Department of Defense Education Activity
PROCEDURAL GUIDE

NUMBER 14-PGRMD-011
DATE June 5, 2014

RESOURCE MANAGEMENT DIVISION

SUBJECT: Military Construction Funding Authorization Documents to Other Agencies

References: (a) DoD 7000.14-R DoD Financial Management Regulation, Volume 4,
“Accounting Policy and Procedures,” April 2011
(b) DoD Financial Management Regulation Volume 10, Chapter 1, “Financial
Control of Vendor and Contract Payments,” 2011

1. PURPOSE. The purpose of this Procedural Guide is to capture the Military Construction
(MILCON) Funding Authorization Document (FAD) process; document the steps from the point
of origin to the related financial reporting process; and, ensure funds sub-allotted to other DoD
agencies are monitored and accurately accounted for within the Department of Defense
Dependents Education (DoDDE) Fund Balance with Treasury (FBWT).

2. APPLICABILITY. This Procedural Guide applies to Department of Defense Education
Activity (DoDEA) Headquarters (HQ) personnel involved in the processes and procedures used
to prepare a MILCON FAD.

3. DEFINITIONS. See Glossary.

4. GUIDANCE. This Procedural Guide defines the roles and responsibilities of the DoDEA HQ
MILCON Program Manager, the DoDEA Logistics (LOG) Facilities Analyst, the Resource
Management Division (RMD) Budget Analyst (BA), and the following authorizing officials:
Chief, HQ RMD; Chief, HQ RMD Accounting Branch; and, Chief, HQ Logistics Division.
FAD:s to other agencies will be managed in accordance with References (a) through (b).

5. PROCEDURES. See Enclosure 1.
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6. EFFECTIVE DATE. This Procedural Guide is effective immediately.

@M B

Robert M. Brady
Associate Director for Financial
and Business Operations

Enclosures
1. Procedures
2. Department of Defense (DD) Form 1390, “Fiscal Year (FY) XX MILCON Program”
3. DD Form 1391, “FY XX MILCON Project Data”
4. Sample MILCON FAD Log
5. Construction Agent FAD Execution Data Report — U.S. Army Corps of Engineers

6.

(USACE)

Construction Agent FAD Execution Data Report — Naval Facilities Engineering
Command (NAVFAC)

Glossary
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ENCLOSURE 1

PROCEDURES

1. ROLES AND RESPONSIBILITIES.

a. Chief, Department of Defense Education Activity (DoDEA) Headquarters (HQ)
Resource Management Division (RMD); Chief, HQ RMD Accounting Branch; and, Chief, HQ
Logistics (LOG) Division. The Chief, HQ RMD, the Chief, HQ RMD Accounting Branch, and
the Chief, HQ LOG Division, under the authority, direction, and control of the Director, DoDEA,
shall ensure that the HQ Military Construction (MILCON) Program Manager, LOG Facilities
Analyst, and RMD Budget Analyst (BA) adhere to the processes in this Procedural Guide.

b. DoDEA HQ MILCON Program Manager, LOG Facilities Analyst, and RMD BA. The
DoDEA HQ MILCON Program Manager, LOG Facilities Analyst, and RMD BA shall comply
with and ensure current procedures are aligned with this Procedural Guide.

2. PROCESS FOR FUNDING AUTHORIZATION DOCUMENTS (FADS) TO OTHER
AGENCIES.

a. The HQ MILCON Program Manager sends the LOG Facilities Analyst a package with
supporting documentation, to include a request for funds and an accounting breakdown of how
the funds are allocated.

(1) MILCON construction packages contain the following documentation:
(a) Authorization from the Chief, HQ LOG Division.
(b) Current working estimate (CWE), including the CWE summary with calculations.
(c) Project scope analysis spreadsheet, with data from the Department of Defense (DD)
Form 1390, “Fiscal Year (FY) XX MILCON Program” (Enclosure 2), and the DD Form 1391,
“FY XX MILCON Project Data” (Enclosure 3).
(d) Issue report, which details any project issues.

(e) CWE executive summary, which details the awarded, current, and pending CWE.

(2) MILCON design packages contain authorization from the Chief, HQ LOG Division
and a MILCON Planning and Design (P&D) Funding Request Form.

b. The LOG Facilities Analyst refers to the DoODEA Washington Headquarters Services
Allotment Accounting System (WAAS) report and the MILCON Audit Trail to ensure requested
funds are available for the construction agent (i.e. U.S. Army Corps of Engineers (USACE) or
Naval Facilities Engineering Command (NAVFACQ)).
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c. The LOG Facilities Analyst enters the request on the MILCON FAD Log (see sample in
Enclosure 4) and records, at a minimum: the date of the request; the date the FAD was issued;
the dollar value of the FAD issued; name of the agency receiving the FAD; and, specific
project(s) being covered by the FAD amount. The log also contains blocks for the LOG
Facilities Analyst and the Chief, HQ LOG Division (or designee) to sign and date.

d. The LOG Facilities Analyst e-mails the RMD BA requesting that a FAD be issued. The
LOG Facilities Analyst provides the following information:

(1) Funding requirement.

(2) The identified Budget Activity (e.g. design, minor construction, major construction).
(3) The name of the project.

(4) The project organization code (ORC).

(5) The project number (program element, PE).

(6) Purpose of the request.

