

General Services Administration
(GSA) Catalog

The General Services Administration (GSA).
is responsible for cataloging nonmilitary items in
general use by both military and civil agencies of
the United States. This administration publishes
the GSA Supply Catalog which is a handy
reference used in identifying numerous supply
items. This catalog is designed to be used



ABBREVIATION

WORD OR PHRASE

ABBREVIATION

WORD OR PHRASE

AlA
ACCOM
ALUM.
AMS

ASSY
AUTO.
BX
CAT
ccw
CHAR
cL

CM
CN
ClO
CONTR
CROSS-SECT.
cu
CW
DBL
DEG
DEPT
DIA
DIM.
DOC.
DWG
EMER
EQPT
FEAT
FED.
FIIG

FT
GND
GOVT
GPM
H
HYD
IAW
IDENT
IN.
INCL

INSP
KVA
LG
MATL
MAX
MIL
MIN
MM
MTG

ANY ACCEPTABLE
ACCOMMODATION
ALUMINUM
AERONAUTICAL
MATERIAL
SPECIFICATION
ASSEMBLY
AUTOMATIC

BOX

CATALOG
COUNTERCLOCKWISE
CHARACTERISTICS
CLASS

CENTIMETER(S)

CAN

CONSISTS OF
CONTRACT
CROSS-SECTION
CUBIC

CLOCKWISE

DOUBLE

DEGREE(S)
DEPARTMENT
DIAMETER
DIMENSIONS
DOCUMENT

DRAWING
EMERGENCY
EQUIPMENT
PEATURES

FEDERAL
FEDERAL ITEM IDENTIFI-
CATION GUIDE

FEET

GROUND, GROUNDING
GOVERNMENT
GALLONS PER MINUTE
HEIGHT, HIGH
HYDRAULIC

IN ACCORDANCE WITH
IDENTIFICATION
INCHES

INCLUDES, INCLUDED
INCLUDING, INCLUSIVE
INSPECTION, INSPECTOR
KILOVOLT AMPERE
LENGTH

MATERIAL

MAXIMUM

MILITARY

MINIMUM
MILLIMETER
MOUNTING

N/
NSN

NAT
N/INCL
NO.
NOM
O/A
ORD
0oz

PC

PCB

PKG
P/N
PROM
PRESS.
PSI

PT NO
PWR
QTY
RD
RDG

REF
RES
REV
RPM

SER
SPEC
STD
STK
SUP.
SURF.
THD
THK
TREAT.
\%
VDC
VEH
W

W/
W/O
YD

NOT
NATIONAL STOCK
NUMBER

NATURAL

NOT INCLUDED
NUMBER

NOMINAL

OVERALL

ORDNANCE
OUNCE(S)

PRINTED CIRCUIT
PRINTED CIRCUIT
BOARD

PACKAGE(D)

PART NUMBER
PLUS OR MINUS
PRESSURE
POUNDS PER SQUARE
INCH

PART NUMBER
POWER

QUANTITY

ROUND

REFERENCE DRAWING
GROUP

REFERENCE
RESISTANT
REVOLUTION
REVOLUTIONS PER
MINUTE

SERIAL
SPECIFICATION(S)
STANDARD

STOCK

SUPPLY

SURFACE
THREAD(S)(ED)
THICKNESS)
TREATED, TREATMENT
VOLT(S)

VOLT DIRECT CURRENT
VEHICLE

WIDTH, WIDE

WITH

WITHOUT

YARD

NOTE: The Religious Program Specialist should con-

sult the personnel in the supply department
whenever the ldentification List (IL) is utilized
to ensure that a proper interpretation is made
when supplies are ordered. This is especially
important when ecclesiastical supplies are
ordered in support of the CRP.

Figure II-2-5.—Abbreviatios and Symbols Used in the Identification List (IL) and Their Meanings.
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primarily by the civil agencies, but is available to
the RP if necessary. Because of the numerous
and unrelated items in stock, the GSA Supply
Catalog is published in five volumes which are
listed below:

® GSA Supply Catalog Guide

® GSA Furniture Catalog

® GSA Industrial Products Catalog
® GSA Office Products Catalog

® GSA Tools Catalog

The GSA Supply Catalog Guide serves as a
master reference for the four commodity-
oriented volumes. These volumes are maintained
in the supply department and are used when an
item cannot be found in the previously men-
tioned IL or when additional information is re-
quired on a specific item. Also, the GSA Guide
provides information on the regional offices and
their individual areas of responsibility.[Figureg
[IT-2-6 Jand 11-2-7 show the regional offices,
addresses, telephone numbers, and other perti-
nent information. Remember, this segment of
the supply system is designed primarily for use
by the civil agencies. The RP should use normal
Navy supply channels if at all possible.

U.S. Navy Chaplains Program
Support Guide (NAVPERS 15992)

This publication, although not considered to
be a supply publication, is of primary interest to
both the command chaplain and RP.
NAVPERS 15992 is divided into two sections.
The first section provides a directory of active
duty chaplains, inactive duty chaplains, and
Theological Student Program officers.

Section two is referred to as the program
support section and serves as a ready reference
for chaplains and RPs on budgeting and supply
matters. Specifically, this section contains infor-
mation on ordering supplies and materials
needed by the Command Religious Program.
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The remainder of the discussion on NAVPERS
15992 will be devoted to explaining section two
of this publication. When it is necessary to order
supplies having one of the FSCs shown in[figure]
[11-2-4] the RP should first consult section two of
the latest edition of NAVPERS 15992 to see if
the item is listed[ Figure 11-2-8] was extracted
from this section. The information listed next to
each item is important supply data which is
required to fill out the MILSTRIP requisition
form. Note the “Candlelighter and Snuffer” in
This item will be used later in this
chapter to explain MILSTRIP requisitioning. At
that time, supply accounting data will be
explained in more detail.

It is important for the RP to remember that
NAVPERS 15992 is used as an easy reference
rather than as an up-to-date supply policy
publication. Prices of items, among other
things, change periodically and the personnel in
the supply department maintain the most cur-
rent information including price lists. Therefore,
the RP should consult with the supply personnel
before filling out a MILSTRIP requisition form.
Also, if an item is not listed in the Program Sup-
port Guide, the personnel in the supply depart-
ment will be able to assist the RP in determining
if the item is carried under a national stock
number.

Civilian Ecclesiastical Supply
Catalogs

These catalogs, which provide a comprehen-
sive list of church goods, vestments, and articles
of devotion, are published by private com-
panies. Normally, items ordered from these
companies cost more than the same items carried
in the Federal Supply Classification System. If
an item is needed, and cannot be procured using
the FSC System, then these companies are
sources of supply, The personnel in the supply
department can explain how an order is placed
with these companies when necessary.

MILSTRIP REQUISITIONING

The Military Standard Requisitioning and
Issue Procedures (MILSTRIP) System was



Regional
Offices

General Services Administration

cAwa

GSA has eleven regional offices serving
defined geographic areas of the United
Stales (see map). Listed are the ad-
dresses to which requisitions, followup in-
quiries, or cancellations in FEDSTRIP/MIL-
STRIP format should be sent Emergency
telephone numbers include those for nor-
mal working hours, domestic and export

orders, and off-duty hours including week-
ends and holidays.

Unless Federal Supply Service officials
direct otherwise, orders should be sub-
mitted to the GSA regional office sup-
porting the geographical area in which the
requisitioner is located

Mertgomeny County
Ponce Georges County

® Vagine
Arlington County
Farrtas County
Leudoun County
Prince winam County
City of Argrandra

NATIONAL CAPITAL
REQGION (WFSR)
Washinglon, DC 20407
7th and D Sts , SW
202-755-2040 (FTS 755-2040)
Emergency Orders

FTS 472.7664

COM 202.472-7664
Emargency Status

FTS 755-2040(745am tod415pm)

FTS 472-1111 (Oft-duty)

COM 202.472-1111 (Off-duty)

Reglon 1 (1 FSR)
Boston MA 02106
PO Box 2144
617-223-2791 (FTS 223-2791)
Emergency orders and slatus
FTS 223-2791 (820am 104 50pm)
FIS 223-0444 (Off-duty)
COM 617-223-0444 (Oftt-duty)

Region 2 (2 FSR)

New York, NY 10278

26 Federa) Plaza

212-264-8210 (FTS 264-8210)

Status Inquines
(212) 2648200 (800 am w0 SO0 pm)

Emergency orders
FTS 264-8222(800am tc500pm)
COM 212-264-8222 (800 am 0500 pm)
FTS: 264-0025/0027 (Off-duty)

Reglon 3 (3 FSR)
Philadeiphia, PA 19107

Federal Bidg and US Courthouse
Sth and Market Sts

Routine orders and status
FTS 597.7849
COM 215.597-7849
Emergency orders and status
FIS 579-7849:7732 (800 am 10430 pm)
FTS 5974915 (O#t-cuty)
COM 215.579-7849/7732 (800 am 10 430 pm)
COM 215-597-4915 (Oftt-quly)

Region 4 (4 FSR)
Anania. GA 30303
75 Spring St SW
404-221-3011 (FTS 242-3011)
Emergency orders and status (715am 10600 pm
FTS 242-3011
COM 404-221-3011
Emergency orders and status (OH-duty)
FTS 242.5192
COM 404.221-5192

Reglon § (5 FSR)
Cincago. IL 60604
230 S. Dearborn St
312-353-0958
Emergency orders
FTS: 353-0858/3979 (830 am 10500pm}
Emergency status
FIS. 353-0958/3979 (8 30 am to 500 p.m)
Emaergency orders and stalus (Off-duty)
FIS 353-073%
COM 312-353°0735

Regilon 6 (S FSR)
Kangas City, MO 64131
1500 €. Bannisier Rd
816-926-7315 (FTS: 926-7315)
Cy or0ers and status (700 am. to 500 pm
FTS: 926-73157317
FTS. 758-5086 (Oft-duty)
COM. 816-374-5086 (Off-cuty)

Reglon 7 (7 FSR)
Fort Worth, TX 76102
819 Taylor St
817-334-2591 (FTS 334-2691)
Emergency orders and status
FIS 334.2051 (745am to415pm}
FTS 334-2888 (Off-duty)
COM 817-334-2688 (Off-duty)

Region 9 (9 FSR)
San Francisco, CA 94105
525 Market St

Emergency orders 415-556-3507 (FTS $56-3507)
FTS Transactions (700 am. to 430 pm)

Domestic. 556-8415 Export 5568415
Ofi-guty

FIS 556-1480/1488

COM  415-556-1480¢1488

Region 8 (8 FSR)
Denver, CO 80225
Denver Federal Canter, Bidg 41
303-234-437172085 (FTS: 234-4371/3985)
Emergency orders and status
FTS  234-4371/3965 (700 am 10500 pm)
FIS  234-4446 (Oft-cluty)
COM: 303-234-4446 (OH-duty)

Reglon 10 (10 FSA)
Auburn, WA 98002

GSA Center
206-833-6500, Ext 334 (FTS 396-5333/5334)
AUTOVON 881-1851

Emergency orders
COM. 206-833-6500, Ext. 465 (7:30 am w0400pm)
FTS' 396-5485 (7.30 am. t0 400 pm)
COM: 206-833-5386 (Ofi-duty)
Emergency status: (7:30 am. 1o 400 pm)
COM: 2068-833-6500 Ext: 3334

FTS. 396-5333/5334

287.3

Figure II-2-6.—Regional Offices of (he General Services Administration (GSA).
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Areas of Responsibility

District of Columbia, Prince Georges County,
Montgomery County, Fairfax County, Loudoun
County, Prince William County, Arlington County,
Falls Church City & County, City of Alexandria

Connecticut, Maine, Massachusetts, New
Hampshire, Rhode Island, Vermont.

New Jersey. New York, Puerto Rico, Virgin Is-

- lands

Delaware, Maryland, Pennsylvania, Virginia,
West Virginia (Except those areas in the Na-
tionat Capital Region)

Alabama, Florida, Georgia, Kentucky, Missis-
sippi, North Carolina, South Carolina, Tennes-
see

Ilinois, Indiana, Michigan, Minnesota, Ohio,
Wisconsin

lowa, Kansas. Missouri, Nebraska.

Northern New Mexico, Western Oklahoma,
Northwestern Texas.

Arkansas, Louisiana, Eastern Oklahoma, East-
ern Texas

Southern New Mexico, Southern Texas, South-
western Texas.

Colorado, Montana, North Dakota, South Da-
kota, Utah, Wyoming.

Northern California, Northern Nevada, Philip-

pines, Thailand, Taiwan, Singapore, indonesia..

New Zealand, Australia, Okinawa*, Japan*, Ko-
rea”.
Arizona, Southern California, Southern Nevada.

Hawaii, American Samoa.

Idaho, Oregon, Washington, Korea**, Japan**,
Okinawa“*.

Alaska

Figure II-2-7.—Areas of Responsibility of the Regional
Offices of the General Services Administration (GSA).
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developed to provide a common language for
requesting and supplying material within the
Army, Navy, Air Force, Marine Corps, and the
General Services Administration (GSA). NAV-
SUP P-437, NAVSUP P-409, NAVSUP P485,
NAVSUPINST 4235.3 and the GSA Catalog,
which were previously explained, establish
guidelines and procedures for using the
MILSTRIP System.

A vital and integral part of the MIL-
STRIP System is the Uniform Material Move-
ment and Issue Priority System (UMMIPS). The
illustration in_figure 11-2-9]|shows that
MILSTRIP and UMMIPS are used worldwide
by all the Armed Forces of the United States.
UMMIPS was established to ensure that
material requests are processed in accordance
with the military importance of the requesting
activity and the urgency of that activity’s needs.
This system provides the method of assigning
priorities for the issuing and movement of
material. Most of the items that need to be
acquired for use in the CRP are obtained on a
routine basis. Therefore, the chaplain and RP
need to plan program requirements well in
advance to ensure that ecclesiastical supplies are
available when needed.

The storekeeper in the supply department is
extensively involved with the preparation and
processing of MILSTRIP documents. A
Religious Program Specialist need not become
an expert in using this system. However, it is
important for the RP to know how to properly
prepare a requisition form. Ad figqure 11-2-10
illustrates, the RP should study and learn how to
use MILSTRIP procedures and codes as they
pertain to fulfilling the requirements of the
Command Religious Program.

MILSTRIP requisitioning is based upon the
use of a coded, single line item document for
each supply transaction. The documents listed
below are some of the forms that are used for
MILSTRIP requisitioning.

® DD Form 1348—Department of Defense
Single Line Item Requisition System Document
(Manual).
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MILSTRIP
and
UMMIPS

are

MILITARY
STANDARD
SYSTEMS

ARMED FORCES

Figure II-2-9.—United States Armed Forces Use of the Military Standard System (MILSTRIP and UMMIPS).
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TAKE TIME TO LEARN HOW TO USE
MILSTRIP PROCEDURES AND CODES

Figure I1-2-10.—Religious Program Specialist Responsibil-
ity for Using MILSTRIP.

® DD Form 1348m—Department of
Defense Single Line Item Requisition System
Document (Mechanical).

® NAVSUP Form 1250-1—Single Line
Item Consumption/Requisition Document
(Manual).

The manually prepared DD Form 1250-1 is a
consumption document used primarily by all
nonautomated ships of the submarine forces as a
MILSTRIP requisition document. DD Form
1348m is a standard electric accounting machine
(EAM) card which is used by automated ships
with computer card punch equipment. This
mechanically produced form is similar to the
manually produced DD Form 1348 except for a
few minor differences. DD Form 1348 is the re-
quisition form that most RPs will be preparing
when ecclesiastical supplies are ordered.
Therefore, this form will be used for explanation
purposes in the next few sections. NOTE: The
Requisition and Invoice/Shipping Document,
DD Form 1149, is used as the procurement
document for items excluded from MILSTRIP.
The personnel in the supply department will
assist the RP in determining when it is necessary
to use a DD Form 1149[ Figure 11-2-11] shows a
blank copy of this form.

PREPARATION OF DD FORM 1348

A manual requisition is prepared on a 2-,4-,
or 6-part DD Form 1348. Either of these sets
may be used as determined by local command
requirements. All copies of the manual forms
are identical except for data blocks “T” and
“U.” These two blocks are blank on the
original, but the copies are printed to provide a
place to show the unit and total prices of the
material being ordered.

[Eigure 11-2-12]shows the original and green

copy of a 6-part DD Form 1348. Note that the
original and green copy are identical except for
the specific differences shown below in blocks

“T”, and “U.”

ORIGINAL

e e m

SopPLeMEnaty  Jsf Funo [ aesTRIBN- | Peojict rnot] w0, b1 [A0V]

ADDRESS Tion U3J
4474546 47 4849 50 51 52 53 54 55 56 57 58 59 60 61 62 63 64 85 66 67 68 63 70

{1309 H 9 ab 2l 4f,

GREEN COPY

]
S

MENT NUMBER ] [i
0 U : ]

5 37 9 3

A DD Form 1348 must be either typed or
filled out using a blue or black ink ballpoint pen.
To eliminate any possible confusion between a
numeric zero and an alphabetic “O,” the com-
munication zero (@) is used on MILSTRIP re-
quisitions when zeroes are applicable. The
following paragraphs will be devoted to explain-
ing the procedures that the RP should use in
preparing a DD Form 1348 for ordering an
ecclesiastical item (Candlelighter and Snuffer,
NSN: 9925-00-639-8664, shown in [figurd
[11-2-13). The original copy of a DD Form 1348
will be used for illustrative purposes.[Figure]

11-2-14 |shows the completed requisition for
this transaction. Data blocks “A” through “V”

2-14



TALLY

[l R ccat

123466789 10111213 1418

16 17 10 19 20 20 22 23 24 28 26 27 28 28 30 31 32 33 34 36 20 37 38 39 40 41 42 43 44 45 48 47 49 49 SO
SuceT[no. o7 3. aGursiTion GaTe 6. MOWSTION NUMBER
REQUISITION AND INVOICE/SHIPPING DOCUMENT e
7. PROM; 7. OATE MATERAL 7 o FmOmTY
7. 10; % AUTHORITY OR FURPOSE
10, SIGRATURE 1ra. VOUCNER NUMBER ANC OATE
3. SMIP 10 - MARK FOR 12 DATE SWIPPED L
(3. MODE OF SHIPMENT 16 BiLL OF LADING NuMSER
T3, AN MOVEWERT DISIGNATOA O PORY REPERENCE NO.
4. AFFROPRATION ANG SUBHEAD LY SUR CONT NO TUBAL. | AUTHOMZATION [TRANS | PROPERTY ACCTG |COUN. | COST CODE AMOUNY
l -3 ACCT'G ACTIVITY | Tvig ACTINTY TRY
Em T GUANTITY TUPPLY vt g
na. FEDEMAL STOCK NUMBER. DESCRIPTION. AND CODING OF MATEMAL AND/OR SERVICES or REGUESTED ACTion con. | Tamen [— YOTAL COST
S3uE TRRER | O3
(e ) fc) (d) [ [/i] 2) 18) tn
—
T8 TRANEFONTATION VIA MATS 17. SFECIAL
OR M3TS CHARGEABLE TO HANDUNG
t8. [issuep 8y < m o DESCMPTION b 19, cg‘ucr“:::s T
CHPTAS
& NOTEO
2% [cwecxio o ¢ | urenmes BaTE
£ | mcewvio
;! s | uxcertas
i ¥ €0
a‘ [PACKED BY DATE
t° PosTED
—— TorAaL_—a
D.,23%™, 1149 BY 52 €3 64 58 56 57 68 59 60 81 62 63 64 58 06 87 88 88 70 71 72 73 74 75 76 77 78 79 60 81 82 83 84 05 58 97 83 4% 90 91 92 93 54 #5 96 37 98 99 300
DD .\ LR 19-#7)

REPLACES LDITION OF | MAY 38 WHICH MAY BE USED

$/8 9102 -LP 011 - 180Y

ORIGINAL

Figure 1I-2-11.—DD Form 1149 Requisition Procurement Document for Items Excluded from MILSTRIP.

and card columns “1” through “80” will be
explained in the next few sections.

Data Block A (SEND TO)

Ecclesiastical items (FSC 9925) are obtained
from the Defense General Supply Center located
at Richmond, Virginia. The name, address, and
unit identification code (UIC) of this center is
inserted in the space provided.

Data Block B
(REQUISITION IS FROM)

The name, address, and UIC of the requisi-
tioner is inserted in the space provided. For this
requisition, the Naval Education and Training
Program Development Center (NAVED-
TRAPRODEVCEN) located at Pensacola,
Florida, will be used.

+| DEFENSE GENERAL SUPPLY CENTER
3|, RICHMOND, VA 23297

uIC: 31999
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REQUISITION 1S FROM:

NAVEDTRAPRODEVCEN (CODE CH)
, PENSACOLA, FL 32509

—tt uam—

UIC: 68322

a3
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Figure I1-2-12.—Original and Green Copy of DD Form 1348.

Data Block C

This block is either left blank or the name of
the item is inserted in the space provided. For
this requisition, “Candlelighter and Snuffer”
typed in Data Block C.

AND
<. SNUFFER

~ 1348 (84T) 1

CANDLELIGHTER
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Data Blocks D - F (EDITING DATA)

These blocks are left blank.

[K1]

11213

Card Columns 1 -3
(DOCUMENT IDENTIFIER)

The document identifier is a three-character
code which indicates the purpose and use of the
document (requisition, referral, followup,
status, etc.). Every requisition must have a code
assigned in order to be processed. The first two
characters will always be ‘““A@’’ and the third
character will be assigned in accordance with
Appendix 4 of NAVSUP P-437. The RP is

287.2 primarily concerned with the codes ‘‘A@1”
Figure I1-2-13.—Candleligher and Snuffer. (requisition for overseas shipment with
Senr | een | ¥ ! o CRTERIER S 11y AT o !“Jm'”l":%é“ W'“‘h’?{“g.ﬁ“ T
%’052- At REQUISITION tS FROM:
N (CODE CH)
.| DEFENSE GENERAL SUPPLY CENTER NAVEDTRAPRODEVCE . i
i RICHMOND, VA 23297 UIC: 31990 |, PENSACOLA, FL 32509 UIC: 68322 %
;: CANDLELIGHTER RE ';'"“ :“a 4“4 Dla;m‘m: Z.g.]‘:.i.';;’éi ‘“57‘ aivqc\o'ninlnl\Ahs?::llrlw'wlzojlﬂ 22 ';;s'mu zslu:lnhsﬁv cj)
2 < SNGEE R 0 € . {ABA[S 96G|C 9,9,250,9,63,98 664 , [EADD g9 4 ]
5 it 7 L el e | ITYIE T ! ] e
8 f30 :\111!;:“3'::'3: ;sﬁﬁviri‘:‘rwt?ﬁi‘rﬁﬁf%nlwuﬂso 0 E E E él
N68322Pp225Pp223[RIYCH-02(A ! : ‘Ec 5<
il 1 L - 1 11 . l”lA ] b e ‘TL‘ ____________ _:_"‘ ___________ __,:_ _____________ g
‘i s'zws)a sals31s6 5772:;59 ;‘OI.:: :;la;l« ?‘Eﬁ%ﬂ 6263 [ 0463 fos E ; i g
Al2s YY 915 ; 5 B
-1 i 4 Ll 1 L i L LI : Y e :Le ____________ R . _:L ____________ _%
%g 78] o9 i |E OS
°% 3{rairs 7]78] 79 80 ! v v
os|sejor|es oo |70 71]721 7 4175|7617 9 L DOCUMENT NUMBER | ‘"""'.‘R's"' tong “v"nf PouC 'l‘llo'l |g“|'u AD:
: ‘g%‘all'"?‘s }'s Esﬁ‘t‘snvz l!cl: 1"';:17“"?: L 2J1ld?;'?: ??;N‘Z; O !h‘mma'ﬂ i :-}:ﬂ‘bz ‘u]-: e ~-]~\ b‘lr.":j zm BT IS

43.24(RP-1)

Figure I1-2-14,—DD Form 1348 Requisition for Candlelighter and Snuffer.
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NSN/NATO number) and ‘‘A@A’ (requisition
for domestic shipment with NSN/NATO
number). If a situation arises where a different
code is needed, the personnel in the supply
department will assist in determining the proper
code. The code ‘‘A@A’’is used for this requisi-
tion.

DOC IDENT
IR

A DA

Card Columns 4 - 6
(ROUTING IDENTIFIER)

Every requisition must contain the routing
identifier code of the supply source to whom the
requisition is being sent. This code must coincide
with the address of the activity shown in data
block A. Routing identifier codes are listed in
Appendix 10 of NAVSUP P-437. Listed below
are the routing identifiers for naval supply
centers (NSCs), naval supply depots (NSDs), in-
dustrial naval air stations (INASs), and defense
supply centers (DSCs).

ROUTING IDENTIFIER

ﬁharleslon NRZ
Norfolk NNZ
Oakland NOZ
NSC
Pearl Harbor NPZ
Puget Sound NUZ
LSan Diego NDZ
Guam NXZ
NSD < Subic Bay NVZ
Yokosuka NzZz
(Alameda PAZ
Cherry Point PTZ
Jacksonville PiZ
INAS{
Norfolk PNZ
North Island PDZ
\Pensacola PPZ

2-18

rDefense Construction
Supply Center
Columbus, OH 43215

S9C

Defense General
Supply Center
Richmond, VA 23297

S9G

Defense Industrial
Supply Center
Philadelphia, PA 19111

S9I

DSC <

Defense Personnel
Support Center
Philadelphia, PA 19101

S9T

Defense Personnel
Support Center
Philadelphia, PA 19101

SOM

Defense Personnel
Support Center
Philadelphia, PA 19101

S9S

The personnel in the supply department
maintain a comprehensive list of other supply
sources and will provide the RP with the correct
routing identifier for any item upon request. The
proper routing identifier for this requisition is
“S9G” since the Defense General Supply
Center, Richmond, Virginia, is the source of
supply for ecclesiastical material.

Card Column 7
(MEDIA AND STATUS CODE)

The media and status code is a one-character
numeric or alphabetic code used to indicate the
status that is required or requested by the
requisitioner concerning each requisition. This
code also designates which activity is to receive
the status and the communications media (mail
or message) that will be used to transmit
the status. Media and status codes are listed
in Appendix 6 of NAVSUP P-437. For this



requisition, the letter “C” is used which
indicates that the requisitioner will receive
notification by mail concerning the availability
of the item being ordered. This notification
enables the requisitioner to make other
arrangements for purchasing the item if it is not
available from this source. A “‘@” is inserted if
no status is desired by the requisitioner.

Card Columns 8 - 22
(STOCK NUMBER)

The National Stock Number (NSN) for a
“Candlelighter and Snuffer” is inserted in the
spaces provided. The FSC (9925) is placed in
card columns 8 through 11; and, the NIIN
(006398664) is inserted in card columns 12
through 20. Card columns 21 and 22 are left
blank. Appendix 15 of NAVSUP P-437 provides
guidance on acceptable entries for this section of
DD Form 1348.

STOCK NUMBER
7T T WITN i
B8To (101 n[nluTm\sTmhﬁuHwlzo] 21] 22

9,9,2510,0,6,3,9866,4 |

Card Columns 23 - 24
(UNIT OF ISSUE)

The two-letter unit of issue abbreviation is
inserted in this section. Appendix 23 of NAV-
SUP P-437 provides a listing of approved
abbreviations. Shown below is a partial listing of
abbreviations which may be used.

ITEM ABBREVIATION
Bag BG
Book BK
Bottle BT
Box BX
Can CN
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Dozen Dz
Each EA
Gallon GL
Kit KT
Package PG
Pair PR
Set SE
“Each” is the wunit of issue for a

“Candlelighter and Snuffer.” Therefore, “EA”
is inserted in card columns 23 and 24.

Card Columns 25 - 29
(QUANTITY)

The number (amount) of the item required is
entered in the quantity section. When the
requested quantity does not require 5 significant
digits, zeroes are entered in the blank spaces
preceding the significant digits. Listed below are
several examples of quantities and the cor-
responding correct DD Form 1348 entries.

QUANTITY DD FORM 1348 ENTRY

4 00004
14 00014
114 00114

For this requisition, four “Candlelighters
and Snuffers” are being requested. Therefore,
the correct entry is ‘‘00004.”’

I 40 NO

ony

Card Column 30
(SERVICE)

Service designator codes are designed to
identify the service or component of the service
of the ordering activity and are contained in
Appendix 11 of NAVSUP P-437. Listed below



are the three most commonly used codes in the
Navy.

CODE NAVY COMPONENT

N All activities other than fleet
operating units of CINCPACFLT
and CINCLANTFLT.

R Fleet operating units of CINC-
PACFLT.

\Y Fleet operating units of
CINCLANTFLT.

The correct entry for this requisition is “N”
since NAVEDTRAPRODEVCEN Pensacola,
Florida, is not an operating unit of either CINC-
PACFLT or CINCLANTFLT.

DO FC

AL}

Card Columns 31-35
(REQUISITIONER)

The unit identification code (UIC) of the
requisitioner is inserted in columns 31 through
35. The UIC for NAVEDTRAPRODEVCEN
Pensacola, Florida, is “68322.”

EEEA
NT327133T24738

68322
L_l_l_a._l__l

Card Columns 36-39
(DATE)

The 4 digits representing the Julian date on
which the requisition is actually transmitted to
the Defense General Supply Center, Richmond,
Virginia, is inserted in these columns. Card

column 36 is used for indicating the calendar
year (@ for 1980, 1 for 1981, etc.) and columns
37 through 39 indicate the numeric consecutive
day of the calendar year. For example, this
requisition was transmitted on August 12, 1980.
Since 1980 was a leap year, the Julian date for
this day is 225 as indicated in the two illustra-
tions shown below.

JULIAN DATE CALENDAR

FOR LEAP YEARS ONLY

2-20

Doy d Jon | Feb | Mor | Apr | May| June| suly { Aug ) Sep | Oct | Nov] Dec | Doy
T Joor o3z | oét Tosz 122 153 183 | 24 | 245 | 275 | 306 | 336 | 1
2 | ooz | 033 {062 [ov2| 123 154 | 184 | 215 | 246 | 276 | 307 | 337 | 2
3 [003] 034 J0s3 | 0va| 124 155|185 | 216 | 247 | 277 | 308 | 338 3
4 | 004 | 035 [ oea [o9s [ 125 [ 156 | 186 | 217 | 248 | 278 | 309 | 339 | 4
5 005 [ 036 [ 065 [ 096 | 126 | 157 | 167 | 218 | 249 | 279 | 310 | 340 | 5
6 ] 006 ) 037 | 066 ] 097 ] 127 ] 158 | 188 | 219 | 250 | 280 | 311 | 341 | &
7 |07 [ 038 | 067 [ 098 | 128 | 159 | 189 | 220 [ 251 | 281 | 312 | 342 | 7
8 008 [ 039 [ 08 ] 099 [ 129] 160 | 190 | 221 | 252 | 282 | 313 | 343 | @
9 Toos Toa0Toeo T 100 T 130 1ar [ 191 1222 1 253 [ 283 [ s | 22 | o
10 | 010 [ 0a1 | 070 | 301 | 131 | ve2 | 192 | 223 284 | 315 | 45 ] 10
y) 01 Joaz 07y o2 [ 132 | re3 ] 193 [ 224 [ 255 | 285 | 316 | 348 | 11
12 J012 | 043 | 072 | 103 | 133 | 164 | 194 [ 225 ) 256 | 286 | 317 | 347 | 12

T 1013 [ oss [ora | roa] 13| 165 195 257 1287 [ 18 [ 48 | 13
14 o4 [ oasTora {105 {135 [ 166 | 196 | 227 | 258 | 288 | 319 | 349 | 14
15 | 015 | 046 | 075 | 106 | 136 | 167 | 197 | 228 | 259 | 289 | 320 | 350 | 15
16 [ 016 ] 0471076 ] 107 | 137 ]| 168 | 198 | 229 | 260 | 290 | 321 | 351 | 1
17 {017 oe8] 077 | 108 ] 136 169 | 199 | 230 | 261 | 291 J 322 | 352 | 17
18 | 018 {049 | 078 ] 100 ] 139 170 | 200 | 231 | 262 | 292 | 323 | 353 | 18
19 [019 | 050 [ 079 | 110 | 140 | 177 | 201 | 232 | 263 [ 293 | 324 | 34 | 15
20 [ o020 [ o5t [oso | v [ a1 [ 172 | 202 | 233 | 264 | 294 | 325 | ass | 20
21 | 021 [ 052 [ 08) | 112 | 142 | 173 | 203 | 234 | 265 | 295 | 326 | 356 | 21
22 | 022 [ 053 [ 082 | 113 | 143 ] 174 | 208 | 235 | 266 | 296 | 327 | 357 | 22
2 | 023 | 054 | 083 | 114 | 144 | 175 ]| 205 | 236 | 267 | 297 | 328 | 358 | 23
2¢ | 024 | 055 084 | 115 ] 145 ] 176 ] 206 | 237 | 268 | 256 | 325 | 359 | 24
25 | 025 | 056 | 085 | 116 | 146 | 177 | 207 | 238 | 269 | 29% | 330 | 360 | 25
26 | 026 | 057 086 | N7 | 147 | 178 | 208 | 23 [ 270 300 ] 331 | 367 | 26
27 | 027 | 0S8 | 087 | 118 | 148 | 179 | 209 | 240 | 27V | a01 | 3% | 382 | 27
26 | 028 [ 059 | 088 | 119 | 149 | 180 | 210 | 241 | 272 [ 302 | 333 | 363 | 28
29 029 f oso [ 089 | 120 | 150 | 181 [ 211 | 242 | 273 | 303 | 334 | 304 | 29
3 | 030 o0 f 121 ] 15t | e [ 212 [ 243 ] 274 | 304 | 335 | 3e5 | 30
31 [ 03t 091 152 213 | 244 305 % | 3

NAVIAMDA FORM 11761 {1.45) (USE IN 1963, 1972, 1976, etc.)
TUESDAY Ay 1 2 1980
JULY 1980
swrwr 7y [ AUGUST 1980 | SETTEMOERIDS
1 2 3 45 S M T W F S 1 23 855

§ 78 3101112 T 2] |78 9w
13 14 15 16 17 1819 14 1516 17 10 19 20
0222282226 (3 4 5 6 7 8 91 by
27 20 29 30 31 10 11 12 13 1415 16| [28 29 30

1718 19 20 21 22 23
2425 26 27 28 29 30 141 Days Len
1




Note in the Julian Date Calendar shown
below that the 225th day is August 13. This
occurred because this calendar is used for count-
ing the days in nonleap years (1981, 1982, 1983,
1985, 1986, 1987, etc.). It is important that the
RP use the right calendar when Julian dates are
utilized.

