INSTRUCTIONS FOR PREPARING FY-05 MORALE, WELFARE AND RECREATION

FUND NONAPPROPRIATED FUND (NAF) BUDGETS
ATTACHMENTS:

(1)
Steps to Complete Your Budget

(2)
Computer Instructions

(3)
Explanations of Income and Expense (I/E) Line

Descriptions Used on Tabs A, C and D

(4)
Final Submission Checklist

(5) Optional Department Worksheet

(6) OP-34 Definitions and Notes

(7) Instructions for Stations Planning in SAP

(8) Pers-65 Policy Guidance for Purchase of Fixed assets offset with APF

TABS:

(A)
Activity Income and Expense (I/E) Worksheet

(B)
Activity self-sufficiency Worksheet

(C)
Category Income and Expense (I/E) Summary Worksheet

(D)
Fund Income and Expense (I/E) Summary Worksheet

(E)
MWR Fund Cash Worksheet

(F)
Restricted Cash/Capital Outlays Worksheet

(G)
Staffing Worksheet

(G1)
Personnel Strength Report

(G2)
NAFI Benefits Worksheet

(H)
MWR Eligible Patron Exhibit  

(I)
APF Support Worksheet

(J)
Optional Department Worksheet

(K)
Individual Activity Identification Worksheet

(L)
OP34-1/2 Worksheets

(M) Memorandum of Agreement (MOA) for APF

A.  SUBMISSION REQUIREMENTS: Two copies of the completed MWR Fund NAF budget submissions (including Excel diskette) must be sent to your Region for review. Your Region will forward one copy to PERS-65 NLT 12 July 2004.  Completed budget submissions must include the following:
1.  Budget narrative for all station MWR Funds, including FY-04 closing stations.  A POA&M is required for all installation MWR Funds currently in "Red Flag" status (if previously submitted, please enclose a copy) and for all stations in a cash flow loss position.  Plans should also be included if any individual Category C operations are in "Red Flag" status.

2.  Completed budget TABs as listed in ATTACHMENT 4.

RECOMMEND COMPLETION OF THE ACTIVITY I/E AND DEPARTMENT I/E EXHIBITS AS PROVIDED.  THIS WILL PROVIDE THE DETAILS NEEDED TO COMPLETE THE BUDGET PACKAGE 

3.  Hard copies of the Presidents Budget APF reports OP-34-1, MWR Expense Element Exhibit and OP-34-2, MWR Category/Activity Exhibit for Previous Year (FY-03), Current Year (FY-04), Budget Year (FY-05), and Budget + 1 (FY-06).  

4.  Along with the hard copies of the budget TABs, send the files on a diskette (See ATTACHMENT 2 for Loading the Completed Budget Files Back to a Diskette).

B.  GENERAL INFORMATION:

1.  All figures (on all worksheets) must be expressed in whole numbers (rounded to the nearest dollar).

2.  Microsoft Excel is the medium of choice for the FY-05 Budget and should make the preparation easy. Installations budgeting in SAP must still submit the budget in Excel format.  As an option, you can budget by department, by account and transfer this data to the summary sheets using a macro. You can complete the worksheets in any order, however, we suggest following our simple guidelines, identified in Attachment 1, to avoid skipping a TAB.
3.  The FY-04 Projection column on TABs D and E is for you to record FY-04 end-of-year projections for each line.  These projections are important in the budget review process.  If left blank, PERS-652 will calculate a projection for you and use our projection during the review process.  Also, use the FY-03 actual column on TAB D to show your FY-03 actual numbers for comparison purposes.  Your narrative should explain any substantial differences between FY-03 actual and/or FY-04 projection versus your FY-05 budget.

4.  To determine your FY-05 budget figures, remember to utilize: (1) historical trends;  (2) any changes in your service population and; (3) other specific Region or local directions.

   NOTE:  Activity/Department Reporting: Report all revenue and expenses according to the RAMCAS chart of accounts.  Under no circumstances misreport activity/department revenue and expense information.  For example, do not report golf course food and beverage revenues to the Officers' Club.  This guidance is in accordance with NPC accounting policies and procedures in the RAMCAS User Handbook.
C.  NARRATIVE GUIDANCE:  A narrative must be provided with each MWR Fund budget and should include the following:

1.  A brief description of programs and facilities.  Note the top 3 to 5 urgent local re-capitalization needs.  Also, include any IT related expenditures on TAB F, Restricted Cash/Capital Outlays worksheet.

2.  Explain the overall NAF and APF financial condition.   Explain changes occurring due to shifts from NAF to APF or vice versa along with any substantial differences between FY-03 actual and/or FY-04 projection versus your FY-05 budget.  Specifically, provide an explanation if your fund has declining profitability but increasing APF Offset.  Also, address the expense savings as a result of the USA/UFM practice and identify where you plan to use it in FY-05.  A separate tab (TAB M) has been included to help you identify this.


3.  A summary of the impact of declining APF support to installations and programs.


4. Provide a description of your Single Sailor program.  The description should include programs offered, including the number of Single Sailors participating in the programs, and projects executed in support of the Single Sailor program.  

5.  Explain any unique circumstances under which the fund must operate that impact your financial condition.  

6.  Identify and explain any particular problems, in addition to any initiatives you have taken to reduce overhead expense and/or improve programs and their cost effectiveness.  BUPERS will recognize Funds that delineate good ideas in Undercurrents.

7.  Explain any efforts to rectify APF shortfalls and/or if your APF baseline is falling. Identify your expected use of USA/UFM, ie., labor, supplies, equipment, etc.

8.  A recovery plan of action and milestones (POA&M) for Category C losing activities, regardless of Isolated/Remote status of station, and the MWR Fund if in "Red Flag" status (as applicable).

9. Overseas activities are required to revalidate reserves for Foreign National Liabilities (if applicable) on an annual basis and are requested to state the dollar amount/percentage of restricted cash currently reserved for Local National (LN) Retirement and Severance Pay liabilities. 

10. Provide the execution status of your FY-04 NAF Budget Restricted Cash submission.  To do this take your FY-04 Restricted Cash worksheet (TAB F) for MWR and provide the status for each project/procurement item.  Listed below are some examples of the type of status we are looking for:   


(a) Project/procurement no longer required; 

(b) Project/procurement delayed because of some reason like funding (please provide estimated completion date); 

(c) Project/procurement completed (please provide date of completion); 

(d) Project/procurement in progress (please provide estimated completion date).

     11. Identify how long you will continue to restrict cash for your top five capitalization projects. 

12. Explain how the MWR fund factors into the Chief of Naval Operations (CNO’s) “Top Five” priorities for the Navy.  These are:

(1) Manpower

(2) Current Readiness

(3) Future Readiness

(4) Quality of Service

(5) Alignment

D.  GETTING STARTED:

1.  Carefully read ATTACHMENT 1, Steps to Complete your Budget which will outline the steps necessary to complete the FY-05 MWR NAF Budget.  Additional detailed steps are included with each TAB.

2.  Read ATTACHMENT 2, Computer Instructions, to identify the steps necessary to load the Excel files on your computer and get started.

3.  After completing the budget, review ATTACHMENT 4, Final Submission Checklist, to ensure your package is complete and ready to mail to your Region. 
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