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References:  See Enclosure 1.

1. PURPOSE. The purpose of this Procedural Guide is to document the proper processes and
procedures for supporting and funding the education of authorized, Command-sponsored
dependents of military members and DoD civilian employees assigned to overseas areas where
no Department of Defense Education Activity (DoDEA) school is available within the area. At
these locations, DoDEA supports a variety of options for children, ranging from home-based
schooling programs to public and private schools. Approval for the enrollment of an eligible
minor dependent of a DoD sponsor must be obtained from the DoDEA Non-Department of
Defense Schools Program (NDSP) office prior to enrolling a child in a non-DoD school.

2. APPLICABILITY. This Procedural Guide applies to the Office of the Director, DODEA; the
Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense
Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense
Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents
Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-
P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors”); all DODEA
District Superintendents, school administrators, and supervisors; and, U.S. Northern Command
(USNORTHCOM), U.S. Southern Command (USSOUTHCOM), U.S. European Command
(USEUCOM), U.S. Central Command (USCENTCOM), U.S. Pacific Command (USPACOM),
and, U.S. Africa Command (USAFRICOM).

3. DEFINITIONS. See Glossary.

4. GUIDANCE. This Procedural Guide defines the process for determining dependents’
eligibility for the NDSP; enrolling eligible dependents; invoicing; and, disbursing refunds. The
NDSP will be managed in accordance with the Non-DoD Schools Program Web site* (Reference

! Information can be found on the Internet at http://www.dodea.edu/nonDoD/index.cfm
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(a)), the Non-DoD Schools Program Student Online Registration System Web site? (Reference
(b)), the U.S. Department of State Standardized Regulations Web site® (Reference (c )), the U.S.
Department of State Standardized Regulations, Section 270 (Reference (d)), section 926(b) of
title 20, United States Code (e)), DoDEA Regulation 1342.13 (Reference (f)), DoODEA
Regulation 1035.1 (Reference (g)), the Assistant Secretary of Defense for Force Management
Policy, Directive-type memorandum (Reference (h)), the Collections Information Repository
Bureau of the Fiscal Service Web site (Reference (i)), the National Archives and Records

Administration, N1-GRS-91-3 (Reference (j)), and DoDEA 7000.14-R (Reference (k)) all found
in Enclosure 1.

5. PROCEDURES. See Enclosures 2 through 4 for NDSP processes and procedures.

6. EFFECTIVE DATE. This Procedural Guide is effective immediately.

¢ et

Robert M. Brady
Associate Director for Financial
and Business Operations
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ENCLOSURE 1

REFERENCES

Non-DoD Schools Program Web site*

Non-DoD Schools Program Student Online Registration system Web site®

U.S. Department of State Standardized Regulations Web site®

U.S. Department of State Standardized Regulations, Section 270, Educational Allowances
Title 20, United States Code, Section 926(b)

Department of Defense Education Activity Regulation 1342.13, “Eligibility Requirements
for Education of Elementary and Secondary School-age Dependents in Overseas Areas”
Department of Defense Education Activity Regulation 1035.1, “Use of Non-DoD Schools”
Assistant Secretary of Defense for Force Management Policy, Directive-Type
Memorandum, Authority to Provide Financial Assistance for Education of Certain Defense
Dependents Overseas”

Collections Information Repository Bureau of the Fiscal Service Web site’

(j) National Archives and Records Administration, N1-GRS-91-3, April 2010
(k) DoDEA 7000.14-R, “Department of Defense Financial Management Regulation,” November

2012, Volume 1-15, current edition.

* Information can be found on the Internet at http://www.dodea.edu/nonDoD/index.cfm

> Information can be found on the Internet at https:/registration.dodea.edu/NDSP/

® Information can be found on the Internet at http://aoprals.state.gov/Webh920/location.asp?menu_id=95
" Information can be found on the Internet at https://cir.fiscal.treasury.gov/
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ENCLOSURE 2

NDSP ELIGIBILITY AND ENROLLMENT PROCESS

1. NON-DEPARTMENT OF DEFENSE SCHOOLS PROGRAM (NDSP) SPONSOR
INFORMATION. Sponsors should refer to the information provided on the NDSP Web page
(Reference (a)) prior to enrolling their dependent in the NDSP. General information on the
NDSP Web page includes the following:

a. The NDSP informational brochure.

b. NDSP sponsor online orientation. This document is available for sponsors to review and
learn about the NDSP and entitlements for their dependents.

c. A list of overseas schools. NDSP does not approve or certify schools; accordingly,
parents have the right to choose the educational setting for their child. However, in accordance
with Reference (e), all schools chosen must have a curriculum that can be deemed “‘satisfactory
to the Secretary” of Defense. Presently, NDSP works with over 800 schools worldwide.

d. A budget estimation parent tutorial and budget planning tool.

2. NDSP LIAISON. In addition to the Web site, sponsors are advised to contact the NDSP
Liaison responsible for the area to which they will be assigned to learn more about the schools in
a particular location.

a. The NDSP Liaisons are generally active duty Service members. They receive training
regarding certain policies and procedures of NDSP at regular intervals throughout the year.

b. The NDSP Liaison Portal contains a master list of sponsors for all areas.

3. NDSP ELIGIBILITY AND ENROLLMENT. Before beginning the eligibility process,
sponsors must complete the Student Online User Guide found on Student Online Registration
(SOR) Web site (Reference (b)). This comprehensive Guide provides specific, step-by-step
procedures for sponsors wanting to register their dependent using the NDSP SOR application.

a. The sponsor submits his/her Permanent Change of Station (PCS) orders plus any
amendments; the Department of Defense Education Activity (DoDEA) Standard Form (SF) 610,
“Application for Enrollment of Non-DoD Schools Program” (Enclosure 5); the DODEA Form
620 “Pre-Screening Questionnaire” (Enclosure 6); a school calendar; and, a school fee schedule.
In addition, a copy of a dependent’s passport or birth certificate is required for dependents
enrolling in either kindergarten or first grade.

b. The NDSP Processing Analyst analyzes the registration data to ensure entitlements and
eligibility are valid.
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ENCLOSURE 2

NDSP ELIGIBILITY AND ENROLLMENT PROCESS

c. The NDSP team reviews the sponsor’s PCS orders plus any amendments, the DoDEA SF
610, DoDEA Form 620, and other required documents as applicable.

(1) If eligibility is confirmed, the sponsor, dependent, and school’s documents are
automatically transferred to the NDSP World Wide System (WWS) application for online
storage.