JULIAN DATE CALENDAR

(PERPETUAL)

Jon | Feb | Mor | Apr | Moy | June | July ['Aug ) Sep | Oct | Nov | Dec
001 ] 032 | 060 | 091 | 121 | 152 [ 182 [ 713 [ 244 | 274 | 305 [ 335
002 ] 033f ost 092 [ 122 ] 1531 183 | 214 § 245 | 275 | 306 | 336
003 | 034§ 062 [ 093 | 123 | 154 | 184 [ 215 | 246 | 276 | 307 | 337
004 | 035 | 063 | 094 [ 124 | 155 | 185 | 216 | 247 | 277 | 308 | 338
005 | 036 | 064 | 095 | 125 156 | 186 | 217 | 248 | 278 | 309 | 339
006 | 037 | 065 | 094 | 126 § 157 | 187 | 218 | 249 | 279 | 310 | 340
007 | 038 | 066 | 097 127 158 [ 188 | 219 [ 250 | 280 | 311 | 341
008 | 039 | 067 | 098 | 128 [ 159 | 189 | 220 | 251 | 281 312 | 342
009 | 040 | 0c8 | 099 | 129 160 | 190 | 221 | 252 | 282 | 313 | 343
010 o4t [ 069 [ 100 ] 130 [ 161 [ 191 | 222 { 253 | 283 | 314 | 344
Ci1 | 042 ) 070 | 01 131 [ 162 | 192 [ 223 ] 254 | 284 | 315 | 345
012 | 043 | 07 102 | 132 | 163 ] 1931 224 | 255 | 285 | 316 | 346
013 0sa | 072 | 103 | 133 | 164 | 194 225 ] 256 | 286 | 317 | 347
014 ] oas | 073 | 104 | 134 | 165 | 195 | 226 | 257 | 287 | 318 | 348
15 | o1s| oas | 074 | o5 | 135 | 166 | 196 | 227 | 258 | 288 | 319 | 349
16 | 016 ] 047 ] 075 106 | 136§ 167 | 197 [ 228 | 259 | 289 | 320 { 350
17| 017) cag] 076 | 107 | 137 | 168 | 198 | 229 | 280 | 290 | 321 | 35)
1w ) oa] oo 077 ] woa | 138 ] 169 ] 199 | 230 | 261 | 291 322 | 352
19 1 0194 €50 ] 078 10% 139 170 § 200 | 23t | 262 | 292 | 323 | 353
20] 020f 05| 079} vo | o} 17y | 201 | 232 | 263 | 293 | 324 | 354
21 0211 052 o080 | 1 141 172 | 202 | 233 | 264 | 294 | 325 ] 355
22 | 022] 053] 08! 112 142 1731 203 F 234 ] 265 | 295 | 326 ] 356
23| 029} 054 o082 | 13| 143 ] 174 | 204 | 235 | 266 | 296 | 327 } 357
24 | 024 055 083y 14 | 44 ) i75 ] 205§ 236§ 267 § 297 | 328§ 358
25 o025 0s6] osa | 115 1451 176 ] 206 ) 237 | 268 | 298 § 329 ] 359
26 | 026) 057 o085 | 116 | 146 | 177 {1 207 ] 238 { 269 [ 299 | 330 | 0
27| 027 o8] oe | viz | 47 [ 178 | 208 | 239 | 270 | 300 | 331 | &)
28| 0281 059¢ 087 § 118 ) 148 179 | 209 | 240 1 27) 301 332 ] 362
29 | 029 088 119 | 149 180 | 210§ 241 | 272 1 302 | 333 | 383
30 | 030 085 | 120 150 ] 18y | 211 ] 242 ] 2731 303 | 334 | 364
k2 03) R0 151 212 243 304 365
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NAVSANOA FORM 11761 {1651 FOR LEAP YEAR USE REVERSE 3IDE

Since this requisition is being transmitted in a
leap year, the correct entry for card columns 36
through 39 for August 12, 1980, is ‘0225

361371 38 T3p

p225
| I |

Card columns 40-43
(SERIAL)

Serial numbers are assigned at the discretion
of the originating command. The personnel in
the supply department will assist the RP in
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determining the proper serial humber for each
requisition. Serial numbers cannot be duplicated
on the same day. The Naval Education and
Training Program Development Center
(NAVEDTRAPRODEVCEN) has assigned the
serial number block ‘‘@2@0 through @299’ to the
Command Religious Program for fiscal year
1980. This is the 23rd requisition of the year
processed by the office of the chaplain;
therefore, ‘0223’ is the proper entry for card
columns 40 through 43.

‘o;dlh)il:’

p223

.

NOTE: Card columns 30 through 43 (SER-
VICE, REQUISITIONER, DATE, and
SERIAL) make up the document number of a
requisition. The document number for this
requisition is shown below. Appendix 24 of
NAVSUP P-437 provides guidance on proper
entries for document numbers.

DOCUMENT NUMBER

N6832202250223

il lmlnlmmll_ﬂl_-i TA
38 EREDC])

N683229Hp2259223
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Card Column 44
(DEMAND)

Stock points (NSCs, NSDs, INASs, and
DSCs) are financed on the basis of an annual
budget. The inventory manager at each of these
stock points must rely primarily upon the
demand coding assigned by the customer during
the previous year to project which items must be
replenished for the next year. Therefore,
demand coding is the MOST IMPORTANT ele-
ment of a DD Form 1348 to the customer and to
the supply system which is tasked with the con-
tinual support of all customers. Demand codes
are listed in Appendix 13 of NAVSUP P-437.



The RP is primarily concerned with the follow-
ing codes.

CODE EXPLANATION

R RECURRING DEMAND. A re-
guest made periodically or an-
ticipated to be repetitive.

N NONRECURRING DEMAND.

A request made for a require-
ment known to be of a one-time
occurrence.

The RP should discuss the recurring or
nonrecurring nature of an item with the com-
mand chaplain to ensure that the most correct
demand code is assigned to each DD Form 1348.
For this requisition, the demand code “R” is in-
serted in card column 44,

e
A

Card Columns 45 - 50
(SUPPLEMENTARY ADDRESS)

The supplementary address field may be used
to denote that another activity is to receive the
material, status, or billing. When this section is
used for any of these purposes, the appropriate
service code (N, R, or V, for example) is inserted
in card column 45 and the UIC of the other
activity is inserted in card columns 46 through
50. Appendix 5 of NAVSUP P-437 provides
specific guidance on supplementary address
entries.

When material is shipped and billed to the
requisitioner, card columns 45 through 50 may
be used for local command information such as
identifying a work center or department. The
letter “Y” is placed in card column 45 (SERV-
ICE) and local information is placed in card col-
umns 46 through 50. Identifying information for
NAVEDTRAPRODEVCEN Pensacola,
Florida, is used for this requisition. “CH”
denotes the office of the chaplain and *‘@2”
specifics the first 2 digits of the serial block
assigned to this office for fiscal year 1980.
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Card Column 51 (SIGNAL CODE)

The signal code entry serves a dual purpose
in that it identifies the activity receiving the
material and the activity receiving the bill.
Appendix 12 of NAVSUP P-437 provides a
comprehensive listing of signal codes and their
meanings. The following signal codes indicate
that material is to be shipped to the requisitioner
(card columns 30 through 35) and billed as
follows:

CODEBILL TO

A Card Columns 30-35
B Card Columns 45-50
C Card Column 52
D No Bill Required

The next set of codes listed below signify that
material is to be shipped to the supplementary
addressee (card columns 45 through 50) and
billed as follows:

CODEBILL TO

J Card Columns 30-35
K Card Columns 45-50
L Card Column 52
M No Bill Required



Signal code “A” is the correct entry for this
requisition since NAVEDTRAPRODEVCEN is
going to receive and also pay for the requested
item.

Card Columns 52 - 53
(FUND CODE)

The fund code is a two-character code which
identifies the Five Year Defense Program
(FYDP), the expense element, and the allotment
to which requisitioned material or services will
be billed. This information, in conjunction with
the requisitioner’s service code and activity
address, provides the complete accounting data
necessary for detailed financial processing of
applicable charges. This field is left blank for

free issues which are identified by signal code
“D” or “M” in card column 51.

A complete listing of fleet fund codes is
contained in NAVSO P-3013 (Financial
Management of Resources - Operating Forces),
Appendix Il. Chapter 5 of NAVSUP P-437 con-
tains a list of all fund codes assigned by the
Office of the Navy Comptroller. The RP should
obtain the correct fund code from the personnel
in the supply department. The fund code “2S”
will be used for this requisition.

fUND

5253
28

£ UNE ITEM
FOCUMENT (MANU

Card Columns 54 - 56
(DISTRIBUTION CODE)

This dual purpose code is left blank unless
otherwise directed by local supply department
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personnel. The distribution code for this requisi-
tion will be left blank.

STRBUTION
salss1ss

Card Columns 57 - 59
(PROJECT CODE)

The project code is a three-character entry
used to identify the purpose or nature of the
requirement for the item which is being requisi-
tioned. Appendix 8 of NAVSUP P-437 provides
a detailed list of project codes. The RP should
obtain the correct project code from local supply
department personnel. “YY9” will be used for
this requisition.

PROJECT
BAAR

YY 9

[

Card Columns 60 - 61
(PRIORITY)

The determination of the 2-digit priority
code is based on the assignment of a Force/
Activity Designator (F/AD) and an Urgency of
Need Designator (UND). Complete details on
priority indicators are contained in Chapter 7 of
OPNAVINST 4614.1. Listed below are the five
F/ADs and three UNDs.

FORCE/ACTIVITY DESIGNATORS (E/AD)

I - In combat
Il - Positioned for combat

Positioned to deploy/combat
- Other active and selected reserve forces

All other



URGENCY OF NEED DESIGNATORS
(UND)

A - Unable to perform mission
B - Impaired operational capability
C - Routine

The chart illustrated below shows how the
F/AD used in conjunction with the UND deter-
mines the priority of a requisition. Note that an
assigned F/AD normally limits the requisitioner
to choosing from three priority designators con-
sistent with the UND. For example, NAVED-
TRAPRODEVCEN Pensacola, Florida, is
assigned the F/AD “V.” This means that the
priority for this command will normally be
either 08, 10, or 15. As mentioned earlier in this
chapter, the Command Religious Program will
normally obtain material on a routine basis as
outlined in the Uniform Material and Issue
Priority System (UMMIPS). Therefore, the cor-
rect entry for this requisition is the priority
designator “15.”

URGENCY OF NEED
DESIGNATOR
FORCE/ACTIVITY
DESIGNATOR A B C
1 o1 o] 11
It 2 05 12
111 03 06 13
v i 99 14
A% 10 15
PRIQITY
80 &1
15
S

Card Columns 62 - 64
(REQUIRED DELIVERY DATE)

The standard delivery date of the assigned
priority designator (card columns 60 and 61) is
normally considered to be the required delivery
date; therefore, no required delivery date is
entered in card columns 62 through 64 except
under special circumstances outlined in OP-
NAVINST 4614.1 and NAVSUP P-437. The
Julian date is entered in this section when a re-
quired delivery date is specified. For this requisi-
tion, this section is left blank.

"G Dh STt
62763 T6a

Data Blocks G - K
(STATUS DATA)

These blocks are left blank.

ATUS DAY
1] 2] 3 ]aafe2 63640560

DERS]
67 I oa]oo

Card Columns 65-66
(ADVICE CODE)

This section is left blank.

ADVICE

© 0O NG

REQUISITION SYSTEM [

65|86

DO
10ENT |
3




Card Columns 67 - 80

This section is left blank.

o7 |68 70 73
g

LU )
(R

71422
$TOCK

89 74

[53
Fi'\‘i ‘LAX

Data Blocks L - V (REMARKS)

These blocks are left blank when requisitions
are submitted to the General Services
Administration and Defense Supply Centers.
Since this requisition is being submitted to the
Defense Supply Center at Richmond, this sec-
tion must be left blank. The personnel in the
supply department will advise the RP when it is
necessary to insert information in this section.

REMARKS T
1
1
(
!

| S G —

G3SNYHIT NIND QSN 38 AVW |19
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PREPARATION OF SERVMART
REQUISITION (DD FORM 1348)

SERVMARTSS maintain stocks of high usage
consumables, repair parts, and equipage items
under a system which enables fleet and shore
units to procure these items without the delay
encountered when requesting items through
routine requisitioning methods. This convenient
source of supply permits the use of a single
money value (MVO) requisition to procure
several stock items on one DD Form 1348.

For example, if the RP needs to replenish
certain office supplies (paper, pencils, pens,
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tablets, erasers, ink, glue, etc.), the total value
(MVO) of the supplies needed is determined and
a single DD Form 1348 is prepared as shown in
figure [1-2-15.1 The following sections will be
devoted to explaining the important differences
between a SERVMART requisition and the re-
quisition of an ecclesiastical item on the DD
Form 1348.

Data Block A (SEND TO)
NAVEDTRAPRODEVCEN Pensacola,
Florida, utilizes the servmart located at NAS

Pensacola. Therefore, the address and UIC of
this supply source is placed in Data Block A.

/

Data Block C

10l

C | ®Gu1
ng?m oesr |1 How |[QUANTITY]

SEND TO

NAS SUPPLY DEPARTMENT
., PENSACOLA, FL 325p8

T NUMSER MENY NUM

UIC: 68566 -

For this requisition, consumable supplies is
typed in Data Block C.

CONSUMABLE
SUPPLIES

™ 1348 (6PTV )

<

Card Columns 4 - 6
(ROUTING IDENTIFIER)

As explained earlier in this chapter, every re-
guisition must contain the routing identifier
code of the supply source to whom the requisi-
tion is being sent. In this case, the requisition is
normally “hand carried” to the supply source
(SERVMART). Nevertheless, the routing iden-
tifier code of NAS Pensacola must be inserted in
the columns provided. The correct routing iden-
tifier for this requisition is “PPZ.”
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SEND TO: ) REQUISITION S FROM
«1 NAS SUPPLY DEPARTMENT NAVEDTRAPRODEVCEN (CODE CH) <
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43.24(RP-2)

Figure I1-2-15.—DD Form 1348 Requisition for Consumable Supplies from SERVMART.

Card Columns 30-43
(DOCUMENT NUMBER)

The document number for this requisition is
shown below.

DOCUMENT NUMBER

N6832202250224

Note that this requisition was prepared on the
same date (8225: August 12, 1980) as the requisi-
tion for the candlelighter and snuffer which was
previously explained.

DOCUMENT NUMBER DOCUMENT NUMBER

N6832202250223 N6832202250224

Candlelighter Consumables

L—’ August 12, 1980 '—'J

Since serial numbers cannot be duplicated on the
same day, the RP must assign a different serial
number to this second requisition. This latter re-
quisition is the 24th of the year prepared by the
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department; therefore, ‘‘@224’° is the proper
entry for card columns 40 through 43.

p224
S N S _—

DOCUMENT NUMBER DOCUMENT NUMBER

N6832202250223 N6832202250224
Candlelighter Consumables

L Serial Number O————'

The completed document number entry (SERV-
ICE, REQUISITIONER, DATE, and SERIAL)
for this SERVMART requisition is shown
below.

N68322ﬂ225ﬂ224

| B S S A A |




Data Blocks L. - V
(REMARKS)

A total cost limitation and the signature of
the person receiving the material must be entered
in the “REMARKS” section for SERVMART
requisitions. RP2 A. L. Ship prepared this
requisition and estimated that the total cost of
the supplies would be approximately $25.

REMARKS H H

TOTAL COST LIMITATIDN:
! :

525.0p
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Figure 11-2-16 shows some of the important
“Do’s of MILSTRIP requisitioning.”
Regardless of whether an ecclesiastical item is
being ordered or a SERVMART *“run” is being
made, the RP should ensure that the DD Form
1348 is properly filled out. Remember, the
storekeeper in the supply department will pro-
vide assistance upon request. It is imperative
that the RP utilize this source of information
when ecclesiastical items are being procured.

INVENTORY FUNCTIONS

The term “inventory” is defined as either the
guantity of stock on hand for which stock
records are maintained; or, the function
whereby material on hand is physically inspected
and counted, and stock records are reconciled
accordingly. The RP plays a vital part in
accounting for supplies and material once they
have been procured. However, advisory
assistance for inventorying the material in the
custody of the office of the chaplain should
always be, obtained from the personnel in the
supply department.

The next few sections will be devoted to
defining certain inventory terms; and, to
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explaining some of the requirements and pro-
cedures for conducting an inventory of supplies
and material.

EQUIPAGE

Equipage is a term applied to items that are
not consumed in use, and are usually of greater
value and have a longer life than supplies. There
are two types of equipage: controlled equipage
and other equipage.

Controlled Equipage

Controlled equipage consists of items which
require increased management control due to
high cost, vulnerability to pilferage, or impor-
tance to the command’'s mission. Tape
recorders, calculating machines, and
typewriters, either manual or electric, are a few
examples of controlled equipage. The personnel
in the supply department maintain a master list,
by department, of all controlled equipage for
each command. The RP should keep accurate
records to ensure that the controlled equipage
maintained in the office of the chaplain matches
the master list maintained in the supply depart-
ment. This can be accomplished through the
maintenance of an index card file system or by
other similar methods[ Eigure 11-2-17 lillustrates
an example of the index card method of
accounting for controlled equipage. The RP
should check all the items of controlled equipage
in the index card file for the Command Religious
Program with the master list maintained in the
supply department to ensure that these two lists
reflect the same information.

Other Equipage

Other equipage consists of items which are
not controlled and are procured in the same
manner as other operating space items (con-
sumable supplies). Requests for other equipage
items are submitted directly to the supply activ-
ity as in the case of the “Candlelighter and Snuf-
fer” which was ordered from the Defense
General Supply Center, Richmond, Virginia.



THE DO’'S OF MILSTRIP REQUISITIONING

BECOME FAMILIAR WITH MILSTRIP FORMS, FORMATS, AND CODES
USE A BALLPOINT PEN OR TYPEWRITER TO PREPARE MILSTRIP DOCUMENTS
ENSURE LEGIBILITY OF ALL COPIES OF MILSTRIP DOCUMENTS

ASSIGN DOCUMENT NUMBERS TO REFLECT DATES ON WHICH REQUIS1-
TIONS ARE ACTUALLY SUBMITTED (TRANSMITTED) TO THE SUPPLY

SOURCE

ADHERE TO THE UNIFORM PRIORITY SYSTEM WHEN ASSIGNING PRIORITY
DESIGNATORS

ENSURE THAT THE ROUTING IDENTIFIER CODE COINCIDES WITH THE
ADDRESS IN DATA BLOCK A

CONSULT THE COMMAND CHAPLAIN BEFORE ASSIGNING A DEMAND CODE
FOR ECCLESIASTICAL ITEMS

OBTAIN ASSISTANCE FROM THE STOREKEEPER IN THE SUPPLY DEHRART
MENT WHENEVER NECESSARY

DON'T FORGET

1. ASSIGN THE RIGHT CODES
2.PUT THEMIN THE RIGHT SPACES
3. MAKE THE RIGHT INTERPRETATIONS...

Figure II-2-16.—Reminders for Proper Usage of MILSTRIP Requisitioning.
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NETPDC Pensacola, FL 32509

Controlled Equipage Card

Organization:

Command Religious
Program (CH)

ltem: IBM Selectric Il Electric
Typewriter

Serial Number: 2225850

Minor Property

Number (USN): 68322/000444

Received: 12 December 1979

By: RPC M. R. Smithers

NETPDC Pensacola, FL 32509

Controlled Equipage Card

Organization:

Received:
By:

Command Religious
Program (CH)

Item: Accurate Brothers
Calculating Machine

Serial Number: 825358

Minor Property

Number (USN): 68322/000447

18 January 1980
RPC M. R. Smithers

Figure II-2-17.—Index Card Method of Accounting for Controlled Equipage.

CONDUCTING THE INVENTORY

Inventory schedules are prepared for a full
year by the supply officer prior to the com-
mencement of each fiscal year. The command
chaplain and RP should know well in advance
when an inventory of supplies and equipage will
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be conducted in their spaces. Prior to the
scheduled date of the inventory, the RP should
check to see that all of the controlled equipage in
the office of the chaplain is accounted for prior
to the actual inventory. Also, consumable sup-
plies should be neatly arranged to expedite the
counting of items.



The key to an efficient inventory is to be
prepared in advance. This advanced planning
enables the command chaplain and RP, working
with the personnel in the supply department, to
ensure that the office of the chaplain meets the
Navy’s established inventory requirements.

SUMMARY
This chapter contained information on the

Navy’'s supply system and specific procedures
and guidelines on how this system is used. Many
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important supply terms were introduced which
RPs should know in order to perform their tasks
in support of the Command Religious Program
(CRP). Numerous supply publications were
explained as well as MILSTRIP requisitioning
procedures on a DD Form 1348. Finally, inven-
tory guidelines were covered to show the impor-
tance of this highly important function in the
supply system.

The next chapter will be devoted to explain-
ing where the Navy gets its money and the part
that the CRP plays in obtaining its share of the
command’s budget.



CHAPTER 3

OPERATING TARGETS

Supply functions and inventory procedures
were covered in the preceding chapter. This
chapter will be devoted to explaining how the
Navy gets its money, the system used to account
for it, and the part that the Command Religious
Program (CRP) plays in utilizing its portion of
the command’s budget.

Each year the Navy must have billions of
dollars to carry out its mission and this money
comes from the taxpayers of the United States as
determined by Congress. Therefore, the Navy
must keep detailed accounts to show the receipt
and expenditure of public funds; the amount of
Government money, materials, and property on
hand; and, the cost of all operations. These ac-
counts are broken down by projects, programs,
and various other functional categories. All of
these categories are a part of financial manage-
ment and are necessary to ensure that Govern-
ment property and money are used economically
in the public interest.

The Religious Program Specialist (RP) needs
to become familiar with various budgeting and
accounting procedures in order to assist the
command chaplain in utilizing that portion of
the budget which is allocated to the CRP.

APPROPRIATIONS

An appropriation is an authorization by an
Act of Congress to incur obligations for a
specified time and purpose, and to make
payments out of the Treasury of the United
States. It is in this manner that the Navy receives
money to pay for ships and the cost of their
operation and maintenance; the cost of training
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and paying the personnel who operate them;
and, the money to operate the shore establish-
ment needed to support the fleet.

As previously stated, the Navy must keep
detailed accounts to show the receipt and ex-
penditure of public funds. This is accomplished
by observing a yearly accounting cycle. The ac-
counting period for the Navy is the fiscal year
which differs from the calendar year in that it
begins on 1 October and ends the following 30
September. Thus, fiscal year 1980 began on
1 October 1979 and ended on 30 September
1980.

TYPES OF APPROPRIATIONS

Three types of appropriations may be used in
the Navy depending on the purpose for which
they are issued. Most appropriations are for 1
year and are used to finance the normal
operating costs of the Navy. Other types may be
granted without a time limitation or for a
specific period of time of more than 1 year's
duration. RPs will normally work with ap-
propriations which are for 1 year only. The next
few sections will be devoted to explaining the
three types of appropriations.

Annual Appropriation

An annual appropriation, which is of
primary concern to the RP, generally covers the
current operating and maintenance expenses of
the Navy. This appropriation becomes available
at the beginning of the fiscal year stated in the
appropriation act. Once the act is passed, funds
may be either directly expended or obligated
throughout the fiscal year.



After the end of the fiscal year, each com-
mand must return any unobligated funds to the
United States Treasury through proper Navy
channels. Prudent management by the com-
mand chaplain and RP of the CRP allocation
will ensure that the various programs conducted
throughout the year have sufficient money to
operate. Also, continuity from one fiscal year to
the next will be maintained if careful planning
and close adherence to the budget is observed.

Continuing Appropriation

A continuing appropriation is available for
incurring obligations until the purpose for which
the appropriation was made is accomplished.
This type of appropriation is often referred to as
a “no-year” appropriation. Construction pro-
jects such as the building of a new chapel com-
plex would probably be financed by this type of
appropriation.

Continuing appropriations become available
at the beginning of the fiscal year following the
passage of the appropriation act or may become
available immediately when specified in the act.
Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels once the purpose of the
continuing appropriation has been ac-
complished.

Multiple-Year Appropriation

A multiple-year appropriation is generally
made for purposes which require a long lead
time in planning and execution. Procurement of
aircraft/missiles and shipbuilding/conversion
are examples which require multiple-year ap-
propriations. This type of appropriation
becomes available for obligation and expend-
iture at the beginning of the fiscal year
designated in the appropriation act unless other-
wise stated in the act. A multiple-year ap-
propriation is available for incurring obligations
only during the fiscal years specified in the act.

Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels at the end of the last fiscal
year included in the multiple-year appropriation
or when the appropriation expires for obligation
purposes.
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STATUS OF APPROPRIATIONS

Appropriations are referred to as current, ex-
pired, or lapsed. The personnel in the supply
department will provide the RP with assistance
in determining the status of any appropriation.
A brief description of the three status terms is
shown in[figure 11-3-1]

FUNDS

Funds are sums of money or other resources
which are established for a specific purpose.
Two types of funds are used extensively
throughout the Navy and RPs need to under-
stand how and why they are used. The two types
of funds, revolving and trust, will be explained
in the next few sections.

CURRENT APPROPRIATION

An appropriation which is available for
incurring obligations and making
disbursements during the current fiscal
year.

EXPIRED APPROPRIATION

An appropriation which is no longer
available for incurring obligations, but
which remains available for
disbursements to liquidate existing
obligations.

LAPSED APPROPRIATION

The undisbursed balance of an ap-
propriation which by law is no longer
available for disbursement.

Figure II-3-1—Terms Associated with the Status of
Appropriations.



REVOLVING FUNDS

A revolving fund is established to provide
working capital for the Navy. Money is paid for
the procurement of materials and services; and,
is reimbursed when these materials and services
are received or sold to local Navy commands.
There are various types of revolving funds. A
brief description of several types will be pro-
vided in the following sections.

Navy Stock Fund (NSF)

It is not practical for each activity in the
Navy to purchase all of its operating require-
ments directly from commercial suppliers. The
Navy Stock Fund (NSF) exists for this reason. It
provides the necessary capital to finance the

purchase and maintenance of stocks of common
supply items which are required for the support
and operation of the entire Navy. Basic capital
(money) for the NSF is made available by Con-
gress in much the same manner as appropria-
tions. The total value of the NSF is reviewed an-
nually by Congress and is adjusted accordingly
to meet current operating requirements.

The RP needs to be familiar with certain
charges and credits which are applied to the
NSF. Although record keeping of the charges
and credits for each command is the primary
responsibility of the storekeeper in the supply
department, a basic understanding of NSF
financial responsibilities will enhance the RP’s

nderstanding of the Navy supply system.
Figure 11-3-2|shows a list of the most common

NAVY STOCK FUND

NSF CHARGES

NSF CREDITS

Expenditures for the purchase or manufac-
ture of stores, supplies, equipment, and
services.

Appropriation adjustments lodged against the
fund for sale of materials from another
account.

Losses by accounting, price adjustment,
appraisal, inventory, sale, survey, which
are not properly charged to an appro-
priation.

Donations of surplus material for public
health and educational purposes including
research.

Authorized charges for repair of material.

Issues of clothing items for health and
comfort when not charged to another
appropriation.

Payment of claims approved by the Gen-
eral Accounting Office (GAO).

Issues charged to an appropriation or fund.

Cash sales (including sales to other Govern-
ment departments).

Sales to other accounts.

Collections from carriers for material either
lost or damaged in transit.

Gains by accounting, price adjustment,
appraisal, inventory, sale, and survey
which are not properly credited to an
appropriation.

Reimbursement from the Defense Logistics
Agency (DLA) for the pro rata share
of proceeds from the sale of surplus,
scrap, and salvage material which has
been expended.

Figure II-3-2.—Most Common Charges and Credits of the Navy Stock Fund (NSF).
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Figure II-3-3.—Navy Stock Fund (NSF) in Operation.

items which are “charged” or “credited” to the
NSF.

NAVY STOCK FUND USE.—The NSF
fulfills its role as a revolving fund by purchasing
designated supplies from commercial sources,
the Defense Logistics Agency (DLA), the
General Services Administration (GSA), and the
Departments of the Army and Air Force. These
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supplies may be charged against a specific
appropriation or sold for cash. The NSF is
reimbursed for supplies when they are issued or
sold. While these supplies are being held
(waiting to be sold), they are maintained in the
Navy Stock Account (NSA).

NAVY STOCK ACCOUNT.—The Navy
Stock Account is an inventory account and is an



integral part of the NSF. It serves as the
“holding account” for NSF-procured supplies
until they are sold. Thus, the total value of the
NSF actually consists of money on hand plus the
value of the supplies maintained in the NSA.

NAVY STOCK FUND OPERATION.—
[Eigure 11-3-3] shows the basic operation of the
NSF. A brief description of the numbered steps
in this figure is shown below.

1. Material is purchased by the NSF from
the Defense Logistics

commercial suppliers,
Agency (DLA), the Departments of the Army

and Air Force, and the General Services

Administration (GSA).

&+

("
/

COMMERC!AL SUPPLIERS
DLA, ARMY, AF, 6SA

E

2. The suppliers in step 1 deliver material to

designated naval supply activities where it is held
in the inventory account (Navy Stock Account)

requested-by a Navy customer

until

m

COMMERCIAL SUPPLIERS
DLA, ARMY, AF, GSA

X

3. An organization in the Navy (a ship in
this explanation) needs to replace material which
has been used in its operations. A requisition
DD Form 1348) is submitted to the appropriate

supply activity requesting the material

ORIGINAL

i - |
NSA

NAVY SUPPLY ACTIVITY

M

The ship in step 3 forwards a copy of the
requisition document to the appropriate Fleet
Accounting and Disbursing Center (FAADC)
for use in performing the ship’s official
operating target (OPTAR) accounting. The
FAADC reduces the ship’s budget by the
amount of the DD Form 1348. Operating targets
will be explained later in this chapter.

—m
NSA

/

NAVY SUPPLY ACTIVITY

§ .‘h&n.
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5. The material is issued to the ship by the
appropriated supply activity.

" NSA

NAVY SUPPLY ACTIVITY

t}ﬂ..

6. The supply activity submits a “Report of
Fund Authorization” (NAVCOMPT Form
2074) with a supporting “Financial Detail Card”
(NAVSUP Form 1162) to the appropriate
FAADC authorizing the FAADC to charge the
ship’s OPTAR the amount of the material which
was requested. This provides the FAADC with a
cross-check mechanism to compare the amount
on the ship’s DD Form 1348 with the amount on
the NSA'S NAVCOMPT Form 2074 and NAV-
SUP 1162.

|

NAVCOMPT
2074 AND
NAVSUP {182

[

NSA

Navy suppLy acTivity [
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7. The NSF is credited the amount of the re-
quisition, thus completing the cycle.

Religious Program Specialists should realize
that they play an important role in the proper
utilization of the Navy Stock Fund (NSF). The
requisition forms which were filled out and ex-
plained in[Chapter 2] are a vital part of the NSF,
The information which is inserted in the data
blocks and card columns provides the NSF with
pertinent information which_aids it in keeping
material readily available. shows
the DD Form 1348 which was prepared for the
four “Candlelighters and Snuffers” in the
previous chapter. All of the information on this
form is important; however, the most critical in-
formation to both the customer and the NSF is
contained in card column 44 (DEMAND). This
section informs inventory managers at the
various stock points which items must be
replenished for the next year. As stated
previously, the two codes which the RP will use
the most often are “R” and “N.”
explains how and under what circumstances
these codes are used.

Navy Industrial Fund (NIF)

The Navy Industrial Fund (NIP) is a revolv-
ing fund which is used to finance the cost of
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“ J A request made periodically
R ] . .
or anticipated to be
repetitive.
N NONRECURRING DEMAND.

A request made for arequire-
ment known to be of a one-
time occurrence.

43.24(RP)

Figure 1I-34.—DD Form 1348 Requisition for Candlelighter and Snuffer with Emphasis on Card Column 44 (DEMAND).

maintaining and operating industrial
commercial-type activities such as naval
shipyards. Basically, the NIF serves the same
purpose as the Navy Stock Fund which was ex-
plained earlier in this chapter. The major
charges that are credited to this fund are: civilian
labor, material purchases, travel of personnel,
transportation of material, cost of utilities, and
equipment/property rental. The RP will not be
directly involved with this type of fund but
should be aware that it exists.

Naval Working Fund (NWF)
The Naval Working Fund (NWF) provides a

single permanent revolving fund for financing
all work which is not chargeable to some current
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naval appropriation. Advance funds are
deposited to the NWF for work or services that
are to be furnished by the Navy. For example,
the pay and allowances for sailors from an allied
government which are embarked aboard U.S.
Navy ships for training are deposited by their
government in the NWF. The sailors are then
paid their salaries out of this fund. The RP will
probably not be involved in using this fund.

Navy Management Fund (NMF)

This fund is used for the economical and
efficient completion of Navy operations which
are financed by two or more appropriations
when the costs of these operations cannot be



credited immediately to the specific appropria-
tions. Paying for the shipment of household
goods is an example of a charge which would be
financed by the NMF. The RP should know that
this fund exists even though the CRP will not be
directly involved with using this fund.

TRUST FUNDS

Trust funds are used in accordance with the
guidelines specified by an Act of Congress; or,
under the terms of a special agreement with
private contributors. Public contributions which
are received for the purpose of maintaining the
USS Arizona Memorial at Pearl Harbor,
Hawaii, shown irl_figure 11-3-5] is an example of
a trust fund.

Another very important trust fund with
which the RP should be familiar is the fund that
receives its money from the sale of merchandise

RSt~

in the ship’s store. This fund helps provide
recreation and entertainment for enlisted per-
sonnel from the profits which are accumulated
through sales of merchandise. Therefore, the RP
should purchase items in support of the CRP
from the ship’s store whenever possible. NOTE:
Later in this chapter and in[Chapters 4 and 5,
nonappropriated funds and a petty cash account
will be explained. The requirements for purchas-
ing materials from other than regular supply
sources will be explained when nonappropriated
funds and the petty cash account are covered.

NONAPPROPRIATED FUND

This type of fund will be explained more
fully in[Chapters 4land 5. However, a brief ex-
planation here will show the difference between
appropriated and nonappropriated funds. A

ooy, ol 4y

Cy—

287.1

Figure II-3-5.—USS ARIZONA Memorial Located at Pearl Harbor, Hawaii.
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nonappropriated fund differs from an appropri-
ated fund in that it comes from sources other
than congressional appropriation. The Com-
mand Religious Program chapel fund is usually
the only type of nonappropriated fund with
which a chaplain and the RP are associated.
Chapel funds are established by authority of the
commanding officer and are to be used for pro-
jects of a religious and humanitarian nature.
Normally all expenditures will reflect the desires
of the donors. However, it should be noted that
the commanding officer reserves the right to
approve or disapprove any expenditure from
these funds.

SOURCES OF REVENUE

Voluntary offerings and contributions
received at religious services constitute the major
source of revenue for CRP chapel funds. Other
sources of revenue are:

1. Designated contributions from individ-
uals or organizations for the support of religious
programs, projects, or charitable causes.

