DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3280 RUSSELL ROAD

QUANTICO, VIRGINIA 22134-5103
IN REPLY REFER TO:

1700
MFZ
13 Feb 2012

From: Commandant of the Marine Corps
To: Commander, Marine Forces Reserve (MARFORRES), 2000 Opelousas
Avenue, New Orleans, LA 70146-5400

Subj: NONAPPROPRIATED FUND (NAF) INDEPENDENT DUTY AND FAMILY
DAY FUNDING PROCEDURAL GUIDANCE

Ref: (a) MCO P1700.27B
(b) MCO 1754.9
(c) Marine Corps Nonappropriated Fund Audit Service (MCNAFAS)
Independent Auditor’s Report #00I02080130 dtd 8 Jul 09

Encl: (1) List of Inspector & Instructor (I&I) Reporting Unit Codes

(RUCs) and Monitored Command Codes (MCCs) (Revised)

(2) Component Codes and Descriptions

(3) List of Selected Marine Corps Reserve (SMCR) RUCs
(Revised)

(4) Sample Funds Request Letter

(5) Sample Appointment Letter

(6) Sample Expenditure Report Letter

1. Purpose. To forward and implement revised procedural guidance

regarding the authorization and expenditure of NAF Independent Duty
and Family Day funds. This procedural guidance supersedes that of

12 July 2011.

2. Background. The Marine Corps Community Services (MCCS) Board of
Directors (BOD) approved a NAF provision for Marines on Independent
Duty. Independent Duty Marines are by definition, "Active duty
Marines who are permanently assigned to units detached from command
elements, are not tenant activities located aboard military
installations, or other Department of Defense (DoD) owned property,
and are not required to be supported by separate DoD regulation or
inter-Service agreement." I&I Active duty Marines who are permanently
detached from military installations but located within a 30-
minute/30-mile radius of a military installation shall receive $40 per
Marine per year; all others receive $130 per Marine per year. MR/MF
Division will also provide to SMCRs, Family Day funding of $17.50 per
year per Marine. These amounts incorporate the increase of Family
Readiness funds and provide unit Morale, Welfare, and Recreation
(MWR), Family Readiness activities, and recreation enhancement. They
may be used to support Unit Family Readiness Program and Marine Corps
Family Team Building Program activities (less Prevention and
Relationship Enhancement Program (PREP), Chaplain's Religious
Enrichment Development Operations (CREDO), and Exceptional Family
Member Program (EFMP)). The funds are subject to the policies and
procedures contained in reference (a). Allocations will be spent on a
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guarterly or semi-annual basis and not saved for an annual event. Any
unused funds will revert to Commandant of the Marine Corps (CMC)
Semper Fit and Exchange Services Division (MR) on the last day of the
fiscal year, which is the Saturday nearest 31 January. Independent
Duty funds are not intended to be used to purchase items and equipment
that are authorized appropriated funds (APF). Family Day funds are
strictly limited to Family Day events and only for items such as food
or entertainment that is not entitled to APF. Independent Duty and
Family Day funds shall not be commingled. APF recreational
requirements should be developed and submitted for prioritization and
funding as appropriate through MARFORRES, or command Program Objective
Memorandum process.

3. Implementation. Action is required to improve the overall
allocation and accountability processes for Independent Duty and
Family Day funds. Specific guidance is required for the processes of
determining and reporting authorized recipients. This letter
reinforces funding guidance contained in references (a) and (b) and
implements recommendations made by reference (c).

4. Responsibilities.

a. CMC, Family Readiness (MFZ) responsibilities:

(1) Continue to work with MARFORRES to improve the overall
effectiveness and efficiency of the procedures utilized to draw troop
strength reports.

(2) Utilize the Marine Corps Total Force System (MCTFS) to
draw the Independent Duty and SMCR unit troop strength reports.
Enclosures (1), (2), and (3) will be used as the basis for processing
these reports and MARFORRES will be provided copies.

(3) Submit I&I troop strength reports to CMC (MRF) by the 10
of February, May, August, and November. Independent Duty funds will
be allocated and posted gquarterly beginning in February of each year.

(4) Submit Reserve troop strength reports to CMC (MRF) by the
10* of February. Family Day funds will be allocated and posted
annually.

(5) Request MCNAFAS to conduct periodic audits of fund
expenditures and supporting documentation to ensure proper use of NAF
per reference (a) MREF/MFN will coordinate to determine which
locations should be considered for inclusion in the audit plan and
identify those that are considered high risk.
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b. CMC, Resource Management (MRF) responsibilities:

(1) Budget and allocate NAF Independent Duty and Family
Day fund support based on the procedures set forth in this letter.

