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PREFACE
By enrolling in this self-study course, you have demonstrated a desire to improve yourself and the Navy.
Remember, however, this self-study course is only one part of the total Navy training program. Practical
experience, schools, selected reading, and your desire to succeed are also necessary to successfully round
out a fully meaningful training program.

THE COURSE:  This self-study course is organized into subject matter areas, each containing learning
objectives to help you determine what you should learn along with text and illustrations to help you
understand the information.  The subject matter reflects day-to-day requirements and experiences of
personnel in the rating or skill area.  It also reflects guidance provided by Enlisted Community Managers
(ECMs) and other senior personnel, technical references, instructions, etc., and either the occupational or
naval standards, which are listed in the Manual of Navy Enlisted Manpower Personnel Classifications
and Occupational Standards, NAVPERS 18068.

THE QUESTIONS:  The questions that appear in this course are designed to help you understand the
material in the text.

VALUE:  In completing this course, you will improve your military and professional knowledge.
Importantly, it can also help you study for the Navy-wide advancement in rate examination. If you are
studying and discover a reference in the text to another publication for further information, look it up.

1981 Edition Prepared by
RPCS Robert W. Wilford

NAVSUP Logistics Tracking Number
0504-LP-026-8680



ii

Sailor’s Creed

“I am a United States Sailor.

I will support and defend the
Constitution of the United States of
America and I will obey the orders
of those appointed over me.

I represent the fighting spirit of the
Navy and those who have gone
before me to defend freedom and
democracy around the world.

I proudly serve my country’s Navy
combat team with honor, courage
and commitment.

I am committed to excellence and
the fair treatment of all.”
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RELIGIOUS PROGRAM SPECIALIST TRAINING COURSE
AND NONRESIDENT CAREER COURSE

The Religious Program Specialist 3 & 2 training
course is- divided into three modules as

Module I —Personnel Support

Module II —Logistic Support and
Financial Control

Module III —Administration

follows:

Each module will be sent as an initial
distribution to all commands as it is printed.
Additional copies may be requested from Navy
Publications and Forms Center, Philadelphia,
PA.

A Religious Program Specialist must com-
plete all three modules (once available) before
the RP 3 & 2 training course can be considered
complete for any training or advancement
requirements.

MODULE SUMMARIES

Module I—Personnel Support, NAVED-
TRA 287-01-45-82. This module will deal
with background information on the major

religions of the world; how to rig and care for
religious facilities, equipment, and liturgical
appointments; how to serve as sacristan; how to
maintain the shipboard, ecclesiastical, and
religious music libraries; the care and operation
of audiovisual equipment; the preparation and
distribution of publicity, devotional, and
religious materials; and how to provide informa-
tion and referral assistance.

Module II—Logistic Support and Financial
Control, NAVEDTRA 287-02-45-81. This
module will deal with procuring, providing, and
inventorying materials necessary for the support
of the Command Religious Program (CRP); the
preparation of procurement and reimbursement
documents; the maintenance of departmental
budget records and operating targets; and main-
taining records for a CRP chapel fund.

Module III—Administration, NAVEDTRA
287-03-45-82. This module will deal with recep-
tionist duties; typing and filing correspondence,
directives, and interview records; operating of-
fice equipment; maintaining a reports control
system, tickler and cross-reference files; using
proper grammar and punctuation; and carrying
out the disposal, stowage, and transmission of
obsolete files and records.
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INSTRUCTIONS FOR TAKING THE COURSE 

ASSIGNMENTS 

The text pages that you are to study are listed at
the beginning of each assignment. Study these
pages carefully before attempting to answer the
questions. Pay close attention to tables and
illustrations and read the learning objectives.
The learning objectives state what you should be
able to do after studying the material. Answering
the questions correctly helps you accomplish the
objectives. 

SELECTING YOUR ANSWERS

Read each question carefully, then select the
BEST answer. You may refer freely to the text.
The answers must be the result of your own
work and decisions. You are prohibited from
referring to or copying the answers of others and
from giving answers to anyone else taking the
course.

SUBMITTING YOUR ASSIGNMENTS

To have your assignments graded, you must be
enrolled in the course with the Nonresident
Training Course Administration Branch at the
Naval Education and Training Professional
Development and Technology Center
(NETPDTC). Following enrollment, there are
two ways of having your assignments graded:
(1) use the Internet to submit your assignments
as you complete them, or (2) send all the
assignments at one time by mail to NETPDTC.

Grading on the Internet:  Advantages to
Internet grading are:

• you may submit your answers as soon as
you complete an assignment, and

• you get your results faster; usually by the
next working day (approximately 24 hours).

In addition to receiving grade results for each
assignment, you will receive course completion
confirmation once you have completed all the

assignments. To submit your assignment
answers via the Internet, go to:

https://courses.cnet.navy.mil

COMPLETION TIME

Courses must be completed within 12 months
from the date of enrollment. This includes time
required to resubmit failed assignments.
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PASS/FAIL ASSIGNMENT PROCEDURES

If your overall course score is 3.2 or higher, you
will pass the course and will not be required to
resubmit assignments. Once your assignments
have been graded you will receive course
completion confirmation. 

If you receive less than a 3.2 on any assignment
and your overall course score is below 3.2, you
will be given the opportunity to resubmit failed
assignments.  You may resubmit failed
assignments only once. Internet students will
receive notification when they have failed an
assignment--they may then resubmit failed
assignments on the web site. Internet students
may view and print results for failed 
assignments from the web site. Students who
submit by mail will receive a failing result letter
and a new answer sheet for resubmission of each
failed assignment.

COMPLETION CONFIRMATION

After successfully completing this course, you
will receive a letter of completion. 

STUDENT FEEDBACK QUESTIONS

We value your suggestions, questions, and
criticisms on our courses. If you would like to
communicate with us regarding this course, we
encourage you, if possible, to use e-mail. If you
write or fax, please use a copy of the Student
Comment form that follows this page.

NAVAL RESERVE RETIREMENT CREDIT

If you are a member of the Naval Reserve, you
will receive retirement points if you are
authorized to receive them under current
directives governing retirement of Naval
Reserve personnel. For Naval Reserve
retirement, this course is evaluated at 5 points.
(Refer to Administrative Procedures for Naval
Reservists on Inactive Duty, BUPERSINST
1001.39, for more information about retirement
points.)

COURSE OBJECTIVES

In completing this nonresident training course,
you will demonstrate acquired knowledge by
correctly answering questions on the following
subject matter areas:  the maintenance of
financial and property control records; the
preparation of documents for procurement and
reimbursement of auxiliary and contract
chaplains; the maintenance of operating target
(OPTAR) records and departmental budget
records; the requisitioning of supplies and
equipment; and inventorying supplies and
equipment.
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Student Comments

Course Title: Religious Program Specialist 3 & 2, Module II–Logistic Support and
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NAVEDTRA: 14230 Date:

We need some information about you:
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CHAPTER 1

THE RELIGIOUS PROGRAM SPECIALIST

The Religious Program Specialist (RP) rating
was established on 15 January 1979, and is
designed to provide Navy chaplains with profes-
sional support personnel who are skilled in
religious programming and administration.
Approximately two-thirds of the tasks RPs are
trained to perform are in the area of religious
programming. The remaining tasks are of a

clerical nature. Figure II-1-1 shows a brief gen-
eral description of the duties that the RP will
perform. RP personnel, unlike chaplains, are
combatants and have responsibility for the
chaplain’s safety when assigned to units engaged
in combat.

It is important to note that personnel selected
for the RP rating are limited to performing

RELIGIOUS PROGRAM SPECIALIST DUTIES

Determine religious program support Assist in preparation of devotional and reli-
requirements. gious education materials.

Assist in management of religious pro- Assist in the supervision of the office of the
grams and facilities. chaplain.

Maintain records of nonappropriated chapel Coordinate volunteer religious programs.
funds.

Maintain records of appropriated funds Train personnel in support of religious
and property accounts in support of religious programs.
programs.

Instruct personnel in methods of religious
Serve as chapel fund administrators and education.
account custodians for nonappropriated
funds : Maintain liaison with ecclesiastical and

community agencies.
Maintain ecclesiastical documents.

Maintain shipboard libraries.
Requisition, receive, maintain, and safe-
guard ecclesiastical equipment and sup- Perform administrative, clerical, and secre-
plies. tarial duties.

Figure II-1-1.—Duties of the Religious Program Specialist.
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religious program tasks which do not require or-
dination or licensing. Even though members of
the rating are required to support chaplains and
persons of all faith groups, a Religious Program
Specialist does not conduct worship services, ad-
minister sacraments and ordinances, or function
as a pastoral counselor. RPs cannot exercise any
of the ministerial functions of a clergyperson or
Navy chaplain.

This module provides information that is
directly related to certain occupational stand-
ards for RP3 and RP2. Module I (Personnel
Support) and Module III (Administration) are
also under development and will provide infor-
mation on the remainder of the occupational
standards for RP3 and RP2 not covered in this
module. Occupational standards comprise the
tasks that enlisted personnel must accomplish in
order to meet the Navy’s requirements. These
occupational requirements form the basis for
personnel training, advancement, and distribu-
tion. It is important to remember that

occupational standards are minimum standards
representing the lowest level of skill that all per-
sonnel must possess in order to function effec-
tively at a given rate. Figure II-1-2 shows the
specific occupational standards for RP3 and
RP2 that will be discussed in this module.

Rate training manuals are revised periodi-
cally to conform with official publications,
directives, documents, and instructions on
which they are based. RPs should always refer to
the official sources in the performance of their
duties. Rate training manuals are primarily
developed to help applicants prepare for ad-
vancement to the next highest paygrade.
However, the personnel who prepare the fleet-
wide examinations for advancement will always
use the most recent material in writing examina-
tion questions. This is one important reason the
RP should stay completely informed on any
changes that occur in official publications.

To assist personnel in studying for advance-
ment, the Bibliography for Advancement Study

OCCUPATIONAL STANDARDS FOR RP 3 & 2 (MODULE II)

RATE OCCUPATIONAL STANDARD NUMBER DESCRIPTION OF STANDARD

RP3 52007 M A I N T A I N  F I N A N C I A L  A N D
P R O P E R T Y  C O N T R O L  R E C -
ORDS

RP2 52008 P R E P A R E  D O C U M E N T S  F O R
PROCUREMENT AND REIM-
BURSEMENT OF AUXILIARY
AND CONTRACT CHAPLAINS

RP2 52024 MAINTAIN OPERATING TAR-
GET (OPTAR) RECORDS AND
D E P A R T M E N T A L  B U D G E T
RECORDS

RP3 54636 REQUISITION SUPPLIES AND
EQUIPMENT

RP3 54637 I N V E N T O R Y  S U P P L I E S  A N D
EQUIPMENT

Figure II-1-2.—RP 3 & 2 (Module II) Occupational Standards.
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(NAVEDTRA 10052) is revised and issued each
year by the Chief of Naval Education and Train-
ing. Figure II-1-3 shows the front cover of this
publication for calendar year 1982. The RP
should check with [he personnel in the local
command’s educational services office to ensure
that this bibliography is current and readily
available for use in the Command Religious Pro-
gram (CRP).

Since this module is the first material
developed for the RP rating, the remainder of
this chapter will be devoted to describing: the
Chaplain Corps, military chapels and their
origin, the CRP at a shore installation and
aboard ship, the history of the Religious Pro-
gram Specialist rating, RP skills and knowledge,
RP duty stations, and CRP terminology. This
background information is provided in order to
better understand the place of the RP rating in
today’s Navy.

THE CHAPLAIN CORPS

The second article of Navy Regulations was
adopted by the Continental Congress on 28
November 1775 and made provision for divine
services afloat. It reads:

“The Commander of the ships of the thir-
teen United Colonies are to take care that
divine service be performed twice a day on
board, and a sermon preached on Sundays,
unless bad weather or other extraordinary
accidents prevent.”

Although chaplains are not specifically men-
tioned in this article, it is obvious that Congress
intended that the clergy be placed on board
naval vessels to conduct worship services.

A Congregational minister, the Reverend
Edwards Brooks, was the first chaplain to serve
in the Continental Navy. He reported aboard the
Hancock in the spring of 1777 and was subse-
quently captured by the British in May 1777.
Sometime later he was exchanged for a captured
British chaplain.

The Reverend William Balch was commis-
sioned a chaplain in the United States Navy on
30 October 1799. He is considered 10 be the first
commissioned chaplain of the United States

Navy. However, there is clear evidence that
William Austin was serving as a chaplain
without a commission aboard the Constitution
nearly a year before Reverend Balch reported
for duty. Since the practice of using unordained
men as chaplains was common in the early days
of the Navy, it is not known whether Mr. Austin
was an ordained minister. However, since he
performed duties as a chaplain and was listed in
the official records of the ship, it appears that
the distinction of being the first United States
Navy chaplain belongs to him.

During this period, Navy chaplains were ex-
pected to serve as teachers of various subjects as
well as perform ministerial functions. In answer
to an inquiry made by a member of Congress
regarding the duties of a Navy chaplain, the
Secretary of the Navy on 21 February 1811
wrote:

“The duties of a chaplain in the Navy are
to read prayers at stated periods; to per-
form all funeral ceremonies; to lecture or
preach to the crew on Sundays; to instruct
the midshipmen and volunteers in writing,
arithmetic, navigation, and lunar observa-
tions, and when required to teach other
youths of the ship.”

This statement summarizes the regulations
which had been set forth in 1802. Therefore, it is
obvious that the main burden of preparing
junior officers for their future duties rested
upon chaplains. This trend continued until the
Government established the Naval Academy at
Annapolis in 1845.

After the establishment of the Naval
Academy, chaplains began to devote more atten-
tion to their ministerial duties rather than to
teaching midshipmen. However, the regulations
of 1939 shown in figure II-1-4 clearly indicate
that (he chaplain was expected to assist person-
nel who were deficient in certain academic sub-
jects (item number 5 in the figure). The duties of
the chaplain were not significantly modified dur-
ing World War II.

This module is not designed to cover the
complete history of the Chaplain Corps.
However, it is important for the RP to know
that Navy chaplains have distinguished
themselves in several professional areas
throughout United States history. The foregoing
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Figure II-1-3.—Front Cover of Calendar Year 1982 Bibliography for Advancement Study (NAVEDTRA 10052-AC).
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NAVY REGULATlONS (1939)

The chaplain shall----
(1) Perform divine services aboard his own ship when prescribed

by the commanding officer.
(2) Perform divine services aboard other ships and at shore sta-

tions and naval hospitals when directed by the senior officer present.
(3) Facilitate performance of divine service by clergymen of

churches other than his own as directed by his commanding officer.
(4) Form voluntary classes for religious instruction as directed by

the commanding officer.
(5) Supervise instruction of those deficient in elementary subjects,

reporting quarterly in writing to his commanding officer on the
character, hours, and progress of instruction given each individual so
instructed,

(6) Visit the sick daily or oftener unless their condition renders
these visits inadvisable.

(7) At quarters, reports to his battle station as directed by the com-
manding officer, who shall assign the chaplain a station where at he
may attend the wounded.

(8) At daily quarters, report his presence aboard to the executive
officer.

(9) As required by section 1398 R. S., report annually to the
Secretary of the Navy (via official channels) all official services per-
formed by him.

(10) As provided by section 1397 R. S., conduct public worship
according to the manner and form of his own church.

(11) He shall, in case of sickness, death, or other emergency call on
the homes of men whose families reside in the vicinity of the ship. In
addition to emergency calls, he shall, when occasion offers, make such
calls on families as he may deem desirable for the development of a
sense of interest by the ship in the welfare of the men and of families.

(12) Report to the Bureau of Naval Personnel all marriages,
funerals, and baptisms at which he officiates, giving names, dates, and
places.

Figure II-1-4.—Navy Regulations (1939) Outlining Duties of a Navy Chaplain.

placed on the chaplaincy in the Navy.
There are three correspondence courses that

provide a detailed history of the Chaplain
Corps. These courses are: History of the
Chaplain Corps, Part I (presents the history of
the Chaplain Corps from the days of the

account shows the importance that has been Continental Navy to 8 September 1939); History
of the Chaplain Corps, Part II (continues the
history of the Chaplain Corps through 1949);
and, History of the Chaplain Corps, Part III
(presents the history of the Chaplain Corps dur-
ing the Korean War). The personnel in the com-
mand’s educatinonal services office will order
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these courses upon request. The remainder of
the discussion on the Chaplain Corps in this
module will be centered on present-day con-
cerns.

PURPOSE OF THE
CHAPLAIN CORPS

The purpose of the Navy Chaplain Corps,
which is comprised of representatives of the
various religious bodies of the United States, is
to provide professional guidance to the Depart-
ment of the Navy and to promote the spiritual,
religious, moral, and personal well-being of
members of that establishment by providing the
ministries appropriate to their rights and needs.
This may involve providing ministries to
dependents and other authorized individuals.
the chaplain’s ministries normally include con-
ducting worship services, liturgy, and rites; pro-
viding religious education and pastoral
ministries; organizing spiritual renewal
activities; and, participating in humanitarian
projects.

Quotas for Navy chaplains are established by
Government authority based upon the overall
national population for the various faith groups.
The right of these groups to establish standards
for their clergy seeking comissioning as naval
officers in the staff corps (Chaplain Corps) is
recognized by the Navy. This approval is re-
ferred to as an ecclesiastical endorsement. The
Navy Department will not commission or call to
active duty any clergy person who has not
received an ecclesiastical endorsement. A can-
didate for commissioning in the Chaplain Corps,
in addition to ecclesiastical endorsement, must
have completed 4 years of undergraduate study
in an accredited college or university, and must
possess a Master of Divinity degree or an
equivalent theological degree. Candidates must
also meet the required age and physical
qualifications.

