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EXECUTI VE SERVI CES

DEPARTMENT OF DEFENSE DEPENDENTS SCHOOLS
REGULATI ON SYSTEM TRANSM TTAL

SUBJECT : DS Regul ation 7100. 2 - Change 1

| NSTRUCTI ONS  TO RECI PI ENTS
The fol  owi ng pen-and-ink change to DS Regul ation 7100.2, “Budget Execution,”

July 18, 1989, has been authorized:
Stepéanie Roger s

Change DISTRIBUTION to “X'.
Acting Chief

Executive Services Division

DI STRIBUTI ON: X



DEPARTMENT OF DEFENSE

OFFICE OF DEPENDENTS SCHOOLS
2461 EISENHOWER AVENUE
ALEXANDRIA, VIRGINIA 22331-1100

FI SCAL DI VI SI ON AL 18 9% DS REGULATION 7100. 2

DEPARTMENT OF DEFENSE DEPENDENTS SCHOCLS
BUDCGET EXECUTI ON

References: (a) OMB Circular A-34, “Instructions on Budget
Execution”, August 1985 _

(b) DoD Directive 4000.19-R “Defense Regiona
Interservice Support (DRI'S) Regul ation,”
March 1984

(¢) DoD 7110.1-M *“Budget Cuidance Manual,”
July 1988 o

() DS Regulation 7100.1, “Budget policies and
Procedures, "July 5, 1988

(e) DS Admi nistrative Instruction 7205. 3,
“Est abl i shnent Review and Validation of

Gobligations ,“ April 25, 1989
A PURPCSE
The purpose of this regulation is to establish policy
and responsibilities for execution of the Departnent of

Def ense Dependents Schools (DoDDS) Operations and
Mai nt enance budget.

B. APPLI CABI LI TY AND SCCPE

The provisions of this regulation apply to all
Depart ment of Defense Dependents Schools FDOD&Q
adm ni strators.

C. DEFI NI TI ONS

1. Budget Execution. The inplementation and
adm ni stration of the approved operatlng budget during the
budget year and acconplishment of the mission within
aval | able resources wthout creating over-obligations and/ or
overexpenditures. Included in the process is the
al l ocation, obligation, expenditure, and reporting of the
resources utilized.

2. Manager. An individual who supervises or controls
a function or activity (region, district, division, branch,
section, or school? and is responsible for control of
financial, material, and/or personnel resources.
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3.  Resources. Dollars, manpower, naterial and
facilities available to carry out the mission of DoDDS.

D. POLI CY

1. Each DoDDS manager is responsible for the
effective, efficient, and econom cal use of all resources
made available to his or her organization. The extent to
whi ch each manager directly influences the budgeting,
al l ocation, conposition, and distribution of these Tesources
depends on the degree of centralization of authority. The
degree of centralization is determ ned by the m ssion needs,
the resources involved, and the managerial environment.
Regardl ess of the level of centralization, managers are
directly involved and responsible for managi ng the resources
available to them

2. Some resources may appear to be cost-free assets in
the view of the school-1evel manager, because this nanager
may not either control the determnation or allocation of
t hese resources or may not have the authority to change the
mx of the total resources allocated. In these instances,
the manager’s principal responsibility is to ensure that
these resources are used in the nost cost effective manner.
Managers need to be aware of the conposition of the total
resources of their organization.

3. There are ﬁositive means by which a nanager may
directly influence the effectiveness, efficiency, an
econony of the resources used. The individual nanager
assists in budget fornulation and resource allocation by
recommendi ng the best mx of resources to secure the nost
efficient use of available resources. Each manager shoul d
take an active part in the fornulation and execution of
operating budgets.

4. Managers at each |evel should be aware of the cost
of operation within their area of responsibility. It is not
necessary that the manager have control of the allocation of
t hese resources or the method of their distribution.

However, know edge of such costs enhances the manager’s
awar eness of areas in which econom es may be effected by
prudent managenent. It also enhances the opportunity to
make decisions where costs could be avoided or other
Qriorities m ght be funded by re-ordering such priorities.

his policy applies to all resources: ol lars, manpower,
material, and facilities.

5. Once approved, the budget becomes the financial
plan for the operation of DoDDS during the fiscal year.
ol igations should be incurred in accordance with the
financial plan. Major object class (first two digits)

variances of 5 percent or nore fromthe approved budget nust
be explained by the applicable DoDDS budget office.
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6. Recurring support/services contracts, non-recurring
contracts, and interservice support agreenents (ISA's) wll
be reviewed periodically in accordance with the follow ng
guidelines. Al contracts, single or nulti-year, with a
dol lar value, or estimated dollar value, of $50,000 or nore,
wi || be reviewed by DoDDS staff prior to being awarded or
validated for continued sgggort In outyears. Contracts
val ued at $25,000 to $49,999 nmay be reviewed informally. if
éhesgature of the support or services makes it advisable to

o SO

a.  Recurring contracts. DoDDS nust provide a
statenment of work on which specifications may be based at
the time the contract requirement is initiated or validated.
Prior to the award or renewal of a contract, the contracting
of ficer should provide DoDDS with an opportunity to review
the contract specifications and the associated costs.

h. Non-recurring contracts. \Wen a requirenment for
support or services will result in a contract, DoDDS nust
provide a statenment of work to the contracting office
agai nst which to generate the contract specifications. The
contracting officer should provide DoDDS with an opportunity
to review these specifications as well as the associated
costs prior to contract award.

c. Statenents of work should be defined in such a
way that the contracting officer will be able to generate
the contract specifications to assure that:

(1) The desired results can be acconplished.