(2) If the DoDEA Form 620 indicates special or additional needs, an automatic e-mail
notification is sent to the appropriate Instruction System Specialist (ISS), who then contacts the
sponsor.

d. When a sponsor’s dependent is deemed eligible for the NDSP, the NDSP Processing
Analyst assigns an education allowance per the U.S. Department of State Standardized
Regulations (DSSR) (Reference (c)). Education allowances can be designated as “At Post” or
“Away from Post,” depending on the location of the duty station listed on the sponsor’s orders.

(1) The DSSR Education Allowance (Reference (d)) is established to assist sponsors in
meeting the extraordinary and necessary expenses incurred during service in a foreign area so
they may provide adequate elementary and secondary education for a child or children. The
education allowance is referred to as the DSSR rate. The DSSR rate is used to defray the costs —
it is not meant to cover every expense. Each location has a DSSR rate for the education
allowance.

(@) “At Post” rates are used when an elementary or secondary school is within daily
commuting distance of the employee’s post of assignment.

(b) “Away from Post” rates are used when an elementary or secondary school is so far
beyond daily commuting distance of the employee’s post as to necessitate room and board in
connection with attendance. The “Away from Post” rate is only used when there are no adequate
schools within the commuting distance.

(c) “Other” rates are used when there is not an established DSSR rate for any city
within 50 miles of the Sponsor’s duty station.

(d) The sponsor will be given the DSSR Education Allowance up to the rate for the
applicable location. Sponsors should complete a Budget Planning Tool to ensure they do not
exceed the DSSR rate. The total cost of the dependent’s tuition, transportation, and any other
fees must be below or within the DSSR rate. Any expenses incurred above the DSSR rate will
be the responsibility of the sponsor. Schools will often have one-time fees, which are not
included in the DSSR rate cap.
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ENCLOSURE 2

NDSP ELIGIBILITY AND ENROLLMENT PROCESS

(e) Each grade level has a DSSR rate. When the “At Post” and the “Away from Post”
rates are the same amount, it means that there are adequate schools available and boarding school
is not authorized. The sum of all annual costs must be at or below the DSSR rate for
reimbursement from the NDSP.

(f) Home-based Schooling and DSSR rates. If a sponsor determines that a dependent
will be home-schooled, the NDSP Processing Analyst assigns a maximum DSSR rate of $10,600
for students in grade kindergarten through grade 8 and a maximum DSSR rate of $18,200 for
students in grades 9™ through 12th. However, if the local school/grade is adequate,
reimbursement is limited to the at post rate if it is lower than the home study/private instruction
rate.

(9) Special Education Rates. If the NDSP Education Specialist (ES) determines that a
child has special needs, in lieu of the “school at post” or “home-based schooling/private
instruction” rate, a K-12 separate allowance rate of up to $71,500 for each school year is
assigned, or up to $89,000 for “school away from post.”

(2) The DSSR rate is assigned by the NDSP Processing Analyst. The DSSR rate
encompasses tuition, transportation, annual fees, and other reimbursable fees and is assigned
based on the grade level of the student. The DSSR rate does not include one-time fees and non-
reimbursable expenses.

e. The NDSP Processing Analyst sends a confirmation e-mail to the sponsor with
information regarding the eligibility, enrollment, DSSR Education Allowance, and approximate
full-year tuition expenses for a dependent.

(1) If the eligibility is confirmed with special needs (i.e. Individualized Education Plan
(IEP) or 504 Plan), then the documents from the sponsor, dependent, and school are
automatically transferred to the NDSP.

(2) If asponsor’s dependent is ineligible for the NDSP, an e-mail will be sent to the
sponsor providing the reason(s).

f. Once the confirmation e-mail is sent to a sponsor listing the dependent’s DSSR Education
Allowance, which includes the approximate tuition cost for a school year (SY), all documents
simultaneously transfer from the SOR to the NDSP WWS and an obligation is recorded.

g. The obligation is batched, and the NDSP Processing Analyst uploads the batch to the
DoDEA Washington Headquarters Services Allotment Accounting System (WAAS).

h. On a weekly basis, the NDSP Processing Analyst reconciles all obligations made in
NDSP WWS to DoDEA WAAS.

6 ENCLOSURE 2
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ENCLOSURE 2

NDSP ELIGIBILITY AND ENROLLMENT PROCESS

(1) The NDSP Processing Analyst signs and dates the reconciliation report and all
supporting documentation; additionally, the NDSP processing analyst’s supervisor reviews,
signs, and dates the reconciliation report.

(2) The NDSP Processing Analyst maintains all reconciliation reports and supporting
documentation on a secure shared drive for at least six years and three months.

7 ENCLOSURE 2
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ENCLOSURE 3

NDSP INVOICE PROCESSES

1. INVOICE SUBMISSION. Invoices can be submitted to the NDSP from either a sponsor or a
service provider. It is ultimately the sponsor’s responsibility to ensure the NDSP receives all
invoices for their dependent’s education on an SY-by-SY basis.

a. When the sponsor receives an eligibility notification regarding their dependent’s
enrollment in the NDSP, the sponsor is responsible for organizing the submission of school
invoices to the NDSP for payment. Options for payment include the following:

(1) Checking with the NDSP liaison at the sponsor’s post location to determine if a
procedure already exists for submitting invoices.

(2) Directing the school to send the invoice directly to the sponsor, who then forwards the
invoice to the NDSP.

(3) Paying the school directly and requesting a personal reimbursement from the NDSP.
(4) Directing the school to send the invoice directly to the NDSP.
b. If seeking reimbursement in some capacity, the sponsor must submit one of the following
forms: a service provider reimbursement form (Enclosure 7); a parent/sponsor reimbursement
form (Enclosure 8); a home-based education reimbursement form (Enclosure 9); or, an SF 1164,

Personal Occupancy Vehicle (POV) reimbursement form (Enclosure 10).

