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MEMORANDUM FOR ALL MAJCOM/FOA/DRU/FM
FROM: SAF/FM

SUBJECT: Air Force Guidance Memorandum to AFI 65-601, Volume 1, Budget Guidance and
Procedures

1. By Order of the Secretary of the Air Force this Guidance Memorandum immediately
implements changes to AFI 65-601, Volume 1, Budget Guidance and Procedures. The purpose
of this memo is to provide policy clarification and election of appropriations concerning the use
of Air Force Operations and Maintenance (O&M) and applicable Air Reserve Components
(ARC) appropriations for support of activities performed by members or military technicians of
the ARC who are carrying out duties (Title 10 or Title 32) funded by ARC O&M or ARC
Military Personnel (MILPERS) appropriations. This memorandum also addresses scenarios
where a Regular Air Force (RegAF) member may be assigned to a Total Force Integration
position within an ARC organization. It does not address cost allocation policy for activities
involving organizations outside the Air Force or activities that Congress has centrally funded
through specific appropriations (e.g., joint exercises).! Compliance with this memorandum is
mandatory. To the extent its directions are inconsistent with other Air Force publications, the
information herein prevails, IAW AFI 33-360, Publications and Forms Management.

2. During the course of updating AFI 65-601, Volume 1 (16 August 2012), SAF/FMB - in
coordination with stakeholders - removed language which authorized the “mixing of resources”
between ARC and active component (RegAF) appropriations. There were three AFI references
affected: paragraphs 12.9.3 (RegAF), 15.2.4.3 (Reserves), and 16.2.3 (Guard). Each reference
was substantially similar to the following Air National Guard (ANG) provision: “You may mix
resources (workdays and/or travel costs) between the active Air Force and ANG appropriations
when it's clearly beneficial to the Total Force and mutually agreeable to both the ANG unit
providing the support and the active Air Force command requesting the support.” These
paragraphs were removed because they appeared to allow the use of appropriations based simply
upon mutual agreement and benefit, notwithstanding the purpose of the pertinent appropriations

! Where Congress has made specific provisions for funding, or authorized concurrent use of appropriations, no AF
election may be made. This is the case for certain Joint and Combatant Command (CCMD) exercises where funds
have been specifically and centrally appropriated to cover the costs of participation DOD wide. Examples include
the Combatant Commander Initiative Fund and Secretary of Defense’s Commanders Exercise and Engagement
Training Transformation (CE2T2) initiative.



involved and the nature of the activities being funded. We remain firm that components may not
elect the use of an appropriation based solely upon available balances, convenience, or mutual
agreement. Funding determinations must be based upon whether the activity concerned is a
necessary expense of a particular appropriation.

3. SAF/FM has received recent inquiries regarding whether the aforementioned AFI deletions
prohibit “mixed funding activities,” where personnel and O&M costs are funded out of the
appropriations of different components. It does not. The removal of the pertinent language was
intended solely to ensure funding decisions are based upon proper application of the “Necessary
Expense Doctrine,” adhering to the purpose of the applicable appropriations. Clarifying
guidance is hereby published in the Attachment, “Interim Guidance for Sourcing O&M
Appropriations for Certain ARC Personnel Activities.”

4. This Memorandum becomes void after one year has elapsed from the date of this
Memorandum, or upon publication of an Interim Change or rewrite of AFI 65-601, VVolume 1,
whichever is earlier. Questions or requests to consider additional appropriation election policies
should be forwarded to Mr John Uperti, SAF/FMB, DSN 225-0305, or Mr Michael Lueken,
DSN 224-8248.

Douglas M. Bennett
Principal Deputy Assistant Secretary
(Financial Management & Comptroller)

Attachment:
Interim Guidance for Sourcing O&M Appropriations for Certain ARC Activities



ATTACHMENT
Interim Guidance for Sourcing O&M Appropriations for Certain ARC Personnel Activities

This guidance provides interim policy concerning when Air Force, Operations and Maintenance
appropriations (RegAF O&M) may be used to support activities performed by members and
military technicians of the Air Reserve Components (ARC) who are performing duties (Title 10
or Title 32) properly funded by ARC O&M (for civilian salaries) or ARC Military Personnel
(MILPERS) appropriations. The guidance also addresses scenarios where a RegAF member
may be assigned to a Total Force Integration (TFI) position within an ARC organization. This
guidance applies to Chapters 12, 15, and 16 of AFI 65-601, Volume 1, Budget Guidance and
Procedures.

(ADDED) 12.9.3. Guidance for Sourcing O&M Appropriations for certain ARC personnel
activities.

(ADDED) 12.9.3.1. There is a presumption that, unless the circumstances fit into one of the
exceptions in the following paragraphs, the component whose appropriation is paying for an
activity’s personnel cost is also the component whose appropriation should cover the
associated travel and mission costs. This is because where there is a nexus between a
component and an activity, there is also a nexus between that activity and the component’s
appropriations. If a specific activity is a necessary expense of a component, then all costs for
that activity are usually necessary expenses of each applicable appropriation of that
component - including personnel costs (MILPERS or O&M civilian pay) and operations
costs (O&M). This presumption constitutes a general rule.

(ADDED) 12.9.3.2. Exceptions. In some cases, more than one appropriation may be
available to pay for the costs of an activity. When an activity is a necessary expense of two
appropriations and neither can be identified as the more specific, unless Congress has
explicitly authorized the use of multiple or augmenting appropriations, the agency must elect
the appropriation it will use. This generally occurs when an activity simultaneously supports
both an ARC mission requirement and a RegAF mission requirement. The distinct but
concurrent purposes of such activities, in conjunction with the mutually-exclusive purpose of
the potential supporting appropriations, mean that the Air Force must elect which
appropriation it will use. Once an election is made (as below), use of the appropriation
selected must be consistent and may not be changed without Congressional notice. The
following O&M election rules shall apply:

a. ARC Incidental Support of RegAF. Providing Operational Support in Active Duty
Training (ADT) or Full-Time National Guard Duty (FTNGD) status, including military
technicians conducting their primary ARC duties. Where an ARC member performing in an
ADT or FTNGD status (including initial active duty training, annual training, seasoning training,
pipeline, and other training duty in either Title 32 or Title 10 status) funded by a reserve
component (ARC MILPERS) is also simultaneously supporting a RegAF operational
requirement at the request of the RegAF, all associated travel and operational (O&M)
costs (non-personnel costs) shall be paid from the appropriate RegAF appropriation.




Similarly, where a military technician, performing training or engaging in their primary
ARC duties - Organize, Administer, Instruct or Train (OAIT), including repair of
equipment of the armed forces, funded by the ARC component, is also supporting a
RegAF operational mission at the formal request of the RegAF, all associated
operational costs (non-personnel costs) shall be paid from the appropriate RegAF
appropriation (use of ARC O&M appropriations is not authorized except for technician
payroll cost).?

b. TEITDY Costs — ARC Members/Military Technicians. In TFI or Air Force Associated
Units, ARC members or military technicians (whose personnel costs are funded from
ARC appropriations) shall have TDY costs funded as follows, based upon the purpose of
the TDY?3. Alternative use of funding is not authorized.

i. If the travel is to fulfill a requirement of the ARC, then the pertinent ARC

appropriations shall be used.

ii. If the travel has mutual benefit (ARC and RegAF) and representatives from each
component will participate, then ARC appropriations shall be used.

iii. If the travel has mutual benefit (ARC and RegAF) and the RegAF requests ARC to
represent both commands, RegAF O&M appropriations shall be used.

iv. If the travel is primarily for RegAF purposes, RegAF O&M appropriations shall be
used.

c. TFIUnit TDY Costs — RegAF Members. In TFI or Air Force Associated Units, RegAF
members (funded from RegAF MILPERS)* shall have TDY costs funded as follows,
based upon the purpose of the TDY. Alternative use of funding is not authorized.

I. If the travel is to fulfill a requirement of the RegAF, then the pertinent RegAF
appropriations shall be used.

ii. If the travel has mutual benefit (RegAF and ARC) and representatives from each
component will participate, then RegAF appropriations shall be used.

iii. If the travel has mutual benefit (RegAF and ARC) and the RegAF members will
participate on behalf of both the RegAF and ARC, ARC O&M appropriations shall be
used.

iv. If the travel is primarily for ARC purposes, ARC appropriations shall be used.

d. AGRs and IMAs Imbedded in Active Units or Serving as Liaisons. (See “b” above).

e. Air Force Exercises. Where ARC members participate in Air Force exercises in an ADT
or FTNGD status (funded by an ARC MILPERS appropriation) all costs shall also be
borne out of ARC appropriations. Similarly, where a military technician participates in
such exercises to meet ARC training requirements or engage in their OAIT or repair
functions, all costs shall also be borne out of ARC appropriations. When ARC members

2 This paragraph does not include IMAs; refer to paragraph b. for IMAs

3 This paragraph does not address ARC members on active duty funded by the RegAF MILPERS appropriation
4 For the purpose of this paragraph, ARC members on Title 10 active duty orders (funded by RegAF MILPERS
appropriations) shall be considered “RegAF.”



are called to active duty by the RegAF (MPA) to support an exercise, RegAF
appropriations shall be used for both MILPERS and O&M costs.

(ADDED) 12.9.3.3. Compliance with the aforementioned mixed funding election rule exceptions
is mandatory; any other “mixing of resources” within or across ARC and active component
(RegAF) appropriations is expressly prohibited unless an exception to policy is first obtained
from SAF/FMB. In addition, be advised this guidance does not address flying hour scenarios
(please work those matters separately with SAF/FMBO). All components must budget
consistent with this guidance; any activities not covered shall follow the general rule noted in
paragraph 12.9.3.1 above.

(ADDED) 15.2.4.3. Guidance for Sourcing O&M Appropriations for certain ARC personnel
activities — see paragraph 12.9.3.

(AMENDED) 16.2.3.3. Guidance for Sourcing O&M Appropriations for certain ARC personnel
activities — see paragraph 12.9.3.



BY ORDER OF THE AIR FORCE INSTRUCTION 65-601,
SECRETARY OF THE AIR FORCE VOLUME 1

16 AUGUST 2012
Incorporating Change 1, 29 July 2015

Financial Management

BUDGET GUIDANCE AND
PROCEDURES

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

ACCESSIBILITY: Publications and forms are available for downloading or ordering on the
e-Publishing website at www.e-Publishing.af.mil.

RELEASABILITY: There are no releasability restrictions on this publication.

OPR: SAF/FMBMM Certified by: SAF/FMB
(MGen Edward L. Bolton, Jr.)
Supersedes:  AFI165-601V1, 3 March 2005 Pages: 413

This instruction aligns with and implements AFPD 65-6, USAF Budget Policy. Volume 1
contains rules and procedures for using Air Force appropriated funds. In cases of conflict with
other Air Force instructions or policy directives, the funding propriety rules stated here take
precedence. This publication applies to all military and civilian Air Force personnel, including
the US Air Force Reserve, Air National Guard (ANG), and the Civil Air Patrol.

Refer recommended changes and questions about this publication to SAF/FMBMM using the AF
Form 847, Recommendation for Change of Publication; route AF Form 847s from the field
through the appropriate functional’s chain of command. Ensure that all records created as a
result of processes prescribed in this publication are maintained in accordance with AFMAN 33-
363, Management of Records, and disposed of in accordance with the Air Force Records
Disposition Schedule (RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.

SUMMARY OF CHANGES

This interim change revises AFI 65-601, Volume 1, by (1) adding the Defense Working Capital
Fund (DWCF) will not fund the movement of DWCF materiel moving to a Centralized Repair
Facility (CRF) to be repaired/refurbished or from a CRF back to the point of use, (2) stating the
Second Destination Transportation (SDT) Centrally Managed Allotment (CMA) will also be
used to fund Repair Network Manager (RNM) directed shipments to/from CRFs in support of the


http://www.e-publishing.af.mil/
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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Repair Network Enterprise, and (3) to update tables 18.1 and 18.2. A margin bar (]) indicates
changed material.
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Chapter 1
FINANCIAL MANAGEMENT IN THE AIR FORCE

1.1. Overview. Financial management is the process of determining requirements, obtaining
resources, and effectively and efficiently applying those resources to meet the Air Force's direct
mission and support responsibilities. Commanders are responsible for this process. Financial
management also has oversight responsibilities to include evaluation of internal controls,
procedures, and protection of government assets.

1.2. Applying This Instruction. All activities that prepare, justify, and execute Air Force
appropriations, including Air Force business areas of the Defense Working Capital Fund, must
follow this guidance.

1.3. Responsibilities. The following responsibilities are established:
1.3.1. The Deputy Assistant Secretary of the Air Force, Budget (SAF/FMB):

1.3.1.1. Establishes Air Force appropriated fund budget guidance and procedures for
preparing, justifying, and executing budgets.

1.3.1.2. Provides guidance on organizational and appropriation funding responsibilities
and use of funds (propriety) issues.

1.3.1.3. Develops and maintains the budget structure and associated codes.

1.3.1.4. Serves as a member of the Air Force Services Council (SAF/FMB), serves as
Chairperson, NAF Finance Committee (SAF/FMB) and provides the Chairperson for the
Air Force Services Audit Committee (SAF/FMBOQO). See details in AFI 65-107,
NonAppropriated Funds Financial Management Oversight Responsibilities, and
Committee Charters.

1.3.2. MAJCOMs, Air Force Reserve (AFR), Air National Guard (ANG), Headquarters Air
Force (HAF), Field Operating Agencies (FOA), Direct Reporting Units (DRU), and Civil
Air Patrol (CAP) program managers and installations will program, budget and administer
appropriated funds according to the guidance and procedures in this instruction.

1.4. Related Guidance. See related guidance in Department of Defense (DoD) 7000.14-R,
Department of Defense Financial Management Regulation, authorized by DoD Instruction
7000.14, Department of Defense Financial Management Policy and Procedures; VVolume 2 of
this AFI, Budget Management for Operations; AFMAN 65-604, Appropriation Symbols and
Budget Codes, and AFI 65-106, Appropriated Fund Support of Morale, Welfare, and Recreation
(MWR) and Nonappropriated Fund Instrumentalities (NAFI). See financial regulations of the
Defense Finance and Accounting Service (DFAS) for related accounting guidance available at
https://dfas4dod.dfas.mil/library/
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Chapter 2
WARRANTS, APPORTIONMENTS, TRANSFERS, AND REPROGRAMMING

2.1. Overview. The Congress, the Office of Management and Budget (OMB), the Treasury
Department, and Office of the Under Secretary of Defense Comptroller OUSD(C) must take
certain actions before the Air Force can legally obligate and expend appropriated funds.An
appropriation bill becomes law (is enacted) when the President signs it, or when the Congress
passes it over the President’s veto (unless the bill gives a different effective date). After the
Congress enacts an appropriation, the Treasury issues an appropriation warrant and OMB
apportions the appropriation. Title 31 U.S.C., Section 1512 contains apportionment criteria.

2.2. Responsibilities:
2.2.1. SAF/FMB requests apportionment from the DoD Comptroller.

2.2.2. When the DoD operates under a continuing resolution authority (CRA), SAF/FMB
must request apportionment from the Office of Management and Budget (OMB) for amounts
needed during the period of the CRA. SAF/FMB will issue funding documents to major
commands (MAJCOM) and other Air Force field activities. OMB approves apportionment
requests.

2.2.3. If the Congress has not enacted the DoD appropriation act and has not passed a CRA,
SAF/FMB will provide guidance on how to operate without funding authorization. Usually,
federal agencies cannot initiate new program starts under continuing resolutions.

2.2.4. The transfer of funds between appropriations resulting from congressionally directed
transfers or reprogramming actions are accomplished by SAF/FMB using SF Form 1151,
Nonexpenditure Transfer Authorization, processed through and validated by the Treasury
Department. SAF/FMB can make transfers only with legal authority, e.g., congressionally
directed transfers in appropriation language, or specific Congressional direction/approval,
e.g. reprogrammings.

2.3. Reprogrammings:

2.3.1. Reprogramming involves realigning funds from one purpose (or program) to another;
a program may be defined as a line item on the Base for Reprogramming Actions (DD 1414)
for a given year. Within DoD, reprogramming includes transferring funds between
appropriations and moving funds between programs (which can include line items, sub-
programs, sub-projects as applicable) in the same appropriation.

2.3.2. The Congress authorizes and appropriates funds for programs that are either stated in
statutory language or discussed in the committee reports that accompany authorization and
appropriation acts. However, Congress recognizes unforeseen requirements occur during the
execution phase of a budget and, therefore, permits reprogramming of funds in execution
within certain guidelines, which are subject to annual Congressional guidance. Both statutory
and regulatory rules govern reprogramming.

2.3.3. Follow these rules:
2.3.3.1. The Congress must provide prior approval of a reprogramming if it:
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2.3.3.1.1. Transfers funds between appropriation accounts or working capital funds
that involve the use of transfer authority.

2.3.3.1.1.1. For Internal Reprogramming actions, transfer of funds from one
appropriation to another for the same purpose does not require Congressional
Approval. However, there may be exceptions; see DoD FMR 7000.14-R, Volume
3, Chapter 6. The transfer is requested via a DD Form 1415-3 Internal
Reprogramming. DoD FMR 7000.14-R details ‘audit-trail type actions’ that fall
under internal reprogramming. Example: A congressional add to the O&M, AF
appropriation for research and development work — this activity is properly
funded in RDT&E, AF. See OSD Reprogramming Authority Policy for
additional details; reference DoD FMR 7000.14-R, Volume 3, Chapter 6.

2.3.3.1.2. Affects an item known to be of special interest to one or more
Congressional oversight committees. In rare instances, when funds from special
interest items are to be reprogrammed from an existing program, subprogram, project,
or subproject to another program, subprogram, project, or subproject within the same
procurement line item or program element, letter notification to the congressional
committees may be made.

2.3.3.1.3. Increases the quantity of a procurement line item authorized by Congress
in quantity terms, unless specific Congressional language allows for additional
quantities to be procured within appropriated funds. Increases resulting from such
language require approval via a DD 1415-1, Reprogramming Action.

2.3.4. See Chapter 6 for guidance on within-scope contract changes and upward obligations
for canceled accounts.

2.3.5. See Chapter 18 for Reprogramming in Defense Working Capital Fund Business
Areas.

2.3.6. See DoD FMR 7000.14-R, Volume 3, Chapters 6 and 7 for further details.
2.4. Congressional New Start Notification Procedures.

2.4.1. Congressional new start notification procedures are delineated in DoD FMR 7000.14-
R, Volume 3, Chapter 6. Appropriation thresholds are established by the OUSD(C); contact
the SAF/FMB appropriation manager for threshold, etc. matters.

2.4.1.1. New Start: A program, subprogram, modification, project or subproject,
regardless of amount, not explicitly and previously justified to, and funded by, the
Congress in a given appropriation through the normal budget process. This includes any
effort that is not described in the Research, Development, Test and Evaluation (RDT&E)
or Procurement Justification Books accompanying the President’s Budget (PB). Budget
justification documentation submitted to Congress can be found on the SAF/FM web site
at http://www.saffm.hg.af.mil/budget. For purposes of this paragraph, the following
definitions apply.

2.4.1.2. Program.

2.4.1.2.1. For investment accounts, the aggregate level of budget line items as
identified in the President’s Budget P-1 and R-1 justification documents and related
classified annexes and reports as subsequently modified by Congressional action.
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2.4.1.2.2. For O&M and Military Personnel accounts, new starts would be
significant new programs that have not been explicitly justified to Congress in budget
justification material. Refer to the subactivity group on the O-1 for the program level
identification and the detailed narrative justification for specific activities.

2.4.1.3. Sub-Program/Project/Sub-Project: The most specific level of budgeted items
identified in the President's Budget justification documents and related classified
annexes. These sub-programs, project, and sub-projects are shown as separate efforts
below the P-1/R-1 line.

2.4.1.3.1. For RDT&E refer to R-2A budget exhibits by fiscal year. The Budget
Program Activity Code (BPAC) may also indicate the level of detail that should be
reviewed.

2.4.1.3.2. For Aircraft, Missile, and Other Procurement refer to P-40 narrative and
supporting exhibits such as P-3As, P-5s.

2.4.1.3.3. Note that the RDT&E BPAC may exist and have funds in the year of the
effort under consideration; however, if this new effort is not included in the budget
documentation, a new start notification is still required.

2.4.1.4. Modifications: Modifications are the alteration, conversion, modernization, or
major service life extension of an end item of investment equipment which changes or
improves either the original purpose or operational capacity in relation to effectiveness,
efficiency, reliability or safety of that item. P-1 line items are considered programs, and
modification number identified on the P-3 report would be the sub-program or project.

2.4.1.4.1. All modifications, regardless of amount, not previously justified and
appropriated by Congress require Congressional notification or prior approval
(depending upon dollar value) before obligations can occur. See OSD
Reprogramming Authority Policy for additional information.

2.4.1.4.2. Safety Modification. Safety modifications and safety programs costing less
than $20 million for the entire effort can be initiated immediately following
submission of Congressional notification. See DoD FMR 7000.14-R, Volume 3,
Chapter 6, paragraph 060403.D. A modification that corrects a material deficiency
which caused a Class A Mishap (per AFI 91-204, Safety Investigations and Reports),
as determined by the AFSC Memorandum of Final Evaluation, shall be classified a
safety modification. Other modifications may be classified as a safety modification as
described in AFI 63-131, Modification Management.