MISSION OF THE CHIEF
OF CHAPLAINS

Respect and custom established the unof-
ficial title “Chief of Chaplains” prior to its
official establishment by an Act of Congress on
22 December 1944. Since March 1945, the

Navy’s Chaplain Corps has been headed by a
Chief of Chaplains with the rank of rear
admiral. The Chief of Chaplains is selected from
among the rear admirals of the Chaplain Corps
on active duty and is assigned to the Office of
the Chief of Naval Operations. The mission of
the Chief of Chaplains is delineated in figure
II-1-5.

THE

Of all the

MILITARY CHAPEL

buildings located on a military
base, the chapel is unique in that its architectural
form generally reveals its function. It is
important to note that chapel facilities are Gov-
ernment property and are not controlled or regu-
lated by the religious bodies of America. Their
purpose is to support a Command Religious
Program (CRP) in the following ways: (1) the
maintenance of morale; and, (2) the preserva-
tion of the right of military personnel to the free
exercise of religion. The commanding officer has
authority to utilize buildings designated as
chapels for a multitude of religious, command,
and civil activities. Normally the command

MISSION OF THE CHIEF
OF CHAPLAINS

To advise the Secretary of the Navy, the
Chief of Naval Operations, the Deputy
Chief of Naval Operations (Manpower,
Personnel and Training), and senior
echelon officials of the Navy, Marine
Corps, and Coast Guard in matters and
policies pertaining to the religious and
moral well-being to military personnel; to
represent the department of the Navy to the
religious bodies of the nation; to direct the
development of plans, policy, programs,
and requirements necessary to support the
ministry of religion; and, to act so that
naval personnel are not deprived of their
right to the free exercise of religion.

Figure II-1-5.—Mission of the Chief of Chaplains,
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chaplain serves as an advisor to the commanding
officer on the use of chapel facilities. The RP
assists the command chaplain in ensuring that
Department of Defense policy and local com-
mand directives are followed concerning the
proper utilization of chapel spaces.

THE COMMAND RELIGIOUS PROGRAM
AT A SHORE INSTALLATION

The Navy Department makes a continual
effort to provide its personnel with the same
opportunities for practicing their religious
beliefs as civilians enjoy in their communities,
Many factors affect the extent to which this can
be accomplished. Budget allocations, along with
the size, location, and nature of the naval activ-
ity are some of these important factors. The
funding responsibility for the logistics support
of religious programs in the naval service is set
forth in SECNAVINST 1730.5.

CHAPEL FACILITIES

Almost all shore installations have at least
one fully equipped chapel facility for use by all
religious groups represented by command per-
sonnel. Services are usually conducted in the
theater, auditorium, or some other convenient
place when no chapel facilities are available.

DIVINE SERVICES

Larger shore installations provide a full
schedule of services on Sundays and weekdays.
This enables command personnel to attend the
services of their choice. These installations nor-
mally have a minimum of two chaplains
assigned, one of which is likely to be a Roman
Catholic priest. Chaplains conduct public wor-
ship according to the manner and form of their
own particular faith group. They may wear the
vestments of that liturgical tradition as
appropriate. Personnel are encouraged to attend
services in communities near the installation
when their particular faith group is not
represented aboard the command; or, the com-
manding officer may invite a civilian clergy-
person to conduct services on the station to meet
the needs of these individuals.

CHORAL ACTIVITIES

Choral groups composed of service person-
nel and their dependents often provide music for
religious services and other programs on the sta-
tion. These groups may also appear in commu-
nity programs including performances for radio
and television.

SPECIAL RELIGIOUS SERVICES

Chaplains offer various religious ministries
to command personnel and their dependents in
addition to regular worship services. Some of
these special ministries are: baptisms, weddings,
communion services, ministry to the sick and dy-
ing, and funeral services. The Religious Program
Specialist assists assigned chaplains primarily
through the scheduling of these and similar
activities; and, by ensuring that each service is
set up properly for the chaplain.

ADVISORY ROLE OF THE CHAPLAIN

The chaplain is a key officer in promoting
(he religious and general well-being of command
personnel as an advisor to the commanding
officer on religious and morale matters. Col-
lateral duties are properly confined to the field
of religion and morale so as not to interfere with
the primary duties of the chaplain. An example
of an appropriate collateral duty is the respon-
sibility to furnish the commanding officer with
information to assist in paying proper respect to
the religious institutions and customs of various
foreign countries. Chaplains need to be
informed concerning local religious beliefs and
value systems in order to perform this collateral
duty. The RP may be tasked by the chaplain to
research the religious beliefs of a particular
country in order to lend support in determining
the proper respect that needs to be rendered.

COMMAND CHAPLAIN

The ranking (senior) chaplain is usually
designated as the command chaplain where
more than one chaplain is assigned to a com-
mand. Besides advising the command on matters
pertaining to religion and morale, the command
chaplain supervises the ministries of all other
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chaplains assigned to the unit. These chaplains
are referred to as assistant chaplains. Also, the
command chaplain performs duties similar to a
department head or division officer in relation
to managing RPs and other enlisted personnel
that may be assigned duties in the office of the
chaplain.

in these resource guides are selected from
publishing houses supervised by memebers of
the Armed Forces Chaplains Board. The RP
will probably be tasked by the command
chaplain to obtain material from these three
sources in order to provide a standardized
religious education program for command per-
sonnel and their dependents.

PASTORAL COUNSELING
RELIGIOUS LITERATURE

The chaplain is concerned with the well-
being of all command personnel and their
families and is available to counsel and advise
individuals on religious, personal, and morale
matters as well as other areas of concern. In the
performance of their duties, chaplains visit per-
sonnel and their families to assist in times of
bereavement, domestic crisis, and on occasions
when religious guidance is requested. The
chaplain maintains liaison with community,
social, religious, health, and welfare agencies
and makes these resources available to military
families when requested. It is imperative that the
RP maintain a current listing of resource agen-
cies in order to ensure that referral information
is continually available for the chaplain.

RELIGIOUS EDUCATION

Religious education programs for military
personnel and their dependents have tradition-
ally been provided at commands whenever a
substantial dependent population existed. Unity
and continuity in such religious education is
made difficult by frequent transfers of military
families. The various and unique denomina-
tional requirements also influence the religious
education programs that are provided for depen-
dent children of military personnel. For these
reasons, the Navy, Army, and Air Force make
available religious education curricula and
materials designed especially for military
religious education programs. The curriculum
for dependent children at Navy and Marine
Corps shore activities is usually selected from the
following three resource guides:

Cooperative Protestant Religious Education
Curriculum, a Catholic Curriculum and
Resource Guide, and a Unified Jewish Religious
Education Curriculum. The materials described

The command usually has a supply of
religious literature in book and pamphlet form
available for use by its personnel. Pamphlet
racks containing such literature are likely to be
found at the entrance to the chapel, in the
offices of the chaplain and RP, and at other con-
venient places. Many stations also have libraries
with sections devoted to religious books and
novels.

THE COMMAND RELIGIOUS
PROGRAM ABOARD SHIP

It is expected that those personnel who are
serving aboard naval vessels will have religious
programs made available on a regular basis; this
includes providing the sacraments and ordi-
nances of their faith groups. A variety of
arrangements have been made to ensure that
naval personnel are afforded the right to the
ministrations of their religion. Chaplains are
assigned to specific ships and squadrons to pro-
vide this ministry. The chaplain may also be
transferred to other ships to conduct worship
services when operations permit. The Navy
Department is now assigning RPs to ships with
chaplains to provide professional support in the
areas of religious programming and administra-
tion.

When a ship with only one chaplain is in
port, the chaplain provides services for person-
nel of other faith groups by arranging to have
other chaplains or civilian clery invited aboard
to conduct services or by sponsoring church
parties. At sea, the chaplain provides for those
of other faiths primarily by supervising lay
leadership programs for these groups.

Special kits containing prayer books, re-
corded sacred music, and other equipment have
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been developed to support the Command
Religious Program at sea. The RP needs to be
familiar with the ordering procedures for obtain-
ing any materials that may be necessary to sup-
port the CRP aboard ship.

HISTORY OF THE RELIGIOUS
PROGRAM SPECIALIST (RP) RATING

As previously stated, the Religious Program
Specialist (RP) rating was officially established
on 15 January 1979. However, the concept of
chaplain’s assistant dates back to 1878 when a
committee of chaplains recommended to the
Navy Department that a chaplain’s assistant be
assigned to each ship that had a chaplain
assigned. This assistant would have been a
schoolmaster who could play organ music and
lead singing. Although the recommendation was
not adopted, the idea was given support by suc-
cessive generations of chaplains.

THE CHAPLAIN’S SPECIALIST

Early in 1942 the Navy Department took the
first steps which led to the establishment of the
“Specialist (W)” rating for chaplain’s assistant,
The (W) referred to welfare and it was decided
that this rate would be established only for the
duration of World War II. The first officially
designated chaplain’s assistant in the history of
the Navy was W. Everett Hendricks who was
authorized to enlist on 23 April 1942 with the
rating of Specialist (W) first class. Hendricks
was assigned to duty in the chaplain’s office of
the Naval Training Station, Great Lakes,
Illinois. He was a talented musician and choir
leader and had much to do with the success of
the famed Great Lakes’ Bluejacket Choir.

The first publicity that was given to the new
rating by the Bureau of Naval Personnel (now
Naval Military Personnel Command) actually
appeared in a directive dated 25 June 1942
addressed to the Navy Recruiting Service.
Eleven specialist ratings were identified in this
directive including Welfare or chaplain’s assist-
ant. Those interested in Specialist (W) were
directed to obtain information regarding specific
qualifications from the Chief of Chaplains.

This directive was followed by a circular
prepared and distributed by the Chaplains Divi-
sion which outlined the required qualifications
for Specialist (W). A college education was iden-
tified as being desirable for applicants but not
absolutely necessary. Every Specialist (W) had
to be able to play the piano and organ for
religious services and other gatherings. Also, the
Specialist (W) was expected to be a competent
choir director.

Just as RPs today cannot exercise any of the
ministerial functions of a clergyperson, a
Specialist (W) was not expected to serve as a
religious leader. The circular stated specifically
that the specialist should be willing to serve
anywhere and under any conditions.

Accepted applicants under 25 years of age
were given a third class rating; those between 25
and 28 were given second class; and, those over
28 were given a first class rating. Those person-
nel who enlisted directly into the rating were sent
to a training station for naval indoctrination
before being assigned duties with a chaplain.

The Bureau of Naval Personnel ruled against
Specialists (W) serving aboard ship. It was
decided that they would be used only within the
limits of the continental United States and at
selected overseas bases. RPs today are afforded
a greater variety of duty assignments including
serving aboard numerous types of naval vessels.

The possibility of having Specialists (W)
assigned throughtout the Naval Shore Establish-
ment was greeted with enthusiasm by Navy
chaplains. Because of the constant transfer of
personnel, chaplains had found it extremely dif-
ficult to maintain qualified musicians at their
commands. The assignment of Specialists (W)
helped to solve this problem and chaplains
throughout the Navy hastened to help qualified
applicants become Specialists (W).

Selection and Training of Specialists

Most of the applicants for Specialist (W) had
backgrounds as music teachers, professional
musicians, or as church ministers-of-music.
Many were also graduates of the leading schools
of music in the country. Initially, these
specialists received their training directly from
the chaplains; however, this system proved to be
inadequate. In the fall of 1942 as part of an
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experiment, Specialists (W) started attending
some of the classes at the Chaplains’ School
located in Norfolk, Virginia. This experiment
was so successful that the Chaplains Division
decided to require all new Specialists (W) to take
a course of indoctrination at the Chaplains’
School.

The 8-week course of indoctrination for
Specialist (W) training at the Chaplains’ School
included instruction in: naval etiquette; naval
correspondence; clerical procedures; choir
organization; rehearsal procedures; Navy Relief;
music for Protestant, Roman Catholic, and
Jewish services; military weddings and funerals;
and, some practical application in shorthand
and typing. Many of these same or similar sub-
jects are being taught in the RP “A” school to-
day located at Keesler Air Force Base, Biloxi,
Mississippi.

Between April 1942 and August 1945, the
Bureau of Naval Personnel selected 509
applicants for the Specialist (W) rating out of
1,455 applications. Approximately 350 of the
specialist selectees attended the indoctrination
course at the Chaplains’ School. This training
helped Specialist (W) petty officers to advance
quite rapidly. Alfred R. Markin was advanced to
Chief Specialist (W) on 29 February 1944 and is
recognized as being the first individual to receive
this rating. A total of 30 Specialists (W) were ad-
vanced to chief petty officer and most of these
senior petty officers were assigned to large train-
ing centers and in the offices of District, Force,
and Fleet Chaplains.

Women also distinguished themselves as
Specialists (W) during the war. Thirty-eight
“WAVES” were selected to serve in the rating.
Virginia T. Moore was the first woman to be
selected as a Specialist (W) and was subsequently
assigned duty in November 1943 in Washington,
DC. The first “WAVES” to attend the
Chaplains’ School in June 1944 were recognized
as highly motivated, dedicated, and conscien-
tious students.

The first member of the Coast Guard to
receive the rate of Specialist (W) was Emil
Zemanel in November 1943. Thirty-five men
and 12 women of the Coast Guard were assigned
this rating and 30 of these individuals attended
the Chaplain’s School. The Coast Guard as-
signed some of the men of this rating to ships.

Specialists With the Marines

In February 1942, before the Navy had taken
action in regard to Specialists (W), the Marine
Corps established a rating known as Chaplain’s
Assistant (SSN534). The first Marine to receive
the new classification was Gilbert Dean Arnold,
who was made a master technical sergeant, the
equivalent of a chief petty officer in the Navy.
Thirty-five members of the Marine Corps
Women’s Reserve became Chaplain’s Assistants
in addition to the 105 active duty Marines.
Unlike the Navy and Coast Guard who insti-
tuted the Specialist (W) as a wartime measure,
the Marine Corps announced that it intended to
retain its rating of Chaplain’s Assistant after the
war.

Performance Appraisal of Specialists (W)

Chaplains’ correspondence contains many
references attributed specifically to the
outstanding work of the Specialist (W). As a
chaplain’s assistant, the specialist took care of
many details relating to worship services. This
included preparing worship folders and
bulletins, sending out publicity, rigging chapel
spaces, and providing instrumental or vocal
music for services. Also, the Specialist (W) was
made available to provide special music for
funerals, weddings, and for other occasions.

Since Specialists (W) often served as
managers of the chaplain’s office, they were
called upon to answer many questions from
sailors and their dependents. An efficient assist-
ant was able to answer many routine inquiries,
thus relieving the chaplain for other important
duties and problems.

Chaplains who knew from experience the
value of Specialists (W) often had occasion to
voice their opinions concerning the lack of such
assistants when transferred to ships or stations
where this rate was not assigned.

After the war was over, Specialists (W)
began to disappear from the offices and worship
services of the chaplains. In spite of the desire of
the Chaplains Division to retain this rating, the
Department of the Navy decided that Specialist
(W) was an emergency rating only. Upon the
loss of these trained assistants, chaplains found
themselves having to return to prewar practices
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in obtaining such musicial talent as might be
found in their respective units. Such assistance
often had to be obtained from outside sources.

The Navy Department inaugurated a new
rating structure on 1 April 1948. Among the new
general service ratings that were established was
the rating of’ “Personnel Men.” Members of this
rating were assigned personnel administration
duties in various offices including the chaplain’s
office. Personnel of this rating who had a job
classification as chaplain’s assistant could be
assigned duty with chaplains.

YEOMAN CHAPLAIN’S PROFESSIONAL
ASSISTANT (YN-252S)

Until 1979, personnel of the Yeoman rating
were often designated as the “Chaplain’s Clerk
(YN-2525)” to assist the chaplain in conducting
the Command Religious Program. Figure II-1-6
describes the duties of the YN-2525 Chaplain’s
Professional Assistant designation.

Chaplains had to justify the need for a
YN-2525 billet before a Yeoman would normally
be assigned to the office of the chaplain. This
proved to be a time-consuming process and
placed the CRP in direct competition with other
command departments for the services of per-
sonnel. Often unqualified personnel (those lack-
ing the YN-2525 designation) were assigned to
the office of the chaplain as temporary solutions
to manning problems.

Many of the individuals who worked in the
office of the chaplain, those with the YN-2525

designation and those without this designation,
performed admirably under difficult cir-
cumstances. However, the pursuit of a perma-
nent rating to assist the chaplain in managing the
Command Religious Program remained a
primary goal of the Chief of Chaplains.

RELIGIOUS PROGRAM SPECIALISTS

The 101-year quest for a permanent
chaplain’s assistant rating was finally realized on
15 January 1979 when the Secretary of the Navy
approved the establishment of the Religious
Program Specialist (RP) rating. Stringent selec-
tion requirements were set and personnel re-
questing lateral conversion from one rate to the
RP rating had to be interviewed and recom-
mended by a Navy chaplain. After the chaplain
recommended an individual for the RP rating,
the commanding officer also had to recommend
the applicant. Personnel requesting conversion
to RP had to be a high school graduate or have a
GED equivalent; be eligible for access to
classified information; demonstrate support of
the Navy’s equal opportunity program; have no
speech impediments and have demonstrated the
ability to write effectively; have no conviction in
civilian or military court within the past 3 years;
and, be willing to support persons of all faith
groups. These requirements have not changed
since the establishment of the rate. It is obvious
that a person must be trustworthy, dedicated,
and quite conscientious in order to serve as a
Religious Program Specialist.

YN-2525 DESCRIPTION OF DUTIES

YN-2525 Chaplain’s Professional Assistant
Assists Chaplain by promoting the religious program and performing administrative duties.
Prepares correspondence, requisitions, purchase orders, reports, and religious documents. Main-
tains material, fund, and interview records. Publishes schedules of services and programs.
Schedules chaplain appointments and keeps log of events. Operates office and audiovisual equip-
ment. Protects privileged communications. Maintains chapel equipment and supplies. Supervises
rigging according to designed liturgical practice. Follows the liturgical calendar and uses ec-
clesiastical titles and terms.

