98th ASG Chaplain Resource Management Standing Operating Procedures

Updated: 11 March 2002

98th Area Support Group

FUNDS
STANDING OPERATING PROCEDURES

 (SOP)

[image: image1.jpg]



Includes:

Non-Appropriated Funds (NAF)

Of the

Consolidated Chaplain's Fund (CCF)

And 

Appropriated Funds (AF)

[image: image2.jpg]



Table Of Contents

3General


8Appendix A  Purchasing with Non-Appropriated Funds


10Appendix B  The Purchase Order


11Appendix C  Credit Card Requests


12Appendix D  Petty Cash Requests


13Appendix E  The Community Sub Account


14Appendix F  Crisis Ministry





98th Area Support Group
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Standing Operating Procedures

Updated: 11 March 2002
General

1.  References:


a.  AR 165-1, Chaplain Activities in the United States Army


b.  DA PAM 165-18, Religious Activities, Chaplaincy Resources Management


c.  USAREUR Supplement 1 to AR 165-1

2.  Purpose:  This Standing Operating Procedure is provided to enable Chaplains, Chaplain Assistants and the members of their congregations to effectively access available funding to conduct ministry in the 98th Area Support Group.  It covers both the Consolidated Chaplain's Fund (CCF) and Appropriated Funds (AF).  Following the procedures will enable all to steward the funds entrusted to them through the tithes and offerings of the people of the ASG and employ responsibly the appropriated funds provided by our Fellow Citizens through their taxes.  


The NAF processes provide information on how to collect, and account for donations and offerings, how to access that money for ministry, and how to monitor the congregation's stewardship to ensure further ministry.


The AF processes provide information on how to access designated funding.  In particular there is essential information for requesting and administering contracts.  

4.  Non Appropriated Funds (NAF) General:


a.  The opportunity to give tithes and offerings is an Essential Element of Religious Services (EERS) practice.  The 98th Area Support Group Consolidated Chaplains' Fund (Fund or CCF) is the instrumentality through which funds received from the religious programs of the ASG are collected, administered, and disbursed.


b.  All offerings, donations or other income received during command-sponsored worship, activities, and other events of the religious program or those linked to chaplain-sponsored or chapel-related activities of the command must be received by, accounted for, and disbursed by the Chaplains' Fund.  Chaplains receive and account for offerings in conjunction with worship services in garrison and in the field, during peacetime and in combat.


d.  The Chaplain's Fund an Instrumentality of the United States and its property is U.S. Government property. As "fiscal entities," the Fund maintains custody of and control over their assets.  The Fund has no independent organizational existence apart from their relationship to the mission of the chaplain. Chaplain's Funds operate under the authority of the U.S. Government IAW applicable Federal laws and departmental regulations.


e.  The Fund is a Non Appropriated Fund (NAF) that provides supplemental support for the religious practices and requirements of authorized DOD personnel, their family members and other authorized personnel as defined by the ASIP.


f. NAF Chaplain's Fund will not be used to augment Appropriated Funding.

5.  NAF Responsibilities:


a.  98th ASG Commander--



(1) Establishes and/or disestablishes the Chaplain's Fund.



(2) Appoints the Chaplain's Fund Manager.



(3) Appoints the Chaplain's Fund Clerk.



(4) Ensures that the Chaplain's Fund Manager and Clerk are trained prior to assuming duty.



(5) Approves the CMRP.



(6) Ensures that Chaplain's Funds are audited at least every 2 years, upon a change of Fund Manager, or prior to the consolidation, transfer, or disestablishment of a Chaplain's Fund.


b.  98th ASG Staff Chaplain--



(1) Serves as the assessable unit manager for the NAF Chaplain's Fund management control process (See AR 11-2, Management Control).



(2) Oversees the operations of the Installation Chaplain's Fund.



(3) Appoints the members of the CPBAC.



(4) Chairs the CPBAC.

*Note:  If the Commander designates the ASG Chaplain as CMRP approval authority, the Deputy ASG Chaplain will chair the CPBAC.


c.  Chaplaincy Program Budget Advisory Committee (CPBAC)--performs the general tasks and functions assigned to it in AR 165-1 chapter 12-4, and:



(1) Prepares and submits the Chaplain's Fund budget CMRP to the Staff Chaplain for approval.