2.4.1.4.3. Low cost Modification (Mod #9999X): Individual modifications funded in
the Low Cost Modification line generally satisfy an unforeseen requirement estimated
to complete within one year. Total funding for efforts on the Low cost Mod line for
each fiscal year should not exceed $2.0M per year. Any effort not consistent with the
Low Cost Mod line budget documentation or efforts exceeding the $2.0M dollar
threshold are not considered “low cost” and must be documented on a separate P3A
and are subject to new start guidelines.

2.4.1.4.4. Service Bulletin. Service bulletins are airworthiness directives issued by
the FAA or the weapon system manufacturer. These modifications are required to
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keep the weapon system in compliance with FAA standards and to maintain FAA
certification. Modifications as a result of FAA service bulletins are considered new
starts if they occur during execution years and are not consistent with the Service
Bulletin modification line budget documentation.

2.4.1.5. Spares and Repair Parts: Items procured by these lines are normally not
individually justified; therefore, procurement of additional items, based upon demand,
would normally not be considered to be new starts. New Start notification procedures do
apply whenever it results in a new program or P-1 line item.

2.4.2. Refer to AFI 63-101, Acquisition and Sustainment Life Cycle Management for
additional guidance.

2.5. Deferrals and Rescissions. Initiate deferral actions only with SAF approval. Forward
requests for deferrals through MAJCOMSs/FOAs to SAF/FMB for review and approval. See
Attachment 4 for specific DoD Comptroller guidance on using deferrals and rescissions.
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Chapter 3

BUDGET AUTHORIZATION, ALLOCATIONS, AND ALLOTMENTS

3.1. Administering Budget Authority Documents:

3.1.1. This chapter explains procedures for using budget authorizations, allocations,
suballocations, allotments, and suballotments for appropriations that are not administered
under the accounting system for operations. AFI 65-601, Volume 2, explains how to use the
operating budget authority document (OBAD) for appropriations administered under the
accounting system for operations.

3.1.2. The Air Force goal is to provide optimum fund flexibility at all levels. Therefore, Air
Force funds issuing activities will:

3.1.2.1. Issue budget authorizations and other management type authorizations at the
highest practical level within an appropriation, consistent with the requirements of
management and limitations imposed by the executive and legislative branches of the
federal government.

3.1.2.2. Issue allocations and allotments (including suballocations and suballotments) at
the appropriation level at all echelons except as indicated in paragraph 3.6.

3.1.2.3. Include limitations on funds use required by law and limitations on funds use
required by the legislative and executive branches of the federal government and the
Department of the Air Force on allocation documents. Limitations subject to Title 31
U.S.C. (and DoD FMR 7000.14-R, Volume 14) must apply to total availability or total
obligations for specific purposes. Clearly identify each specific limitation in the
"Limitations™ portion of the allocation document.

3.1.3. Operating agencies that receive budget authorizations and allocations from SAF/FMB
must issue budget authorizations and suballocations or allotments to themselves for direct
administration and obligation, or to subordinate or lateral activities.

3.1.4. Operational activities that receive budget authorizations and suballocations or
allotments must use these authorizations for direct administration and obligation. However, if
performance is to be by another activity, issue budget authorizations and allotments,
suballotments, AF Form 616, Fund Cite Authorization, or other citation of funds to those
activities.

3.1.5. Recipients who subissue budget authorizations, suballocations, allotments, or
suballotments may not remove nor add to restrictions contained in the instruments they
receive.

3.1.6. The ultimate end user may subdivide the budget authorizations, allotments, or
suballotments as necessary to maintain control over funds, provide data for budget estimates
and reports, and provide for local management requirements.

3.1.7. Commands, subcommands, or installations that receive budget authorizations and
allotments or suballotments from parent organizations, which are to be obligated for the
requirements of tenant units located on or supported by the host organization, will subdivide
them when necessary to:
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3.1.7.1. Make sure their use is in accordance with the tenant's approved execution plan.
3.1.7.2. Maintain control on limitations placed on the use of funds.

3.1.7.3. Provide required data for preparing and revising the tenant's annual execution
plan and required reports.

3.1.8. Further divisions of budget authorizations and allotments or suballotments by the
ultimate user (for example, element of expense investment codes (EEIC) or responsibility
center/cost center codes (RC/CC)), are not subdivisions of funds under DFAS-DE “Interim
Guidance on Procedures for Administrative Control of Appropriations and Funds Made
Available to the Department of the Air Force”. (NOTE: AF Form 616 is not a subdivision
of funds under DoD FMR 7000.14-R, Volume 14).

3.2. Basis for Budget Authorizations:

3.2.1. The approved annual execution plan is the basis for the budget authorizations issued
by SAF/FMB. SAF/FMB will advise the major commands (MAJCOM) and field operating
agencies (FOA) of the approved execution program by issuing budget authorizations for the
applicable fiscal or program year. All echelons of command responsible for issuing budget
authorizations to subordinate or lateral organizations must make sure that the aggregate of
amounts issued does not exceed the amount of the budget authorization received.

3.2.2. Budget authorizations represent the approved execution program with which the
recipient can plan to accomplish the mission in an orderly manner. Each additional budget
authorization received for the applicable fiscal or program year must reflect the cumulative
authorization for that year. Budget authorizations do not grant the authority to incur
obligations and are not administrative subdivisions of funds under DoD FMR 7000.14-R,
Volume 14. For the procurement and RDT&E appropriations, see paragraph 3.6.1.1.

3.3. Expired Year Budget Authorizations. When the authority to incur new obligations
moves into expired year status, the purpose of budget authorizations issued (MILPERS and
O&M are exempt) remain valid, at line item detail, until they reach cancelled year status.

3.4. Using Allocations and Suballocations:

3.4.1. Use an allocation or suballocation to delegate financial authority to the office
responsible for making funds available for obligation. Air Force policy requires that fund
allocations, suballocations, and allotments follow program responsibility; therefore, issue
these documents to the commanders who administer the programs.

3.4.2. HQ USAF allocates funds to commands in amounts consistent with the apportionment
approved by the Office of Management and Budget (OMB) or under a continuing resolution
authority (CRA) passed by the Congress. Allocations represent a maximum limit for further
suballocation, allotment, or suballotment. Allocations for multiple year appropriations are
issued in full for each respective fiscal year's appropriation.

3.4.3. MAJCOMs and FOAs must distribute allocations at once by issuing suballocations or
allotments to intermediate commands or installations. (EXCEPTION: in the case of
construction projects funded from the military construction and military family housing
authorizations, the MAJCOM may retain a contingency reserve and review and approve all
changes other than mandatory field changes.)
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3.4.4. Intermediate commands that receive suballocations must issue allotments to
installations. Each additional allocation or suballocation received under an appropriation will
be either an increase or decrease to the original amount received.

3.4.5. Carry forward unobligated balances of quarterly allocations and suballocations to
succeeding quarters of the fiscal year.

3.4.6. Specific line items included on combined budget authorization and allocation
documents issued by SAF/FM for the procurement and RDT&E appropriations are legal
limitations under Title 31 U.S.C., Sections 1341 and 1517, and DFAS-DE “Interim Guidance
on Procedures for Administrative Control of Appropriations and Funds Made Available to
the Department of the Air Force”. Include a statement to this effect in the remarks section of
the combined document.

3.5. Using Allotments and Suballotments:

3.5.1. The Air Force uses an allotment to make funds available for commitment or obligation
from an allocation or suballocation. A suballotment makes funds available for commitment
or obligation from an allotment. The allotment or suballotment grants and limits an
installation's authority to incur commitments or obligations.

3.5.2. Commands issue allotments or suballotments to installations in amounts consistent
with the allocation or suballocations received from higher authority and with budget
authorizations made to the installations.

3.6. Issuing Budget Authorizations and Allocations. SAF/FM issues budget authorizations
and allocations as follows:

3.6.1. Aircraft Procurement (57*3010), Procurement of Ammunition (57*3011), Missile
Procurement (57*3020), and Other Procurement (57*3080) appropriations are available for
new obligation for 3 years. The RDT&E appropriation (57*3600) is available for new
obligation for 2 years.

3.6.1.1. For the life of the appropriation, budget authorizations (BA) are issued at the
legal limit and carry through into the expired years.

3.6.1.1.1. Specific limitations to budget authorizations issued for these accounts are
established by line items on AF Form 401, Budget Authority/Allotment, based on
limitations imposed by the DoD, Congress, SAF/FM, and reprogramming flexibility.

3.6.1.1.2. The line item amount or ceiling amount, whichever is larger, on AF Form
401 is an absolute restriction and has the same effect as a separate subdivision of
funds within the related allocation or allotment (DoD FMR 7000.14-R, Volume 14
and DFAS-DE “Interim Guidance on Procedures for Administrative Control of
Appropriations and Funds Made Available to the Department of the Air Force”).
SAF/FM approval is required to exceed the line item or ceiling amount, whichever is
larger, on AF Form 401.

3.6.1.1.3. Requests should indicate if required financing is available from other line
items and by what date the adjustment is required. Confirm telephone requests in
writing. Approved adjustments must be shown on the next Program Authority (PA)
and Budget Authority (BA). When time is a critical factor, approve adjustments by
message and confirm on the next PA and BA issued. Recipients of funding
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documents should maintain a suspense control system for timely follow-up and
receipt of formal written copies of documents when authority is received by telephone
or other informal means.

3.6.2. Military Construction Air Force (57*3300), Military Construction Air Force Reserve
(USAFR) (57*3730), Military Construction Air National Guard (ANG) (57*3830), and
Family Housing Account (57*/*0740) appropriations are available for new obligation for 5
years.

3.6.2.1. Issue budget authorizations at budget program level, except budget programs
320 and 330, and budget programs 351, 711, 712, 713, and 714 which are issued at the
installation or construction program level.

3.6.2.2. Issue allocations at appropriation level for the current and all program years,
except for budget program 710 which is issued within the budget project level.

3.6.3. Operation and Maintenance, ANG (57*3840) and Family Housing Account
(57*0745). (See AFI 65-601, Volume 2, for Operation and Maintenance, Air Force
(57*3400), and Operation and Maintenance, Air Force Reserve (57*3740).)

3.6.3.1. Issue budget authorizations at budget program activity level for each fiscal year.
3.6.3.2. Issue allocations at appropriation level for each fiscal year.

3.6.4. Military Personnel (57*3500), Reserve Personnel (57*3700), and National Guard
Personnel, Air Force (57*3850):

3.6.4.1. Issue budget authorizations at budget program and project level for each fiscal
year.

3.6.4.2. Issue allocations at appropriation level for each fiscal year.
3.6.5. Military Assistance Program, Executive Appropriation (57-11*1080):
3.6.5.1. Issue budget authorizations:

3.6.5.1.1. At budget project level for the current program year and program level for
prior program years under limitations .00l and .003.

3.6.5.1.2. At program year level for limitations .002 and .004.

3.6.5.2. Budget authorizations for the current year cover estimated current year
requirements only (limitations .00l and .003). Budget authorizations for limitations .002
and .004 cover program year requirements.

3.6.5.3. Issue allocations for each limitation on a "from inception™ basis.

3.6.5.4. Chapter 17 DFAS-IN/JAX [DFAS Security Cooperation Accounting (SCA)],
and DoD FMR 7000.14-R Volume 15 contain procedures for International Military
Education and Training (IMET) (57-11*1081) and Military Assistance Program,
Executive Appropriation (MAP) (57-11*1080) funds.

3.6.6. Chapter 17 DFAS-IN/JAX [(DFAS Security Cooperation Accounting (SCA)], and
DoD FMR 7000.14-R, Volume 15, Chapters 2 and 3 cover Foreign Military Sales Trust Fund
(97-11X8242) budget authorization use.
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3.6.7. Defense Working Capital Fund (DWCF) (97*4930): OUSD(C) issues annual
Operating and Capital Budget authority schedules to the Air Force and other DoD
Components. OUSD(C) issues separate schedules providing official management cost goals
for each AF Business Area. In turn, SAF/FMB issues operations and capital budget operating
authority and Unit Cost (UC) goals to each Command/FOA with business areas in the
DWCEF. Activity goals may vary from the Component business area's total goal. However,
the sum of the activity goals may not exceed the Component total cost authority. See
Chapter 18.

3.6.8. Air Force Management Fund (57X3960):

3.6.8.1. Issue budget authorizations at the management fund project account level for
each fiscal year.

3.6.8.2. Issue allocations at the management fund project account level for each fiscal
year.

3.6.9. Wildlife Conservation, Military Reservations, Air Force (57X5095):
3.6.9.1. Issue budget authorizations at appropriation level for each program year.
3.6.9.2. Issue one allocation at appropriation level covering all program years.

3.6.9.3. You may use allocations for any program year for which a budget authorization
IS issued.

3.6.10. The Air Force will issue budget authorizations and allocations on any other
appropriations or funds that the Air Force administers on the same basis as on comparable
appropriations or funds identified above.

3.6.11. Budget authorizations issued by HQ USAF reflect additional subcategorization used
by HQ USAF to determine the overall authorizations. Such subcategorization is
informational. It is neither a limitation of use of the budget authorization nor an indication of
the number and type of subcategory breakouts that may be made by the ultimate user. Unless
specifically stated to the contrary, this added detail is intended only to provide the recipient
with a better understanding of the dollar amounts.

3.6.12. The centrally managed account for foreign currency fluctuations (OAC 34), DFAS
records the difference between the budgeted foreign currency rates versus those in effect at
the time of payment for the operation and maintenance, Air Force appropriation. The
amounts recorded in the account also serve as the basis for obtaining a nonexpenditure
transfer authorization (SF 1151, Non-expenditure Transfer Authorization) from the Foreign
Currency Fluctuation, Defense Account.

3.7. Operating Centrally Managed Allotments (CMA):

3.7.1. The Secretary of the Air Force must approve centrally managed allotments (CMA)
(see DFAS-DE “Interim Guidance on Procedures for Administrative Control of
Appropriations and Funds Made Available to the Department of the Air Force”). AFMAN
65-604 identifies the CMA under the respective appropriations and project accounts.

3.7.2. Usually the Air Force uses these allotments to finance those activities where central
controls are more practical than establishing controls with specific allotments. Examples of
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activities that are usually funded with CMAs are pay and allowances of military personnel
and permanent change of station expenses, subsistence-in-kind, and medical care.

3.7.3. CMAs provide a way to advise budget, accounting, purchasing, certifying officers,
disbursing officers, and others that funds are available for the purpose authorized under the
stated account classifications.

3.7.4. The amount of the CMA is an administrative subdivision of funds in accordance with
Title 31 U.S.C., as implemented by DFAS-DE “Interim Guidance on Procedures for
Administrative Control of Appropriations and Funds Made Available to the Department of
the Air Force.”

3.7.5. Activities that want to establish a CMA must obtain approval by the Secretary of the
Air Force. Send the request to establish a CMA to SAF/FMPC in accordance with DFAS-DE
“Interim Guidance on Procedures for Administrative Control of Appropriations and Funds
Made Available to the Department of the Air Force” for review and evaluation to determine
that adequate controls have been established to avoid over obligation.

3.7.5.1. You must fully justify the need, delineate possible alternatives, and demonstrate
clearly why the CMA method is the only practical administrative procedure.

3.7.5.2. The official who establishes the CMA must, to the extent prescribed by law,
directive, and regulation, make sure that obligations are not incurred in excess of the
amount available.

3.7.6. The establishing official is responsible for administering the CMA and must prescribe
an adequate system of control to include: designation (by name or position) of specific
individuals authorized to incur obligations or make expenditures against each CMA, and
establishment of suitable limitations on the numbers, quantities, or volume for which
obligations may be incurred. The system must provide for accounting and reporting at least
monthly and ensure that timely notice is given to prevent the CMA from being over obligated
by taking necessary management action, which may include:

3.7.6.1. Increasing the amount of the CMA, before incurring an over obligation.
3.7.6.2. Terminating the CMA.
3.7.6.3. Taking other necessary management actions to prevent an over obligation.

3.7.7. The official establishing a CMA must do an annual review to determine whether to
continue its operation. The Secretary of the Air Force makes this determination. Include an
internal evaluation of the control procedures established to prevent violation of Title 31
U.S.C. and DoD FMR 7000.14-R, Volume 14, Administrative Control of Funds and
Antideficiency Act Violations, Appendix A and recommend whether to continue the CMA.

3.8. Year-End Adjustments:

3.8.1. When an appropriation expires for new obligation purposes, the unobligated balance
of allocations, suballocations, allotments, and suballotments, remains available for valid
adjustments (DFAS -DE 7000.4-R, Accounting for Obligations). Usually, the appropriate
echelon of command does not withdraw the unobligated balance of allocations,
suballocations, allotments, or suballotments until there is no known requirement for the
balance. In turn, each echelon must advise the next higher headquarters when the balance or
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a portion of the balance is available for withdrawal. The issuing authority makes subsequent
adjustments (usually downward) to an allocation, suballocation, allotment, or suballotment
on the basis of information in the status of funds reports.

3.8.2. If you need an additional allocation, suballocation, allotment, or suballotment because
obligations incurred in a previous year were not known until after 30 September,
immediately request additional funds from the issuing authority. Give a full explanation of
why you need the increase and comply with DoD FMR 7000.14-R, Volume 14. See
Chapters 2 and 6 on expiring appropriations and canceled accounts.

3.8.3. After funds have expired for new obligations, it is imperative that comptrollers,
budget officers, resource advisors, and contracting personnel, in cooperation with DFAS,
review the status of prior year obligations and promptly deobligate invalid or unneeded
Undelivered Orders Outstanding (UOO). A periodic review of these balances is required to
assure that sufficient unobligated balances are available to cover upward obligation
adjustments (claims, overruns, target-to-ceiling, etc.) and avoid the risk of incurring
antideficiency violations.

3.9. Using AF Form 401, Budget Authority/Allotment:

3.9.1. HQ USAF, MAJCOMs, intermediate commands, and FOAs use AF Form 401, or its
mechanized equivalent, to issue budget authorizations, allocations, suballocations, allotments
and suballotments, or make adjustments to these actions. Usually, you use AF Form 401 to
issue other than O&M-type funds, and an Operating Budget Authority (OBA) document to
issue O&M type funds (see AFI 65-601, Volume 2). Funding issued on this form is an
administrative subdivision of funds under DoD FMR 7000.14-R; therefore, do not use it in
lieu of the AF Form 616, Fund Cite Authorization. You may use the form for all
appropriations or funds issued to subordinate activities. The receiving budget office must
furnish a copy of the AF Form 401 to the servicing accounting office.

3.9.2. Prepare AF Form 401 as follows:

3.9.2.1. Heading. Self-explanatory. To number documents begin with number "1" at the
start of the program year and continue in numerical sequence for each recipient
organization for each appropriation.

3.9.2.2. Program/Project Column. If control is maintained at other than appropriation
level, enter control codes such as the budget program (BP), budget program activity code
(BPAC), project/subproject, Budget Authorization Account Number, (BAAN), and/or
program element code (PEC) in this column.

3.9.2.3. Annual Budget Authority (ABA) Columns. Enter in the respective columns
the total of previous funds issued, amount of increase or decrease, and revised funding
available for the appropriation (or applicable BP, BPAC, PEC, project/subproject or
BAAN) shown in the program/project column.

3.9.2.4. Cumulative Quarterly Authority Column. These columns reflect the
cumulative amount of funds issued starting with the first quarter of the program year. The
AF Form 401 issued during the:

3.9.2.4.1. First quarter will show cumulative amount authorized for the first quarter.



AF165-601V1 16 AUGUST 2012 39

3.9.2.4.2. Second quarter will show the cumulative amount from the beginning of the
year for the second quarter.

3.9.2.4.3. Third quarter will show the cumulative amounts from the beginning of the
year for the third quarter.

3.9.2.4.4. Fourth quarter will reflect annual program in the fourth quarter column.
3.9.2.5. Remarks/Limitations Block:

3.9.2.5.1. The issuer should identify the document as an allocation, suballocation, or
allotment. For example, "This is a suballocation.”

3.9.2.5.2. Parent organizations issuing funds for tenants to host organizations must
include information required by the host to administer the approved execution plan of
the tenant.

3.9.2.5.3. Limitations on issued funding will be in accordance with paragraph 3.1
above.

3.9.2.5.4. Other remarks should include any general information that would provide
the recipient with a better understanding of entries shown on the upper parts of the
AF Form 401.

3.9.2.6. During the year of execution, quarterly obligation authority issued by
SAF/FMBOI on funding documents to commands is based on gross obligations, not gross
commitments in the accounting system. However, quarterly and annual obligation
authority available to a command must be sufficient to cover that command’s gross
commitments.

3.10. Locally Prescribed Forms and Formats. Air Force activities that have implemented
mechanized procedures for issuing budget authorizations, allocations, suballocations, and
allotments may substitute computer-generated forms, properly identified as AF Form 401, Apr
84 (electronic form), for the AF Form 401. The use of an electronically reproduced equivalent of
an original signature is acceptable for a document requiring an original signature.

3.10.1. Accomplish internal control of fund documentation through use of computer
software.

3.10.2. Command fund control systems will provide validation of fund authorities by use of
access codes and lockout procedures.

3.10.3. Budget analysts will use one set of assigned access codes to prepare fund
authorizations. Individuals with the signature authority will use other controlled access codes
to cause their signature element and an authorization symbol to appear in the signature
section of the fund document and permit the transmission of the authority to the funded
activity.