Figure II-1-6.—Description of Duties for Chaplain’s Professional Assistant (YN-2525).

1-11



On 9 May 1979, the Chief of Naval Opera-
tions approved the RP rating insignia which is
shown in figure II-1-7. It consists of a compass,
globe, and an anchor, The compass suggests the
direction which religion gives to life; the globe
symbolizes that religious ministries are available
throughout the world; and, the anchor indicates
that religious support is provided continually for
personnel of the naval services.

RP SKILLS AND KNOWLEDGE

The enlisted career pattern for RPs is shown
in figure II-1-8. Personnel who meet certain
specific requirements may apply for commis-
sioning to Warrant Officer Ship’s Clerk (741X)
and/or to Limited Duty Officer Administration
(641X). It is important for individuals to prepare
early in their careers for these officer programs.

Figure II-1-9 shows the occupational stand-
ards for RP3; figure II-1-10 shows the occupa-
tional standards for RP2; figure II-1-11 shows
the occupational standards for RP1; and figure
II-1-12 shows the occupational standards for
RPC, RPCS, and RPCM. As indicated by these

Figure II-1-7.—Religious Program Specialist Rating
Insignia.

Figure II-1-8.—Career Pattern For Religious Program
Specialist.

four figures, individuals must possess greater
knowledge and skill as they move up the
“enlisted ladder.” Greater knowledge and skill
may be acquired through a number of sources
including RP “A” and “C” schools; other Navy
schools such as leadership, career counselor, and
instructor training; correspondence courses; col-
lege courses; seminars; and, most important, on-
the-job training supervised by Navy chaplains
and senior RPs.

RPs are responsible for meeting the specific
requirements of their present rate. They are also
required to meet the occupational standard re-
quirements of all the rates leading to their pre-
sent rate. For example, an RP1 must be able to
meet the requirements for RP3, RP2, and RP1
in order to perform at a satisfactory level as a
first class petty officer.
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RELIGIOUS PROGRAM SPECIALIST THIRD CLASS (RP3)

38 ADMINISTRATION

38605 FILE RECORDS AND CORRE-
SPONDENCE

38824 PERFORM RECEPTIONIST
DUTIES

38825 OPERATE OFFICE EQUIPMENT

38826 TYPE AT 30 WORDS PER
MINUTE

38832 TYPE AND ROUTE CORRE-
SPONDENCE AND MESSAGES

38835 INITIATE JOB ORDERS AND
WORK REQUESTS

38837 PREPARE AND PROCESS AD-
MINISTRATIVE, OPERATIONAL
AND ECCLESIASTICAL REC-
ORDS AND REPORTS

38838 PREPARE SCHEDULE OF RELI-
GIOUS FACILITIES USAGE

38839 TRANSCRIBE CHAPLAIN
INTERVIEW RECORDS

38845 PREPARE WORSHIP
BULLETINS

52 FINANCIAL CONTROL

52007 MAINTAIN FINANCIAL AND
PROPERTY CONTROL
RECORDS

54 LOGISTICS SUPPORT

54636 REQUISITION SUPPLIES AND
EQUIPMENT

54637 INVENTORY SUPPLIES AND
EQUIPMENT

54638 MAINTAIN MOUNT-OUT BOXES

65 PERSONNEL SUPPORT

65002 RIG RELIGIOUS FACILITIES,
EQUIPMENT AND LITURGICAL
APPOINTMENTS

65003 SERVE AS SACRISTAN

65004 MAINTAIN RELIGIOUS MUSIC
LIBRARY

65006 OPERATE AUDIOVISUAL
EQUIPMENT

65008 MAINTAIN SHIPBOARD
LIBRARIES

77 SECURITY

38847 TYPE DIRECTIVES 77001 ENSURE SECURITY OF CLAS-
SIFIED MATERIAL

46 PUBLICATIONS
94 MECHANICAL MAINTENANCE

46002 MAINTAIN ECCLESIASTICAL
REFERENCE LIBRARY 94621 CLEAN, OIL, AND MAKE

MINOR OPERATING ADJUST-
46358 USE AND MAINTAIN PUBLICA- MENTS TO OFFICE AND

TIONS AND DIRECTIVES AUDIOVISUAL EQUIPMENT

Figure II-1-9.—Occupational Standards for Religious Program Specialist Third Class.
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RELIGIOUS PROGRAM SPECIALIST SECOND CLASS (RP2)

38 ADMINISTRATION

38619

38620

38628

38956

38968

38969

38970

ORGANIZE AND MONITOR
MAINTENANCE OF FILES

CARRY OUT DISPOSAL,
STOWAGE, AND TRANS-
MISSION OF OBSOLETE FILES
AND RECORDS

MAINTAIN A REPORTS CON-
TROL SYSTEM

MAINTAIN TICKLER AND
CROSS-REFERENCE FILES

REVIEW ENLISTED SERVICE
RECORDS FOR INFORMATION
SPECIFIED BY CHAPLAIN

COORDINATE MAINTENANCE
OF RELIGIOUS FACILITIES

PREPARE AND MAINTAIN A
DIRECTORY OF RELIGIOUS
PROGRAM RESOURCES

44 TRAINING

44001 INSTRUCT VOLUNTEER PER-
SONNEL IN RELIGIOUS
EDUCATION METHODS AND
USE OF RELIGIOUS EDUCA-
TION MATERIAL

52 FINANCIAL CONTROL

52008 PREPARE DOCUMENTS FOR
PROCUREMENT AND REIM-
BURSEMENT OF AUXILIARY
AND CONTRACT CHAPLAINS

52024 MAINTAIN OPERATING TAR-
GET (OPTAR) RECORDS AND
DEPARTMENTAL BUDGET
RECORDS

55 GRAPHICS

55001 PREPARE VISUAL PRESEN-
TATIONS

65 PERSONNEL SUPPORT

65011

65016

65017

65018

65500

ADVISE PERSONNEL OF PRO-
CEDURES FOR REQUESTING
REASSIGNMENT FOR HUMANI-
TARIAN OR HARDSHIP
REASONS

ORGANIZE AND DISTRIBUTE
DEVOTIONAL, RELIGIOUS ED-
UCATION AND PUBLICITY
MATERIAL

ADVISE PERSONNEL OF POLI-
CIES AND PROCEDURES
REGARDING USE OF RELI-
GIOUS FACILITIES AND
EQUIPMENT

REHEARSE PERSONNEL FOR
LITURGICAL AND CEREMO-
NIAL ACTS

ADVISE PERSONNEL OF NAVY
AND CIVILIAN AGENCIES
AVAILABLE TO ASSIST IN
RESOLUTION OF PERSONAL
PROBLEMS

77 SECURITY

77002 ENSURE SECURITY OF RELI-
GIOUS FACILITIES, EQUIP-
MENT AND SUPPLIES

Figure II-1-10.—Occupationa1 Standards for Religious Program Specialist Second Class.
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RELIGIOUS PROGRAM SPECIALIST FIRST CLASS (RP1)

38 ADMINISTRATION

38634

38866

38867

38868

38869

38870

38960

38971

REVIEW COMPLETED JOB
ORDERS AND WORK REQUESTS

ORGANIZE AND SUPERVISE
THE OPERATION OF THE
OFFICE OF THE CHAPLAIN

COMPILE AND ANALYZE STA-
TISTICAL DATA RELATED TO
RELIGIOUS ACTIVITIES

PROCESS EMPLOYMENT
APPLICATIONS OF AUXILIARY
AND CONTRACT CHAPLAINS
AND SUPPORT PERSONNEL

PROCESS APPOINTMENT AND
CERTIFICATION OF LAY
LEADERS AND LAY
EUCHARISTIC MINISTERS

MAINTAIN AN ORGANIZA-
TIONAL LOCATOR OF LAY
LEADERS AND LAY EUCHARIS-
TIC MINISTERS

PREPARE CORRESPONDENCE
AND MESSAGES

DRAFT DIRECTIVES

44 TRAINING

44002 SCHEDULE AND INSTRUCT
VOLUNTEER PERSONNEL IN
LITURGICAL FUNCTIONS

44007 INSTRUCT PERSONNEL IN
BASIC CUSTOMS AND TRADI-
TIONS OF MAJOR RELIGIONS

52 FINANCIAL CONTROL

52025 PREPARE DEPARTMENTAL
BUDGET

54 LOGISTICS SUPPORT

54602 DETERMINE REQUIREMENTS
FOR EQUIPMENT, SUPPLIES
AND EDUCATIONAL
MATERIAL

55 GRAPHICS

55002 ASSIST IN PREPARATION OF
DEVOTIONAL AND RELIGIOUS
EDUCATION MATERIAL FOR
“CIRCUIT-RIDING” MINIS-
TRIES

55003 DESIGN AND LAYOUT
PUBLICITY MATERIAL

65 PERSONNEL SUPPORT

65019 ADVISE PERSONNEL OF ORDI-
NANCES, SACRAMENTS, AND
RITES REQUIRED BY VARIOUS
RELIGIONS

Figure II-1-11.—Occupational Standards for Religious Program Specialist First Class.
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(RPC)
CHIEF RELIGIOUS PROGRAM SPECIALIST

ADMINISTRATION

38788 REVIEW REPORTS, RECORDS,
AND CORRESPONDENCE THAT
REQUIRE OFFICIAL SIGNATURE

38871 ORGANIZE AND SUPERVISE THE
ADMINISTRATIVE OFFICE OF
MAJOR RELIGIOUS SUPPORT
ACTIVITIES

38872 PREPARE AND PRESENT BRIEF-
INGS IN SUPPORT OF THE COM-
MAND RELIGIOUS PROGRAM

38873 MANAGE THE OPERATION OF
RELIGIOUS FACILITIES

44 TRAINING

44009 INSTRUCT SUBORDINATE PER-
SONNEL IN RELIGIOUS EDUCA-
TION METHODS

44010 INSTRUCT LAY LEADERS AND
LAY EUCHARISTIC MINISTERS

52 FINANCIAL CONTROL

52026 SERVE AS CUSTODIAN OF
CHAPEL FUNDS

52032 AUDIT CHAPEL FUNDS

54 LOGISTICS SUPPORT

54605 ANALYZE REQUIREMENTS FOR
RELIGIOUS FACILITIES

SENIOR CHIEF RELIGIOUS PROGRAM    
SPECIALIST (RPCS)

35 ADMINISTRATION

35101

35476

35540

ESTABLISH AND IMPLEMENT A
PROGRAM FOR INTERVIEWING,
EVALUATING, AND ASSIGNING
PERSONNEL

PROVIDE INFORMATION AND
ADVISE ON UTILIZATION, CAPA-
BILITIES, RELIABILITY, AND
OPERATIONS IN OWN AREA OF
RESPONSIBILITY

PREPARE DIRECTIVES

44 TRAINING

44376 ORGANIZE AND SCHEDULE
TRAINING PROGRAMS AND
EVALUATE EFFECTIVENESS

65 PERSONNEL SUPPORT

65020 PROVIDE INFORMATION CON-
CERNING THE CHAPLAIN CORPS
PROFESSIONAL DEVELOPMENT
SYSTEM

65021 COORDINATE THE PUBLIC WOR-
SHIP, DEVOTIONAL AND
RELIGIOUS EDUCATION
MATERIALS PROGRAM

 MASTER CHIEF RELIGIOUS PROGRAM
  SPECIALIST (RPCM)
35 ADMINISTRATION
35483

35491

35492

35493

35494

35495

PLAN, ORGANIZE, IMPLEMENT,
AND CONTROL ACTIVITIES IN
COMPLIANCE WITH POLICY
STATEMENTS, OPERATION
ORDERS, AND DIRECTIVES
FORECAST FUTURE REQUIRE-
MENTS
REVIEW PERSONNEL, EQUIP-
MENT, AND MATERIAL RE-
QUIREMENTS
ESTABLISH GOALS, OBJECTIVES
AND PRIORITIES

DETERMINE MOBILIZATION RE-
QUIREMENTS

EVALUATE RELIGIOUS PRO-
GRAMS OF SUBORDINATE COM-
MANDS AND RECOMMEND
IMPROVEMENTS

51 MAINTENANCE PLANNING AND
QUALITY ASSURANCE

51012 REVIEW PLANS FOR RELIGIOUS
FACILITIES CONSTRUCTION

52 FINANCIAL CONTROL
52298 DEVELOP OPERATING BUDGETS

AND MONITOR EXPENDITURES

Figure II-1-12.—Occupational Standards for Chief, Senior Chief, and Master Chief Religious Program Specialist.
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RP DUTY STATIONS

RPs serve in a number of challenging
environments. They are stationed at shore com-
mands throughout the world in such places as
Japan, the Philippines, Guam, Hawaii, Alaska,
Great Britain, Spain, Italy, and many others.
Stations in the continental United States include,
but are not limited to, Norfolk, VA; Charleston,
SC; Jacksonville, Orlando, and Key West, FL;
Great Lakes, IL; Memphis, TN; Biloxi and
Gulfport, MS; Corpus Christi, TX; San Diego
and San Francisco, CA; and, Bremerton, WA.
By far, one of the most rewarding and challeng-
ing tours for the RP is serving a tour of duty
aboard ship. The RP may be assigned to aircraft
carriers, cruisers, submarine tenders; supply
ships; ammunition ships; repair ships; and many
other types. Also, the RP may deploy with
Mobile Construction Battalions (SEABEES)
throughout the world. Finally, the RP may serve
with Marine Corps units both in the continental
United States and at overseas locations.

COMMAND RELIGIOUS PROGRAM
JARGON

Jargon is generally defined as language that
is peculiar to a particular trade or profession.
Chaplains and RPs should be cautious when
using language that may not be understood by
individuals not closely associated with the
chaplain and CRP. For example, the term

“Command Religious Program” should be used
whenever appropriate to emphasize the “Com-
mand” nature of the religious program. Also,
the term “Chaplain’s Office” should be avoided
when referring to an entire chapel complex; the
correct term is “Office of the Chaplain.”

“Command Chaplain” should be used in-
stead of “Senior Chaplain” when referring to
the chaplain who has been designated by the
commanding officer to direct the operation of
the  o f f i ce  o f  the  chapla in .  “Command
Chaplain” is a functional title while “Senior
Chaplain” refers to a chaplain’s rank in relation
to other chaplains.

SUMMARY

This introductory chapter contained infor-
mation on the historical aspects of the Chaplain
Corps and the Religious Program Specialist
rating. Also, the general duties of the RP were
described in terms of occupational standards.

The remainder of this module consists of
four chapters. These chapters will be devoted to
describing supply functions, operating targets,
and accounting for nonappropriated chapel
funds. As stated earlier, Module I (Personnel
Support) and Module III (Administration) are
currently under development for third and
second class petty officers and will cover the
occupational standards which were not ad-
dressed in this module.
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Chapter 2

SUPPLY FUNCTIONS

The primary. mission of the Navy supply
system is to support the material needs of the
Navy. The system itself is composed of a group
of activities which furnish most of the materials
required to meet the supply needs of ships and
ashore installations. To achieve its objective of
meeting the supply needs of the Navy, the
system is responsible for the procurement,
distribution, inventory control, and stowing of
materials.

It is important for Religious Program
Specialists (RPs) to become familiar with the
Navy’s supply system in order to enable them to
meet the requirements of this system for obtain-
ing the necessary support for the Command
Religious Program (CRP).

Procurement of ecclesiastical material or
supplies in support of the CRP is handled
through normal Navy and Marine Corps supply
channels. The RP will play an important role in
the procurement of these materials. It is im-
perative that the RP knows what material is
authorized, where it is obtained, the forms used
in procurement, and the correct preparation of
these forms.

NATIONAL STOCK NUMBER

The RP must become familiar with and
understand certain terms in order to properly
use the Navy’s supply system. The National
Stock Number (NSN) is one such term. An NSN
is a 13-digit stock number assigned by the
Defense Logistics Services Center (DLSC),
Battle Creek, Michigan, to identify an item of
material in the supply distribution system of the
United States. It consists of a 4-digit Federal
Supply Classification (FSC) number, and a

9-digit National Item Identification Number
(NIIN). The FSC consists of a 2-digit FSC
Group followed by a 2-digit FSC Class, and the
NIIN consists of a 2-digit National Codification
Bureau (NCB) Code number and 7 digits which,
in conjunction with the NCB Code, uniquely
identify each NSN item in the Federal Supply
Distribution System. For example, the NSN,
9925-00-639-8664, for a “Candlelighter and
Snuffer” is illustrated below.
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In the next few sections, the FSC, FSC
Group, FSC Class, NCB Code, NHN, and
related NSN information will be explained in
detail.

FEDERAL CATALOG SYSTEM

The Defense Logistics Agency (DLA), under
the general direction of the Assistant Secretary
of Defense (Installations and Logistics),
administers the Federal Catalog System which
encompasses the naming, describing, classifying,
and numbering of all items carried under cen-
tralized inventory control by the Department of
Defense (DOD) and the civil agencies of the
Federal Government. Only one identification
may be used for each item for all supply func-
tions. The Federal Catalog System is also used
by the North Atlantic Treaty Organization
(NATO) countries.

Material Classification

The Federal Supply Classification (FSC)
System has been designed to permit the
classification of all items of supply used by the
Federal Government. It provides a common
language so that one service or agency can use
available materials held in stock by another com-
ponent. This common language serves as an
economy measure for both DOD members and
the civil agencies. Instead of the Army, Air
Force, Navy, and civil agencies each purchasing
and maintaining large stocks of material, all of
these agencies make use of centralized stocks.

