CHAPTER 9
FISCAL/LOGISTICS

9000.  GENERAL

1.  The natural tendency of a Commanding Officer is to concentrate his attention on achieving mission.  This occurs because the effort to achieve quota is what generates pressure. The ability to achieve quota is the measure of the RS's success or failure.  Also, achieving quota, with the attendant activities, is the dynamic part of a recruiting officer's job.  You must not, however, make the mistake of giving only cursory attention to the financial and logistical aspects of your assignment.  If you do, you may find yourself faced with the following unpleasant situations:


a.  An unauthorized /commitment purchase.  This occurs when anyone other than an authorized individual obligates the government and government money to procure goods or services.


b.  An inadequate facilities budget.  Without careful attention to future facility needs a poorly prepared Corps of Engineers recruiting facility budget will be submitted.  The facilities budget is planned one year in advance. A grace period of thirty to sixty days will be given prior to execution of the facility program for any necessary adjustments.

2.  The Commanding Officer must delegate authority to discharge the logistical functions involved in support of recruiting operations to subordinate members of the RS staff.  Management by exception is then practiced.  However, there is never a point where the Commanding Officer safely can ignore the very real requirement to know the status of all accounts.  He must ensure that the RS staff is properly discharging all of their functions, and that all requirements are being effectively met.


a.  Cognizance over RS fiscal and supply functions will normally be assigned to the Executive Officer.


b.  The Executive Officer should be thoroughly knowledgeable with the contents of this chapter and should provide all support possible to the Commanding Officer in monitoring and supervising these important areas.

3.  Throughout this section, reference is made to letters of appointment and the use of checklists.  The Commanding Officer and Executive Officer cannot afford to be ignorant of a requirement, or fail to institute procedures that will serve to keep them apprised of the RS financial and logistical status.


a.  It is incumbent on you, as the Commanding Officer, to verify that all required letters of appointment or other delegations of authority are properly and promptly prepared.


b.  You must also be familiar with the actions you must take in case of any changes in custodian or authorization in order to safeguard accounts.

4.  As the Commanding Officer, you should recognize that although you are charged with the responsibility for the fiscal management of the RS, expenditures are largely at the discretion of a recruiting force that is dispersed over a wide area.


a.  Every one of your recruiters has the ability, to some degree, to create obligations.


b.  The RS could not function without this authority being given to recruiters.  However, as the financial manager, you must periodically check to detect and prevent any abuses.  Some ways this can be done are:



(1)  Check the RSS telephone bills to determine the basis for equipment charges and to identify any undue number of calls being made to numbers outside the RSS area.  Often there will be extra, nice to have, equipment being installed in RSS's, e.g., automatic dialers, caller ID, call waiting, 900 blocks, that escalate costs, or long distance non-business/after hours calls being charged to the account.



(2)  Compare vehicle mileage to GSA gas bills to identify vehicles with abnormally low MPG results.



(3)  Check for any vehicles with abnormally high repair bills, or

vehicles with new equipment, such as tires, that do not correlate to the known operating mileage of that vehicle.



(4)  Establish a simple running account, by recruiter, to check monthly recruiter out-of-pocket expense (ROPE) claims.




(a)  ROPE reimbursements are not intended to be more than 

$75.00 a month, except in the rarest of circumstances.  Any claim for reimbursement that exceeds $75.00, must be fully supported and approved by the District Comptroller for payment. Any claim for reimbursement will be fully supported by receipts or certified statements attached to the reimbursement voucher.  Any claim will be denied in its entirety when the voucher is not supported by the receipt or a statement as to why one could not be furnished.




(b)  A review should be instituted at the RS to audit, at 

random, Out-of-Pocket claims of recruiters who appear to have an improbable consistency in their claim levels, e.g., $70.00 - $75.00 every month.



(5)  Establish an audit verification process for citidirect check writing.  (If the District authorizes the RS to utilize citidirect check writing.)



(6)  Review monthly citidirect and unit (RS) credit cards for abuse.