3.10.4. Transmit the authentication, signature element, and symbol to the field as part of the
funding document.

3.10.5. The issuing activity will retain signed originals of the computer-generated fund
documents.



40 AF165-601V1 16 AUGUST 2012

3.11. Emergency Funding Actions. When urgent funding adjustments are required, you may
need to use interim methods (messages, telecoms, etc.). Continue to maintain funds control
discipline in these situations. This discipline must ensure that activities do not inadvertently
violate DoD FMR 7000.14-R, Volume 14.

3.11.1. Funding by Messages, Data faxes, Etc. When using this technique, include in
your correspondence, as a minimum: the FY and appropriation being adjusted, the effective
date of the adjustment, funds information (previous total, adjustment, and the revised total),
and the name and phone number of the issuing action officer. In addition, advise the
receiving activity to promptly acknowledge receipt of the adjustment.

3.11.2. Funding by Telecom. Both the issuing and receiving activities will immediately
document the transaction with a memo for record. The memo will minimally include: the FY
and appropriation being adjusted, funds information (previous total, adjustment, and the
revised total), and the name and phone number of both the issuer and receiver.

3.11.3. Follow-up Requirements. In all emergency transactions, the issuing activity will
issue a formal funding document, reflecting the adjustments, within 1 month or at the next
document issue cycle, whichever occurs first. Both the issuing and receiving activities will
establish follow-up suspenses to ensure compliance with the formal funding document
timeframe requirements.

Figure 3.1. Designation of Appropriation Managers.

Appropriation/Code Appropriation Manager
Operation & Maintenance, AF (57*3400) SAF/FMBOI
Operation & Maintenance, AFR (57*3740) AF/RECB
Operation & Maintenance, ANG (57*3840) ANGNGB/FMA
Military Personnel, AF (57*3500) SAF/FMBOP
Reserve Personnel, AF (57*3700) AF/RECB
National Guard Personnel, AF (57*3850) ANGNGB/FMA
RDT&E, AF (57*3600) SAF/FMBIZ
Aircraft Procurement, AF (57*3010) SAF/FMBIZ
Missile Procurement, AF (57*3020) SAF/FMBIZ
Procurement of Ammunition, AF (57*3011) SAF/FMBIZ
Other Procurement, AF (57*3080) SAF/FMBIZ
National Guard & Reserve Equipment (97*0350)

Air National Guard ANGNGB/FMA
Air Force Reserve AF/RECB
Military Construction, AF (57*3300) SAF/FMBIC
Military Construction, AFR (57*3730) AF/RECB
Military Construction, ANG (57*3830) ANGNGB/FMA
Family Housing,57*0745 and 57*/*0740 SAF/FMBIC
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Defense Working Capital Fund (AF Business Areas) SAF/FMBMR

(97/4930)

Wildlife Conservation (57*5095) SAF/FMBOI

International Military Education and Training (57- SAF/FMBMS

11*1081)

Foreign Military Financing (57-11*1082) SAF/FMBMS

Foreign Military Sales Administrative Fund (97- SAF/FMBMS

11*8242)

Air Force General Gift Fund (57*8928) DFAS Columbus

Air Force Cadet Fund (57*8418) USAFA
NOTES:

1. SAF/FMB manages the Centrally Managed Allotment (CMA) for the Military Personnel
appropriation.

2. SAF/FMBIC manages Foreign Currency Fluctuation CMAs for the Military Construction,
Family Housing Construction, and Family Housing O&M appropriations.

3. SAF/FMBOI manages the Foreign Currency Fluctuation CMA for the Operation and
Maintenance appropriation.
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Chapter 4
BUDGETING AND FUNDING GUIDANCE FOR VARIOUS APPROPRIATIONS
Section 4A—-0bligating Funds During the Last Two Months of the Fiscal Year.

4.1. Applying the 20-Percent Limit on Obligations. Except as noted below, obligate no more
than 20 percent of your annual (1 year) appropriations during August and September of any
fiscal year. Every department or agency must apply this limit at the appropriation level rather
than against each budget program or project, with one exception: for the Reserve Personnel
appropriation, apply the 20-percent limit to the total of the annual budget authorizations for
projects that must meet this limit.

4.1.1. If HQ USAF directly issues funds to your command, limit Operation and
Maintenance Appropriations (3400, 3740 and 3840).

4.1.2. If you are in the Air National Guard (ANG) or Air Force Reserve (AFR) do not limit
your Military Personnel appropriation (3700 and 3850).

4.1.3. Applying Exceptions to the 20-percent Limit. Do not limit obligations during August
and September of the fiscal year if Figure 4.1 below applies.

Figure 4.1. Exceptions to the 20-Percent Limit on Obligations in August and September.

Do Not Apply the Limit

A. If You Are In B. And the Obligation Concerns C. Because
Any command Programs assigned to Military The Deputy Asst. Secretary
Personnel Appropriations (Budget) administers this

appropriation centrally with
compensating controls to stay
under the limit

Any command Reprogrammings and supplemental Statutes do not require
budget authority approved or
appropriated and received during the
last 2 months of the fiscal year

AFRC or AETC Supporting active duty Reserve DoD Appropriations Act
Personnel projects for training of excludes

components, summer camp training of
ROTC, or active duty for training
(summer field training) of participants
in the Health Professions Scholarship
Program.

4.2. This paragraph intentionally left blank.
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Section 4B—Information Technology Equipment (ITE) and Resources

4.3. Budgeting and Funding for General Purpose ITE. Whether you are in an Active or
Reserve component, follow this section to select the correct appropriation for funding to develop,
buy, lease, and maintain Information Technology (IT) Resources. Acquisition of ITE may
involve procurement actions ranging from base-wide, organization, or functional community
local area network (LAN) systems down to ancillary equipment (e.g., personal computers,
printers, etc.) and software that operates totally independent of a LAN. When commands cannot
agree to funding responsibilities, refer the matter to SAF/FMBM.

4.3.1. Network Acquisition. Network infrastructure consists of the equipment necessary for
the effective transfer of electronic information between terminal devices. Common examples
of networks include the base telephone systems; Non-secure Internet Protocol Routed
Network (NIPRNET); Land Mobile Radios; Giant Voice; and Second Generation Wireless
Local Area Network (2GLAN). A network can be broken down into discrete network
segments.

4.3.1.1. Include the total cost of the entire discrete network segment within the scope of
effort, when applying the $250,000 expense and investment criteria to a procurement
action. Include any additional network installation costs (e.g., quality assurance, system
engineering, equipment installation, testing, etc.) in the aggregate cost of all equipment
items being acquired to make the network segment operate. [NOTE: Use O&M funds to
finance installation if anyone other than the prime contractor (or direct subcontractor)
installs the system or modifies it as a result of state-of-the-art changes.]

4.3.1.2. Network segment system modifications or upgrades of equipment essential to
network operations obligated within any 12-month period should be considered part of
the same requirement and the total cost will be subject to the expense and investment
criteria. Cost each upgrade or modification separately from the original purchase. The
same applies to parts purchased to replace components, which are functioning but "are no
longer logistically supportable." Ensure that network segment system modifications or
upgrades are not an attempt to fragment the requirement to circumvent the expense and
investment threshold.

4.3.1.3. Network Terminal Equipment Acquisition. Terminal equipment consists of
end-user communications equipment such as computers, telephones, land mobile radios,
and portable computers. Terminal equipment procured with the initial procurement of
the network infrastructure may be budgeted with investment funding, as the collection of
equipment is needed for the capability. The periodic technical refresh and replacement of
terminal equipment should be budgeted in accordance with the expense and investment
threshold on a "cost per component™ basis. Repair parts or components should be
functionally equivalent to the unit being replaced and purchased to replace a failed
component. Use O&M funds for these types of requirements if each component
purchased is less than $250,000 (current threshold). The overriding rule is that stand-
alone operational integrity of ancillary Information Technology Equipment (ITE) must be
maintained in deciding to procure, upgrade, or modify ITE using O&M funding.

4.3.1.4. PC Application Software Loaded on Network File Server. MAJCOMs and
installations must implement management controls to ensure that sufficient applications



44 AF165-601V1 16 AUGUST 2012

software is procured to permit implementation of stand-alone operation of each PC,
should the network fail for an extended period of time. The major task is to ensure that
only the authorized number of copies of application software are procured, installed and
used throughout the network, whether in a networked mode (launched from the file
server) or from the individual PC hard drives. Where the application software is to be
loaded or stored, does not determine the type of expense and investment funding to be
used for a PC, only whether the PC can operate independently or is integral to a LAN's
system operation. Purchase sufficient application software at the same time network PCs
are procured using O&M funds to ensure stand-alone PC operational integrity is
maintained. EXCEPTION: Those requirements where the procurement of a PC is
intended to upgrade older, less capable computer equipment and the application software
can be reused on a one-for-one basis on the upgraded PC.

4.4. O&M Funded Facilities and Activities. Finance the acquisition and operation of IT
resources supporting O&M funded facilities and activities as follows:

4.4.1. Leasing or Maintaining ITE. Use O&M funds.

4.4.2. Acquiring ITE. Apply the $250,000 expense and investment threshold criteria to the
total cost of the ITE system to determine which appropriation to use. (NOTE: An ITE system
is a group of components that are interconnected, designed mainly to operate together, and
procured at the same time. The complete system cost is the aggregate cost of all components
that are part of, and function together, as a system to meet a documented requirement.)

4.4.2.1. Use O&M if the total system cost is under $250,000.
4.4.2.2. Use Other Procurement if the total system exceeds $250,000 or more.

4.4.2.3. Use Other Procurement funds for centrally managed equipment items. (The
$250,000 threshold does not apply; see Figure 4.3)

4.4.2.4. Exclude contract costs associated with the preparation of real property (e.g.,
building modification, cable trenching, etc.; see Table 4.1).

4.4.25. Do not fragment the validated requirement for IT, or upgrade to a
communications or automatic data processing system or acquire IT in a piecemeal
fashion in order to circumvent the expense and or investment criteria guidance.

4.4.2.6. Apply the determination of expense or investment cost on the basis of each
system in the requirements document (e.g., Cyberspace Infrastructure Requirements,
Cyberspace Infrastructure Planning System, etc.), if the document includes more than one
system. Purchasing several items at the same time does not necessarily mean the items
are part of one system. For example, if you are buying four small computers for
administrative offices in an organization, which may be interconnected (e.g., for sending
electronic mail), consider these as four separate systems if their primary purpose is to
operate independently. Regarding LANs, a basic rule to follow is that separate
requirements documents should be prepared for items integral to an independent LAN's
operation and items not integral to a LAN's operation.

4.4.2.7. Using Productivity Programs. If you are purchasing ITE under provisions of
Productivity Enhancing Capital Investment (PECI) Programs, group the ITE to comprise
an integrated system (or systems) capable of amortizing all investment costs within the
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criteria established in AFI 38-301, Productivity Enhancing Capital Investment Program.
Under PECI analyst direction, approved projects are funded with specific Fast Payback
Capital (FASCAP) or Productivity Investment Fund (PIF) funds.  Apply the
expense/investment rule criteria to determine correct funding.

4.4.3. Acquiring Software:
4.4.3.1. Use O&M funds for:

4.4.3.1.1. Software maintenance and minor modification, and for other IT contractual
services. Additionally, software releases categorized as iterations on the basic release
and not involving significant performance improvements or extensive testing are
considered a maintenance effort and are purchased with O&M type funds. Minor
improvements in software functionality which are accomplished during routine
maintenance are also funded using O&M type funds, as are modernization costs
under $250,000 and one-time projects (e.g., developing planning documents and
studies). See DoD FMR 7000.14-R, Volume 2A, Chapter 1.

4.4.3.1.2. Software that is not obtained from a development or services contract and
for which the Air Force obtains unlimited data rights (i.e., the Air Force will actually
own the software and be free to use, duplicate, distribute, and dispose of the software
without restriction from its publisher or developer).

4.4.3.2. Use O&M or investment funds based on the expense/investment threshold (and
include in the total system cost, if applicable) for application software with limited data
rights or licensed to the Air Force (proprietary software). If proprietary software is
financed on an annual fee basis, it is an expense item properly financed in RDT&E or
O&M.

4.4.3.3. Use RDT&E funds for major upgrades increasing performance envelope,
development activities bringing a program to its objective system, COTS requiring
engineer design, integration, and T&E to meet objective performance. Use RDT&E to
obtain software via a software development contract (i.e., where the acquiring activity
pays a contractor for the software development services). Use RDT&E for the
acquisition, and operation and maintenance of IT systems used exclusively to support
RDT&E activities.

4.4.4. Communications Cable Funding:

4.4.4.1. For maintenance and repair of existing cable (e.g., metallic, fiber optic, premise
wiring, etc.) regardless of whether or not the cable is located inside a building or between
buildings, Commands will always use O&M funds for these requirements.

4.4.4.2. For an entire information transport system (e.g., cable plant) purchase and
installation the expense and investment criteria will be applied. Other Procurement funds
will be used for information transport systems (ITS) that exceed $250,000. O&M funds
may be used if the system cost is $250,000 or less.

4.4.4.3. Construction in Conjunction With Cabling Projects. Commands will follow
rules of minor construction projects. If the specific requirement is less than $750,000,
then Commands will use O&M funds. If an expansion is above $750,000, Commands
will document the requirement in the Cyberspace Infrastructure Planning System where it
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can be centrally funded (e.g., Combat Information Transport System or Base
Communications Infrastructure) using Other Procurement funds. Refer to Table 4.1 for
additional guidance regarding ITE site preparation and types of funding.

4.45. Land Mobile Radio Systems. For the purchase of new trunked systems exceeding
$250K, use Other Procurement funds to acquire the trunked infrastructure (antennas, base
stations, repeaters) and enough radios to achieve initial operational capability for one
functional set. O&M funds should be used to purchase the remainder of the individual
radios, each of which is less than the expense/investment threshold. For future infrastructure
upgrades, use O&M or investment funds based on the expense/investment threshold.

4.5. RDT&E Funded Facilities and Activities. Use RDT&E for all of the costs identified in
4.4, above, for funding by the O&M and Other Procurement appropriations.

4.6. Defense Working Capital Fund (DWCF) Facilities and Activities. Use DWCF to
finance all costs associated with the acquisition and operation of IT resources supporting DWCF
funded facilities and activities.

4.6.1. Use operational DWCF to acquire IT if the total system cost is under $250,000. See
18.7.9.2. for exceptions.

4.6.2. Use capital DWCF if the total IT system cost exceeds $250,000. See DoD FMR
7000.14-R, Volume 2B, Chapter 9, paragraph 090103.C.15 for guidance regarding associated
software costs.

4.7. Site Preparation. Table 4.1 Contains guidance for determining the type of funds to use
for ITE site preparation. Additional guidance is in paragraph 8.18

4.7.1. Table 4 1. Covers two situations: Alteration of an existing facility to accommodate
new ITE or to better accommodate ITE currently housed in the facility (columns 2 and 3);
and addition to an existing facility or construction of a new facility to accommodate ITE
(columns 4 and 5).

4.7.2. Types of funds are denoted by CON for construction, EQP for investment equipment,
and EXP for expense.

Table 4.1. Funding for Information Technology Equipment (ITE) Site Preparation.

Categories Alteration of Existing Addition or new
Facility construction
Materials | Installing Materials Installing
1. Raised flooring (see Chapter | EXP EXP CON CON
8, paragraph 8.22.5.for
exception).
2. Air conditioning for:
a. Equipment space directly (note 2) EXP CON (note 1) | CON (note 1)

related to ITE operations and
not in associated space.




AF165-601V1 16 AUGUST 2012 47

Categories Alteration of Existing Addition or new
Facility construction
Materials | Installing Materials Installing
b. Equipment space directly CON CON CON (note 1) | CON (note 1)

related to ITE operations and
concurrently in associated
space.

3. Utility work:

a. Secondary utility work (note 2) EXP CON CON
necessary to connect ITE to the
building services.

b. Primary utility work and CON CON CON CON
secondary utility work not
described in 3a.

4. Removal and installation of
interior partitions, etc.:

a. To permit installation of ITE. | EXP EXP CON CON
b. For other than the installation | CON CON CON CON
of ITE.

5. Uninterrupted power supply | EQP EXP(note 3) | EQP (note 3)
(UPS).

6. Real property installed CON CON CON CON
generator.

7. Fire protection system:

a. Built into the facility such as | RPIE RPIE RPIE RPIE
a sprinkler system.

b. HALON 1301 total flooding | (note 4) (note 4) CON CON
system.

NOTES:

1.You may use either Military Construction (3300) or O&M Minor Construction (3400) funds,
depending on the total cost, when you procure or install air conditioning systems as RPIE in
conjunction with new construction or construction of an addition to a new facility (see Section
8E, Chapter 8).

2.Purchase individual equipment items costing over $250,000 with investment equipment
funds; all other items are expense.

3.Use investment equipment funds if you purchase the UPS on an installed basis; otherwise,
installation is an expense. The associated site preparation is always construction for addition or
new construction.
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Categories Alteration of Existing Addition or new
Facility construction
Materials | Installing Materials Installing

4.1f you purchase the HALON 1301 total flooding system on an installed basis, use investment
equipment funds; otherwise, purchase individual equipment items costing more than $250,000
with investment equipment funds; all other costs are expense.

4.8. Embedded Computers. Apply the following rules to determine how to fund embedded
Information Technology Equipment (ITE) and software developed or acquired under the systems
management procedures (acquisition series of instructions).

4.8.1. Use RDT&E to:

4.8.1.1. Fund all initial ITE and software development efforts up to the point where an
operational configuration baseline has been tested, evaluated, and accepted or qualified.

4.8.1.2. Finance the design, development, test and evaluation of embedded ITE and
software. This includes all costs related to feasibility studies, system design, preparation,
integration (including interface with other systems or subsystems), and associated
documentation.

4.8.1.3. Design and develop training devices, such as simulators, that employ new or off-
the-shelf computers and system components, but have software and interface components
unique to the training system. Use RDT&E for the initial system and all of its support
cost through acceptance by the Air Force. Typically, these training devices have small
quantity requirements and the initial system is eventually used for operational training.

4.8.2. Do not use RDT&E funds beyond the initial system unless the training organization
needs more than one full system to demonstrate the training device performance before
accepting it.

4.8.3. To buy fully developed and tested ITE and software, use the same appropriation that
funds the acquisition of the weapon or support system of which it is a part. Fund fully
developed and tested ITE and software associated with an equipment modification with the
same appropriation that funds the production mod kits (see also paragraph Chapter 8Section
8G for guidance on modification funding).

4.8.4. Use O&M-type funds to finance the maintenance of embedded ITE and software,
except for investment items necessary for maintenance. Use procurement appropriations to
finance investment items that are funded by the procurement appropriations. Paragraph 4.8
applies for embedded ITE and software used in research and development programs or
owned by RDT&E funded activities.

4.8.5. Fund changes to existing operational software as follows:

4.8.5.1. Use O&M-type appropriations or funds for changes designed to correct latent
errors or deficiencies in software programs that otherwise meet criteria for operational
suitability and usefulness.
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4.8.5.2. Use O&M-type appropriations or funds for changes designed to improve
reliability, maintainability, safety, or that otherwise qualify as normal life-cycle support.

4.8.5.3. Use RDT&E funds for changes designed to increase the capability of the system
to perform its mission, to add new capability, or to remove an existing capability.
However, use the O&M-type appropriation that funds the maintenance for software
changes (or blocks of such changes) that are relatively minor in scope and cost, and that
can be accomplished during regular software maintenance.

4.8.6. See Chapter 8Section 8G for instruction on funding software changes related to
equipment modification engineering tasks. Use O&M, RDT&E or DWCF funds for other
software changes associated with end item modification programs as discussed elsewhere in
paragraphs 4.8 and 8.26

4.9. Funding Other Equipment with Computers. This category includes equipment items
such as materiel handling equipment that contain or depend upon computer devices but are not
C4 systems.

4.9.1. Use procurement accounts to finance the initial acquisition cost.
4.9.2. Finance software changes as an expense.
4.9.3. Finance such charges from the DWCF for DWCF-funded facilities and activities

4.10. Information Technology (IT) — Summary Considerations. IT is a complex subject
with many exceptions and criteria. Another helpful way to look at this topic is to bear in mind
major considerations. Table 4.2 provides major considerations and limited general information,
and does not attempt to address every situation. For additional information, see the DoD FMR
7000.14-R, Volume 2A, Chapter 1 (including subparagraphs 010201, 010209 and 010212), other
guidance in this AFI, and Defense Acquisition System guidance.

Table 4.2. Information Technology — Major Considerations (not sequential).

Centrally managed or not centrally managed?
Embedded or not embedded?
Underlying tasks and purpose for IT effort; more than one appropriation may be required.
Appropriation or working capital fund to use:
RDT&E
Major upgrades increasing performance envelope of existing systems
Development activities bringing a program to its objective system
Commercial-off-the-shelf (COTS) systems requiring engineering design,
integration, test and evaluation to achieve objective performance
Acquisition/operation/maintenance of IT systems used exclusively to support
RDT&E activities
Procurement
Acquiring and deploying a complete system with a cost of $250K or more
(check DoD FMR 7000.14-R, Volume 2A, Chapter 9for possible changes to the
investment-expense threshold)
For modifications, only the cost of the upgrade is counted towards $250K
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threshold
Fully developed and tested modification kits (including install and tech
assistance)

Operations & Maintenance (O&M)
Continuing operations, current services, maintenance
Modernization under $250K, including one-time projects such as developing
planning documents and studies

Minor improvements in software functionality accomplished during routine
maintenance
Defense Working Capital Fund (DWCF)

IT systems developed for and acquired through the DWCF
Capital Budget, if above threshold defined in DoD FMR 7000.14-R,
Volume 2B, Chapter 9references above
Operating Budget, if below threshold defined in DoD FMR 7000.14-R,
Volume 2B, Chapter 9references above

Section 4C—Honoraria

4.11. Approving Honoraria and Speaking Fees. Follow guidance in the DoD FMR 7000.14-
R, Volume 10, Chapter 12, Section 1208. Use O&M funds to pay honoraria or fees according to
established approval levels:

Table 4.3. Honoraria Approval Thresholds.