FSC GROUP.—The FSC System divides all
materials into numbered groups consisting of 2
digits. These groups or categories are shown in
figure II-2-1.

FSC CLASS.—Stock groups cover rather
broad categories of material. Therefore, they are
divided into classes to differentiate types of
material within a stock group. These classes con-
sist of a 2-digit number. Figure II-2-2 shows the
class breakdown for FSC Group 99. Note that
ecclesiastical equipment, furnishings, and sup-
pIies are listed under FSC number 9925.

National Codification Bureau Code

A National Codification Bureau (NCB)
Code is a 2-digit code which is included as the
fifth and sixth digits of a National Stock
Number or NATO Stock Number. It identifies
the country that assigned the stock number or it
indicates that the stock number is used by two or
more countries, A list of currently assigned NCB
Codes is shown below.

NCB CODE

00

01

11

12

13

14

15

17

18

21

22

23

24

25

26

27

28

29

66

98

99

COUNTRY

United States

United States

NATO Standard Items

Germany

Belgium

France

Italy

Netherlands

South Africa

Canada

Denmark

Greece

Iceland

Norway

Portugal

Turkey

Luxembourg

Argentina

Australia

New Zealand

United Kingdom
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F E D E R A L  S U P P L Y  C L A S S I F I C A T I O N  ( F S C )  G R O U P S

10-Weapons
11-Nuclear Ordnance
12-Fire Control Equipment
13-Ammunition and Explosives
14-Guided Missiles
15-Aircraft and Airframe Structural Components
16-Aircraft Components and Accessories
17-Aircraft Launching, Landing, and Ground Han-

dling Equipment
18-Space Vehicles
19-Ships, Small Craft, Pontoons, and Floating Docks
20-Ship and Marine Equipment
21-Unassigned
22-Railway Equipment
23-Ground Effect Vehicles, Motor Vehicles, Trailers,

and Cycles
24-Tractors
25-Vehicular Equipment Components
26-Tires and Tubes
27-Unassigned
28-Engines, Turbines, and Components
29-Engine Accessories
30-Mechanical Power Transmission Equipment
31-Bearings
32-Woodworking Machinery and Equipment
33-Deleted
34-Metalworking Machinery
35-Service and Trade Equipment
36-Special Industry Machinery
37-Agricultural Machinery and Equipment
38-Construction, Mining, Excavating, and Highway

Maintenance Equipment
39-Materials Handling Equipment
40-Rope, Cable, Chain, and Fittings
41-Refrigeration, Air Conditioning, and Air Circu-

lating Equipment
42-Fire Fighting, Rescue, and Safety Equipment
43-Pumps and Compressors
44-Furnace, Steam Plant, and Drying Equipment; and

Nuclear Reactors
45-Plumbing, Heating, and Sanitation Equipment
46-Water Purification and Sewage Treatment

Equipment
47-Pipe, Tubing, Hose, and Fittings
48-Valves
49-Maintenance and Repair Shop Equipment
50-Unassigned
51-Hand Tools
52-Measuring Tools
53-Hardware and Abrasives
54-Prefabricated Structures and Scaffolding
55-Lumber, Millwork, Plywood, and Veneer
56-Construction and Building Materials
57-Unassigned

58-Communication, Detection, and Coherent Radia-
tion Equipment

59-Electrical and Electronic Equipment Components
60-Unassigned
61-Electric Wire, and Power and Distribution

Equipment
62-Lighting Fixtures and Lamps
63-Alarm and Signal Systems
64-Unassigned
65-Medical, Dental, and Veterinary Equipment and

Supplies
66-Instruments and Laboratory Equipment
67-Photographic Equipment
68-Chemicals and Chemical Products
69-Training Aids and Devices
70-General Purpose Automatic Data Processing

Equipment, Software, Supplies and Support
Equipment

71-Furniture
72-Household and Commercial Furnishings and

Appliances
73-Food Preparation and Serving Equipment
74-Office Machines and Visible Record Equipment
75-Office Supplies and Devices
76-Books, Maps, and Other Publications
77-Musical Instruments, Phonographs, and

Home-Type Radios
78-Recreational and Athletic Equipment
79-Cleaning Equipment and Supplies
80-Brushes, Paints, Sealers, and Adhesives
81-Containers, Packaging, and Packing Supplies
82-Unassigned
83-Textiles, Leather, Furs, Apparel and Shoe

Findings, Tents and Flags
84-Clothing, Individual Equipment, and Insignia
85-Toiletries
86-Unassigned
87-Agricultural Supplies
88-Live Animals
89-Subsistence
90-Unassigned
91-Fuels, Lubricants, Oils, and Waxes
92-Unassigned
93-Nonmetallic Fabricated Materials
94-Nonmetallic Crude Materials
95-Metal Bars, Sheets, and Shapes
96-Ores, Minerals, and Their Primary Products
97-Unassigned
98-Unassigned
99-Miscellaneous

NOTE: Ecclesiastical equipment, furnishings, and
supplies come under FSC Group 99. This
group is of primary concern to the RP.

Figure II-2-1.—Listing of Federal Supply Classification (FSC) Groups.
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GROUP 99

Miscellaneous

9905 Signs, Advertising Displays, and Identification Plates
Includes Electric Signs; Sign Boards; Display Stands; Mannequins and other display
forms; Printed Signs; General Purpose Identification Tags and Blanks, Non-personal;
Plates and Tags for specific applications.

9910 Jewelry
Includes Jewelers’ Findings; Precious Stones, Cut; Costume Jewelery; Natural Gems
and Ornamental Stones, Cut.
Excludes Watches; Clocks; Tableware; Scientific Instruments; Toilet Articles;
Smokers’ Articles.

9915 Collectors’ Items
Includes Stamps; Rare Books; Works of Art; Coins; Antiques.

9920 Smokers’ Articles and Matches
Includes Cigarette Lighters; Lighter Fluid; Pipe Reamers; Ash Trays; Tobacco
Humidors; Packaged Cigarette Paper.
Excludes Ash receivers and lighters specifically designed for installation in or on equip-
ment.

9925 Ecclesiastical Equipment, Furnishings and Supplies
Includes Vestments; Altars; Communion Sets; Ecclesiastical Candelabra; Chalices;
Patens; Altar Cloths; Ecclesiastical Statuary; Sacramental Wine.

9930 Memorials; Cemeterial and Mortuary Equipment and Supplies
Includes Grave Markers; Burial Vaults; Burial Urns; Caskets; Burial Boxes;
Mortician’s Supplies; Monuments; Casket Shipping Cases.
Excludes Hearses; Mortuary Refrigerators.

9999 Miscellaneous Items
Includes only those items which cannot conceivably be classified in any existing classes.

Figure II-2-2.—Breakdown of Federal Supply Classification (FSC) Group 99.

Most of the items used in the Command which identifies each item in the Federal Supply
Religious Program will have either the NCB Distribution System. The NIIN is especially
Code 00 or 01. important when ecclesiastical supplies are

ordered. Figure II-2-3 shows the same item
National Item Identification (CANDLE, VOTIVE) under three distinct
Number NSNS. The FSC (9925) is the same, but the NIIN

is quite different indicating that the items
As stated previously, the National Item Iden- are unique with respect to each other. To

tification Number (NIIN) is a 9-digit number place an order, the RP would need to know
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NSN ITEM DESCRIPTION
J

9925-00-2024416 CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION 51 PCT BEESWAX: 15 HRS MIN BURNING
TIME:  PKG PER 36  BX:  SPEC/STD CONTROLLING DATA,
MANUFACTURERS CODE 81349, NON-DEFINITIVE GOVERNMENT
SPEC/STD REFERENCE MILC40638, MANUFACTURERS CODE
81349, NON-DEFINITIVE GOVERNMENT SPEC/STD REFERENCE
TYPE2CLASS1SIZE2

9925-00-202-4417 CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION CONSISTS OF ENTIRELY OF WAX: 10 HRS
MIN BURNING TIME: PACKAGE DATA: 36, UNIT QTY, BOX:
SPEC/STD CONTROLLING DATA,  MANUFACTURERS CODE
81349, NON-DEFINITIVE GOVERNMENT SPEC/STD REFERENCE
MILC40638

9925-00-292-9857 CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS
ITEM DESCRIPTION CONSISTS OF ENTIRELY OF WAX, 7 DAY MIN
BURNING TIME: FURNISHED IN GLASS CUP: PACKAGE DATA: 12,
UNIT QTY, BOX: SPEC/STD CONTROLLING DATA, MANUFAC-
TURERS CODE 81349, NON-DEFINITIVE GOVERNMENT SPEC/STD
REFERENCE MILC40638

Figure II-2-3.—Votive Candle Under Three Distinct National Stock Numbers.

exactly what type of  votive candle was
needed.

Command Religious Program
Material

Besides office supplies listed under FSC
Group 75, the command chaplain and RP are
primarily concerned with the FSC groups and
specific classes shown in figure II-24 Most
of the supplies that are used in support of
the Command Religious Program are ordered
under FSC 9925. Items under FSCS 7195, 7710,
and 8345 are also used on a regular basis in the
CRP. The personnel in the supply department
should be consulted when an order is placed for
any supplies. They maintain the most up-to-date
publications and microfiche documents which
provide current prices as well as other pertinent
ordering information.

SUPPLY PUBLICATIONS AND
MICROFICHE DOCUMENTS

In order to properly use the Navy’s supply
system, it is necessary for the RP to become
familiar with certain supply publications and
microfiche documents. Most of these publica-
tions and documents are maintained by the per-
sonnel in the supply department. However, the
RP should have a basic understanding and
knowledge of the publications pertinent to
meeting the needs of the Command Religious
Program. In the next few sections, a number of
publications and documents will be explained
briefly. Be sure to consult the personnel in the
supply department for more detailed informa-
tion when necessary.

Operating Procedures Manual for
MILSTRIP/MILSTRAP (NAVSUP P-437)

Naval Supply Publication 437 (NAVSUP
P-437) promulgates policy and procedures
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GROUP 71

Furniture

7195  Miscellaneous Furniture and Fixtures
Includes Stone, Clay, and Concrete Furniture; Auditorium and Theater Furniture;
Library Furniture; Cashier Stands.
NOTE: Chapel bulletin boards are ordered under this FSC.

GROUP 77

Musical Instruments, Phonographs, and
Home-Type Radios

7710  Musical Instruments
NOTE: Organs are ordered under this FSC.

GROUP 83

Textiles, Leather, Furs, Apparel and Shoe
Findings, Tents, and Flags

8345  Flags and Pennants
Includes Signaling Flags; Flagstaffs; Signal Shapes; Flagpoles; Flagstaff Trucks; Speed
Cones; Flagstaff Belts; Semaphore Flags.
NOTE: Church pennants are ordered under this FSC.

GROUP 99

Miscellaneous

9925  Ecclesiastical Equipment, Furnishings and Supplies
Includes Vestments; Altars; Communion Sets; Ecclesiastical Candelabra; Chalices;
Patens; Altar Cloths; Ecclesiastical Statuary; Sacramental Wine.
NOTE: The majority of the supplies in support of the Command Religious Program
(CRP) are ordered under this FSC.

Figure II-2-4.—Federa1 Supply Classification (FSC) Groups and Specific Classes of Primary Concern to the Religious
Program Specialist.
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related to the Military Standard Requisitioning
and Issue Procedures (MILSTRIP) and the
Military Standard Transaction Reporting and
Accounting Procedures (MILSTRAP). This
publication serves as a comprehensive reference
for those personnel involved in the preparation
of  MILSTRIP documents .  Examples  o f
MILSTRIP requisitioning related to the order-
ing of ecclesiastical supplies in support of the
CRP will be provided later in this chapter.
NAVSUP P-437 is not distributed to afloat
units, This publication is maintained in the sup-
ply department.

MILSTRIP/MILSTRAP Desk Guide
(NAVSUP P-409)

Since NAVSUP P-437 is such a comprehen-
sive publication, the MILSTRIP/MILSTRAP
Desk Guide (NAVSUP P-409) is published for
usage by department and division personnel as a
handy reference in the preparation of
MILSTRIP and MILSTRAP documents. This
small booklet contains formats and code defini-
tions used on a daily basis. The RP should
ensure that a copy is maintained in the office of
the chaplain at all times.

Afloat Supply Procedures
(NAVSUP P-485)

Naval Supply Publication 485 (NAVSUP
P-485) establishes policies for the operation and
management of afloat supply departments and
activities operating under afloat procedures.
Since NAVSUP P437 is not distributed to
afloat units, NAVSUP
MILSTRIP/MILSTRAP
cedures for fleet usage as
MILSTRIP/MILSTRAP
SUP P-485 is maintained
department.

Fleet Use of MILSTRIP
(NAVSUPINST 4235.3)

P-485 incorporates
requisitioning pro-
outlined in the basic
publication. NAV-
in the ship’s supply

Fleet Use of MILSTRIP (NAVSUPINST
4235.3) serves the same purpose as NAVSUP
P-409. It is designed for usage by department

and division personnel of afloat units because of
the bulkiness of NAVSUP P-485. In addition, it
is designed to be used for the indoctrination and
training of fleet personnel in MILSTRIP pro-
cedures. It is larger than the MILSTRIP/
MILSTRAP Desk Guide and contains illustra-
tions and explanations. The RP should ensure
that a copy of this instruction is maintained in
the office of the chaplain as a handy reference.

Defense Logistics Agency
Cataloging Handbooks

The Defense Logistics Agency Cataloging
Handbooks are microfiche documents which
contain a complete listing of assigned FSC
groups and classes. These numbered handbooks
(H2-1, H2-2, and H2-3) are maintained in the
supply department. The illustrations shown in
figures II-2-2 and II-2-4 were extracted from
these handbooks.

Navy Interest Identification
List (IL)

The Navy Interest Identification List (IL) is a
microfiche document which provides technical
characteristics and other identifying data for all
items contained in the Federal Supply Classifica-
tion System. Figure II-2-3 shows a partial listing
taken from the IL. Figure II-2-5 provides an
explanation of the abbreviations and symbols
used in the IL. This list is maintained in the sup-
ply department. If detailed information is
needed on specific items, the RP should consult
the personnel in the supply department.

General Services Administration
(GSA) Catalog

The General Services Administration (GSA).
is responsible for cataloging nonmilitary items in
general use by both military and civil agencies of
the United States. This administration publishes
the GSA Supply Catalog which is a handy
reference used in identifying numerous supply
items. This catalog is designed to be used
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ABBREVIATION WORD OR PHRASE

A / A
ACCOM
ALUM.
AMS

ASSY
AUTO.
BX
CAT
CCW
CHAR
CL
CM
CN
C/O
CONTR
CROSS-SECT.
CU
CW
DBL
DEG
DEPT
DIA
DIM.
DOC.
DWG
EMER
EQPT
FEAT
FED.
FIIG

FT
GND
GOVT
GPM
H

IAW
IDENT
IN.
INCL

INSP
KVA
LG
MATL

MIL
MIN
MM
MTG

ANY ACCEPTABLE
ACCOMMODATION
ALUMINUM
AERONAUTICAL
MATERIAL
SPECIFICATION
ASSEMBLY
AUTOMATIC
BOX
CATALOG
COUNTERCLOCKWISE
CHARACTERISTICS
CLASS
CENTIMETER(S)
CAN
CONSISTS OF
CONTRACT
CROSS-SECTION
CUBIC
CLOCKWISE
DOUBLE
DEGREE(S)
DEPARTMENT
DIAMETER
DIMENSIONS
DOCUMENT
DRAWING
EMERGENCY
EQUIPMENT
PEATURES
FEDERAL
FEDERAL ITEM IDENTIFI-
CATION GUIDE
FEET
GROUND, GROUNDING
GOVERNMENT
GALLONS PER MINUTE
HEIGHT, HIGH
HYDRAULIC
IN ACCORDANCE WITH
IDENTIFICATION
INCHES
INCLUDES, INCLUDED,
INCLUDING, INCLUSIVE
INSPECTION, INSPECTOR
KILOVOLT AMPERE
LENGTH
MATERIAL
MAXIMUM
MILITARY
MINIMUM
MILLIMETER
MOUNTING

ABBREVIATION WORD OR PHRASE

N /
NSN

NAT
N/INCL
NO.
NOM
O/A
ORD
OZ
PC
PCB

PKG
P/N
PROM
PRESS.
PSI

PT NO
PWR
QTY
RD
RDG

REF
RES
REV
RPM

SER
SPEC
STD
STK
SUP.
SURF.
THD
THK
TREAT.HYD
V
VDC
VEH
W
W /
W/O
YD

NOTE:

NOT
NATIONAL STOCK
NUMBER
NATURAL
NOT INCLUDED
NUMBER
NOMINAL
OVERALL
ORDNANCE
OUNCE(S)
PRINTED CIRCUIT
PRINTED CIRCUIT
BOARD
PACKAGE(D)
PART NUMBER
PLUS OR MINUS
PRESSURE
POUNDS PER SQUARE
INCH
PART NUMBER
POWER
QUANTITY
ROUND
REFERENCE DRAWING
GROUP
REFERENCE
RESISTANT
REVOLUTION
REVOLUTIONS PER
MINUTE
SERIAL
SPECIFICATION(S)
STANDARD
STOCK
SUPPLY
SURFACE
THREAD(S)(ED)
THICKNESS)
TREATED, TREATMENT
VOLT(S)
VOLT DIRECT CURRENT
VEHICLE
WIDTH, WIDE
WITH
WITHOUT
YARD

The Religious Program Specialist should con-
sult the personnel in the supply department

MAX whenever the Identification List (IL) is utilized
to ensure that a proper interpretation is made
when supplies are ordered. This is especially
important when ecclesiastical supplies are
ordered in support of the CRP.

Figure II-2-5.—Abbreviatios and Symbols Used in the Identification List (IL) and Their Meanings.