2. INVOICE PROCESSING AND PAYMENT.

a. Invoices are sent to one of three NDSP mailboxes (ndsp.invoices.europe@hg.dodea.edu;
ndsp.invoices.americas@hg.dodea.edu; or, ndsp.invoices.pacific@hqg.dodea.edu). Each mailbox
lists numerous countries; each country is assigned to an individual NDSP Analyst. NDSP
Analysts are responsible for accessing their respective mailboxes on a daily basis to process
newly received invoices.

b. Prior to an invoice being paid, the NDSP Analyst accesses the NDSP WWS to review the
sponsor’s Date Eligible for Return from Overseas (DEROS), the overall SY payments-to-date,
and the dependent’s assigned DSSR rate. If the sponsor’s DEROS date is active and the overall
payments-to-date do not exceed the DSSR rate, the NDSP Processing Analyst reviews the
invoice to determine if the category for payment is authorized.

c. When it is determined an invoice can be paid, the NDSP Analyst enters a new transaction
on the school’s homepage in the NDSP WWS. The NDSP Analyst provides the following
information from the invoice: NDSP invoice number; NDSP invoice date; date invoice received,
date invoice processed; SY;; fiscal year (FY); foreign currency; payee invoice number; payment
basics; certifying official (CO); and, payment prepared by.
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ENCLOSURE 3

NDSP INVOICE PROCESSES

d. Once this is completed, the NDSP Analyst records the invoice payment in the payment
field for the appropriate child.

(1) The NDSP Analyst exits the payment field and a gray check mark appears, indicating
that the transaction has been recorded.

(2) If the NDSP Analyst is ready for the NDSP Processing Analyst to review and finalize
the payment, the NDSP Analyst clicks on the gray check mark so that it turns red.

e. When this action is completed, the school invoice is uploaded into the child’s file with the
corresponding invoice humber.

3. FINALIZING VOUCHERS.

a. Red check marks in NDSP WWS alert the NDSP Accounting Analyst that the invoice is
ready for review and finalization. The NDSP Accounting Analyst is responsible for reviewing
and verifying an invoice payment by using NDSP WWS.

b. The NDSP Accounting Analyst locates invoices for processing in NDSP WWS.

(1) The NDSP Accounting Analyst accesses the Data Maintenance tab in NDSP WWS,
clicks on the Transaction Look-up link, and selects “Ready but not Finalized” from the
Transaction Status dropdown menu. NDSP WWS displays the vouchers waiting to be finalized.

(2) Transactions can also be searched in NDSP WWS by currency, NDSP Processing
Analyst, date processed, and SY.

c. The NDSP Accounting Analyst accesses the Funding Detail Sheet (FDS) (Enclosure 11)
and compares the information with the invoice documentation. The NDSP Accounting Analyst
verifies the following information:

(1) The funding details and documentation match the invoices and costs associated with
the payee.

(2) The voucher details documentation includes a complete address (in the “Payment To”
field) and banking information (in the “Payment By” field).

(3) The currency and exchange rate. If a payment goes to a school and a foreign bank,

payment should be made in the foreign currency and the exchange rates should be noted on the
voucher.
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ENCLOSURE 3

NDSP INVOICE PROCESSES

(4) The dollar amount is displayed in the SF 1034, “Public Voucher for Purchases and
Services other than Personal” (Enclosure 12).

d. Once verified, the NDSP accounting Analyst submits the payment package (the FDS and
SF 1034) to the DoDEA HQ Chief, Accounting Branch for review, approval, certification, and
dated signature.

e. The NDSP Accounting Analyst stores all documentation on the shared drive. The
documents are filed by sponsor and invoice number.

4. DISBURSEMENTS.

a. Once the DoDEA HQ Chief, Accounting Branch approves the payment package, the
NDSP Accounting Analyst has three options for sending disbursements. Payees can be
reimbursed by the Defense Finance and Accounting Services (DFAS) or the bank; by an
embassy or fund cite; or, by the Navy Disbursing Office.

(1) A bank/DFAS payment generates an FDS and SF 1034.
(2) Anembassy/fund cite payment generates an FDS and certified voucher (Enclosure 13).

(3) A direct payment by the Navy Disbursing Office generates an FDS and an SF 1034
without the banking information.

b. The NDSP Accounting Analyst sends the above documents to the appropriate payment
activity, and e-mails the payee or NDSP Liaison regarding the payment.

c. The NDSP Accounting Analyst is responsible for establishing the accrual and accounts
payable (AP) in NDSP WWS, which creates an accrual batch that is uploaded to DoDEA
WAAS.

(1) From the NDSP WWS homepage, the NDSP accounting analyst accesses the automatic
“Upload to File Server” tab and generates an accrual batch.

(2) A text file must be created for all accruals in a given date range. The NDSP
Accounting Analyst clicks on “Create a Text File.” This file represents all of the obligations for
a particular date.

(3) NDSP WWS generates a batch number so the funds can be easily uploaded to DoDEA
WAAS.
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ENCLOSURE 3

NDSP INVOICE PROCESSES

(4) The NDSP Accounting Analyst saves the report in a text file format to the shared drive
before uploading to DODEA WAAS.

d. On a weekly basis, the NDSP Accounting Analyst runs a report comparing the payments
in DODEA WAAS to the NDSP WWS to determine accuracy and to identify which payments
have yet to be disbursed.

(1) Should the NDSP Accounting Analyst identify discrepancies during the review
process, he/she coordinates with the appropriate payment activity to resolve.

(2) The NDSP Accounting Analyst documents all discrepancies and corrective actions
taken on the reconciliation report; signs and dates the reconciliation report; and, submits the
report with all supporting documentation to the supervisor for approval. The supervisor reviews,
signs, and dates the reconciliation report.

(3) The NDSP Accounting Analyst retains all reconciliation reports and supporting
documentation on a secure shared drive for at least six years and three months. (See Reference

(@)
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ENCLOSURE 4

NDSP REFUND PROCESS

1. DFAS REFUNDS: FOREIGN CURRENCY.

a. Prior to a sponsor departing his/her post location, or upon the sponsor withdrawing the
dependent from an NDSP funded school, he/she is required to notify:

(1) The school a dependent is attending. The sponsor must check with the school to
determine if a refund is forthcoming and notify the NDSP;

(2) Your NDSP Liaison; and

(3) The NDSP Office at NDSP.Administration@hq.dodea.edu.

b. If arefund is forthcoming, using DFAS’ Foreign Currency User Guide, the NDSP Analyst
develops a letter detailing reimbursement information based on the school and country.

c. Once the school receives the reimbursement letter, the school completes the bank action.
d. DFAS sends a mass e-mail to numerous customers, including the NDSP Analyst,
regarding recent reimbursements. The NDSP Analyst identifies which reimbursements belong to

them.

e. After receiving the reimbursement notification e-mail from DFAS, the NDSP Analyst
creates a Credit Detail Sheet (CDS) (Enclosure 14). To create the CDS, the NDSP Analyst:

(1) Identifies and accesses the school in the NDSP WWS.
(2) Initiates accounts receivable (AR) information.
(3) Applies the appropriate credits to the student’s name in NDSP WWS.
(4) Records the refund in NDSP WWS.
f. The NDSP Analyst sends the CDS to DFAS.

g. On a weekly basis, the NDSP Analyst accesses DoODEA WAAS to verify the
reimbursement has been credited appropriately.