Installation Commanders $1,000 or less
MAJCOM, FOA, DRU Commanders $2,000 or less
HQ USAF/CVA More than $2,000

4.11.1.1. To determine the appropriate approval level for honorariums or speaking fees,
only the actual amount of the honorarium or speaking fee, excluding per diem and travel
expenses, will constitute the cost against which the threshold is to be applied. If a person
is going to sign a speaking contract for $2,000 and that contract is for 4 speeches on an
installation at $500 each, the $2,000 contract would determine the approval level required
(MAJCOM, FOA, DRU Commander), not the $500 cost of each address.
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Section 4D—Emergency and Special Program (ESP) Codes

Table 4.4. Assigning ESP Codes.

Air Force activities at all levels assign ESP codes. These special accounting and reporting codes
collect costs incurred during an emergency or in support of a special program.

Assigning Code Description

Organization Scope First Position Second Position
SAF/FMB Air Force-Wide Any alphanumeric "A" through "G"
MAJCOM-FOA/FMs MAJCOM-Wide Any alphanumeric "H" through "W"
Installation/FMs Local Any alphanumeric "X, "Y' or"Z"

4.12. Reserved For Future Use.
4.13. Using ESP Codes:

4.13.1. The assigning FM organization along with the activity requiring the data will assign
a title to each ESP code, and will determine whether incremental or total costs need to be
collected.

4.13.2. Comptrollers and budget officers at all levels must make sure that operating
personnel are made aware of the importance of properly identifying and capturing all costs
associated with emergency and special programs. Only accurate cost data can provide the
documentation to obtain funding or reimbursement when appropriate and meet reporting
requirements.

4.13.3. Installations or commands must send requests for establishing Air Force-wide ESP
codes through MAJCOM/FM channels to SAF/FMBMM for assignment of an Air Staff
sponsor. Describe the program or situation that requires cost identification and indicate
whether full or incremental costs should be collected. SAF/FMB will assign the code and
issue implementing instructions. In addition, once a year (usually in September) SAF/FMB
issues a list of all Air Force level ESP codes for the next fiscal year.

4.13.4. ESP codes apply to most appropriations. Use these codes on all applicable
commitment, obligation, and expenditure documents, generally placing them in the
accounting classification immediately following the accounting and disbursing station
number (ADSN) (for example: ESP Code AA). Periodically, SAF/FMB or MAJCOMs
require the wuse of specific ESP codes. Reference AF ESP codes at
https://www.my.af.mil/gcss-
af/lUSAF/ep/globalTab.do?channelPageld=s6925EC13532BOFB5E044080020E329A9
when constructing a line of accounting. Also reference MAJCOM ESP lists.

Section 4E—Technical Data

4.14. Financing the Procurement and Printing of Technical Data. The source of funds to
procure and print tech data depends upon the appropriation or fund that procures the end item of
equipment or system to which the data is applicable. Apply funds as follows:


https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC13532B0FB5E044080020E329A9
https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC13532B0FB5E044080020E329A9
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4.14.1. Acquisition Phase. Pay for the initial technical data with the same appropriation
(and budget program) or DWCF business activity that pays for the end item of equipment or
system being supported. Include the cost of both the reproducible copy and the cost of
printing multiple copies, whether you obtain the printing by a separate contract from a
government printing plant or as a provision of the production contract. Use these same rules
for spare and repair parts.

4.14.2. Modifications. Pay for all technical data required as a result of a modification to an
end item of equipment or system with the same appropriation (and budget program) or
DWCEF activity that pays for the modification. Use the rules for printing in the preceding
paragraph. See also Chapter 8.

4.14.3. Post Acquisition and Modification Phase. Use O&M in these situations, but only
when the technical data support equipment or systems are financed with procurement
appropriations (3010, 3011, 3020, and 3080). (See paragraph 4.14.5 for printing and
reproduction costs.)

4.14.3.1. When production contracts and modification contracts funded with investment
appropriations no longer exist to satisfy requirements for reproducible copy not initially
procured with the equipment or system.

4.14.3.2. For new requirements for developing and preparing equipment program master
tapes for out of production (in-service) equipment.

4.14.3.3. To finance the revision or replacement of previously procured technical data
that has become unusable due to excessive use, abuse, or loss and to fund the changes
needed to bring the guidance into current status.

4.14.4. Use DWCF funds for the technical data and associated requirements when the
equipment is procured by the DWCF or when modifications to that equipment require
technical data after production or modifications.

4.14.5. Funding Printing and Reproduction Requirements. Use O&M funds - EEIC
50100 for printing procurement by the Government Printing Office (GPO) and by
commercial printers and EEIC 75671 for printing services by the Document Automation and
Production Service (DAPS) and 75672 for printing services with GPC by the Document
Automation and Production Service (DAPS) - (NOTE: The DWCF finances all of the
foregoing requirements for equipment funded by the Defense Working Capital Fund.)

4.14.5.1. To finance the contractual printing (reproduction) of multiple copies of
technical data (or literature from technical data) applicable to out-of-production
equipment and systems. This rule does not apply to printing requirements relating to
initial equipment or system data procurement, modification and initial tech data funded
with investment appropriations.

4.145.2. To pay for contractual reproduction (duplication) of automatic equipment
program master tapes prepared from Air Force-owned reproducible master tapes.

4.14.5.3. See DoD Instruction 5330.03 Defense Logistics Agency (DLA) Document
Services, for policy on use of DAPS.
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4.15. Funding Engineering Drawing Requirements:

4.15.1. When obtained in connection with procurement of equipment or a system, use the
same appropriation (and budget program) or DWCF business area as used to finance
procurement of the equipment or system for which the drawings are required. These same
funds also finance the printing or reproduction of multiple copies.

4.15.2. When procured in conjunction with a modification, use the same appropriation (and
budget program) or DWCF activity that financed the modification. This applies both to the
cost of the drawings and the printing of needed multiple copies.

4.15.3. To finance the following requirements, use either O&M funds if the equipment or
system was procured or modified using investment funds or DWCF funds if the equipment
was procured or modified with DWCF funds:

4.15.3.1. Replacement of previously procured drawings that have now become unusable
due to excessive use (illegible, worn or torn).

4.15.3.2. Drawings needed for purposes other than equipment or system procurement,
and required because they were not originally procured on the production or modification
contract, which is now closed.

4.15.3.3. The cost of contractual engineering or drafting talent when needed to update,
consolidate or redraw existing engineered drawings.

4.15.3.4. Contractual accomplishment of master layout (MLO) drawings, templates, tube
bend data and like items.

4.15.4. Use O&M funds (EEIC 50100) to finance the contractual cost of printing or
reproducing necessary multiple copies of drawings for equipment or systems procured with
investment appropriations. Use DWCF for the same requirement for equipment procured by
DWCF.

4.16. Commercial Manuals. Initial procurement of these manuals is part of the equipment or
system procurement cost. Apply the following for additional copies:

4.16.1. Charge to O&M (EEIC 50100) if the Air Force has reproduction rights and the
equipment or system was procured with investment appropriations and the manual is
incorporated into the system.

4.16.2. Charge the printing cost to DWCF if the manuals are applicable to equipment
procured by DWCF.

4.16.3. Charge the cost to O&M if a commercial manual has a TO number, but only for
those manuals applicable to equipment or systems procured with investment appropriations.

4.16.4. Charge the printing to DWCEF if the manuals are applicable to equipment or systems
procured by DWCF.

4.17. Technical Data for Replenishment Spares Procurement. Charge both the cost of the
reproducible copy and the cost of reproducing multiple copies to the same funds used to procure
the spare parts if procuring replenishment spares involves acceptance of:

4.17.1. A substitute item,
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4.17.2. A different manufacturer of the item, or
4.17.3. A new item specification, and
4.17.4. New specifications, new technical data, or revisions to existing data are required.

4.18. Technical Data for Common Support Equipment. Finance changes to weapon systems
technical data resulting from the replacement of common support equipment from the
appropriation buying the equipment.

Section 4F—Space Launch Support Services

4.19. Financing Launch Services. Fund launch support services as follows:

4.19.1. If the launch is of a research and development (3600 funded) payload, use the
RDT&E (3600) appropriation.

4.19.2. If the launch is of an operational (3020 funded) payload, use the Missile Procurement
(3020) appropriation budgeted in the year of the launch.

4.19.3. Charge launch support services provided by Major Range and Test Facility Bases
(MRTFB) to the funding appropriation as indicated above on a direct cost basis per AFI 99-
103, Capabilities-Based Test and Evaluation. Use O&M funds to pay for standard range
support costs.

4.19.4. Contractor launch support services budgeted in Procurement appropriations are
incrementally funded if they are not related to the delivery of an end item (OUSD(C) (P/B)
May 16, 1997 Policy).

4.20. Propellants Funding. Use O&M (3400) funds to pay for liquid and gaseous propellants.
Pay for solid propellants with 3020 funds.

Section 4G—Organizational, Intermediate, and Depot Logistic Support Provided By
Contractors

4.21. Funding Contractor Support Programs:

4.21.1. Interim Contractor Support (ICS). Budget and fund ICS in the weapon
system/equipment procurement line item or the weapon system/equipment modification
procurement line, as applicable. When non-Air Force agencies require work on an Air Force
ICS contract, the using activity will reimburse the appropriate procurement account through
the responsible system program office. Budget for the ICS on the end item line or
modification procurement line even if there is no end item or modification kit being
procured. ICS specifically refers only to the use of a contractor in the following cases:

4.21.1.1. The items to be supported or items of support equipment that have an unstable
design, and the projected cost of setting up an organic capability at the time operational
support is first required is excessive, due to uncertainties in the type and level of support
required because of the risk that support resources will become obsolete if procured too
early.

4.21.1.2. All or part of the resources required to establish an organic capability that will
not be available until after operational support is first required. In this case, the system
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development, production, and deployment phases do not allow enough time to develop
the support resources before organic support is needed (e.g., automatic test equipment
development that generally lags behind the development of the system which it supports).

4.21.1.2.1. Under no circumstances is ICS to be interpreted as a means of
compensating for a budget cut or any other unforeseen situation that may require the
use of contract support. ICS must be planned budget lead-time away and have been
subjected to rigorous cost and risk analysis.

4.21.1.2.2. ICS is not used to replace the requirement for testing and for fully
demonstrating the adequacy of a new design for an acquisition or modification
program before making a major deployment commitment. Instead, it is a method of
controlling capital investment in logistics support while refining the requirements,
resolving the technical problems, achieving design stability, and compensating for
lead-time for complex support resource development.

4.21.1.2.3. ICS is predominately a depot level program because sound program
management normally demands organic capability for the performance of all
organizational and intermediate (O&I) level tasks when operational systems are
initially delivered. Inclusion of O&I tasks under ICS should be accomplished only on
an exception basis.

4.21.2. Contractor Logistics Support (CLS). Funding responsibilities are as follows:

4.21.2.1. Air Force Materiel Command (AFMC) Centralized Asset Management (CAM)
program office will budget for Air Force active duty CLS programs. Use EEIC 578 to
identify costs. Guard and Reserve will budget for their own CLS requirements.

4.21.2.2. For systems that are not weapon system specific (for example, Base and
Installation Security System), the operating command that has the closest relationship
and/or receives the most benefit has budgeting responsibility. If there is no clear
relationship to any one operating command or no one command receives more benefit
than the others, AFMC will retain budgeting and programming responsibility.

4.21.2.3. When a system transitions from organic logistics support to CLS, the operating
command will program enough resources to fund those system spares which are in the
Supply Management business activities inventory and are to be transferred to the CLS
contractor.

4.21.2.4. The System Program Managers (SPM)/Product Group Managers (PGM) are
responsible for budget execution and costing CLS requirements. The SPMs shall submit
annual CLS labor obligations, material obligations, and labor hours reported in Cost
Analysis Improvement Group (CAIG) format for each MDS no later than January 15th
for the previous fiscal year ending on September 30"™. CLS reporting formats are located
on the AFTOC web page. The formats can be accessed via the Air Force Portal,
Applications A-Z listing, and AFTOC — Air Force Total Ownership Cost Decision
Support System link. These costs shall be further defined by a percentage break out
between contractor and government for labor and materials. Submissions should be
made in electronic format, sent by e-mail to SAFEMC.workflow@pentagon.af.mil.
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4.21.3. Appropriations Chargeable. Determine the type of funds that will be used based
on the type of contract, or services and items provided under the contract. There may be
more than one appropriation, budget program activity code (BPAC), or element of
expense/investment code (EEIC) that will be involved with one program. The following are
examples:

4.21.3.1. If the contract is written to provide strictly a maintenance service (time and
effort), charge the cost to an operating account, for example, O&M Air Force (except for
DT&E or IOT&E). Contracts could require the contractor to provide all spares, repair
parts, labor, and test equipment.

4.21.3.2. If the contract calls for the government to purchase and furnish the spares,
repair parts, or equipment, including test equipment, then you may need to use more than
one appropriation, BPAC, and EEIC.

4.21.3.3. Use the appropriate procurement/RDT&E appropriation to pay the cost if
capital investment items (peculiar support or test equipment) centrally managed items,
and/or data are furnished to the contractor.

4.21.3.4. Use O&M (EEIC 579 in the case of ICS) for the maintenance service part of
the contract.

4.21.3.5. Charge an operating account (EEIC 605 or 609 from the DWCF, EEIC 619 if
from other) if the government furnishes the supply parts (expense type items) used in
maintenance.

4.22. Determining the Funds Chargeable. Specific funding guidance cannot cover all
contracts or situations; therefore, the system manager, with assistance from and advice of the
MAJCOM FM organization, must take the following actions for each proposed contractual
action:

4.22.1. Review each contract with maintenance and procurement personnel to determine the
type of service or product that is being procured.

4.22.2. Determine the proper appropriation and BPAC to use per AFMAN 65-604.

4.22.3. Refer questions that cannot be resolved to your HQ MAJCOM FM policy office,
with subsequent submission to SAF/FMBM as needed. Provide your analysis and
recommendations when submitting funding (propriety or responsibility) questions.

Section 4H—Prompt Payment Act (P.L. 97-177, 5CFR Part 1315, 31 U.S.C. Section 3901-
3906)

4.23. Financing Prompt Payment Charges:

4.23.1. Federal departments and agencies must absorb interest penalties within existing
appropriations. For DFAS paying offices supporting Air Force sites, the interest will be
financed by the operating funds of the base being supported without regard to who caused the
late payment.

4.23.2. Use only four appropriations to finance expenses for prompt payment--Air Force
O&M (57*3400), Air Force Management and Support RDT&E (57*3600), Air Force
Reserves O&M (57*3740), and Air National Guard (ANG)O&M (57*3840).
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4.23.3. Host installations may charge the penalty to tenant O&M funds or DWCF only when
evidence clearly exists that the tenant or DWCF was directly responsible for the incurrence
of the interest penalty. If the host and tenant cannot agree on the tenant’s liability for the
penalty charge, the host installation commander, with advice from his or her comptroller, will
make the final determination based on the facts of the individual case.

4.23.4. When non-Air Force paying offices (Army, Navy, Marines, DoD, etc.), not
supporting Air Force sites, administer or pay Air Force contracts and incur prompt payment
penalties, charge the interest payments to those activities without subsequent recoupment
from the Air Force. For DFAS paying offices, not supporting Air Force sites that administer
or pay contracts citing Air Force funds, charge the incurred interest payments to the
operating funds of the base being supported without regard to who caused the late payment.
EXCEPTION: Interest paid on Air Force contracts by DFAS-CO are charged to a Military
Interdepartmental Purchase Order (MIPR) provided to DFAS-CO by the 11th Wing on behalf
of SAF/FM.

4.23.5. For Foreign Military Sales (FMS), 4F interest penalty payments the following fund
citation is authorized: 97-11X8242.0002 4F 8467 NPPI39 00*S380100. (The * in the fund
citation indicates the position to place the reason code.) This field corresponds to the FMS
line position normally cited. DSCA (27 Jan 98 Memorandum, “Line of Accounting for the
Prompt Payment Act Interest”) has directed that all disbursing activities request expenditure
authority (EA) before making PPI disbursements. EA will be requested 1AW guidance
previously issued for all FMS disbursements. Questions regarding the 4F fund citation and
EA should be directed to DFAS-JAXBA/IN (ref DFAS-AY/DE msg 1213527 Oct 01). For
FMS Administrative Surcharge (4A) interest penalty payments cite the applicable CY Admin
line of accounting using EEIC 682**. Reference the FM Data Quality Service (DQS) to
determine the correct fourth and fifth position codes. Questions regarding the 4A fund
citation should be directed to DFAS-JAXBG/IN.

4.23.6. Nonappropriated funds (NAF) paying offices or activities will charge interest penalty
costs to NAFs.

4.23.7. See DFAS-DE 7010.5-R; Direct, Refund, Reimbursement and Receivable
Transactions at Base Level for specific accounting instructions.

4.24. Assigning Data Elements:

4.24.1. . Use fourth- and fifth-position AFEEIC code shreds for AFEE 759XX as follows
(see the FM Data Quality Service for definitions):

4.24.2. Use the fourth-position numeric shred of AF EE 759 to reflect the reason a prompt
payment interest penalty was incurred.

4.24.2.1. Use the fifth-position alpha-code shred of AFEE 759 to reflect the original
appropriation cited on the voucher that incurred an interest penalty payment. Where more
than one appropriation is cited on the contract, use the predominance rule to determine
the fifth-position shred. The appropriation with the most dollars dictates the alpha shred
selected. (An exception to the guidance is for FMS-related fund cites. Because these are
reimbursable-type transactions, use a prorated breakdown between the appropriations
based on dollar value to total contract costs to distribute AFEE 759 interest penalties to
the proper fifth-position alpha shreds.)
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Section 41—Telephone System Costs

4.25. Funding Advance Deposits for Installation Costs of Telephone Cable Required for
New Family Housing. Installations responsible for installing telephone cabling for new family
housing will comply with the following guidance:

4.25.1. Charge the costs of trenching, backfilling, and paving associated with cable
installation both within a new residential subdivision and within the 100 foot allowance to
the appropriate construction appropriation.

4.25.2. Charge the payment of deposits against the cost of installing underground telephone
equipment specifically required servicing a new subdivision to the appropriation financing
the host-base operation.

4.25.3. Credit the appropriation financing the host-base operation for refunds of the deposits
against the cost of installing underground telephone equipment specifically required
servicing a new subdivision. (Refunds of the deposits are provided in the form of setoffs or
credits against bills to the Air Force for services.)

4.26. Funding Other Telephone Activities:

4.26.1. Paying for Telephone Reconnection Charges. The Base Civil Engineer (BCE) and
Chief of Services (CE) may approve appropriated fund payment for telephone reconnection
fees which result from base actions for the convenience of the Air Force (only for local, non-
PCS moves) . These entitlements are usually due to either a mandatory assignment to
government housing facilities or the termination of assignment to quarters due to death of
qualifying dependents.

4.26.2. Providing Telephones for Government Transient Facilities. Air Force installations
may spend appropriated funds for telephone service and equipment in transient quarters when
sufficient official need exists for a telephone (AFI 33-111, Voice Systems Management). Host
MAJCOMSs must establish controls to make sure appropriated funds are not used to pay for
unofficial toll calls. The host MAJCOM must establish procedures for billing to transient
residents when direct toll calling is allowed.

4.26.3. Paying for Commercial ""Unofficial"" Telephone Service. This paragraph, along
with Figure 4.2describes funding procedures for acquiring, installing, and maintaining inside
wiring used to provide commercial "unofficial” telephone service in facilities such as
dormitories, military family housing, VAQs, VOQs, TLFs, etc. This funding guidance refers
to the inside wiring that extends between the telephone company's point of demarcation at a
facility and the subscriber's telephone outlet.

4.26.3.1. Assigning Funding Responsibilities:

4.26.3.1.1. Pay for the installation and maintenance of inside wiring in Air Force
quarters with the appropriation that finances the construction, repair, or maintenance
of government quarters.

4.26.3.1.2. In facilities other than Air Force quarters, the subscriber pays for the
installation and maintenance, regardless of who owns the facility.

4.26.3.1.2.1. The subscriber pays for all costs associated with the service
provided by the telephone company (for example, circuit activation fees, monthly
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access fees, toll calls, long haul carrier access fees, instrument rental or
procurement, etc.).

4.26.3.1.2.2. See Figure 4.2 of this instruction and AFI 33-111 for further
procedures and instructions. AFI 33-111 contains guidelines for both "official”
and "unofficial™ telephone service.

4.26.4. Financing Telephone Wiring and Cable TV Wiring:

4.26.4.1. Use Military Family Housing (MFH) P722 maintenance funds to finance the
maintenance, repair, and minor alteration requirements for telephone wiring within MFH
units.