2-8



primarily by the civil agencies, but is available to
the RP if necessary. Because of the numerous
and unrelated items in stock, the GSA Supply
Catalog is published in five volumes which are
listed below:

. GSA Supply Catalog Guide

l GSA Furniture Catalog

l GSA Industrial Products Catalog

. GSA Office Products Catalog

l GSA Tools Catalog

The GSA Supply Catalog Guide serves as a
master reference for the four commodity-
oriented volumes. These volumes are maintained
in the supply department and are used when an
item cannot be found in the previously men-
tioned IL or when additional information is re-
quired on a specific item. Also, the GSA Guide
provides information on the regional offices and
their individual areas of responsibility. Figures
II-2-6 and II-2-7 show the regional offices,
addresses, telephone numbers, and other perti-
nent information. Remember, this segment of
the supply system is designed primarily for use
by the civil agencies. The RP should use normal
Navy supply channels if at all possible.

U.S. Navy Chaplains Program
Support Guide (NAVPERS 15992)

This publication, although not considered to
be a supply publication, is of primary interest to
b o t h  t h e  c o m m a n d  c h a p l a i n  a n d  R P .
NAVPERS 15992 is divided into two sections.
The first section provides a directory of active
duty chaplains, inactive duty chaplains, and
Theological Student Program officers.

Section two is referred to as the program
support section and serves as a ready reference
for chaplains and RPs on budgeting and supply
matters. Specifically, this section contains infor-
mation on ordering supplies and materials
needed by the Command Religious Program.

The remainder of the discussion on NAVPERS
15992 will be devoted to explaining section two
of this publication. When it is necessary to order
supplies having one of the FSCs shown in figure
II-2-4, the RP should first consult section two of
the latest edition of NAVPERS 15992 to see if
the item is listed. Figure II-2-8 was extracted
from this section. The information listed next to
each item is important supply data which is
required to fill out the MILSTRIP requisition
form. Note the “Candlelighter and Snuffer” in
figure II-2-8. This item will be used later in this
chapter to explain MILSTRIP requisitioning. At
that time, supply accounting data will be
explained in more detail.

It is important for the RP to remember that
NAVPERS 15992 is used as an easy reference
rather than as an up-to-date supply policy
publication. Prices of items, among other
things, change periodically and the personnel in
the supply department maintain the most cur-
rent information including price lists. Therefore,
the RP should consult with the supply personnel
before filling out a MILSTRIP requisition form.
Also, if an item is not listed in the Program Sup-
port Guide, the personnel in the supply depart-
ment will be able to assist the RP in determining
if the item is carried under a national stock
number.

Civilian Ecclesiastical Supply
Catalogs

These catalogs, which provide a comprehen-
sive list of church goods, vestments, and articles
of devotion, are published by private com-
panies. Normally, items ordered from these
companies cost more than the same items carried
in the Federal Supply Classification System. If
an item is needed, and cannot be procured using
the FSC System, then these companies are
sources of supply, The personnel in the supply
department can explain how an order is placed
with these companies when necessary.

MILSTRIP REQUISITIONING

The Military Standard Requisitioning and
Issue Procedures (MILSTRIP) System was
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Figure II-2-6.—Regional Offices of (he General Services Administration (GSA).
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developed to provide a common language for
requesting and supplying material within the
Army, Navy, Air Force, Marine Corps, and the
General Services Administration (GSA). NAV-
SUP P-437, NAVSUP P-409, NAVSUP P485,
NAVSUPINST 4235.3 and the GSA Catalog,
which were previously explained, establish
guidelines and procedures for using the
MILSTRIP System.

Figure II-2-7.—Areas of Responsibility of the Regional
Offices of the General Services Administration (GSA).

A vital and integral part of the MIL-
STRIP System is the Uniform Material Move-
ment and Issue Priority System (UMMIPS). The
illustration in figure II-2-9 shows that
MILSTRIP and UMMIPS are used worldwide
by all the Armed Forces of the United States.
UMMIPS was established to ensure that
material requests are processed in accordance
with the military importance of the requesting
activity and the urgency of that activity’s needs.
This system provides the method of assigning
priorities for the issuing and movement of
material. Most of the items that need to be
acquired for use in the CRP are obtained on a
routine basis. Therefore, the chaplain and RP
need to plan program requirements well in
advance to ensure that ecclesiastical supplies are
available when needed.

The storekeeper in the supply department is
extensively involved with the preparation and
processing of MILSTRIP documents. A
Religious Program Specialist need not become
an expert in using this system. However, it is
important for the RP to know how to properly
prepare a requisition form. As figure II-2-10
illustrates, the RP should study and learn how to
use MILSTRIP procedures and codes as they
pertain to fulfilling the requirements of the
Command Religious Program.

MILSTRIP requisitioning is based upon the
use of a coded, single line item document for
each supply transaction. The documents listed
below are some of the forms that are used for
MILSTRIP requisitioning.

. DD Form
Single Line Item
(Manual).
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Figure II-2-8.
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Figure II-2-9.—United States Armed Forces Use of the Military Standard System (MILSTRIP and UMMIPS).
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PREPARATION OF DD FORM 1348TAKE TIME TO LEARN HOW TO USE

MILSTRIP PROCEDURES AND CODES

“T”, and “U.”

Figure II-2-10.—Religious Program Specialist Responsibil-
ity for Using MILSTRIP.

l DD Form 1348m—Department  o f
Defense Single Line Item Requisition System
Document (Mechanical).

l NAVSUP Form 1250-1—Single Line
Item Consumption/Requisition Document
(Manual).

The manually prepared DD Form 1250-1 is a
consumption document used primarily by all
nonautomated ships of the submarine forces as a
MILSTRIP requisition document. DD Form
1348m is a standard electric accounting machine
(EAM) card which is used by automated ships
with computer card punch equipment. This
mechanically produced form is similar to the
manually produced DD Form 1348 except for a
few minor differences. DD Form 1348 is the re-
quisition form that most RPs will be preparing
when ecclesiastical supplies are ordered.
Therefore, this form will be used for explanation
purposes in the next few sections. NOTE: The
Requisition and Invoice/Shipping Document,
DD Form 1149, is used as the procurement
document for items excluded from MILSTRIP.
The personnel in the supply department will
assist the RP in determining when it is necessary
to use a DD Form 1149. Figure II-2-11 shows a
blank copy of this form.

A manual requisition is prepared on a 2-,4-,
or 6-part DD Form 1348. Either of these sets
may be used as determined by local command
requirements. All copies of the manual forms
are identical except for data blocks “T” and
“U.” These two blocks are blank on the
original, but the copies are printed to provide a
place to show the unit and total prices of the
material being ordered.

Figure II-2-12 shows the original and green
copy of a 6-part DD Form 1348. Note that the
original and green copy are identical except for
the specific differences shown below in blocks

A DD Form 1348 must be either typed or
filled out using a blue or black ink ballpoint pen.
To eliminate any possible confusion between a
numeric zero and an alphabetic “O,” the com-
munication zero (0) is used on MILSTRIP re-
quisitions when zeroes are applicable. The
following paragraphs will be devoted to explain-
ing the procedures that the RP should use in
preparing a DD Form 1348 for ordering an
ecclesiastical item (Candlelighter and Snuffer,
NSN: 9925-00-639-8664, shown in figure
II-2-13). The original copy of a DD Form 1348
will be used for illustrative purposes. Figure
II-2-14 shows the completed requisition for
this transaction. Data blocks “A” through “V”
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Figure II-2-11.—DD Form 1149 Requisition Procurement Document for Items Excluded from MILSTRIP.

and card columns “1” through “80” will be Data Block B
explained in the next few sections.

Data Block A (SEND TO)

Ecclesiastical items (FSC 9925) are obtained
from the Defense General Supply Center located
at Richmond, Virginia. The name, address, and
unit identification code (UIC) of this center is
inserted in the space provided.

(REQUISITION IS FROM)

The name, address, and UIC of the requisi-
tioner is inserted in the space provided. For this
requisition, the Naval Education and Training
Program Development Center (NAVED-
TRAPRODEVCEN) located at Pensacola,
Florida, will be used.
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Figure II-2-12.—Original and Green Copy of DD Form 1348.

Data Block C

This block is either left blank or the name of
the item is inserted in the space provided. For
this requisition, “Candlelighter and Snuffer” is
typed in Data Block C.
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Figure II-2-13.—Candleligher and Snuffer.

Data Blocks D - F (EDITING DATA)

These blocks are left blank.

Card Columns 1 - 3
(DOCUMENT IDENTIFIER)

The document identifier is a three-character
code which indicates the purpose and use of the
document (requisition, referral, followup,
status, etc.). Every requisition must have a code
assigned in order to be processed. The first two
characters will always be “AO” and the third
character will be assigned in accordance with
Appendix 4 of NAVSUP P-437. The RP is
primarily concerned with the codes “A91”
(requisition for overseas shipment with

Figure II-2-14.—DD Form 1348 Requisition for Candlelighter and Snuffer.
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NSN/NATO number) and “AOA” (requisition
for domestic shipment with NSN/NATO
number). If a situation arises where a different
code is needed, the personnel in the supply
department will assist in determining the proper
code. The code        is used for this requisi-
tion.

Card Columns 4 - 6
(ROUTING IDENTIFIER)

Every requisition must contain the routing
identifier code of the supply source to whom the
requisition is being sent. This code must coincide
with the address of the activity shown in data
block A. Routing identifier codes are listed in
Appendix 10 of NAVSUP P-437. Listed below
are the routing identifiers for naval supply
centers (NSCs), naval supply depots (NSDs), in-
dustrial naval air stations (INASs), and defense
supply centers (DSCs).

The personnel in the supply department
maintain a comprehensive list of other supply
sources and will provide the RP with the correct
routing identifier for any item upon request. The
proper routing identifier for this requisition is
“S9G” since the Defense General Supply
Center, Richmond, Virginia, is the source of
supply for ecclesiastical material.

Card Column 7
(MEDIA AND STATUS CODE)

The media and status code is a one-character
numeric or alphabetic code used to indicate the
status that is required or requested by the
requisitioner concerning each requisition. This
code also designates which activity is to receive
the status and the communications media (mail
or message) that will be used to transmit
the status. Media and status codes are listed
in Appendix 6 of NAVSUP P-437. For this
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requisition, the letter “C” is used which
indicates that the requisitioner will receive
notification by mail concerning the availability
of the item being ordered. This notification
enables the requisitioner to make other
arrangements for purchasing the item if it is not
available from this source. A “0” is inserted if
no status is desired by the requisitioner.

Card Columns 8 - 22
(STOCK NUMBER)

The National Stock Number (NSN) for a
“Candlelighter and Snuffer” is inserted in the
spaces provided. The FSC (9925) is placed in
card columns 8 through 11; and, the NIIN
(006398664) is inserted in card columns 12
through 20. Card columns 21 and 22 are left
blank. Appendix 15 of NAVSUP P-437 provides
guidance on acceptable entries for this section of
DD Form 1348.

Card Columns 23 - 24
(UNIT OF ISSUE)

The two-letter unit of issue abbreviation is
inserted in this section. Appendix 23 of NAV-
SUP P-437 provides a listing of approved
abbreviations. Shown below is a partial listing of
abbreviations which may be used.

ITEM ABBREVIATION

Bag BG

Book BK

Bottle BT

Box BX

Can CN

Dozen DZ
Each EA
Gallon GL
Kit KT
Package PG
Pair PR
Set SE

“Each” is the unit of issue for a
“Candlelighter and Snuffer.” Therefore, “EA”
is inserted in card columns 23 and 24.

Card Columns 25 - 29
(QUANTITY)

The number (amount) of the item required is
entered in the quantity section. When the
requested quantity does not require 5 significant
digits, zeroes are entered in the blank spaces
preceding the significant digits. Listed below are
several examples of quantities and the cor-
responding correct DD Form 1348 entries.

For this requisition, four “Candlelighters
and Snuffers” are being requested. Therefore,
the correct entry is “00004.”

Card Column 30
(SERVICE)

Service designator codes are designed to
identify the service or component of the service
of the ordering activity and are contained in
Appendix 11 of NAVSUP P-437. Listed below

2-19



are the three most commonly used codes in the
Navy.

C O D E NAVY COMPONENT

N All activities other than fleet
operating units of CINCPACFLT
and CINCLANTFLT.

R Fleet operating units of CINC-
PACFLT.

V Fleet operat ing u n i t s  o f
CINCLANTFLT.

The correct entry for this requisition is “N”
since NAVEDTRAPRODEVCEN Pensacola,
Florida, is not an operating unit of either CINC-
PACFLT or CINCLANTFLT.

Card Columns 31-35
(REQUISITIONER)

The unit identification code (UIC) of the
requisitioner is inserted in columns 31 through
35. The UIC for NAVEDTRAPRODEVCEN
Pensacola, Florida, is “68322.”

column 36 is used for indicating the calendar
year (0 for 1980, 1 for 1981, etc.) and columns
37 through 39 indicate the numeric consecutive
day of the calendar year. For example, this
requisition was transmitted on August 12, 1980.
Since 1980 was a leap year, the Julian date for
this day is 225 as indicated in the two illustra-
tions shown below.

Card Columns 36-39
(DATE)

The 4 digits representing the Julian date on
which the requisition is actually transmitted to
the Defense General Supply Center, Richmond,
Virginia, is inserted in these columns. Card
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Note in the Julian Date Calendar shown
below that the 225th day is August 13. This
occurred because this calendar is used for count-
ing the days in nonleap years (1981, 1982, 1983,
1985, 1986, 1987, etc.). It is important that the
RP use the right calendar when Julian dates are
utilized.

Since this requisition is being transmitted in a
leap year, the correct entry for card columns 36
through 39 for August 12, 1980, is “0225.”

Card columns 40-43
(SERIAL)

Serial numbers are assigned at the discretion
of the originating command. The personnel in
the supply department will assist the RP in

determining the proper serial number for each
requisition. Serial numbers cannot be duplicated
on the same day. The Naval Education and
Training Program Development Center
(NAVEDTRAPRODEVCEN) has assigned the
serial number block “ø2øø through 0299” to the
Command Religious Program for fiscal year
1980. This is the 23rd requisition of the year
processed by the office of the chaplain;
therefore, “0223” is the proper entry for card
columns 40 through 43.

NOTE: Card columns 30 through 43 (SER-
V I C E ,  R E Q U I S I T I O N E R ,  D A T E ,  a n d
SERIAL) make up the document number of a
requisition. The document number for this
requisition is shown below. Appendix 24 of
NAVSUP P-437 provides guidance on proper
entries for document numbers.

Card Column 44
(DEMAND)

Stock points (NSCs, NSDs, INASs, and
DSCs) are financed on the basis of an annual
budget. The inventory manager at each of these
stock points must rely primarily upon the
demand coding assigned by the customer during
the previous year to project which items must be
replenished for the next year. Therefore,
demand coding is the MOST IMPORTANT ele-
ment of a DD Form 1348 to the customer and to
the supply system which is tasked with the con-
tinual support of all customers. Demand codes
are listed in Appendix 13 of NAVSUP P-437.
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The RP is primarily concerned with the follow-
ing codes.

C O D E E X P L A N A T I O N

R RECURRING DEMAND. A re-
quest made periodically or an-
ticipated to be repetitive.

N NONRECURRING DEMAND.
A request made for a require-
ment known to be of a one-time
occurrence.

The RP should discuss the recurring or
nonrecurring nature of an item with the com-
mand chaplain to ensure that the most correct
demand code is assigned to each DD Form 1348.
For this requisition, the demand code “R” is in-
serted in card column 44.

Card Columns 45 - 50
(SUPPLEMENTARY ADDRESS)

The supplementary address field may be used
to denote that another activity is to receive the
material, status, or billing. When this section is
used for any of these purposes, the appropriate
service code (N, R, or V, for example) is inserted
in card column 45 and the UIC of the other
activity is inserted in card columns 46 through
50. Appendix 5 of NAVSUP P-437 provides
specific guidance on supplementary address
entries.

When material is shipped and billed to the
requisitioner, card columns 45 through 50 may
be used for local command information such as
identifying a work center or department. The
letter “Y” is placed in card column 45 (SERV-
ICE) and local information is placed in card col-
umns 46 through 50. Identifying information for
NAVEDTRAPRODEVCEN Pensacola,
Florida, is used for this requisition. “CH”
denotes the office of the chaplain and “02”
specifics the first 2 digits of the serial block
assigned to this office for fiscal year 1980.

Card Column 51 (SIGNAL CODE)

The signal code entry serves a dual purpose
in that it identifies the activity receiving the
material and the activity receiving the bill.
Appendix 12 of NAVSUP P-437 provides a
comprehensive listing of signal codes and their
meanings. The following signal codes indicate
that material is to be shipped to the requisitioner
(card columns 30 through 35) and billed as
follows:

C O D E BILL TO

A Card Columns 30-35

B Card Columns 45-50

C Card Column 52

D No Bill Required

The next set of codes listed below signify that
material is to be shipped to the supplementary
addressee (card columns 45 through 50) and
billed as follows:

C O D E BILL TO

J Card Columns 30-35

K Card Columns 45-50

L Card Column 52

M No Bill Required
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Signal code “A” is the correct entry for this
requisition since NAVEDTRAPRODEVCEN is
going to receive and also pay for the requested
item.

Card Columns 52 - 53
(FUND CODE)

The fund code is a two-character code which
identifies the Five Year Defense Program
(FYDP), the expense element, and the allotment
to which requisitioned material or services will
be billed. This information, in conjunction with
the requisitioner’s service code and activity
address, provides the complete accounting data
necessary for detailed financial processing of
applicable charges. This field is left blank for
free issues which are identified by signal code
“D” or “M” in card column 51.