(2) Provide overall program oversight to ensure funds
integrity.

(3) Maintain accounting records of transactions in accordance
with applicable regulations. Keep units apprised of account balance

and requirement to expend funds annually.

(4) Issue funds upon receipt of a Commanding Officer
or designated responsible officer request per enclosure (4).

(5) Send quarterly letters regarding fund balances and
activity of unused funds.

c. Commander MARFORRES responsibilities:

(1) Implement and oversee the programs within MARFORRES.

(2) Identify and submit to CMC (MFZ), during the gquarter they
occur, any location changes affecting RUCs or MCCs.

(3) Ensure unit Commanders appoint, in writing (see enclosure
{5)), Responsible Officers who will maintain accountability for
Independent Duty and Family Day funding accounts. Copies of the
appointment letters will be sent to CMC (MRF) with originals kept on
file at the unit level. Any changes shall be communicated to CMC
(MRF), as appropriate.

d. Unit/Command Responsible Officer responsibilities:

(1) Complete CAC-enabled Independent Duty Funds training
available on the MCCS MARFORRES SharePoint site
(https://portal .marforres.usmc.mil/sites/mfr/Pages/Default.aspx) and
print training certificate to be maintained at the unit level.

(2) Submit unit requests (enclosure 4) to CMC (MRF) for fund
expenditures via the unit Commanding Officer for each event, 30 days
prior to the event. The requests may be faxed to CMC (MRF) at (703)
784-6311 (primary) or (703) 784-5336 (attn: Accounts Receivable
Manager), or e-mailed to MCCSIDF@usmc-mccs.org with an electronic
approval attached.

(3) Submit unit expenditure reports (enclosure 6), with the
unit’s Commanding Officer signature, along with copies of supporting



Subj: NONAPPROPRIATED FUND (NAF) INDEPENDENT DUTY AND FAMILY
DAY FUNDING PROCEDURAL GUIDANCE

documentation, to CMC (MRF) via the unit Commanding Officer for each
event, not more than 10 calendar days after the event. Supporting
documentation should include receipts that mirror those expenditure(s)
listed on the Funds Request Letter (enclosure 4). A letter from the
Commanding Officer will be initiated when it is not possible to obtain
a receipt or in the event a receipt was lost. The letter in lieu of
receipts will show a complete itemization of funds expended and will
be signed by the Commanding Officer. Reports may be faxed to CMC (MRF)
at (703)784-6311 (primary) or (703) 784-5336 (attn: Accounts
Receivable Manager), or emailed to MCCSIDFQRusmc-mccs.org.

(4) Unused funds are to be returned to the CMC (MRF) and not
expended on additional events or purchases not approved on the
original Funds Request Letter (enclosure 4). Return unused funds, by
money order or cashier’s check, not more than 10 calendar days after
the event, to the MR lockbox at: Marine Corps Personal and Family
Readiness Division, P.0O. Box 277160, Atlanta, GA 30384-7160.

(5) Maintain receipts and records of transactions for two
years following the year of expenditure. Scanned receipts e-mailed to
the Responsible Officer are acceptable. Files will be subject to
future audits conducted by MCNAFAS.

5. Marine and Family Programs point of contact is Ms. Ann Crittenden,
CMC (MFZzZ), (703) 784-0296, or e-mail ann.crittenden@usmc.mil.