4.26.4.2. The occupant pays for the provision and installation of the telephone
instrument and for the relocation of outlets solely for the convenience of the occupant.

4.26.4.3. Installations must use MFH funds (P71X/P72X) to pay for cable TV prewiring
as part of housing unit construction or improvement of units where cable TV is, or will be
available.

4.26.4.4. For MWR and Lodging organizations, see AFI 65-106.
4.26.5. Providing Command and Control Communications Services in Base Housing.

4.26.5.1. Official telephone service in the form of direct lines to the base switchboard
(NOTE: For this purpose, a direct line from the appropriate operational command post is
an acceptable alternative) or Class C phone lines in personal quarters is authorized per
AFl 33-111, only for those individuals in “positions requiring immediate
communications response for command and control.” Class A telephone service that
provides local off-base or commercial long distance telephone service is not authorized.
Telephone service may be authorized for on-base and Defense Information Systems
Network (DISN)/Defense Switched Network (DSN) communications (given a mission
essential need) when appropriate. Written authorization for such service must be kept on
file for the duration of the service by the activity that provides the service. Except for
alternate work sites (covered in P.L. 104-52, Title 1V, Sec. 620, 19 Nov 95, Treasury,
Postal Service, and General Government Appropriations Act of 1996 and AFI 33-111,
paragraph 7.2.), appropriated funds are not authorized to provide telephone service in
personal quarters where there is no clearly established requirement for immediate
command and control capability. Personal need or convenience alone does not meet
command and control criteria.

4.26.5.2. The access requirement cannot be granted solely on the basis of grade or rank.
Individuals authorized official telephone service in their private (on-base) residence must
have both a functional and immediate need for command and control access.

4.26.5.3. Appropriated funds may be used to provide Military Data Network services
(such as NIPRNET, SIPRNET, and other special-purpose data networks) to private (on-
base) residences when there is a command and control need for these services.
Establishing a requirement for immediate command and control capability is
applicable before providing access to a military data network in a private (on-base)
residence. These military data network services can be used for official business only.
The cost of cable installation in the MFH unit is chargeable to the Military Family
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Housing (MFH) O&M Appropriation. Additional guidance on LAN services is provided
in AFI 33-129, Web Management and Internet Use.

4.26.5.4. Costs associated with the installation, maintenance, repair, and upgrade of
communications infrastructure in housing units and areas required by occupants for their
official duties (and approved under AFI 33-111) will not be charged to the Military
Family Housing appropriation.

4.26.6. Flexiplace/Telecommunicating Support to Alternate Work Sites. P.L 104-52,
Treasury, Postal Service, and General Government Appropriations Act of 1996, Sec. 620
provides that appropriated funds may be used to install telephone lines and necessary
equipment and to pay monthly charges in any private residence or private apartment of an
employee who is authorized to work at home in accordance with guidelines issued by the
Office of Personnel Management (OPM): Provided that the head of the department, division,
bureau, or office certifies that adequate safeguards against private misuse exist and that the
service is necessary for direct support of the agency’s mission. Additional guidance may be
found in AFI 33-111.

4.26.7. Telephone Calling Cards. See AFI 33-111, paragraph 17, for guidance on
obtaining and use of telephone calling cards. Funding for telephone calling cards is the
responsibility of the requesting organization.

4.26.8. Wireless Cards, Cell Phones, Blackberry Devices, and Other-Hand Held
Communications Devices. Funding for these items, to include applicable user charges, is
the responsibility of the requesting organization from their O&M type funds.

Figure 4.2. Funding for Installation and Maintenance of Telephone Wiring Used for
Commercial ""Unofficial™ Telephone Service.

TYPE OF FUNDING APPROPRIATION [REPAIR & |MAINTENANCE
FACILITY INSTALLATION MAINTAIN [RESPONSIBILITY
MAJOR (Note 1) [MINOR
(Note 2)
Quarters: Appn 0740 Appn Appn 0745P- [Base CSSO
MFH P-711 0740/0745 722
P-722/P-713
(Note 3)
UEPH, UOPH Appn 3300 Appn 3400 Appn 3400 [Base CSSO
EEIC 529
TLFs, VOQs, VAQs |Appn 3300 Appn 3400 Appn 3400 [Base CSSO
(Note 5) EEIC 529
AAFES Activities AAFES AAFES AAFES AAFES
(incl CONUS Pay
Phones)
DeCA DeCA DeCA DeCA DeCA
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TYPE OF FUNDING APPROPRIATION |[REPAIR & [MAINTENANCE
FACILITY INSTALLATION MAINTAIN [RESPONSIBILITY
MAJOR (Note 1) [IMINOR
(Note 2)
MWR/NAF Activities |[Subscriber Subscriber Subscriber  [Subscriber
(Note 4,5)
Other DOD Subscriber Subscriber Subscriber  [Subscriber
Appropriated Fund
Activities
Other Federal Agency Agency Agency Agency
Agencies
State, County, Agency Agency Agency Agency
Municipal
Organizations
Non-profit Subscriber Subscriber Subscriber  |Subscriber
Organizations
Business & Subscriber Subscriber Subscriber  [Subscriber
Contractors
NOTES:

1.The cost of construction includes telephone wiring, jacks, terminal blocks, etc., so as to make
the facility telephone ready. Construction does not include instrument rental-procurement or any
charges levied by the telephone company associated with activating the telephone circuit or
providing the telephone service to the subscriber. The subscriber is responsible for these charges
in all cases. AF prewiring guidance, ETL 02-12, requires the installation of inside wiring using
Military Construction Program (3300 appropriation) funds, either new construction or major
renovation.

2.Prewiring does not apply to AF funded minor construction (57*3400, EEIC 529). However, as
a minimum, provisions for communications wiring and equipment (conduit, space, plywood
backboards, etc.) are provided as part of the project. In these cases, physical spaces are a part of
the funded cost (EEIC 529); conduit, plywood backboards, etc., are treated as secondary utilities
per AFR 86-1 and are an unfunded cost . Communications wiring may be installed as part of the
project, consistent with the general guidelines of ETL 87-XX, but are funded as an expense
(57*3400).

3.For MFH units, pay for minor renovations costing $7,500 or less with P-722. Pay for minor
renovations costing over $7,500 with P-713.

4.AFI1 33-111 has guidelines for the authorization and funding of Class A, B, C, and D "official"
telephone service. Reference AFI 65-106 for MWR and other AF NAF fund source
authorizations.

5.Follow the funding guidance above when using appropriated funds. Follow nonappropriated
funding guidance when using nonappropriated funds. Reference AFI 65-106 for MWR and
other NAF fund source authorizations.




62 AF165-601V1 16 AUGUST 2012

TYPE OF FUNDING APPROPRIATION [REPAIR & |MAINTENANCE
FACILITY INSTALLATION MAINTAIN [RESPONSIBILITY

MAJOR (Note 1) [MINOR
(Note 2)

Section 4J—USAF Heritage Program

4.27. USAF Heritage Program (USAFHP) and associated activities. USAF Museums,
Heritage Centers, Historical Holdings, and Air Parks are, in part, appropriated — fund
organizations. USAFHP activity facilities are not privately owned, but are owned, operated, and
maintained by the Air Force. Commanders will include funding in their annual unit budgets
(financial plans) by type of activity and expense element as prescribed in the MAJCOM / DRU /
FOA budget call. AFI 84-103, U.S. Air Force Heritage Program, provides instruction for the
USAFHP, activity operation, and new activity approval. USAFHP activities are also supported
by gifts from private organizations and other entities IAW AFI 51-601, Gifts to the Air Force.

4.27.1. Financing the National Museum of the United States Air Force (NMUSAF). The
NMUSAF at Wright-Patterson AFB, OH, is the Air Force’s official service museum
operation and the only USAFHP activity eligible to receive appropriated funds for new
construction. The NMUSAF also relies on an annual budget of O&M funds for its day-to-
day operational needs.

4.27.2. Financing Air Force Field Museums, Heritage Centers, Historical Holdings, and Air
Parks. The supporting Air Force organization should employ the judicious use of resources
and other funds for establishment, management, operation, and maintenance of the supported
USAFHP activities

4.27.2.1. Commanders may use O&M-type funds, provided the costs are reasonable and
in line with the base mission and funding priorities. The appropriate uses of O&M type
funds include, but is not limited to, repair and maintenance of real property such as
buildings and grounds, which are normal BOS support; installation and use of physical
security equipment such as intrusion detection devices; services, supplies and equipment
for the accountability, preservation, and display of USAF historical property such as
artifacts and aerospace vehicles

4.27.2.2. Do not use O&M or MILCON for facility construction, additions, or
alterations.

4.27.3. Private Organization support of USAFHP activities. The Air Force encourages but
does not require a private organization (such as a charitable foundation) in the establishment
and operation of a USAFHP activity. Commanders may permit supporting private
organizations to be established to support USAFHP activities at their locations as prescribed
by AFI 34-223, Private Organization (PO) Program and AFI 84-103. These organizations
support USAFHP activities by raising funds to support command-approved capital
construction of facilities; raising funds in general support of USAFHP activities; and funding
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the acquisition of significant historical property for the supported USAFHP activity within
the supporting private organization’s fiscal reporting year.

4.27.3.1. Establish a memorandum of understanding between the parties to outline the
responsibilities and limitations for each party, including a general description of those
areas where the private organization will assist the USAFHP activity

4.27.3.2. Offers of donations of money or real or personal property from private
organizations will be submitted in writing through command channels IAW AFI 51-601.

Section 4K—Ethnic and Holiday Observances, Traditional Ceremonies, and Entertainment

4.28. Ethnic and Holiday Observances Funding Guidance:

4.28.1. Ethnic Observances. Air Force organizations at all levels may spend appropriated
funds, as authorized by the host or installation commander, to carry out activities that
recognize the contributions that minorities and women have made to society. Observances
include such activities as scholarly lectures, ethnic historical exhibits, art exhibits, displays,
and musical groups, including those procured from the private sector.

4.28.1.1. Air Force organizations may use O&M-type funds to finance a live artistic
performance as an authorized part of an equal employment opportunity (EEO) effort if it
is part of a formal program determined to advance EEO objectives, and consists of
different types of presentations designed to promote EEO training objectives of making
the audience aware of the cultural or ethnic history being celebrated (60 Comp Gen 303).
While the Air Force may not normally provide "free food" to either government or non-
government personnel, federal agencies may pay for lunches for guest speakers under 5
U.S.C. 5703 if the speakers were in fact away from their homes or regular places of
business. (NOTE: Government employees must pay for their own meals, whether on
TDY or not, because food is a personal expense.)

4.28.1.2. Sponsoring Air Force activities may use appropriated funds to purchase small
"samples™ of ethnic foods prepared and served during a formal ethnic awareness program.
The samples should be of minimal proportion and are not intended to serve as meals or
refreshments.

4.28.2. Holiday Observances. Installation Commanders may approve the use of
appropriated funds (APF) to purchase seasonal decorations on a case by case basis. Be
prudent when using APFs for this purpose. The following conditions apply. Purchase
decorations only where all installation personnel may benefit from their use, e.g., a decorated
Headquarters building, Thanksgiving/Christmas decorations for the installation main dining
facilities, base Christmas tree, or decorated foyer of the Headquarters building. Do not use
APFs to purchase decorations for the interior of government offices or for personal use. The
decorations may not be religious in character. Also, do not use APFs to purchase or mail
seasonal greeting cards.

4.29. Traditional Ceremonies. The use of appropriated funds that might be prohibited as
personal expenses may be permissible when they are incurred incidental to certain traditional
ceremonies. Do not provide free food, snacks, alcoholic beverages, etc., except as provided in
paragraph 4.30 (and associated subparagraphs below). Comptroller General decisions permit the
commercial printing, including DAPS, of invitations and programs only for the following
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traditional ceremonies, which do not include retirements, unless performed concurrently with a
formal Change of Command ceremony:

4.29.1. Groundbreaking and Dedication Ceremonies. Expenses necessarily incidental to
a groundbreaking or cornerstone ceremony are chargeable to the appropriation used for
construction of the building. These expenses include: engraving and chrome-plating a
ceremonial shovel (53 CG 119); flowers used as centerpieces at a dedication ceremony
(B158831, 8 Jun 1966); group photographs at cornerstone ceremonies (B-11884, 26 Aug
1940); and the printing of programs and invitations for cornerstone ceremonies (B-158831, 8
Jun 1966, and B-107165-0.M, 3 Apr 1982).

4.29.2. Armed Forces Change of Command Ceremonies. The Comptroller General
extended the rationale of the cases cited above to Change of Command ceremonies for the
cost of printing invitations (56 CG 81). The invitations are not inherently personal in nature,
and therefore are not prohibited by the decisions on use of public funds for greeting cards. A
Change of Command ceremony on an Air Force installation, which would warrant the
commercial printing of invitations, including DAPS, is one which would be of interest to and
have impact on the installation at large and usually involve the civic leaders of the
surrounding community. Generally, the only command position on an installation which
would fit this criteria is the Wing/Installation Commander. It is not intended that every unit
commander, i.e. transportation, personnel, civil engineer, comptroller, etc., on an installation
has commercial invitations, including DAPS, printed when he or she leaves the position.

4.29.3. Graduations. The Comptroller General (Comp Gen Decision B-211700, March 16,
1984) authorized the printing of invitations for graduation ceremonies at the Uniformed
Services University of the Health Sciences (USUHS). Invitations for official graduation
ceremonies at Air Force schools and academies are not to be “by name” specific invitations
for an individual who may be graduating. The announcement and invitation are for the
commencement exercises being held by the school, not for the graduation of a particular
individual. A graduate may include his or her personal name card in the invitation when
mailing it to family or friends, but their name is not to appear in the printed invitation or
announcement.

4.29.4. Retirement Ceremonies. Military and federal civilian employee retirement
ceremonies provide an appropriate recognition of the individual retiree’s contribution to the
Air Force through years of military or federal civilian employee service. Appropriated funds
may be used for the following.

4.29.4.1. Transportation. Government vehicles are not generally authorized for the
transportation of the retiree or guest unless the retiree is an individual who is authorized
to use a government vehicle as part of their official duties, for example a wing
commander. See AFI 24-301, Vehicle Operations for additional guidance.

4.29.4.2. Invitations. Invitations, announcements, and programs for retirement
ceremonies may be printed on personal computers with existing computer software and
agency-purchased card stock, but not procured from commercial sources, including
DAPS.

4.29.4.3. Personnel. Non-protocol Air Force civilian and military members may
consolidate address lists, address and stuff envelopes, mail retirement invitations, plan a
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retirement event, escort guests and setup and/or serve refreshments after the ceremony.
A rule of reasonableness is expected to be followed and these activities should not be the
military members’ or employees’ primary duties for an extended period of time. Military
and civilian personnel may attend retirement ceremonies during duty hours, provided
their supervisor authorizes such attendance, it is for a reasonable period of time, and it
does not unduly interfere with performance of normal duties. Local Air Force Band
members, Air Force Honor Guard members, and communications personnel may be used
in duty status as part of the ceremony.

4.29.4.4. Postage. APF postage is allowed for official announcements of official
retirement ceremonies (see DoD 4525.8-M, DoD Official Mail Manual). A rule of
reasonableness is expected to be followed as to the number of invitations that can be
mailed.

4.29.5. Wreath Laying - National Patriotic Observances. APFs are authorized for the
purchase of an appropriate wreath in solemn remembrance or celebration of national patriotic
observances to include Memorial Day, Independence Day, September 11, Veterans Day, and
POW/MIA Recognition Day. There is to be only one wreath procured representing the
entire Wing or Installation, including tenants, and not one purchased by each host and
tenant organization. There are specific days at specific locations, i.e. December 7 at Joint
Base Pearl Harbor-Hickam, HI (previously Hickam AFB), which have singularly historical
significance and for which it is fitting and proper to remember the events of that day with the
laying of a wreath. Those installations in foreign countries may purchase a wreath on other
occasions, which are of singularly historical significance to the Armed Forces of the United
States in that country or which are dictated by protocol in the host country. Fiscal prudence,
in keeping with protocol requirements and appropriate decorum, shall be exercised.

4.30. Entertainment. You cannot provide food, drink, or entertainment for military members,
civilian employees, or any other persons, except in cases specifically authorized by law. The
Comptroller General defines entertainment as “food, drink, live and recorded music, theatrical
performances, and any other item or activity designed to entertain.” Authorized and unauthorized
“entertainment” situations payable from appropriated funds are shown below. Prohibitions
include items used to prepare, serve, or present entertainment (such as food or drink serving
materials and equipment, loudspeakers, video recorders, etc.).

4.30.1. Use appropriated funds for these expenses:

4.30.1.1. Food and drink provided to military personnel as subsistence-in-kind through
the Military Personnel Appropriation (57*3500). NOTE: See AFMAN 34-240, Food
Service Program Management, paragraph 8.18, on providing mission essential beverages
from dining facilities for those military members who are authorized to receive them.
Mission essential beverages are funded from the MILPERS (3500) appropriation and not
from organizational O&M type funds.

4.30.1.2. Reimbursable subsistence expenses (per diem) for persons in an official travel
status.

4.30.1.3. Appropriated contingency funds for official representation purposes, as
authorized in AFI 65-603, Official Representation Funds.
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4.30.1.4. Ethnic food samples, bands, or singing groups used in authorized ethnic
awareness programs, per Section 4K of this chapter.

4.30.1.5. Light refreshments at awards ceremonies as described in Section 4L of this
chapter.

4.30.1.6. Samples of food from healthy cooking demonstration held in conjunction with
health promotion programs (funded with DHP 97*0130.1883 — FC 2X).

4.30.1.7. Light food and refreshments at arms control treaty inspection briefings.

4.30.1.8. Military service bands, choral groups, and other groups (such as “Tops in
Blue”) which normally perform at base theaters or service clubs for the entertainment of
military personnel, their dependents, and others as authorized by the charter of the bands
or choral groups. Rental of a local facility using O&M funds is authorized for Air Force
entertainment such as Tops in Blue or a military service band if the majority of the
anticipated audience will be military and their dependents (including retirees) and no
suitable facility is available on the installation.

4.30.1.9. Programmed “incentive music” (such as “MUSAK”) to enhance employee
morale by creating a pleasantly stimulating and efficient atmosphere during the workday.
(See 51 CG 797.)

4.30.1.10. Food provided as part of the Drug Education for Youth (DEFY) Program and
financed with Counter Drug Program funds.

4.30.1.11. See paragraph 4.44.1.1 for guidance on refreshments at conferences and
symposiums.

4.30.1.12. Child and youth programs are authorized food service as identified in AFI 65-
106.

4.30.2. Do not use appropriated funds for these:

4.30.2.1. Dance or combos created by members of military bands whose services are
“hired” by Open Messes or Service Clubs for entertainment of members of these messes
or clubs.

4.30.2.2. Fireworks displays because they constitute “entertainment”. While a fireworks
display may be useful in establishing good relations with the surrounding community, it
is not a “necessary expense”. (See CG B-205292, 2 Jun 1982.)

4.30.3. Air Force Open House Relations. See AFI 10-1004, Conducting Air Force Open
Houses, for additional funding guidance.

Section 4L—Awards, Award Ceremonies and Gifts

4.31. Awards and Gifts. Do not use appropriated funds to purchase gifts for military
members, employees, or private citizens unless specifically authorized by law. Currently, the
only authority to use Air Force appropriated funds for gifts is AFI 65-603, which specifies the
circumstances and the individuals to whom gifts (or “mementos”) may be presented.
Commanders may authorize the use of appropriated funds to make cash and non-monetary
awards to military members and appropriated fund employees in accordance with the provisions
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of this section, AFPD 36-28, Awards and Decorations Programs, and its implementing
instructions, and AFI 36-1004, The Air Force Civilian Recognition Program, for civilian
performance awards. Employees paid from nonappropriated funds are not eligible to receive
awards charged to appropriated funds, with one exception. That exception would be a HQ
USAF-level award, funded with APF, for which APF and NAF employees are competing for that
single award.

4.31.1. Innovative Development Through Employee Awareness (IDEA) Awards. The
following guidelines apply to cash awards to military and civilian employees:

4.31.1.1. Air Force Personnel. The Air Force organization (active or reserve forces) to
which a member or employee is assigned is responsible for budgeting and funding of
IDEA awards, including tenant units that are separately funded. Funding of suggestion
awards made after an individual is transferred or separated is the responsibility of the
organization of assignment when the IDEA was submitted. Use the O&M-type funds of
the organization to which the individual is or was assigned. When this applies to a
Reservist transferring between AFRC bases, follow AFRC guidance for funding rules.
For Individual Mobilization Augmentees (IMA), the unit of assignment is the activity
where the individual performs his/her IMA duty.

4.31.1.2. Non-Air Force Personnel. If the Air Force adopts a suggestion from a person
in another DoD or federal agency, charge the cash award to the O&M type funds of (a)
SAF/AA if the IDEA benefits the Air Force as a whole, or (b) the command or
organization that receives the primary benefit.