A complete listing of fleet fund codes is
contained in NAVSO P-3013 (F inancia l
Management of Resources - Operating Forces),
Appendix II. Chapter 5 of NAVSUP P-437 con-
tains a list of all fund codes assigned by the
Office of the Navy Comptroller. The RP should
obtain the correct fund code from the personnel
in the supply department. The fund code “2S”
will be used for this requisition.

Card Columns 54 - 56
(DISTRIBUTION CODE)

This dual purpose code is left blank unless
otherwise directed by local supply department

personnel. The distribution code for this requisi-
tion will be left blank.

Card Columns 57 - 59
(PROJECT CODE)

The project code is a three-character entry
used to identify the purpose or nature of the
requirement for the item which is being requisi-
tioned. Appendix 8 of NAVSUP P-437 provides
a detailed list of project codes. The RP should
obtain the correct project code from local supply
department personnel. “YY9” will be used for
this requisition.

Card Columns 60 - 61
(PRIORITY)

The determination of the 2-digit priority
code is based on the assignment of a Force/
Activity Designator (F/AD) and an Urgency of
Need Designator (UND). Complete details on
priority indicators are contained in Chapter 7 of
OPNAVINST 4614.1. Listed below are the five
F/ADs and three UNDs.

FORCE/ACTIVITY DESIGNATORS (F/AD)

I -

II -

III -

IV -

V -

In combat

Positioned for combat

Positioned to deploy/combat

Other active and selected reserve forces

All other
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URGENCY OF NEED DESIGNATORS
(UND)

Card Columns 62 - 64
(REQUIRED DELIVERY DATE)

A - Unable to perform mission

B - Impaired operational capability

C - Routine

The chart illustrated below shows how the
F/AD used in conjunction with the UND deter-
mines the priority of a requisition. Note that an
assigned F/AD normally limits the requisitioner
to choosing from three priority designators con-
sistent with the UND. For example, NAVED-
TRAPRODEVCEN Pensacola, Florida, is
assigned the F/AD “V.” This means that the
priority for this command will normally be
either 08, 10, or 15. As mentioned earlier in this
chapter, the Command Religious Program will
normally obtain material on a routine basis as
outlined in the Uniform Material and Issue
Priority System (UMMIPS). Therefore, the cor-
rect entry for this requisition is the priority
designator “15.”

The standard delivery date of the assigned
priority designator (card columns 60 and 61) is
normally considered to be the required delivery
date; therefore, no required delivery date is
entered in card columns 62 through 64 except
under special circumstances outlined in OP-
NAVINST 4614.1 and NAVSUP P-437. The
Julian date is entered in this section when a re-
quired delivery date is specified. For this requisi-
tion, this section is left blank.

Data Blocks G - K
(STATUS DATA)

These blocks are left blank.

Card Columns 65-66
(ADVICE CODE)

This section is left blank.
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Card Columns 67 - 80

This section is left blank.

Data Blocks L - V (REMARKS)

These blocks are left blank when requisitions
are submitted to the General Services
Administration and Defense Supply Centers.
Since this requisition is being submitted to the
Defense Supply Center at Richmond, this sec-
tion must be left blank. The personnel in the
supply department will advise the RP when it is
necessary to insert information in this section.

PREPARATION OF SERVMART
REQUISITION (DD FORM 1348)

SERVMARTsS maintain stocks of high usage
consumables, repair parts, and equipage items
under a system which enables fleet and shore
units to procure these items without the delay
encountered when requesting items through
routine requisitioning methods. This convenient
source of supply permits the use of a single
money value (MVO) requisition to procure
several stock items on one DD Form 1348.

For example, if the RP needs to replenish
certain office supplies (paper, pencils, pens,

tablets, erasers, ink, glue, etc.), the total value
(MVO) of the supplies needed is determined and
a single DD Form 1348 is prepared as shown in
figure II-2-15. The following sections will be
devoted to explaining the important differences
between a SERVMART requisition and the re-
quisition of an ecclesiastical item on the DD
Form 1348.

Data Block A (SEND TO)

NAVEDTRAPRODEVCEN Pensacola,
Florida, utilizes the servmart located at NAS
Pensacola. Therefore, the address and UIC of
this supply source is placed in Data Block A.

Data Block C

For this requisition,
typed in Data Block C.

consumable supplies is

Card Columns 4 - 6
(ROUTING IDENTIFIER)

As explained earlier in this chapter, every re-
quisition must contain the routing identifier
code of the supply source to whom the requisi-
tion is being sent. In this case, the requisition is
normally “hand carried” to the supply source
(SERVMART). Nevertheless, the routing iden-
tifier code of NAS Pensacola must be inserted in
the columns provided. The
tifier for this requisition is “PPZ.”

correct routing iden-
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Figure II-2-15.—DD Form 1348 Requisition for Consumable Supplies from SERVMART.

Card Columns 30-43
(DOCUMENT NUMBER)

The document number for this requisition is
shown below.

department; therefore, “0224”  is the proper
entry for card columns 40 through 43.

Note that this requisition was prepared on the
same date (0225:  August 12, 1980) as the requisi-
tion for the candlelighter and snuffer which was
previously explained.

Since serial numbers cannot be duplicated on the
same day, the RP must assign a different serial
number to this second requisition. This latter re-
quisition is the 24th of the year prepared by the

The completed document number entry (SERV-
ICE, REQUISITIONER, DATE, and SERIAL)
for this SERVMART requisition is shown
below.
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Data Blocks L - V
(REMARKS)

A total cost limitation and the signature of
the person receiving the material must be entered
in the “REMARKS” section for SERVMART
requisitions. RP2 A. L. Ship prepared this
requisition and estimated that the total cost of
the supplies would be approximately $25.

Figure II-2-16 shows some of the important
“Do’s of MILSTRIP requisitioning.”
Regardless of whether an ecclesiastical item is
being ordered or a SERVMART “run” is being
made, the RP should ensure that the DD Form
1348 is properly filled out. Remember, the
storekeeper in the supply department will pro-
vide assistance upon request. It is imperative
that the RP utilize this source of information
when ecclesiastical items are being procured.

INVENTORY FUNCTIONS

The term “inventory” is defined as either the
quantity of stock on hand for which stock
records are maintained; or, the function
whereby material on hand is physically inspected
and counted, and stock records are reconciled
accordingly. The RP plays a vital part in
accounting for supplies and material once they
have been procured. However,  advisory
assistance for inventorying the material in the
custody of the office of the chaplain should
always be, obtained from the personnel in the
supply department.

The next few sections will be devoted to
defining certain inventory terms; and, to

explaining some of the requirements and pro-
cedures for conducting an inventory of supplies
and material.

EQUIPAGE

Equipage is a term applied to items that are
not consumed in use, and are usually of greater
value and have a longer life than supplies. There
are two types of equipage: controlled equipage
and other equipage.

Controlled Equipage

Controlled equipage consists of items which
require increased management control due to
high cost, vulnerability to pilferage, or impor-
tance to the command’s mission. Tape
recorders, c a l c u l a t i n g  m a c h i n e s ,  a n d
typewriters, either manual or electric, are a few
examples of controlled equipage. The personnel
in the supply department maintain a master list,
by department, of all controlled equipage for
each command. The RP should keep accurate
records to ensure that the controlled equipage
maintained in the office of the chaplain matches
the master list maintained in the supply depart-
ment. This can be accomplished through the
maintenance of an index card file system or by
other similar methods. Figure II-2-17 illustrates
an example of the index card method of
accounting for controlled equipage. The RP
should check all the items of controlled equipage
in the index card file for the Command Religious
Program with the master list maintained in the
supply department to ensure that these two lists
reflect the same information.

Other Equipage

Other equipage consists of items which are
not controlled and are procured in the same
manner as other operating space items (con-
sumable supplies). Requests for other equipage
items are submitted directly to the supply activ-
ity as in the case of the “Candlelighter and Snuf-
fer” which was ordered from the Defense
General Supply Center, Richmond, Virginia.
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THE DO’S OF MILSTRIP REQUISITIONING

BECOME FAMILIAR WITH MILSTRIP FORMS, FORMATS, AND CODES

USE A BALLPOINT PEN OR TYPEWRITER TO PREPARE MILSTRIP DOCUMENTS

ENSURE LEGIBILITY OF ALL COPIES OF MILSTRIP DOCUMENTS

ASSIGN DOCUMENT NUMBERS TO REFLECT DATES ON WHICH REQUIS1-
TIONS ARE ACTUALLY SUBMITTED (TRANSMITTED) TO THE SUPPLY
SOURCE

ADHERE TO THE UNIFORM PRIORITY SYSTEM WHEN ASSIGNING PRIORITY
DESIGNATORS

ENSURE THAT THE ROUTING IDENTIFIER CODE COINCIDES WITH THE
ADDRESS IN DATA BLOCK A

CONSULT THE COMMAND CHAPLAIN BEFORE ASSIGNING A DEMAND CODE
FOR ECCLESIASTICAL ITEMS

OBTAIN ASSISTANCE FROM THE STOREKEEPER IN THE
MENT WHENEVER NECESSARY

SUPPLY DEPART-

Figure II-2-16.—Reminders for Proper Usage of MILSTRIP Requisitioning.
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NETPDC Pensacola, FL 32509

Controlled Equipage Card

Organization: Command Religious
Program (CH)

Item: IBM Selectric II Electric
Typewriter

Serial Number: 2225850
Minor Property

Number (USN): 68322/000444
Received: 12 December 1979
By: RPC M. R. Smithers

NETPDC Pensacola, FL 32509

Controlled Equipage Card

Organization: Command Religious
Program (CH)

Item: Accurate Brothers
Calculating Machine

Serial Number: 825358
Minor Property
Number (USN): 68322/000447

Received: 18 January 1980
By: RPC M. R. Smithers

Figure II-2-17.—Index Card Method of Accounting for Controlled Equipage.

CONDUCTING THE INVENTORY

Inventory schedules are prepared
year by the supply officer prior to
mencement of each fiscal year. The

be conducted in their spaces. Prior to the
scheduled date of the inventory, the RP should

for a full check to see that all of the controlled equipage in
the com- the office of the chaplain is accounted for prior
command to the actual inventory. Also, consumable sup-

chaplain and RP should know well in advance plies should be neatly arranged to expedite the
when an inventory of supplies and equipage will counting of items.
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The key to an efficient inventory is to be
prepared in advance. This advanced planning
enables the command chaplain and RP, working
with the personnel in the supply department, to
ensure that the office of the chaplain meets the
Navy’s established inventory requirements.

SUMMARY

This chapter contained information on the
Navy’s supply system and specific procedures
and guidelines on how this system is used. Many

important supply terms were introduced which
RPs should know in order to perform their tasks
in support of the Command Religious Program
(CRP). Numerous supply publications were
explained as well as MILSTRIP requisitioning
procedures on a DD Form 1348. Finally, inven-
tory guidelines were covered to show the impor-
tance of this highly important function in the
supply system.

The next chapter will be devoted to explain-
ing where the Navy gets its money and the part
that the CRP plays in obtaining its share of the
command’s budget.
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CHAPTER 3

OPERATING TARGETS

Supply functions and inventory procedures
were covered in the preceding chapter. This
chapter will be devoted to explaining how the
Navy gets its money, the system used to account
for it, and the part that the Command Religious
Program (CRP) plays in utilizing its portion of
the command’s budget.

Each year the Navy must have billions of
dollars to carry out its mission and this money
comes from the taxpayers of the United States as
determined by Congress. Therefore, the Navy
must keep detailed accounts to show the receipt
and expenditure of public funds; the amount of
Government money, materials, and property on
hand; and, the cost of all operations. These ac-
counts are broken down by projects, programs,
and various other functional categories. All of
these categories are a part of financial manage-
ment and are necessary to ensure that Govern-
ment property and money are used economically
in the public interest.

The Religious Program Specialist (RP) needs
to become familiar with various budgeting and
accounting procedures in order to assist the
command chaplain in utilizing that portion of
the budget which is allocated to the CRP.

APPROPRIATIONS

An appropriation is an authorization by an
Act of Congress to incur obligations for a
specified time and purpose, and to make
payments out of the Treasury of the United
States. It is in this manner that the Navy receives
money to pay for ships and the cost of their
operation and maintenance; the cost of training

and paying the personnel who operate them;
and, the money to operate the shore establish-
ment needed to support the fleet.

As previously stated, the Navy must keep
detailed accounts to show the receipt and ex-
penditure of public funds. This is accomplished
by observing a yearly accounting cycle. The ac-
counting period for the Navy is the fiscal year
which differs from the calendar year in that it
begins on 1 October and ends the following 30
September. Thus, fiscal year 1980 began on
1 October 1979 and ended on 30 September
1980.

TYPES OF APPROPRIATIONS

Three types of appropriations may be used in
the Navy depending on the purpose for which
they are issued. Most appropriations are for 1
year and are used to finance the normal
operating costs of the Navy. Other types may be
granted without a time limitation or for a
specific period of time of more than 1 year’s
duration. RPs will normally work with ap-
propriations which are for 1 year only. The next
few sections will be devoted to explaining the
three types of appropriations.

Annual Appropriation

An annual appropriation, which is of
primary concern to the RP, generally covers the
current operating and maintenance expenses of
the Navy. This appropriation becomes available
at the beginning of the fiscal year stated in the
appropriation act. Once the act is passed, funds
may be either directly expended or obligated
throughout the fiscal year.
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After the end of the fiscal year, each com-
mand must return any unobligated funds to the
United States Treasury through proper Navy
channels. Prudent management by the com-
mand chaplain and RP of the CRP allocation
will ensure that the various programs conducted
throughout the year have sufficient money to
operate. Also, continuity from one fiscal year to
the next will be maintained if careful planning
and close adherence to the budget is observed.

Continuing Appropriation

A continuing appropriation is available for
incurring obligations until the purpose for which
the appropriation was made is accomplished.
This type of appropriation is often referred to as
a “no-year” appropriation. Construction pro-
jects such as the building of a new chapel com-
plex would probably be financed by this type of
appropriation.

Continuing appropriations become available
at the beginning of the fiscal year following the
passage of the appropriation act or may become
available immediately when specified in the act.
Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels once the purpose of the
continuing appropriation has been ac-
complished.

Multiple-Year Appropriation

A multiple-year appropriation is generally
made for purposes which require a long lead
time in planning and execution. Procurement of
aircraft/missiles and shipbuilding/conversion
are examples which require multiple-year ap-
propriations. This type of appropriation
becomes available for obligation and expend-
iture at the beginning of the fiscal year
designated in the appropriation act unless other-
wise stated in the act. A multiple-year ap-
propriation is available for incurring obligations
only during the fiscal years specified in the act.

Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels at the end of the last fiscal
year included in the multiple-year appropriation
or when the appropriation expires for obligation
purposes.

STATUS OF APPROPRIATIONS

Appropriations are referred to as current, ex-
pired, or lapsed. The personnel in the supply
department will provide the RP with assistance
in determining the status of any appropriation.
A brief description of the three status terms is
shown in figure II-3-1.

FUNDS

Funds are sums of money or other resources
which are established for a specific purpose.
Two types of funds are used extensively
throughout the Navy and RPs need to under-
stand how and why they are used. The two types
of funds, revolving and trust, will be explained
in the next few sections.

CURRENT APPROPRIATION

An appropriation which is available for
incurring obligations and making
disbursements during the current fiscal
year.

EXPIRED APPROPRIATION

An appropriation which is no longer
available for incurring obligations, but
which remains a v a i l a b l e  f o r
disbursements to liquidate existing
obligations.

LAPSED APPROPRIATION

The undisbursed balance of an ap-
propriation which by law is no longer
available for disbursement.

Figure II-3-1.—Terms Associated with the Status of
Appropriations.

3-2



REVOLVING FUNDS

A revolving fund is established to provide
working capital for the Navy. Money is paid for
the procurement of materials and services; and,
is reimbursed when these materials and services
are received or sold to local Navy commands.
There are various types of revolving funds. A
brief description of several types will be pro-
vided in the following sections.

Navy Stock Fund (NSF)

It is not practical for each activity in the
Navy to purchase all of its operating require-
ments directly from commercial suppliers. The
Navy Stock Fund (NSF) exists for this reason. It
provides the necessary capital to finance the

purchase and maintenance of stocks of common
supply items which are required for the support
and operation of the entire Navy. Basic capital
(money) for the NSF is made available by Con-
gress in much the same manner as appropria-
tions. The total value of the NSF is reviewed an-
nually by Congress and is adjusted accordingly
to meet current operating requirements.

The RP needs to be familiar with certain
charges and credits which are applied to the
NSF. Although record keeping of the charges
and credits for each command is the primary
responsibility of the storekeeper in the supply
department, a basic understanding of NSF
financial responsibilities will enhance the RP’s
understanding of the Navy supply system.
Figure II-3-2 shows a list of the most common

NAVY STOCK FUND

NSF CHARGES NSF CREDITS

Expenditures for the purchase or manufac- Issues charged to an appropriation or fund.
ture of stores, supplies, equipment, and
services. Cash sales (including sales to other Govern-

Appropriation adjustments lodged against the ment departments).

fund for sale of materials from another
account. Sales to other accounts.

Losses by accounting, price adjustment, Collections from carriers for material either
appraisal, inventory, sale, survey, which lost or damaged in transit.
are not properly charged to an appro-
priation. Gains by accounting, price adjustment,

Donations of surplus material for public appraisal, inventory, sale, and survey
health and educational purposes including which are not properly credited to an
research. appropriation.

Authorized charges for repair of material.

Issues of clothing items for health and
Reimbursement from the Defense Logistics

Agency (DLA) for the pro rata share
comfort when not charged to another of proceeds from the sale of surplus,
appropriation. scrap, and salvage material which has

Payment of claims approved by the Gen- been expended.
eral Accounting Office (GAO).