5.  Recruiting duty has great flexibility, far beyond that normally experienced by an officer serving with the operational forces.  It is a job, however, that requires personal attention in all areas of command responsibility.  The following paragraphs provide basic information to assist in gaining knowledge of how logistics operations should be conducted and how they can be effectively managed.

9001.  SUPPLY
1.  General

a.  The Commanding Officer is designated as the Responsible Officer for the RS.  As such, he is responsible for the care, safeguarding, maintenance,  issue, recording, and disposition of all government property assigned.


b.  The District Commanding Officer will appoint, in writing, the RS Commanding Officer or the RS Executive Officer as Responsible Officer.

2.
Appointments

a. In the discharge of your responsibilities, you will be assisted by a Supply Chief and an Assistant Supply NCO.  In addition to these assigned  personnel, the District will appoint individuals, in writing, to the following positions:



(1)  Approving Officials (usually the Executive Officer)

(Primary & Alternate)




(2)  Audit and Verification Officer (Primary & Alternate) (for accommodation checks)



(3)  Government wide Commercial Purchase Card – Appointing the Supply Chief/Clerk and giving them the authority and limits to purchase items for the RS.



(4)  Personnel filling the above positions are considered agents for 

the Government and their appointing letters must be maintained on file for a period of not less than five years after the date they cease to serve.  The formats for the appointing letters are contained in Marine Corps User’s Manual for Organic Property Control (UM 4400-15), Appendix B. 



(5)  Recruiting Station Commanding Officers, Executive Officers and all Supply Personnel are required to complete Ethics/Standards of Conduct training annually or when joining the unit.

3.  Property Control


a.  The District Commanding Officer signs a NON-FMF Allowance letter annually telling the RS’s what they must account for.  All material charged to the RS (< furniture with a dollar value of $2500.00 or > and related items) will be listed on a Mechanized Allowance List (MAL) supported by Consolidated Memorandum Receipts (CMR) maintained by the RS Supply Chief.


(1)  Incident to appointment of an individual as a Responsible 

Officer (RO), a requirement exists to conduct a physical inventory of all property on charge at the Headquarters and each Recruiting Substation (Recruiting Substation ROs are responsible for their respective PCS/TRF).




(a)  This inventory will be conducted in company with the outgoing Responsible Officer.




(b)  Listed items should be checked for quantity and serviceability.


 

(c)  Adjustments to the CMR/records (gains/losses) must be reported to the RS Supply Chief.  Supporting documentation must be provided to explain any loss of property.




(d)  Since the new Responsible Officer will be held liable once he signs a new CMR issued as a result of this joint inventory, it is recommended that he/she physically sight each item of property.  A check of receipts for quantities on charge to outlying facilities without actually viewing the item(s) is not recommended.

(2)  Furniture and related items are non-CMR material and are not 

maintained on the individual CMRs.  An SL-3 list can be created for each RSS listing furniture items under one TAMCN for serviceability/replacement purposes.

(3)  The Commanding Officer must establish positive controls on this 

material and establish a permanent record of assets on hand as follows:




(a)  Appoint in writing, the NCOIC of each Recruiting Sub-Station, as the Responsible Officer of their particular areas.

(Duties and responsibilities of a Responsible Officer are outlined in MCO P4400.150__, Page 2-5, Para 2002.)




(b)  Direct the Recruiting Station’s Supply Chief to conduct quarterly CMR reconciliation’s or semi-annual upon written approval (UM 4400-124, page 3-2-8), or upon assignment of a new R.O.




(c)  The Responsible Officer has 15 working days after receipt of a new CMR to verify the property listed and report, in writing, any discrepancies to the Recruiting Station Supply Officer.



(4)  Unserviceable/Serviceable excess property will be disposed of in accordance with current Marine Corps regulations and local disposal site procedures.

4.  Purchasing Procedures

a.  Definitions


(1)  Delivery Order.  A delivery order is an order for supplies placed against an existing Government contract with a commercial firm.



(2)  Purchase Order.  A purchase order is an order to purchase supplies/services from commercial firms when there is no Government contract in existence.


b.  Delivery Orders.  RSs no longer have purchasing authority all delivery order requests are submitted to the District Supply section for execution of purchase.