(1) The NDSP Analyst revises the pre-established query in the Procedure Editor so it

reflects the line of accounting (LOA) sent to DFAS. Once the NDSP Analyst revises the query,
he/she runs the report and locates the reimbursement.
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ENCLOSURE 4

NDSP REFUND PROCESS

(2) After verifying the reimbursement amount in DODEA WAAS, the NDSP Analyst
finalizes the CDS and creates the SF 1131, Cash Collection Voucher (CCV) (Enclosure 15).

2. DFAS REFUNDS: AMERICAN DOLLARS.

a. When a refund in American dollars is due to NDSP, then NDSP sends the school a letter
with the appropriate bank information and payment details. Once the school receives the
reimbursement letter, the school completes the bank action.

b. The NDSP Analyst accesses the Collection Information Repository (CIR) Bureau of the
Fiscal Service’s Web site (Reference (i)). The NDSP Analyst uses the application to run a query
to determine if the funds have been refunded.

c. If the funds have been refunded, the NDSP Analyst sends the file and the CDS with the
LOA to DFAS.

3. REIMUBRSEMENTS VIA CHECK.

a. If aschool requests a reimbursement payment be made to the NDSP in a check format,
the NDSP Analyst e-mails the school the following directions: “If you cannot do an electronic
fund transfer (EFT), please make your check payable to the ‘U.S. Treasury’ and send it to: The
Department of Defense Education Activity, 4800 Mark Center Drive, Suite 05F09-2, ATTN:
DoDEA Chief, Accounting, Branch, Alexandria, VA 22350-1400.”

b. When the NDSP Analyst receives a check, he/she records the check in NDSP WWS;
documents the check in the SF 1131; creates a CDS; and, records the check on a spreadsheet.

c. The NDSP Analyst submits the SF 1131 and the check to the DoDEA HQ Chief,
Accounting Branch. He/she will ensure the NDSP Analyst has a copy of the check.

d. The DoDEA HQ Chief, Accounting Branch sends the information to the appropriate
office, depending on the currency.

(1) European currency. Send information by FedEx to the Chief, RMD-Europe for
endorsement purposes and forwarded to DFAS-Europe (Kaiserslautern) for processing.

(2) Asian currency. Send information by FedEx to the Chief, RMD-Pacific for
endorsement purposes and forwarded to DFAS-Pacific (Japan) for processing.

(3) American dollars. Send information to the DoDEA HQ Chief, Accounting Branch at
DoDEA HQ for endorsement purposes and forwarded to DFAS-Indianapolis for processing.
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ENCLOSURE 4

NDSP REFUND PROCESS

4. FEUND CITE/EMBASSY PAYMENT.

a. The fund cite/embassy liaison provides a reimbursement document to the NDSP Analyst.
b. The NDSP Analyst records the reimbursement information on the NDSP spreadsheet.

c. When the funds reach DoDEA WAAS, the NDSP Analyst updates NDSP WWS to reflect
the reimbursement. The NDSP Analyst also creates a CDS and SF 1131.

d. In the case of securing refunds from sponsors who have submitted fraudulent information
to the NDSP and who have received payment based on this information, a debt letter will be
provided to the sponsor from the NDSP requesting reimbursement. If the sponsor does not
refund the NDSP within sixty days, a debt collection package will be provided to the Defense
Finance and Account Services (DFAS) Debt and Claims Management Office (DCMO) as per
Reference (k).

e. A sponsor must notify DoDEA of their departure by referring to Enclosure 4.1 (DFAS
REFUNDS: FOREIGN CURRENCY) and 4.2 (DFAS REFUNDS: AMERICAN DOLLARS).
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ENCLOSURE 5

DODEA SF 610

APPLICATION FOR ENROLLMENT IN A NON-DOD SCHOOLS PROGRAM
FOR SCHOOL YEAR —

PRIVACY ACT STATEMENT

AUTHORITY: Sections 321-832 of Title 20, and E.O. 8337

PRINCIPAL PURPOSE[S): The primary use of thic information iz by Department of Defenze Education Activity {DoDEA] officials to:

im} determine the eligibility of children to attend these cchools: (bl make arrangements for education and payment made, ac required:

ich schedule children for trancportation: and (dl monitor cpecial education services required by and received by the student.

ROUTINE USEIS): Additional dizclozure of germane information iz authorized to other officials of the Department of Defence requiring
informaticn for oparation of the Departmeant {including defence invectigative aganciss and recruiting officialz). Routine dicclosure of certain
informaticn iz suthorized cutcide the Depatment of Defence. The cponcor'c nams, rank, and branch of cervice may be raleaced to former
students for the purpoce of organizing reunion activitiss. The "Elankst Routine Uzec™ cat forth at the beginning of the Office of the Secretary
of Defence’s compilation of cystamsz of recordc notices, sc publiched at http://www.defancelink.mil'privacy/noticaciocd’, apply to thic cyctem.
DMSCLOSURE: Voluntary; however, failure to provide the requested information may delay or result in the denial of educetional benefits for the
depandent of the individusl requested to complete this form.

PART | - TO BE COMPLETED BY THE SPONSOR

Under the provisions of DoDEA Regulation 1035.1, request that the following command spomsored dependent be authorized to
enrcll in the following non-Dol school:

1. NAME OF NON-DOD SCHOOL DESIRED TO ENROLL fincivde City and Countryl 2.a. ENROLLMENT START b. GRADE IN SCHOOL
DATE (¥Y¥¥YMMDD)