2. Proceeds from the authorized sale of
CRP chapel fund property.

3. Grants from the Chief of Chaplains fund
or other nonappropriated funds.

DISBURSEMENTS

Disbursements of CRP chapel funds will be
made for purposes consistent with the desires of
the commanding officer and the intentions of
the contributing group as mentioned previously.
Organizations such as Protestant and Roman
Catholic advisory councils usually represent
their particular groups in determining the ex-
penditure of funds. Appropriate expenditures
include, but are not limited to, the following:

1. Donations to missions and religious
outreach projects.

2. Donations to charitable and relief pro-
jects.

3. Expenses incurred in connection with
social service and community service enterprises
sponsored by the CRP.
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4. Expenses incurred in connection with
fellowship activities such as dinners and outings.

Logistical support for the Command Reli-
gious Program is provided through the use of
appropriated funds. CRP chapel funds WILL
NOT be used for paying salaries of support per-
sonnel, the purchase of literature and material,
printing costs, administrative expenses, or any
other expense for which an appropriated fund
exists. Supplementary items and services re-
quired for the CRP and not available from
official sources may be purchased through the
use of command chapel funds. However, the
following expenditures or obligations are
specifically prohibited:

Loans to individuals.
2. Purchases of motor vehicles.

3. Purchases of stocks, bonds, or other such
investments.

Oblations or commitments in excess of
current cash assets of the fund.

The accounting procedures for a nonappro-
priated CRP chapel fund will be explained in

and 5.

OPERATINGTARGET (OPTAR)

The term “Operating Target” (OPTAR) is
defined as an estimate of the amount of money
which will be required by a ship, staff,
squadron, shore installation, or other unit, to
perform its assigned mission. An OPTAR has to
do specifically with the purchase of supplies and
equipage and is available for spending during a
single fiscal year. As stated previously, a fiscal
year starts on 1 October and ends the following
30 September. Therefore, the OPTAR for a
specific year expires when that year ends on
30 September. This means that new orders for
material may not be placed using the OPTAR
for the expired fiscal year. The command
chaplain and RP should check periodically
throughout the fiscal year with the personnel in
the supply department to determine how much
money is available for use by the Command
Religious Program.



Commanding officers are responsible for the
proper and effective utilization of OPTAR
funds. The supply officer is responsible for
maintaining OPTAR records and submitting
status and transaction reports to the command-
ing officer. In discharging this responsibility, the
supply officer relies on the storekeeper who
performs the task as the OPTAR recordkeeper.
This designated individual maintains the
Requisition/OPTAR Log (NAVCOMPT Form
2155) shown in[figure T11-3-6] It is very important
that all departments aboard ship or at a shore
installation maintain a close liaison with both
the supply officer and OPTAR recordkeeper to
ensure that accurate records are kept. The com-
mand chaplain must assume responsibility for
the proper utilization of the OPTAR funds
which are allocated to the office of the chaplain.

The RP will be expected to oversee the
expenditures within the office of the chaplain or,
at least, will be assigned accounting respon-
sibilities for the CRP OPTAR. Through careful
planning and strict adherence to locally
established OPTAR procedures, the RP will be
able to contribute significantly to the overall
mission of the ship or command. The RP should
seek advice from the personnel in the supply
department whenever needed.

EMPLOYMENT OF
CIVILIAN CLERGY

Many of the concepts involved with how the
Navy obtains and spends money were explained
in the preceding sections of this chapter. It is
important to remember that OPTAR funds have
to do specifically with the purchase of supplies
and equipage; and, that all other funds and
appropriations are used for other designated
functions. The next area that will be discussed
has to do with obtaining the services of auxiliary
chaplains, contract chaplains, and clergy for
occasional ministries to assist in the Command
Religious Program. Procedures and guidelines
for the employment of these clergypersons are
outlined in SECNAVINST 1730.3.

The RP should be familiar with the termi-
nology associated with the hiring of civilian
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clergy who assist in the CRP. Listed below are
three definitions which RPs should know con-
cerning the employment of civilian clergy-
persons.

1. Service contract—one which calls directly
for a person’s (contractor’s) time and effort
rather than for an end product.

2. Personal services contract—the procuring
of services by contract in such a manner that the
person (contractor) is in effect an employee of
the Government.

3. Nonpersonal services contract—the pro-
curing of services of a person (contractor) by
agencies of the Department of Defense in which
the person (contractor) is not considered to be
an employee of the Government.

AUXILIARY CHAPLAINS

Commanding officers may obtain the serv-
ices of civilian clergy to serve as auxiliary
chaplains in meeting the religious needs of per-
sonnel when military chaplains are not available;
or, when there is a specific need for additional
professional personnel to supplement the
already existing professional staff. These clergy-
persons will be hired on a “personal services”
basis.

Guidelines for Appointment

The RP must be aware of the guidelines
surrounding the appointment of auxiliary
chaplains. Some of the specific guidelines are
listed below.

1. Auxiliary chaplains will be given appoint-
ments for conducting regular services on a fee
basis.

2. Auxiliary chaplains will be employed only
in those situations where adequate coverage by
commissioned Navy chaplains is not available.

3. Auxiliary chaplains will be responsible to
the commanding officer of the ship or installa-
tion which they serve; and, their supervision will
be exercised through the local activity’s com-
mand chaplain.
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Personal Qualifications Statement Form Approved:
Reed & before P Q form O.M.8. No. 50-R0387

1 Kind of position (job} you are tiling for (or title and number of announcement) DO NOT WRITE IN THIS BLOCK
FOR USE OF EXAMINING OFFICE ONLY
2 Options for which you wisn to be considered (if isted in the announcement) Material Entered regtster
Submitted
3 Home phane T Wock phone Returned :
Area Code | Number Area Code ¢ Number . Extension Notations g
<
5 Preferred title (mark one) 6. Other last names ever used (e.g.. Marden) g
mm [ IM'S nmss (_hs Form reviewed. :
7.[Name (Last, First, Miadle) Form approved g
Option Grade [E37€C| prey Aug. | Z
Street address or RFD no (include apartment no.. if any) pho de Rating| ''®'€™*"® | Rating | ©
Y —
City State ZiP Code 5 Points
(Tent)
10 Points
8 Birthplace (City & State. or forergn country) omp Dis @
%
3 10 Social Security Number Other 4
9. Birth date (Month. day. year) cial Security 10 Points §
*1 Y you have ever been employed by the Federal Government as a ctvilian, give your D Disal z
fighest grade, classification series, and job title I
Being
Dates of service in that grade (Month, day. and year) - Investi-
g . day. Initials and date gated
From To
12. )f you currently have an application on tile with the Civil Service Commission for ap- THIS SPACE FOR USE OF APPOINTING OFFICER ONLY
pointment 1o a Federal position. (a) list the name of the area oftice maintaining your Preference has been verified through proof that the separation
application. (b) the position for which you filed, and (if appropriafe) (c) the date of was under honorable conditions, and other proof as required
your notice of rating, (d) your 1dentification number. and (e) your rating
{ 5-Pant | [10Pant Compensable Disab i_‘l 10-Point Other
Signature and title
13. Lowest pay or grade you wili accept 14 be‘IEH'M" ym;vbe(xa;lh-
able for wor | Agenc Date
PAY GRADE and year) geney
H per OR
15. Are you lable for temporary employment lasting Yes| NO Are you i d in being dered for employment by: £ uﬂ
—
fAcceptance or retusal of tem- A Lessthan 1month? . .. ... . A_ State and local government agencies? .................... ... :
porary employment will not A . bt
affect your consideration for B. 110 4 monins’ B Congressional and other public oftices? ...... ... . ... .. .. _j -
other appontments } C. 510 12 months? €. Public international orgamizations? ..........................
17. Where will you accep! a job £q No| 18 lndrcate your avanamhty tor overnight travel: 19. Are you avaitable for part-time posi-
) !— tions (fewer than 40 hours per week) [
A. In the Washington. D.C. Metropoiitan area? . A bie {or overnight travel ... ... oifering VESND
8 Qutside the 50 United States? .. I B 1toSnightspermonth ................ .. A 20 or fewer hours per week?
€. Anyplace in the United States? ... ... .. ... C 6to10mights permonth .................. B. 2110 31 hours per week? ... .........
D Only in (specify locality): D. 11 0r more nights permonth . ............. C. 3210 33 hours per week? ............
20. Veteran Preference. Answer all parts. If a part does not apply to you. answer “NQ" noﬂ

A. Have you ever served on active duty in the United States military service? (Exclude tours of active duty for tmmng in Rasorns or Nationsl Guard) .
B. Have you ever been discharged from the armed services under other than honorabls conditions? (You may o
genera/ by a Drscharge ﬂmew Board or similar authority.) ..
It"YES", give details in item 35,

C. Do you cialm 5 point preference based on active duty in the armed torces?

H"YES", you will be required to furmish records to support your claim at the time you are appointed.

0. Do you claim 10 point prefersnce?

1#YES", check the type of pref | d and complete and attach Standard Form 15, "Claim for 10 Point Veteran Preference”. together with the proof
raquested in that form. o N Purole H

p on- bl urple Heart
Type of Preference D Disability Disability Recipient D Spouse D Widow(er) D Mother

€. List dates, branch, and serial number of all active service (enter “N/A" if not applicable).
From To Branch ot Service Serial or Service Number

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER 171106

Standard Form 171 {rev. 12-77)
U.8. Civil Service Commission

Page 1

Figure II-3-7.—Personal Qualifications Statement (Standard Form 171). Page 1
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4. The duties of auxiliary chaplains will be
of a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

5. The wearing of uniforms by auxiliary
chaplains, including Reserve chaplains acting in
the capacity of auxiliary chaplains, is not
authorized.

6. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for
auxiliary chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualifications for Appointment

An auxiliary chaplain must be a fully
ordained clergyperson; and, must have an
ecclesiastical endorsement from an agency that is
recognized by the Armed Forces Chaplains
Board as an endorsing agency. Obtaining this
endorsement is the responsibility of the clergy-
person who is seeking appointment. Endorse-
ments will be sent directly from the endorsing
agency to the Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Appointments of auxiliary chaplains will
be made by the commanding officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be submitted on the four-page Application
for Federal Employment, Standard Form 171
(Personal Qualifications Statement), shown in
[figures T1-3-7](page 1), 11-3-8 (page 2), 11-3-9
(page 3), and 11-3-10 (page 4). Federal civilian
personnel office advisors are available at most
commands to assist in the preparation of this
form.
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3. Standard Form 171 will be sent to the
Chief of Chaplains accompanied by a letter in-
dicating that the applicant has requested an
ecclesiastical endorsement.

4. Appointment of auxiliary chaplains will
be made for a term not to exceed 3 years.
Reappointments for additional terms will re-
quire the same procedure as initial appoint-
ments. This means that a Standard Form 171
must be submitted along with the certification of
ecclesiastical endorsement.

5. Auxiliary chaplains are hired through the
use of a “personal services contract” and are
charged against authorized civilian ceilings.

Privileges of Appointees

Auxiliary chaplains ARE NOT authorized
travel pay, subsistence pay, commissary and ex-
change privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.

Payment of Appointees

Auxiliary chaplains will be paid from appro-
priated fund resources of each local command.
The fee for auxiliary chaplains cannot exceed the
following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to
exceed an average of two weekday services per
week for the period of the appointment.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national auxiliary chaplains
in foreign countries must conform to the local
economy and be established by the respective
area commander.



1 Experience Begin with current or most recent work of volunteer experience and work back Account or periods of unemployment exceeding three months and your
residence address at that time on the last line of the experience blocks in order of occurrence

Way nquiry be made of your present employer regarding your characier. quahfications, and record of employment?

(A “NO" will not atfect your consideration fos empioyment opportunities except for Adminislrative Law Judge positions ) DVES NO
Name and address of employer's organization finclude 2IP Code, 17 known) ates employed (give month and year) [Average number of hours per week]
n From Te J_
Saiary or earnings Piace of empioyment
Beginning § per City
Ending § per State
[Exact title of your position Name of )immediate supervisor Area Code  Telephone Number :‘.‘é’:«“’ and kind of employses you super-
Kind of or organizati fe ing. It Federal service, civihan or rmlltarly series, grade or rank, and dateof | Your reason for wanting to leave
accounting. social services, elc.) last promotion
Description of work (Describe your specific duties, responsibily and accompl, in this job.}.

For agency use (skill codes, efc )

: Name and address of employer's organization finclude ZIP Code. 1f known) ates employed (give month and year) JAverage number of hours per wee

From To
Salary or earnings lace of employment

Beginning $ per City
Ending $ per State
FET:C! title of your position ]Name of immediate superyvisor Area Code Telephone Number [Numbes and kind of minployees you super-

1 l vised

Kind of business or orgamization (manufacturing.

t i Federal service, civilian or military: series, grade or rank, anddateof {Your reason for leaving
|accounting, sacial services, etc ) fast promotion
Description ot work {Describe your specific duties. resp s and accomplishments in this job.)
For agency use {skill codss, etc.)
Euame and address of employer's arganization finclude ZIP Code, if known) Dates employed {give month and year) [Average number of hours per waeiﬁ
From To
Yﬁace o1 empioyment
nar ity
n per Gity
Ending $ per Isme
— -
xact title of your position ame of immediate supervisor Area Code  Telsphone Number [Number and kind of employees you super-
l I vised
Kind of business or organization {manufacturing. ederal gervice, civilian or military series, grade or rank. anddateo] |Your reason for leaving
accounting, social services, etc.) last promotion
bﬁcriplion of work (Describe your specittic duties, ibilities and lish in this job.):
N For agency use (skill codes, efc.)
Page 2 It you need additional experience blocks, use Standard Form 171-A o blank sheets of paper

SEE INSTRUCTION SHEET

287.2B
Figure I1-3-8.—Personal Qualifications Statement (Standard Form 171). Page 2
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Attach Supplemental Sheets or Forms Here

2. A Spacial qualitications and skilis (skilfs with i patents or , Your most impoi P {do not submit copies unless your public speaking and
7 ip in p i or screntific societies; etC.)
8. Kind of license ar certificate (pilol, registared nurse, iawyer. radio operator, CPA, stc.)| C. Latest license or certificate D. Approximate number of words per minute
Year State or other licensing authority Typing Shorthand
L

i
3. A Did you gudumT om Nuh SChool or will you graduate within fhe nex] nine months, | 8. Name and location (city and Stefe) of last high schaol attended
or 40 you havi h school equivalency certificate?

jon lnd ym jo | Highsst grade completed
C.Name and location (city, State, and 2IP Code. if known) of collage or univessity. (if you Dates Attended Yaars Completed No. LOMpIRISt 5 Type of ¥ "
expect to graduate within nine months, grve MONTH and YEAR you expect 1o receive Quarter Degree 0ar 0
your degree.) From To Day Night Hours Hours | (BA.etc)| Degree

0. of Credits Compieted 1 € Chiet praduate college subsects 0_of Credits Complet
Semesier | Quarter

Semesier | Quarter
Hours Hours Hours Hours

D Civef undergraduate college subjects

F. Major hieid of study at highest level of college work

G Other schools ot traming [for example, lrade. vocations). Armed Forces or business). Give for each the name and location (city. State. and 2IP Code. if known) of schooi. dales attended. sub-
jects studied. number of classroam hours of instiuction per week. certificate, and any other pertinent data

24. Honors, awards. and feliowships received

25 Languages other than English List the languages fother than Engirsh) 1n which you are proficient and indicate your level of proficiency by putting a check mark { y” | in the appropriate column
a) 3bility in 2 languser sther than Enalish may be glvan sn interview conductad selsly In Shat lsngusse. Describe 1n Item 35 how you ganed your language skills

and the amount of experience you have hno eg. 72nows of traming. spoke 8! home for 18 years. seii-taught. etc )
PROFICIENCY
Can Prepare and ¢ Have Facilily to Trans(ate Articies. Can Read Articles. Techmcal
Name of Languagei(s) Delrver Lectures Can Convarse Technical Materials, etc Matenials, etc for Own Use
Fiuently With Difficulty Fluently Passably Into English From English Easily With Didficulty

2 Reterences List three persons who are NOT related 10 you and who have definite knowledge of your gualificatians and fitness far the position tor which you are nvplymn 0o not repeat names
of supervisors listed under ltem 21, Expenence.

Eoll Mamd Present Businass or Homs Address
Fuil Rame {Number, Street, City, State and 2P Code}

Pma

287.2C
Figure II-3-9.—Personal Qualifications Statement (Standard Form 171). Page 3
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Answer Itams 27 through 34 by placing an “X" in the proper column. vsino

27. Are you a citizen of the United States? .. ... ... ... e PR
It "NO”, give country of wiich you are a citizen

MOTE A conviction or a firing does not necessarily mean you cannot be appointed The nature of the conviction or firing and how tang ago 11 occurred s important Give all the tacts sa that
a decision can be made

28 Wiihin the last tive years have you been fired trom any job for any reason?

oS

N

29 Wilhin the last tive years have you quit a jod after being notiied that you would e treg? B .. e
1 your answer to 28 a7 29 above 1s "YES™_ give detasls in Item 35 Show the name and aodress g ZIP Code) ol smploy. date. and reasons (n each case This in-

formation should agree with your answers in Mtem 21, Experence

30 A Have you ever been convicied, forfeited collaterat, or are you now under charges for awy telmy ar amy firearms or axplosives otfense against the (aw? (A feiony 1s defined as any of-
fense by mpi for a term 9 one year. but does ol include any offense classihed as a Misdemeancs under the laws of a State sad punishabie by a term of
unprisonment of two yearsoriess ) ... .. .. . EE e B

B8 During the past seven years have you been conviCled. imprisaned. on grobation or paroke or forteited collaterat, or are you now under charges for any oltense against the law not in-
cluded i A_above? . S o . . C L ceeos

NOTE When answering A and B above. you may amit {1) raltic tiaes tor which you paid a fine of $50.00 or less. (2) any offense commtted before your 18th birthday which was linally ag-
judicated (b a juvende court or under a youth otfender Jaw. (3) any conviction the record of which has been expunged under Federal or Stale law: and (4) any conviction set e
under the Federal Youth Corrections Act or similar State authonty

31 Whie in the mifitary service were you ever canvicied by a generat courl-martial? FE J PR
it your answer to J0A. 308, or 31 1s "YES" give detaris in ltem 35 Show for each offense (1) date; (2) charge. (3} piace: (4} court. and (5} action taken

A A A

32 Does the United States Government employ in a civihan capacity or as a member of the Armed Forces any relative of yours by diood or marriage)? (See Nems 32 and 33 in the at-
tached istruction sheet ) e . e B e IR . - .

33 Do you live with. or wathuin the past 12 manths have you lived with. any of these relatives who are smployed 0 a civilian capacity? ... . e e o
It your answer to 3215 "YES™. give in Item 35 for such relatives (1) name. (2) present address finciuding 2I° Codey. (3) relatonstup: (4) department. agency or branch of the armed

AL

torces
I your answer 1o 3315 "YES". also give the kind of held by the you live with or have lived with wethin the past 12 months
34 Do you receive, or do you have pending. apphcalion for relirement or retainer pay. pension. or other compensation dased upon military, Federal civilian, or Disirict of Columbia Gov ‘

ernment service? o -
H your answer [0 3415 "YES", qive detaiis in Item 35.

Your Statement cannol be processed until you have answered all questions. including items 27 Ihrough 34 above. Be sure you have ptaced an "X to the lett of EVERY
marker { 4 ) above, either i the “YES or “NO" column

X ftem Space for detailed answers indicate Ilem number 1o which the answers appi
Numbar pply

# more space 15 requued. use tuil sheels of paper approximately e same size as this page. Write on each sheet your name. birth date, and announceinent of posiion title Afiach all sheets 10 this
Statemant al ihe top of page 3

ATTENTION — THIS STATEMENT MUST BE SIGNED
fead ihi foflawing paragrapha carsiuliy beiere signing this Sistement.
A false answer to any question in this Staterent may be grounds for not empioying you, or for dismissing you after you begin work, and may be punishable by fine or im-
prisonment (U.S. Code, Title 18, Section 1061). Al the information you give will be considered in reviewing your Statement,
AUTHORITY FOR RELEASE OF INFORMATION

| have completed this Statement with the knowledge and understanding that any o¢ all items contained herein may be subject to Investigation prescribed by law or Presi-
dential directive and | consent to the reisase of information concarning my capacity and fitness by employers, sducational institutions, faw anforc, nent agencies, and other
individuals and agencies, to duly accredited Investigators, Personnel Statfing Speclalists, and other authorized smpioyees of the Fedsral Government for that purpose.

CERTIFICATION SIGNATURE (sign in ink) DATE

| certity that ail of the statements made by me are true. complets, and cor- -
rect to the best of my knowledge and belief, and are made n goad faith

Page 4

287.2D
Figure I1-3-10.—Personal Qualifications Statement (Standard Form 171). Page 4
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Termination of Auxiliary
Chaplain Services

The following guidelines must be observed
concerning the termination of an auxiliary
chaplain.

1. An appointment may be terminated upon
written notification of the commanding officer.

2. An appointment may be terminated upon
written notification of the auxiliary chaplain.

3. Withdrawal of an ecclesiastical endorse-
ment will require the removal of an auxiliary
chaplain.

4. Notification of the termination of auxil-
iary chaplain services must be made to the Chief
of Chaplains.

CONTRACT CHAPLAINS

Commanding officers may obtain the serv-
ices of a civilian clergyperson to serve as a con-
tract chaplain to conduct religious services when
military or auxiliary chaplains are not available.
A “nonpersonal services contract” is written
with a recognized religious organization or in-
dividual in obtaining the services of contract

clergy.
Guidelines for Appointment

Some of the specific guidelines for appoint-
ment of contract chaplains are listed below.

1. Contract chaplains will operate under
guidelines established by the commanding
officer of the ship or station which they serve.

2. Performance of contract chaplains will be
monitored by the local command chaplain.

3. The duties of contract chaplains will be of
a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

4. The wearing of uniforms by contract
chaplains, including Reserve chaplains acting in
the capacity of contract chaplains, is not
authorized.

5. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for
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contract chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualification for Appointment

A contract chaplain must be a fully ordained
clergyperson; and, must have an ecclesiastical
endorsement from an agency that is recognized
by the Armed Forces Chaplains Board as an
endorsing agency. Obtaining this endorsement is
the responsibility of the clergyperson who is
seeking an appointment. Endorsements will be
sent directly from the endorsing agency to the
Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Award of contracts for chaplains will be
made by the contracting officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be forwarded to the Chief of Chaplains with
a letter indicating that the applicant has re-
guested an ecclesiastical endorsement.

3. Appointment of contract chaplains will
be made for a term not to exceed 3 years.

4. Contract chaplains are hired through the
use of a “nonpersonal services contract” and
are NOT charged against authorized civilian
ceilings.

Privileges of Appointees

Contract chaplains are NOT authorized
travel pay, subsistence pay, commissary and
exchange privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.



Payment of Appointees

Contract chaplains will be paid from appro-
priated fund resources of each local command.
A funded purchase request must be submitted to
the cognizant contracting office sufficiently in
advance of the date of services in order to permit
adequate processing of the request. The fee for
contract chaplains cannot exceed the following
limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to ex-
ceed an average of two weekday services per
week for the period of the contract.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national contract chaplains
in foreign countries must conform to the local
economy and be established by the respective
area commander.

Termination of Contract
Chaplain Services

The services may be terminated by the con-
tracting officer upon written notification to the
contract chaplain. Notification of termination
must be made to the Chief of Chaplains if it is at
any time other than at the conclusion of the
period of appointment.

CLERGY FOR OCCASIONAL
MINISTRIES

Civilian clergy other than auxiliary and con-
tract chaplains may be utilized periodically upon
the invitation of the commanding officer to con-
duct worship services and provide other religious
ministrations as required.

Clergy for occasional ministries will be
selected by the commanding officer on the basis
of the clergyperson’s abilities and qualifications.
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Payment will be made from appropriated fund
resources and the fee for clergy for occasional
ministries cannot exceed the following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national clergy for occa-
sional ministries in foreign countries must con-
form to the local economy and be established by
the respective area commander.

OFFERINGS AT SERVICES
CONDUCTED BY CIVILIAN CLERGY

The commanding officer may authorize that
an offering be received at religious services that
are conducted by an auxiliary chaplain, contract
chaplain, or clergy for occasional ministries. All
money which is received will be deposited in the
command’s nonappropriated CRP chapel fund,
Each command must establish procedures to en-
sure that civilian clergy hired under the
guidelines of SECNAVINST 1730.3 are NOT
tasked to collect, deposit, or administer monies
which are received as part of an offering at a
religious service which they conduct.

COMMAND RELIGIOUS
PROGRAM (CRP) BUDGETING

The preceding sections of this chapter were
devoted to explaining congressional appropria-
tions, revolving and trust funds, nonappro-
priated funds, operating targets, and the use of
civilian clergy in fulfilling the needs of the CRP.
Although this financial overview was important,
the chaplain and RP need to remember that the
CRP receives its direct support, both facilities
and operating funds, from the local command,
It is the responsibility of the command chaplain
to manage the assets which are allocated for the



Command Religious Program. Therefore, it is
imperative that the RP keep the command
chaplain informed on matters relating to
expenditures which are incurred in carrying out
the functions of the CRP. This action could be
the key to ensuring that a successful program is
established and maintained.

Navy and Marine Corps commands utilize
local operation and maintenance funds for the
support of the CRP. These funds are often
limited and adequate money to satisfy all
requirements normally are not available. Conse-
guently, priorities could change and certain pro-
jects may have to be eliminated altogether. This
means that detailed attention must be given to
the determination of need, the selection of goals,
and the establishment of priorities to bring the
Command Religious Program into line with
available resources.

The CRP operates within the framework of a
three-stage planning, programming, and
budgeting system. These processes will be ex-
plained in the next few sections.

PLANNING PROCESS

Planning is the conscious process of selecting
and developing the best course of action in order
to accomplish an objective. A viable program re-
qguires that the chaplain and RP develop realistic
plans and programs. Planning in the Depart-
ment of Defense system is normally projected 5
years in the future. This advanced planning re-
quires that planners carefully study anticipated
trends and changes, make an assessment of
needs, and prepare a broad-scoped plan which
defines specific goals.

PROGRAMMING PROCESS

Programming is the process of translating
program support requirements into personnel
and material resource requirements. The office
of the chaplain must operate within the manage-
ment system used by a command in order to
function effectively. This can be done most
easily by maintaining close contact with the
commanding officer, supply officer, comp-
troller, and others who are key planners in the
budgeting cycle.

3-19

BUDGETING PROCESS

Budgeting is the process of translating
approved resource requirements, both personnel
and material, into time-phased financial require-
ments. The overall budgeting process consists of
the following steps:

1. Determine the needs—it is important at
this point to show that the requirements of the
Command Religious Program are basic to the
needs of the station or unit. This relates the
mission of the CRP to the mission of the com-
mand.

2. Plan the program—this includes the
beginning of the planning stage, which involves
the tedious assembly of facts, and the realistic
setting of goals which frequently will have to be
developed within a limited budget figure.

3. Match goals with funds—this is the
translation of the planned program into actual
dollar figures. Program segments are subdivided
in this step into expense elements such as travel,
purchased services, supplies, equipment, print-
ing, etc.

4. Submit budget—the budget should be
submitted well in advance of the command'’s
established time schedule. Early submission
enables the commanding officer to carefully
scrutinize the CRP budget without having to
“rush” through the data.

5. Implement program—this involves put-
ting the funded program into operation. A con-
tinuous review must be performed throughout
the fiscal year; and, reprogramming must be
implemented when required.

6. Study the results—the office of the
chaplain is provided a clear image of future
directions by keeping abreast of the present
situation. A carefully planned budget serves as a
constant reminder of the necessary steps to
accurately forecast future requirements.

7. Maintain diary—actual item expenditures
should approximately match those originally
planned and programmed. The CRP’s budget
diary is developed from this matching process
and assists in supporting future requests.




SUMMARY

A number of topics relating to funding were
explained in this chapter. It is imperative that
the Religious Program Specialist remain con-
tinually aware of the monetary requirements and
regulations regarding budgeting practices by the
command. The RP can assist the command
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chaplain a great deal by remaining knowledge-
able about these financial matters.

and 5 will be devoted to explain-
ing the accounting procedures which are utilized
in managing nonappropriated funds. The focus
will be on the CRP chapel fund and the respon-
sibilities of the personnel who are involved in
managing this fund.



CHAPTER 4

CHAPEL FUND ACCOUNTING (PART 1)

In the preceding chapter, many aspects of the
budgeting process were discussed. The com-
mand chaplain and RP are normally involved
with monetary management of the Command
Religious Program (CRP) chapel fund which, as
explained in is a nonappropriated
fund established by authority of the command-
ing officer. Donations to the chapel fund may
come from a number of different sources as was
also explained in[Chapter 3] Since the major
portion of these funds comes from voluntary
contributions, this chapter will be devoted
primarily to a discussion of the nonappropriated
fund accounting procedures utilized to manage
these contributions,

General policy guidance for accounting for
CRP chapel funds is provided in NAVSO
P-3519 (Nonappropriated Fund, General Finan-
cial Management, Policies and Principles).
Specific accounting procedures are in accord-
ance with NAVSO P-3520 (Nonappropriated
Fund Accounting Procedures, Chapter VI). OP-
NAVINST 1730.1 (Chaplains Manual) details
instructions which are peculiar to chapel funds.

ADMINISTRATION OF CHAPEL
FUNDS

The chapel fund is a nooappropriated fund.
Administration and supervision of this fund is a
command function, consequently commanding
officers have the same responsibility for the
proper administration of nonappropriated funds
as for any other fund of the command.

The Religious Program Specialist, in support
of the command chaplain, will be able to help
ensure that the CRP chapel fund is efficiently
administered. This is true even if the RP is not
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assigned duties as the administrator of the fund
or does not perform duties as an account custo-
dian for one of the religious groups that par-
ticipates in the fund. It is important for the RP
to understand that the command may have
numerous nonappropriated fund activities to ad-
minister besides the CRP chapel fund. Examples
of some other activities which use nonap-
propriated funds are: Civilian Recreation Serv-
ices, Marine Corps Miscellaneous Funds,
Recreation Funds Afloat, and Messes Afloat.
Therefore, the job of maintaining accurate
records for the CRP chapel fund is a MUST and
the RP can be a vital part of the administration
of this highly important element of the Com-
mand Religious Program.

PURPOSE OF CHAPEL FUNDS

Chapel funds provide a vehicle for religious
expression. Every American religious group or
organization recognizes the importance of the
stewardship of money as an aspect of religious
life. The making of voluntary contributions is
therefore a customary part of religious behavior.
Such contributions from Navy and Marine
Corps personnel are organized into chapel
funds.

TYPE OF FUND

As stated before, the chapel fund is a nonap-
propriated fund. This type of fund differs from
an appropriated fund in that it comes from
sources other than congressional appropria-
tions. The command chaplain and the RP
MUST ensure that the CRP chapel fund is NOT
used for purchases that should come out of ap-
propriated funds.



NUMBER OF CHAPEL FUNDS
PER COMMAND

Only one chapel fund will be established
aboard any ship, station, or base. Particular
religious groups or categories will be authorized
to be members of the chapel fund by the com-
manding officer. No religious group will receive
or disburse funds apart from the chapel fund.
However, a separate account will be maintained
for each group that is authorized to be a member
of the fund.

MANAGEMENT RESPONSIBILITIES

Management of money in the Navy involves
many people. Even though the commanding of-
ficer is responsible for the overall administration
of the chapel fund, many other personnel also
get involved with managing this fund. The
following sections will briefly explain some of
the specific responsibilities of the individuals
who are involved with the management of the
chapel fund.

Commanding Officer

A chapel fund is established and ad-
ministered by authority of the commanding
officer. When the Command Religious Program
serves more than one command located at a
single installation, the CRP chapel fund will be
administered under the authority of the com-
manding officer of the housekeeping command.

Chapel funds which are established with the
approval of the commanding officer are used for
projects of a religious nature, easily recognizable
as coming within the desires of the donors. The
commanding officer has final approval on any
expenditure recommended by the donors.
However, the command chaplain, chapel fund
administrator, and/or account custodians are
normally delegated the authority by the com-
manding officer to approve expenditures up to a
certain limit. The CRP chapel fund is a “COM-
MAND “NONAPPROPRIATED FUND” and
must therefore be managed as any other nonap-
propriated fund aboard the ship or station.
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Command Chaplain

Command chaplains fulfill department head
or division officer responsibilities at most Navy
and Marine Corps commands. In this capacity,
they function like any other officer aboard the
ship or station. In regards to the CRP chapel
fund, the command chaplain is normally
delegated the authority by the commanding of-
ficer to approve expenditures out of this fund up
to a certain limit. The chapel fund administrator
will forward all receipt and expenditure
documents to the command chaplain for infor-
mation and/or approval purposes.

Chapel Fund Administrator

The chapel fund administrator will have
recordkeeping responsibilities for the chapel
fund and will be designated in writing by the
commanding officer who has jurisdiction over
the fund. A sample letter of appointment is
shown in The administrator may
be a chaplain, a Religious Program Specialist, or
an active participant in the CRP. However, in-
dividuals who are responsible for the receipt and
expenditure of appropriated funds will not nor-
mally be appointed as administrator of chapel
funds. As a general rule, command or assistant
chaplains will not assume duties as a chapel fund
administrator; however, they may perform this
task if necessary. A chapel fund administrator
may also serve concurrently as a custodian for
one CRP chapel fund account. Custodial
responsibilities will be explained in the next sec-
tion of this chapter. The chapel fund ad-
ministrator will have primary responsibility for
managing the chapel fund. This includes:

1. Receiving, safeguarding, disbursing, and
accounting for all monies and other asssets.

2. Ensuring that financial
prepared as required.

reports are

3. Being responsible for all purchasing.

4. Maintaining property accounts and
records.

When the chapel fund administrator is ex-
pected to be absent from the command for a



DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROGRAM
DEVELOPMENT CENTER
PENSACOLA, FLORIDA 32309

IN AEPLY REFER TOU

AE:IMC:rw
1306
1 October 1979

From: Commanding Officer

To: RPC Marvin R. SMITHERS, USN, 123-45-6789
Subj: Chapel Fund Administrator; appointment as
Ref: PNAVINST 1730.1

Q
NETPDCINST 1730.18

{a)
(b)
1. You are hereby appointed Chapel Fund Administrator for the NAVEDTRAPRODEVCEN
Chapel Fund. The Command Religious Program (CRP) Chapel Fund will be adminis-
tered in accordance with references (a) and (b).

2. In your capacity as Chapel Fund Administrator, you are authorized to approve
expenditures from the fund in an amount not to exceed $300.00. A request for a
disbursement in excess of this amount will be submitted to the commanding officer
for approval via the command chaplain prior to making any obligation.

3. You are also authorized to maintain a petty cash fund not to exceed $50.00.

Copy to:
Command Chaplain
Roman Catholic Ad
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Figure I1-4-1.—Sample Letter of Appointment for a Chapel Fund Administrator.

duration of 16 through 30 days, an interim ad-
ministrator will be appointed. The chapel fund
administrator will entrust funds, cash, and other
assets to the interim administrator and will
receive a memorandum from this temporary
administrator citing what assets have been
received. This memorandum must be prepared

4-3

in duplicate and the original will be filed with the
permanent fund records. The regularly ap-
pointed chapel fund administrator retains the
duplicate copy. When the interim administrator
returns the fund to the regularly appointed
administrator, the regularly appointed admin-
istrator receipts both copies and returns the



original to the fund records. The interim admin-
istrator retains the duplicate copy.