(1)  A delivery order may be used to order supplies/services from a firm operating under an existing government contract up to a limit of $25,000 per order. Examples of such government contracts are:




(a)  Office furniture




(b)  Office machines




(c)  Photographic supplies/duplicating supplies




(d)  ADPE Equipment excluding desktops and laptop computers



(2)  Normally, an order for goods or services of a value of less than $100 will not be accepted by a firm under government contract.


c.  Purchase Orders.   RSs no longer have purchasing authority all purchase order requests are submitted to the District Supply section for execution of purchase.



(1)  A purchase order is issued to order supplies/services on the 

open market when there is no existing Government contract with a firm for that or any similar item.




(a)  The cost of the goods/services may not exceed $25,000 (or warrant threshold).




(b)  If a firm is outside the local area and one delivery 

cannot be made, or a credit card purchase cannot be made, then a purchase order may be used for any amount from $1 to $25,000.  Examples of such orders are:





1  Rubber stamps for administration





2  Advertising



(2)  Any items costing more than $2,500 must be ordered through the competitive bidding process.




(a)  Three firms (if available) must be solicited for bids on the items to be bought.




(b)  Bids may be obtained in writing or verbally.




(c)  All bids must be put into writing and maintained on file with the purchase order to support the purchase. (vendor abstract)





1  Goods of foreign manufacture will not be purchased 

without prior approval from District/CMC.  Point of manufacture, not distributorship, etc., is the controlling factor if an item is foreign-made.  Refer to the current edition of MCO P4200.15__ for details on purchasing foreign made products.





2  The procedures for initiating, preparing, and executing a delivery order (DD 1155) apply to purchase orders.

5.  Awards
The annual recruiting award ceiling is $8,000 per recruiting station and $10,000 per District Headquarters.  In the officer program, the annual recruiting award ceiling is $500 per Officer Selection Team (OST).  Reference manuals are NAVSUPINST 4200.85__, NAVSUPINST 4200.94__, and MCO 4200.15__.

6.  Common Errors in Purchasing

a.  Use of the IMPAC Government Credit Card to make unauthorized purchases, e.g., Christmas trees, Christmas cards, payment for labor, etc.


b.  Ordering local newspapers by telephone instead of issuing a Purchase Order.


c.  Buying items on a purchase order from a local firm when the same items were a mandatory purchase on a Federal Supply Schedule contract.


d.  Failure to obtain bids on items costing over $2,500 when procured with a purchase order from a local source.


e.  Buying foreign products without District/CMC approval.


f.  Assignment of improper Procurement Instrument Identification Number (PIIN) to the Purchase/Delivery Order (DD 1155).  (Refer to MCO P4200.15G)


g.  Failure to include all required information on the purchase request document.


h.  Issuing a Purchase Order (DD 1155) for procurement of an item, but, upon receipt of the material and the bill, making payment by a Public Voucher (Navcompt 2277) instead of certifying the original DD 1155 for payment.


i.  Not including the two required subscription clauses on Purchase/Delivery orders (DD 1155) issued for newspapers and periodicals. (Refer to MCO P4200.15__ and MCO 5604.2__.)

7.  Training Sessions and Travel Held in Conjunction with Celebrations

a.  Training sessions and travel held in conjunction with celebrations, award ceremonies, and other informal or formal functions are authorized as long as the responsible commanding officer makes certain that the government incurs no additional cost such as increased transportation expenses, lodging, meals, per diem, workdays lost, etc., as a result of attending the function. Further training should only be scheduled at a location and time justified by mission requirements consistent with economical use of resources.  Training conferences must be conducted within the recruiting area of the sponsoring activity.


b.  Training and travel cannot be held in conjunction with functions previously identified if the training is held at a location (i.e., city) that is not in the command’s same geographic area of responsibility, or in a location that could  have the appearance of being extravagant, or in a location where another major event, (such as MardiGras) is taking place during the same time frame.  The Marine Corps must avoid giving any impression of impropriety.


c.  LTCOL SPOSATO WILL WRITE A PARAGRAPH ON THE M.C. BALL

8.  Supply References

a.  The following Marine Corps Orders contain all the information necessary to properly discharge your supply functions:



(1)  MCO P4200.15G - Marine Corps Purchasing Procedures Manual.