3.a. STUDENT MNAME (Lasr, First, Middle Initiall b. DATE OF BIRTH (¥ ¥ ¥¥YAda00)
4.a. DID ¥YOUR CHILD RECEIVE SPECIAL EDUCATION OR 504 ACCOMMODATIONS AT THE PREVIOUS SCHOOL? YES MO
(¥ Yes, artach copy of IEF or 504 Flan.} b. IS5 YOUR DEPENDENT ENROLLED IN EFMP? YES NO
5. SPONSOR INFORMATION
a. NAME (La=r, First, Middie lnitial) b. SOCIAL SECURITY NUMEER
c. RANK/GRADE/SERVICE d. DEROS e. MAP/FMS/SAD
YES ]
f. UNIT NAME AND MAILING ADDRESS g. LOCAL MILITARY MAILING ADDRESS (if different from .}
h. DUTY TELEPHONE NUMEER i. HOME TELEPHONE NUMEBER j- UNIT FAX NUMBER

k. E-MAIL ADDRESS

l. NAME AND LOCATION OF NEAREST DOD SCHOOL

m. ISTANCE FROM SPONSOR'S PLACE OF RESIDENCE TO n. DISTANCE FROM SPONSOR'S PLACE OF RESIDENCE TO
MNEAREST DOD SCHOOL f&dies) NON-DOD SCHOOL (Miles)

6. SPONSOR'S CERTIFICATION

| certify that the above information iz true and correct to the best of my knowledge. | also certify that the dependent named in ltem 3 is
command sponsored. | will notify the NDSF Program Manager in caze of withdrawal of my dependent prior to the end of the term.

| understand that | am responsible for any costs incurred that are not approved for payment by DoDEA.

{Atrach copies of Sponsor's PCS orders, Reimbursement of Transportation Experses and Verification of Eligibility Forms.)

a. SIGNATURE OF SPONSOR b. DATE /¥Yr¥ainon)

FART Il - TO BE COMFLETED BY THE COMMANDER

7. COMMAMNDER ENDORSEMENT

a. COMCUR b. DATE /YYrr&WoD) | c. TELEPHONE NUMBER d. TYPED NAME (Las:, Firss, Middlie iniimi)
NON-CONCUR
&=. RANK/GRADE f. UNIT/APO/FPO g. SIGNATURE

PART Il - TO BE COMPLETED BY THE NON-DOD ELIGIBILITY OFFICER

B.a. APPROVE b. DATE /YY¥Y¥&WOD) c. TYPED NAME OF NON-DOD ELIGIBILITY | d. SIGNATURE
OFFICER (Last, First, Middle fnitiei)

DISAPPROVE

DoDEA Form 610, APR 2004 LOCAL REFRODUCTION AUTHORZED
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DoDEA PG 14-PGRMD-014

ENCLOSURE 6

DODEA FORM 620, PRE-SCREENING QUESTIONNAIRE

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
EDUCATIONAL PRE-SCREENING QUESTIONNAIRE

STUDENT'S NAME GRADE o Male o Female

Sponser's Name Phone:

Dty Home
Primary Email

Alternate Email Country

FRIVACY ACT STATEMENT
AUTHORITY: 10 U.5.C. 2184, 20 U.5.C. 821-932; and Dol Directive 1342.20
FRINCIFAL FURPOSE: The information will be used within the Department of Defense (Do) Educadon Activity and Dol to determins
Educational programs and inferventions required o meet individual stodent needs. This inchades programs idenfified for students receiving gifted
education, English as a Second Lanzuage, special education, 504-disability or at risk services.
ROUTINES USE(S): In addition to the disclosures generally permitted under 5 U7.5.C. 532a(b) of the Privacy Act. this record or mformation
contained therein may be disclosed outside the Dol 25 a routine use pursuant to 3 USC 552a(b)(3) and the DeD “Blanket Routine Uses,”
described at the bepinning of the Difice of the Secretry, DolyToint Staff compilation of systems of records notices, located ar:
DISCLOSURE: Disclosure fo the Dol of the information requested on this form is voluntary; but faikare to provide all requested mformation
may result in the delay or denial of smdent services.

To benter undersrand the educanonal needs of vour child please complete and remrn. Sponsors or parents are
asked ro answer all guesnons and sign the ferm.

1. Gifted Education:
Has your child been formally assessed for Gifted Education? OYe: ONo
My child was found eligible for gifted education. O ¥es ONo OMNA

2. Englizh as a Second Language (ESL):
Does vour child speak a language other than English in the home? O Ve O Mo

Iz Enghish your child’s primary language? OYes ONo
Iz there an adult who speaks a language other than English at home? 0 Yes O Mo
My child has received ESL services. OYes ONo

L

Additional Services:
Has vour child received remedial reading instruction? 0 Yes O Mo
Has vour child received remedial math instruction? [ Yes ONo

4. Specal Education Individual Education Program (TEF):
Has your child been previoushy assessed for special education? O Tes O Mo

My child has an active IEP. OYes ONo
5. Exceptional Family Member Program (EFMF). Check ONLY one box below:

My child was screened and was enrolled in EFMP. O Yes

My child was screened and and did not require EFMP enrollment. [ Yes

I am active military but my child was not screened. O Yes

Iam a crvilian sponsor. EFMP 15 not appheable. O Yes

6. 504 Accommodation Plan (non-special education assistance):
My child previously received educational assistance or accommoedations in 2 504 Plan. O Ye: O Neo
My child has a current 504 Plan. OYes ONo

Sponsor’s Signature Date (MMDDYT YY)

DoDEA ND5SP 620 Worksheet, January 2013
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ENCLOSURE 7

DoDEA PG 14-PGRMD-014

SERVICE PROVIDER REIMBURSEMENT FORM

THE NON DEPARTMENT OF DEFENSE SCHOOLS PROGEAM (NDSP)

Provider's Name:

Student’s Name (One form per student.):

Provider's Country:

PROVIDER REIMBURSEMENT FOR SERVICES RENDERED

Please attach receipts for all services listed.
ETT Information Request must be on file prior to reimbursement. (DFAS Processing Only).
Funds going to an American Bank Account must be in dollars
Enter exchange rate on the date service was provided. Use hit

www.oanda.com/currency/convertery,

Date of
Service

Duration of
Service

Description of Service

Local
Currency
Amount

*Exchange
Rate

(If
applicable)

=*.5.
Amount

(If
applicable)

TOTAL REIMBURSEMENT REQUESTED:

I certify that this claim is true and correct to the best of my knowledge and belief and that payment or credit has not been
received by me.

Pavee Signature:

Date:

Sponsor Signature:

Date:

Page 1

The information requested on thiz form is required under provisions of 31 U.5.C. 82b an 82¢. for the purpose of dishursing money. The information requestad is to  identify the
particular creditor and the ansounts to be paid. Faikure to fimnish this information will hinder discharge of the payment oblization.
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DoDEA PG 14-PGRMD-014

ENCLOSURE 8

PARENT/SPONSOR REIMBURSEMENT FORM

THE NON DEPARTMENT OF DEFENSE SCHOOLS PROGEAM (NDSP)

PARENT NDSP SPONSOR CLAIM FOR REIMBURSEMENT

Sponsor’s Name: Sponsor’s Country:

Dependent’s Name (One form per dependent.):

+ Please attach receipts for all services listed.