4.31.2. Mission Accomplishment Awards. Air Force activities may use appropriated
funds to purchase special trophies and awards authorized by those AFI 36-XXXX series
instructions which pertain to mission accomplishment or a MAJCOM/Base/FOA/DRU
supplement thereto. Included are trophies, plagues, emblems, certificates, organizational
coins, and similar items that are designed for display purposes. For organizational coins, do
not personalize them by stamping the presenter’s name on the coin and the presenter’s name
is not to be added after the coin is cast (EXCEPTION: Secretary of the Air Force, Chief of
Staff of the Air Force, Chief Master Sergeant of the Air Force, four (4) star general
officers and four (4) star civilian equivalents are authorized to personalize coins). The
coins are to be presented as cast from the die without further embellishment, i.e. presenter’s
name engraved. They are organizational coins, not personalized mementos. Use only the
organization’s name and the position of the presenter (e.g. Commander 33" FW Eglin AFB,
FL). The prohibition against personalizing stationery in AF Supplement to DoDI 5330.03, is
applicable to organizational coins for the same reasons — it creates frozen stock (waste) when
personnel change and requires an additional expenditure to change the die from which these
items are cast. Appropriated funds are not legally available to procure
“commemorative” coins. Merchandise items such as belt buckles with a nominal cost, as
determined by local Command authorities, and which display the activity logo, insignia or
other inscription that clearly identifies its purpose meet Comptroller General criteria for
mission accomplishment awards. Air Force activities may use such items for mission
accomplishment awards to the extent authorized by agency directives or instructions. The
authority for merchandise-type items for mission accomplishment awards for civilians is 5
U.S.C. 4501-4507 (see Comptroller General Decision B-243025) and for military, 10 U.S.C.
1125 (see Comptroller General Decision B-247687).
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4.31.2.1. Recruitment and Retention. Appropriated funds may be used to procure
recognition items of nominal or modest value (less than $50.00 per item) for recruitment
or retention purposes. These may be presented to Air Force members as well as their
family members, and other individuals who are recognized as providing support that
substantially facilitates service in the armed forces. The authority for purchasing these
recognition items is 10 U.S.C. 2261. Organizations may elect to use the same coin used
for mission accomplishment awards addressed in paragraph 4.31.2 above for this
purpose.

4.31.3. Promotional or Incentive Gifts and Awards:

4.31.3.1. Items of a utilitarian nature, having intrinsic value, such as TVs, radios,
cameras, briefcases, etc., fall into the category of merchandise. The Comptroller General
considers them as personal gifts. Existing statutes do not permit the purchase of such
items with appropriated funds for use as incentives. This rule also applies to lower-value
“merchandise-type” items, such as coffee mugs, key chains, ashtrays, luggage tags and
similar items. (See paragraph 4.31.2 for exceptions). Additionally, there is no authority
which allows the use of appropriated funds to procure mementos, i.e., coins or
medallions, for Air Force individual military or civilian personnel or units if the reason
for the presentation is not specifically addressed as a mission accomplishment award
published in the Command or Base supplements to AFI 36-XXXX. However, Air Force
activities may purchase pertinent literature, specialized lesson plans, bumper stickers,
informational stickers (for tools, telephones, notebooks, and so on), visual aids for
training and to secure compliance with mission-related objectives, to the extent permitted
under functional instructions. Where children are concerned, for example, in crime and
fire prevention programs, these guidelines allow purchase of items that convey an
appropriate message targeted to the age group of the audience (such as coloring books,
balloons, buttons, badges, etc., which depict or relate a crime or fire prevention message).

4.31.3.2. The guidance in paragraph 4.31.3.1 does not apply to the Air Force IDEA
Program, the Air Force Productivity Enhancing Capital Investment Program, the Air
Force Voting Assistance Program, the Air Force Recruiting Advertising Program, the Air
Force Mishap Prevention Program, the Air Force Pollution Prevention Program and the
Air Force Sexual Assault Prevention and Response Program. AFI 38-401 (Air Force
Innovative Development Through Employee Awareness (IDEA) Program), AFI 38-301
(Productivity Enhancing Capital Investment Program), AFIl 36-3107 (Voting Assistance
Program), AFl 36-2015 (Air Force Recruiting Advertising Program), Air Force
Retention Program (AFI 36-2624 Career Assistance Advisors), AFI 91-202 (Air Force
Mishap Prevention Program), AFI 36-6001 (Sexual Assault Prevention and Response
Program), Family Support Centers (AFI 36-3009, Family Support Center Program &
Supporting Role in 10 U.S.C. 1789) provide instructions for these programs.
Additionally, the guidance does not apply to Health Promotion Programs funded with
the Defense Health Program (DHP) appropriation (97X/X0130.1883 - FC 2X).

4.31.4. Sports Competitions. Activities may use appropriated funds to purchase T-shirts,
trophies, plaques or similar devices for presentation to winners of intramural sports and
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athletic competitions. Such competitions shall generally be of a continuing nature. T-shirts
can be used in lieu of other awards and cannot be used in conjunction with any plaque,
medal/medallion, trophy or similar device. No other type of shirt is authorized. Awards,
including T-shirts, may be given to winners only and not participants in general. The
trophies, plaques, or similar devices shall be for display purposes only, and not redeemable
for cash, merchandise, or services. See DoD Directive 1348.19, Award of Trophies and
Similar Devices in Recognition of Accomplishments.

4.31.5. Physical Fitness Centers. O&M-type funds may be used to procure low cost
incentive items such as T-shirts, ball caps, water bottles, etc. to encourage customers to
complete specified and published exercise regimens at Air Force Physical Fitness Centers.
Examples of such regimens could be jogging a set number of miles or so many hours on a
Stairmaster or rowing machine. There is no authority for cash awards or high dollar items
that would give the appearance of a gift or fiscal imprudence. The unit cost of any incentive
item will not exceed $10 dollars. Because of the high cost of a die, coins or medallions are
not to be used as incentive items. The authority for this incentive program is a 25 Jan 99
Policy Memorandum from the Assistant Secretary of Defense for Force Management Policy
(ASD/FMP).

4.31.6. Health and Wellness Centers (HAWC). Incentive items for completion of a
health-related regimen such as smoking cessation or weight loss are funded from Medical
appropriations (Fund Code 2X). For AFRC, use O&M (3740).

4.31.7. Other Awards. Do not use appropriated funds to make or purchase any awards
other than those outlined above. Use nonappropriated funds in accordance with AFI 34-201,
Use of Nonappropriated Funds (NAFS), (currently in rewrite status).

4.32. Civilian Performance Awards. AFI 36-1001, Managing the Civilian Performance
Program, AFI 36-1004 and DoDM1400.25 AFMAN 36-115 provide policy and guidelines:

4.32.1. Charge the cost of cash awards made to civilian employees under the performance
management systems to funds current at the time final approval of the award is made. The
year of actual payment is not the controlling factor.

4.32.2. AFl 36-1004 allows agencies to purchase merchandise items such as jackets at
nominal cost (less than $50) which display the activity logo, insignia, or other inscription that
clearly identifies the purpose of the award. Such items are honorary awards under the
Government Employees Incentive Awards Act (CG Decision B-243025).

4.33. Refreshments at Awards Ceremonies. Commanders may hold awards ceremonies for
military members and civilian employees, including their families, friends, work associates, and
union representatives (See CG Decision B-223319, 21 July 1986 which addresses a national
award ceremony). While light refreshments may be served, the Comp Gen Decision implies that
the award being presented must be substantial in nature to qualify for the serving of
refreshments. A substantial award would involve a competitive USAF-wide selection (national
award), such as 12 Outstanding Airmen, or a competitive Command-wide selection (regional
award), such as Command Officer, NCO, Airman, and Civilian of the Year. To _avoid any
confusion, presenting an award at a base or organization picnic does not qualify the picnic
for APF funding under_ the guise of an award “ceremony.” PCS, promotion, school
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graduations, recurring quarterly recognitions, commanders’ call, and retirement ceremonies are
not considered award ceremonies for the serving of refreshments using appropriated funds.

4.33.1. Civilian Employees. Appropriated funds may be used to provide light refreshments
at such award ceremonies at nominal cost under authority of 5 U.S.C. 4503. AFI 36-1004
provides guidance on the Air Force recognition program. See also CG Decision B-223319,
21 July 1986 (National Award Ceremony), and CG Decision B-236040, 9 October 1990
(Regional Award Ceremony). As indicated by the CG Decisions, the award must be
substantial in nature, as opposed to local awards. The presentation of a longevity
certificate and pin is not considered an award.

4.33.1.1. Nonappropriated funds finance the cost of light refreshments for awards
ceremonies of personnel paid from nonappropriated funds.

4.33.1.2. Commanders may pay fees charged for a regional or national incentive
awards ceremony that includes refreshments (luncheon, banquet, buffet, tea, etc.) for
attending civilian employee nominees, award recipients, and their supervisors or
managers.

4.33.2. Military Personnel. Similar authority exists under 10 U.S.C. 1124 for military
personnel.

4.33.3. Examples. Light refreshments may include beverages such as sodas, coffee, or tea
with dessert or snacks. Alcoholic beverages of any kind do not qualify as refreshments.

4.33.4. Guidance for Approval. Exercise prudence in using appropriated funds for this
purpose. A commander must first determine that a reception with light refreshments, in
accordance with OPM regulations and 10 U.S.C. 1124 will materially enhance the
effectiveness of an award ceremony before approving the use of appropriated funds for
refreshments at the ceremony. Charge the cost of the light refreshments to each command’s
primary O&M budget activity and not to Official Representation Fund accounts. (NOTE: CG
Decision B-223319, 21 Jul 86 covers only those award ceremonies resulting from
competitive-type activities cited in AFPD 36-28 and its instructions and the Federal
Personnel Manual. It does not cover PCS departure or retirement ceremonies except to the
extent applicable awards are an integral part of the ceremony.)

4.33.5. Procurement from Nonappropriated Funds Instrumentalities (NAFI). NAFIs
(clubs, restaurants and snack bars, etc.) may provide the light refreshments only if the
persons making the arrangements process the request for goods or services through the base
contracting officer in accordance with existing procurement directives, or under a NAFI
Memorandum of Agreement authorized by 10 U.S.C. 2492. (See CG Decision B214810, 29
Nov 1984.).

4.33.6. Refreshments at Recruiting Functions. Appropriated funds may be used for small
meals and refreshments during recruiting functions for certain individuals (FY 97 NDAA,
Sec. 361 (P.L. 104-201), as amended by the FY 02 NDAA, Sec. 545 (P.L. 107-107);
Codified in 10 U.S.C. 520c). For specific details, see AETC 36-2002, Recruiting Procedures
for the Air Force.
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Section 4AM—Chapel and Chaplain Programs

4.34. Funding Guidance. Installations that support chapels and chaplain programs will apply
the following funding guidance.

4.34.1. The source of funding direct mission requirements is appropriated funds. Chaplain
Corps direct mission requirements fall into the following categories: contracts (one musician
and music director per worship service, religious education/parish coordinators, and civilian
clergy); facilities (to include repairs, maintenance, alterations, minor construction, and
military construction); facility infrastructure and multi-media technology (to include sound
systems); readiness requirements; training; communication and information technology;
temporary duty expenses; ecclesiastical supplies and equipment (to include expendable
communion supplies such as host, grape juice, and wine); transportation; honoraria for
commander-sponsored religious events; community religious observances (to include
National Prayer Breakfasts/Luncheons; and office supplies.

4.34.1.1. O&M funds provide support services for Chaplain-led programs to assist active
duty members of the Armed Forces and their immediate family members in building and
maintaining a strong family structure. The support services are costs of transportation,
food, lodging, childcare, supplies, fees, and training materials for members and their
family members while participating in the programs.

4.34.1.2. Indirect Mission Support requirements are funded by Chapel Tithes and
Offerings Fund (CTOF) funds. A listing of Chaplain Corps Direct and Non-direct
Mission Support requirements is contained in AFI 52-105 Volume 2, Chapel Tithes and
Offerings Fund (CTOF) (attach 2).

4.34.1.3. Wing/installation chaplains are authorized to use appropriated funds to
purchase equipment and furnishings to operate and sustain chapel facilities and Airmen
Ministry Centers. Amenities may include TVs, game rooms, cyber café equipment,
kitchen appliances, meeting rooms, communication and information technology (to
include commercial internet service for Airmen Ministry Centers) and a chaplain’s office.

4.34.2. Do not use appropriated funds for provision of food or beverage items (unless
specifically authorized by law), except as determined by the wing/installationchaplain to be a
necessary integral part of an authorized religious ceremony or otherwise specifically
authorized by law.

4.34.3. Chaplain Corps resourcing is based on the chapel ministry plan.
Section 4N—=Ciriteria for Determining Expense and Investment Costs

4.35. Distinguishing Between Expense and Investment Costs. Air Force activities at all
levels; Headquarters, MAJCOMSs/FOAs, installations, must apply uniform cost definition
criteria. These criteria determine whether costs are classified as either an expense or an
investment, and consequently whether it should be budgeted in the expense appropriations of
Operation and Maintenance and Military Personnel or the investment appropriations of
Procurement, RDT&E, and Military Construction. DoD FMR 7000.14-R, Volume 2A, provides
general guidance for DoD use.
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4.36. Investment Cost Decision. Figure 4.3 depicts decision-making factors for investment
costs.

Figure 4.3. Decision Making Factors for Investment Cost.
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NOTE: For WCF criteria see Chapter 18.
Table 4.4. Expense/Investment Threshold.

The following is a chronology of the expense/investment threshold:
Fiscal Years Increase

FY 2003From $100,000 to $250,000 (current)

FY 1996From $50,000 to $100,000

FY 1995From $25,000 to $50,000

FY 1994*From $15,000 to $25,000

FY 1988From $5,000 to $15,000

FY 1986From $3,000 to $5,000

FY 1981From $1,000 to $3,000

* Since FY 1994, the threshold amount has been law as stated in the General Provisions of the annual
Appropriations Act. Prior to FY 1994, the threshold was established in Committee Reports. (The DWCF
threshold is separately codified in 10 U.S.C. 2208.)
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Section 40—L.icencing of Intellectual Property

Pursuant to 10 U.S.C. Section 2260 (added by Section 1004 of Publicv Law 108-375), the Air
Force may licence trademarks, service marks, certification marks, and collective marks, owned
or controlled by the Air Force, and may retain and expend fees received from such licensing in
accordance with Congressional language. References include: 10 U.S.C. Section 2260; Ronald
W. Reagan National Defense Authorization Act for Fiscal Year 2005, Public Law 108-375,
Section 1004: the Acting Deputy Secretary of Defense Memorandum of June 27, 2005 entitled
“Trademark Licensing Implementation”, and the Office of The Under Secretary of Defense
Memorandum of 12 September 2005, entitled “Clearing Account for Trademark Licensing”.

4.37. Application. Budget policy is applicable only to licensing of Air Force Marks (e.g. Logo
Trademark, ect.) to third parties, as delegated by the SECAF, and as administered by SAF/PA.

4.38. Programmatic Directives.  Anticipate additional programmatic Directives and
instructions to be issued by the proponent, the Assistant Secretary of Defense for Public Affairs
(ASD(PA)), and the SAF/PA community.

4.39. Accounting. Licensing fees/royalties collected shall be deposited into the Budget
Clearing Account (suspense) mechanism established by OSD fuidance. Contact HAF/RMB for
specific procedures.

4.40. Fee/Royalty Purposes. Fees/royalties collected shall be used for costs of securing
trademark registrations, and the costs of operating the licensing program.

4.40.1. Costs will be defined as the the minimal levels necessary for administrative office
supplies, operational function, etc..directly and readily identifiable to the Trademark
Licencing program; costs will not include overhead items. This definition may be subject to
change upon receipt of further guidance (directives, instructions, ect.) as approved by OASD
Public Affairs and USD Comptroller communities.

4.40.2. Fees/royalties collected through the licensing process will not be used toward
existing appropriated fund requirements not directly related to Trademark Licensing (e.g.
augmentation principle).

4.41. Excess Fees/Royalties. To the extent the total amount of the licensing fees/royalties
available for a fiscal year exceeds costs incurred (as defined above), those fees/royaltiesmay be
transferred to the AF morale, welfare, and recreation fund. HAF/RMB, AF/ILV, and SAF/PA
will identify specific transfer process and preocdures.

4.41.1. . Availability of Fees/Royalties. Fees/royalties received in a fiscal year shall remain
available for obligation in such fiscal year and the following two fiscal years. While excess
licensing fees/royalties collected over annual costs may be expended to support morale,
welfare, and recreation fund. HAF/RMB and SAF/PA will codify specific administrative
procedures.

4.42. Accounting Codes. Additional codes must be used within the base level accounting
systems to separately track unused funds carried forward from the fiscal year of collection
through the following two fiscal years, as required. Unused funds remaining after the second
fiscal year following the year collected will be deposited to “General Fund Proprietary Receipts,
Defesne Military, Not Otherwise Classified”. Contact HAF/RMB for specific coding procedures.
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Section 4P—Other Guidance

4.43. Personalized Stationery. Authorized: using appropriated funds to print functional titles
of key officials on memorandums and notes. Not Authorized: Using appropriated funds or
government equipment to print the names of officers or other officials on stationery,
memorandums, or notes. (See AF Supplement to DoDI 5330.03).

4.44. Business and Greeting Cards:

4.44.1. Appropriated funds may be used for the printing of business cards, using personal
computers, existing software and agency-purchased card stock, for use in connection with
official communications (as distinct from the extension of social or business courtesy).
(Department of Justice 11 Aug 97 Ruling and OSD (DA&M) 28 Aug 98 Policy
Memorandum). Additionally, the purchase of business cards from the Lighthouse for the
Blind, Inc., a Javits-Wagner-O’Day participating non-profit agency, is authorized when the
organization determines that costs are equivalent or less to purchase cards rather than to
produce them on a personal computer (OSD (DA&M) 15 Jul 99 Memo) (41 U.S.C. 46-48c)
(See AF Supplement 2 to DoDI 5330.03). The purchase of business cards must be
accomplished through the DLA Document Services per OSD direction.

4.44.1.1. Commercial Printing of Business Cards. Only those individuals in the
following five categories are authorized to have business cards commercially printed,
which includes DLA Document Services:

4.44.1.1.1. Air Force Recruiting Service (AFRS). AFRS/CC approves business
cards for AFRS personnel involved in recruiting activities. AFRS obtains the cards
from DLA Document Services.

4.44.1.1.2. Air Force Academy. HQ USAFA/DAR obtains all cards for the Air
Force Academy Liaison Officers from DLA Document Services using USAFA O&M
funds.

4.44.1.1.3. Civilian Employees. The MAJCOM or FOA/DA must approve cards
for civilian employees engaged in professional recruiting programs. MAJCOM/FOA-
level officials purchase the cards from DLA Document Services.

4.44.1.1.4. United States Air Force Reserve (USAFR). HQ AFRC/DAP approves
requests for all USAFR military recruiters, and obtains the cards from DLA
Document Services.

4.44.1.1.5. Air National Guard (ANG). The Adjutant General (TAG) of the State
in which the recruiter is located approves orders for cards of National Guard Bureau
military recruiters. When cards are procured using State funds the ANG is authorized
to obtain them from local vendors. If ANG O&M funds are used to acquire cards, use
a DD Form 448, Military Interdepartmental Purchase Request (MIPR), or a DD Form
282, DoD Printing Requisition/Order through DLA Document Services.

4.44.2. Seasonal greeting cards, birthday cards, get well cards, anniversary cards, and
the like are a personal expense to be borne by the persons who ordered and sent them; do
not charge their cost to public funds.



AF165-601V1 16 AUGUST 2012 75

4.45. Housing Damage Liability:

4.45.1. Unaccompanied Personnel Housing (UPH)/Military Family Housing
(MFH). Personnel residing in UPH or MFH are liable for damage to the quarters/dwelling
and damage or loss of any equipment or furnishings contained therein provided it is
determined that the loss or damage was caused by negligence or abuse of the member (or a
guest of the member).

4.45.2. Disposing of Refunds. The amounts received as a result of the loss and/or damage
to Unaccompanied Personnel Housing or Military Family Housing are appropriation refunds.
Therefore, they are available for immediate reobligation for the same purposes and under the
same circumstances as other funds in these accounts (see Chapter 5).

4.46. Buying Books, Periodicals, Newspapers and Pamphlets:

4.46.1. Mission Essential. Air Force libraries procure all mission essential commercial
books, periodicals, newspapers, and pamphlets for Air Force organizations with appropriated
funds (APF) centrally managed by HQ AFSVA/SVPAL. AFI 34-270, Air Force Library and
Information Systems (AFLIS), designates those specific organizations and types of
publications which are exempt from centrally managed procurement through the library. AFI
34-270 authorizes libraries AFSVA/SVPAL does not centrally fund and procure essential
books and subscriptions for: Air Force Reserve; Air National Guard; Surgeon General; Judge
Advocate General; the Air University (including AFIT); United States Air Force Academy;
or tenant units or agencies funded with non-Air Force appropriations.

4.47. Funding Consecutive Overseas Tours. All Air Force consecutive overseas tours (COT),
in-place and to another overseas base, are funded from the Military Personnel Appropriation
(Appn 3500). AFMAN 65-604 contains the appropriate projects and subprojects to charge the
costs. Refer to this manual to construct the appropriate fund cites for the military member and
their command sponsored family member’s round trip travel to CONUS.

4.48. Appliances and Furnishings. Air Force organizations may use appropriated funds to
purchase appliances (and related furnishings) only in common areas where available for use by
all personnel, under the following conditions:

4.48.1. Responsible officials must first determine the appliance(s) (and related furnishings)
are reasonably necessary to execute the Air Force mission, and the primary benefit accrues
to a larger community (as opposed to just an individual or small group of individuals).

4.48.2. The acquisition costs of appliances (and related furnishings) will be for basic
capabilities only and sized accordingly.