(2)  UM 4400-15 - Marine Corps Users Manual for Organic Property Control.


b.  District Directives will contain details on local procedures and provide additional guidance on supply matters.


c.  A Guidebook for Commanders (NAVMC 2599-AO4) provides a comprehensive overview of basic supply procedures, fiscal principles, and maintenance responsibilities.

90O2.  FISCAL
1.  General Policies

a.  The Commanding Officer of a recruiting station is a Planning Estimate Holder for a portion of the District operating budget.  He is responsible for ensuring that funds under his control are obligated and liquidated with prescribed directives.


b.  The Commanding Officer is responsible for the planning and execution of the RS's budget.  In the planning phase, he will provide estimated requirements to the District supported by detailed justification.  As a Planning Estimate Holder, he is responsible to ensure that the RS does not exceed the authorized limitations. He should also closely manage funds so that any surplus can be identified early enough to allow reprogramming by the District Comptroller to fund other programs.


c.  The most frequent reprogramming occurs during the Midyear Review.  The Mid-Year-Review provides the opportunity for Planning Estimate Holders to identify surplus and deficiencies in their current budgets.  Deficiencies are limited to those unforeseen expenses due to cost increases, inflationary costs, ect.  Deficiencies in operational funds may be addressed with justification, as required.


d.  In addition to District fiscal directives, other financial management references that would assist the Commanding Officer in obtaining efficient fiscal management knowledge are:



(1)  DoD 7000.14-R (Financial Management Regulation - Travel Policy and Procedures)



(2)  MCO P7300.9 (Financial Guidebook for Commanders)



(3)  MCO P4200.15__ (Marine Corps Purchasing Procedures



(4)  MCO P4400.22 (Marine Corps Supply Manual)

9003. MOTOR TRANSPORT
1.  Source of Vehicles.  Vehicles used by the Recruiting Service come from two sources:


a.  The General Services Administration (GSA).  Vans, sedans, and station wagons will generally be leased from GSA.  The purpose of these vehicles is transportation in support for the recruiter.


b.  Commercial.  Vehicles may be leased from commercial sources on a short-term basis (less than 30 days) to fill temporary deficiencies in those areas where the deficiencies cannot be filled by GSA.  In no case will commercial leases be used to exceed the authorized number of vehicles as established by HQMC (Code LP2).  Authority to lease commercially will be obtained from the District Commanding Officer.  Any commercial lease of a vehicle in excess of 30 days must be approved by CG, MCRC (Code C).

2.  Management

a.  Safety.  Loss of recruiter time and exorbitant repair costs due to accidents can be prevented by an effective safety program and proper supervision of recruiters. Do everything possible to limit vehicle accidents.


b.  Public Interest.  The recruiting vehicle is a constant reminder of the presence of the Marine Corps.  An inordinate amount of time is spent by personnel at all levels answering congressional inquiries regarding the misuse of government vehicles.  Proper use will make vehicles an asset rather than a hindrance.


c.  Fuel and Servicing.  Fuel and servicing will be paid for with the credit card issued with each vehicle.  These cards may be used at GSA Interagency Motor Pool fuel points, and with most commercial distributors.  In the case of GSA vehicles the lowest fuel octane rating must be utilized.  Where available, self-service pumps must be used.  The current edition of MCO P11240.46 delineates necessary information for the maintenance of vehicles.  Marine Corps Bulletins in the 11240 series provide updates to maintenance management information.


d.  Energy Conservation.  Marine Corps policy dictates that all practical and prudent measures will be taken to conserve fuel.  Inclusive in this policy

is the requirement to adhere to speed limits.  Additional energy conservation tips are published by letter regularly.  Questions should be referred to the District Logistics Officer.


e.  Proper Use of Government Vehicles


(1)  One of the more serious problems in an RS is the misuse of government vehicles.  The RS Commanding Officer must ensure that recruiters understand the rules on the use of government vehicles in the performance of their official duties.  The RS policy must be specific in terms of drinking while operating a government vehicle; transporting family members (no matter how short a distance) in a government vehicle; and the use of government vehicles to transport anyone other than applicants to the MEPS, or in the performance of official duties.  Each Marine authorized to drive government vehicles should be required to certify in writing that he has been made aware of, and understands, these proscriptions.  These certifications will be kept in the Marine's training files along with a copy of his/her drivers license.