If the chapel fund administrator is absent for
more than 30 days, the appointing authority will
designate a new administrator and transfer the
fund.

Chapel Fund Account Custodian

The chapel fund account custodian, with the
approval of the commanding officer, authorizes
expenditures of one particular religious group,
thereby ensuring that the integrity of each
group’s assets is maintained. Chapel fund
account custodians are designated in writing by
the commanding officer having jurisdiction over
the fund. A sample letter of appointment is illus-
trated in[figure 11-4-2.] The account custodian
may be a chaplain, a Religious Program
Specialist, or some other designated individual.
However, individuals who are responsible for
the receipt or expenditure of appropriated funds
will not normally be appointed as an account
custodian of chapel funds. As a general rule,
command or assistant chaplains will not assume
duties as an account custodian; however, they
may perform this task if necessary. Each ac-
count custodian must be an active participant of
the religious group for those funds which come
under the custodian’s purview. As previously
stated, the chapel fund administrator may also
serve concurrently as a custodian for one chapel
fund account. The chapel fund account custo-
dian will have primary responsibility for manag-
ing one religious group’s account. This includes:

1. Arranging for counting collections and
their safekeeping until deposited.

2. Depositing money and presenting bank
slips to the chapel fund administrator for
recording.

3. Authorizing purchases and disbursements
in accordance with the intentions of the group
and the commanding officer.

4. Keeping records as may be required or
deemed appropriate by the commanding officer,
the command chaplain, or the chapel fund
administrator.
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ACCOUNTING GUIDELINES

Whenever a Command Religious Program
chapel fund is established, the Chief of Naval
Operations (OP-OIH) will be notified. A letter
from the command will be sent to the following
address:

Chief of Naval Operations (OP-01H)
Navy Department
Washington, DC 20370

As previously mentioned in this chapter,
general policy guidance for accounting for CRP
chapel funds is in accordance with NAVSO
P-3519. Specific accounting procedures are in
accordance with NAVSO P-3520, Chapter VI,
and OPNAVINST 1730.1 details instructions
which are peculiar to chapel funds. These will
not be the only publications that are used in ac-
counting for chapel funds, but these three are
considered to be the most important policy
documents. Some of the other publications that
are used in chapel fund accounting will be men-

tioned later in this chapter and in[Chapter 5|
GENERAL INSTRUCTIONS

The chapel fund administrator will maintain
a set of books, records, and documents to sup-
port the financial transactions of the CRP
chapel fund. Check stubs, canceled checks,
bank deposit slips, bank statements, monthly
vouchers, audit reports, and miscellaneous cor-
respondence are retained as supporting
documents. These documents may be destroyed
2 years after any audit in accordance with SEC-
NAVINST P-5212.5, (Disposal of Navy and
Marine Corps Records).

Accounting records will be maintained for
each religious group in the CRP chapel fund
with transactions and disbursements limited to
available cash balances in each account. The
assets of a particular religious group will be used
only for purposes authorized by the chapel fund
account custodian and the commanding officer,
Expenditures which benefit more than one
religious group may be prorated among the
beneficiaries when written approval is given to
the chapel fund administrator by the account
custodians involved.



(b) NETPDCINST 1730.18

to exceed $300.00.

Copy to:
Command Chaplain
Roman Catholic Advisory Committee

DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROGRAM
DEVELOPMENT CENTER

PENSACOLA, FLORIDA 32508

From: Commanding Officer

To: RPC Marvin R. SMITHERS, USN, 123-45-6789
Subj: Chapel Fund Account Custodian; appointment as
Ref: (a) OPNAVINST 1730.1

1. You are hereby appointed Chapel Fund Account Custodian for the Roman
Catholic account of the NAVEDTRAPRODEVCEN Chapel Fund.
be -administered in accordance with references (a) and (b).

2. In your capacity as Chapel Fund Account Custodian, you
to approve expenditures from the Roman Catholic Account in
A request for a disbursement in excess
will be submitted to the commanding officer for approval via the Chapel Fund
Administrator and command chaplain prior to making any obligation.

L O, Ceplac

AE:IMC:rw
1306
1 October 1979

The account will

are authorized
an amount not
of this amount

Figure I1-4-2.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Roman Catholic).

RECEIPTS

Donations will be counted and recorded on a
Chapel Fund Receipt Voucher[(figure 11-4-3) im-
mediately after they are received. Two adults
designated by the chapel fund account custodian
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will perform this function for the receipts of
each religious group. The Chapel Fund Receipt
Voucher will be signed by the counters and cer-
tified by the account custodian. After the dona-
tions have been counted, they will be secured in
a locked receptacle until deposited. All cash
receipts and checks payable to an account of the



CHAPEL FUND RECEIPT VOUCHER
CHAPEL FUND
(NAME OF COMMAND)
CH ]
L coLLecTion ECKS (LIST ON BACK IF NECESSARY)
DATE $
TIME -
RELIGIOUS GROUP ____
ATTENDANCE . $20.00 $
10.00 -
I1. OTHER RECEIP
OTHER RECEIPTS 5.00
DATE -
2.00 _
RELIGIOUS GROWP __
SOURCE - 1.00 -
.50 -
I11. DEPOSITED 25
DATE - 10
BY - 05
IV. COMMENTS 01 _
TOTAL $_
TOTAL S
COUNTED BY COUNTED BY
CERTIFIED BY

Figure I1-4-3.—Chapel Fund Receipt Voucher.

chapel fund will be promptly deposited in a bank
account under the official designation of the
fund. Chapel fund receipts, apart from regular
worship service donations, will be handled ac-
cording to the procedures outlined above and a
Chapel Fund Receipt Voucher will be prepared
for each transaction. These receipts require only
one receiving signature along with certification
by the account custodian.

All chapel fund receipts will rerecorded in a
Receipts and Expenditures Record[(figure 11-4-4)
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under the appropriate account by the chapel
fund administrator. Each receipt entry will in-
dicate the date of entry, brief description of the
source, amount, and resulting balance. The
chapel fund administrator will forward all
chapel fund receipt vouchers to the command
chaplain for information purposes. Later on in
this chapter and in a number of ac-
counting transactions in which entries are re-
quired for a Chapel Fund Receipt Voucher and
Receipts and Expenditures Record will be
explained.
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PURCHASE ORDER ACTIVITY RO, oare PURCHASE ORDER NO
NAYCOMPY FORM 2113 (3 PT) (REV. 370
$/N 0104-LF-708-5300 R
OESNTLEMEN: Being governed by imstructions hereon, please enter our order for the following:
UNIT
QUANTITY DESCRIPTION uNIT PRICE AMOUNT
OATE REQUIRED OISCOUNT TEANS via SIGNATURE OF AUTNORIZED REPRESERTATIVE
BILLING INSTRUCTIONS
A Separate iInvaices must be rendered lor each order.
B Do not pack invoice with merchandise: mail under separate cover
C. Transnortation charge. when applicable. must be added 1o invoice
D. Fuli name ond address of this aclivily and Purchase Crder No. must
oppear on all documents accompanying or have relerence 1o delivery
of this order
E. SEE REVERSE OF THIS SHEET FOR OTHER INSTRUCTIONS.
NOTE: NONCOMPLIANCE WITH THESE INSTRUCTIONS WiLL RESULT IN RETURN
OF INVOICE AND DELAY PAYMENT.
NOTE: NOTIFY US IMMEDIATELY IF UNABLE TO COMPLETE ORDER BY REQUIRED DATE.
PART 1 VENDOR COPY ¢ o
) S GOVERNMENT PRINTING OFFICE: '378 - 708 ~ 632

Figure II-4-5.—Purchase Order Part 1 (NAVCOMPT Form 2213).
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EXPENDITURES

Chapel fund account custodians will initiate
all expenditures, except those which are made
from the petty cash fund, by preparing a Pur-
chase Order on NAVCOMPT Form 2213
[1-4-5)] and submitting it to the chapel fund
administrator who will verify that there are suf-
ficient funds in the account to pay for the
requested goods or services. The administrator
will then initial the Purchase Order and forward
it to the supplier after the command chaplain
has reviewed the Purchase Order. Purchase
Orders are numbered sequentially for each fiscal
year by a system which identifies the account. In
this chapter, and in[Chapter 5] Purchase Orders
will be numbered C-1, C-2, and so forth for the
Roman Catholic account, and P-1, P-2, and so
forth for the Protestant account. A Purchase
Order will be explained later in this chapter
when practice accounting procedures for the
month of August 1980 are performed.

When supplies or services are received, the
chapel fund account custodian will submit the
authorization for payment to the chapel fund
administrator on a copy of the original Purchase
Order[ (figure 11-4-6). This authorization in-
cludes the date the goods were received, the
annotation “Authorized for Payment” and the
printed name and signature of the account
custodian. All supporting evidence including the
dealer’s invoice will be attached to the Purchase
Order when it is submitted for payment. Note
the differences between figure 11-4-5| and[figure|
[11-4-6.] These differences will be explained later
in this chapter.

Payments out of the chapel fund will be
made by printed, prenumbered bank checks
except for those expenditures authorized out of
petty cash. All checks will bear the name of the
chapel fund and be secured in a locked recep-
tacle. The commanding officer may authorize
other individuals in addition to the chapel fund
administrator to sign checks. These individuals
must also be designated in writing.

All expenditures will be recorded in the
Receipts and Expenditures Record| (fiqure 11-4-4)

by the chapel fund administrator under the

account of the particular religious group or
religious category. Each entry will indicate date
of payment, description of expense, check
number, purchase order number, amount paid,
and resulting balance.

At the end of each quarter, a chapel fund
Statement of Operations and Net Worth
[I1-4-7)] will be prepared by the chapel fund
administrator and posted by the command
chaplain for viewing by participants in the CRP.
An annual chapel fund Statement of Operations
and Net Worth will be prepared using the same
form displayed in[figure 11-4-7]at the close of
each fiscal year for audit and will be posted with
the audit report. Both of these reports sum-
marize the activity of the chapel fund for a
designated time frame (quarterly and annually).
The procedures for preparing these two reports
will be explained in[Chapter 5] The requirements
for an audit will be explained later in this
chapter.

PETTY CASH FUND

The chapel fund administrator is authorized
to maintain a central petty cash fund not to ex-
ceed $50 for small miscellaneous expenditures.
Individual transactions will not exceed $25 for
any one transaction out of this fund.

To establish the central petty cash fund, each
chapel fund account custodian submits a Pur-
chase Order[(figures 11-418 and 11-4-9) authoriz-
ing a disbursement for petty cash. A check will
be drawn payable to the chapel fund admin-
istrator from each chapel fund account. A
memorandum entry will be made on the Receipts
and Expenditures Record (figure 11-4-10) to
show that a petty cash fund has been estab-
lished. However, no dollar amount is posted to
the individual accounts or to the composite
balance since the net worth of the fund is not
affected.

The central petty cash fund will be replen-
ished at the end of each month or more often if
necessary. Chapel fund account custodians who
have drawn funds from the central petty cash
fund will prepare a Purchase Order for the
amount used and submit it to the chapel fund
administrator who will draw a check against



PURCHAME ORDER ACTIVITY WO.

DATE PURCHASE ORDER NO.
NAVCOMPT PORM 2313 (3 PT) (REV. 372)
/N 0104.LF.706-5300
MROM: TO: DRIVIR TO:
GENTUIMEN: Being governed by Instructions hereon, plesse anter owr order for the following:
QUANTITY UNIT
QUANTITY DESCRIPTION RECEIVED uNIv PRICE AMOUNT

DATE REQUINED DISCOUNT TEMNE i

SISNATURE OF AUTHORIZED REPRESENTATIVE

RECEIVING CLERK

DATE
RECEIVED AND FOUND SATISFACTORY AND ACCEPTED:

sToRERGON DEFARTMENT

| |

SIGNATURE AND PRINTED NAME OF
PERSON RECEIVING MATERIAL:

PAID BY CHECK NG DAYE PAID AUTHENTICATED oy (Initials)
THE BILLING 1S CORRECT: |
PART 3 RECEIVING /BOOKKEEPER COPY

Figure II-4-6.—Purchase Order Part 3 (NAVCOMPT Form 2213).
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CHAPEL FUND

STATEMENT OF OPERATIONS AND NET WORTH

(NAME OF COMMAND) PERIOD: FROM 10
TO- {INCLUDE ZIP CODE) FROM: (INCLUDE ZIP CODE)
ROMAN CATHOLIC | PROTESTANT OTHER
DESCRIPTION ACCOUNT ACCOUNT ACCOUNT TOTAL

—

. NET WORTH, BEGINNING OF PERICD: DATE

2. ADD: RECEIPTS (PER RECEIPTS AND EXPENDITURES RECORD)

w

. TOTAL (LINE ] PLUS LINE 2)

4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD)

5. NET WORTH, END OF PERIOD

RECAPITULATION OF NET WORTH

6. CASH IN BANK

7. PETTY CASH

8. OTHER

9. NET WORTH, END OF PERIOD

10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID

TYPED NAME AND GRADE OF FUND ADMINISTRATOR

SIGNATURE

Figure I1-4-7.—Statement of Operations and Net Worth.

that account in the appropriate amount to
replenish the central petty cash fund.

An entry for this transaction will be made in
the “expenditure” column of the appropriate
account in the Receipts and Expenditures
Record in the same manner as for any other
expenditure.

No disbursements will be made from the
petty cash fund by the chapel fund administrator
without a supporting Petty Cash Voucher
(figure 11-4-11) approved by the account custo-
dian or administrator and signed by the person
receiving the cash. Each voucher will be
numbered sequentially for the fiscal year.

Supporting invoices and receipts must be
attached to the Petty Cash Voucher when the
administrator surrenders them to the account
custodians at the time the fund is replenished.
Each voucher surrendered is annotated or
stamped “Reimbursed” or “Paid” with the date
and number of the replenishing check.

NOTE: As this module was being developed,
a proposed revision to OPNAVINST 1730.1
(Chaplains Manual) was being promulgated con-
cerning the establishment of a petty cash fund.
This revision proposes that the $50 to establish
the petty cash fund be drawn from one religious
group’s account (Protestant, for example) in-
stead of drawing it equally from all of the

4-11
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CHAPEL FUND

(NAME OF COMMAND)

PETTY CASH VOUCHER

RECEIPT NUMBER

DATE
PAY TO AMOUNT (WRITTEN) AMOUNT (FIGURES)
PURPOSE ACCOUNT NAME AMOUNT

APPROVED BY (SIGNATURE)

RECEIPT OF ABOVE AMOUNT IS

ACKNOWLEDGED (SIGNATURE)

Figure II-4-11.—Petty Cash Voucher.

accounts of the fund. Each group would then
use the petty cash fund, including the replenish-
merit process, in the same manner as previously
explained. For explanation purposes, and to
emphasize that all of the religious groups or
categories that use the CRP chapel fund share
equally in the fund’'s operation, the practice
accounting application in this manual will show
that $50 has been drawn equally from the
Roman Catholic account ($25) and the Protes-
tant account ($25).

PROPERTY AND EQUIPMENT

When accounting for property and equip-
ment, the cost of a particular item must first be
considered in order to determine what steps, if
any, need to be taken for accounting for that
item. Accounting for expendable and nonex-
pendable property/equipment will be explained
in the next two sections.

Expendable Property and Equipment
Expendable property and equipment is prop-

erty or equipment which has a unit value of less
than $100 and/or supplies and materials which

4-13

are immediately consumed in use or become
incorporated in other property, thus losing their
separate identities.

Nonexpendable Property
and Equipment

Nonexpendable property and equipment is
property or equipment which ordinarily retains
its original identity during use, has a unit acqui-
sition value of $100 or more, and a life expect-
ancy of more than 1 year.

The chapel fund administrator will account
for all nonexpendable property and equipment
acquired by the chapel fund on a Property and
Equipment Inventory Record [(figure 11-4-12).
This form must show a running dollar balance of
all nonexpendable property on hand. Separate
entries will be made for purchases and disposals.

Disposal of nonexpendable property requires
that a Certificate of Disposition on NAV-
COMPT Form 741 be prepared
by the chapel fund administrator and be sub-
mitted to the commanding officer via the



CHAPEL FUND

{NAME OF COMMAND)

PROPERTY AND EQUIPMENT INVENTORY RECORD

PAGE
OF

FISCAL YEAR 19_

DESCRIPTION P.0. NO. TO

DATE OF PURCHASE
R DISPOSAL

ND. OF

UNITS TOTAL COST

UNIT COST

Figure I1-4-12.—Property and Equipment Inventory Record.

command chaplain for approval. This form will
also be used when property has been damaged,
lost or destroyed. Annotation will be made on
the form indicating the cause of the present con-
dition, and substantiating documents, including
custody receipts, will be attached to the form.
An annual inventory of all nonexpendable prop-
erty will reconducted usually in the last month
of the fiscal year.

4-14

The chapel fund administrator must ensure
that nonexpendable property and equipment
purchased by the CRP chapel fund is accounted
for separately from appropriated fund pur-
chases. Those nonexpendable items purchased
through an operating target (OPTAR) allocation
which was explained in[Chapter 3 are not to be
included with nonexpendable items purchased
with nonappropriated chapel funds.



CERTIFICATE OF DISPOSITION

NAYCOMPT FORM 741 (71.84)  0104-701-3100

OAYE
IHEET or

DESCRIPTION OF ITEM

N UMt TOTAL T
UNITS | ST oL REASON FOR DISPOSITION

SISNATURE OF CUSTODIAN

APPR'D BY CHAIRMAN OF RECR. COUNCIL | AFPROVED BY COMMANDING OFFICKR

Figure I1-4-13.—Certificate of Disposition (NAVCOMPT Form 741).

AUDITS

An audit of chapel fund accounts and
records will be conducted at the following times:

® When the chapel fund administrator is
relieved

® \When a chapel fund account custodian is
relieved

® Annually, at the close of the fiscal year ® When the chapel fund is dissolved

4-15



The commanding officer will appoint an
auditor to perform the chapel fund audit.
Chapel funds of Marine Corps commands will
be audited each quarter by the area auditor.

FINANCIAL REPORTS

As stated earlier in this chapter, a Statement
of Operations and Net Worth will
be prepared at the close of each quarter, and a
cumulative report will be prepared annually for
the fiscal year.

A copy of the Statement of Operations and
Net Worth will be posted in a place which is ac-
cessible to participants in the CRP. Also, a copy
of the annual statement will be forwarded to the
commanding officer, the command auditor, and
the Chief of Naval Operations (OP-01H) as a
part of the command chaplain’s annual report.
The form used for this report is entitled Senior
Chaplain’s Annual Report (NAVPERS 1730/9
report symbol BUPERS 1730.9). An example of

this form is displayed i _figure 11-4-14]
DISSOLUTION OF FUNDS

When an installation is deactivated or a
chapel fund is dissolved, the commanding of-
ficer will authorize disposition of the chapel
fund property and liquidation of all outstanding
indebtedness. Remaining cash and proceeds
from the sale of fund-owned property, together
with the closing Statement of Operations and
Net Worth, and a terminal audit report will be
forwarded to the Chief of Naval Operations
(OP-01H) for deposit in the Chief of Chaplains
Fund.

ACCOUNTING FORMS

Prescribed forms for chapel fund accounting
are illustrated in Chapter VI of NAVSO P-3520
(Nonappropriated Fund Accounting Procedures
and Appendix D of OPNAVINST 1730.1
(Chaplains Manual). These forms may be
modified or expanded as required to meet local
command operating conditions. However, any
modification or expansion must accomplish the
intended control of those items listed in NAVSO
P-3520 and OPNAVINST 1730.1. If a standard
form exists that is used throughout the Navy,
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then that form should be utilized. In this chapter
some of the forms have been modified to stand-
ardize and simplify their use. Forms that should
not be modified are:

® NAVCOMPT Form 2213—Purchase
Order

® NAVCOMPT Form 741—Certificate of
Disposition

® NAVPERS 1730/9—Active Duty Navy
Senior Chaplain’s Annual Report

All forms, other than the quarterly and annual
“Statements of Operations and Net Worth,”
MUST be either typed or filed out in permanent
blue, black, or blue-black ink. The use of ball-
point pens is acceptable. The quarterly and an-
nual “Statements of Operations and Net
Worth” MUST be typed.

ACCOUNTING APPLICATION

Certain requirements, guidelines, and pro-
cedures for chapel fund accounting have been
explained in the first part of this chapter. In the
remainder of this chapter and in[Chapter 5] the
actual accounting procedures for a Command
Religious Program (CRP) chapel fund for a
3-month period (August and September
1980—fiscal year 1980— and, October
1980-fiscal year 1981) will be explained.
General information needed for this practice
application includes the following:

1. Name and address of command-Naval
Education and Training Program Development
Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United
Presbyterian)—John P. Jones, CDR, CHC,
USN.

4. Assistant chaplain (Roman
Catholic)—Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custo-
dian—Marvin R. Smithers, RPC, USN.



ACTIVE DUTY NAVY SENIOR CHAPLAIN'S ANNUAL REPOAT
NAVPERS 173018 (REV. 7-7,)

COMMAND RELtGIOUS PROGRAM PROFILE
TO BE FILLFD OUT BY TRE SENIOR CHAPLAIN AT EACH COMMAND (1f these 15 oty one Chaplain serving the ship. staiwws or wml. w18 coninderrd the Scnaw Chaplow -4 e

puorting purposes  Sististucs reponted showkd be as uf dete of report )

SUPERS REFORT 17309

FADM  (Senior Chapian)

o REFORT FOWm
Chief of Naval Operations (OP-01H)
VIA (C 9 Othicec/C. g Genaral) ey
COMMAND PROFILE
NUMBER OF CHAPELS
TOTAL MILITARY PERSONNE L ASSIGNED .
tinclude tensnt aclivities NOL Covered by other chaplam) D ADEOQUATE [_—_] WADEQUATE
NUMBE B (E ABAVE Wl ABE Ty INEMTE NUMBER OF ROOMS FOR RELIGIOUS EDUCATION
PATIENTS D ADEQUATE D INADEQUATE
CONFINEES NUMBER OF CHAPLAIN OF FICE SPACES
REWABILITIES ADEQUATE WADEQUATE
NUMBER OF FAMILIES HOUSED ON BASE 1S THEAE AN ON-BASE CORRECTIONAL CENTER? Qv Jw
PERSONNEL IN SEQ PERCENT OF PERSONNEL IN ALL RELIGIOUS PROGRAMS WHO ARE:
800 ACTIVE DUTY ACTIVE DUTY DEPENDENTS RETINED
NULBER OF OFF SASE MILITARY MOUSING UNITS RETINED DEPENDENTS CviLian
SEAVED BY CHAPLAINS OF COMMAND TOTAL EQUALS 100%
DISTANCE FAOM BASE TO GOVERNMENT HOUSING NUMBER OF DAYS COMMAND WAS DEPLOYED
DURING FISCAL YEAR
ATTENDANCE AT DIVINE SERVICES/WORSHIP/MASSES, ETC.,
DURING AN AVERAGE NON-HOLIDAY WEEK LAST WINTER RELIGIOUS EDUCATION DENOMINATION AVG. NOWRS FER
SUNDAY AND/OR SABBATH SERVICES PROGAAN ATTENDANCE wEEK
NUMBER OF SERVILES AVG ATTENDANCE
OENOMINATION PR SASIATH PERSABBATH | SUNDAY SCHOOLICCO
cammoue BIBLE STUDIES
JEWISH
PROTESTANT ADULT RELIGIOUS
EDUCATION
— YOUTH GROUWPS
WEEKDAY SERVICES
NUWBER OF SERVICES | AVG ATTEWDANCE |10 o0 oc,0n GROUPS
PER WEEK PER WEEK
NUMBER OF CHAPLAINS IN ALLOWANCE: NUMEER ASSIGNED
SIGNIEICANT CHANGES IN ABOVE DATA SINCE LAST REPORT
INFORMATION PERTINENT TO CHC DETAILING
1.
WAITING PERIOD FOR CHC OCCUPANCY OF carr con Leon L L
GOVERNMENT HOUSING FOR EACH GRADE  (Monrw)
4 ol wnd thip ersader et of oo s s pevecs] bosr IMARDIN MAR ot 21 cmsaht oreg 10 wha b generath svuennd
CODING CODING COOWG
A < READILY AVAILABLE D « WITHIN WALKING DISTANCE B - NOT AVAILABLE
B+ AVARLABLE € » WITHIN EASY DRIVING DISTANCE
€ - AVAILASLE BUT NOT DESIRAGLE # - AVAILABLE BUT MIGH COST
AVAILABILITY OF SCHOOLING (A 8.C & X) CO0E [CHURCHES IN IMMEDIATE AREA (D. €. o X) o]
PRE SCHOOL PROTESTANT
ELEMENTARY CATHOLIC
JUNIOA MIGH . A — —
SENIOR HIGH
L NOUSHNG (A . 8.C.F oo X0
COLLEGE
AVAILABILITY OF CIVILIAN CLEAGY |18 o XI AVAILABILITY OF MEDICAL FACILITIES 1A.8.C. F o KI
P [RT——
PROTISTANT THSPENSARY
CATHOLIC MILITARY MOSITAL
2w CIVILIAN HOBMTAL
A0m

Figure I1-4-14.—Active Duty Navy Senior Chaplain’s Annual Report (NAVPERS 1730/9).
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7. Protestant account custodian—Alice L.
Ship, RP2, USN.

8. Purchase Order numbers—Roman
Catholic account numbers will begin with C-75
and Protestant account numbers will begin with
P-82.

9. Check numbers—will begin with number
522. In this practice application, complete
records will not be kept for a checking account.
However, checks will be issued and recorded as
required on the various forms.

10. Petty cash voucher numbers—will begin
with number 48.

11. August 1 beginning balances—Roman
Catholic  account  ($1,052.28); Protestant
account ($1,214.96); and, Composite Balance
($2,267.24).

Besides the above information, additional
guidance will be provided as needed to explain
all the transactions required for performing the
accounting procedures for this particular
application.

It should be noted that this application will
deal with a chapel fund which has two accounts,
Roman Catholic and Protestant. These two
account classifications were chosen because they
are the most commonly used throughout the
Navy, both ashore and at sea. Larger commands
may have other faith groups (a Jewish commu-
nity, for example) which may also be authorized
by the commanding officer to be a part of the
CRP chapel fund. The accounting procedures
do not change just because there may be
numerous accounts. It is important to remember
that there is only “one” chapel fund per com-
mand; but, there may be many accounts in-
cluded under this “one” fund.

The remainder of this chapter will be covered
on a day-to-day basis beginning with August 1,
1980 (fiscal year 1980). It is designed to provide
a “real life” feel for the daily routine in chapel
fund accounting.

NOTE: The addresses which will be used in
this practice application are fictitious. This
module is NOT designed to be used as a source
document for determining correct addresses. Be
sure to consult the proper manuals for accurate
addresses.
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AUGUST 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month. If he has per-
formed the end-of-the-month transactions for
July in an efficient manner, then the main trans-
action that he must make is to start a new
Receipts and Expenditures Record. Refer to

[figure 11-4-15] An explanation of the numbered

entries in this figure is given below.

1. NAME OF COMMAND—the chapel
fund for the Naval Education and Training Pro-
gram Development Center (NAVED-
TRAPRODEVCEN) will be utilized for this
practice accounting application. The acronym
“NETPDC” is inserted in the space provided.

2. PERIOD—the month to be covered and
the fiscal year are listed in the spaces provided.

3. DATE—the number for the month and
the first calendar day of the month are entered
to start this record. The entry is 8/1 for August
1.

4. DESCRIPTION—for this first entry, the
words “BALANCE BROUGHT FORWARD”
should be entered.

5. ROMAN CATHOLIC ACCOUNT
BALANCE—the balance ($1,052.28) that is car-
ried forward from July is entered here.

6. PROTESTANT ACCOUNT BAL-
ANCE—the balance ($1,214.96) that is carried
forward from July is entered here.

7. COMPOSITE BALANCE—the balance
($2,267.24) that is carried forward from July is
entered here. NOTE: The COMPOSITE
BALANCE should always equal the total
amount of all of the accounts in the chapel fund.
Checking the totals after each entry will ensure
that accurate records are continuously main-
tained. An example follows:

ROMAN CATHOLIC ACCOUNT
BALANCE (8/1) $1,052.28
PROTESTANT ACCOUNT BALANCE(8/1) +1,214.96

COMPOSITE BALANCE@8/1) $2,267.24
AUGUST 3, 1980

Donations that are received as a part of a
religious service must be counted and recorded
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on a Chapel Fund Receipt Voucher. An in-
dividual voucher should be filled out for each
service that is conducted as soon as possible
after the service has concluded. For the purpose
of this accounting application, only two services
are conducted at NAVEDTRAPRODEVCEN
on Sunday. The Roman Catholic service is at
0900 and the Protestant service is at 1030. If
services are held at other times during the week
and donations are received, then a Chapel Fund
Receipt Voucher must be filled out. Refer to
[figures 11-4-16|and 11-4-17 for an example of a
Chapel Fund Receipt Voucher for a Roman
Catholic and a Protestant service.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
following monies:

DENOMINATION NUMBER TOTAL
$20.00 1 $ 20.00

10.00 1 10.00

5.00 2 10.00

2.00 1 2.00

1.00 150 150.00

.50 3 1.50

25 301 75.25

.10 99 9.90

.05 102 5.10

.01 148 1.48

TOTAL COLLECTION: $285.23

This information is inserted in the spaces pro-
vided as illustrated in The re-
mainder of the voucher is filled out as needed. A
brief explanation of the remainder of this form
follows:

® COLLECTION—in this section, the date
and time of service, religious group conducting
the service, and the number of people in attend-
ance is inserted. An usher is usually assigned the
responsibility of counting the number of people
in attendance.

® OTHER RECEIPTS—is used for
receipts that are not received as part of a regular
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worship service collection. If this occurs, a
separate voucher would have to be filled out.
However, only one signature is required in the
“COUNTED BY” section along with the
signature of the account custodian. The rest of
the form is filled out as needed. For this practice
application, no receipts will be received from
sources other than regular religious service col-
lections.

@® DEPOSITED—this section is filled out
when the funds are actually taken to the bank
and deposited. The date of the deposit and the
name of the person depositing the funds are
entered in the spaces provided. All funds should
be deposited the next day after they are received.
In this practice accounting application, this sec-
tion will be left blank.

® COMMENTS—in this section, any perti-
nent comments may be entered. For example:
the chaplain who conducted the worship service
may wish to know how many persons received
communion. Someone would have been
designated to count the number of com-
municants and the information would have been
inserted in this space. This space will be left
blank for most of the Chapel Fund Receipt
Vouchers in this practice application.

® COUNTED BY—two adults from the
Roman Catholic group will count the collection
to certify the amount and then will sign in the
spaces provided.

® CERTIFIED BY—the Roman Catholic
account custodian, RPC Marvin R. Smithers,
will recount the collection to certify that the
count of the two adults is correct and then will
sign in the space provided.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian, RP2 Alice L. Ship. The collection



consisted of one check in the amount of $5.00
and the following monies:

DENOMINATION NUMBER TOTAL

$ 5.00 (check) 63-36 $ 5.00
632

10.00 5 50.00

5.00 5 25.00

2.00 2 4.00

1.00 146 146.00

.50 10 5.00

.25 150 37.50

.10 45 4.50

.05 102 5.10

.01 51 .51

TOTAL COLLECTION: $282.61

This information is inserted in the spaces pro-
vided as illustrated in The re-
mainder of the voucher is filled out in the same
manner as previously explained i
Two adults from the Protestant group will count
the collection and sign the voucher. The voucher
will be certified by the Protestant account custo-
dian.

Receipts and Expenditures Record

The Roman Catholic and Protestant
accounts and the Composite Balance must be
brought up to date after the above collections
have been counted. lllustrated in_figure 11-4-18
are the steps needed to ensure that this is
accomplished. NOTE: Since this application is
dealing with daily transactions, this illustration
starts with Step 8. Steps 1 through 7 were shown
in[figure T1-4-18. For the remainder of this prac-
tice application, each succeeding step on the
Receipts and Expenditures Record will be con-
secutively numbered through the entire month
of August. An explanation follows for the
entries required for August 3, 1980.

8. DATE—enter 8/3 for August 3, 1980.

9. DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

10. ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the
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collection from the Chapel Fund Receipt
Voucher which was $285.23.

11. ROMAN CATHOLIC ACCOUNT
BALANCE—add the $285.23 to the previous
balance ($1,052.28). The new balance is
$1,337.51.

12. PROTESTANT ACCOUNT RE-
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $282.61.

13. PROTESTANT ACCOUNT BAL-
ANCE—add the $282.61 to the previous balance
($1,214.%). The new balance is $1,497.57.

14. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,337.51) and the PROTESTANT AC-
COUNT BALANCE ($1,497.57). The new
balance is $2,835.08. The figures are rechecked
to ensure that they are correct.

ROMAN CATHOLIC ACCOUNT RECEIPT

8/3) $ 28523
PROTESTANT ACCOUNT RECEIPT (8/3) 282.61
COMPOSITE BALANCE (8/1) +2,267.24

$2,835.08

This double-check method will aid the chapel
fund administrator immensely. By performing a
continuous double check on the figures in the
Receipts and Expenditures Record, the ad-
ministrator can be reasonably certain that the
CRP chapel fund balance is accurate at all times.

AUGUST 4, 1980

Following the July 14 monthly meeting of
the Roman Catholic group’s advisory commit-
tee, the committee decided, after seeking the
advice of Chaplain Brown, to honor those
departing children who had served at Mass.
After conferring with the command chaplain,
the committee directed the Roman Catholic
account custodian to purchase 25 religious
medals at $3 each for a total expense of $75 from
the Ecumenical Bookstore, 119 Cotton Ave.,
Birmingham, Alabama 35211. These medals are
to be presented to the children during the last
month they attend the NETPDC chapel. RPC
Smithers, the account custodian, prepared a
Purchase Order (NAVCOMPT Form 2213) on
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July 17, ordering the medals. The medals arrived
August 3, and it is time to perform all of the
steps to properly report the ordering and subse-
guent receipt of these medals. In order to
understand this transaction, the Purchase
Order (NAVCOMPT Form 2213) must first be
explained.

Purchase Order (NAVCOMPT Form 2213)

The Purchase Order (NAVCOMPT Form
2213) is a five-part form. The five parts are
distributed according to the following
guidelines:

® PART 1 (White Copy)—this original
copy is sent to the vendor from which a purchase
is being made.

® PART 2 (Blue Copy)—is retained by a
designated bookkeeper.

® PART 3 (Green Copy)—is retained by
the account custodian until the goods are
received.

® PART 4 (Yellow Copy)—is retained with
Part 3 until the goods are received. This copy is
then retained by the person who will be using the
goods.