F. HEDELUND
Director

Marine and Family
Programs Division

Copy to:
Director, MCNAFAS
MRF

MFN

MFZ



Il STAFF

RUC_ | MCC RUC_| McC RUC_|_McC RUC_| MCC RUC_| mMcC RUC_ | Mcc
03007 | _S2K 81205 | TKZ 83219 | ca3 84243 | SGV 85245 | STU 87272 | s14
03016_| G28 81226 | B92 83219 | SOM 84258 | C36 85048 | CB6 87272 | _SHL
03016_|__S4H 81226 | SLp 83219 | SM8 84258 | Sv4 85248 | ST5 87278 | E75
03035_| G35 81227 | D88 83220 | B90 84258 | SYC 85248 | SIA 87278 | SCP
03035 | S44 81229 | C06 83220 | S3R 84250 | C36 85271 | Ca3 87281 | B63
03040 | G52 81229 | SUF 83220 | SAT 84260 | D19 85271 | SMH 87281 | Su4
03040 | S4R 81230 | Bo7 83220 | 54U 84266 | C85 85281 | F11 87281 | SUZ
03044 | Geo 81230 | SMS 83222 | B28 84266 | SAW 85281 | SU1 87296 | C05
03044 | S2E 31233 | BZ5 83227 | SNB 84266_| SHW 85281 | SuJ 87296 | SHU
03044 | SoN 81233 | SMT 83223 | C43 84266 | TK3 85205 | B4 87296 | SHV
03045 | G57 81234 | BT 83223 | SKN 84267 | C71 85005 | L78 87297 | C03
03045 | 54p 1234 | _SMU 83231 |_C13 84267 | SDU 35205 | SKM 87297 | SHS
03045 | _S7M 81235 | C21 83231 | SY9 84772 | B65 85297 | D59 87297 | SHT
54030 | 1RA 81235 | SUE 83231 | SVl 84272 | 518 85297 | SVQ
80172 | B69 81235_|_SUG 83231 | UHW 84287 | CA2 85208 | C98
80172 | S19 81236 | ET3 83251 | E®A 84282 | SJT 85298 | SKR
80173 | BO5 81236_| S8 83263 | EB5 84283 | D76 87191 | B83
80173 | 45 81236 | SIE 83263 | SJR 84283 | SJ9 87191 | SAR
80174 | C23 81238 | C87 83264 | C14 84284 | Cc12 87191 | SM5
80217 | EM 81238 | SSA 83264 | 554 84284 | sia 87195 | B50
80217 | SL3 81238 | SSC 83264 | SSL 84286 | Ca8 87195 | E76
80220 | 840 81239 | _C15 83264 | ST4 84286 | S 87195 | SI3
80220 | Si5 81239 | SSD 83268 | E63 85217 | LAS 87195 | SJF
80220 | SLO 81239 | SSH 83268 | ST3 85217 | E78 87220 | B66
80221 | D70 81239 | SWL 83269 | C58 85217 | GSK3 87220 | SIE
80221 | Si8 1240 | C28 83260 | SKQ 85218 | BYI 87222 | D82
80223 | D18 81240 | SMV 83273 | C48 85218 | SCV 87222 | S
80223 | SL7 81247 | c17 83273 | S13 85218 | SCX 87224 | CA9
80225 | Ba8 81247 | SSB 83273 | SAQ 85218 | _ST6 87224 | SHM
80225 | SLD 81247 | SSE 83973 | SVR 85220 | B46 87226 | E59
80225 | SLH 81252 | E86 83275 | B22 85220 | SKb 87226 | SXD
80228 | D46 81252 | SCH B83275_|_SDN 85221 | B70 87226 | SXF
80228 | SLF 81260 | Cis 83276 | C72 85221 | SKg 87227 | D35
80242 | Ca6 81269 | SLE 83976 | SC5 85222 | D50 87227 | SXJ
80242 | SIN 82140 | BAS 83276 | _SDV 85227 | SK8 87227 | SXW
80251 | C80 82220 | BaA 83285 | B8 85222 | SK8 87232 | B29
80251 | Sl 82220 | D3 83285 | SHJ 85223 | D51 87232 | SM7
80291 | Cao 82220 | SDH 83300 | C59 85223 | SK7 87237 | Co4
80291 | Sc4 82721 | D08 83300 | _SV6 85224 | _cit 87237 | S4X
80291 | SG5 82221 | SDC 83301 | C60 85224 | SKo 87237 | SbF
80291 | SG7 87227 | B32 83302 |66 85225 | Bb4 87238 | B31
80202 | Caf 82723 | C29 83302 | SVA 85225 | SKD 87238 | SJG
80292 | SG3 82293 | SD6 83303 | C68 85227 | Cé3 87241 | Fo1
80292 | SG8 82795 | Ca4 83303 | SJS 85227 | SKH 87241 _|_SUB
80202 | _SGB 82705 | SKp 83304 | Co7 85228 | Cr4 87241 | SuU7
80205 | B74 82266_|  F99 83304 | _SVC 85208 | SKE 87243 | D9
80205 | Sva 82266 | Sv3 83314 | CI18 85229 | CT75 87244 | C89
80295 | SYY 82270 | C25 83314 |__SHC 85229 | SKG 87244 | SUW
80296 | 19M 82270 | SLR 83410 | BAV 85230 |_ D10 87244 | SUX
80296 | Co1 82271 | BA45 84140 | EG4 85230 | S8M 87244 | SUY
B0206_| SYB 82271 | SAP 34740 | SJY 85230 | SCG 87246 | Ca4
80296 | SYD 82271 | SV 84141 | BAG 85232 | car 87246_| SM6
80297 | Ca1 82271 | SVD 84141 | SMG 85232 | SBK 87247 | Ch1
80297 | SY6 82271 | _SWH 84220 | _B48 85232 | SGX 87247 | SX5
80207 | SV7 83170 | _E52 84220 | S5 85233 | CAO 87247 | SX6
81180 | E54 83170 |_ST1C 84220 | SJ6 85233 | SKE 87248 | CA7
81180 | SCC 83177 | 893 84221 | D13 85234 | cad 87248 | SGP
81180_| SCE 83181 | E92 84221 | SJ7 85234 | SUM 87248 | SGQ
81219 | BA1 83181 | sxQ 84237 | B35 85234 | SUN 87256 | €97
81219 | 556 83181 | SXR 84237 | SxP 85236_|__B87 87256 | SMK
81219 | SXA 83181 | SXS 84237 | SYK 85236 | Su8 87262 | E56
81220 | E74 83182 | E93 84240 | Be4 85236_| sUQ 87262 | SID
81220 | SC2 83182 | sx8 84240 | SGH 85236 | SUV 87269 | BAK
81220 | Sc4 83182 | SXN 84240 | SGS 85240 | BAD 87269 | SUH
81225 | B58 83185 | E99 84243 | Co8 85240 | SP5 87269 | SUK
81225 | SLM 83185 | SN4 84243 | SGU 85245 | F23 87272 | B8
Encl (1)