(2)  Domicile-to-duty.  IAW MCO 11240.106_, use of government vehicles to travel from domicile to duty is authorized only under certain extreme circumstances.  The Commanding Officer must clearly delineate what these circumstances are, and must pursue a policy of strict compliance with the regulations.  The RS Commanding Officer can authorize domicile-to-duty for only 24 hours.  The RS Executive Officer must maintain a log book to document these authorizations.  Request for permanent domicile-to-duty authorization must be approved by the District Commanding Officer.



(3)  Vehicle Upkeep.  Government vehicles are entrusted to the Recruiting Station.  Proper care of the vehicles is the responsibility of the recruiter.  Too often, recruiters assume no responsibility for the upkeep of GSA vehicles.  The result is dirty vehicles and vehicles improperly maintained.  The RS Commanding Officer must take an active interest in ensuring that washing and polishing of cars is a normal activity performed by the recruiters assigned a vehicle.  Failure to maintain a vehicle in good condition reflects adversely on the Recruiting Service.



(4)  Drivers Licenses.  In order to operate a government-owned or leased vehicle, a recruiter must have a valid drivers license.  Command Group members must periodically check recruiter's drivers licenses to ensure that they are current and valid.  An easy method to ensure all licenses are current is to maintain a copy of each drivers license.  Putting the expiration dates in a database will ease the process of determining whose license expires monthly.



(5)  Parking  




(a)  Periodically, GSA is notified by various city officials that recruiters driving their vehicles are abusing local traffic and parking regulations.  GSA then notifies the appropriate branch of service involved.  This embarassing situation leaves the impression that our recruiters believe they are above local laws.




(b)  Vehicle operators are directly responsible for the proper operation, care, and security of motor vehicles.  That includes compliance with all traffic laws pertaining to parking.  The vehicle operator is personally responsible for any fines imposed for traffic violations, including parking violations while on official business.  Failure to resolve parking violations reflects poorly on the character of the individual and the organization.  The Recruiting Command does not have an agreement, implied or written, with any local law enforcement agency overlooking the compliance of parking law.  The goal is to ensure there is not a negative image associated with the Marine Corps.



(6)  Dependent travel in government vehicles is not permitted due to:




(a)  The potential risk and liability to the Government in the event of an accident.




(b)  The negative public perception of fraud, waste, and abuse. 





(7)  The RS key volunteer coordinator can be authorized to drive a GOV if they are under orders to perform key volunteer duties.  Key volunteers are authorized to ride in a GOV if performing key volunteer duties.



(8)  All command recruiters are not authorized to drive GOVs.  

5.  Reports.  Reporting requirements for vehicles will be found in MCO P1100.71A (MPPM ADM), MCO 11240, and UM 4400-15.

9004.  RECRUITING FACILITIES
1.  Definitions

a.  Recruiting Facility.  A general term for any installation of the recruiting service below the District level charged with the responsibility for recruiting personnel for the Regular Marine Corps and the Marine Corps Reserve.


b.  Collocated Recruiting Facility.  Those recruiting facilities where two or more of the armed services occupy offices which are either adjacent or adjoining with separate entrances, grouped together in the same room or suite with a common entrance, or on the same floor of a building.


c.  Recruiting Station (RS).  A part of the recruiting organization under a Commanding Officer who exercises supervisory control over officer/enlisted recruiting operations with a specified geographic area.


d.  Officer Selection Substation (OSS).  A part of the recruiting organization assigned responsibility for officer procurement within a specific geographic area.


e.  Recruiting Substation (RSS).  A recruiting facility manned by one or more recruiters on a full-time basis 5 or more days per week) under the direct operational and administrative control of a Recruiting Station, supervised by a noncommissioned officer in charge, and assigned annual and monthly shipping quotas assigned by the RS Commanding Officer.


f.  Permanent Contact Station (PCS).  A recruiting facility manned on a full time basis (5 or more days per week) under the supervision of a non-commissioned officer in charge of a recruiting substation.


g.  Transient Recruiting Facility (TRF).  A recruiting facility manned on a part time basis.