+« ETT Information Request must be on file prior to reimbursement. (DFAS Processing Only).

+ Funds going to an American Bank Account must be in dollars

+ FEnter exchange rate on the date service was provided or the date the invoice was paid. Use

http://www.oanda.com/currency/converter/.
Date of | *Code | Duration of Description Local *Exchange ==L5.
Service Service Currency Rate Amount
Amount (I (If
applicable) | applicable)
TOTAL REIMBURSEMENT REQUESTED:

| CODE KEY I
[1. Tuiton [2J OneTimeFees | 3. Tramsporation | 4. Special NesdsFess [ 5. Supplemental Services (Tutoring, Assessment etc) | 6. Other |

I certify that this claim is true and correct to the best of my knowledge and belief and that payment or credit has not been
received by me.

Sponsor Signature: Date:

I ——.y(

Page 1
The information requested on this form is required under provisions of 31 U.5.C. 82b an 32c, for the purpose of dishursing money. The information requested is to  identify the
particular creditar and the amounts to be paid. Failore to fiumizh this information will hinder dizcharge of the payment oblization.
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DoDEA PG 14-PGRMD-014

ENCLOSURE 9

HOME-BASED REIMBURSEMENT FORM

THE NON DEPARTMENT OF DEFENSE SCHOOLS PROGRAM (NDSP)

SPONSOR REIMBURSEMENT FOR HOME-BASED EDUCATION

Sponsor’s Name: Sponsor’s Country:

Dependent’s Name (ONE FORM PER CHILD):

* Please attach receipts for all materials listed.

» EFT Information Request must be on file prior to reimbursement if processed by the Defense Finance and
Accounting Services (DFAS).

e TFunds going to an American Bank Account must be in dollars

* Enter exchange rate on the date purchases were made. Use http:/www.oanda.com/currency/converter’/.

Grade Subject Area/Book Title/Materials C]};:,t‘:}q_ *%ct];n(—'i%e m;:}n? Cat
Level Amount applicable) applicable)
SHIPPING
TAX
TOTAL THIS PAGE
TOTAL REIMBURSEMENT REQUESTED:

I certify that this elaim is true and correct to the best of my knowledge and belief and that payment or credit has not been
received by me. All materials are age/grade appropriate and are for the sole purpose of the education of my child.

Sponsor Signature: Date:

1

Page 1
The information requested on this form is required under provisions of 31 U.5.C. 82b an 82¢, for the purpose of disbursing money. The information requested is to  identify the
particular creditor and the amounts to be paid. Failure to fumish this information will hinder discharge of the payment obligation.
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ENCLOSURE 10

DoDEA PG 14-PGRMD-014

SF 1164, POV REIMBURSEMENT FORM

CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES
ON OFFICIAL BUSINESS

1. DEPARTMENT OR ESTABLIEHMENT, EUREAL, DIVISIDN OR OFFICE

Z. WOUCHER NUMEER

3. ECHEDULE HUMEER

fead the Frivacy Act Statement on the back of this form.

5. PalD BY

. MAME jlogs Sz ol bl

b SOCIAL SECURITY HO.

c. MAILING ADDREES (loclucls ZIF Code)

4. CLAIMANT

. OFFICE TELEPHONE HUMEER

6. EXPENDITURES [If fare claimed in col (g} exceeds charge for one person, show in col. (k) the number of additional persons which accompanied

fhe claimant. |

ATE Show boproprite code io col. b

A - Local travel

B - Telephons or telagraph, or
C - Other axpenses [itemized]

D - Funeral Honors Detail
E - Spacialty Cars

6| wiLEszE FaRE =zs.

AMOUNT CLAIMED

ADD | TIPS AHD
MEECEL-

mo oo

(Explain axpendifures in spacific detad )

&
E

el FROM

e TQ

OR TOLL SOME| LAMEDUS

# 5] thi fi

I additional space is reguired continue on the back.

EUETOTALS CARFIED FORWARD FROM THE

BACK

7. AMOUNT CLAIMED (Total of cols. (#], (gl and fil.) ’5

TOTALS

=

. This claim iz approved. Long distance telephone calls, if shown, are certified

= necessary in the interest of the Govemment. Wote: flong distance calis
are included, the sporoving official must have besn suthorized in writing. by
the head of the department or agency fo so cartify (31 US.C. 630al)

Sign Origimal Oniy

!
!
|
|
|
|
|
|
[
I
n

10. | certify that this claim is true and comrect to the best of my knowledge and
bzlief and that payment or credit has not besn recsived by me.

Sign Origimal Only

DATE

CASH PAYMENT RECEIFT

&. DATE RECEIVED

e ARSDUNT

CLAMANT
E3N HERE
DATE 11.
APPROVIGG u. PATES [Signsturel
DFFICIAL
‘EW3N HERE
O, This clasm is certified comect and proper for payment.
Sign Qriginal On

AUTHORIZED = e llr
CERTIFYING DATE 12. PAYMENT MADE
OFFICER
W3l HERE EW GHEGE ND.

ACCOUNTING CLASSIFICATION

Dol Owerprint 472002

20

STANDARD FORM 1164 iRew. 11-T71
Prezcrized by GEA, FPMR ICFR 410 101-7
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DoDEA PG 14-PGRMD-014

ENCLOSURE 10

SF 1164, POV REIMBURSEMENT FORM

8. EXPENDITURES - Continuad

DATE Show sperapcate code i el (b WILEAGE AMOUNT CLAIMED
c A - Local travsl D - Funeral Honors Cetail RaTE
2 B- Telaphons or telsgraph, or E - Spacialty Cars ADD | TIPS AND
13 ? C - Other sxpsnses (itemized] ] MILEAGE FARE PER- MISCEL-
- (Exgiain expendifures in specific dedad. ] ::Lé:: OR TOLL SONE|  LANEOUS
ol & e FROM fal T i) ) il P, i