COMPONENT CODE

CODE

11

2N

AB

*B1

*B2

*B3

*B4

cl

(REGULAR)

DESCRIPTION

USMC officer and enlisted

(OTHER Armed Forces)

(PROGRAM)

(RESERVE)

Navy

Reserve retiree recalled to active
duty to support the regular
component for 180 days or more

Reserve officer/enlisted ordered
to active duty to provide full-
time support (administration) of
the Reserve as authorized by 11
U.S.C. 672d/678

Reserve officer/enlisted ordered
to active duty to provide full-
time support

(recruiting) of the Reserve as
authorized by

10 U.S.C. 672d/678

Reserve officer/enlisted ordered
to active duty to provide full-
time support
(instruction/training) of

the Reserve as authorized by 10
U.S.C. 672d/678

Reserve officer/enlisted ordered
to active duty to provide full-
time support (organization) of the
Reserve as authorized by 10 U.S.C.
672d/678

Officer on initial active duty
obligation

Encl (2)



C2

C3

C4

Officer on EAD beyond initial
active duty obligation

Officer on standard Written
Agreement (beyond initial
active duty obligation)

Reserve Officer/Enlisted assigned
to temporary active duty to
support the regular component for
periods of more than

180 days. Officer and UAD beyond
initial active duty obligation

Encl (2)



RUC

RUC

00048

14026

RUC

00049

00051

14027

14226

00053

14031

14227

00055

14032

14231

00074

14033

14234

00407

14034

14235

14035

14236

00408

14036

14237

00409

Q0510

14037

14301

14040

14313

00512

00526

14041

14314

00527

14042

14321

00540

14043

14331

00983

14044

14333

14045

14334

00985

01129

14046

14335

01130

14047

14341

01134

14048

14344

01136

14051

14345

01137

14052

14352

01139

14053

14354

0ll4de

14054

14401

01148

14055

14403

01149

14101

14404

01151

14111

14405

01199

14114

14406

01208

14115

14407

01209

14116

14421

14118

14551

01233

14121

14552

01234

14123

14554

01236

01283

14124

14604

01284

14125

14613

01308

14126

14614

01308

14127

14616

01321

14131

14633

01764

14133

14641

01767

14134

14643

01769

14136

14652

01772

14137

14653

01773

14138

14654

01774

14151

14661

01778

14161

14662

14163

14663

03009

04091

14165

14664

14167

14665

04155

04156

14168

14666

14170

14701

04157

14171

14702

04160

04161

14173

14703

14174

14704

04169

14175

14705

04249

04714

14176

14706

04715

14181

14708

04780

14182

14709

04801

14183

14713

04802

14184

14800

14002

14185

14801

14003

14186

14802

14004

14201

14803

14211

14804

14005

14212

14805

14008

14011

14214

14806

14018

14216

14807

14021

14217

14808

14023

14218

14809

14024

14221

14810

14224

14811

14025

14225

14812

14813

RESERVE
RUC
14814
14815
14816
14817
14818
14819
14820
14821
14822
14823
14824
14825
14826
20094
20095
20123
20124
20161
20192
20193
21337
21401
14163
14165
14167
14168
14170
14171
14173
14174
14175
14176
14181
14182
14183
14184
14185
14186
14201
14211
14212
14214
14216
14217
14218
14221
14224
14225
14226
14227
14231
14234
14235
14236
14237
14301
14313
14314
14321
14331
14333
14334
14335
14341
14344
14345
14352
14354
14401