(2) Conducts review and analysis on the execution of the Fund CMRP.



(3) Reprograms funding allocations to meet changing mission, resources, or needs, when consistent with the approved CMRP.



(4) Establishes sub-accounts within the Consolidated Chaplain's Fund.



(5) Recommends to the Fund Manager the transfer percentage for income to the Community Subaccount (reference AR 165-1, 13-5b).



(6) Manages the Community Subaccount and establishes priorities for CSAs funded through the Community Subaccount.



(7) Advises subaccount administrators concerning stewardship practices.



(8) Requires periodic inspections and audits of fund operations, and receives statements and ledgers reporting the cash position of the Chaplain's Fund at established intervals.


d.  BSB Chaplains-- 



(1) Monitor all Fund activity in their areas.



(2) Ensure that offerings and donations are received, accounted for and deposited according to current regulatory guidance and SOPs.



(3) Consult with local congregations and Chaplains about their fund activities to assist with stewardship.



(4) Approve all Purchase Requests.



(5) Safeguard checks as cash and insure that each is prepared appropriately.



(6) Insure that all parishioners and Chaplains follow procedures including the return of receipts for each Fund transaction.


e.  Fund Manager--



(1) Is appointed by the commander.



(2) Is a chaplain or chaplain assistant in the rank of SSG or above.



(3) Receives training in financial accountability, fund management, small purchase procedures, property accountability, management controls and contracting procedures prior to assuming duties. Must be a graduate of the CRM functional course at USACHCS. 



(4) Prepares, submits, and maintains the annual NAF Chaplain's Fund operating budget as part of the CMRP process.



(5) Implements the MCP. (See AR 11-2).



(6) Serves as the sole purchasing agent and contracting officer for the Fund.  



(7) Serves as the property accountability officer for the Fund.



(8) Serves as the information management officer for the Fund.



(9) Accounts for the assets of the Fund.



(10) Verifies the accuracy of financial statements at the close of the accounting periods.



(11) Maintains adequate bonding and property insurance through the Risk Management Program (RIMP) under the Army Central Insurance Fund (ACIF). 



(12) Prepares and submits the 1.5 percent quarterly transfer report, the 30 percent Drawdown report, the annual report through the MACOM to OCCH, and other reports as required. 



(13) Supervises the NAF Chaplain's Fund Clerk.



(14) Trains Chaplains and Resource Coordinators in Fund operations.


f.  Fund Clerk--



(1) Is appointed by the commander.



(2) Is a chaplain assistant in the rank of SGT or below.



(3) Receives training in purchasing and contracting procedures, property management, bookkeeping, the NMS management system, and the CMRP budget system prior to assuming duties. Must be a graduate of the Chaplain's Fund Clerk functional course by the USACHCS.



(4) Processes receipts; prepares income, procurement, and disbursement documents; and maintains the records of the fund. 



(5) Prepares financial statements at the close of accounting periods.



(6) Maintains files in compliance with AR 25-400-2, the Modern Army Record Keeping System (MARKS).



(7) Serves as the primary operator of the CARSS computer equipment and management systems designated for the Chaplain's Fund.



(8) Serves as the recorder for all CPBAC meetings.


g.  Resource Coordinator--



(1) Is appointed by memorandum by the BSB Chaplain.



(2) Is a chaplain, chaplain assistant, GS or LN employee  normally a member of the BSB Chaplain staff.



(3) Is trained  by the Resource Ministry Team (RMT) and is certified as qualified to assume the duty.



(4) Provides administrative support to the BSB Chaplain for local area Fund activities.

6.  Definitions:


Resource Ministry Team (RMT) - Chaplains and Chaplain Assistants with responsibility for managing the Fund at various levels.  Includes all Chaplains and Chaplain Assistants, but usually specifically refers to the ASG level Fund Manager, Fund Clerk, Chaplaincy Resources Manager (CRM) and the APF NCO.


Appropriated Funds (APF) - Monies allocated to Department of the Army by Congress, further subdivided at each level of Command until they reach the operational level.


Non-Appropriated Fund (NAF) - For Religious Activities, those funds provided through the giving of tithes and offerings by the people in the ASG.