Total 2ach colwmn and enter on the fron?, subtotal fine. h-

In complisnce with the Privacy Act of 1974, the following information is provided: Sclicitstion of the information on this form is suthorized by 5 U.S.C. Chapter 57 sz
mplemented by the Federal Travel Regulations IFFMA 101-7), E.O. 11609 of July 22 1971, EO. 11012 of March 27, 1962, E.0. 9397 of November 22, 1943, and
26 UES.C. 60110 and 6109. The primary punpose of the reguested information is to determine payment or reimbursement to eligible individuals for allowable travel
and/or other expenses incwred under aporogriste administrative authorizetion and to record and maintsin costs of swch reimbursements to the Goverment. The
nfonmation will be wsed by Federal agency officers and employees whe heave a need for the information in the performance of their official duties. The information may
be disciosed to sppropriste Federal, State, local, or foreign sgencies, when relevant to civil, criminal, or requlatory investigstions or prosecutions, or when pursusnt to
a reguirement by this agency in connection with the hiring or firing of an employes, the issuance of a security clearance, or investigations of the performance of official
duty while in Govemment service. Your Social S=curity Account Mumber (S3M is solicited under the authority of the Internal Rewerue Code (26 U.S.C. 6011061 and
6109} and E.O. 9397, Novembar 32, 1943, for use as & taxpayer andior employes identificstion number; discloswrs is MANDATORY on vouchers claiming payment or
reimbursement which is, or may be, taxable ncome. Disclosure of youwr SSM and other requested information is voluntary i all other mstances; howewsr, failurs to
provide the information iother than 33N} reguired to support the claim may result in delay or loss of reimbursement.

DoD Owsrprint 472002 STANDARD FORM 1164 Esck (Revw. 11-77)
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DoDEA PG 14-PGRMD-014

ENCLOSURE 11

FDS EXAMPLE

Non-DoD Schools Program (NDSP) — Funding Approval Detail Sheet — SY: 2012/2013

Please be advised that on 12-Dec-2012 the attached payment has been submitted to the Defense Finance and
Accounting Service (DFAS) for payment. Funds should reach your bank account in the next 20 to 25 business days.
PLEASE RETAIN THIS MEMO FOR YOUR RECORDS IN ORDER TO RECONCILE THE DFAS
PAYMENT WITH THE STUDENT(S) NAME INDICATED ON THIS FUNDING DETAILS SHEET.
Please reply to this message if you have any questions or if this information is not correct.

Payment To: YA-02 John A Doe Date: 12-Dec-2012
CMR 409, Box 365 Invoice Number: 11076
APO, AE 09053 Payment By: Bank Transfer
Germany Bank Name: Service Credit Union
SLO: Smith, Sally Routing Number: XXXXXXXXX
DoDDS-E Garmisch Account Number: XXXXXXXX
Germany
FY: 2013
Student(s) School Grade  Approved One-Time Fee DSSR Costs Total
Doe, John A Cranbrook School 11 Yes 0.00 2,104.04 2,104.04
Total (USD) 0.00 2,104.04 2,104.04

Line of Accounting:
9730100.6010 P1900 6019 2529 DEND3008900000 049451 $2,104.04

Daily Rate Used: $ = 1.000000 USD

William Anderson
Accounting Officer

22
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DoDEA PG 14-PGRMD-014
ENCLOSURE 13

CERTIFIED VOUCHER EXAMPLE

Emndard Form 1034 VOLCHER MO
Revzed October 1557 PUBLIC VOUCHER FOR PURCHASES AND
Drepariise Uy
1TFM 4-2000 SERVICES OTHER THAN PERSONAL
LS. DEFARTMENT, BUREAL., OR ESTASLIEHMENT AND LOCATION DATE WOACHER FREFARED BCHEDULE NO.
CONTRALCT NUMEER AND DATE FAIDEY
REQUISITION NUMEER AND DATE
PAYEE'S — —
MAME DWTE INVOICE RECEIVED
AND
ADDRESS DESCOUMT TERME
|— J FAYEES ACCOUNT NUMESR
EHIFFED =moM TO WEIGHT GOVERMUENT EL NUMEER
_ DATE OF ARTICLES DR BERVICES NI FRICE AMCUNT
HUMEER AND DATE ol ] B - } QAN
cromen | SIS | e ke e e ) S T
oS shestis] Freemant {Payee must NOT use the space below) TOTAL
EATENT:
[] mrowe APPROVED FOR - EXCHANGE RATE o DIFFERENCES
[ cowper= T
[ resmac
S Arount werified: comect for payment
[ Frocress TTLE { Signature or inifiais)
[ Apvance
Pursuant to authority wested in me, | certify that this woucher is comect and proper for payment.
(Diate) {Authorzed Certfiing Officer) 2 (Trtle)
ACCOUNTING CLASSIFICATION
£ | CHECK NUMBER OM ACCOUNT OF LS. TREASURY CHECK NUMBER OM (Name of bank)
|
- [cAsn DATE PAVEE *
¥ |5
1. Win staked in forsign cumency, Insart mame of CUTERCY. FPER
Z H e abliEy o cerify and aufhordty bo approve are combined In one person, one signafure only is pecessany; offenwise the approving
oeerwill sign In e space povided, cver bis officisl fhe
3. Wrn 3 voucher ks necsipted I the name of 3 company of ooporation, the name of e person 'eriing e company or oomonshe TITLE
Feame, 35wl 2 T capadity In wiich he signs, must appewr. Sor sxample: "John Do= Company, per Johm Smith, Secmtany”, or
Trezmars”, 3z the case may be.

Previous edition usable MNSM T540-00-000-2234

PRIVACY ACT STATEMENT
The Information Feguested on Bhis form s nequined under the: provisions of 31 ULE.C. E2b and S2c, for e purpose of disbursing Federal
money. The Information requesied is io identy T particular creditor and e amounts o be pakd. Faliune b furmish this infomation wi
hinder discharge of the payment obilgation
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DoDEA PG 14-PGRMD-014
ENCLOSURE 13

CERTIFIED VOUCHER EXAMPLE

Department of Defense Education Activity
4040 North Fairfax Drive
Arlington, VA 22203-1635

17-Jan-2013

MEMORANDUM FOR FISC Yokosuka DET Hong Kong, Ship Support Office
ATTN: Ms. Sarah Smith

SUBJECT: Payment Authorization

Authorization is hereby granted to your local disbursing office to make the following payment:

Payee Invoice Number Invoice Date

MSG Robert Roberts 11630 16-Jan-2013
USOLA Hong Kong

PSC 461, Box 23

Hong Kong, Hong Kong 96521-0006

Invoice Item(s) Invoice Amount Amount Authorized
One Time Application Fee usD 348.44 USD 348.44
Total usD 348.44 USD 348.44