® PART 5 (Pink Copy)—is retained by a
designated purchasing agent.

The command chaplain, chapel fund admin-
istrator, and account custodians are primarily
concerned with Parts 1 and 3. Therefore, for this
practice accounting application, these will be the
only two parts discussed.

PART 1 (White Copy).-£Figure 11-4-19]illus-
trates the completed portion of the July 17 order
for the medals for the departing altar persons.
This portion of the form would be mailed to the
vendor. An explanation of the entries on this
form follows:

® Date—the date that the Purchase Order is
actually prepared is entered in the space pro-
vided. The entry is July 17, 1980.

4-23

® Purchase Order No.—this is the 75th
Purchase Order number used by the Roman
Catholic account for the fiscal year. The entry is
C-75. NOTE: When the account custodian
prepares a Purchase Order and assigns a Pur-
chase Order number, then that number cannot
be used again for the rest of the fiscal year.
When posting Purchase Order transactions to
the receipts and Expenditures Record, it may
seem that the numbers are being entered out of
sequence. This occurs because goods or services
are not paid for out of the chapel fund or logged
on the Receipts and Expenditures Record until
they are actually received. A number of Pur-
chase Orders for which the goods or services
have not been received may be outstanding
followed by a Purchase Order for which the
funds are immediately expended. When funds
are expended, an entry must be made in the
Receipts and Expenditures Record to show the
expenditure. Through the remainder of this
chapter and the next, there will be occasions
when the sequence of Purchase Orders appears
to be out of order. This is a normal occurrence
in chapel fund accounting.

® From—the name of the account custo-
dian and the complete address of the command
is entered here. The entry is RPC Marvin R.
Smithers, NAVEDTRAPRODEVCEN Chapel
Fund Roman Catholic Account Custodian,
Pensacola, Florida 325009.

® To—the name of the company (vendor)
from which the goods or services are being pur-
chased; and, the address of the company/vendor
is entered in this space. This entry is Ecumenical
Bookstore, 119 Cotton Avenue, Birmingham,
Alabama 35211.

® Deliver To—the address to which the
custodian wants the goods or services delivered
upon receipt is entered in the space provided.
The entry is NETPDC (Code CH).

® Quantity—the number of items that are
ordered is entered here. If more than one type of
item is ordered on a Purchase Order, the



account custodian must enter additional items
on the next and succeeding lines. For example:

QUANTITY DESCRIPTION
25 #4676521 Religious Medals
10 #8631411 Missals

The entry for this Purchase Order is 25.

® Description—an identification number,
if there is one, and a brief description of the item
is entered in this space. The entry is #4676521
Religious Medals.

® Unit—the ordering unit that is being pur-
chased is entered in this space. The entry is Each
or EA. A few other examples of what may
appear in this space with their unit issue abbre-
viations are:

Gross (CR) Box (BX)
Package (PC) Dozen (D2)
Book (BK) Set (SE)
Pair (PR) Bundle (BD)

® Unit Price—the price for each unit
entered here. The entry is $3.00.

® Amount—the total cost of the order is
entered in this column. The entry is $75.00. This
is figured by multiplying the quantity times the
unit price.
= AMOUNT
$75.00

QUANTITY X UNIT PRICE

25 X $3.00 =

@ Date Required—the latest date that the
account custodian will accept delivery of the
order is entered in this space. The account custo-
dian ensures that enough time is allowed for the
vendor to fill the order. The entry is August 15,
1980.

@ Signature of Authorized Represen-
tative—the account custodian, RPC M. R.
Smithers, signs his name in the space provided to
authorize any expenditure from the group’s
account. It is important to note again that the
commanding officer actually has control over
any fund aboard the command and it is actually
under this authority that expenditures are
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authorized. However, the commanding officer
normally delegates this authority to the account
custodian of each designated religious group
within the Command Religious Program.
Therefore, for the rest of this practice account-
ing application, it may be assumed that each
account custodian has been granted the author-
ity to expend funds in accordance with the
wishes of each particular religious group or
category. The membership of advisory commit-
tees or councils will reflect the opinion of the
particular group or religious category that they
represent; and these organizations will advise the
account custodian in regard to the group’s
desires.

® Total Expenditure—this is the total
amount of the Purchase Order and provides a
convenient place for the chapel fund adminis-
trator to initial the Purchase Order which indi-
cates that there are sufficient funds in the
account to cover the cost of the goods or serv-
ices. The entry is Total Expenditure, $75.00,
MRS (chapel fund administrator initials).

This completes the required entries for Part 1
of a Purchase Order. Some commands may re-
quire that certain additional information be
included on this form. However, regardless of
the information that is required, the account
custodian, chapel fund administrator, and com-
mand chaplain must ensure that the funds do
exist for the merchandise desired. To ensure
continuity, the chapel fund administrator will
forward all Purchase Order requests to the com-
mand chaplain for information and/or approval
purposes.

PART 3 (GREEN COPY).=Figure 11-4-20|
illustrates the completed portion of the July 17
order for the medals and the August 3 Receiving
Clerk portion acknowledging the receipt of the
medals. The top half of this form is almost iden-
tical to Part 1 in[figure T1-4-19] The only dif-
ference is that a Quantity Received column is
contained on Part 3. This column is inserted so
that the account custodian can enter the number
of items received in the space provided. This
number should equal the number in the Quantity
column. The account custodian counted the
medals received on August 3 and the number
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was 25. The entry required is 25. Since a check
of the Quantity column shows that 25 items were
ordered, then this order can be authorized for
payment if the merchandise was not damaged in
shipping. A brief explanation of the bottom half
of Part 3 of the Purchase Order follows:

® Date—the date that the goods or services
were actually received and the statement,
Authorized for Payment, is inserted in the space
provided. The entry is August 3, 1980 Author-
ized for Payment. When the account custodian
enters this authorization, he is saying that the
medals were received as requested and that none
of the goods was damaged.

® Signature and Printed Name of Person
Receiving Material—the account custodian will
sign and print his name in the space provided.

After the account custodian has made the re-
quired entries on Part 3, he will submit all sup-
porting evidence, including the vendor’s invoice
attached to Part 3 of the Purchase Order, to the
chapel fund administrator for payment. For the
rest of this chapter and the next, Purchase
Orders will not be explained in as much detail.
Refer back to this portion for guidance if
necessary. For the sake of clarity, Part 3 will be
the only part of the Purchase Order that will be
utilized for explanation purposes.

Checking Account

After the chapel fund administrator receives
Part 3 of the Purchase Order from the account
custodian with the authorization to pay on the
form, he then writes a check to the vendor for
the total amount of the Purchase Order. RPC
Smithers is also the administrator for the NET-
PDC chapel fund as well as the Roman Catholic
account custodian. He wrote a check in the
amount of $75 for the medals to the Ecumenical
Bookstore. A sample check is shown in[figurd
[11-4-21.] The NETPDC chapel fund started the
fiscal year with check number 1 and has subse-
guently written 521 checks to date. The check
number for this transaction will be number 522.

The current balance of the chapel fund
checking account reflects the combined total of
all of the money in the individual religious
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group accounts of those authorized to be
members of the chapel fund. For the purpose of
this accounting application, there are two
accounts: Roman Catholic and Protestant. The
current balance in the chapel fund checking
account, added to the $50 in the petty cash fund,
should always equal the latest COMPOSITE
BALANCE in the Receipts and Expenditures
Record. For this accounting application, check-
ing account functions will not be performed
other than the issuing of checks and posting the
check numbers as required. However, it is im-
portant to remember that the chapel fund
administrator must maintain an accurate and
up-to-date checking account as well as a concise
Receipts and Expenditures Record.

Receipts and Expenditures Record

The information must be posted to the
Receipts and Expenditures Record to show the
purchase of the medals from the Roman
Catholic account.| Figure 11-4-22 |illustrates the
steps that should be taken to bring this account
up to date. Following is a brief explanation of
each step:

15. DATE—enter 8/4 for August 4, 1980.

16. DESCRIPTION—enter the words
“ECUMENICAL BOOKSTORE” to reflect
that a transaction was made with this company.

17. CHECK NO.—enter the check number
that was issued to the Ecumenical Bookstore to
cover the cost of the medals. The check number
for this transaction is 522.

18. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-75.

19. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the expend-
iture for the medals from the checkbook and
the Purchase Order. The amount is $75.

20. ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $75 from the previous

balance ($1,337.51). The new balance is
$1,262.51.
21. PROTESTANT ACCOUNT BAL-

ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,497.57) forward to the next
line. By bringing forward the balance of an
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unaffected account each time an entry is made,
the chapel fund administrator can check the
figures more easily after each transaction.

22. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,262.51) and the PROTESTANT AC-
COUNT BALANCE ($1,497.57). The new
balance is $2,760.08. Remember to check the
figures.

ROMAN CATHOLIC ACCOUNT

BALANCE (8/3) $1,337.51
ROMAN CATHOLIC ACCOUNT

EXPENDITURE (8/4) -75.00
ROMAN CATHOLIC ACCOUNT -

BALANCE (8/4) $ 1,262.51
PROTESTANT ACCOUNT BALANCE (8/4) +1,497.57
COMPOSITE BALANCE (8/4) $ 2,760.08

OR

COMPOSITE BALANCE (8/3) $ 2,835.08
ROMAN CATHOLIC ACCOUNT

EXPENDITURE (8/4) —75.00
COMPOSITE BALANCE (8/4) $ 2,760.08

Either or both of the foregoing procedures may
be utilized to ensure that the figures are
accurate. After the entries have been completed
on the Receipts and Expenditures Record, there
is one final thing that must be done. The COM-
POSITE BALANCE in the Receipts and Expen-
ditures Record must be cross-checked with the
latest balance in the checkbook to ensure that
the figures are accurate. Since the records for a
complete checking account are not being main-
tained for this practice accounting application, it
may be assumed that all the entries on the
Receipts and Expenditures Record in the COM-
POSITE BALANCE column equal the sum of
the latest checkbook figure plus the $50 in the
petty cash fund.

This completes the required steps for posting
the purchase of the religious medals. A brief
summary should help clear up any problem
areaa. Part 1 of the Purchase Order (NAV-
COMPT Form 2213) will not be mentioned in
this summary since it would have been mailed to
the vendor on the day that it was prepared (July
17, 1980).
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® Purchase Order (Part 3)—after the mer-
chandise arrives, the Roman Catholic account
custodian should perform the following steps:

a. Check the shipment for damaged
goods.

b. Count the items in the shipment to
make sure that the number ordered coincides
with the number received.

c. After verifying that the goods were
not damaged and the shipment matched what
was ordered, the account custodian dates the
bottom half of the Part 3 and enteres the words
“Authorized for Payment” on the form and
gives Part 3 to the chapel fund administrator.

® Checking Account—after receiving the
“Authorized for Payment” Part 3, the chapel
fund administrator should take the following
steps:

a. Issue and mail a check to the company
from which the goods were ordered.

b. Post the check and subtract the
amount of this check from the previous balance
in the checkbook.

® Receipts and Expenditures Record—after
issuing the check, the chapel fund administrator
should take the following steps:

a. Post all the required entries to the
account which is affected by this transaction.

b. Compute the new balance for the
affected account.

c. Carry forward the last balance of the
account not affected by this transaction.

d. Figure the new composite balance by
adding the Roman Catholic account balance to
the Protestant account balance.

e. Compare the new composite balance
with the latest balance in the checkbook. If they
are the same after adding the $50 in the petty
cash fund to the latest checkbook balance, then
the chapel fund administrator is ready for the
next transaction.

AUGUST 7, 1980

The Protestant advisory council held a
luncheon today for the prospective Sunday



school teachers. The luncheon was funded out
of the Protestant account of the NETPDC
chapel fund. The Purchase Order illustrated in
figure 11-4-23 [provides the accounting data
needed for this transaction. The Purchase Order
in this figure is very similar to the one illustrated
in[figure 11-4-22.] Two of the major differences
are that the Purchase Order was prepared the
same day that the luncheon was held; and, this
latter purchase did not involve a purchase of
goods to be used at a later date. This poses a
question; “Why fill out a Purchase Order when
goods are not being ordered from a vendor?”
There is a good explanation for this procedure.
By issuing a Purchase Order for every expendi-
ture, the chapel fund administrator has to initial
the form indicating that there are sufficient
funds in the particular account to cover the ex-
penditure and this ensures that overspending
does not occur. After the chapel fund adminis-
trator initials the Purchase Order in this latter
transaction for the luncheon, the procedures are
identical to the steps explained for the August 4,
1980 transaction for the Roman Catholic
account.

For the remainder of this chapter and the
next, an explanation will not be given for all
transactions. The accounting data will be sup-
plied along with the step-by-step entries required
on the Receipts and Expenditures Record. Refer
to this section or the preceding sections for
clarification when necessary.

Checking Account

[Figure 11-4-24 |shows the check issued for
payment of the luncheon.

Receipts and Expenditures Record

Just as was done with the purchase of the
medals in the Roman Catholic account trans-
action, the cost of the luncheon must be posted
to the Receipts and Expenditures Record.[Figure|
[11-4-25 jillustrates the steps needed to bring the
Protestant acccount up to date. Following is a
brief explanation of each step:

23. DATE—enter 8/7 for August 7, 1980.

24. DESCRIPTION—enter the words
“CMO CLUB?” to reflect that a transaction was
made with the club.
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25. CHECK NO.—enter the check number
that was issued to the CMO Club to pay for the
luncheon. The check number for this transaction
is 523.

26. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is P-82.

27. ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Catholic account
was not affected by this transaction, simply
bring the previous balance ($1,262.51) forward
to the next line.

28. PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the
expenditure for the luncheon from the
checkbook and the Purchase Order. The
amount is $142.51.

29. PROTESTANT ACCOUNT BAL-
ANCE—subtract the $142.51 from the previous
balance ($1,497.57). The new balance is
$1,355.06.

30. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,262.51) and the PROTESTANT AC-
COUNT BALANCE ($1,355.06). The new
balance is $2,617.57. Check the figures again.

AUGUST 10, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the appropriate account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the

monies illustrated in_figure 11-4-26

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies

illustrated in _figure 11-4-27

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
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illustrated in_figure 11-4-28| A brief explanation
follows:

31. DATE—enter 8/10 for August 10, 1980.

32. DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

33. ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $221.18.

34. ROMAN CATHOLIC ACCOUNT
BALANCE—add the $221.18 to the previous
balance ($1,262.51). The new balance is
$1,483.69.

35. PROTESTANT ACCOUNT RE-
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $250.85.

36. PROTESTANT ACCOUNT BAL-
ANCE—add the $250.85 to the previous balance
($1,355.06). The new balance is $1,605.91.

37. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,483.69) and the PROTESTANT AC-
COUNT BALANCE ($1,605.91). The new
balance is $3,089.60.

AUGUST 11, 1980

In their monthly meeting of July 14, the
Protestant advisory council voted unanimously,
after seeking guidance from Chaplain Jones, to
purchase gifts for those members of the Protes-
tant group who had contributed significantly to
the attainment of the goals of the Command
Religious Program. The council set up stringent
guidelines concerning nominations for these
awards. It was decided by the council to present
Bibles to the honorees. The Protestant account
custodian placed an order for the Bibles on July
24 and they arrived on August 11. It is time to
take the necessary steps to pay for this purchase.

Purchase Order (Part 3)

The Protestant account custodian checked
the shipment to ensure that the merchandise was
not damaged and that the number of Bibles
received coincided with the number ordered.
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After verifying that the order was acceptable,
RP2 Ship dated the Purchase Order (Part 3) and
stated that payment could be made.[ Figurel
[11-4-29]illustrates this transaction.

Checking Account

Figure 11-4-30] shows the check issued for
payment of the Bibles.

Receipts and Expenditures Record

The steps required to bring the Protestant ac-
count up to date are illustrated in_figure 11-4-31
A Dbrief explanation follows:

38. DATE—enter 8/11 for August 11, 1980.

39. DESCRIPTION—enter the words
“ECUMENICAL BOOKSTORE” to reflect
that a transaction was made with this company.

40. CHECK NO.—enter the check number
that was issued to the Ecumenical Bookstore to
cover the cost of the Bibles. The check number
for this transaction is 524.

41. P.O. NO.—enter the Purchase Order
number that was issued for this transaction. The
Purchase Order number for this transaction is
P-81. NOTE: Earlier in this chapter, it was ex-
plained that there may be occasions when the
Purchase Order numbers may appear to be out
of sequence. Look at the 8/7 entry (CMO
CLUB) on the Receipts and Expenditures
Record; the P.O. NO. is P-82 for that entry.
This occurred because an immediate payment
was made to the CMO Club and Purchase Order
number P-81 was outstanding at that time.
Payments are not made until goods or services
are actually received. The Purchase Order
numbers are not out of sequence, so don't be
alarmed when this occurs.

42. ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Catholic account
was not affected by this transaction, simply
bring the previous balance ($1,483.69) forward
to the next line.

43. PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the expend-
iture for the Bibles from the checkbook and the
Purchase Order. This amount is $63.
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44. PROTESTANT ACCOUNT BAL-
ANCE—subtract the $63 from the previous
balance ($1,605.91). The new balance is

$1,542.91.
45. COMPOSITE BALANCE—add the

ROMAN CATHOLIC ACCOUNT BALANCE
($1,483.69) and the PROTESTANT
ACCOUNT BALANCE (%$1,542.91). The new
balance is $3,026.60.

AUGUST 15, 1980

Today was a Holy Day of Obligation for
Roman Catholics. A service was conducted at
1200 in the NETPDC chapel. However, a collec-
tion was not taken at the service; therefore, no
entry is required in the Receipts and Expend-
itures Record.

During the monthly meeting of the Roman
Catholic advisory committee on August 11, it
was decided that a donation in the amount of
$200 would be made to the local chapter of the
Little Sisters of the Poor.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number C-76 to docu-
ment this donation.[Figure 11-4-32]|shows an
illustration of this transaction.

Checking Account

Figure 11-4-33|shows the check issued to the

Little Sisters of the Poor.
Receipts and Expenditures Record

The steps required to bring the Roman
Catholic account up to date are illustrated in

figure 11-4-34.| A brief explanation follows:

46. DATE—enter 8/1 5 for August 15, 1980.

47. DESCRIPTION—enter the words

“LITTLE SISTERS OF THE POOR” to show
that a donation was made to that group.

48. CHECK NO.—enter the check number
that was issued to the Little Sisters of the Poor
for this donation. The check number for this
transaction is 525.

4-34

49. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-76.

50. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the donation
to the Little Sisters of the Poor from the
checkbook and Purchase Order. The amount is
$200.

51. ROMAN CATHOLIC ACCOUNT
BALANCE—Subtract the $200 from the
previous balance ($1,483.69). The new balance is
$1,283.69.

52. PROTESTANT ACCOUNT BAL-
ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,542.91) forward to the next
line.

53. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,283.69) and the PROTESTANT AC-
COUNT BALANCE ($1,542.91). The new
balance is $2,826.60.

AUGUST 16, 1980

During the monthly meeting of the Protes-
tant advisory council on August 11, it was
decided that a donation in the amount of $100
would be made to the Escambia Boys and Girls
Sheriff's Ranch.

Purchase Order (Part 3)

The Protestant account custodian issued
Purchase Order number P-83 to document this

donation| Figure 11-4-35|shows an illustration of
this transaction.

Checking Account

Figure 11-4-36 shows the check issued to the
Escambia Boys and Girls Sheriff's Ranch.

Receipts and Expenditures Record

The steps required to bring the Protestant
account up to date are illustrated in[figure
11-4-37.] A brief explanation follows:

54. DATE—enter 8/16 for August 16, 1980,
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55. DESCRIPTION—enter the words
“ESCAMBIA SHERIFF'S RANCH” to show
that a donation was made to that organization.

56. CHECK NO.—enter the check number
that was issued to the Escambia Boys and Girls
Sheriff's Ranch for this donation. The check
number for this transaction is 526.

57. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is P-83.

58. ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Cathoiic account
balance was not affected by this transaction,
simply bring the previous balance ($1,283.69)
forward to the next line.

59. PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the donation
to the Escambia Boys and Girls Sheriff's Ranch
from the checkbook and the Purchase Order.
The amount is $100.

60. PROTESTANT ACCOUNT BAL-
ANCE—subtract the $100 from the previous
balance ($1,542.91). The new balance is
$1,442,91.

61. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,283.69) and the PROTESTANT AC-
COUNT BALANCE ($1,442.91). The new
balance is $2,726.60.

AUGUST 17, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the

monies illustrated in _fiqure 11-4-38

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies

illustrated in_figure 11-4-39

4-37

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are

illustrated in_figure 11-4-40| A brief explanation

follows:

62. DATE—enter 8/17 for August 17, 1980.

63. DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

64. ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $325.10.

65. ROMAN CATHOLIC ACCOUNT
BALANCE—add the $325.10 to the previous
balance ($1,283.69). The new balance is
$1,608.79.

66. PROTESTANT ACCOUNT RE-
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $302.46.

67. PROTESTANT ACCOUNT BAL-
ANCE—add the $302.46 to the previous balance
($1,442.91). The new balance is $1,745.37.

68. COMPOSITBALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,608.79) and the PROTESTANT AC-
COUNT BALANCE ($1,745.37). The new
balance is $3,354.16.

AUGUST 20, 1980

The Roman Catholic advisory committee
held a meeting last night concerning the damage
that St. Leo’'s Orphanage sustained in a recent
fire. The committee voted to make a donation of
$200 to this orphanage.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number c-77 to docu-
ment this donation.[Figure 11-4-41 Jillustrates this
transaction.

Checking Account

Figure 11-4-42 |shows the check issued to St.

Leo’'s Orphanage.
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Receipts and Expenditures Record

The steps required to bring the Roman
Catholic account up to date are illustrated in
A Dbrief explanation follows:

69. DATE—enter 8/20 for August 20, 1980.

70. DESCRIPTION—enter the words “ST.
LEO'S ORPHANAGE” to show that a dona-
tion was made to that organization.

71. CHECK NO.—enter the check number
that was issued to St. Leo’s Orphanage for this
donation. The check number for this transaction
is 527.

72. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-77.

73. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the donation
to St. Leo’s Orphanage from the checkbook and
the Purchase Order. The amount is $200.

74. ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $200 from the
previous balance ($1,608.79). The new balance is
$1,408.79.

75. PROTESTANT ACCOUNT BAL-
ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,745.37) forward to the next
line.

76. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,408.79) and the PROTESTQANT AC-
COUNT BALANCE ($1,745.37). Thr new
balance is $3,154.16.

AUGUST 24, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the

monies illustrated in_figure 11-4-44

4-39

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies’

illustrated in_figure 11-4-4
Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are

illustrated ir|_figure 11-4-46] A brief explanation

follows:

77. DATE—enter 8/24 for August 24, 1980.

78. DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

79. ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $241.

80. ROMAN CATHOLIC ACCOUNT
BALANCE—add the $241 to the previous

balance ($1,408.79). The new balance is
$1,649.79.
81. PROTESTANT ACCOUNT RE-

CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $271.15.

82. PROTESTANT ACCOUNT BAL-
ANCE—add the $271.15 to the Previous balance
($1,745.37). The new balance is $2,016.52.

83. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,649.79) and the PROTESTANT AC-
COUNT BALANCE ($2,016.52). The new
balance is $3,666.31.

AUGUST 29, 1980

The Roman Catholic and Protestant groups
purchase flowers for the Sunday services from
Pretty Florist. They divide the cost of the
flowers equally between each account. Pretty
Florist has agreed to provide the flowers at a cost
of $20 per Sunday and does not require a Pur-
chase Order in advance. This agreement has
been in effect for the current fiscal year and is
renegotiable each year. As a matter of routine,
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the Roman Catholic and Protestant chapel fund
custodians submit a Purchase Order to the
chapel fund administrator on the last Friday of
the month authorizing payment of the flowers.
There are five Sundays in August, so the total
cost of the flowers if $100.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number C-78 for $50
(figure 11-4-47) | and the Protestant account
custodian issued Purchase Order number P-84

for $50 [(figure T1-4-48) to document this trans-

action.

Checking Account

|Fiqure 11-4-49 |shows the check issued to
Pretty Florist.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are

illustrated ir_figure 11-4-50] A brief explanation

follows:

84. DATE—enter 8/29 for August 29, 1980.

85. DESCRIPTION—enter the words
“PRETTY FLORIST” to reflect that a trans-
action was made with this company.

86. CHECK NO.—enter the check number
that was issued to Pretty Florist to cover the cost
of the flowers. The check number for this
transaction is 528.

87. P.O. NO.—enter the Purchase Order
numbers that were used for this transaction. The
Purchase Order numbers are C-78 and P-84.

88. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the expend-
iture for the flowers from the Purchase Order
(C-78). This amount is $50.

89. ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $50 from the previous
balance ($1,649.79). The new balance is
$1,599.79.

90. PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the
expenditure for the flowers from the Purchase
Order (P-84). This amount is $50.

4-42

91. PROTESTANT ACCOUNT BAL-
ANCE—subtract the $50 from the previous
balance ($2,016.52). The new balance is
$1,966.52.

92. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,599.79) and the PROTESTANT AC-
COUNT BALANCE ($1,966.52). The new
balance is $3,566.31.

AUGUST 31, 1980

Sunday services were conducted on this date..
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the

monies illustrated in _figure 11-4-51

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies

illustrated in_figure 11-4-52

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in_figure 11-4-53| A brief explanation

follows:

93. DATE—enter 8/31 for August 31, 1980.

94. DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

95. ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $299.50.

96. ROMAN CATHOLIC ACCOUNT
BALANCE—add the $299.50 to the previous
balance ($1,599.79). The new balance is
$1,899.29.
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97. PROTESTANT ACCOUNT RE-
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $309.12.

98. PROTESTANT ACCOUNT BAL-
ANCE—add the $309.12 to the previous balance
($1,966.52). The new balance is $2,275.64.

99. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,899.29) and the PROTESTANT AC-
COUNT BALANCE (%$2,275.64). The new
balance is $4,174.93.

CLOSING ENTRIES (AUGUST 31, 1980)

It is now time to make all the closing entries
for the month of August. The first procedure
that must be performed is to replenish the petty
cash fund.

Petty Cash Voucher

The chapel fund administrator must attach
all supporting invoices and receipts to each Petty
Cash Voucher upon surrendering them to the
Roman Catholic and Protestant account custo-
dians for payment. On each Petty Cash
Voucher, the chapel fund administrator writes
the word “Paid” followed by the date and the
number of the check which will be used to make
the replenishment to the chapel fund.[Figures|
11-4-55, and 11-4-56 show the Petty Cash
Vouchers which were charged to the Roman
Catholic and Protestant accounts for the month
of August.

Purchase Order (Part 3)

Each of the account custodians who
authorized the withdrawal of money from the
petty cash fund prepares a Purchase Order for
the amount that was charged to their individual
accounts. The Roman Catholic account custo-
dian prepares a Purchase Order for $18.92 which
is the amount that was charged to his account
for the montH._Figure 11-4-57 illustrates this Pur-
chase Order. The Protestant account custodian
prepares a Purchase Order for $21.46 which is
the amount that was charged to her account for
the montH._Figure TI-4-58 illustrates this Pur-

chase Order.
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Checking Account

m shows the check issued to the

NETPDC chapel fund administrator. This check
is issued for the total amount of the Purchase
Orders ($40.38) shown in[figures 11-4-57]and
11-4-58 for the Roman Catholic ($18.92) and
Protestant ($21.46) accounts.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in_figure 11-4-60{ A brief explanation

follows:

100. DATE—enter 8/31 for August 31,
1980.

101. DESCRIPTION—enter the words
“REPLENISH PETTY CASH” to show that
this fund is being reimbursed by the Roman
Catholic and Protestant account custodians.

102. CHECK NO.—enter the check number
that was issued to the NETPDC Chapel Fund
Administrator to replenish the petty cash fund.
The check number for this transaction is 529.

103. P.O. NO.—enter the Purchase Order
numbers that were used for this transaction. The
Purchase Order numbers are C-79 and P-85.

104. ROMAN CATHOLIC ACCOUNT
EXPEND.—enter the total amount of the petty
cash expenditure for the month from the Pur-
chase Order (C-79). This amount is $18.92.

105. ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $18.92 from the
previous balance ($1,899.29). The new balance is
$1,880.37.

106. PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the petty
cash expenditure for the month from the Pur-
chase Order (P-85). This amount is $21.46.

107. PROTESTANT ACCOUNT
BALANCE—subtract the $21.46 from the
previous balance ($2,275 .64). The new balance is
$2,254.18.

108. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,880.37) and the PROTESTANT AC-
COUNT BALANCE (%$2,254.18). The new
balance is $4,134.55.
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The next thing that the chapel fund admin-
istrator must do is to total all the figures for the
month on hte Receipts and Expenditures
Record. This is where RPC Smithers must check
his work throughly so he can start off the
next month's records without difficulty. Refer
to[ figure 11-4-61for an explaination of the
following entries:

109. DATE—enter 8/31 for August 31,
1980.

110. DESCRIPTION—enter the word
“TOTAL” to show that the figures for the
month of August are being checked by the
chapel fund administrator.

111. ROMAN CATHOLIC ACCOUNT
RECEIPTS—add all the receipts for the month.
This total is $1,372.01.

112. ROMAN CATHOLIC ACCOUNT
EXPEND.-—add all the expenditures for the
month. This total is $543.92.

113. ROMAN CATHOLIC ACCOUNT
BALANCE—add all the total receipts for the
month ($1.372.01) to the beginning balance of
August 1, 1980 ($1,052.08). The total of these
two amounts is $2,424.29. Subtract the total ex-
penditures for the month ($543.92) from the
$2.424.29. The difference of these two amounts
is $1,880.37. This figure should equal the
ROMAN CATHOLIC ACCOUNT BALANCE
of the last entry of the month in which petty cash
was replenished. The following arithmetic func-
tions summarize this procedure:

RONMAN CATHOLIC ACCOUNIT

BALANCE (8/1) $ 1,052.28
ROMAN CATHOLIC RECEIPTS
(8/1-8/31) +1.372.01
TOTAL $2.424.29
ROMAN CATHOL1C EXPEND-
ITURES (871 -8/31) ~543.92
ROMAN CATHOLIC ACCOUNI
BALANCE (8/31) $ 1.880.37
114. PROTESTANT ACCOUNT RE-

CEIPTS—add all the receipts for the month.
This total is $1,416.19.

115. PROTESATANT ACCOUNT EX-
PEND—add al the expenditures for the
month. This total is $376.97.

4-50

116. PROTESTAANT ACCOUNT BAL-
ANCE--add the total receipts for the month
($1,416.19) to the beginning balance of August
1, 1980 ($1,214.96). The total of these two
amounts is ($2,631.15). Subtract the total
expenditures for the month ($376.97) from the
$2,631.15. The difference between these two
amounts is $2,254.18. This figure should equal
the PROTESTANT ACCOUNT BALANCE of
the last entry of the month in which petty cash
was replenished. The following arithmetic func-
tions summarize this procedure:

PROTESTANT ACCOUN

BALANCE (/1) $ 1.214.96
PROTESTANT RECLIPILS

(8/1-8/31) +1.416.19
FOTAL $ 2.631.15
PROTESTANT EXPENDITURE

(8/1-8/31) -376.97
PROTESTANT ACCOUNI

BAT.ANCE (8731) $ 2.254.18

117. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,880.37) and the PROTESTANT AC-
COUNT BALANCE ($2,254.18). The total is
$4.134.55. This figure should equal the COM-
POSITE BALANCE of the last entry of the
month in which petty cash was replenished.
CHECK THE WORK AGAIN TO BE SURE IT
IS ACCURATE!

One final entry is needed in the Receipts and
Expenditures Record to close out the books for

August. Refer tolfigure 11-4-62 for an explana-

tion of the following entries:

118. DATE—enter 8/31 for August 31,
1980.

119. DESCRIPTION—enter the words
“BALANCE FORWARD” to show that certain
figures are being carried forward to the next
month.

120. ROMAN CATHOLIC ACCOUNT
BALANCE—simply bring the $1.880.37 for-
ward from the previous line.

121. PROTESTANT ACCOUNT BAL-
ANCE—-simply bring the $2,254.18 forward
from the previous line.
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122. COMPOSITE BALANCE—simply
bring the $4,134.55 forward from the previous
line.

The ROMAN CATHOLIC ACCOUNT
BALANCE ($1,880.37), the PROTESTANT
ACCOUNT BALANCE ($2,254.18), and the
COMPOSITE BALANCE ($4,134.55) are the
only figures that need to be carried forward to
September since all receipts and expenditures
have already been added and subtracted from
the accounts as they occurred during the month.

SUMMARY

In this chapter, the accounting cycle for 1
full month for a Command Religious Program
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chapel funf has been explained[ Figure 11-4-63]
shows a completed Receipts and Expenditures
Record for the transactions that were explained
in this chapter. Keep in mind that chapel fund
accounting is not difficult, but it does involve
close scrutiny from the command chaplain,
chapel fund administrator, and the individual
account custodians at all times.

The next chapter covers the accounting pro-
cedures for September and October and will
involve basically the same format as this
chapter. However, not as much detail will be
given for individual transactions. Also, a
number of new forms will be introduced to illus-
trate how to submit required data for quarterly
and yearly summations of chapel fund financial
transactions.
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CHAPTER 5
CHAPEL FUND ACCOUNTING (PART 2)

The accounting procedures for a Command
Religious Program (CRP) chapel fund for
1 month were covered in the preceding chapter.
A completed Receipts and Expenditures Record
is shown in[figure 11-5-1] summarizing the trans-
actions for the month of August 1980 (fiscal year
1980). This chapter will be a continuation of the
transactions for September 1980 (fiscal year
1980) and October 1980 (fiscal year 1981) for the
same chapel fund.

After making the closing entries on the
Receipts and Expenditures Record for the
month of September, the quarterly and annual
Statements of Operations and Net Worth will be
explained. These two reports provide a summary
of the monetary transactions of the fund and in-
dicate the net worth of the fund at the close of
the quarter and fiscal year.

The format for this chapter will be the same
as for the last chapter. Transactions will be ex-
plained on a day-to-day basis as they occurred
during the month of September. However, the
transactions will not be explained in as much
detail as in the previous chapter, and the trans-
actions for October will be given in an abbrevi-
ated format.

ACCOUNTING APPLICATION
(SEPTEMBER)

Before proceeding to the daily transactions
for the month of September 1980 (fiscal year
1980), a short review is provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development

5-1

Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian}—John P. Jones, CDR, CHC, USN.

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—
Marvin R. Smithers, RPC, USN.

7. Protestant account custodian—Alice L.
Ship, RP2, USN.

Additional guidelines or requirements will be
explained as needed during the course of
September’s daily transactions.

SEPTEMBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month. After
thoroughly checking the transactions for the
month of August, he starts a new Receipts and
Expenditures Record for the month of Sep-
tember as shown in[figure 11-5-2] The beginning
balances shown in the ROMAN CATHOLIC
ACCOUNT ($1,880.37), the PROTESTANT
ACCOUNT ($2,254.18), and the COMPOSITE
BALANCE ($4,134.55) are brought forward
from the “8/31 Balance Forward” line of the
Receipts and Expenditures Record for the
month of August shown in[figure 11-5-1]
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SEPTEMBER 7, 1980

The collections for the Sunday services were
counted by two adults from each religious group
(Roman Catholic and Protestant) and certified
by their respective account custodians (Roman
Catholic—RPC Marvin R. Smithers; and Prot-
estant—RP2 Alice L. Ship). Figures 11-5-3| and
11-5-4 show the breakdown of the monies col-
lected. The entry required to bring the Receipts
and Expenditures Record up to date is shown in
figure 11-5-5

SEPTEMBER 14, 1980

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians.[Figures 11-5-6 khnd 11-5-7 show the break-
down of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown i

SEPTEMBER 17, 1980

The Roman Catholic Advisory Committee
and Protestant Advisory Council held a working
luncheon today to discuss the setting of goals for
the Command Religious Program for fiscal year
1981. The Roman Catholic and Protestant ac-
counts were charged the amounts indicated on
the Purchase Orders illustrated irf_figures 11-5-9
and 11-5-10 to pay for the luncheon. A check was
issued by the chapel fund administrator to cover
this expense and is shown in[figure 11-5-11] The
entry required to bring the Receipts and Espend-
itures Record up to date is shown in[figure
[1-5-12]

SEPTEMBER 18, 1980

A shipment of religious medals that was
ordered from the Ecumenical Bookstore arrived
today.| Figure 11-5-13|shows the Purchase Order
for this transaction;[ figure 11-5-14 |shows the

check issued by the chapel fund administrator to
pay for the medals. The entry required to bring
the Receipts and Expenditures Record up to date
is shown in[figure 11-5-15]

SEPTEMBER 21, 1980

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians.[ Figures 11-5-16] and 11-5-17 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown irl_figure 11-5-18]

SEPTEMBER 26, 1980

As indicated in the Roman
Catholic and Protestant groups purchase
flowers from Pretty Florist at a cost of $20 per
Sunday. The cost of the flowers is divided
equally between each account and is paid on the
last Friday of the month. There are four Sun-
days in September, so the cost of the flowers is
$80. However, the two groups decided to order
additional flowers for the last Sunday in
September. This purchase cost the fund another
$20 and, added to the basic $80 charge for the
month, made the total cost of the flowers $100.
[Figures 11-5-19] and 11-5-20 show the Purchase
Orders for this transaction| figure 11-5-21] shows
the check issued by the chapel fund administra-
tor to pay for the flowers. The entry required to
bring the Receipts and Expenditures Record up
to date is shown irf_figure 11-5-22]

SEPTEMBER 28, 1980

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians. [Figures 11-5-23]and 11-5-24 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown irf_figure 11-5-25]
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PURCHASE ORDER acTINITY Wa. satt PUACHASE ORBER NO.
progaoviiisort bt ahat Sept. 17, 1980 c-81
POM: 10: DELIVER TO:
RPC Marvin R. Smithers CMO Mess Treasurer CMO Club
NAVEDTRAPRODEVCEN Chapel NAVEDTRAPRODEVCEN
Fund Roman Catholic Pensacoia, Florida 32509
Account Custodian
Pensacola, Florida 32509
GENTLEMEN: Being governed by instructions hereon, plesse enfer owr order for the following:
QUANTITY DESCRIPTION ':’2::3; UNIT :‘:2. AMOUNT
21 Fried Chicken Dinners 2/ Each $2.50 $52.50
1 Waitress Tip - - - — 7.50r L
Total Expenditure $60.00

DATE REQUINED via

Sept. 17, 1980

DISCOUNT YERME

MENATUNE OF ANTHORIZED E"“'"" z

RECEIVING CLERK

RECEIVED ANO FOUND SATISFACTORY AND ACCEPTED:

|’§;pt. 17, 1980 Authorized for Payment

sToRERGOM

MARKED FOR:

DEPARTMENT

SIGNATURE AND PRINTED NAME OF
PERSON REZEIVING MATERIAL:

oW B _Lpeithaeo

M. R. SmiTHERS

BOOKKEEPER

PAID BY CHECK NO
THE BILLING 5 CORRECT: |

DAYE PAID AUTHENTICATED ay ([rutials)

PART 3

RECEIVING /BOOKKEEPER COPY

Figure II-5-9.—Purchase Order Part 3 (Roman Catholic Account, September 17, 1980).

SEPTEMBER 29, 1980

During the monthly meetings of the Roman
Catholic Advisory Committee and Protestant
Advisory Council held on 14 September, each
group decided to make a number of donations
out of their respective accounts of the CRP
chapel fund to various charities and organiza-
tions. Each group’s transactions will be ex-
plained individually in the next few sections.

Roman Catholic Group

The Roman Catholic Advisory Committee
consulted with Chaplain Brown concerning the
various organizations that they thought should

receive donations. Following the discussion with
Chaplain Brown, the committee decided to
recommend to the commanding officer that
donations be made to the following organiza-
tions and directed RPC Smithers, when
authorized, to prepare the Purchase Orders for
these donations, Approval was received and the
Purchase Orders were prepared on 29 September
1980.

1. Marynoll _Missionaries [—figure 11-5-26|
shows the Purchase Order for this transaction:

[figure 11-5-27 khows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in[figure]
11-5-28
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PURCHASE ORDER
HAVCOMPT PORNM 113 3 PT) (REV. 378
VN Q104-LF-708-5300

ACTIVITY WO

PURCHASE ORDER NO.

c-82

savz

Sept. 26, 1980

o Pretty Florist
8693 Pace Boule
Pensacola, Flor

%c Marvin R. Smithers
NAVEDTRAPRODEVCEN Chapel
Fund Roman Catholic
Account Custodian
Pensacola, Florida 32509

DERIVER T NETPDC (Code CH)

vard
ida 32507

Being governed by insructions herson, plesss sniee our order for the following:
QuANTITY DEICRIPTION Setven it mice AMOUNT
4 Flowers for Sunday Services in Sept. a* Each $10.00 | $40.00
1 Additional flowers for 28 >egtm . 1* Each 10.00 10.00
T2, and 21 Sept. The Flowers for
were received today including ;;; )
S n— A — — — -l
ppatetanind ~ FEd
Total Expenditure $50.00

SATE REQVIRLD DISCOUNT TERNS

ISNATURE OF A

RECEIVING CLERK

3

RECEIVED AND JOUND SATISFACTORY AND ACCEPYED:

."Sept. 26, 1980 Authorized for Payment

s1orgRaou
MARKED FOR:
|

oEPAATNENT

1

SIGNATURE AND PRINTED NAME OF
PERSON RECHVING MATERIAL-

v P Lprintacs

AP R. SMITWERS

anmuevEEDED
BOOKKEEPER

PAID 8Y CHECK NO.

|
l

THE BILLING IS CORRECT:

DATE PAID AuTHENTICATED By (lutials)

RECEIVING /ROOK

XEEPER COPY

Figure II-5-19.—Purchase Order Part 3 (Roman Catholic Account, September 26, 1980).

2. Franciscan Fatherst—figure [I1-5-29| shows
the Purchase Order for this transaction; figure
11-5-30 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown irn_figure 11-5-31]

3. Sisters of Charityi=figure 11-5-32| shows
the Purchase Order for this transaction;[figure]
[11-5-33 khows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown i

4. Sacred Heart Hospltal—[E|gu[e 11-5-35

shows the Purchase Order for this transaction;

[figure 11-5-36 khows the check issued by the

chapel fund administrator for the donation. The

entry required to bring the Receipts and Expend-
itures Record up to date is shown in[figure

5. Most Holy Sacrament Convent-figurel
shows the Purchase Order for this trans-
action;[figure T1-5-39 Ishows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and Ex-
penditures Record up to date is shown in[figure|

6. St. Bernard Seminary{—fiqure [11-5-41|
shows the Purchase Order for this transaction;
figure 11-5-42 khows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in[figure
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Protestant Group

The Protestant Advisory Council consulted
with Chaplain Jones concerning the various
organizations that they thought should receive
donations. Following the discussion with
Chaplain Jones, the council decided to recom-
mend to the commanding officer that donations
be made to the following organizations and
directed RP2 Ship, when authorized, to prepare
the Purchase Orders for these donations. Ap-
proval was received and the Purchase Orders
were prepared on 29 September 1980.

1. Navy Relief Societyt—figure 11-5-44] shows
the Purchase Order for this transaction;[figurel
[11-5-45 khows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures

Record up to date is shown in_figure 11-5-46]

2. _American Red Cross—figure 11-5-47
shows the Purchase Order for this transaction;
[figure 11-5-48 Bhows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in[figure]

3. American Bible Societyt—figure [11-5-50
shows the Purchase Order for this transaction;
[figure 11-5-51 Ishows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-

penditures Record up to date is shown in[figure]
11-5-52

4. Church World Servicg-figure 11-5-53

shows the Purchase Order for this transaction;
figure 11-5-54 khows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in[figure]

5. World Relief Commissioni—figure 11-5-56]|
shows the Purchase Order for this transaction;
[figure T11-5-57 khows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
11-5-58.

5-21

6. World Vision International-Ffigure
11-5-59 shows the Purchase Order for this trans-
action;[figure 11-5-60 khows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and
Expenditures Record up to date is shown in

CLOSING ENTRIES
(SEPTEMBER 30, 1980)

It is time to make all the closing entries for
the month of September. First, the petty cash
fund must be replenished.

Petty Cash Vouchers

The chapel fund administrator must attach
all supporting invoices and receipts to each Petty
Cash Voucher upon surrendering them to the
Roman Catholic and Protestant account custo-
dians for payment. On each Petty Cash
Voucher, the chapel fund administrator writes
the word “Paid” followed by the date and the
number of the check which will be used to make
replenishment to the chapel fund.[Figures
11-5-63, 11-5-64, and 11-5-65 show the
Petty Cash Vouchers charged to the Roman
Catholic and Protestant accounts for the month
of September.

Purchase Order
(Part 3)

Each of the account custodians prepares a
Purchase Order for the amount that was used by
their individual accounts. The Roman Catholic
account custodian would prepare a Purchase
Order for $20.84 which is the amount that was
charged to his account for the month.[Figurel
[T1-5-66shows this Purchase Order. The Protes-
tant account custodian would prepare a Pur-
chase Order for $21 which is the amount
that was charged to her account for the month.

[Eigure 11-5-67 khows this Purchase Order.
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NETPDC
(NAME OF COMMAND)

PETTY CASH VOUCHER

CHAPEL FUND

RECEIPT NUMBER
51

DATE
SEPTEMBER 2, 1980

PAY TO AMOUNT {WRITTEN) AMOUNT (FIGURES)
JAKE LANZA EIGHTEEN & f%% DOLLARS $18.92
PURPOSE ACCOUNT NAME AMOUNT
SODAS FOR VISITORS ROMAN CATHOLIC $18.92
Y
cjl me- 5"15’

APPROVED BY (SIGNATURE)
. S

RECEIPT OF ABOVE AMOUNT 1S

ACKNOWLEDGED (SIGNATURE)

Figure I1-5-62.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).

NETPDC
(NAME OF COMMAND)

CHAPEL FUND

PETTY CASH VOUCHER

RECEIPT NUMBER
52

DATE
SEPTEMBER 2, 1980

PAY TO
JACOB PROPHET

AMOUNT (WRITTEN)

AMOUNT (FIGURES)

9
EIGHTEEN & 5. DOLLARS 18.92
100 $
PURPOSE ACCOUNT NAME AMOUNT
SODAS FOR VISITORS PROTESTANT $18.92
3°'|135
o 545

APPROVED BY (SIGNATURE)

AL Sk

RECEIPT OF ABOVE AMOUNT IS ACKNOWLEDGED (SIGNATURE)

Deerte Gpphet”

Figure-1I-5-63.— Petty Cash Voucher (Protestant Account, September 2, 1980).
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NETPDC
(NAME OF COMMAND)

PETTY CASH VOUCHER

CHAPEL FUND

RECEIPT NUMBER
53

DATE
SEPTEMBER 18, 1980

PAY 10 AMOUNT (WRITTEN) AMOUNT (FIGURES)
JACOB PROPHET WO & {g% DOLLARS $2.08

PURPOSE ACCOUNT NAME AMOUNT

SYMPATHY CARD PROTESTANT $2.08

3o, 15%o
of g

APPROVED BY (SIGNATURE)

2 £ 8hp

RECEIPT OF ABOVE AMOUNT IS ACKNOWLEDGED (SIGNATURE)

Ot fRaprhe 7

Figure II-5-64.—Petty Cash Voucher (Prostestant Account, September 18, 1980).

NETPDC
(NAME OF COMMAND)

PETTY CASH VOUCHER

CHAPEL FUND

RECEIPT NUMBER
54

DATE
SEPTEMBER 25, 1980

PAY TO AMOUNT (WRITTEN) AMOUNT (FIGURES)
92
JAKE LANZA ONE & 750 DOLLARS $1.92
PURPQSE ACCOUNT NAME AMOUNT
REPLACE THREE LOST KEYS ROMAN CATHOLIC $1.92

§H5

/{g‘;ﬁo 1980
o

APPROVED BY (SIGNATURE)

WPM

RECEIPT OF ABOVE AMOUNT IS

ACKNOWLEDGED (SIGNATURE)

" Dete

[ 4

Figure 11-5-65.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).
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Checking Account

m shows the check issued to the

NETPDC chapel fund administrator. This check
is issued for the total amount of the Purchase
Orders ($41.84) shown in[figures I1-5-66 |and
11-5-67 for the Roman Catholic ($20.84) and
Protestant ($21 ) accounts.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are

shown in[figure 11-5-69

The next thing that the chapel fund adminis-
trator must do is to total all the figures for the
month on the Receipts and Expenditures
Record. This is where he must check his work
thoroughly so that he can start the next month’s
records without difficulty[ Eigure 11-5-70] shows
the totals for the month of September. The
following arithmetic functions summarize this
procedure:

ROMAN CATHOLIC ACCOUNT

BALANCE (9/1) $ 1,880.37
ROMAN CATHOLIC RECEIPTS

(9/1 —9/30) +1,046.17
TOTAL $ 2,926.54
ROMAN CATHOLIC EXPENDITURES

(9/1-9/30) ~1,381.84
ROMAN CATHOLIC ACCOUNT —_—

BALANCE (9/30) $ 1,544.70
PROTESTANT ACCOUNT BALANCE

(911) $2,254.18
PROTESTANT RECEIPTS (9/1—9/30) +1,085.48
TOTAL $ 3,339.66
PROTESTANT EXPENDITURES

(9/1-9/30) ~1,687.00
PROTESTANT ACCOUNT BALANCE E——

(9/30) $ 1,652.66
ROMAN CATHOLIC ACCOUNT

BALANCE (9/30) $ 1,544.70
PROTESTANT ACCOUNT BALANCE

(9/30) +1,652.66
COMPOSITE BALANCE (9/30) $3,197.36
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IT IS IMPERATIVE THAT THE CHAPEL
FUND ADMINISTRATOR CHECK ALL THE
FIGURES TO ENSURE THAT THE REC-
ORDS ARE CURRENT AND ACCURATE!

One final entry is required on the Receipts
and Expenditures Record. The chapel fund
administrator makes the closing entry shown in

and is now ready to prepare the
quarterly and annual Statements of Operations
and Net Worth.

STATEMENT OF OPERATIONS
AND NET WORTH

As stated in the previous chapter, a State-
ment of Operations and Net Worth will be
prepared by the chapel fund administrator at the
close of each quarter; and, a cumulative report
will be prepared annually for the fiscal year. A
copy of each Statement of Operations and Net
Worth will be posted in a place which is accessi-
ble to participants in the CRP. Also, a copy of
the annual report will be forwarded to the com-
manding officer, the command auditor, and the
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report. The
form used for this report is entitled Senior
Chaplain’s Annual Report (NAVPERS 1730/9).
Both quarterly and annual statements will be ex-
plained in the next few sections.

NOTE: The statements that will be explained
are for the practice accounting application that
was performed for the NETPDC chapel fund.
Local command requirements may necessitate
that certain items be deleted or added to these
statements depending on local instructions.
Also, it may be necessary to alter the forms
themselves; however, the same basic informa-
tion as outlined in Chapter VI of NAVSO
P-3520 must be included.

QUARTERLY STATEMENT OF
OPERATIONS AND NET WORTH

The quarterly Statement of Operations and
Net Worth is prepared by the chapel fund ad-
ministrator in typewritten form on the last calen-
dar day of each quarter during the fiscal year.
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Quarterly reports for fiscal year 1980 were pre-
pared on 31 December 1979 for October,
November, and December; on 31 March 1980
for January, February, and March; on 30 June
1980 for April, May, and June; and, on 30
September for July, August and September.
Figures 11-5-72| 11-5-73, 11-5-74, and 11-5-75
show the quarterly statements for fiscal year
1980. For the purposes of this application, the
guarterly statement for July, August, and
September will be explained in this section.

Figure 11-5-76 shows the completed State-
ment of Operations and Net Worth for this last
guarter of fiscal year 1980. Refer to this figure
for an explanation of each entry on the state-
ment. NOTE: Entries are numbered 1 through
17 and will be explained in numerical sequence.

1. CHAPEL FUND—this practice ac-
counting application was performed at the
Naval Education and Training Program
Development Center. The acronym
“NETPDC” is inserted in the space provided.

2. PERIOD—the first (1 JUL 80) and the
last (30 SEP 80) calendar days of the quarter are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
Since there is not a requirement to send the
guarterly reports to anyone outside the com-
mand, this statement is sent to the COMMAND
CHAPLAIN, NAVEDTRAPRODEVCEN,
PENSACOLA, FLORIDA 32509. After review-
ing the statement, the command chaplain posts
the report so that participants in the Command
Religious Program (Roman Catholic and Protes-
tant) can see the financial status of the CRP
chapel fund.

4. FROM—the address of the individual
who is preparing the statement is entered in the
space provided. Normally, this will be the chapel
fund administrator.

5. NET WORTH, BEGINNING OF
PERIOD—the first (1 JUL 80) calendar day of
the quarter is inserted in the space provided. The
beginning balance of the Roman Catholic
account on 1 July 1980 was $1,027.31. This
figure is inserted in the space provided under
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ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on 1 July
1980 was $1,017.38. This figure is inserted
in the space provided under PROTESTANT
ACCOUNT. These balances, Roman Catholic
and Protestant, are brought forward from either
line 5 or line 9 (Net Worth, End of Period) of the
previous quarter's statement shown in[figure
[IT-5-77.]1The next step is to add these two
balances. This total ($2,044.69) is entered in the
space provided under the total column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—first, the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the Receipts and Expenditures Records for
each month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following receipts were ap-
plied to each account for that month: Roman
Catholic ($1,312.33); and Protestant
($1,350.36). The Receipts and Expenditures
Records shown irl_figures 11-5-78 and 11-5-79
show the receipts for August and September
respectively. A breakdown of this quarter’'s
monthly receipts follows:

Month Roman Catholic Protestant
July $1,312.33 $1,350.36
August 1,372.01 1,416.19
September +1,046.17 +1,085.48
Total $3,730.51 $3,852.03

The total receipts for the quarter for the two ac-
counts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($3,730.51)
and PROTESTANT ACCOUNT ($3,852.03).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Quarterly Receipts
Roman Catholic $3,730.51
Protestant + 3,852.03
Total $7,582.54

The total receipts for the NETPDC chapel fund
for this quarter are $7,582.54.



STATEMENT OF OPERATIONS AND NET WORTH
NETPDC CHAPEL FUND
(NAME OF COMMAND ) PERIOD: FROM_1 OCT 79 yo_31 DEC 79
TO: (INCLUDE ZIP CODE) FROM: (INCLUDE ZIP CODE)
COMMAND CHAPLAIN CHAPEL FUND ADMINISTRATOR
NAVEDTRAPRODEVCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
DESCRIPTION RWA%CC:J:TO e wf;)crctamm ASZ&‘,E, TOTAL
1. NET WORTH, BEGINNING OF PERTOD: DATE _1 OCT 79 $ 1619.73 § 1743.67 H $ 3363.40
2. ADD: RICEIPTS (PER R[CEIPTSﬂAND EXPENDITURES RECORD) 4055.47 4175.79 8231.26
3 voma Gawe 1 ews e 2 T T wmoa 5919.46 11594 .66
4. LESS: DISBURSEMENTS (PER RECEIFTS AND EXPENDITURES RECORD) 2847.62 3896.27 6743.89
5. NET WORTH, END OF PERIOD 2827.58 2023.19 4850.77
RECAPITULATION OF NET WORTH
6. CASH IN BANK § 2802.58 § 1998.19 $ $ 4800.77
7. PETTY CASH 25.00 25.00 50.00
ER o
9. NET WORTH. END OF PERIOD 2827.58 2023.19 4850.77
&71\);@ Am;{th;’ﬁﬁbws PLACED BUT NOT PALD 118.43 24612 364.55
msaﬂrw& :rfusasmgpgf Eggn ADMINISTRATOR Sw“ . 7? .
L Aty B M B

Figure 1I-5-72,—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter).

STATEMENT OF OPERATIONS AND NET WORTH
m CAPEL FND PERIOD: FROM_1 JAN B0 ;5 31 MAR 80
T0: TINCLUOE ZIP CODE) FROM: (INCLUDE Z1P CODE)
COM AND CHAPLAIN CHAPEL FUND ADMINISTRATOR
N'YEDTRAPRODEVCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
1
OESCRIPTION ot | Pacomt | accoomr ToTAL
1. NET WORTH. BEGINNING OF PERIOD: OATE _ 1 JAN 80 s 2827.58 s 2023.19 s $ 4850.77
7. ADD. RICLIPTS (PER RLCEIPTS AND EXPENDITURES RECORD) | 3769.25 4171.02 7940.47
3. TotAL (Line tews Le ) ] Teser.03 6194.21 12791.24
4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) |  2794.98 2515.20 5310.18
5. NET WOKTU, END OF PERIOD | wmz.05 3679.01 7381.06
RECAPITULATION OF NET WORTH
6. CASH IN BANK $ 3777.05 $ 3654.01 $ $ 7431.06
ToeTivoase 25.00 25.00 50.00
8. OTHER T
9. NET WORTH, END OF PERIOD 380205 3679.01 Tl nasios
10. TOTA AMGUNT OF ORDERS PLACFD BUT NOT PAID 363.48 519.22 882.70
TYPED NAME AND GRADE OF FUND ADMINISTRATOR STGNATURE
MARVIN R. SMITHERS, RPC Drtani. 72, Q. ek

Figure I1-5-73.—Statement of Operations and Net Worth (Fiscal Year 1980—Second Quarter).

5-34



STATEMENT OF OPERATIONS AND NET WORTH

___ _MEIPDC __ CHAPEL FUKD
{NAME OF COMMAND) PERIOD: FROM_1 APR 80 7030 JUN 80
T0: (INCLUDE Z{P CODE) FROM: (INCLUDE ZIP CODE)
COMMAND CHAPLAIN CHAPEL FUND ADMINISTRATOR
NAVEDTRAPROOE VCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
ROMAN CATHOLIC |  PROTESTANT OTHER
DESCRIPTION ACCOUNT ACCOUNT ACCOUNT TOTAL
1. NET WORTH, BEGINNING OF PERIOD: DATE __ 1 APR 80 $ 3802.05 $ 3675.01 3 $ 7481.06
2. ADD: RECEIPTS {PER RECELPTS AND EXPENDITURES RECORD) 3861.26 3960.81 7822.07
3. TOTAL (LINE 1 PLUS LINE 2) 7663.31 7639.82 15303.13
4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) |  6636.00 6622.44 13258.44
5. NET WORTH, END OF PER10D 1027.31 1017.38 2044 .69

RECAPITULATION OF NET WORTH

6. CASH IN BANK $ 1002.31 § 992.38 $ § 1994.69
7. PETTY CASH 25.00 25.00 50.00
8. OTHER

9. NET WORTH, END OF PERIOD 1027.31 1017.38 2044 .69
10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID 83.20 111.13 194.33

|

TYPED NAME AND GRADE OF FUND ADMINISTRATOR SIGNATURE

MARVIN R. SMITHERS, RPC v T Bithr

Figure II-5-74.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter).

STATEMENT OF OPERATIONS AND NET WORTH
_ NETPDC _____ CHAPEL FUND
(NAME OF COMMAND) PLRIOD: FROM_1 JUL 80 1030 SEP 80
T0: {INCLUDE 1P CODE) FROM: (INCLUDE 21P CODE)
COMMAND CHAPLAIK CHAPEL FUND ADMINISTRATOR
NAVEOTRAPRODEVCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
DESCRIPTION P | PR | accown o |
1. NET WORTH, BEGINNING OF PERIOD: DATE _1 JUL 80 $ 1027.31 $ 1017.38 3 $ 2044.69
2. ADD: RECEIPTS (PER RECEIPTS AND EXPENDITURES RECORD) 3730.5) 3852.03 7582.54
3. TOTAL (LINE ) PLUS LINE 2) “4757.82 4869.41 9627.23
3. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) |  3213.12 3216.75 6429.87
5. NET WORTH, END OF PERIOD 1544.70 1652.66 3197.36
N "RECAPITULATION OF NET WORTH
6. CASH IN BANK $ 1519.70 $ 1627.66 $ $ 3147.36
7. PETTY CASH 25.00 25.00 50.00
8. OTHER
9. NET WORTH, ENO OF PERIOD 1544.70 1652.66 3197.36
10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID 75.00 63.00 138.00
TYPED NAME AND GRADE OF FUND ADMINISTRATOR STGNATURE
MARVIN R. SMITHERS, RPC l Sarom 7> M

Figure II-5-75.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter).
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STATEMENT OF OPERATIONS AND NET WORTH
NETPDC
M CHAPEL FUND <1
TRAWE GF CORAND) 2 —»peni0o; Faom_L U 80y 30 SEP B0
3-wT0: [INCLUDE ZIP COOE) 4—pFROM: (INCLUDE ZIP CODE)
COMMAND CHAPLAIN CHAPEL FUND ADMINISTRATOR
NAVEDTRAPRODEVCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
ROMAN CATHOLIC | PROTESTANT OTHER
DESCRIPTION ACCOUNT ACEOUNT ACCOUNT ToTAL
lp |- NET WORTH, BEGINNING OF PERIOD: DATE 1 JuL 8O $ 1027.31 $ 1017.38 $ $ 2044.69
5 o -
J,L ADD: RECEIPTS {PER RECEIPTS AND EXPENDITURES RECORD) 3730.51 3852.03 7582.54
6 — T T ] ]
3. TOTAL (LINE 1 PLUS LINE 2) 4757.82 4869.41 9627.23
L - S PR
_Ar 4 LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) 3213.12 3216.75 6429.87
8
b 5- NET WORTH, END OF PERICD 1544.70 1652.66 | 3197.36
9 - .
RECAPITULATION OF NET WORTH
e 6 CASH TN BANK § 1519.70 § 1627.66 $ 3147.36
10
w7 PETTY CASH 25.00 25.00 50.00
1]/,84 OTHER T
12
b 9 NET WORTH, END OF PER1OD L 1544.70 1652.66 3197.36
1371 I I
/,104 TOTAL AMOUNT OF DRDERS PLACED BUT NOT PAID 75.00 63.00 138.00
14
15"L
TYPED NAME AND GRADE OF FUND ADMINISTRATOR «a— 16 17 SIGNATURE
MARYIN R. SMITHERS, RPC Sz R /> g %

Figure II-5-76.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter, Explanation of Entries).

STATEMENT OF OPERATIONS AND NET WORTH
NETPOC

T CHAPEL FURND
(NAME OF COMMAND) / PERTOD: FROM_1 APR 80 7g_30 JUN 80
T0: (INCLUDE ZIP CODE) FROM: (INCLUDE ZIP CODE)
CO'MAND CHAPLAIN CHAPEL FUND ADMINISTRATOR
HAVEDTRAPRODEVCEN NAVEDTRAPRODEVCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
ROMAN CATHOLIC |  PROTESTANT OTHER
OESCRIPTION ACCOUNT ACCOUNT ACCOUNT ToTAL
1. NET WORTH, BEGINNING OF PERIOD: DATE __ ! APR 80 $ 3802.05 $ 3679.01 $ $ 7481.06
2. ADD: RECEIPTS (PER RECEIPTS AND EXPENDITURES RECORD) 3861.26 3960.81 7822.07
- e [ — —_—
3. TOTAL {LINE 1 PLUS LINE 2) 7663.31 7639.82 15303.13
4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) |  6636.00 6622.44 13258.44
5. NET WORTH, END OF PERIOD 1027.31 w— 1017.38 wo— 2044.69

RECAPITULATION OF NLT WORTH

6. CASH IN BANK $ 1002.31 $  992.38 s 3 199469
7. PETTY CASH 25.00 25.00 50.00
8. OTHER
9. MET WORTH, END OF PERIOD T 1027 31 e | 1017.38 — 7044.63
10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID 83.20 113 194.33
TYPED NAME AND GRADE OF FUND ADMINISTRATOR STGNATURE

MARVIN R. SMITHERS, RPC I YA

Figure II-5-77.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter, Net Worth, End
Period Entry).
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7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the quarter are
added to the net worth at the beginning of the
guarter. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic  Protestant
Net Worth $ 1,027.31 $1,017.38
Receipts +3,730.51 + 3,852.03
Total $4,757.82 $4,869.41

These totals are placed in the spaces provided
under ROMAN CATHOLIC ACCOUNT
($4,757.82) and PROTESTANT ACCOUNT
($4,869.41). These two figures are added and the
total is inserted in the TOTAL column of the
statement.

Group Net Worth + Receipts
Roman Catholic $4,757.82
Protestant + 4,869.41
Total $9,627.23

8. LESS: DISBURSEMENTS (PER
RECEIPTS AND EXPENDITURES
RECORD)—first, the chapel fund administrator
must total the expenditures for the Roman
Catholic and Protestant accounts from the
Receipts and Expenditures Records for each
month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following expenditures were
applied to each account for that month: Roman
Catholic ($1,287.36); and Protestant
($1,152.78). The Receipts and Expenditures
Records shown in_figures 11-5-80] and 11-5-81
show the expenditures for August and
September respectively. A breakdown of this
guarter's monthly expenditures follows:

Month Roman Catholic  Protestant
July $1,287.36 $1,152.78
August 543.92 376.97
September +1,381.84 +1,687.00
Total $3,213.12 $3,216.75

The total expenditures for the quarter for the
two accounts are placed in the spaces provided

under ROMAN CATHOLIC ACCOUNT
($3,213.12) and PROTESTANT ACCOUNT

($3,216.75). These two figures are added and the
total is inserted in the TOTAL column of the

statement.

Group Quarterly Receipts
Roman Catholic $3,213.12
Protestant + 3,216.75
Total $6,429.87

The total expenditures for the NETPDC chapel
fund for this quarter are $6,429.87.

9. NET WORTH, END OF PERIOD—in
this section, the expenditures for the quarter
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant
Line 1+ Line 2 $4,757.82 $4,869.41
Expenditures -3,213.12 - 3,216.75
Net Worth $ 1,544.70 $1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth_
Roman Catholic $1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

10. CASH IN BANK—in this section, the
chapel fund administrator must compare the
latest COMPOSITE BALANCE (30 Sept 1980)
on the Receipts and Expenditures Record with
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the latest balance in the checkbook.[Figurd
[11-5-82 Jshows the balances of the ROMAN
CATHOLIC  ACCOUNT  ($1,544.70), the
PROTESTANT ACCOUNT (%$1,652.66), and
the COMPOSITE BALANCE ($3,197.36).
After comparing the COMPOSITE BALANCE
($3,197.36) on the Receipts and Expenditures
Record with the latest checkbook figure, the ad-
ministrator would discover that a $50 difference
existed. The checkbook figure reflects that there
is $3,147.36 in the CRP chapel fund vice the
$3.197.36 shown on the Receipts and Expendi-
ture Record. There is a valid reason for this dif-
ference! Figure 11-5-83 shows the memorandum
entry m which the petty cash fund was estab-
lished at the beginning of the fiscal year. A
check was written for $50 which reduced the
total amount in the checking account by $50.
However, this $50 expenditure, $25 for both the
Roman Catholic and Protestant accounts, was
not subtracted from their respective accounts on
the Receipts and Expenditures Record;
therefore, throughout the course of the fiscal
year, the checking account balance was always
$50 less than the composite balance shown on
the Receipts and Expenditures Record.

The following arithmetic functions will yield
the figures necessary for completing this step:

Roman Catholic Protestant

Receipts and Expendi- $1,544.70 $ 1,652.66
tures Record

Petty Cash Fund -25.00 - 25.00

Account Cash in Bank $1,519.79 $1,627.66

Group Account Cash in Bank
Roman Catholic $1,519.70
Protestant + 1,627.66
CRP Fund Cash in Bank $3,147.36

In the first problem, the administrator simply
subtracts the $25 which each group has in the
petty cash fund from the 30 September account
balances on the Receipts and Expenditures
Record to yield the “account cash in bank” for
the Roman Catholic and Protestant accounts.
The resultant differences are placed in the
spaces provided under ROMAN CATHOLIC
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ACCOUNT ($1,519.70) and PROTESTANT
ACCOUNT (%$1,627.66). In the second problem,
these two figures are added and the total
($3,147.36) is inserted in the TOTAL column of
the statement.

The NETPDC Command Religious Program
chapel fund has a balance of $3,147.36 in the
checking account at the end of this last quarter
of fiscal year 1980.

11. PETTY CASH—the administrator in-
serts $25 in the spaces provided under ROMAN
CATHOLIC ACCOUNT and PROTESTANT
ACCOUNT. These two figures are added and
the total ($50) is inserted in the space provided in
the TOTAL column of the statement.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—in
this section, the money in the petty cash fund is
added to the checking account balance to obtain
the net worth of the fund at the end of the
period. The following arithmetic functions will
yield the figures necessary for completing this
step.

Roman Catholic Protestant
Cash in Bank $1,519.70 $1,627.66
Petty Cash +25.00 +25.00
Net Worth $1,544.70 $1,652.66
Group Net Worth
Roman Catholic $1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

In the first problem, the administrator adds the
$25 which each group has in the petty cash fund
to the checkbook balance to determine each ac-
count’s net worth. The totals are placed in the
spaces provided under ROMAN CATHOLIC
ACCOUNT ($1,544.70) and PROTESTANT
ACCOUNT (%$1,652.66). In the second problem,
these two figures are added and the total
($3,197.36) is inserted in the TOTAL column of
the statement.
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The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

14. TOTAL AMOUNT OF ORDERS
PLACED BUT NOT PAID—this section shows
the financial obligations for which funds have
not been expended. The merchandise which was
ordered on 29 September by the Roman Catholic
and Protestant account custodians pictured in
[figures T1-5-84]and 11-5-85 has not been received.
The administrator must take the following steps
to show these outstanding Purchase Orders on
the statement. First, he totals all the financial
obligations for each account in the fund. In this
case, the only obligations which the Roman
Catholic and Protestant account custodians
have made are shown in_figures 11-5-84| and
11-5-85. The administrator inserts $75 in the
space provided under ROMAN CATHOLIC
ACCOUNT; and, $63 in the space provided
under PROTESTANT ACCOUNT. These two
figures are added and the total ($138) is inserted
in the TOTAL column of the statement. NOTE:
Since merchandise is not paid for until actually
received, the net worth of the fund is not
affected by these outstanding obligations. This
section simply shows that certain obligations
have been made and that the fund will probably
decrease at a future date by the amounts in-
dicated.