CMRP - Commander's Master Religious Program.  The planning and budgeting document for Religious Activities.


Sub Account or Program Element - are congregational and subordinate activities within the Fund.  Are accounting entities and do not have an organizational existence apart from their inclusion in the Consolidated Chaplain's Fund.  Coordinate through the BSB Chaplain with the Fund Manager for stewardship and execution of their CMRP


Community Sub Account – is listed as 01-01 and is funded by a percentage of all regular offerings taken into the community.  This account is managed by the CPBAC and is used to fund programs for low or non income producing activities.  See Appendix E for more information.


Purchase Request - CCF Form used by Sub Accounts/PEs to identify their requests for expenditure to the RMT.   

7.  Appropriated Funds (AF) General:  USAREUR allocates Appropriated funds to the Religious Activities of the 98th ASG.  

8.  AF Responsibilities:


a.  The 98th ASG Commander--insures that adequate funds are allocated to Religious Activities of his/her unit.


b.  The Staff Chaplain--is responsible for the management of all funds.


c.  The Chaplaincy Resources Manager (CRM)--



(1) Is normally entrusted with the day-to-day operations regarding AF.  



(2) Centrally manages the AF.



(3) Is the Contracting Officer's Representative for all ASG ministry contracts.



(4) Is the primary Purchasing Officer for the UMT.



(5) Provides stewardship information to the ASG and BSB Chaplains.


d.  The BSB Chaplains-- 



(1) Monitor monies identified in the CMRP for ministry in their area.



(2) Approve all BSB Purchase Requests.



(3) Identify needs and construct contracts from templates to insure effective ministry within their BSB.



(4) Identify all prospective contractors.



(5) Verify contract performance.



(6)  Serve as a contract POC for BSB level contracts


e.  The AF NCO-- 



(1) Provides administrative support to the CRM.



(2) Is the AF IMPAC cardholder for the ASG.



(3) Logs all IMPAC purchases, consolidates all ASG IMPAC bills, allocates expenses to appropriate CSA and BSB accounts.

9. Point of contact for this SOP is at 351-4332.

Appendix A  Purchasing with Non-Appropriated Funds

References:  DA Pam 165-18, AR 165-1

Purpose:  Purchases through the 98th ASG CCF will be to support the 98th ASG Chaplain’s Mission.  As such all programs will be budgeted in the 98th ASG CMRP submitted in April of the prior FY.

Procedures:  All NAF Purchases will be requested on the 98th ASG Purchase Request form customized for that particular BSB.  All blocks will be filled out paying specific attention to the Program Element (PE) breakout percentages and to the vendor.  Only for purchases of food will a general description suffice.  For all other purchases a detailed description of the items is required.  For example “Religious Education Supplies” would not be acceptable, but “cotton swabs and crayons” would be acceptable.  The three methods of payment are Purchase Order, Credit Card or Petty Cash (if available in that BSB).  One of these choices must be selected.  The Chaplain or DFGL in charge of that PE must sign the Purchase Request (PR) as well as the Resource Coordinator (RC).  The BSB Chaplain may sign in place of either or both of these individuals.  The ASG Funds Office will reject any PR’s that do not have the requisite signatures.  RC’s are not responsible for filling out PR’s unless they are the leader of the requesting PE.

Audio Visual Equipment/Software Purchases:  All requests for Audio/Visual equipment must be staffed through the local TASC.  If TASC cannot support the request a statement of Non-Availability must be obtained and attached to an AF Request.  If AF Funds are not available for that purchase, with the ASG Chaplain’s approval the equipment may be purchased with NAF Funds.  This equipment must be placed on the BSB’s Hand Receipt at the BSB Property Book Office.  


Requests for computer software must be accompanied by an approved IMAR from the local IMO.  The software remains property of the Consolidated Chaplain Fund and will be installed IAW its licensing agreement.  Software will be installed on Chaplain Office Government computers only and the Hand Receipt Holder will maintain positive accountability of the original disks and all accompanying documentation.

Prohibited Items:  Chaplains Funds will under no circumstances purchase alcoholic beverages (with exception for sacramental requirements), tobacco or Computer Equipment.