RUC

14403

RUC

RUC

21401

75188

14404

21403

75191

14405

21404

75240

14406

21405

75301

14407

21441

75724

14421

21442

75731

14551

21443

77000

14552

21444

77004

14554

21445

77006

14604

21626

77011

14613

21627

77030

14614

21628

77060

14616

21681

77142

14633

21683

77749

14641

21684

77775

14643

21685

96210

14652

21831

96211

14653

21832

96213

14654

21833

96215

14661

21834

96217

14662

21835

96220

14663

22321

96224

14664

14665

22322

14666

22324

14701

22325

22327

14702

24246

14703

28111

14704

28114

14705

28115

14706

28116

14708

28353

14709

14713

29052

14800

29053

14801

29054

14802

29057

14803

29058

14804

29059

14805

29061

148086

29062

14807

29063

29064

14808

29065

14809

29066

14810

29067

14811

29068

14812

14813

29071

29073

14814

29074

14815

14816

29075

29076

14817

29077

14818

14819

29078

14820

25084

14821

28121

14822

70694

14823

71007

14824

71701

71706

14825

71776

14826

71778

20094

71783

20095

20123

73010

20124

73757

74016

20161

74215

20192

74489

20193

74746

21337

74860

96266

Encl (3)



(MUST BE ON OFFICIAL UNIT LETTERHEAD)

1700
Unit
Date

From: Responsible Officer, Independent Duty Funds or
Responsible Officer, Family Day Funds (whichever is

applicable)

To: Commandant of the Marine Corps, Personal and Family
Readiness Division (MRF), 3044 Catlin Avenue, Quantico,
VA 22134

Via: Unit Commander

Subj: REQUEST FOR NONAPPROPRIATED FUNDS
Ref: (a) CMC 1ltr MRN of

1. In accordance with the reference and as authorized, the
following funds are requested:

a. Purpose:

b. Total Amount Requested:

c. Date of Event (must be 30 days):

d. Date Funds Desired Locally:

e. Total Number of Military Personnel Attending:

(1YAD #:
(2)AR #:
(3) SMCR #:

f. Name of authorized representative to whom check should
be made payable:

//Signature of Responsible Officer//

FIRST ENDORSEMENT

From: CO
To: Commandant of the Marine Corps, Personal and Family
Readiness Division (MRF)



1. Forwarded, recommending approval.

//Signature of CO//

Encl (4)



(MUST BE ON OFFICIAL UNIT LETTERHEAD)

1000
Unit
Date

From: Commanding Officer,
To: Responsible Officer (Name, rank)

Subj: APPOINTMENT AS THE MARINE CORPS COMMUNITY SERVICES (MCCS)
RESPONSIBLE OFFICER FOR INDEPENDENT DUTY OR FAMILY DAY
FUNDS (whichever is applicable)

Ref: CMC ltr 1700/MRN of

1. Per the reference, you are hereby appointed as the MCCS
Responsible Officer for the Independent Duty or the Family Day
(whichever is applicable) Fund account # . The reference
also contains information pertaining to request and liquidation

of subject funds.

2. You will complete the electronic MRF required training
within 10 days of this appointment.

3. This appointment will remain in effect until you are
transferred or relieved in writing.

//CO//

Encl (5)



[MUST BE ON OFFICIAL UNIT LETTERHEAD]

From: Custodian, Marine Aircraft Group-49, Detachment B,
Stewart International Guard Base, Newburg, NY 12550

To: Controller, Financial Management Branch, Personal and
Family Readiness Division, 3044 Catlin Avenue, Quantico,
VA 22134

Via: Unit Commander

Subj: REPORT OF EXPENDITURES OF FUNDS USED FOR ACCOUNT (account

#)
Ref: (a) MCO P1700.27B
Encl: (1) Receipts/Supporting Documentation
1. Per the reference the following report is submitted:

a. I certify that the funds in the amount of ($§)
on (date) have been expended by this activity for the
authorized purposes in accordance with the provisions of the
reference.

b. Specifically the funds were used for the following
purposes:-

(1) (example: Family Day Event).
(2) (# of unit personnel attending).
C. I certify the total amount of unused funds in the
amount of ($) to be returned.
2. The necessary receipts and/or supporting documentation are

at the enclosure.

3. The POC for the Command is . He or she
may be reached at XXX-XXX-XXXX or e-mail

//Signature of CO//

Encl (6)