2.  Leasing Space

a.  The leasing of new spaces for use as a Marine Corps recruiting facility involves funding by agencies external to the Marine Corps.



(1)  The costs of all leases are paid by the Corps of Engineers (CoE) or the General Services Administration (GSA), depending on the assigned area space coordinator.  GSA delegates authority to the CoE to lease space up to 25,000 square feet.  Space over this amount is leased by GSA.



(2)  Relocations directed by GSA or the lessor are identified as forced relocations.  Cost for such moves are paid for by CoE excluding telephone and furniture costs.  


b.  Before requesting authority to activate a new recruiting facility, several factors must be considered:



(1)  The cost of the lease.



(2)  Potential of the area in terms of the high school senior population/QMA, past production, and market quality.



(3)  Alternative methods available to effectively work the area, such as IRT'S, reapportionment of the area to existing facilities, etc.



(4)  The availability of the required personnel, vehicles, and furnishings to establish the facility from assets already assigned to the RS.



(5)  The DOD/GSA Occupancy Guide sets standards for determining space requirements.  Space will not be requested unless the Commanding Officer has the personnel required to fill that space.  An exception to this guidance could be the requirement for a TRF, but only if strong justification can be presented.


c.  The opening of new facilities based on anticipated production or the possibility of an increase in the number of recruiters should be avoided.  Each new location must be assessed on the basis of a demonstrated capability to increase productivity.

3.  Collocation

a.  Present policy is to collocate the recruiting facilities of the various services wherever possible, and especially when it is advantageous to the Marine Corps.  If collocation is not a viable option substantial justification must be provided to MCRC via the chain of command for approval from the Joint Recruiting Facilities Committee (JRFC) to break collocation.  If collocation will not enhance the Marine Corps recruiting posture, then substantial justification must be provided to break collocation.  The following procedures apply in collocated facilities:



(1)  The Department of Army (Corps of Engineers) is designated as the Executive Agent for collocation of recruiting facilities.



(2)  The District Logistics Officer serves as the RS representative on all facility matters.



(3)  The RS should have a long range plan that addresses the next three years.  The plan should take into account population shifts and demographics.   Annually, you will be notified by the District to participate in a collocation conference to discuss the next fiscal year's plan.  The RS representative at such meetings should be the Executive Officer and the Logistics chief.



(4)  You will need to be well prepared at the conference.  Having floor plans of existing facilities and proposed sites for relocations will help to get things done.  Every service is represented at the conference and quite a bit of work is accomplished on behalf of those that are prepared to take advantage of poorly prepared service representatives.

4.  Collocation Meetings 


a.  Recruiting facility actions are planned one year in advance.  Each fiscal year the RS will be notified by the District to participate in the collocation meeting hosted by the CoE.


b.  Controversial actions should be entered into "livelink" prior to the collocation meeting.  An example of a controversial action would be when two recruiting services desire to move from a facility and the other two recruiting services are opposed and wish to remain.

5.  Facility Changes

a.  Permission to open, close or relocate recruiting facilities must be obtained from your District before any action is taken.


b.  A report of the activation, deactivation, or facility status change will be submitted to the CG, MCRC (Code L) after the proposed action is effected.

6.  General Policy

a.  As a matter of policy, all recruiting facilities manned full-time should normally be operated as RSS's and assigned monthly and annual missions.



(1)  Every effort should be made to minimize fluctuation in recruiting facilities, i.e., changing from an RSS to PCS, and back to an RSS.  However, this should not inhibit Commanding Officers from re-designating facilities when such a decision is called for as a result of a structure analysis.



(2)  Re-designation from a RSS/PCS to a TRF needs prior approval from MCRC (G-4).  Recruiting Stations desiring to open a new TRF must obtain prior approval from MCRC via the chain of command.