_ _ (2) A contractor can provide the goods and/or
services in the nost cost effective nmanner

_ (3) In cases of a contract for services, the
desired results are neasurable.

d. Al requests for increases to the cost
estimates of contracts shall be reviewed to ensure that:

(1) The increase is thoroughly justified.

_ ~(2) The scope of the contract has not been
i ncreased without the know edge or concurrence of DoDDS

e. Al contracts shall be reviewed to ensure that:

(1) The goods and/or services have been
correctly descri bed.



, .~ (2) The scope of the contract neets the
requirenents in the statenent of work.

_f. Periodically, each region shall ﬁerform _
conparative anal yses of 'simlar contracts within the region
to 1dentify any which may be too costly.

. Support or services provided under |SA's wll
be fornaIP reviewed during the required | SA review as
specified by reference (b) at the mdpoint of its termor
every 3 years, whichever 1s sooner. A conplete review of

al | categories of supgort, cost factors, and workyears of
effort is required. hat review shoul d consider (1) whether
or not there has been a change in the support required, and
(2) what factors may have contributed to a decrease in costs
by 5% or an increase of 5% above what is considered a
reasonabl e inflation factor. In addition, questions should
be addressed to the supplier when workyears change w thout a
concom tant change in required supﬁort services or costs of
sal aries increase beyond that which can be contributed to a
cost of living increase. A review may be acconplished at
any time, if costs for any support category exceed plus or

m nus 5% of the established estimate. [If in-house support
converts to contract support for any category, a cost
conparison should be obtained fromthe supplier prior to
acceptance of the conversion. Those support categories

whi ch are high cost categories and subject to frequent
fluctuations in costs or methods of support are accounting
and finance (AB), civilian personnel servicing (AQ ,
custodi al support (AF), transportation (AO, utilities (AP),
cyclical maintenance and repair (AW, and rental |eases
(BT). These should be reviewed at |east annually on an
informal basis and formally if there are significant changes
either in the nethod of support or their costs (either in
wor kyears or dollars)

h. Al billings shall be reviewed to ensure that:

(1) The goods and/or services have been
received.

(2) The charges are correct.
E. RESPONSI BI LI TI ES
1. Director, DoDDS, wll:

a. Ensure that each regional director is _
eval uated on his/her region’s performance in the execution
of the budget.

b. Ensure that each regional director includes
performance elements for budget execution in each manager’s
apprai sal .
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c. Ensure that each O fice of Dependents
School s (ODS) manager is evaluated on utilization of
resources Under his/her control.

2. The Chief, Fiscal Dvision, ODS, wll:

a. Establish policies and guidelines for the
execution of budgets.

b. performreviews and anal yses to ensure the
effective and economical utilization of DoDDS funds.

. C. Erovide gui dance to ODS staff for the purpose
of review ng budget execution at regional and district
of fices, and schools, during TDY.

d. Coordinate budget execution reviews with the
DoDDS Internal Review Ofice.

e. Performreviews of all contracts initiated at
ODS to ensure that costs are reasonabl e. Unsubst ant i at ed/
excessive costs will be referred to appropriate parties for
further review,

- f.  Ensure that budgets are executed as planned.
Al'l variances of nore than 5 percent fromthe approved
budget within major object classifications are justified.

3. Regional directors wll:

_ a. Establish policies and guidelines for the
execution of Regional budgets.

b. Performreviews and analyses to ensure the
most effective and economical utilization of regional funds.

c. Ensure that the regional budget is executed as
planned. Justify to ODS all variances of nore than 5
percent from the approved budget w thin major object
classification (two digit object class) each quarter

d. Ensure that all billings for contracts

(incl udi ng ISA’S% are reviewed to ensure that costs are
reasonabl e and the goods and services were received.
Unsubst ant i at ed/ excessive costs will be referred to
appropriate parties for further review

_ e. Ensure that each nanager is evaluated on
hi s/ her performance in the execution of the budget.