Bills:  The 98th ASG Chaplain Office will pay all bills within 30 days of receiving a proper bill.  Checks will not be cut without an invoice attached to an approved Purchase Order.  Contracts will be paid within 30 days of the Funds Office receiving a complete and accurate invoice of services rendered.

Appendix B  The Purchase Order

References: AR 165-1, DA PAM 165-18

Purpose:  The purchase order is the purchasing instrument of all single purchases over $2,500 and the primary approval document for all purchases paid by check.

Procedure:  Purchase Orders (PO’s) will be requested by filling out the Purchase Request (PR) customized for that specific BSB.  The ASG Funds Office will issue a purchase order within 15 days of receiving a properly filled out Purchase request.  Purchase Orders will be sent out via Fax or Distro.  Resource Coordinators (RC’s) are responsible for reviewing all Purchase Requests to ensure they are filled out completely and accurately.  RC’s should immediately return incomplete or inaccurate PR’s back to the PE to all for correction and timely submission.  Since 15 days are required for a Purchase Order and 30 days are required for a check, PE’s should submit Purchase Requests no later than 45 days before payment is required.  No one will commit the Fund or make any reservations until an approved Purchase Order has been issued.

Appendix C  Credit Card Requests

Reference:  AR 165-1, DA PAM 165-18, IMPAC SOP

Purpose:  Credit Card purchases are the preferred method of purchasing within the 98th ASG Chaplain Fund.  All Credit Card Holders will be trained at the 98th ASG Regional Contracting Office before being issued a NAF Credit Card.

Procedure:  Credit Card Purchases will be requested using the ASG Purchase Request customized for that BSB.  Upon receipt of a complete and accurate request the Funds Office will have 10 days to issue a Credit Card Voucher which gives the credit card holder the authority to make the purchase.  Each Credit Card Voucher gives the Holder to make one single purchase at the specified vendor.  Split purchases between different vendors or at the same vendor at two different times are not authorized.  Any purchase made before authority is granted is illegal and that Card Holder is subject to paying those charges as well as UCMJ action.  All charges will be logged in the Excel Spreadsheet provide to each Card Holder by the ASG RM Office.

Bill Reconciliation:  Each month the Fund Clerk will fax each BSB their Card Holders’ Bills.  Card Holders will annotate on each line of the bill the GPC Voucher approval number and the subaccount number that made the purchase.  Card Holders will then sign the bill and send it back to the Funds Office within 5 working days of receipt of the bill.  Timely submission of the Bill is imperative as IMPAC charges interest when payment is late.  All Card Holders will supply the RC with their IMPAC log so that leaves and absences will not delay payment of the ASG Consolidated IMPAC Bill.

Appendix D  Petty Cash Requests

Reference:  AR 165-1, DA PAM 165-18

Purpose:  Petty Cash purchases are available for small purchases where cash is the most appropriate method of payment.

Procedures:  Petty cash is used on a reimbursement basis only.  Resource Coordinators will not issue money without receiving a receipt.  Petty Cash requests are made using the ASG Purchase Request customized for that BSB and will normally be turned around within 3 days of receipt.  Since this is a short suspense Resource Coordinators should make telephonic coordination with the RM to ensure that Petty Cash is processed in time.  DA Form 1994 will be used for each Petty Cash Transaction.

Reimbursing BSB Petty Cash:  As petty cash is exhausted at the BSB the RC will make an Appointment with the RM to reimburse Petty Cash.  For each transaction the RC will produce the receipt, the DA Form 1994, and the Petty Cash Voucher authorizing the disbursement.  The RC will also bring the Cash Box with the remaining Petty Cash.  The RM will inventory the Petty Cash and receipts ensuring that the Petty Cash and receipts add up to $500.  The RM will then issue a check to the RC to reimburse Petty Cash.

Prohibitions:  Petty Cash must be used in support of a valid budgeted Chaplain Program.  Petty Cash disbursements are limited to $500 and will not be split to circumvent this requirement.  Petty Cash will not be used to cash checks, make travel arrangements or travel advances.