4.48.3. The appliances (and related furnishings) will not be purchased for the purpose of
providing entertainment.

4.48.4. Appropriated funds will not be used to furnish goods, such as coffee, food,
beverages, condiments, or food preparation/serving items.

4.49. Retiree Activities Programs. This is a formal program for interface between volunteer
retirees and the active duty community. Details of the program are in AFI 36-3106, Retiree
Activities Program. Installation commanders may use appropriated funds to support the Retiree
Activities Office (RAQ) as follows.
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4.49.1. Official mail in support of the Retiree Activities.

4.49.2. Office supplies, printing, equipment, travel, and other operating costs, which have
been identified and approved in the installation execution plan.

4.49.3. Official travel expenses authorized per the JTR, Volume 1, Chapter 7, Part K.
Reimbursement of transportation expenses for travel to and from the retiree volunteer’s
residence and the duty station (RAO) is not authorized.

Section 4Q—NMeals, Conferences, Training, and Fees

4.50. Use of Appropriated Funds for Meals and Light Refreshments.

4.50.1. Whether you sponsor a conference or attend a conference, absent specific statutory
authority, appropriated funds may not be used for meals and light refreshments. Statutory
authority allows meals and light refreshments for a conference, seminar, symposium or
similar meeting (collectively referred to as a “conference”), 5 U.S.C. Section 4110, and for a
training event, 5 U.S.C. Section 4109, and under other very specific conditions.

450.1.1. Conferences

4.50.1.1.1. Appropriated funds may be used for meals and light refreshments ONLY
under the following conditions: a) when meals and refreshments are incidental to a
conference; b) attendance at the meals and when refreshments are provided is
important to ensure full participation in essential discussions, lectures, or speeches
concerning the purpose of the conference; and c) the meals and refreshments are part
of a FORMAL conference that includes not just the meals and refreshments and
discussions, speeches, or other business that may take place when the meals and
refreshments are served, but also includes substantial functions occurring separately
from when the food is served.

4.50.1.1.2. A “formal conference” is defined as including registration, a published
and substantive agenda, and scheduled speakers. Simply referring to a local meeting
on an installation, at a MAJCOM, or at HQ USAF with one or two people TDY in
attendance as a conference, seminar, or symposium does not confer authority to use
appropriated funds. NOTE: SAF/AA controls conference policy and is creating a
new AFI on conferencing approval processes. All MAJCOMSs, FOAs, and DRUs
must conform with existing SAF/AA conference memoranda.

4.50.1.1.3. You may pay for food and light refreshments for those employees not in a
travel status under the provisions of Title 5 U.S.C., Section 4110.

4.50.1.2. Training

4.50.1.2.1. Appropriated funds may be used for food and light refreshments which
constitute “training”, as defined within 5 U.S.C., Section 4101(4). For these types of
training events, the costs of the food must be non-severable from other overall costs.
Simply calling an event “training” is not legally sufficient; neither are routine or
recurring business meetings discussing agency business.

4.50.1.2.2. For Formal Training events, follow guidance prescribed in appropriate
training instructions for meetings or conferences that qualify as formal training.
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4.50.1.2.3. If under the authority of Formal Training guidance (see Education and
Training Course Training Announcements at https://etcs.randolph.af.mil) and a
registration fee is charged, the approving official is responsible for ensuring no
unauthorized charges are included in the fee. Prepare a budget itemizing each of the
costs to be included in the fee (such as meals, guest speakers, meeting rooms, set-up
charges, and other similar costs).

4.50.1.2.4. You may pay for food and light refreshments for those employees not in a
travel status under the provisions of Title 5 U.S.C., Section 4109.

4.51. Funding for Air Force Sponsored Conferences. This guidance applies to all levels of
command.

451.1. Air Force Sponsored - Air Force Only Participation. Within the Air Force,
organizations that sponsor a conference (subject to the definitions above in paragraph 4.44)
will pay for speaker fees, honorariums, light refreshments, snacks, meals, off base facility
costs (excluding lodging) and other allowable related costs (which shall not include gifts or
mementos for guest speakers) from their O&M type funds rather than recover such costs
through a registration fee. For example, if HQ USAF, a MAJCOM, or base level
organization directs or invites attendance at a conference, the organization sponsoring the
meeting or conference must fund these costs from their own O&M-type funds. If HQ USAF
or a MAJCOM directs a subordinate installation to host a meeting or a conference, the HQ
USAF or MAJCOM organization is the sponsor and responsible for the costs of the meeting
or conference. The subordinate installation is merely the host, not the sponsor. In general, use
the AF Form 9, Request for Purchase, to contract for off-base conference facilities, if
appropriate.

4.51.2. Funding for Air Force Sponsored — Federal (in addition to Air Force) and Non-
Federal Participation

4.51.2.1. Collecting Fees From Federal (non-Air Force) Government Sources: If you
sponsor a meeting or conference including non-Air Force federal government employees,
you may charge them a fee covering food and beverage costs as a minimum. Sponsors
may charge an additional fee for a pro-rata share of other costs if circumstances dictate.
Follow the DoD FMR 7000.14-R, Volume 11A, Chapters 1 and 4.

4.51.2.2. Collecting Fees From Non-Federal Sources: Title 10, U.S.C., Section 2262,
provides the authority to collect fees from individuals and commercial participants
attending DoD sponsored conferences (seminars, exhibits, symposiums, or similar
meetings). Follow DoD FMR 7000.14-R, Volume 12, Chapter 32, “Collection and
Retention of Conferences Fees From Non-Federal Sources”; comply with established
OUSD(C)(P/B) reporting requests, and ensure a complete and accurate accounting for all
conference fees collected.

4.51.3. Hospitality Fees. If you sponsor a conference, you may levy a hospitality fee to
cover purely social functions, i.e., “ice breakers”, occurring before the opening of the
conference or farewell gatherings after the close of the conference. These are personal
expenses, voluntary, and are not reimbursable from appropriated funds. Do not authorize
such a fee in travel orders. (See JFTR Appendix R2, Part Il, Miscellaneous Reimbursable
Expenses).
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4.51.4. Serving Materials for Conferences. Protocol offices at MAJCOMSs, NAFs, FOAs,
DRUs, ALCs, Product Centers, and Air University having conference facilities with the
capacity, décor, and equipment to host conferences such as Corona, General Officer
Orientation, Retired General Officer’s Summit, significant foreign defense delegations, Air
Force-wide functional conferences or other large and significant conferences may procure the
minimum serving materials necessary to serve snacks and refreshments. A coffee maker for
the conference facility is authorized for purchase with APF. Its sole use is for conferences
and not day-to-day use in any individual office. Coffee makers, microwave ovens, and the
like for individual offices are a personal expense, not a government expense. The serving
materials authorized are intended for serving snacks and beverages and are not intended to
equip protocol offices for serving full course meals. Fine china, genuine silverware or silver-
plated utensils, linens and linen laundry service are not authorized. While the serving
materials may be borrowed for use in the most senior command offices to serve VIP visitors,
but not stored or retained there, this does not convey any authority to procure snacks and
beverages with APF for those visiting VIPs. That is a personal expense, unless otherwise
authorized for APF funding with Official Representation Funds (ORF) (AFI 65-603
implementing 10 U.S.C. 127). The authority to procure these serving materials does not
extend to base level protocol offices that may only procure disposable serving materials or
borrow materials from the clubs as may be required for a conference.

4.52. Non-government Sponsored Conferences. If you attend these types of activities, charge
the cost of employee registration fees and other official expenses for non-government
meetings/conferences to your organization O&M type funds, as per applicable directives (for
example, the Joint Federal Travel Regulations and the Joint Travel Regulations, as appropriate).
There are two types of conferences sponsored by non-Federal entities.

452.1. The first is a conference with a non-severable fee for food. Food costs are
considered non-severable if they are billed as part of the overall costs of the training, and the
training costs cannot be reduced by foregoing the food or by breaking out the food costs as a
separate option. The Air Force may pay or provide reimbursement for food purchased as a
non-severable, non-negotiable portion of a registration or attendance fee.

4.52.2. The second is a conference with a severable fee. The availability of appropriated
funds must be based on: a) meals and refreshments being incidental to the meeting or
conference; b) attendance at the meals or when refreshments are served is important for the
attendee’s full participation in the conference; and c) the conference includes substantial
functions occurring separately from when the food is served, even though discussions,
speeches, lectures or other business may take place when the meals and refreshments are
served.

4.53. Government (non-Air Force) Sponsored Conferences. If you attend these types of
activities, charge the cost of registration fees and other official expenses to the attendee’s
organizational O&M type funds, per applicable directives (for example, the Joint Federal Travel
Regulations and the Joint Travel Regulations, as appropriate). There are two types of
conferences sponsored by other Government Agencies — those with a non-severable fee for food
and those with a severable fee for food. The rules established in paragraph 4.45 above also
apply to these Government (non-Air Force) agencies.
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4.54. Avoiding Double Recovery for Meals. If you attend a meeting or conference where a
registration fee includes meals, and the charge is an integral part of the registration fee (meaning
inseparable from the fee) you must include in your travel orders (and your travel voucher must
identify) the number of meals provided. See the JFTR, Appendix R2, Part Il, for further details.

4.55. Scientific, Technical, and Professional Symposiums, Conferences, and Similar
Meetings. Conferences, symposiums, and similar meetings in the scientific, technical, and
professional fields may employ a contractor, through normal acquisition procedures, for the
purpose of handling the administrative arrangements. Generally, these types of gatherings
involve the Air Force Research Laboratory. DoD, non-DoD Federal, and non-government
personnel may be charged a registration fee by the contractor to cover all the costs associated
with the contract, including a reasonable profit. The contractor collects all registration fees. This
registration fee is a reimbursable expense on the travel voucher. However, any meals included in
the fee will be deducted from the authorized per diem.

4.55.1. Co-sponsorship. Chapter 3 of DoD 5500.7-R, Joint Ethics Regulation, authorizes a
DoD component to co-sponsor scientific, technical, and professional conferences, seminars,
or like events with a non-Federal entity when specific conditions in the regulation are met.
Those conditions are restated in AFI 61-205. As a co-sponsor of one of these events, the Air
Force organization, acting as a co-sponsor, may follow the same procedures as when the Air
Force is the sole sponsor. Follow the same procedures as in paragraph 4.49 above.
Alternatively, the Air Force organization may choose to have the non-Federal entity, which is
the co-sponsor of the event, handle the administrative arrangements. In that case, the DoD,
non-DoD Federal, and non-government personnel would pay the registration fee to the non-
federal entity co-sponsor to cover all administrative costs.

4.56. Veterinary Services:

4.56.1. For fiscal administration of DoD veterinary treatment facilities, refer to AFJI 48-
131, Table 6-1 for specific guidance

4.56.2. Collect surcharge fees for veterinary services into the General Receipt Account
573210.9999 (Receipts not otherwise classified) no less often than weekly, or daily when
total collections reach $1,000 or greater. (See DFAS-DE 7010.5-R for detailed procedures.)

4.57. Membership in Professional Organizations. Air Force organizations may use O&M
funds to pay membership fees in professional organizations only in the name of the Air Force
organization and only if the membership will benefit the organization’s mission. Air Force
activities may not use O&M funds to pay for membership fees which are in the name of an
individual. (See 53 CG 429, 52 CG 495, 24 CG 814, 3 CG 963, 5 U.S.C. 4109, and 5 U.S.C.
5946.)

4.57.1. Membership in Civic Organizations. Comp Gen Decision B-205356 (61 Comp.
Gen. 542, July 23, 1982) allows for the use of appropriated funds for an agency/installation
membership, not an individual membership, in civic organizations which allow
membership in the name of an organization, provided there is ‘“an administrative
determination that the payment of fees is necessary for the agency to carry out its authorized
activities” and “the proposed membership must primarily benefit the agency involved, not its
individual employees.” Comp Gen Decision B-205356 should be read in its entirety before
deciding to expend APF for such a membership. The Comptroller General has cautioned that
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their decision “does not mean that every military installation or regional Government office
can use appropriated funds to join the Rotary, Kiwanis, Lions and similar organizations.”

4.58. Special Drinking Water. Air Force organizations may purchase drinking water (bottled
water) with appropriated funds only when it is a necessary expense from the government’s
standpoint:

4.58.1. The public water supply is unsafe for human consumption as determined by
competent medical/environmental authority in writing.

4.58.2. There is an emergency failure of the water source on the installation.
4.58.3. A temporary facility has no drinking water available within a reasonable distance.

458.4. There is no water fit for drinking purposes, as determined by competent
medical/environmental authority in writing, available without cost or at a lower cost to the
government. The purchase of drinking water (bottled water) with APF ceases to be
authorized when the problem with the drinking water has been remedied. (See Comp
Gen B-247871, B-147622, 3 CG 828, 5 CG 90, 17 CG 698, 18 CG 238, 24 CG 56, and 25
CG 920.)

458.5. Bottled or Potable Water Purchases Incident to Temporary Duty
(TDY). Military members and civilian travelers, directed to perform TDY, are not
authorized bottled/potable water as a reimbursable expense. Bottled water is part of the
subsistence portion of the per diem allowance. Reference: JFTR (military), Chapter 4, Part F,
Miscellaneous Reimbursable Expenses and JTR (civilian), Chapter 4, Part O, Reimbursable
Travel Expenses.

4.58.6. Sports Beverages. Any requirement to provide sports beverages such as Gatorade
must be established by competent medical authority. If the local medical treatment facility
(MTF) commander or a medically qualified representative makes a medical determination, in
writing, that consumption of such beverages during the performance of official duties is
necessary to maintain the physical well being of Air Force members, the use of
organizational O&M funds to procure the beverages is authorized. The authority to make this
medical determination cannot be delegated to other installation organization commanders.
This is the only circumstance under which APF is authorized to procure such beverages for
consumption during the performance of official duties. This direction is not intended to
and does not preclude competent medical authority from prescribing the use of sports
beverages for medical reasons for individual members on or off duty.

4.59. CREEK SWEEP Credits. CREEK SWEEP credits are entitlements to the United States
Air Force from the Federal Republic of Germany (FRG) in the form of goods and services (not
money). The FRG provides the credits under a Memorandum of Understanding (MOU) executed
by HQ USAFE on behalf of the DoD and FRG. Air Force installations may accomplish facility
requirements (maintenance, repair, renovation, and construction) normally funded with
appropriated funds, except as noted herein; with CREEK SWEEP credits provided that the using
installation applies all policies, rules, and procedures which apply to appropriated funded
projects to the CREEK SWEEP credit projects. Any deviation from this guidance must have the
prior approval of SAF/IEI. (Section 9008, Public Law 101-165, November 21, 1989, provides
standing authority).
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4.59.1. Do not use for minor construction projects costing over $750,000 accomplished with
CREEK SWEEP credits to renovate or improve office space; further,

4.59.2. Do not use them for any purpose on Senior or General Officer housing.

4.59.3. Do not use CREEK SWEEP credits to accomplish facility requirements normally
funded with nonappropriated funds (NAF) unless specifically approved by SAF/IEI.

4.60. Licenses and Certificates for Military Members. Comp Gen Decision B-252467, June
3, 1994, allows the Air Force to pay for licenses and certificates for military personnel in
instances where Federal law compels Air Force members to comply with state and local
regulations requiring the licenses or certificates. The Comp Gen Decision is not applicable to
civilian employees of the Air Force, only to Air Force members. However, as stated in the
Decision “....appropriated funds are not available to meet the licensing requirements of
professional personnel such as teachers, accountants, engineers, lawyers, doctors, and nurses.”
Appropriated funds will not be used for professional licenses of military or civilian personnel,
except as provided below.

4.60.1. Expenses for Professional Credentials. Title 5, U.S.C., Section 5757, provides
that an agency may use appropriated funds to pay for: 1) expenses for employees to obtain
professional credentials, including expenses for professional accreditation, State-imposed and
professional licenses and professional certification; and 2) examinations to obtain such
credentials. This authority may not be exercised on behalf of any employee occupying or
seeking to qualify for appointment to any position that is excepted from the competitive
service because of the confidential, policy-determining, policy-making, or policy advocating
character of the position. This authority is permissive, not mandatory. It does NOT
establish an entitlement. Because of the financial impact this authority may have on the DoD,
OSD has decided that they will issue implementation guidance for the Services’ exercise of
this authority.

4.60.1.1. HQ USAF/DP 28 March 2003 ALL MAJCOM-FOA-DRU/CV Memorandum
provided Air Force policy on payment of expenses to obtain professional credentials.
Because the authority is codified in Title 5 U.S.C., Government Organization and
Employees, this authority is applicable to civilian employees only and not to military
members.

4.60.1.2. The use of appropriated funds to pay expenses to obtain professional
credentials does not extend to employees’ memberships in professional organizations
unless the membership is a prerequisite to obtaining the professional license of
certification (see Comp Gen Decision B-302548, 20 August 2004).

4.61. Service Contracts Crossing Fiscal Years. The FY 98 National Defense Authorization
Act (NDAA) (P.L. 105-85) (Codified in 10 U.S.C. 2410A) allows “for procurement of severable
services for a period that begins in one fiscal year and ends in the next fiscal year if (without
regard to any option to extend the period of the contract) the contract period does not exceed one
year.” The total cost of the services to be provided over the 12- month period must be reflected
in the contract and that amount must be obligated when the contract is signed. The FY 2004
NDAA (P.L. 108-136), Section 1005 further amended 10 U.S.C. 2410A. In addition to
authorizing severable service contracts for a 12-month period crossing fiscal years, it now
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authorizes 12-month contracts crossing fiscal years for leasing of “real or personal property,
including maintenance of such property when contracted for as part of the lease agreement.”

4.62. Air Navigation and Overflight Fees. It is U.S. Government (USG) policy not to pay
inappropriate charges against military aircraft, which include air navigation, terminal navigation
or overflight fees.

4.62.1. Air navigation and overflight fees are chargeable only in the few exceptional cases
where the USG has negotiated a treaty or other agreement with a foreign government or
federation that authorizes the payment of these fees. This is rare, and the only such
agreement at the time of printing is the New START Treaty (authorizing payment of air
navigation fees for certain New START Treaty inspection flights).

4.62.2. If an aircrew is asked to pay inappropriate charges, they must follow the procedures
in the DoD Foreign Clearance Manual, Chapter 2, Paragraph C2.2.7, available at
https://www.fcg.pentagon.mil. If local authorities will not let the aircraft depart without
payment, the procedures described in the DoD Foreign Clearance Manual include marking
inappropriate charges on the receipt or bill as “INVALID FEES” and annotating the receipt
or bill with the remark “PAID UNDER PROTEST.” The aircraft’s home station fund
citation will be charged for this purpose.

4.63. Landing and Parking Fees. It is USG policy not to pay inappropriate charges against
military aircraft, which include landing or parking charges at any government airport. Air Force
aircraft squadrons/flying units may pay landing and parking fees at foreign airports which have
been deemed to be “commercial” in accordance with USG policy, if required to do so. USG also
pays reasonable charges for services requested and received, whether at governmental or non-
governmental airports. Aircraft landing in a country where a bilateral or multilateral agreement
addressing such fees exists will be governed by the terms of that agreement. If local authorities
will not let the aircraft depart without payment, the aircrew will mark inappropriate charges on
the receipt or bill as “INVALID FEES” and annotate the receipt or bill with the remark “PAID
UNDER PROTEST.” The aircraft’s home station fund citation will be charged for this purpose.

4.64. Funding for Athletic Supplies and Fitness Equipment. Per AFI 34-204, Property
Management, Paragraph 2.4.5., unit level physical fitness equipment is authorized under certain
conditions. The appropriate Services/Group Commander must approve the use of organizational
funds to procure fitness equipment (FSC 7830). Written justification must be provided to the
commander when an organization requests such approval. For ordering and inventory guidance,
review AFl 34-204, Paragraph 2.4.5. Organizations may now use the GPC card to procure
organizational intramural sports uniforms. The uniforms may not be personalized with individual
names or nicknames and are to be returned to the unit following the season or when the member
PCSs. Units whose operations are funded solely with working capital funds are prohibited from
using such funds to procure MWR equipment such as intramural uniforms and fitness equipment.
These units should continue to use Services sports uniform loan program and utilize equipment
provided at the base fitness center. Examples of such units are those at AMC aerial ports i.e.,
Dover, McGuire, Travis, McChord, and Charleston AFBs, which are funded with Transportation
Working Capital Funds (TWCF). (NOTE: Local funds are not authorized for purchase of PT
Uniforms. Additional information on the Physical Training Uniform (PTU) and Improved
Physical Training Uniform (IPTU) Wear Policy is available on the Air Force Portal, under
AF/A1SO, Uniforms and Recognition Branch, and also within AFI 36-2903).


https://www.fcg.pentagon.mil/
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4.65. Real Property Damage Recovery. The FY 96 Authorization Act (P.L. 104-106) Section
2821 (Codified in 10 U.S.C. 2782) authorizes amounts recovered for damage to real property
(excluding MFH) to be credited to the accounts for which costs of repair or replacement may be
paid at the time the recovery is received. However, the law provides that amounts recovered
from such damage are not available for obligation and expenditure unless provided in advance in
an Appropriations Act. Do not use funds collected for real property damages to finance any
repairs unless provided for in an Appropriations Act. Real property includes land improvements
(e.g., road and curbing), buildings and permanently attached equipment (e.g., truck scale),
structures (small buildings and entrance facilities), and appurtenances (signs and fences).