Figure II-3-2.—Most Common Charges and Credits of the Navy Stock Fund (NSF).
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items which are “charged”
NSF.

Figure II-3-3.—Navy Stock Fund (NSF) in Operation.

or “credited” to the

NAVY STOCK FUND USE.—The NSF
fulfills its role as a revolving fund by purchasing
designated supplies from commercial sources,
the Defense Logistics Agency (DLA), the
General Services Administration (GSA), and the
Departments of the Army and Air Force. These

supplies may be charged against a specific
appropriation or sold for cash. The NSF is
reimbursed for supplies when they are issued or
sold. While these supplies are being held
(waiting to be sold), they are maintained in the
Navy Stock Account (NSA).

NAVY STOCK ACCOUNT.—The Navy
Stock Account is an inventory account and is an
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integral part of the NSF. It serves as the 3. An organization in the Navy (a ship in
“holding account” for NSF-procured supplies this explanation) needs to replace material which
until they are sold. Thus, the total value of the has been used in its operations. A requisition
NSF actually consists of money on hand plus the DD Form 1348) is submitted to the appropriate
value of the supplies maintained in the NSA. supply activity requesting the material.

NAVY STOCK FUND OPERATION.—
Figure II-3-3 shows the basic operation of the
NSF. A brief description of the numbered steps
in this figure is shown below.

1. Material is purchased by the NSF from
commercial suppliers, the Defense Logistics
Agency (DLA), the Departments of the Army
and Air Force, and the General Services
Administration (GSA).

The ship in step 3 forwards a copy of the
requisition document to the appropriate Fleet
Accounting and Disbursing Center (FAADC)
for use in performing the ship’s official
operating target (OPTAR) accounting. The
FAADC reduces the ship’s budget by the
amount of the DD Form 1348. Operating targets
will be explained later in this chapter.

2. The suppliers in step 1 deliver material to
designated naval supply activities where it is held
in the inventory account (Navy Stock Account)
until  requested-by a Navy customer.
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5. The material is issued to the ship by the 7. The NSF is credited the amount of the re-
appropriated supply activity. quisition, thus completing the cycle.

6. The supply activity submits a “Report of
Fund Authorization” (NAVCOMPT Form
2074) with a supporting “Financial Detail Card”
(NAVSUP Form 1162) to the appropriate
FAADC authorizing the FAADC to charge the
ship’s OPTAR the amount of the material which
was requested. This provides the FAADC with a
cross-check mechanism to compare the amount
on the ship’s DD Form 1348 with the amount on
the NSA’S NAVCOMPT Form 2074 and NAV-
SUP 1162.

Religious Program Specialists should realize
that they play an important role in the proper
utilization of the Navy Stock Fund (NSF). The
requisition forms which were filled out and ex-
plained in Chapter 2 are a vital part of the NSF,
The information which is inserted in the data
blocks and card columns provides the NSF with
pertinent information which aids it in keeping
material readily available. Figure II-3-4 shows
the DD Form 1348 which was prepared for the
four “Candlelighters and Snuffers” in the
previous chapter. All of the information on this
form is important; however, the most critical in-
formation to both the customer and the NSF is
contained in card column 44 (DEMAND). This
section informs inventory managers at the
various stock points which items must be
replenished for the next year. As stated
previously, the two codes which the RP will use
the most often are “R” and “N.” Figure II-34
explains how and under what circumstances
these codes are used.

Navy Industrial Fund (NIF)

The Navy Industrial Fund (NIP) is a revolv-
ing fund which is used to finance the cost of
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Figure II-34.—DD Form 1348 Requisition for Candlelighter and Snuffer with Emphasis on Card Column 44 (DEMAND).

maintaining  and operat ing  industr ia l
commercial-type activities such as naval
shipyards. Basically, the NIF serves the same
purpose as the Navy Stock Fund which was ex-
plained earlier in this chapter. The major
charges that are credited to this fund are: civilian
labor, material purchases, travel of personnel,
transportation of material, cost of utilities, and
equipment/property rental. The RP will not be
directly involved with this type of fund but
should be aware that it exists.

Naval Working Fund (NWF)

The Naval Working Fund (NWF) provides a
single permanent revolving fund for financing
all work which is not chargeable to some current

naval appropriation. Advance funds are
deposited to the NWF for work or services that
are to be furnished by the Navy. For example,
the pay and allowances for sailors from an allied
government which are embarked aboard U.S.
Navy ships for training are deposited by their
government in the NWF. The sailors are then
paid their salaries out of this fund. The RP will
probably not be involved in using this fund.

Navy Management Fund (NMF)

This fund is used for the economical and
efficient completion of Navy operations which
are financed by two or more appropriations
when the costs of these operations cannot be
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credited immediately to the specific appropria-
tions. Paying for the shipment of household
goods is an example of a charge which would be
financed by the NMF. The RP should know that
this fund exists even though the CRP will not be
directly involved with using this fund.

TRUST FUNDS

Trust funds are used in accordance with the
guidelines specified by an Act of Congress; or,
under the terms of a special agreement with
private contributors. Public contributions which
are received for the purpose of maintaining the
USS Arizona Memorial at Pearl Harbor,
Hawaii, shown in figure II-3-5, is an example of
a trust fund.

Another very important trust fund with
which the RP should be familiar is the fund that
receives its money from the sale of merchandise

in the ship’s store. This fund helps provide
recreation and entertainment for enlisted per-
sonnel from the profits which are accumulated
through sales of merchandise. Therefore, the RP
should purchase items in support of the CRP
from the ship’s store whenever possible. NOTE:
Later in this chapter and in Chapters 4 and 5,
nonappropriated funds and a petty cash account
will be explained. The requirements for purchas-
ing materials from other than regular supply
sources will be explained when nonappropriated
funds and the petty cash account are covered.

NONAPPROPRIATED FUND

This type of fund will be explained more
fully in Chapters 4 and 5. However, a brief ex-
planation here will show the difference between
appropriated and nonappropriated funds. A

Figure II-3-5.—USS ARIZONA Memorial Located at Pearl Harbor, Hawaii.
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nonappropriated fund differs from an appropri-
ated fund in that it comes from sources other
than congressional appropriation. The Com-
mand Religious Program chapel fund is usually
the only type of nonappropriated fund with
which a chaplain and the RP are associated.
Chapel funds are established by authority of the
commanding officer and are to be used for pro-
jects of a religious and humanitarian nature.
Normally all expenditures will reflect the desires
of the donors. However, it should be noted that
the commanding officer reserves the right to
approve or disapprove any expenditure from
these funds.

SOURCES OF REVENUE

Voluntary offerings and contributions
received at religious services constitute the major
source of revenue for CRP chapel funds. Other
sources of revenue are:

1. Designated contributions from individ-
uals or organizations for the support of religious
programs, projects, or charitable causes.

2. Proceeds from the authorized sale of
CRP chapel fund property.

3. Grants from the Chief of Chaplains fund
or other nonappropriated funds.

DISBURSEMENTS

Disbursements of CRP chapel funds will be
made for purposes consistent with the desires of
the commanding officer and the intentions of
the contributing group as mentioned previously.
Organizations such as Protestant and Roman
Catholic advisory councils usually represent
their particular groups in determining the ex-
penditure of funds. Appropriate expenditures
include, but are not limited to, the following:

1. Donations to missions and religious
outreach projects.

2. Donations to charitable and relief pro-
jects.

3. Expenses incurred in connection with
social service and community service enterprises
sponsored by the CRP.

4. Expenses incurred in connection with
fellowship activities such as dinners and outings.

Logistical support for the Command Reli-
gious Program is provided through the use of
appropriated funds. CRP chapel funds WILL
NOT be used for paying salaries of support per-
sonnel, the purchase of literature and material,
printing costs, administrative expenses, or any
other expense for which an appropriated fund
exists. Supplementary items and services re-
quired for the CRP and not available from
official sources may be purchased through the
use of command chapel funds. However, the
following expenditures or obligations are
specifically prohibited:

1.

2.

3.

4.

Loans to individuals.

Purchases of motor vehicles.

Purchases of stocks, bonds, or other such
investments.

Oblations or commitments in excess of
current cash assets of the fund.

The accounting procedures for a nonappro-
priated CRP chapel
Chapters 4 and 5.

OPERATING

fund will be explained in

TARGET (OPTAR)

The term “Operating Target” (OPTAR) is
defined as an estimate of the amount of money
which will be required by a ship, staff,
squadron, shore installation, or other unit, to
perform its assigned mission. An OPTAR has to
do specifically with the purchase of supplies and
equipage and is available for spending during a
single fiscal year. As stated previously, a fiscal
year starts on 1 October and ends the following
30 September. Therefore, the OPTAR for a
specific year expires when that year ends on
30 September. This means that new orders for
material may not be placed using the OPTAR
for the expired fiscal year. The command
chaplain and RP should check periodically
throughout the fiscal year with the personnel in
the supply department to determine how much
money is available for use by the Command
Religious Program.
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Commanding officers are responsible for the
proper and effective utilization of OPTAR
funds. The supply officer is responsible for
maintaining OPTAR records and submitting
status and transaction reports to the command-
ing officer. In discharging this responsibility, the
supply officer relies on the storekeeper who
performs the task as the OPTAR recordkeeper.
This designated individual maintains the
Requisition/OPTAR Log (NAVCOMPT Form
2155) shown in figure II-3-6. It is very important
that all departments aboard ship or at a shore
installation maintain a close liaison with both
the supply officer and OPTAR recordkeeper to
ensure that accurate records are kept. The com-
mand chaplain must assume responsibility for
the proper utilization of the OPTAR funds
which are allocated to the office of the chaplain.

The RP will be expected to oversee the
expenditures within the office of the chaplain or,
at least, will be assigned accounting respon-
sibilities for the CRP OPTAR. Through careful
planning and strict adherence to locally
established OPTAR procedures, the RP will be
able to contribute significantly to the overall
mission of the ship or command. The RP should
seek advice from the personnel in the supply
department whenever needed.

EMPLOYMENT OF
CIVILIAN CLERGY

Many of the concepts involved with how the
Navy obtains and spends money were explained
in the preceding sections of this chapter. It is
important to remember that OPTAR funds have
to do specifically with the purchase of supplies
and equipage; and, that all other funds and
appropriations are used for other designated
functions. The next area that will be discussed
has to do with obtaining the services of auxiliary
chaplains, contract chaplains, and clergy for
occasional ministries to assist in the Command
Religious Program. Procedures and guidelines
for the employment of these clergypersons are
outlined in SECNAVINST 1730.3.

The RP should be familiar with the termi-
nology associated with the hiring of civilian

clergy who assist in the CRP. Listed below are
three definitions which RPs should know con-
cerning the employment of civilian clergy-
persons.

1. Service contract—one which calls directly
for a person’s (contractor’s) time and effort
rather than for an end product.

2. Personal services contract—the procuring
of services by contract in such a manner that the
person (contractor) is in effect an employee of
the Government.

3. Nonpersonal services contract—the pro-
curing of services of a person (contractor) by
agencies of the Department of Defense in which
the person (contractor) is not considered to be
an employee of the Government.

AUXILIARY CHAPLAINS

Commanding officers may obtain the serv-
ices of civilian clergy to serve as auxiliary
chaplains in meeting the religious needs of per-
sonnel when military chaplains are not available;
or, when there is a specific need for additional
professional personnel to supplement the
already existing professional staff. These clergy-
persons will be hired on a “personal services”
basis.

Guidelines for Appointment

The RP must be aware of the guidelines
surrounding the appointment of auxiliary
chaplains. Some of the specific guidelines are
listed below.

1. Auxiliary chaplains will be given appoint-
ments for conducting regular services on a fee
basis.

2. Auxiliary chaplains will be employed only
in those situations where adequate coverage by
commissioned Navy chaplains is not available.

3. Auxiliary chaplains will be responsible to
the commanding officer of the ship or installa-
tion which they serve; and, their supervision will
be exercised through the local activity’s com-
mand chaplain.
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Figure II-3-6.
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Figure II-3-7.—Personal Qualifications Statement (Standard Form 171). Page 1
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4. The duties of auxiliary chaplains will be
of a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

5. The wearing of uniforms by auxiliary
chaplains, including Reserve chaplains acting in
the capacity of auxiliary chaplains, is not
authorized.

6. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for
auxiliary chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualifications for Appointment

An auxiliary chaplain must be a fully
ordained clergyperson; and, must have an
ecclesiastical endorsement from an agency that is
recognized by the Armed Forces Chaplains
Board as an endorsing agency. Obtaining this
endorsement is the responsibility of the clergy-
person who is seeking appointment. Endorse-
ments will be sent directly from the endorsing
agency to the Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Appointments of auxiliary chaplains will
be made by the commanding officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be submitted on the four-page Application
for Federal Employment, Standard Form 171
(Personal Qualifications Statement), shown in
figures II-3-7 (page 1), II-3-8 (page 2), II-3-9
(page 3), and II-3-10 (page 4). Federal civilian
personnel office advisors are available at most
commands to assist in the preparation of this
form.

3. Standard Form 171 will be sent to the
Chief of Chaplains accompanied by a letter in-
dicating that the applicant has requested an
ecclesiastical endorsement.

4. Appointment of auxiliary chaplains will
be made for a term not to exceed 3 years.
Reappointments for additional terms will re-
quire the same procedure as initial appoint-
ments. This means that a Standard Form 171
must be submitted along with the certification of
ecclesiastical endorsement.

5. Auxiliary chaplains are hired through the
use of a “personal services contract” and are
charged against authorized civilian ceilings.

Privileges of Appointees

Auxiliary chaplains ARE NOT authorized
travel pay, subsistence pay, commissary and ex-
change privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.

Payment of Appointees

Auxiliary chaplains will be paid from appro-
priated fund resources of each local command.
The fee for auxiliary chaplains cannot exceed the
following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to
exceed an average of two weekday services per
week for the period of the appointment.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national auxiliary chaplains
in foreign countries must conform to the local
economy and be
area commander.

established by the respective
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Figure II-3-8.—Personal Qualifications Statement (Standard Form 171). Page 2
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Figure II-3-9.—Personal Qualifications Statement (Standard Form 171). Page 3
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Figure II-3-10.—Personal Qualifications Statement (Standard Form 171). Page 4
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Termination of Auxiliary
Chaplain Services

The following guidelines must be observed
concerning the termination of an auxiliary
chaplain.

1. An appointment may be terminated upon
written notification of the commanding officer.

2. An appointment may be terminated upon
written notification of the auxiliary chaplain.

3. Withdrawal of an ecclesiastical endorse-
ment will require the removal of an auxiliary
chaplain.

4. Notification of the termination of auxil-
iary chaplain services must be made to the Chief
of Chaplains.

CONTRACT CHAPLAINS

Commanding officers may obtain the serv-
ices of a civilian clergyperson to serve as a con-
tract chaplain to conduct religious services when
military or auxiliary chaplains are not available.
A “nonpersonal services contract” is written
with a recognized religious organization or in-
dividual in obtaining the services of contract
clergy.

Guidelines for Appointment

Some of the specific guidelines for appoint-
ment of contract chaplains are listed below.

1. Contract chaplains will operate under
guidelines established by the commanding
officer of the ship or station which they serve.

2. Performance of contract chaplains will be
monitored by the local command chaplain.

3. The duties of contract chaplains will be of
a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

4. The wearing of uniforms by contract
chaplains, including Reserve chaplains acting in
the capacity of contract chaplains, is not
authorized.

5. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for

contract chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualification for Appointment

A contract chaplain must be a fully ordained
clergyperson; and, must have an ecclesiastical
endorsement from an agency that is recognized
by the Armed Forces Chaplains Board as an
endorsing agency. Obtaining this endorsement is
the responsibility of the clergyperson who is
seeking an appointment. Endorsements will be
sent directly from the endorsing agency to the
Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Award of contracts for chaplains will be
made by the contracting officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be forwarded to the Chief of Chaplains with
a letter indicating that the applicant has re-
quested an ecclesiastical endorsement.

3. Appointment of contract chaplains will
be made for a term not to exceed 3 years.

4. Contract chaplains are hired through the
use of a “nonpersonal services contract” and
are NOT charged against authorized civilian
ceilings.

Privileges of Appointees

Contract chaplains are NOT authorized
travel pay, subsistence pay, commissary and
exchange privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.
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Payment of Appointees

Contract chaplains will be paid from appro-
priated fund resources of each local command.
A funded purchase request must be submitted to
the cognizant contracting office sufficiently in
advance of the date of services in order to permit
adequate processing of the request. The fee for
contract chaplains cannot exceed the following
limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to ex-
ceed an average of two weekday services per
week for the period of the contract.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national contract chaplains
in foreign countries must conform to the local
economy and be established by the respective
area commander.

Termination of Contract
Chaplain Services

The services may be terminated by the con-
tracting officer upon written notification to the
contract chaplain. Notification of termination
must be made to the Chief of Chaplains if it is at
any time other than at the conclusion of the
period of appointment.

CLERGY FOR OCCASIONAL
MINISTRIES

Civilian clergy other than auxiliary and con-
tract chaplains may be utilized periodically upon
the invitation of the commanding officer to con-
duct worship services and provide other religious
ministrations as required.

Clergy for occasional ministries will be
selected by the commanding officer on the basis
of the clergyperson’s abilities and qualifications.

Payment will be made from appropriated fund
resources and the fee for clergy for occasional
ministries cannot exceed the following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national clergy for occa-
sional ministries in foreign countries must con-
form to the local economy and be established by
the respective area commander.

OFFERINGS AT SERVICES
CONDUCTED BY CIVILIAN CLERGY

The commanding officer may authorize that
an offering be received at religious services that
are conducted by an auxiliary chaplain, contract
chaplain, or clergy for occasional ministries. All
money which is received will be deposited in the
command’s nonappropriated CRP chapel fund,
Each command must establish procedures to en-
sure that civilian clergy hired under the
guidelines of SECNAVINST 1730.3 are NOT
tasked to collect, deposit, or administer monies
which are received as part of an offering at a
religious service which they conduct.