4,  DoDDS managers at all levels wll:

_ a. Ensure that all resources are effectively an
econonmically utilized.



b. Ensure that resources under his/her contro
are used for the purpose for which the resources were
aut hori zed.

c. Ensure that all prograns are operated in the
most cost effective manner possible.

d. Review all billings for contracts (including

ISA's) to ensure that costs are reasonable and the goods and
services were received. Unsubstantiated/excessive costs wll

be referred to appropriate parties for further review

e. ldentify areas under his/her purview which are
inefficient and/or not cost effective. Take action to
correct those deficiencies which can be corrected |ocall
Report those areas which nmust be resolved at higher levels
to the appropriate individual.

F. EFFECTI VE DATE AND | MPLEMENTATI ON

This regulation is effective 60 days after date of
publication. ~ Forward two copies of inplementing issuances
to the Director, DoDDS, within 90 days for approval prior to
publ i cati on.

Jphn L. Stremple
Director
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DEPARTMENT OF DEFENSE

OFFICE OF DEPENDENTS EDUCATION
4040 NORTH FAIRFAX DRIVE
ARLINGTON, VA 22203-1635

MEMORANDUM FOR CDE DI VI SION CHI EFS

SUBJECT:  Policies/ CGuidelines for Processing Funds Authorization
Docunent (FAD) Requests and Special Project Budget
Request s

In accordance with Dependents schools Regulation (DSR) 7100.2,
Budget Policies and Procedures, he follow ng policies and
gui delines are established and effective inmmediately.

Pol i cy: Funds Aut hori zati on Docunment (FAD) requests wll be
submtted on the standard format at attachment 1. FAD requests
must be submitted in duplicate (original formprovided to the
Chief, Fiscal Division and a copg stanped “copy" submitted to
Carol Beck). FAD requests nust be submitted to the Fiscal
Division by the 5th of each nmonth and will be processed by 15th
of the nonth. Requests to nove funds between special projects
wll be submtted in duplicate (as stated above) using the format
at attachnent 2. Budget will present requests to cabinet for
approval .

Cui dance:
Fill out Section I of FAD Request Form as foll ows:

--Pl ease ensure that programtitles match the program code
speci fi ed.

--"Total” colums shoul d bal ance to each other. Please
round dollars to the nearest thousand.

--Review | atest accounting reports to ensure availability of

funds. If funds are not available when the Budget branch
receives the request, it will be returned to you, so noted
in Section Il, Block 1.
After the FAD request has been processed, Budget will fill in
Section Il and return to the requestor. This will take the place

of the cc:mail response you now receive.
Plans to automate this formusing PerformPro Filler are in

the works and updates to these procedures will be provided as
necessary.

DODDS--Helping All Students Achieve



|f you have any questions or coments, please call
Carol Beck at 696-3856/57/58, ext 119.

ﬁichard b{ Szot

Chief, Fisccal Division

cc :

European Transportation
Internal Review Ofice
CAPSE

Associate Director
Procurenment Division
DGSC Liaison Office



OFFICE OF DEPENDENTS EDUCATION
FUND ALLOCATION DOCUMENT (FAD) REQUEST

SECTION |
O: CHIEF, FISCAL DIVISION DATE:
FROM (DIV): POC:
PHONE #: ext.

1. Please transfer funds via FAD no later than the 15th.

PROGRAM PROGRAM IF DGSC,
10 CODE TITLE SPECIFY CODES AMOUNT
TOTAL:
ORG PROGRAM PROGRAM
FROM CODE CODE TITLE AMOUNT
TOTAL

2. Reason:

3. | have reviewed accounting reports, and sufficient funds are available.

(DIVISION CHIEF SIGNATURE BLOCK)

£ SECTION I E

TO BE COMPLETED BY BUDGET BRANCH
Reviewed by Fiscal Div Chief Reviewed by Chief, Budget
BLOCK 1 — REQUEST BEING RETURNED FOR THE FOLLOWING REASON: Date:

Insufficient Funds Incorrect Program Code

BLOCK 2 — REQUEST PROCESSED:
Funds Available: Date of Verification:
FAD LOG Number: Amount Processed:

Date Processed: Processed By:




OFFICE OF DEPENDENTS EDUCATION

SPECIAL PROJECT BUDGET REQUEST

SION
N
e

SECTION |

FROM (DIVISION): PROJECT OFFICER:

PURPOSE OF REQUEST REPROGRAMMING APPROVAL
(CHECK ONE)
UNFUNDED

PROJECT NAME:

PROJECT NUMBER:

DESCRIPTION:

JUSTIFICATION:

COST DETAIL FY FY FY

TDY/tRANSPORTATION
RENTS/COMMUNICATIONS
TRAINING/CONTRACTS
SUPPLIES
EQUIPMENT

TOTAL

ARE FUNDS AVAILABLE FOR TRANSFER? YES NO

F YES, TRANSFER FROM:

REQUESTOR SIGNATURE

R R Sl S R N A

SECTION i

JATE OF CABINET REVIEW:
'ROJECT: APPROVED: DISAPPROVED: DEFERRED:
F APPROVED, AMOUNT: FY $

FY $

FY $

FUNDS TRANSFERRED FROM:

CHIEF, FISCAL DIVISION (Signature and Date):