15. BLANK—this section may be used for
any comments which the administrator deems
necessary to explain the statement.

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the name and rate
of the NETPDC chapel fund administrator is
entered in the space provided. MARVIN R.
SMITHERS, RPC, is the correct entry for this
application.

17. SIGNATURE—the chapel fund admin-
istrator signs his name in the space provided.

This completes the quarterly Statement of
Operations and Net Worth for July, August,
and September 1980. RPC Smithers would give
the statement to the command chaplain, who
would review the statement and then post a copy
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in a conspicuous place for viewing by par-
ticipants in the CRP.

ANNUAL STATEMENT OF
OPERATIONS AND NET WORTH

The annual Statement of Operations and Net
Worth is prepared by the chapel fund adminis-
trator in typewritten form on the last calendar
day of the fiscal year. This statement is very
similar to the quarterly statements and contains
the same basic information. However, a copy of
this statement must be sent to the commanding
officer, the command auditor, and the Chief of
Naval Operations (OP-01H) as part of the com-
mand chaplain’s annual report| Figure 11-5-86|
shows the completed Statement of Operations
and Net Worth for fiscal year 1980. An explana-
tion of each entry on the statement follows.
NOTE: As was done for the quarterly statement,
entries are numbered 1 through 17 and will be
explained in numerical sequence.

1. CHAPEL FUND—the acronym “NET-
PDC” is inserted in the space provided.

2. PERIOD—the first (1 Oct 79) and last
(30 Sep 80) calendar days of fiscal year 1980 are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
COMMAND CHAPLAIN, NAVEDTRAPRO-
DEVCEN, PENSACOLA, FLORIDA 32509, is
used for this application. After reviewing the
statement, the command chaplain posts the
report in a conspicuous place so that par-
ticipants in the Command Religious Program
(Roman Catholic and Protestant) can see the
financial status of the fund. Since this is the
annual report, the command chaplain would
also ensure that a copy of the statement is sent to
the commanding officer, command auditor, and
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report utilizing
the form entitled Senior Chaplain’s Annual
Report (NAVPERS 1730/9).

4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.



STATEMENT OF OPERATIONS AND NET WORTH
NETPDC
. NETPDC  CHAPEL FUND w— 1 T
TRAME OF COMMAND) 2—perion:  Frou_ L 0T 79 o 30 SEP 80
3 —afT0: {INCLUDE ZIP CODE) G~ FROM: (INCLUDE ZiP CODE)
COMMAND CHAPLATN CHAPEL FUND ADMINISTRATOR
NAVEDTRAPRODEVCEN NAVEDTRAPRODEYCEN
PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509
ROMAN CATHOLIC |  PROTESTANT OTHER
DESCRIPTION ACCOUNT ACCOUNT ACCOUNT ToTAL
1. NET WORTH, BEGINNING OF PERIOD: DATe L OCT 79 5 1619.73 s 1743.67 s $ 3363.40
s — |3 1187
_L, 2. ADD: RECEIPTS (PER RECEIPTS AND EXPENDITURES RECORD) 15816.69 16159.65 31576.34
6 AR ISR I
3. TOTAL (LINE 1 PLUS LINE 2) 17036.42 17903.32 34939.74
7
_bp 4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) |  15491.72 16250.66 31742.38
8 i
_AwS. NET WORTH, END OF PERIOD 1584.70 1652.66 3197.36
9
RECAPLTULATION OF NET WORTH
10/'6' CASH IN BANK $ 1519.70 $ 1627.66 $ § 3147.3
Ly~ PETTY cas 25.00 25.00 50.00
1o ~78- OTHER
13~ 3 MET HORTH, END OF PERIOD 1544.70 1652.66 197,36
—
14 ~P10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID 75.00 63.00 138.00
15 ApCOPY TO:
CHIEF OF NAVAL OPERATIONS (OP-Q1H)
COMMANDING OFF ICER
COMMAND AUDITOR
TYPED NAME AND GRADE OF FUND ADMINISTRATOR <— 16 17— SIGNATURE
MARVIN R. SMITHERS, RPC e - A,
AN S .

Figure II-5-86.—Statement of Operations and Net Worth (Fiscal Year 1980, Explanation of Entries).

STATEMENT OF OPLRATIONS AND NET WORTH
NETPOC

T CHAPEL FUND
TNAME OF COMMAND) PERIOD: FRoM, _1 OCT 79 yg 31 DEC 79
TO: (INCLUDE ZIP COOE) FROM: (INCLUDE ZIP CODE)

COMMAND CHAPLAIN CHAPEL FURD ADMINISTRATOR

RAVEDTRAPRODEVCEN NAVEDTRAPRODEVCEN

PENSACOLA, FLORIDA 32509 PENSACOLA, FLORIDA 32509

ROMAN CATHOLIC | PROTESTANT OTHER
DESCRIPTION ACCOUNT ACCOUNT ACCOUNT TOTAL
1. NET WORTH, BEGINNING OF PERIOD: DATE __1 OCT 79 $ 1619. 73— |§ 1743.67 @— | § $ 3363.40
2. ADD: RECEIPTS (PER RECEIPTS AND EXPENDITURES RECORD) 4055.47 4175.79 8231.26
3. TOTAL (LENE 1 PLUS LINE 2) 5675.20 5919.46 11594.66
4. LESS: DISBURSEMENTS (PER RECEIPTS AND EXPENDITURES RECORD) 2847.62 3896.27 6743.89
5. NET WORTH, END OF PERIOD 2827.58 2023.19 4850.77
RECAPITULATION UF NLT WORTH
6. CASH IN BANK $ 2802.58 1998.19 $ $ 4800.77
7. PETTY CASH 25.00 25.00 50.00
8. OTHER
$. NET WORTH, END OF PERIOD 2827.58 2023.19 4850.77
10. TOTAL AMOUNT OF ORDERS PLACED BUT NOT PAID 118.43 246.12 364.55
TYPED NAME AND GRADE OF FUND ADMINISTRATOR SIGNATURE
NR. SM . - =
MARVIN SHITHERS, RPC Wm P_ Mo

Figure II-5-87.—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter, Net Worth, Beginning of Period
Entry).
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4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.

5. NET WORTH, BEGINNING OF
PERIOD—the first (1 Oct 79) calendar day of
the fiscal year is inserted in the space provided,
The beginning balance of the Roman Catholic
account on 1 October 1979 was $1,619,73. This
figure is inserted in the space provided under
ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on
1 October 1979 was $1,743.67. This figure is in-
serted in the space provided under PROTES-
TANT ACCOUNT. These two balances were
obtained from the quarterly statement shown in
[figure 11-5-87.] The next step is to add the two
balances. This total ($3,363.40) is entered in the
space provided under the TOTAL column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the quarterly Statements of Operations

and Net Worth shown ir_figures 11-5-72, 11-5-73,

11-5-74, and 11-5-75. A breakdown of the
receipts on these statements follows:
Roman Catholic Protestant

Quarter Receipts Receipts
1ST $ 4,055.47 $ 4,175.79
2ND 3,769.45 4,171.02
3RD 3,861.26 3,960.81
4TH +3,730.51 + 3,852.03
Total $ 15,416.69 $ 16,159.65

The total receipts for the fiscal year for the two
accounts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($15,416.69)
and PROTESTANT ACCOUNT ($16,159.65).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Annual Receipts
Roman Catholic $15,416.69
Protestant + 16,159.65
Total $31,576.34
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The total receipts for the NETPDC chapel fund
for fiscal year 1980 are $31,576.34.

7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the fiscal year are
added to the net worth at the beginning of the
year. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic Protestant
Net Worth $1,619.73 $1,743.67
Receipts + 15,416.69 +16,159.65
Total $17,036.42 $ 17,903.32

These totals are placed in the spaces provided
under ROMAN CATHOLIC ACCOUNT
($17,036.42) and PROTESTANT ACCOUNT

($17,903.32). These two figures are added and
the total is inserted in the TOTAL column of the
statement.

Group Net Worth + Receipts
Roman Catholic $17,036.42
Protestant +17,903.32
Total $34,939.74
8. LESS: DISBURSEMENTS (PER

RECEIPTS AND EXPENDITURES
RECORD)—the chapel fund administrator must
total the expenditures for the Roman Catholic
and Protestant accounts from the quarterly
Statements of Operations and Net Worth shown
in[figures 11-5-72, 11-5-73, 11-5-74, and 11-5-75. A
breakdown of the expenditures on these
statements follows:

Roman Catholic Protestant

Quarter Expenditures Expenditures
1ST $2,847.62 $3,896.27
2ND 2,794.98 2,515.20
3RD 6,636.00 6,622.44
ATH +3,213.12 +3,216.75
Total $15,491.72 $16,250.66

The total expenditures for the fiscal year for the
two accounts are placed in the spaces provided
under ROMAN CATHOLIC ACCOUNT
($15,491.72) and PROTESTANT ACCOUNT



($16,250.66). These two figures are added and
the total is inserted in the TOTAL column of the

statement.

Group Annual Expenditures
Roman Catholic $ 15,491.72
Protestant + 16,250.66
Total $ 31,742.38

The total expenditures for the NETPDC chapel
fund for fiscal year 1980 are $31,742.38.

9, NET WORTH, END OF PERIOD—in
this section, the expenditures for the fiscal year
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant
Line 1 + Line 2 $ 17,036.42 $ 17,903.32
Expenditures - 15,491.72 - 16,250.66
Net Worth $ 1,544.70 $ 1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth
Roman Catholic $1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of
fiscal year 1980 is $3,197.36. NOTE: The net
worth figures on the annual statement should be
the same as the net worth figures on the last
guarterly statement for the fiscal year. The
administrator would compare the last quarterly
statement with the annual state-
ment (figure 11-5-86)]and discover that the

figures matched in this application.
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10. CASH IN BANK—the explanation in
step 10 of the quarterly statement applies here
also.

11. PETTY CASH—the explanation in step
11 of the quarterly statement applies here also.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—the
explanation in step 13 of the quarterly statement
applies here also.

14. TOTAL AMOUNT OF ORDERS
PLACED BUT NOT PAID—the explanation in
step 14 of the quarterly statement applies here
also.

15. BLANK—the chapel fund administrator
may use this section for comments pertinent to
the statement. RPC Smithers inserted the
following comments:

COPY TO:

CHIEF OF NAVAL OPERATIONS (OP-01H)
COMMANDING OFFICER

COMMAND AUDITOR

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the explanation in
step 16 of the quarterly statement applies here
also.

17. SIGNATURE—the explanation in step
17 of the quarterly statement applies here also.

This completes the annual Statement of
Operations and Net Worth for fiscal year 1980
for NAVEDTRAPRODEVCEN. RPC Smithers
would give the statement to the command
chaplain, who would review the statement and
then post a copy in a conspicuous place for
viewing by participants in the CRP. Also, the
command chaplain would attach a copy of the
statement to the command chaplain’s annual
report which is sent to the commanding officer,
command auditor, and the Chief of Naval
Operations (OP-01H).

The chapel fund administrator is now ready
to begin the accounting cycle for fiscal year
1981.



ACCOUNTING APPLICATION
(OCTOBER)

Before proceeding to the transactions for the
month of October (fiscal year 1981) a short
review and update are provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development
Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian)—John P. Jones, CDR, CHC, USN,

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—a
new custodian has been appointed to relieve
RPC Smithers of his custodial duties.[ Figure]

11-5-88 |shows the letter of appointment for
Lawrence A. Day, BT1, USN.

7. Protestant account custodian—a new
custodian has been appointed to relieve RP2
Shipl_Figure 11-5-89]shows the letter of appoint-
ment for Felicia G. Lane, YN3, USN.

8. Fiscal year 1981 begins on 1 October
1980; therefore, the Purchase Order numbers
for the Roman Catholic and Protestant accounts
will start with C-1 (Roman Catholic) and P-1
(Protestant). Also, the petty cash voucher
numbers will begin with the number 1.

Additional guidelines or requirements will be ex-
plained as needed during the course of October’s
daily transactions. As mentioned earlier, the
transactions for this month will not be explained
in as much detail as was done for August and
September,| Figure 11-5-90|shows the completed
Receipts and Expenditures Record for this first
month of fiscal year 1981. Refer to this figure
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for explanation purposes as the daily transac-
tions are covered in the next sections.

OCTOBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month and fiscal year.
After thoroughly checking the transactions for
the month of September and the quarterly and
annual Statements of Operations and Net
Worth, he would start a new Receipts and Ex-
penditures Record for the month of October.
The beginning balances shown in the 10/1 entry
of [figure 11-5-90 lwere brought forward from the
Receipts and Expenditures Record for the

month of September shown in| figure 11-5-91

OCTOBER 5, 1980

[Figures 11-5-92 and 11-5-93 show the break-
down of the monies collected for the Sunday

services for the 10/5 entry of| figure 11-5-90

OCTOBER 12, 1980

Figures 11-5-94] and 11-5-95 show the break-

down of the monies collected for the Sunday

services for the 10/12 entry of[figure 11-5-90]

OCTOBER 14, 1980

Figure 11-5-96 shows the Purchase Order and
[figure 11-5-97 Ishows the check issued for this
purchase for the 10/14 entry of__figure 11-5-90]
NOTE: This Purchase Order was originally
prepared in September. Therefore, it was
numbered C-89 because it was prepared in fiscal
year 1980.

OCTOBER 16, 1980

shows the Purchase Order and
figure 11-5-99 Ishows the check issued for this
purchase for the 10/16 entry off figure 11-5-90]
NOTE: This Purchase Order was also originally
prepared in September. Therefore, it was
numbered P-94 because it was prepared in fiscal
year 1980.




DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROGRAM
DEVELOPMENT CENTER
PENSACOLA, FLORIDA 32509

IN AEPLY REFER TO:
AE:IMC:vrw
1306
1 October 1980

From: Commanding Officer
To: BT1 Lawrence A. DAY, USN, 123-00-1234

Subj: Chapel Fund Account Custodian; appointment as

Ref: (a) OPNAVINST 1730.1
(b) NETPDCINST 1730.1B

1. You are hereby appointed Chapel Fund Account Custodian for the Roman
Catholic account of the NAVEDTRAPRODEVCEN Chapel Fund. The account wil)
be administered in accordance with references (a) and (b)}.

2. In your capacity as Chapel Fund Account Custodian, you are authorized
to approve expenditures from the Roman Catholic account in an amount not
to exceed $300.00. A request for a disbursement in excess of this amount
will be submitted to the commanding officer for approval via the chapel
fund administrator and command chaplain prior to making any obligation.

. Vo i

1. M. CAPTAIN

Copy to:

Command Chaplain

Chapel Fund Administrator

Roman Catholic Advisory Committee

Figure II-5-88.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Roman Catholic).
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DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROGRAM
DEVELOPMENT CENTER
PENSACOLA, FLORIDA 32509

IN REPLY REFER TO:

AE: IMC:rw
1306
1 October 1980

From. Lommanding Officer
To: YN Felicia G. LANE, USN, 123-00-5678

Subi: Chapel Fund Account Custodian; appointment as

Re*: (1) OPNAVINST 1730.1

(b} WETPDCINST 1730.1B
1. vou are hereby appointed Chapel Fund Account Custodian for the Protestant
account of the NAVEDGTRAPRODEVCEN Chapel Fund, The account will be adminis-
terod i1 accordance with references (a) and (b).

2. in wour capacity as Chapel Fund Account Custodian, you are authorized to

o rvove expendytures from the Protestant account in an amount not to exceed

$a00. 00, A request for a disbursement in excess of this amount will be submitted
to ‘ie commanding ufficer for approval via the chapel fund administrator and
command chaplain prior to making any obligation.

X 1. Captaioe

1. M. CAPTAIN

Copy to:

Command Chaplain

Chapel Fund Administrator
Protestant Advisory Council

Figure I1-5-89.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Protestant).
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OCTOBER 19, 1980

[Figures 11-5-100]and 11-5-101 show the
breakdown of the monies collected for the Sun-

day services for the 10/19 entry ofl figure 11-5-90

OCTOBER 20, 1980

[Figure 11-5-102 shows the Purchase Order
and[figure 11-5-103 Jshows the check issued for
this donation for the 10/20 entry of[figure
NOTE: This is the first Purchase Order
charged to the Protestant account for fiscal year
1981; therefore, it is numbered P-1.

OCTOBER 21, 1980

Figure 11-5-104 shows the Purchase Order
and[figure 11-5-105 Jshows the check issued for
this donation for the 10/21 entry of[figurel
[11-5-90.|NOTE: This is the first Purchase Order
charged to the Roman Catholic account for
fiscal year 1981; therefore, it is numbered C-1.

OCTOBER 26, 1980

[Eigures 11-5-106 and 11-5-107 show the break-

down of the monies collected for the Sunday

services for the 10/26 entry of| figure 11-5-90

OCTOBER 31, 1980

As indicated earlier, the Roman Catholic and
Protestant groups purchase flowers from Pretty
Florist for the Sunday services. The cost of the
flowers is divided equally between each group
and is paid on the last Friday of the month. The
cost of the flowers for fiscal year 1980 was $20
per Sunday. However, Pretty Florist raised the
cost to $30 per Sunday for fiscal year 1981 and
the Roman Catholic and Protestant groups
agreed to this increase. Each account is charged

5-57

$15 per Sunday. There were four Sundays in
October, so the cost of the flowers is $120
(Roman Catholic account—$60 and Protestant
account—$60)[ Figures 11-5-10§ and 11-5-109
show the Purchase Orders for this transaction.
Figure 11-5-110 shows the check issued for this
purchase for the 10/31 entry (PRETTY
FLORIST) off figure 11-5-90|

Roman Catholics observe a Holy Day of
obligation on 1 November which falls on a
Saturday this year. Saturday services are not
normally conducted at NETPDC. Therefore,
Chaplain Brown decided to conduct a Friday
evening vigil service on 31 October to afford
Roman Catholic personnel the opportunity to
fulfill their obligation.[Figure 11-5-111|shows the
breakdown of the monies collected for this
special service for the 10/31 entry (CATHOLIC

HOLY DAY COLLECTION) of_figure 11-5-90|

CLOSING ENTRIES
(OCTOBER 31, 1980)

It is now time to make all the closing entries
for the month of October. The first thing that
must be done is to replenish the petty cash fund.

Petty Cash Fund

Figures 11-5-112] 11-5-113, 11-5-114, and

11-5-115 show the petty cash vouchers for the
month.[Figures 11-5-116[ and 11-5-117 show the
Purchase Orders prepared by the respective ac-
count custodians to cover their expenditures out
of petty cash,| Figure 11-5-118|shows the check
issued to the chapel fund administrator to
replenish the petty cash fund shown in the 10/31
entry (REPLENISH PETTY CASH)[figurel
[11-5-90]

Receipts and Expenditures
Record

The next thing that the chapel fund adminis-
trator must do is to total all the figures on
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CHAPEL FUND RECEIPT VOUCHER

AET POC CHAPEL FUND
(NAME OF COMMAND)
CHECKS (LIST ON BACK IF NECESSARY)
I. COLLECTION
DATE 3107 5o .
TIME 1720
RELIGIOUS GROUP cre
ATTENDANCE /22 520.00 S
10.00 -
II. OTHER RECEIPTS 5.00
DATE -
2.00 _
RELIGIOUS GROUP cv.0
- .00
SOURCE 100 x e = __2¥o2
50 X 7 = _____ %0
ITT. DEPOSITED 25 X €2 = Zo. 50
DATE —_— 10 X 77 = 7.10
BY .05 X 63 = 3./5
IV. COMMENTS 01 x 22 = 222
AL SMNT'S DAY EVEN/NG TOTAL $ 95.47

VIGIC mAsS. mass wice -

ANoT BE ComdueTED on
SATURIAY, / NoV. B0, TOTAL $ 75. 97

N “ n - .
CoNTED 8Y__Froa Uokpaare  counren BY%LM

cerTieien av__Z, /7, /aﬂ/—
v

Figure II-5-111.—Chapel Fund Receipt Voucher (Roman Catholic Service, October 31, 1980).
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NETPDC CHAPEL FUND

(NAME OF COMMAND)

PETTY CASH VOUCKER

RECEIPT NUMBER
1

DATE
OCTOBER 1, 1980

AMOUNT (FIGURFS)

PAY TO AMOUNT (WRITTEN)
JAKE LANZA EIGHTEEN & f%% DOLLARS $18.97
PURPOSE ACCOUNT NAME AMOUNT
SODAS FOR VISITORS ROMAN CATHOLIC $18.92
FMJ
Fo
Lex- 34,17
cle 3o, 557

APPROVED BY (SIGNATURE)

L Ay

RECEIPT OF ABOVE AMOUNT 15 ACKNUWLEDGED (SIGNATURLY |

e Faee

Figure II-5-112.—Petty Cash Voucher (Roman Catholic Account, October 1, 1980).

NETPOC
(NAME OF COMMAND)

CHAPEL FUND 2

PETTY CASH VOUCHER

[RECEIPT NUMBER

DATL
OCTOBER 1, 1980

AMOUNT (FIGURES)

PAY TO AMOUNT (WRITTEN)
JACOB PROPHET EIGHTEEN & 100 DOLLARS $18.92
PURPOSE ACCOUNT NAME AMOUNT
SODAS FOR VISITORS PROTESTANT $18.92
v 2f (95°
QreA.d’ '
ol ro. 551

Figure II-5-113.—Petty Cash Voucher (Protestant Account, October 1, 1980).
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PETTY CASH VOUCHER

NETPDC CHAPEL FUND RECEIPT NUMBER
{NAME OF COMMAND) 3
DATE
OCTOBER 9, 1980
PAY TO AMOUNT (WRITTEN) AMOUNT (FIGURES)
JACOB PROPHET SEVEN & f%% DOLLARS $7.08
PURPOSE ACCOUNT NAMC AMOUNT
MAKE POSTER OUT OF THE PROTESTANT $7.08
FOLLOWING MATERIALS:
4 BOTTLES OF POSTER PAINT Fol
2 BRUSHES - 3¢ (9K
1 POSTER BOARD Le¥. 31,19
a&.-uo. $§57

APPROVED BY (SIGNATURE)

F b e

RECEIPT OF ABOVE AMOUNT IS

4152“’°‘*§” /fﬁ4jfuﬁz57‘

ACKNOWLEDGED (SIGNATURE)

Figure II-5-114.—Petty Cash Voucher (Protestant Account, October 9, 1980).

NETPDC
{NAME OF COMMAND)

PETTY CASH VOUCHER

CHAPEL FUND

RECEIPT NUMBER
4

DQ%&OBER 22, 1980

PAY T0 AMOUNT (quTTEN) AMOUNT (FIGURES)
JACOB PROPHET THREE & 166 DOLLARS $3.12
PURPOSE ACCOUNT NAME AMOUNT
PURCHASE EXTENSION CORD FOR PROTESTANT $3.12
SLIDE PROJECTOR
2l
&Y. 35/9?0
Yo S5/

APPROVED BY (SIGNATURE)

?z'/": 52514‘11—

RECEIPT OF ABOVE AMOUNT IS

[Skzcznﬂ-lffizznéhf'-

ACKNOWLEDGED (SIGNATURE)

Figure I1-5-115.—Petty Cash Voucher (Protestant Account, October 22, 1980).
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the Receipts and Expenditures Record.[Eigure
[11-5-119 Ishows the totals for the month of
October.

The following arithmetic functions sum-
marize this procedure:

ROMAN CATHOLIC ACCOUNT

BALANCE (10/1) $1,544.70
ROMAN CATHOLIC RECEIPTS

(10/1-10/31) +1,372.46
TOTAL $2,917.16
ROMAN CATHOLIC EXPENDITURES

(10/1-10/31) -503.92
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31) $2,413.24
PROTESTANT ACCOUNT BALANCE

(10/1) $1,652.66
PROTESTANT RECEIPTS

(10/1-10/31) +1,419.25
TOTAL $3,071.91
PROTESTANT EXPENDITURES

(10/1-10/31) -~ 652.12
PROTESTANT ACCOUNT BALANCE

(10/31) $2,419.79
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31) $2,413.24
PROTESTANT ACCOUNT BALANCE

(10/31) +2419.79
COMPOSITE BALANCE (10/31) $4,833.03

One final entry is required on this record.
The chapel fund administrator makes the closing
entry shown in[figure 11-5-120] He is now ready

5-67

to start the accounting procedures for the month
of November (fiscal year 1981).

SUMMARY

The accounting procedures for a Command
Religious Program (CRP) chapel fund were ex-
plained in this chapter and the preceding chapter
of this module[ _Eigures 11-5-121, 11-5-122, and
11-5-123 show the Receipts and Expenditures
Records for August (fiscal year 1980),
September (fiscal year 1980), and October (fiscal
year 1981), which were covered on a daily basis.
It is important to remember that local command
directives will outline the specific accounting re-
quirements and procedures for their CRP chapel
fund. However, each command MUST meet the
general guidelines contained in NAVSO P-3519
(Nonappropriated Fund, General Financial
Management, Policies and Principles); NAVSO
P-3520 (Nonappropriated Fund Accounting
Procedures, Chapter VI); and, OPNAVINST
1730.1 (Chaplains Manual). The Religious Pro-
gram Specialist must remain continually aware
of any changes that occur which relate to the
above documents.

Serving as a chapel fund administrator or as
an account custodian enables the RP to become
totally involved with the Command Religious
Program. Maintaining financial records is a
challenge and, at the same time, one of the most
rewarding jobs that the RP may perform.
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Assignment Questions

Information: The text pages that you are to study are
provided at the beginning of the assignment questions.







Assi gnnment 1

The Religious Program Speciali st

Textbook Assignnent: RP, Mdule |1, NET 287-02-45-81, [hapter 1,]|[Pages I-1]through 1-17.

In this course you will demonstrate that |earning has taken place by correctly answering
training itenms. The mere physical act of indicating a choice on an answer sheet is not in itself
inportant; it is the nental achievenent, in whatever form it may take, prior to the physical act
that is inportant and toward which nonresident career course learning objectives are directed.
The selection of the correct choice for a course training item indicates that you have fulfilled,
at least in part, the stated objective(s).

The acconplishnent of certain objectives, for exanple, a physical act such as drafting a meno,
cannot readily be deternined by neans of objective-type course itens; however, you can denonstrate
by means of answers to training items that you have acquired the requisite know edge to perform
the physical act. The acconplishment of certain other learning objectives, for exanple, the

mental acts of conparing, recognizing, evaluating, choosing, selecting, etc., may be readily
demonstrated in a course by indicating the correct answers to training itens.

The conprehensi ve objective for this course has already been given. It states the purpose
of the course in terns of what you will be able to do as you conplete the course.

The detailed objectives in each assignnment state what you should acconplish as you progress
through the course. They may appear singly or in clusters of closely related objectives, as
appropriate; they are followed by items which will enable you to indicate your accoerllshmant.

All objectives in this course are |earning objectives and items are teaching items. They
point out inportant things, they assist in [learning, and they should enable you to do a better

job for the Navy.

1-3.  RP personnel are conbatants and are
responsible for the chaplain's safety

Learning CObjective: Recognize the when assigned to units engaged in conbat.
establishnent of the Religious 1 True

Program Specialist (RP) rating; 2. False

formulate the role of the RP

determne the standards and 1-4.  Wich of the following duties would NOT
publications provided RPs to guide be perforned by the RP?

and assist themin their Maintaining records for nonappropriated
occupational advancenent. chapel funds

2. Mintaining shipboard libraries
3. Training volunteer personnel in support

1-1.  The RP rating was established on what date? of religious prograns
L 1 Cctober 1978 4. Conducting worship services on an
2. 15 Cctober 1978 emergency basis
3. 1 January 1979
4, 15 January 1979 1-5.  RPs can NOT exercise any of the ministerial
functions of a Navy chaplain.
1-2. Approximately two-thirds of the tasks 1. True
RPs are trained to performare of a 2 . False
clerical nature.
1. True
2. False




1-6.

1-7.

1-8.

1-9.

Cccupational standards are the maximum
standards for the paygrade; they
represent the highest level of skill that
all personnel nust possess in order to
function_at a given rate.

1. True

2. Fal se

What is the primary purpose of rate training

manual s? o
1. To provide official sources of
information for naval personnel in

the performance of their duties
2. To provide applicants for advancenent
with a bibliography for study

pur poses
3. To help applicants prepare for

advancenent to the next highest paygrade
4. To provide naval personnel with a

bi bl i ography of official sources of

information in the performance of
their duties

NAVEDTRA 10052 is revised and issued (a)

how often, and (b) by what official?

1. (a) Quarterly; (b) Chief of Naval
Qperations

2. (a) Annually; (b) Chief of Naval
Qperations

3. (a) Quarterly; (b) Chief of Naval
Education and Training

4. (a) Annually; (b) Chief of Naval
Education and Training

Learning Objective: Specify the
inportant dates of Chaplain Corps
history; identify some of the
Navy's first chaplains; describe
the duties of early Navy chaplains;
identify the purpose of the
Chaplain Corps today; describe
the duties of present Navy
chaplains; identify the mssion

of the Chief of Chaplains.

The second article of Navy Regulations was
adopted by the Continental Congress on

28 November 1775 and made provisions for
Divine services afloat.

1 . True

2 . False

Chaplains are specifically mentioned in
the second article of Navy Regulations
adopted by the Continental Congress on
28 Novenber 1775.

1. True

2. False

In answering questions 1-11 through 1-13,

sel ect

the chaplain listed in colum B who is identified
by the statement in colum A

1-12.

1-13.

1-14.

1-18.

A Statenents 8. Chaplains
First US Navy 1. Edward Brooks

chaplain

2. Wlliam Balch
First chaplain to
serve in the 3
Continental Navy

WIliam Austin

First conmmi ssioned
chaplain in the US.
Navy

Chapl ains who served in the early 1800s
vere expected to teach what subject(s)?
1. Witing

2. Arithretic

3. Navigation and |unar observations
4. Al of the above

The main burden of preparing junior
officers for their future duties rested

solely upon chaplains until what year?
1. 1799
2. 1811
3. 1845
4, 1939

The duties of chaplains were significantly
modified during Wrld Var II.

True
2. False

In addition to pronoting the spiritual
wel | -being of naval personnel, Navy
chaplains are also expected to provide
professional guidance to the Departnent
?f the Navy.

- True

2. False

Wiich, if any, of the following

departnent s/ groups establishes the

standards for clergy seeking conmissioning

in the Navy's Chaplain Corps?

1. Departnent of Defense

2. Departnment of the Navy

3. Each faith group sets their own
standar ds

4. None of the above



1-19. Cergypersons seeking comi ssioning as
Navy chaplains rmust obtain ecclesiastical
endorsements from what source?

1. Department of Defense

2. Department of the Navy

3. Armed Forces Chaplains Board

4. Their own particular faith group

1-20. A candidate for commissioning in the
Chaplain Corps nust have conpleted a
m ni rum of how many years of undergraduate

study at an accredited university?
1. 1 year
2. 2 years
3. 3 years
4. 4 years

In what year was the title “Chief of

Chapl ains” officially established?
L1941
2. 1942
3. 1943
4. 1944

1-22. Wich of the follow ng Chaplain Corps
of ficers could be appointed Chief of
Chaplains without having to be pronoted
to the next higher grade?

1. Arear adniral not on active duty
2. A captain not on active duty

3. Arear admiral on active duty

4, A captain on active duty

1-23.  The Chief of Chaplains advises what

official (s) on matters pertaining to

the religious well-being of mlitary
per sonnel ?

1. Secretary of the Navy

2. Chief of Naval QOperations

3. Senior echelon officials of the
Coast Quard
4, Al of the above

Learning Objective: Explain the
role of Anmerica's religious bodies
in managing nilitary chapels;
identify the instruction that sets
forth funding responsibility for
logistics support of religious
prograns in the naval service;
determne how the Command Religious
Program (CRP) functions at shore
installations and aboard ship.

1-24. Wich of the following statements is NOT
true concerning chapel facilities aboard
a naval installation?
1. They are regulated by the religious
bodies of Anmerica
They are Government property
They are constructed to help
maintain norale
They are constructed to help preserve
the right of nilitary personnel to
the free exercise of religion

B~ own

1-25. The commanding of ficer does NOT have
authority to utilize buildings designated
as chapels for nonreligious comand
activities.

1. True
2. False

1-26.  In what instruction/publication is the
funding responsibility for the logistics
support of religious prograns in the Navy
?et forth?

-+ OPNAVINST 1730.1
2. SECNAVINST 1730.5
3. NAVSO P-3519
4. NAVSO P-3520
1-27. Wrship services may be conducted in the

station theater at a shore conmand that
foes NOT have chapel facilities.

- True

2

Fal se

1-28. Chapl ai ns conduct public worship services
according to the manner and form of their
own particular faith group.

1 True
2. False

1-29. The senior chaplain MJST be designated
as the command chapl ain when nmore than
one chaplain is assigned to a shore
conmand.

1. True
2. False
1-30. Nornally, a chaplain counsels and advises

individuals in areas related to what

matters?

1. Religious and personal matters only

2. Religious and norale matters only

3. Personal and norale matters only

4. Religious, personal, and norale
matters



1-31.  What organization/official supervises
the publishing houses from which
materials are obtained to provide a
standardi zed religious education program
for Navy dependents?

Department of Defense
2. Department of the Navy
3. Arnmed Forces Chaplains Board
4. Chief of Chaplains

1-32.  RPs are assigned to naval vessels to
provi de professional suport to the
chaplain in what area(s)?

Counsel ing individuals
2. Religious programng only
3. Administration only
4, Religious programmng and
adnmi ni stration

1-33. What individual normally supervises a
lay |eadership program for personnel
aboard a naval vessel that has only one
chaplain assigned?

1. " Executive officer

2. The assigned chaplain
3. A senior RP

4, A junior RP

Learning Qbjective: Specify the
inmportant historical dates of the
Rel i gi ous Program Specialist (RP)
rating; identify some of the first
chaplain's assistants in the Navy,
Marine Corps, and Coast Quard;
describe the duties of Specialists
(W and YN-2525s; deternmine the
selection criteria for personnel
requesting lateral conversion
from another rate to the RP rating.

1-34. The concept of a chaplain’s assistant
actually dates back to what year?