(7) Background information.

e. The RMD BA reviews the request for funds availability in the Program Budget
Accounting System (PBAS). If funds are available, the RMD BA will process the FAD. The
Chief, HQ RMD reviews, approves, and signs the FAD.

f. The RMD BA notifies the LOG Facilities Analyst when the FAD is completed.

g. Upon receipt of the signed FAD, the LOG Facilities Analyst notifies the construction
agent, the respective HQ MILCON Program Manager, and the Facilities Engineers via e-mail
that the FAD has been processed in PBAS. The Construction Agent is able to view the FAD
transfer of funds in PBAS.

h. The Construction Agent appropriates funds to the project.

i. The LOG Facilities Analyst works with external agencies receiving sub-allotted funds (i.e.
USACE, NAVFAC) to obtain access to their accounting documents and execution data in order
to reconcile with the general ledger. The LOG Facilities Analyst also obtains a monthly FAD
execution data report, which is a spreadsheet that records the obligations and disbursements of

DoDEA’s MILCON funds (both P&D and Construction) by program and fiscal year (see
samples in Enclosures 5 and 6).
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(1) Using these records, the LOG facilities analyst reconciles MILCON project balances
and identifies unliquidated funds.

(2) The LOG facilities analyst adds a comments column to the construction agent’s
monthly report to record discrepancies, research performed, and resolution actions taken. Once

completed, the LOG facilities analyst signs and dates in the spreadsheet’s signature block.

(3) The Chief, HQ LOG Division reviews the monthly reconciliation report and any
identified available funding levels, as evidenced by a dated signature on the report.

(4) The LOG facilities analyst stores the signed report and all supporting documentation
on a secure shared drive for at least six years, three months.
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DD FORM 1390, FY XX MILCON PROGRAM
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1. COMPONENT 2. DATE (vYY yMMOD)
FY MILITARY CONSTRUCTION PROGRAM
3. INSTALLATION AND LOCATION 3. COMMAND 5. AREA CONTRUCTION
COST INDEX
6. PERSONNEL (1) PERMANENT {2) STUDENTS (3) SUPPORTED @ TOTAL
OFFICER |ENUISTED| CiviLiaN | OFFICER |ENUISTED| CrviLian | OFFICER [ENLISTED CNILIAN

a. AS OF 0
b END FY 0

7. INVENTORY DATA (5000)

TOTAL ACREAGE

INVENTORY TOTAL AS OF

nlerle

AUTHORIZATION NOT YET IN NVENTORY

d. AUTHORIZATION REQUESTED IN THIS PROGRAM

e AUTHORIZATION INCLUDED IN FOLLOWING PROGRAM

f. PLANNED IN NEXT THREE PROGRAM YEARS

g REMAINING DEFICIENCY

h GRAND TOTAL 0.00
8. PROJECTS REQUESTED IN THIS PROGRAM
a. CATEGORY b. COST c. DESIGN STATUS
(1) CODE (2) PROJECT TITLE (3) SCOPE ($000) (1) START (2) COMPLETE

9. FUTURE PROJECTS

10. MISSION OR MAJOR FUNCTIONS

11. OUTSTANDING POLLUTION AND SAFETY DEFICIENCIES

DD FORM 1390. JUL 1999

PREVIOUS EDITION IS OBSOLETE.

Accoe Professiona 80
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DD FORM 1391, FY XX MILCON PROJECT DATA

[1- TR FY MILITARY CONSTRUCTION | Dore o | Teronr CONTRoL]
PROJECT DATA DD-A&T(A)1610
3 INSTALLATION AND LOCATION 4. PROJECT TITLE
5. PROGRAM ELEMENT 6. CATEGORY CODE 7. PROJECT NUMBER 8. PROJECT COST (3000
9. COST ESTIMATES
Em um QUANTITY UNIT COST (‘;g;'”
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
70. DESCRIPTION OF PROPOSED CONSTRUCTION
DD FORM 1391, JUL 1999 PREVIOUS EDITION 1S OBSOLETE PAGE NO.

Agooe Professony 70
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DD FORM 1391, FY XX MILCON PROJECT DATA

1T CORTORERT ~DATL TEPORT CONTROX |
FY MILITARY CONSTRUCTION |~ b
PROJECT DATA (Continuatiory DD-A&T(A)1610
[ 3. INSTALLATION AND LOCATION 4 PROJECT TITLE
5. PROGRAM ELEMENT 6. CATEGORY CODE 7. PROJECT NUMBER 8. PROJECT COST S000)
DD FORM 1391C, JUL 1999 PREVIOUS EDXTION IS OBSOLETE

PAGE NO
e e
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BA
CWE
DD
DoDDE
DoDEA
FAD

FBWT
FY

HQ

LOG
MILCON
NAVFAC
ORC
P&D
PBAS

PE

RMD
USACE

WAAS

DoDEA PG 14-PGRMD-011
GLOSSARY

ABBREVIATIONS AND ACRONYMS

Budget Analyst

Current Working Estimate

Department of Defense (forms)
Department of Defense Dependents Education
Department of Defense Education Activity
Funding Authorization Document

Fund Balance with Treasury

Fiscal Year

Headquarters

Logistics

Military Construction

Naval Facilities Engineering Command
Project Organization Code

Planning & Design

Program Budget Accounting System
Program Element

Resource Management Division

United States Army Corps of Engineers

Washington Headquarters Services Allotment Accounting System
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