Appendix E  The Community Sub Account

Purpose:  The Community Sub Account expenditures in the 98th ASG are used to fund activities for low or no income producing activities such as soldier units as well as truly community wide activities.  Examples of soldier unit activities include: unit prayer breakfasts, marriage enrichment retreats, and duty days with God.  Examples of Community Wide events are: National Prayer Breakfast, Thanksgiving Ecumenical Services and Single Soldier Dinners.  Community Funds are not intended to supplement individual Subaccounts that do not have enough to run a program.  

Funding:  The Community Subaccount is funded by a percentage of each Regular Offering (COA 100) received through a subaccount.  The Chaplain Program Budget Advisory Council (CPBAC) sets this percentage based upon a pre-approved list of programs that require Community subaccount funding.  The Community subaccount funding is program driven.  

CPBAC:  The CPBAC voting membership consists of:  the four BSB Chaplains, the Division Chaplain, the senior (LTC) representative from the V Corps separates, the Deputy ASG Chaplain, and the ASG Chaplain.  Non-voting members are the ASG Chaplain Resources Manager and the ASG Consolidated Chaplains’ Fund Manager.   The working ASG CPBAC is chaired by the Deputy ASG Chaplain and is advisory to the ASG Chaplain.   

Procedures:  During the annual CMRP process, each Program Element will submit programs that require Community subaccount resourcing for consideration by the CPBAC.  This list of programs is considered by the CPBAC on a quarterly basis.  The proposed program requirements are submitted through the BSB Chaplain to the Consolidated Chaplains’ Fund Manager 45 days before the start of each quarter.   The program list will be prioritized and decremented.    All 1ID and V Corps separates will submit through their BSB.    The Fund Manager will consolidate the list and provide a quarterly estimated budget for the Community Subaccount.  The Fund Manager will also provide the estimated needed percentage for funding the entire list.  This information is then sent out to each of the members of the CPBAC.  Normally there will be a CPABC meeting held within 30 days of the beginning of each quarter to consider the Community subaccount program list for the following quarter.  The CPBAC will consider the decremented program list against the estimate of available funding and set the quarterly percentage rate.  Programs that are planned for in the CMRP will be given priority over unplanned programs.

Appendix F  Crisis Ministry

Purpose:  The Crisis Ministry Program is designed to assist soldiers with short-term problems that can be supported with financial relief.   This program is designed to compliment with other helping agencies such as Red Cross, ACS or AER.  The resources of the Consolidated Chaplains’ Fund are limited therefore all other sources of assistance must be utilized before the Fund can issue support.  However, the intent of the Crisis Ministry process is to provide immediate support; therefore, assistance may be offered while other resources are being approached.

Funding:  Crisis Ministry Program is primarily funded by the bank interest received from the 98th ASG Consolidated Chaplains’ Fund account. This averages approximately $450 per month.   Other sources of funding, such as periodic designated offerings, will be utilized as required.

Assistance:  The immediate assistance available is primarily a money order for commissary support.  Money Orders for commissary support are pre-located at the BSB level for quick and immediate issue.  Other types of assistance may be solicited and considered on a case-by-case basis.   The basic constraint is that gifts of cash may not be given directly to the individual.   Therefore, the Fund may support needs by paying for food, purchasing items, or paying bills. 

Procedure:  A soldier in need is sent to the unit Chaplain.  Unit Chaplains are responsible for ensuring the need is valid and that other helping agencies have been utilized.  The unit Chaplain will prepare an information sheet and forward it to the BSB Resource Coordinator (RC).  The information sheet will indicate if the unit chain of command has been informed of the soldier’s situation.  The RC will then issue a money order for the Commissary.  Under normal circumstances $50 will be issued.    Multiple $50 money orders may be issued to the same soldier over a period of time (weeks or months as required).  When the need arises for more than a single purchase or payment of $100, or more than $200 in multiple payments over several weeks or months, the ASG Chaplain will be the approving authority.  The Fund Manager will replenish money orders.  The money order receipts as well as the information paper are the required supporting documents.  Tenant unit Senior Chaplains may be delegated authority to issue Crisis Ministry money orders at the discretion of the ASG Chaplain.  If other support is required (such as amounts higher than $100, paying of bills, or other financial support), the request must be made directly to the Fund Manager.  The Fund Manager will review the request and the ASG Chaplain will approve.  The Deputy ASG Chaplain has approval authority in the absence of the ASG Chaplain.
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