4.66. Undefinitized Contractual Actions (UCA). These are also referred to as “unpriced
orders” and “letter contracts.” When an annual appropriation or a multi-year appropriation in the
last year of availability is used to execute one of these types of contractual actions and
definitization occurs in the following fiscal year, the amount being definitized becomes a bona
fide need of the (annual appropriation) or a (multi-year appropriation) fiscal year current at the
time of definitization (Comp Gen Decision B-197274, Sept. 23, 1983). Under the Federal
Acquisition Streamlining Act of 1994, no more than 50% of the overall ceiling price on these
types of contracts may be obligated. Any amount of that 50% of the ceiling price, which is not
obligated in the fiscal year the letter contract is signed, becomes part of the definitization amount
in the current fiscal year. Current waivers to DFARS 217.7404-3 and 217.7404-4 can be found
in AFFARS, Mandatory Procedures (MP) 5317.7404-3.

4.67. U.S. Flag for Active Duty Military Retirees. The FY 99 Authorization Act (P.L. 105-
261), Section 644 (c) (Codified in 10 U.S.C. 8681) directs that “upon release of a member of the
Air Force from active duty for retirement, the Secretary of the Air Force shall present a United
States flag to the member.” As stated in the statute, “The presentation of a flag under this section
shall be at no cost to the recipient.” The flag will, in fact, be presented by the organization from
which the individual is retiring and not the SECAF. The flag will be funded from the
installation’s O&M-type account. Obtaining flags flown over the U.S. Capital for presentation at
retirement are eligible for funding from O&M. The use of appropriated funds to procure a
display box for a retirement flag is not authorized by this statute. The statute prohibits multiple
presentations of flags (see 10 U.S.C. 8681). (NOTE: Civilian employees of the Military
Departments are not authorized to receive Government-funded U.S. Flags or any other type of
Government-funded flag at retirement. The only exception is that members of the Senior
Executive Service (SES) may, upon retirement or separation, be awarded their SES Flag.)

4.67.1. U.S. Flag for Reserve Component Retirees. The FY 2000 Authorization Act (P.L.
106-65), Section 652 (Codified in 10 U.S.C. 12605) directs that “(A) Upon the transfer from
an active status or discharge of a reserve who has completed the years of service required for
eligibility for retired pay under Chapter 1223 of this title [10 U.S.C.], the Secretary
concerned shall present a United States flag to the member.” The same information in
paragraph 4.61 above applies, except Reserve (3740) or ANG (3840) O&M funds will be
used for procuring the U.S. Flag and 10 U.S.C. 12605 should be reviewed for prohibition on
multiple presentations.

4.67.2. Joint Organizations. Air Force O&M funds will be used to procure flags for
retiring military members, without regard to Service affiliation, in Joint Organizations for
which the Air Force is Executive Agent, i.e. CENTCOM.
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4.67.3. Printing of Invitations and Programs for Military and Civilian Retirements and
Promotions. In recognition of technology advances, OSD(DA&M) 28 Aug 98 Policy
Memorandum authorized the printing of business cards using personal computers, existing
software, and agency-purchased card stock for official communications. For the same reason,
that authority is extended to the printing of invitations and programs for retirement
ceremonies. APFs are not authorized for the commercial printing, including DAPS, of
invitations and programs for military and civilian retirements.

4.68. Memorials and Monuments. Absent specific statutory authority, appropriated funds are
not available to fund the construction of memorials or monuments. The construction of
memorials in Washington, DC is funded through private donations, e.g. the Vietham Veterans
Memorial, the World War Il Memorial, the Air Force Memorial, the Navy Memorial, etc. The
Federal Government donates the land and private funds construct the memorial. Once
constructed, federal funds are used to maintain the memorials. See AFI 36-3108,
Memorialization Program and Ceremonies.

4.69. Cable TV in Dormitories. Appropriated funds are not authorized for procuring
television sets for or funding Cable TV subscription charges in individual rooms or suites in
dormitories. They are a personal expense. (EXCEPTION: Beginning in FY 03, OSD has
authorized appropriated funds (PBD 205, 10 Dec 01) to provide all on-base USAFE personnel
access to the cable television services of AFRTS for command & control and force protection
purposes). APF may be used to fund cable TV for day or community rooms utilized by all dorm
occupants, as well as, various gaming items found in the recreation area of a home such as a
billiard table, foosball table, VCR, video games, DVD player, etc. It is essential that internal
controls are present to avoid loss of these items through theft. Reference coordinated
SAF/FMB/A6P/A60 and AF/A1S/A7C memorandum “Internet Access in Dormitories” dated 21
Mar 2012 for additional guidance.

4.70. Heart Link Program. CSAF May 30, 2002 memorandum, SUBJECT: Implementation
of Heart Link Program established this program based on a determination of the Air Force
Community Action Information Board (CAIB) “that a standardized Spouse Orientation Program
is critical to family preparedness and enhances mission readiness.” Among other things, as a part
of this program, each spouse will be presented with a standardized coin after completing the
Heart Link Program. The front of the coin will have the Heart Link logo and the back will have
the MAJCOM crest. The logo may be modified to reflect the MAJCOM mission.

4.71. Temporary Authority to Hire Contract Security Guards. Authority to hire civilian
contract security guards is provided in Public Law 107-314, Section 332. Contract authority is
granted “for any increased performance of security-guard functions at a military installation or
facility under the jurisdiction of the Secretary undertaken in response to the terrorist attacks on
the United States on September 11, 2001, and may waive the prohibition under section 2465(a)
of title 10, United States Code, with respect to such contract” under the specific conditions
detailed in the NDAA section. This authority has been extended by P.L. 110-181 and shall
terminate 30 September 2012. The conditions pertaining to this authority are set out at DFARS
237.102-70.

4.72. Exemption of Certain Firefighting Contracts from Prohibition on Contracts for
Performance of Firefighting Functions. 10 U.S.C. 2465(b) paragraph 4 exempts “a contract
for the performance of firefighting functions if the contract is for a period of one year or less and
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covers only the performance of firefighting functions that in the absence of the contract, would
have to be performed by members of the armed forces who are not readily available to perform

such functions by reason of a deployment.” The conditions pertaining to this authority are set
out in DFARS 237.102-70.

Section 4R—Planning and Tracking Obligations and Outlays

4.73. Supplementing OSD Appropriations (97X) with O&M 3400 Funds. Per OUSD(C)
guidance, do not commingle OSD (97X) appropriations and O&M 3400 funds on a contract
when initiating the contract or to cover any cost increase on contracts funded with one or the
other appropriation. However, you may use O&M 3400 funds to support an OSD-funded
program for civilian pay, supplies, and other miscellaneous purchases that do not involve the
commingling of the two appropriations on one contract, as long as those OSD-funded program
efforts are the same as those for which O&M 3400 are or could be authorized, i.e. RAP and TAP
programs. This does not preclude the citing of the two appropriations on a service contract when
the use of the service is subject to a documented prorata cost sharing arrangement based on usage
of that service by organizations funded from the two appropriations.

4.74. Submitting Outlay Plans. OMB Circular No. A-11, Part 4, Section 135, Procedures For
Monitoring Federal Outlays, provides guidance on monitoring and submitting outlay plans Each
year, the Office of the Assistant Secretary of Defense, Comptroller (Program/Budget) requires
the services to develop a monthly outlay forecast plan for the upcoming fiscal year. HQ AFMC
provides a monthly plan for major weapon systems for the investment and RDT&E
appropriations per annual guidance from SAF/FMB. The monthly plan for all other
appropriations is prepared by SAF/FMB. SAF/FMB consolidates and submits the outlay plan for
all Air Force appropriations to the DoD Comptroller. SAF/FMB analyzes variances at the
weapon system/program element level and provides deviation reports to the DoD Comptroller
when requested.

4.75. Planning:

4.75.1. In October each year, OUSD(C) requests obligation/outlay plans from the Services.
These obligation/outlay plans are updated when an appropriation or supplemental bill is
enacted and when the Omnibus Reprogramming is implemented. SAF/FMBMM tasks the
SAF/FMB appropriations managers for obligation/outlay plans. SAF/FMB appropriation
managers submit obligation/outlay plans via excel spreadsheet to SAF/FMBMM.
SAF/FMBMM will post obligation/outlay plans for Operation & Maintenance, Military
Personnel, Procurement and RDT&E appropriations on the OSD Executive Dashboard no
later than 10 days following the enactment of the appropriations bill and implementation of
the Omnibus. SAF/FMB appropriation managers in SAF/FMBI and SAF/FMBO task
MAJCOMs as needed for information required for the obligation/outlay plans. SAF/FMB
reviews and adjusts the appropriation and program year monthly distributions as needed.
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4.76. Tracking. DoD compares execution data against the plans as follows:

4.76.1. The Defense Finance and Accounting Service (DFAS) Centers submit summary
flash execution data to OSD. DFAS provides outlay data on the eighth workday following
the end of the month. Once OSD produces outlay tracking reports, the Air Force provides
variance analyses by weapon system within 24 hours. Currently, Air Force Materiel
Command provides detailed variance analyses on the 10th workday to meet the OSD
suspense.

4.76.2. DFAS submits execution data for outlays under RCS: SAF-FMB(M)7131, Update
Obligation/QOutlay Tracking System, in order to update the Outlay Tracking System on the
10th workday of each month. The Air Force uses this information to identify shortages or
overages by weapons system or program element within the appropriations. The RCS: SAF-
FMB(M)7131 report has been designated emergency status code C3. Continue reporting
during emergency conditions, delayed precedence. Submit data requirements as prescribed,
but they may be delayed to allow the submission of higher precedence reports. Submit by
nonelectronic means, if possible. Discontinue electronic reporting during MINIMIZE.

4.76.3. SAF/FMBMM provides monthly status by appropriation that gives variances from
plan, along with written rationale for significant variances over or under plan by
appropriation.
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Chapter 5
APPROPRIATION REIMBURSEMENTS AND REFUNDS
Section 5A—Appropriation Reimbursements

5.1. General Reimbursement Guidance:

5.1.1. The appropriation reimbursement concept avoids duplicating services, facilities,
personnel, and stocks of supplies and materiel, and requires the agency requesting these
services or supplies to budget for the cost and to defend its requirements to the President and
the Congress.

5.1.2. The Office of Management and Budget (OMB) includes anticipated appropriation
reimbursements as part of approved apportionments. SAF/FMB transmits this funding
authority to the commands (except for procurement appropriations, see paragraph 5.4.2.1),
in addition to, and separate from, funds appropriated exclusively for Air Force mission
requirements.

5.1.3. MAJCOMs will not allot anticipated reimbursements unless they have reasonable
assurance that the reimbursements will be collected. Even when reimbursements are
apportioned and allotted, these estimates do not become budgetary resources available for
obligation unless you have valid orders (including written agreements), have furnished goods
or services and there is entitlement, or in the case of orders from the public (that is, financed
by other than federal government sources), the requester has made advance payment.
EXCEPTION: in the case of the Consolidated Sustainment Activity Group — Supply, under
the Defense Working Capital Fund (DWCF), 10 U.S.C. 2210(b) authorizes, with OMB
approval, incurring obligations against anticipated reimbursements.

5.1.4. Foreign Military Sales (FMS) orders convey obligation authority, but do not disburse
until cash is transferred from the FMS Trust Fund to the performing appropriation account or
the holder of the FMS Trust provides an expenditure authorization. Therefore, except as
provided above, funding based on anticipated reimbursements is available only to the extent
you actually realize reimbursements. Do not anticipate conversion from your approved
reimbursement programs to direct obligation authority.

5.1.5. Financial Management and Comptroller offices will credit reimbursements to
appropriations based on the type of work done. Finance reimbursements from appropriations
that fund similar direct program requirements. For example, Research Development Testing
and Evaluation (RDT&E) appropriation finances reimbursable RDT&E efforts.

5.1.6. DoD FMR 7000.14-R, Volume 11A lists the types of costs that are reimbursable and
the amounts to recoup when DoD components do work or sell property within the
Department of Defense, to other U.S. Government agencies, and to private parties when
allowed by legal authority.

5.2. Responsibilities for Developing Anticipated Reimbursements:

5.2.1. The Air Force supplying or performing activity must include estimated anticipated
reimbursements to be realized from sale of supplies and services in their budget estimates
and execution plans. Based on this, SAF/FMB will develop Air Force-wide budget estimates
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and apportionment requests. SAF/FMB estimates reimbursements for centrally administered
programs and for centrally procured materiel based on departmental agreements and financial
data available. SAF/FMB asks supplying or performing activities for supporting data and
backup exhibits as required (such as computation sheets or additional listings). SAF/FMB
will budget for military construction reimbursements based on the historical level of effort or
substantiated documentation changing that level from the Program Manager’s management.

5.2.2. Operating agencies must inform SAF/FMB of changes in estimates of anticipated
reimbursements and identify the changes by category and sales code. Request you provide
these changes as soon as they are known so adjustments may be made during the Air Force
budget submission to reduce disconnects in the year of execution.

5.3. Responsibilities for Earning Anticipated Reimbursable Programs. Budget officers and
appropriate functional area staff agency heads, such as Civil Engineer and Transportation, must
act jointly to review reimbursement programs to make sure these programs are proceeding as
planned. Consider all programs where reimbursements are anticipated, including programmed
support for materiel and services identified in support agreements for intraservice, interservice,
and non-DoD activities.

5.3.1. Responsibility for Establishing Reimbursement Receivables for Earned
Reimbursements. MAJCOM and installation Financial Management and Comptroller
offices must provide their operating location Defense Accounting office (Field Organization)
with appropriate billing information to establish reimbursement receivables. This is
necessary to ensure accurate and timely billing of earned reimbursements. All reimbursement
receivable balances must be validated during quarterly and year-end certifications.

5.4. Funding Procedures and Application. In developing the execution plan, SAF/FMB will
include anticipated reimbursements based on estimated customer orders to be received in the
total amount planned to be available for obligation. Appropriation managers distribute planned
obligations between those for “service account” (Air Force) and those for “customer account”
(reimbursable). This plan will be the basis for the initial apportionment request and for funding
to commands.

5.4.1. Annual Appropriations. MAJCOM and installation Financial Management and
Comptroller offices and Financial Services Officers (FSO) will initially account for
reimbursable orders under the appropriation available for obligation when they accept the
order. But, if you have not filled the order and have not set up the related reimbursable
obligation before the appropriation expires, the FSO/FMA must move the unfilled order to
the next fiscal year’s appropriation on or before 30 September (see DFAS-DE 7220.1-R). See
paragraph 5.8.2 for statutory restrictions on Economy Act Orders (31 U.S.C. 1535).

5.4.1.1. All Annual Appropriations Except Operation and Maintenance, Air Force,
(O&M) and Military Personnel, Air Force. Appropriation managers issue budget
authorizations, including financing for customers’ orders for goods or services, at
program level and specify the amounts for “service account” and for “customers’ orders”.
Use sales codes to identify reimbursable customers.

5.4.1.2. Automatic Apportionment for O&M Reimbursements: The Office of
Management and Budget (OMB) authorizes using automatic apportionment of
reimbursements for the Operation and Maintenance (O&M), AF appropriation (57*3400,
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Fund Code 30) and AFRC O&M appropriation (57*3740, Fund Code 54). SAF/FMBO
may automatically increase the OMB apportionment up to the planned amount of
anticipated reimbursements expected to be received during the current year of execution
at the departmental level. In addition, during the year of execution, SAF/FMBO
automatically apportions and issues all reimbursement authority to MAJCOM/FOAs FM
offices. The field level budget offices load reimbursements as they are earned. (No target
is given to the MAJCOM or base budget office).

5.4.1.3. This paragraph intentionally left blank.

5.4.1.4. Family Housing Appropriation 57*0745 (Fund Code 3Y, O&M). Deposit
proceeds from renting family housing and reimbursements received for family housing
services to the family housing account. Apply proceeds from sales of designated excess
military family housing to the Military Family housing Operations and Maintenance
(O&M) Account 57X0745 (Refer to Chapter 21 for additional information).

5.4.2. Multiple-year Appropriations. For multiple-year appropriations whose periods of
availability for obligation overlap, apply new reimbursable orders and related transactions
only to the most current account available during the period the orders were accepted. In
other words, do not accept new orders in a multiple-year appropriation account after its first
year of availability. Performing activities that are accounting for customer orders funded by
multiple year appropriations shall retain the unearned and unobligated balances of valid
unfilled reimbursable orders with the unexpired appropriation current at the time the
customer order was accepted. However, FM offices and FSOs must take action at fiscal
yearend for expiring accounts to move unfilled orders for which reimbursable obligations
have not been established to the ensuing current fiscal year appropriation account (see
DFAS-DE 7220.1-R Paragraph C2.5) and eliminate anticipated reimbursements (authorized
reimbursable budget program), which are nullified at fiscal yearend, to the extent they have
not been realized.

5.4.2.1. Procurement Appropriations:

5.4.2.1.1. Budget authorizations include financing for procurement of customer
orders or security assistance sales, grant aid, etc., and are available only to the extent
you receive valid customer orders. This procedure assumes firm customer orders and
customer reimbursement at time of delivery. For customer orders from the public,
state, and local governments, DoD requires payment in advance before using Air
Force funds provided for financing customer orders.

5.4.2.1.2. MAJCOMs must provide SAF/FMB, before the fiscal year begins the total
annual amount of estimated anticipated reimbursements (other than FMS) by
appropriation and sales code. MAJCOMs must report anticipated reimbursements in
the Status of Funds Data Base Transmission, RCS: SAF-FM(M)7801 report.
MAJCOMSs must also report the status of the total customer program to the degree
that orders are received and deliveries are reported. Anticipated reimbursements
reported by MAJCOM:

5.4.2.1.2.1. For the current appropriation year are identified by accounts
receivable sales code, and must equal the sum of filled and reported orders to
agree with the Air Force program at departmental level. SAF/FMB or MAJCOMs
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may make changes to the anticipated program during the operating year.

5.4.2.1.2.2. For each unexpired prior-year appropriation must show the most
recent 30 September certified status, as adjusted by the operating agency for
actual customer order adjustments during the current year. When there have been
significant customer order adjustments to prior-year programs, MAJCOMs will
advise SAF/FMB of the reason for such adjustment.

5.4.2.1.2.3. Table 5.1 explains how to charge and credit the procurement
appropriations for the purchase or sale of investment items to fill customer orders.

Table 5.1. 3010/3011/3020/3080 Appropriations To Be Charged or Credited For The
Purchase or Sale of Investment Items To Fill Customer Orders.

RIA B C D E F G
U If item And And the And And the | then credit and
L .
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ent of
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stock sold is a is purchased appropriation | purchase,
secondary before the available when | charge the
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n current order is appropriation
when the accepted in which the
order was order was
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expires
2 the not charge the FY
urchased | moved curront when
gfter the forward the contract is
appropriation awarded for
current when replacement
the order was
accepted
expires
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moved |FY for
forward |appropriation |replacement
to which the purchase,
customer order | charge the

was moved FY
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to which the
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order was
moved.
not on or after 1 Oct | N/A N/A general fund | N/A
required |77 receipt account
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5.4.2.2. Research, Development, Test, and Evaluation (RDT&E) Appropriation:

5.4.2.2.1. SAF/FMB, Air Force Materiel Command (AFMC), and Air Force Space
Command (AFSPC) are responsible for reporting anticipated reimbursements to
DFAS on the monthly status of reimbursements for the RDT&E appropriation.
Anticipated reimbursements reported for the current year must equal the budget
authorization provided and identified by sales code as shown in the FM Data Quality
Service (DQS). Anticipated reimbursements reported for each unexpired prior year
appropriation are equal to the sum of actual filled and unfilled orders. Adjust unfilled
orders reported to show the actual customer order adjustments during the fiscal year.
SAF/FMB adjusts the budget authorization for RDT&E reimbursable accounts
annually by providing adjustments to equal the sum of the unfilled and earned
amounts in the respective Status of Funds Data Base Transmission, RCS: SAF-
FM(M)7801 report.

5.4.2.2.2. AFMC and AFSPC use RDT&E to finance its installations that perform
development and test functions. These activities do work such as testing and
engineering support at the request of other Air Force commands or other government
agencies on a reimbursable basis. The requesting organization will reimburse the
RDT&E operating funds of the performing AFMC installation for direct costs of
supplies, civilian overtime, related TDY, etc. (see Chapter 7, Section 71). At least
quarterly, AFMC will review and recommend appropriate adjustments to the
estimated reimbursable amounts based on written agreements with other
organizations for test and engineering support.

5.4.2.2.3. FM and FSO offices account for amendments to prior-year orders in the
appropriation year in which the customer amendment is accepted (and obligated) by
the performing agency.
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5.4.2.3. Construction Appropriations.  Appropriation managers issue budget
authorizations at the Budget Authorization Account Number (BAAN) level for P-354.
This document indicates the amount for “service account” and for “customers’ orders.”

5.4.3. Centralized Reimbursements:

5.4.3.1. Redistribution and Marketing (R&M) and Forest Management (DoD FMR
7000. 14-R, Volume 11A, Chapters 7 and 16). HQ USAF centrally administers these
programs. DFAS does central accounting. Deposit proceeds collected from selling forest
products to 57F3875.000*. (Note: asterisk represents current fiscal year.) Commands
(except Air Force Reserve Command (AFRC)) receive funds for these programs as part
of the direct authority furnished in their operating budget authority.

5.4.3.1.1. SAF/FMB will separately identify the amount of the a