(3)  The status of a recruiting location should not be based on the quality of the recruiter assigned.  If an area has the potential, the recruiter should be required to produce rather than change the status of the facility.


b.  Consult the DOD/Military Recruiting Facilities Program Space Management Guide dated August 2000, for the general criteria as to location, size, configuration, and space considered suitable for each type of recruiting facility.



(1)  You are required to inspect all facilities annually and enter your inspection results into the Recruiting Facilities Management Information System (RFMIS) which is a Corps of Engineers (CoE) database.  RFMIS provides all services with visibility of proposed facility actions.



(2)  Where CoE/GSA have been made aware of an unsatisfactory facility or of unsatisfactory conditions at a facility and the matter has not been resolved for an extended period of time, the matter should be referred to your District for action.  All contacts with agents of CoE/GSA should be in writing in order to ensure proper follow-up and to provide a record of your requests for action.  Avoid telephonic requests.


c.  Use of a recruiting facility must comply with the provisions of the lease.



(1)  Common areas of dispute are:




(a)  Installation of wall to wall carpeting, drapes or partitions.




(b)  Repainting of walls, or hanging of pictures.




(c)  Displaying signs in windows or outside the building.




(d)  Installing window air conditioners or electrical appliances. 




(e)  Free access to the facility after normal working hours.




(f)  Lack of janitorial services or inadequate utilities.



(2)  Alterations, additions, or permanent installations to leased space will not be made without prior approval of District, CoE/GSA, and the landlord.  Problems involving lease interpretation, janitorial services, space utilization, etc., will be referred to your District and the CoE/GSA for resolution.


d.  Require the NCOIC of each leased facility to maintain a listing of persons, to include address and phone number (home and business), who can be contacted in the event an emergency arises either during or after hours, e.g., plate glass front windows broken, flooding of facility, etc.  This list should include the landlord or his representative, and the CoE/GSA representative.


e.  The RS will maintain a record of all furnishings at each facility and budget to upgrade furnishings on a continuing basis.

7.  Areas of concern

a.  Recruiting personnel living in a recruiting facility.


b.  Alcoholic beverages being consumed within a recruiting facility.


c.  NCOIC/recruiters making unauthorized renovations to a recruiting facility (i.e. painting walls).


d.  Agreeing to vending machines in a joint recruiting facility without all services in agreement.


e.  Allowing a lease to expire without making prior arrangements for a replacement facility. 

9005.  Telecommunications
1.  Cellular telephones  MAJ Witzel will re-write this Part

a.  The purchase and use of cellular telephones for use by District and Recruiting Station Commanding Officers and Sergeants Major is authorized.  Exceptions must be authorized, in writing, by the District Commanding Officer.


b.  Reimbursement for cellular telephone charges is not authorized under Recruiter-out-of-pocket-Expense (ROPE).


c.  District Commanding Officers must provide written guidance on the appropriate use of cellular telephones to those authorized to have them.


d.  Adequate internal control procedures must be established to prevent mismanagement of the government vehicles.

2.  Pagers

a.  The purchase or rental of pagers for use by recruiting personnel is authorized.


b.  All pager equipment and servies must be properly handled via government contract approved at the District level.


c.  Individuals cannot claim reimbursement for use of pagers under the Recruiter Out-of-Pocket Expense (ROPE).


d.  Commanding Officers must determine their authorized users and establish written guidance on pagers and appropriate use to those authorized to have pagers.  Personnel authorized both a cellular phone and a pager should be kept to an absolute minimum.


e.  Internal control procedures must be established to prevent waste, abuse, and mismanagement of resources.

9006. INTERNAL CHECKLISTS
1.  Spot Checks.  The Commanding Officer should conduct periodic checks of supply operations and fiscal procedures to ensure the RS is in compliance with applicable directives.

2.  Supply

a.  Purchasing


(1)  Check that a Statement of Ethical Standards of conduct for the Purchasing Officer and the required certificate is being prepared each six months.



(2)  Check that the Purchasing Officer's appointing letter is on hand and that letters for previous Purchasing Officers are being retained on file.