- 1878

1942

1948

1979

A B

In answering questions 1-35 through 1-38, select
the chaplain's assistant in colum B that is
identified by the statenent in colum A
A Statenents B. Chaplain's
Assi stants
1-35.  First nenber of the 1. W Everett

Coast Quard to hecome Hendri cks
a Specialist (W

Alfred R Mrkin

1-36. First Chief Specialist
(W in the US. Navy 3. Eml Zemanuel
1-37. First Specialist (W 4. Glbert Dean
inthe US. Navy Arnol d

1-38.  First marine to be
designated a
chaplain's assistant
(SSN534)

1-39.  What Specialist (W is given credit for
much of the success of the Geat Lakes’'
Bl uej acket choir?
1. Everett Hendricks
2. Afred R Mrkin
3. Virginia T. More
4, Em| Zemanuel

1-40.  Which of the following statements is/are
TRUE concerning the qualifications of
Specialists (W?

1. Specialists (W were required to have
a college education

2. SFeciaIists (W had to be able to
play the piano and organ

3. Specialists (W were expected to be
conpetent choir directors

4. Both 2 and 3 above

In answering questions 1-41 through 1-44, select
the rate in colum B that would be assigned to
the applicants for Specialist (W in colum A

A Applicants B. Rates
1-41. A 32-year-old college 1. Specialist (W
graduate third class

1-42. A 24-year-old college

graduate 2. Specialist (W

second cl ass

1-43. A 27-year-old graduate 3. Specialist (W
of a leading school first class
of nusic

1-44. A 29-year-ol d high
school graduate



1-45. \Wich of the followi ng subjects was/were
taught for Specialists (W at the
indoctrination course at the Chaplain's
School ?

1. Naval etiquette
2. Choir organization
3. Cerical procedures
4. Al of the above

1-46. Virginia T. More was the first woman
to be appointed as a Specialist (W.
1. True
2. False

1-47. The Coast Quard did NOT assign
Specialists (W to ships.
1. True
2. False

1-48. \Wat service(s) did NOT institute the
chaplain's assistant concept as
strictly a wartime neasure?

1. Navy

2. Coast Quard

3. Marine Corps

4. Al of the above

1-49.  Wich, if any, of the following Navy
ratings normally had personnel
designated as chaplain's professional
assistants until 1979?

Postal Cerk
2. Storekeeper
3. Yeonan

4. None of the above

1-50. Applicants requesting lateral conversion
to the RP rating nust be recommended by
both a Navy chaplain and their
commandi ng of ficer.

1. True
2. False

In answering questions 1-51 through 1-53, select

the element of the RP rating insignia in
colum B that represents the concept in colum A

A._Concept s B. Elenents
1-51.  Synbolizes that 1. Conpass

religious ninistries

are available through- 2. dobe

out the world
3. Anchor
1-52.  Indicates that
religious support is
provided continually
for personnel of the
naval services

1-53.  Suggests the direction
which religion gives
to life

1-54.

1-56.

1-57.

1-58.

Learning bjective: Describe
the career pattern for RPs;
identify the occupational
standards for RP3 through RPCM
define jargon and explain under
what circunmstances chaplains
and RPs may use jargon.

RP personnel who meet certain requirenents
may apply for a commission in what

limted duty officer designation(s)?

-+ 841X

741X

641X

Both 2 and 3 above

&~ o -

The RP can obtain greater skill and

know edge by which of the following

nmeans?

1. By conpleting RP “A" schoo

2. By conpleting RP “C" schoo

3. Through supervised on-the-job
training

4. Each of the above

An RP1 nust be able to neet the
occupational standard requirenents of
what rate(s) in order to performat a
satisfactory level?

1. RP3

2. RP2
3. RP1
4, Al of the above

What rate, as deternmined by occupational
standards, is responsible for
coordinating the public worship and
ieligi ous education naterials progranf
- RP2

2. RP1

3. RPC

4. RPCS

What rate, as determined by occupational
standards, is responsible for

determning nobilization requirenents?
1. RPL

2. RPC
3. RPCS
4. RPCM



In answering questions 1-59 through 1-72,

sel ect

the rate in colum B under which the occupational

standard in colum A is listed as a mninum
requirenent.

A Qccupational Standards B
1-59. Muintain a reports control L
System )
1-60. Audit chapel funds '
3
1-61. Design and lay out
publicity material 4,
1-62. Prepare visual presentations
1-63. Type at 30 words per ninute
1-64. Serve as sacristan
1-65. Instruct lay leaders and lay
Eucharistic mnisters
1-66. Rehearse personnel for
liturgical and cerenonial
acts
1-67.  Instruct personnel in basic
customs and traditions of
major religions
1-68. Initiate job orders and
work requests
1-69.  Prepare worship bulletins
1-70. Prepare docunents for
procurenent and
rei nbursenent of auxiliary
and contract chapl ains
1-71.  Requisition supplies
and equi pment
1-72.  Maintain operating target

records and departnental
budget records

. Rates

RP3
RP2
RP1
RPC

1-73. What rate, as determined by occupational

standards, is responsible for
plans for religious facilities
construction?

revi ew ng

1.

2. RPC
3. RPCS
4. RPCM

1-74.  RPs may be assigned duties aboard what
type(s) of naval vessels?
Aircraft carriers

1

2. Submarine tenders
3. Supply ships

4 Al of the above

1-75. Language that is peculiar to a
particular trade or profession is
generally defined as

di al ect
2. gibberish
3. jargon
4. slang



Assi gnment 2

Supply Functions
Textbook Assignment: RP, Mdule I, NET 287-02-45-81, through 2-30.

In answering questions 2-4 through 2-7, select

Learning Cbjective: ldentify the the digits in colum B that identify the elenent
primary nission of the Navy's of the NSN (9925-00-202-4416) in colum A
supply system determine the nethod
by which ecclesiastical mterial is A. Elenents B. Digits
procured in support of the Command
Rel i gi ous Program (CRP). 2-4. Federal Supply Cassi- 1. 99
fication (FSC) Cass
2. 25
2-1.  The primary nission of the Navy's supply 2-5.  Federal Supply O assi-
systemis to support the material needs fication (FSC) Goup 3. 00
of the Navy.
1 2-6.  National Item ldenti- 4. 00-202-4416
" True fication Nunmber (NIIN)
2. False

2-7.  National Codification
2-2.  Procurenment of ecclesiastical material in Bureau (NCB) Code nunber
support of the CRP is handled through
special Navy and Marine Corps supply
channel s. 2-8. A Federal Supply COassification nunber
consists of what total number of digits?

1. True
1L Nne
2. False 5 Two
3. Three
4. Four
Learning Cbjective: Specify the
function of the National Stock Number 2-9.  The country, France, would be identified
(NSN); determine the purpose, scope, in an NSN by what National Codification
and use of the Federal Catalog Sys- Bureau Code number?
tem identify which Federal Supply
Classification items are used nost 1. 11
frequently in fulfilling the needs 2. 13
of the Command Religious Program (CRP) 3. 14
4. 22
2-3. An NSN normally consists of what total 2-10. What organization adnministers the Federal
nunber of digits? Catal og Systen?
1. 11 1. Defense Logistics Agency
2. 12 2. Defense Logistics Services
3. 13 3. Navy Supply Systems Conmand
4. 14 4. Naval Material Conmand



2-11. The Federal Supply COassification (FSC)
System does NOT provide a common |anguage
for the use of all services or agencies
using the system

True
2. False

2-12.  Instead of the Arny, Air Force, Navy and
civil agencies each purchasing and main-
taining large stocks of material, all of
these agencies make use of centralized

stocks .
1. True
2. False

2-13. Wat is/are the purpose(s) of the NCB
Code in a National Stock Nunber?

1 It identifies the country that
assigned the stock number

2. It indicates that the stock nunber
is used by two or nore countries

3. Both 1 and 2 above

4, It indicates whether an itemis
obsolete or out of stock

In answering questions 2-14 through 2-17, select
the FSC number in colum B that identifies the
items) listed in colum A

A ltens B. FSC Numbers
2-14,  Sacranental wine 1. 719
2-15.  Chapel bulletin 2. 1710
boar ds
3. 8345
2-16.  Church pennants
4. 9925
2-17.  Church organs
Learning Qbjective: ldentify the
supply publications, microfiche

docunents, and other related publi-
cations which the Religious Program
Specialist uses in supporting the
supply needs of the Command Religious
Program specify, the purpose(s) of
each publication and docunent.

2-18. Policy for the operation and managenment
of afloat supply departnents is contained
in which of the follow ng publications?

1. NAVSUP P-409
2. NAVSUP P-437
3. NAVSUP P-485
4. NAVSUPI NST 4235.3

2-19.  Vhich of the following publications serves
as a conprehensive reference for those
personnel involved in the preparation of
MLSTRIP document s?

1. NAVSUP P-409
2. NAVSUP P-437
3. GSA Catalog
4. NAVSUPINST 4235.3
2-20.  Wich, if any, of the follow ng publi-
cations is published as a handy reference

for department and division personnel in
the preparation of MLSTRIP docunents?

NAVSUP P-409
NAVSUP P-437
NAVSUP P-485
None of the above

2-21.  The “Fleet Use of MLSTRIP" instruction
serves the same purpose as which of the
following publications?

oo

1 NAVSUP P-485
2. NAVSUP P-437
3. NAVSUP P-409
4. GSA Catal og
2-22. The “Operating Procedures Manual for
M LSTRI P/ M LSTRAP" publication is not

distributed to afloat units.
1. True
2. False

In answering questions 2-23 through 2-26, select
the publication/docunent in colum B that is
described/referred to in colum A

A Descriptions B. Publications/Docunents

2-23. Not actually 1. Defense Logistics
considered to Agency Catal ogi ng
be a supply Handbooks
publ i cation

2. Navy Interest
2-24.  Designed to be I dentification List
used primarily
by the civil 3.
agenci es

General Services
Admi ni stration

Supply Catalo
2-25.  Provides a com PRy g

plete listing 4.
of assigned FSC
groups

U.S. Navy Chapl ains
Program Support GQuide

2-26.  Provides technical
characteristics
for all items in
the FSC system



2-217.

2-28.

2-29.

Wich of the follow ng abbreviations for

“nunber” should be used in an IL item
description?

1. N

2. NR

3. NUM

4. NUMB

The GSA Supply Catal og contains nonmlitary
items which are used by both military and

civil agencies of the United States.
L True
2. False

The GSA Supply Catalog is published in

what total nunber of vol unes?

1. (ne

2. Two

3. Three

4. Five

Wat total number of commdity-oriented

volunes is maintained in the GSA Supply
Catal og Systen?

1. (ne
2. Two
3. Three
4, Four

Section two of NAVPERS 15992 provides a
listing of Theological Student Program
of ficers.

1. True
2. False

Wich of the following statements is/are
TRUE concerning the U'S. Navy Chaplains
Program Support Quide?

1. It serves as a ready reference for
RPs on budgeting and supply matters

2. Section two is referred to as the
program support section

3. This publication should be consulted
first by the RP when an ecclesiastical
item needs to be ordered

4. Al of the above

2-33. \hich of the following statements is NOT

true concerning civilian ecclesiastical
supply catal ogs?

1. These catalogs provide a conprehensive
list of church goods, vestnents, and
articles of devotion

2. These catal ogs are published by
private conpanies

3. Items ordered from these catal ogs
normal Iy cost less than the same
items ordered through the FSC system

4. The personnel in the supply departnment
will explain the procedures that are
to be used when supplies are ordered
from these catal ogs

Learning Cbjective: Identify the
terms and forms which are used in
procurenent and differentiate between
the Mlitary Standard Requisitioning
and |ssue Procedure (MLSTRIP) and
the Uniform Material Mvenent and
I'ssue Priority System (UWMPS).

2-34. The MLSTRIP system was devel oped for

which of the follow ng reasons?

1. To ensure that material requests
are processed in accordance with
the military inportance of the
requesting activity

2. To ensure that material requests
are processed in accordance with
the urgency of an activity's needs

3. To provide a commn |anguage for
requesting and supplying material
within the Departnent of Defense

and Ceneral Services Adnministration
4, Al of the above
2-35. The MLSTRIP systemis a vital part of
UW PS.
1. True
2. False

2- 36.

Mst of the items that are used in the
Command Rel i gi ous Program are acquired

under what UWM PS basis?
1. Imediate

2. Priority

3. Routine

4. Predeterm ned



2-37. Which of the follow ng individuals would
be extensively involved with the prepara-

tion and processing of MLSTRIP docunents?

L command chapl ai n
2. The R
3. The SK in the supply departnent

4. Al of the above
2-45,
In answering questions 2-38 through 2-40, select
the nmethod of preparation in colum B that is
used to generate the form listed in colum A
A Forms 8. Methods of Preparation
2-46.
2-38. DD Form 1348 1. Manually
2-39. DD Form 1348 2. Mechanically
2-40.  NAVSUP Form
1250-1
2-41.  \Which of the following forms is used
primarily by the submarine forces as a
MLSTRI P consunption document?
1. DD Form 1149 2-47.
2. DD Form 1348
3. DD Form 1348m
4. NAVSUP Form 1250-1
2-42.  \Which of the following requisition forns
will mst RPs use when ordering eccle-
siastical supplies?
L pD Form 1149
2. DD Form 1348
3. DD Form 1348m 2-48.
4. NAVSUP Form 1250-1
2-43.  \Which requisition docunent is a standard
electric accounting machine form that is
used by automated ships equipped with
conputer card punch equipment?
1. DD Form 1149
2. DD Form 1348
3. DD Form 1348M
4, NAVSUP Form 1250-1
2-49.
2-44.  Items which are excluded from MLSTRIP

requi sitioning should be obtained through
the use of which of the follow ng pro-
current docunents?

1. DD Form 1149

2. DD Form 1348

3. DD Form 1348m

4. NAVSUP Form 1250-1

10

Learning Cbjective: ldentify the
source documents and specify the
correct procedures for preparing
a DD Form 1348 to procure eccle-
siastical items and to obtain
material from SERVMART.

The information on a DD Form 1348 nust
be typewitten.

Lo True
2. False

Wich of the following statements is/are
true concerning the DD Form 1348?

1. Data blocks are designated “A" through
“V' on the form

2. Card colums are nunbered “1" through
“80" on the form

3. The copies of the form provide a
place to show the unit and total
price of the material that is being
or dered

4. Al of the above

Data block “C' on the DD Form 1348 is used

for what purpose?

1. ldentification of the address of
the requisitioner

2. ldentification of
the supplier

3. ldentification of the editing data

4 ldentification by name of the
itemthat is being requested

the address of

Wi ch of the following codes is used to
(a) indicate that the requisition is for
an overseas shipnent for an itemwith a
National Stock Nunmber (NSN), and (b) in
which card colums is this informtion

inserted on the DD Form 1348?

1. {a) AP1; (b) 1 through 3
2. (a) Ap1; (b) 4 through 6
3. (a) APA; (b) 1 through 3
4. (a) AgA; (b) 4 through 6

Wiat is the correct routing identifier
code for the industrial naval air station
located at Norfolk, Virginia?

L we
2 NX
3. P\
1 PDZ



2-50. Which of the following routing identifier

codes is used when the RP procures eccle-

siastical items (FSC 9925)?
1L NUZ
2. NDZ
3. $9C
4. S9G
2-51. A zero is inserted in card colum 7 of
the DD Form 1348 when the requisitioner
does NOT desire a status report on the
item which is being requested.
1. True
2. False
2-52. Media and status codes are listed in
which Appendix of NAVSUP P-437?
1. Appendix 5
2. Appendix 6
3. Appendix 7
4. Appendix 8
2-53.  Service designator codes are listed in

(a) which Appendix of NAVSUP P-437, and
(b) this information is inserted in which
card colum on the DD Form 1348?

1. (a) 11; (b) card colum 30
2. (a) 11; (b) card colum 44
3. (a) 13; (b) card colum 30
4. (a) 13; (b) card colum 44

In answering questions 2-54 through 2-57, select
the Julian date in colum B that corresponds to
the calendar date listed in colum A

A Calendar Dates B. Julian Dates
2-54. 28 August 1992 1. 4071
2-55. 19 June 1982 2. 3196
2-56. 15 July 1983 3. 2241
2-57. 11 March 1984 4. 2170
2-58.

Wi ch of the.follovm"n? statenents is/are
TRUE concerning serial nunbers (card

colums 40 through 43) of the DD Form 1348?

1. Serial nunbers can be duplicated on
the sane day

2. Serial nunbers are assigned at the
discretion of the originating command

3. Serial nunbers nmake up one part of the
docunment nunmber of a requisition

4. Both 2 and 3 above

11

2-59.  Wich section of the DD Form 1348 is

considered to be the nost inportant?

1. Docunent ldentifier (card colums
1 through 3)

2. Routing ldentifier (card colums
4 through 6)

3. St)ock Nunber (card colums 8 through
20

4. Demand Code (card colum 44)

In answering questions 2-60 through 2-63, select
the NAVSUP P-437 Appendix in colum B that
provides specific information on filling out
the sections of the DD Form 1348 listed in

colum A

A DD Form 1348 B. NAVSUP P-437

Sections Appendi ces
2-60. Project code 1. 5
2-61.  Demand code 2. 8
2-62. Signal code 3. 12
2-63.  Suppl enentary 4. 13
address
2-64. A conplete listing of fleet fund codes
is contained in Appendix Il of NAVSUP
P-437.
L. True
2. False
2-65. Details on priority indicators for card
colums 60 and 61 of the DD Form 1348
are contained in what publication/
instruction?
1. NAVSO P-3013
2. NAVSUP P-437
3. NAVSUPINST 4235.3
4. OPNAVINST 4614.1
2-66. A required delivery date is NOT entered

in card colums 62 through 64 of the DD
Form 1348 except under special circum
stances outlined in OPNAVINST 4614.1
and NAVSUP P-437.

1. True
2.  False



2-67. It is NOT necessary to insert a routing 2-73. Wich of the following itens is/are con-

identifier code on the DD Form 1348 for
SERVMART  requi si ti ons.

sidered to be controlled equipage?
L Tape recorder

2. Hectric typewiter
3. Manual typewiter
4. Al of the above

in the “remarks” section of a DD Form 2-74. The master list for all of the controlled

L True
2. False
2-68. A total cost limtation must be entered
1348 for SERVMART requisitions.
1. True
2. False

Learning Objective: Recognize the
factors involved in deterning the
requirements for conducting an

inventory of supplies and equipage

for the Command Religious Program 2-75.

In answering questions 2-69 through 2-72, select
the inventory termin colum B that is defined
incolum A

A. Definitions B. lnventory Terns

2-69. An item which is 1. [Inventory
not consumed in
use that requires 2. Controlled

increased manage- equi page
ment control due .
to high cost 3. Other equipage

2-70.  The quantity of
stock on hand for
which records are
mai nt ai ned

2-71.  An itemwhich is
not consumed in
use that is pro-
cured in the
same manner as
consunabl e
suppl i es

2-72.  The function whereby

material is physically
inspected and counted

12

equipage in the office of the chaplain
woul d probably be maintained by which
of the followi ng individuals?

1. Conmand chapl ain

2. Assistant chaplain

3. A Religious Program Speciali st
designated by the command chaplain

4. A Storekeeper in the supply depart-

nent designated by the supply officer

Inventory schedules for supplies and
equi page maintained in the office of the
chaplain are prepared for a full year by
the command chaﬁl ain prior to the

begining of each fiscal vyear.
1L True
2. False



Assi gnment

Qperating Targets

Text book Assignment :

3

RP, Mdule 11, NET 287-02-45-81, [Chaprer 3.][Pages 3-1 through 3-20.

Learning Objective: Define and
identify the various types of
appropriations; differentiate
between the Navy accounting
cycle and the normal cal endar
year; specify whether the status
of an appropriation is current,
expired, or |apsed.

3-1.  An appropriation is an authorization to
incur obligations for a specified tine
and purpose

True
2. False

3-2.  Fiscal year 1981 starts on 1 Cctober 1981
and ends on 30 Septenber 1982.
1 True
2. False

3-3. Most appropriations are approved for what
period of tine?

1.1 year
2. 2 years
3. 3 years
4, 4 years

In answering questions 3-4 through 3-8, select
the appropriation in colum B that is alluded
to in colum A

A Statenents B. Appropriations

3-4. Oten referred to as 1. Annual
a “no-year” appro- o
priation 2. Continuing

3-5. Is of primary con- 3.
tern to the RP

Mul ti pl e- Year

3-6. A new chapel conplex
woul d probably be
financed by this type
of appropriation

3-7. Procurenment of missiles
woul d be financed by
this type of appropriation

3-8, Covers the current operating
and maintenance expenses of
the Navy

3-9.

3-12.

Wiich of the following statements is TRUE

concerning a continuing appropriation?

L. It is available for incurring
obligations only during the fiscal
year or years specified in the
appropriations act

2. It is made for incurring obligations
for shipbuilding/conversion projects

3. It is used for operations which are
financed by two or nore appropriations

4, It is available for incurring obliga-
tions until the purpose for which the
appropriation was made is acconplished

The Religious Program Specialist wll
normal |y work with appropriations of
nmore than 1 year’s duration.

1. True

2. False

An appropriation that is no |onger
available for incurring obligations but
is available for disbursements to
liquidate existing obligations is an
expired appropriation.

1. True

2. False

A current appropriation is available for
incurring obligations and meking dis-
bursements during the current fiscal year
and for the next fiscal year.

1L True

2. False

The undisbursed balance of an appropri-
ation that is no longer available for
i sbursenent is known as alan
closed appropriation
2. current appropriation
3. expired appropriation
4, lapsed appropriation

Learning Qbjective: Define funds;
differentiate between revolving and
trust funds; identify the various types
of revolving and trust funds which are
used in the Navy and specify their

pur pose.]




3-14. Wich of the follow ng statenents is/are

3-15.

3-16.

3-17.

3-18.

3-19.

3-20.

TRUE concerning funds:

1. Funds are sunms of noney or other
resources which are established
for a general purpose

2. Funds may be resources other than
noney which are established for
specific purposes

3. Funds are suns of money which are
established for a specific purpose

4. Both 2 and 3 above

A revolving fund is established to provide

working capital for the Navy; trust funds

are used in accordance with the guide-

lines specified by an Act of Congress.
True

2. False

Wiich of the following funds is used to
finance the cost of maintaining and
operating conmercial-type activities?

1. Navy Stock Fund

2. Navy Industrial
3. Naval Wrking
4. Navy Managenent

Fund
Fund
Fund

The shipment of household goods is
financed by which revolving fund?
1 Navy Stock Fund

2. Navy Industrial Fund
3. Naval Wrking Fund
4. Navy Managenent Fund

Necessary capital to finance the purchase
of common supply items that are required
for the support and operation of the
entire Navy is provided by which revolving
fund?

1. Navy Stock Fund

2. Navy Industrial Fund
3. Naval Wrking Fund
4. Navy Management Fund

Wi ch revolving fund is used for the
econonical and efficient conpletion of
Navy operations that are financed by two
or nore appropriations?

1. Navy Stock Fund

2. Navy Industrial Fund

3, Naval Wrking Fund

4. Navy Managenent Fund

Wat single permanent revolving fund
finances all work that is NOT chargeable
to sone current naval appropriation?

1. Navy Stock Fund

2. Navy Industrial Fund
3. Naval Wrking Fund
4. Navy Managerment Fund
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3-21.

3-22.

3-23.

Al EXCEPT which of the following state-

nents are true concerning the operation

of the Navy Stock Fund(NSF)?
Basic capital for the NSF is nade
available by Congress in nuch the
sane manner as apﬂropriations

2. Recodkeeping of the charges and
credits applied to the NSF for each
command is the primry responsibility
of the personnel in the supply depart-
ment

3. The NSF exists because it is not
practical for each activity in the
Navy to purchase all of its operating
requirements directly from comercia
suppliers

4. Supplies may not be sold for cash

The Navy Stock Account is a holding
account and is an integral part of
which revolving fund?

Navy Stock Fund
2. Navy Industrial Fund
3. Naval Wrking Fund
4, Navy Managenent Fund

The total value of the Navy Stock Fund
consi sts of money on hand plus the value
of supplies maintained in the holding
account.

1. True
2. False
The nost critical information to both

the customer and the Navy Stock Fund is
contained in which section of the

DD Form 1348?

1. Docunent ldentifier

2. Routing Identifier

3. Stock Nunber

4, Demand Code



3-25.

In answering questions 3-25 through 3-29,
the fund in colum B that is used for the
purpose given in colum A
A Purposes B. Funds
Funds are deposited L Navy
in advance to pay I ndustri al
for work or services
that are to be 2. Naval
furnished by the Wor ki ng
Navy
3. Navy
Hel ps provide Managenent
recreation and
entertainment for 4. Trust

3-217.

3-28.

enlisted personnel
fromthe profits
of ship's store

Serves basically
the sane purpose
as the Navy Stock
Fund

Used when the cost
of an operation
cannot be credited
inmediately to a
specific appropri-
ation

Used for public
donations to nmmintain
the USS ARI ZONA
Menori al

Learning Objective: Recognize the
sources of appropriated and non-
appropriated funds; identify the
specific sources of revenue for
Command Religious Program (CRP)
chapel funds; specify the guide-
lines in making disbursenents
from the CRP chapel funds.

3-30. Wich of the following officials is

responsible for the establishment of a
CRP chapel fund aboard ship or at a
shore command?

1. Chief of Chaplains

2. Commanding officer

3. Command chaplain

4 Seni or RP

sel ect
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3-31.

3-33.

A nonappropriated fund receives proceeds
from (a) what source(s), and (b) is used
for which project(s)?

1. (a) Congressional appropriation;

(b) religious projects only
2. (a) Sources other than congressional
appropriation;
(b) humanitarian projects only
3. (a) Congressional appropriation;
(b) religious and humanitarian projects
4. (a) Sources other than congressional

appropriation;
(b) religious and humanitarian
proj ects

Revenue for CRP chapel funds is derived

from what mjor source(s)?

The sale of chapel fund property

The Chief of Chaplains fund in the

form of grants

3. Voluntary offerings and contributions
received at religious services

4. Al of the above

N

Logi stical support for the Command

Rel'igious Program is provided through

the use of nonappropriated funds.
True

2. False

3-34. Wich of the follow ng expenditures can

3-35.

NOT be covered by CRP chapel funds?
A donation to religious outreach
proj ects

2. The payment of expenses for fellow
ship activities

3. A'loan to an individual

4, Both 2 and 3 above

Learning Objective: Define and
specify the tine limtations for
Operating Target (OPTAR) funds;

identify the individuals who are
responsi ble for accounting for
OPTAR funds.

Wich of the following statements is/are

TRUE concerning an Qperating Target

((PTAR)?
[t is utilized in the purchase of
suppl i es

2. It is utilized in the purchase of
equi page

3. It is defined as an estimate of the
anount of noney which will be
required by a comand to performits
assigned nission

4. Al of the above



In answering questions 3-36 through 3-41,
the individual

in colum B that has the respon-

sibility in connection with OPTAR funds in
colum A

3- 36.

3-37.

3-38.

3-39.

3-40.

3-41.

3-42.

3-43.

A Responsibilities B. Individuals
Mai nt enance of 1. Commandi ng
OPTAR records of ficer
Proper utilization 2. Supply
of OPTAR funds of ficer
allocated to the
CRP 3. Conmand
chapl ain
Proper and o
effective utili- 4. Religious
zation of OPTAR Program
funds Speci al i st

Overseeing the
expenditures in
the CRP

Submi ssion  of
status and trans-
action reports

Accounting functions
for the CRP OPTAR

Wi ch of the individuals listed below
woul d probably be designated to maintain
the Requisition/OPTAR Log
SNAVCGVPT Form 2155)?
Supply officer
2. Command chapl ain
3. A Storekeeper in the supply
depar t ment
4. The senior RP in the CRP departnent

Learning Objective: Interpret the
procedures and guidelines for the
enpl oyment of auxiliary chaplains,
contact chaplains, and clergy for
occasional ninistries; interpret
service contract, personal services
contract, and nonpersonal services
contract.

Procedures and guidelines for the enploy-

nment of auxiliary chaplains, contract
chaplains, and clergy for occasional
mnistries are outlined in SECNAVINST
1730. 1.

1L True

2. False

sel ect
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In answering questions 3-44 through 3-46, select
the contract in colum B that is defined in
colum A
A Definitions B. Contracts
3-44. The procuring of 1. Service
services by contract contract

in such a manner that
the contractor is in 2. Personal

effect an enpl oyee of services
the Governnent contract
3-45. The procuring of 3. Nonpersonal
services of a con- services
tractor in which the cont ract

contractor is not
consi dered to be an
enpl oyee of the
Gover nment

3-46. Calls directly for

3-47.

3-48.

3-49.

3-50.

a contractor’'s time
and effort rather than
for an end product

Auxiliary chaplains are enployed under
(a) what type of contract, and (b) are
responsible to what official?

1. (a% Nonper sonal services contract;
(b) commanding officer

2. (a) Nonpersonal services contract;
(b) command chapl ain

3. (a) Personal services contract;
(b) commanding officer

4. (a) Personal services contract;
(b) command chapl ain

Supervision of auxiliary chaplains
shoul d be exercised by which of the
fol I owing individual s?

1. Chief of Chaplains

2. Cormanding officer

3. Command chapl ain

4. The senior RP

Reserve chaplains serving as auxiliary
chaplains are NOT entitled to accumulate

earned drill points for this service.
True
2. False

Reserve chaplains performing in the

capacity of auxiliary chaplains are

authorized to wear mlitary uniforns.
True

2. False



Wio is responsible for obtaining an

ecclesiastical endorsement for a person

seeking appointment as an auxiliary

chapl ain?

1. Chief of Chaplains

2. Commanding officer

3. Conmand chapl ain

4. The clergyperson who i s seeking
appoi nt nent

3-52. The appointment of an auxiliary chaplain

is made (a) by whom and (b) with the
approval of whonf

1. (a) Command chapl ain;

commanding of ficer

Command chapl ai n;

Chief of Chaplains
Commanding of ficer;

Chief of Chaplains

Commandi ng of ficer;

(
(
(
3.
é
(b) Chief of Naval Operations

(== R =R =

3-53. Appointments of auxiliary chaplains should

NOT exceed what maxinmum period of tine?
1. 1 year

2. 2 years
3. 3 years
4, 6 nmonths

3-54. Nominations for the apf)or nt ment of
auxiliary chapl ains be made by
(a) what individual, and (b) wll be

submtted to the appropriate of ficial
on which document?

1. (a) Commanding officer;
(b) Standard Form 171

2. (a) Command chapl ai n;
(b) Standard Form 171

3. (a) Commanding officer;
(b) NAVPERS 1730/9

4. (a) Command chapl ain;
(b) NAVPERS 1730/9

3-55. Auxiliary chaplains may be granted which

3-56. The fee for |ocal

of the following privileges?

1. Travel pay

2. Subsistence pay

3. Use of commissaries and exchanges
4. Tenporary duty travel orders

national auxiliary
chaplains in foreign countries is
established by which official?

1. Chief of Chaplains

2. Area conmmander

3. Commanding officer

4. Command chapl ain

3-57. Auxiliary chaplains are paid from non-

appropriated fund resources of each |ocal
conmand.

1. True

2. False

17

3-58.

3-59.

3-60.

3-61.

3-62.

3-63.

3-64.

w

The paynent of local national auxiliary
chaplains in foreign countries nust
conformto the salary structure of the
| ocal econony.

True
2. False

Wiat woul d be the naximum fee that could
be paid to an auxiliary chaplain who
conducted four services on a Sunday or
a Sabbat h?

1. $75
2. $125
3. $150
4. $300

Wiat should an auxiliary chaplain be paid

for performng emergency ministrations?
1. $15
2. $25
3. $35
4. $75

For the period of the appointment, the
nunber of weekday services conducted by
an auxiliary chaplain should average no
nmore than (a) how many per week, and

(b) the auxiliary chaplain should be paid
how much for each service?

1. (a) Tmo per week; (b) $35

2. (a) Two per week; (b) $75

3. (a) Three per week; (b) $35

4. (a) Three per week; (b) $75

Wiat woul d be the maxinum fee that
could be paid to an auxiliary chaplain
who conducted two services on a mgjor
religious holy day and two weekday
services in the same week?

1. $140
2. $170
3. $220
4. $300

Contract chaplains are enployed under
(a) what type of contract, and (b) their
Perfornmance is nonitored by what official?
: a) Nonper sonal  services contract;
(b) Chief of Chaplains
2. (afNonpersonaI services contract;
(b) command chapl ai n
() Personal services contract;
(bi Chief of Chaplains
(2) personal services contract;
(b) command chapl ain

Appoi ntments of contract chaplains should

NOT exceed what maxinum period of time?
L1 year

2. 2 years

3. 3 years

4, 6 nonths



3- 66.

3-67.

3-68.

3-69.

Contract chaplains are NOT charged

against civilian personnel ceilings.
1. True
2. False

Contract chaplains are paid from appropri-

ated fund resources of each |ocal command
through the use of funded purchase

requests which are subnitted to the

cogni zant contracting office.
1. True
2. False

What would be the maxinumfee that could
be paid to a contract chaplain for
conducting one service on a Sunday or
Sabbat h?

1. $15
2. $25
3. $35
4. $75

Clergy for occasional mnistries are
selected on the basis of their abilities
and qualifications by (a) what official,
and (b) are paid from which fund?
1. (a) Commanding officer;

(b) nonappropriated fund
2. (a) Command chaplain;
(b) nonappropriated fund

3. (a) Conmanding officer;
(b) appropriated fund

4. (a) Conmand chaplain;
(b) appropriated fund

Which of the following statements is/are
TRUE concerning an offering which is
received at a service conducted by
civilian clergy?

1. Al rmoney which is received will be
deposited in the command s non-
appropriated CRP chapel fund

2. CQuvilian clergy nust not be tasked to
collect or deposit the noney that
is received

3. Civilian clergy nust not be tasked to
administer any noney that is
received as part of a religious
service

4. Al of the above

Learning Qbjective: Specify the
system under which the Conmmand
Religious Program operates; identify
the stages of this system

18

In answering questions 3-71 through 3-73,

Planning in the Department of Defense
system is projected how many years in
advance?

L1 year
2. 2 years
3. 3 years
4, 5 years

sel ect

the process in colum B that is defined in

colum A
A Definitions B. Processes
3-71.  The translation of 1. Planning
approved resource _
requirenents into 2. Program ng
time-phased finan- _
cial requirenents 3. Budgeting

3-75.

Sel ection and

devel opnent of the
best course of action
in order to acconplish
an objective

The translation of
program support
requirenments into
personnel and
material resource
requirenents

Which step of the budgeting process
relates the mssion of the CRP to the
mssion of the command?

1. Determining the needs

2. Matching goals with funds

3. Program inplenentation

4. Studying the results

Wiich of the following statements is/are
TRUE concerning financial support of the
Command Rel i gi ous Program (CRP)?

1. The CRP receives its support, both
facilities and operating funds, from
the local command

2. The conmand chaplain has the responsi-
bility of managing the assets which
are allocated to the CRP

3. The RP nust keep the chaplain informed
on matters relating to expenditures
which are incurred in carrying out
the functions of the CRP

4. Al of the above
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