School Year Student(s) Grade Amount Authorized
2012/2013 Roberts, Robert 11 USD 348.44
Total Payment Authorized: usb 348.44

| ACCOUNTING CLASSIFICATION

9730100.6010 P1900 6207 2529 DEND3004700000 049451 $348.44
| Verifying Official Certifying Official
John Johnson William Anderson
Financial Analyst Accounting Officer

| certify that the services are properly chargeable to the
above appropriation.
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ENCLOSURE 14

CDS EXAMPLE

DoDEA PG 14-PGRMD-014

Non-DoD Schools Program — Credit Detail Sheet — SY: 2013/2014

Credit From:

Credit By:

Currency In Which

Credit Was Received:

FY 2013

Student(s)

Smith, Ann
Smith, George

Thomas, Sarah

Kwajalein Range Services/LLC

4975 Bradford Drive
Suite 600

Huntsville, AL 35805-1929

Kwajalein Atoll
Check

Check Number: 324674 Smith & Thomas
Check Date: 13-Mar-2014

US Dollars
School Grade One-Time DSSR Total
Fee Costs
Kwajalein George Seitz KN 000  -2.09027  -2.090.27
Elementary School
Kwajalein George Seitz KN 000  -2.09027  -2.090.27
Elementary School
Kwajalein George Seitz KN 000  -2.09027  -2.090.27
Elementary School
Total (USD) 000 -627081  -6,270.81

Line of Accounting: 9730100.6010 P1900 6224 2529

DEND3005100000 049451 APC9799DA; DP197 $ -6,270.81
Daily Rate Used: $ = 1.000000 USD

CREDIT DETAILS BY STUDENT

William Anderson
Accounting Officer

Smith, Ann

Tuition — Partial Year (-2,090.27) = USD -2,090.27

Smith, George

Tuition — Partial Year (-2,090.27) = USD -2,090.27

Thomas, Sarah

Tuition — Partial Year (-2,090.27) = USD -2,090.27
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ENCLOSURE 15

SF 1131, CCV

DoDEA PG 14-PGRMD-014

CASH COLLECTION VOUCHER

DISBURSING OFFICE COLLECTION VOUCHER NUMBER

RECEIVING OFFICE COLLECTION VOUCHER NUMBER

ACTIVITY (Mame and Location)

RECEIVED AND FORWARDED BY (Printed Mame, tile and signature)

ACTIVITY {(Mame and Location)

DISBURSING OFFICER (Printed Mame, title and signature)

DISBURSING STATION NUMBER

DATE RECENVED SUB

TO COLLECTION
PERIOD: From To
DATE NAME OF REMITTER DETAILED DESCRIPTION OF
RECEIVED DESCRIPTION OF REMITTANGE PURFOSE FOR WHICH AMOUNT

COLLECTIONS WERE RECEIVED

Dated

Amount:

Check Number

School Year

Student(s):

TOTAL

ACCOUNTING CLASSIFICATION (REV. T-65) (NAVY OVERPRINT) - SHOW ZEROS WHERE ACCOUNTING DATA NOT REQUIRED.

BUREAL CONT.| AUTH. FROFERTY
sw:: g._R,S:E ';E'E?F:“EAD %ﬂ;‘? AND SUBALLOT.| AGCTG. | TYPE | ACCTG. | COST CODE AMOUNT
NO. ACTIVITY ACTIVITY
(EXCHANGE RATE: = §$1.00)
TOTAL |

DD Form 1131 (Mechanized)
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AP
AR

CCvVv
CDS
CIR
CO

DDESS/DoDDS-Cuba

DEROS
DFAS
DoD
DoDDS
DoDDS-E
DoDDS-P
DoDEA
DoS
DSSR

EFT

FDS
FY

HQ

IEP
ISS

LOA
NDSP

PCS
POV

RMD
SF

SOR
SY

DoDEA PG 14-PGRMD-014
GLOSSARY

PART I. ABBREVIATIONS AND ACRONYMS

Accounts Payable
Accounts Receivable

Cash Collection Voucher

Credit Detail Sheet

Collections Information Repository
Certifying Official

Domestic Dependent Elementary and Secondary Schools (and Cuba)
Date Eligible for Return from Overseas

Defense Finance and Accounting Services

Department of Defense

Department of Defense Dependents Schools

Department of Defense Dependents Schools-Europe

Department of Defense Dependents Schools-Pacific

Department of Defense Education Activity

Department of State

Department of State Standardized Regulation

Electronic funds transfer

Funding Detail Sheet
Fiscal Year

Headquarters

Individualized Education Plan
Instructional System Specialist

Line of Accounting
Non-Department of Defense Schools Program

Permanent Change of Station
Personal Occupancy Vehicle

Resource Management Division
Standard Form

Student Online Registration
School Year
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USAFRICOM
USCENTCOM
USEUCOM
USNORTHCOM
USPACOM
USSOUTHCOM

VO
VOR

WAAS
WWS

DoDEA PG 14-PGRMD-014
GLOSSARY

U.S. Africa Command
U.S. Central Command
U.S. European Command
U.S. Northern Command
U.S. Pacific Command
U.S. Southern Command

View Only
View Only Rights

Washington Headquarters Services Allotment Accounting Services
World Wide System

PART Il. DEFINITIONS

1. CO. The CO certifies vouchers for payment.

2. 1SS. The ISS reviews and approves students for supplemental and/or special education

services.

3. NDSP Accounting Analyst. The NDSP Accounting Analyst finalizes payments and

downloads text files to send to DFAS or the embassies for disbursement purposes.

4. NDSP Analyst. The NDSP Analyst reviews and processes invoices for payment. The WWS
is used for housing and processing invoices.

5. NDSP Processing Analyst. The NDSP Processing Analyst processes registrations to

determine the eligibility of sponsor’s dependent for the NDSP. The SOR is used for determining

eligibility.

6. SOR. An application that is used by sponsors to apply to the NDSP. The NDSP Processing
Analyst reviews documents in the SOR to determine the eligibility of a dependent for the NDSP.

8. View Only (VO). The VO will be able to view the Liaison and Sponsor Portal, but will not

be able to make or accept changes on either the portal or the WWS.

9. VO Rights (VOR). The VOR will be able to view and modify the Liaison and Sponsor

Portal, and will be able to make changes on either the portal and/or the WWS.

10. WWS. A system used to house documents and process invoices.
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