(3)  Select a number of purchase orders/delivery orders and check the following items.




(a)  That there is a purchase request, approved by the Purchasing Officer prior to ordering the material, to support each purchase/delivery order.




(b)  For items costing more than $2,500, that three bids/soli- citations were obtained prior to the purchase of the item.  The solicitations must be attached to the purchase document.




(c)  For items of foreign make, verify that prior approval of CMC was obtained and is on file.




(d)  Check that a Procurement Instrument Identification Number (PIIN) was assigned.




(e)  Determine if any of the items were a mandatory purchase under a Federal Supply Schedule (FSS).




(f)  Check that payments are being made promptly upon receipt of the material.



(4)  Check the format of each purchase document for proper preparation.


b.  Publications


(1)  Verify that all required directives and publications are on hand.  Check the method used by supply personnel to identify, file, and maintain publications.



(2)  Verify that the checklist for directives, Marine Corps Bulletins 5215 series, is being worked every three months.



(3) Verify that supply personnel are validating stock lists every quarter by using the index of authorized publications SL-1-3.



(4)  Check on-hand stock lists for updating.  Selecting stock lists for which changes have been received and verify that the changes were made and entered on the record of changes page.


c.  Other Matters


(1)  Check the status of all outstanding requisitions.  A verified supply status should be received within 30 days. (Refer to Appendix L of MCO P4400.15 for supply status codes.)



(2)  Check the unit CMR quarterly.



(3)  Conduct an inspection of all ADPE/office machines and ensure that they are properly secured and maintained.

3.  Fiscal

a.  Fiscal Transactions


(1)  All transactions need to be followed from "cradle-to-grave".  Recruiting Station supply records need to be continuously reconciled with the official accounting records in SABRS, ensuring that:




(a)  All commitments are entered into SABRS as obligations.




(b)  The good or service is expensed when received.




(c)  The transaction is liquidated by DFAS within 60 days.



(2)  The following SABRS reports are necessary for reconciling accounting records:




(a)  M150: Unliquidated Orders Report (reconciled weekly).




(b)  M275: M&S Daily Transaction Report (reconciled weekly).




(c)  T265: Travel Order Number Report (reconciled monthly).




(d)  T147: Unsettled Travel Order Report (reconciled weekly).




(e)  E120: Unmatched Disbursement Report (reconciled weekly).




(f)  E240: IDB Unmatched Disbursement Report (reconciled weekly).




(g)  XR16: Fund Administrator Management Report (reconciled weekly).


b.  Fiscal Management


(1)  Conduct a general review of the fiscal program to include the Planning Estimate Letter (PEL), all Budget Change Requests (BCR's) approved, and the Fund Administrator (FA) Spend Plan by Cost Account Code (CAC).



(2)  Check the PEL and approve BCR's to verify total funds authorized by subhead and CAC.



(3)  Review the RS Spend Plan and ensure that all PEL's and amendments were entered.



(4)  Review document files for each CAC to ensure that transactions were posted under the correct CAC.



(5)  Determine if the amounts obligated under various CAC’s generally conform to the amounts budgeted.  If amounts are widely divergent, this is an indication of reprogramming.



(6)  Determine if the use of funds in a CAC, if different from the CAC the funds were budgeted and received under, is justified.  Reprogramming of funds from a recurring delivery-type CAC (telephone, gasoline, GSA sedan rental, etc.) should be done only after careful evaluation of actual expenses and projected requirements.  Some CAC’s such as postal and advertising cannot be realigned without District approval.

4.  Motor Vehicles

a.  Verify that Vehicle and Equipment Operational Records (Trip Ticket) are being received by the Supply NCO on all USMC owned vehicles.  Trip tickets must be maintained on file for 12 months.  Trip tickets are not required for leased GSA or commercial vehicles; however, the District or the RS may use them if desired.


b.  Using trip tickets or GSA mileage reports, conduct a miles per gallon analysis.  Match average miles per gallon ratios on similar type vehicles.  If any large variation is found, it is possible that a vehicle is in need of repair or there may be credit card abuse.
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