COMMAND RELIGIOUS
PROGRAM (CRP) BUDGETING

The preceding sections of this chapter were
devoted to explaining congressional appropria-
tions, revolving and trust funds, nonappro-
priated funds, operating targets, and the use of
civilian clergy in fulfilling the needs of the CRP.
Although this financial overview was important,
the chaplain and RP need to remember that the
CRP receives its direct support, both facilities
and operating funds, from the local command,
It is the responsibility of the command chaplain
to manage the assets which are allocated for the
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Command Religious Program. Therefore, it is
imperative that the RP keep the command
chaplain informed on matters relating to
expenditures which are incurred in carrying out
the functions of the CRP. This action could be
the key to ensuring that a successful program is
established and maintained.

Navy and Marine Corps commands utilize
local operation and maintenance funds for the
support of the CRP. These funds are often
limited and adequate money to satisfy all
requirements normally are not available. Conse-
quently, priorities could change and certain pro-
jects may have to be eliminated altogether. This
means that detailed attention must be given to
the determination of need, the selection of goals,
and the establishment of priorities to bring the
Command Religious Program into line with
available resources.

The CRP operates within the framework of a
three-stage planning, programming, and
budgeting system. These processes will be ex-
plained in the next few sections.

PLANNING PROCESS

Planning is the conscious process of selecting
and developing the best course of action in order
to accomplish an objective. A viable program re-
quires that the chaplain and RP develop realistic
plans and programs. Planning in the Depart-
ment of Defense system is normally projected 5
years in the future. This advanced planning re-
quires that planners carefully study anticipated
trends and changes, make an assessment of
needs, and prepare a broad-scoped plan which
defines specific goals.

PROGRAMMING PROCESS

Programming is the process of translating
program support requirements into personnel
and material resource requirements. The office
of the chaplain must operate within the manage-
ment system used by a command in order to
function effectively. This can be done most
easily by maintaining close contact with the
commanding officer, supply officer, comp-
troller, and others who are key planners in the
budgeting cycle.

BUDGETING PROCESS

Budgeting is the process of translating
approved resource requirements, both personnel
and material, into time-phased financial require-
ments. The overall budgeting process consists of
the following steps:

1. Determine the needs—it is important at
this point to show that the requirements of the
Command Religious Program are basic to the
needs of the station or unit. This relates the
mission of the CRP to the mission of the com-
mand.

2. Plan the program—this includes the
beginning of the planning stage, which involves
the tedious assembly of facts, and the realistic
setting of goals which frequently will have to be
developed within a limited budget figure.

3. Match goals with funds—this is the
translation of the planned program into actual
dollar figures. Program segments are subdivided
in this step into expense elements such as travel,
purchased services, supplies, equipment, print-
ing, etc.

4. Submit budget—the budget should be
submitted well in advance of the command’s
established time schedule. Early submission
enables the commanding officer to carefully
scrutinize the CRP budget without having to
“rush” through the data.

5. Implement program—this involves put-
ting the funded program into operation. A con-
tinuous review must be performed throughout
the fiscal year; and, reprogramming must be
implemented when required.

6. Study the results—the office of the
chaplain is provided a clear image of future
directions by keeping abreast of the present
situation. A carefully planned budget serves as a
constant reminder of the necessary steps to
accurately forecast future requirements.

7. Maintain diary—actual item expenditures
should approximately match those originally
planned and programmed. The CRP’s budget
diary is developed from this matching process
and assists in supporting future requests.
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SUMMARY chaplain a great deal by remaining knowledge-
able about these financial matters.

A number of topics relating to funding were Chapters 4 and 5 will be devoted to explain-
explained in this chapter. It is imperative that ing the accounting procedures which are utilized
the Religious Program Specialist remain con- in managing nonappropriated funds. The focus
tinually aware of the monetary requirements and will be on the CRP chapel fund and the respon-
regulations regarding budgeting practices by the sibilities of the personnel who are involved in
command. The RP can assist the command managing this fund.
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CHAPEL FUND

In the preceding chapter, many aspects of the
budgeting process were discussed. The com-
mand chaplain and RP are normally involved
with monetary management of the Command
Religious Program (CRP) chapel fund which, as
explained in Chapter 3, is a nonappropriated
fund established by authority of the command-
ing officer. Donations to the chapel fund may
come from a number of different sources as was
also explained in Chapter 3. Since the major
portion of these funds comes from voluntary
contributions, this chapter will be devoted
primarily to a discussion of the nonappropriated
fund accounting procedures utilized to manage
these contributions,

General policy guidance for accounting for
CRP chapel funds is provided in NAVSO
P-3519 (Nonappropriated Fund, General Finan-
cial Management, Policies and Principles).
Specific accounting procedures are in accord-
ance with NAVSO P-3520 (Nonappropriated
Fund Accounting Procedures, Chapter VI). OP-
NAVINST 1730.1 (Chaplains Manual) details
instructions which are peculiar to chapel funds.

ADM1NISTRATION OF CHAPEL
FUNDS

The chapel fund is a nooappropriated fund.
Administration and supervision of this fund is a
command function, consequently commanding
officers have the same responsibility for the
proper administration of nonappropriated funds
as for any other fund of the command.

The Religious Program Specialist, in support
of the command chaplain, will be able to help
ensure that the CRP chapel fund is efficiently
administered. This is true even if the RP is not

CHAPTER 4

ACCOUNTING (PART 1)

assigned duties as the administrator of the fund
or does not perform duties as an account custo-
dian for one of the religious groups that par-
ticipates in the fund. It is important for the RP
to understand that the command may have
numerous nonappropriated fund activities to ad-
minister besides the CRP chapel fund. Examples
of some other activities which use nonap-
propriated funds are: Civilian Recreation Serv-
ices, Marine Corps Miscellaneous Funds,
Recreation Funds Afloat, and Messes Afloat.
Therefore, the job of maintaining accurate
records for the CRP chapel fund is a MUST and
the RP can be a vital part of the administration
of this highly important element of the Com-
mand Religious Program.

PURPOSE OF CHAPEL FUNDS

Chapel funds provide a vehicle for religious
expression. Every American religious group or
organization recognizes the importance of the
stewardship of money as an aspect of religious
life. The making of voluntary contributions is
therefore a customary part of religious behavior.
Such contributions from Navy and Marine
Corps personnel are organized into chapel
funds.

TYPE OF FUND

As stated before, the chapel fund is a nonap-
propriated fund. This type of fund differs from
an appropriated fund in that it comes from
sources other than congressional appropria-
tions. The command chaplain and the RP
MUST ensure that the CRP chapel fund is NOT
used for purchases that should come out of ap-
propriated funds.
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NUMBER OF CHAPEL FUNDS
PER COMMAND

Only one chapel fund will be established
aboard any ship, station, or base. Particular
religious groups or categories will be authorized
to be members of the chapel fund by the com-
manding officer. No religious group will receive
or disburse funds apart from the chapel fund.
However, a separate account will be maintained
for each group that is authorized to be a member
of the fund.

MANAGEMENT RESPONSIBILITIES

Management of money in the Navy involves
many people. Even though the commanding of-
ficer is responsible for the overall administration
of the chapel fund, many other personnel also
get involved with managing this fund. The
following sections will briefly explain some of
the specific responsibilities of the individuals
who are involved with the management of the
chapel fund.

Commanding Officer

A chapel fund is established and ad-
ministered by authority of the commanding
officer. When the Command Religious Program
serves more than one command located at a
single installation, the CRP chapel fund will be
administered under the authority of the com-
manding officer of the housekeeping command.

Chapel funds which are established with the
approval of the commanding officer are used for
projects of a religious nature, easily recognizable
as coming within the desires of the donors. The
commanding officer has final approval on any
expenditure recommended by the donors.
However, the command chaplain, chapel fund
administrator, and/or account custodians are
normally delegated the authority by the com-
manding officer to approve expenditures up to a
certain limit. The CRP chapel fund is a “COM-
MAND “NONAPPROPRIATED FUND” and
must therefore be managed as any other nonap-
propriated fund aboard the ship or station.

Command Chaplain

Command chaplains fulfill department head
or division officer responsibilities at most Navy
and Marine Corps commands. In this capacity,
they function like any other officer aboard the
ship or station. In regards to the CRP chapel
fund, the command chaplain is normally
delegated the authority by the commanding of-
ficer to approve expenditures out of this fund up
to a certain limit. The chapel fund administrator
will forward all receipt and expenditure
documents to the command chaplain for infor-
mation and/or approval purposes.

Chapel Fund Administrator

The chapel fund administrator will have
recordkeeping responsibilities for the chapel
fund and will be designated in writing by the
commanding officer who has jurisdiction over
the fund. A sample letter of appointment is
shown in figure 1141. The administrator may
be a chaplain, a Religious Program Specialist, or
an active participant in the CRP. However, in-
dividuals who are responsible for the receipt and
expenditure of appropriated funds will not nor-
mally be appointed as administrator of chapel
funds. As a general rule, command or assistant
chaplains will not assume duties as a chapel fund
administrator; however, they may perform this
task if necessary. A chapel fund administrator
may also serve concurrently as a custodian for
one CRP chapel fund account. Custodial
responsibilities will be explained in the next sec-
tion of this chapter. The chapel fund ad-
ministrator will have primary responsibility for
managing the chapel fund. This includes:

1. Receiving, safeguarding, disbursing, and
accounting for all monies and other asssets.

2. Ensuring that financial reports are
prepared as required.

3. Being responsible for all purchasing.

4. Maintaining property accounts and
records.

When the chapel fund administrator is ex-
pected to be absent from the command for a
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Figure II-4-1.—Sample Letter of Appointment for a Chapel Fund Administrator.

duration of 16 through 30 days, an interim ad- in duplicate and the original will be filed with the
ministrator will be appointed. The chapel fund permanent fund records. The regularly ap-
administrator will entrust funds, cash, and other
assets to the interim administrator and will
receive a memorandum from this temporary
administrator citing what assets have been
received. This memorandum must be prepared

4-3

pointed chapel fund administrator retains the
duplicate copy. When the interim administrator
returns the fund to the regularly appointed
administrator, the regularly appointed admin-
istrator receipts both copies and returns the



original to the fund records. The interim admin-
istrator retains the duplicate copy.

If the chapel fund administrator is absent for
more than 30 days, the appointing authority will
designate a new administrator and transfer the
fund.

Chapel Fund Account Custodian

The chapel fund account custodian, with the
approval of the commanding officer, authorizes
expenditures of one particular religious group,
thereby ensuring that the integrity of each
group’s assets is maintained. Chapel fund
account custodians are designated in writing by
the commanding officer having jurisdiction over
the fund. A sample letter of appointment is illus-
trated in figure II-4-2. The account custodian
may be a chaplain, a Religious Program
Specialist, or some other designated individual.
However, individuals who are responsible for
the receipt or expenditure of appropriated funds
will not normally be appointed as an account
custodian of chapel funds. As a general rule,
command or assistant chaplains will not assume
duties as an account custodian; however, they
may perform this task if necessary. Each ac-
count custodian must be an active participant of
the religious group for those funds which come
under the custodian’s purview. As previously
stated, the chapel fund administrator may also
serve concurrently as a custodian for one chapel
fund account. The chapel fund account custo-
dian will have primary responsibility for manag-
ing one religious group’s account. This includes:

1. Arranging for counting collections and
their safekeeping until deposited.

2. Depositing money and presenting bank
slips to the chapel fund administrator for
recording.

3. Authorizing purchases and disbursements
in accordance with the intentions of the group
and the commanding officer.

4. Keeping records as may be required or
deemed appropriate by the commanding officer,
the command chaplain, or the chapel fund
administrator.

ACCOUNTING GUIDELINES

Whenever a Command Religious Program
chapel fund is established, the Chief of Naval
Operations (OP-OIH) will be notified. A letter
from the command will be sent to the following
address:

Chief of Naval Operations (OP-01H)
Navy Department
Washington, DC 20370

As previously mentioned in this chapter,
general policy guidance for accounting for CRP
chapel funds is in accordance with NAVSO
P-3519. Specific accounting procedures are in
accordance with NAVSO P-3520, Chapter VI,
and OPNAVINST 1730.1 details instructions
which are peculiar to chapel funds. These will
not be the only publications that are used in ac-
counting for chapel funds, but these three are
considered to be the most important policy
documents. Some of the other publications that
are used in chapel fund accounting will be men-
tioned later in this chapter and in Chapter 5.

GENERAL INSTRUCTIONS

The chapel fund administrator will maintain
a set of books, records, and documents to sup-
port the financial transactions of the CRP
chapel fund. Check stubs, canceled checks,
bank deposit slips, bank statements, monthly
vouchers, audit reports, and miscellaneous cor-
respondence are retained as supporting
documents. These documents may be destroyed
2 years after any audit in accordance with SEC-
NAVINST P-5212.5, (Disposal of Navy and
Marine Corps Records).

Accounting records will be maintained for
each religious group in the CRP chapel fund
with transactions and disbursements limited to
available cash balances in each account. The
assets of a particular religious group will be used
only for purposes authorized by the chapel fund
account custodian and the commanding officer,
Expenditures which benefit more than one
religious group may be prorated among the
beneficiaries when written approval is given to
the chapel fund administrator by the account
custodians involved.
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Figure II-4-2.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Roman Catholic).

RECEIPTS will perform this function for the receipts of
each religious group. The Chapel Fund Receipt
Voucher will be signed by the counters and cer-

Donations will be counted and recorded on a tified by the account custodian. After the dona-
Chapel Fund Receipt Voucher (figure II-4-3) im- tions have been counted, they will be secured in
mediately after they are received. Two adults a locked receptacle until deposited. All cash
designated by the chapel fund account custodian receipts and checks payable to an account of the
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Figure II-4-3.—Chapel Fund Receipt Voucher.

chapel fund will be promptly deposited in a bank
account under the official designation of the
fund. Chapel fund receipts, apart from regular
worship service donations, will be handled ac-
cording to the procedures outlined above and a
Chapel Fund Receipt Voucher will be prepared
for each transaction. These receipts require only
one receiving signature along with certification
by the account custodian.

All chapel fund receipts will rerecorded in a
Receipts and Expenditures Record (figure II-4-4)

under the appropriate account by the chapel
fund administrator. Each receipt entry will in-
dicate the date of entry, brief description of the
source, amount, and resulting balance. The
chapel fund administrator will forward all
chapel fund receipt vouchers to the command
chaplain for information purposes. Later on in
this chapter and in Chapter 5, a number of ac-
counting transactions in which entries are re-
quired for a Chapel Fund Receipt Voucher and
Receipts and Expenditures Record will be
explained.
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Figure II-4-4.
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Figure II-4-4.

Figure II-4-5.—Purchase Order Part 1 (NAVCOMPT Form 2213).
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EXPENDITURES

Chapel fund account custodians will initiate
all expenditures, except those which are made
from the petty cash fund, by preparing a Pur-
chase Order on NAVCOMPT Form 2213 (figure
II-4-5) and submitting it to the chapel fund
administrator who will verify that there are suf-
ficient funds in the account to pay for the
requested goods or services. The administrator
will then initial the Purchase Order and forward
it to the supplier after the command chaplain
has reviewed the Purchase Order. Purchase
Orders are numbered sequentially for each fiscal
year by a system which identifies the account. In
this chapter, and in Chapter 5, Purchase Orders
will be numbered C-1, C-2, and so forth for the
Roman Catholic account, and P-1, P-2, and so
forth for the Protestant account. A Purchase
Order will be explained later in this chapter
when practice accounting procedures for the
month of August 1980 are performed.

When supplies or services are received, the
chapel fund account custodian will submit the
authorization for payment to the chapel fund
administrator on a copy of the original Purchase
Order (figure II-4-6). This authorization in-
cludes the date the goods were received, the
annotation “Authorized for Payment” and the
printed name and signature of the account
custodian. All supporting evidence including the
dealer’s invoice will be attached to the Purchase
Order when it is submitted for payment. Note
the differences between figure II-4-5 and figure
II-4-6. These differences will be explained later
in this chapter.

Payments out of the chapel fund will be
made by printed, prenumbered bank checks
except for those expenditures authorized out of
petty cash. All checks will bear the name of the
chapel fund and be secured in a locked recep-
tacle. The commanding officer may authorize
other individuals in addition to the chapel fund
administrator to sign checks. These individuals
must also be designated in writing.

All expenditures will be recorded in the
Receipts and Expenditures Record (figure II-4-4)
by the chapel fund administrator under the

account of the particular religious group or
religious category. Each entry will indicate date
of payment, description of expense, check
number, purchase order number, amount paid,
and resulting balance.

At the end of each quarter, a chapel fund
Statement of Operations and Net Worth (figure
II-4-7) will be prepared by the chapel fund
administrator and posted by the command
chaplain for viewing by participants in the CRP.
An annual chapel fund Statement of Operations
and Net Worth will be prepared using the same
form displayed in figure II-4-7 at the close of
each fiscal year for audit and will be posted with
the audit report. Both of these reports sum-
marize the activity of the chapel fund for a
designated time frame (quarterly and annually).
The procedures for preparing these two reports
will be explained in Chapter 5. The requirements
for an audit will be explained later in this
chapter.

PETTY CASH FUND

The chapel fund administrator is authorized
to maintain a central petty cash fund not to ex-
ceed $50 for small miscellaneous expenditures.
Individual transactions will not exceed $25 for
any one transaction out of this fund.

To establish the central petty cash fund, each
chapel fund account custodian submits a Pur-
chase Order (figures II-4-8 and II-4-9) authoriz-
ing a disbursement for petty cash. A check will
be drawn payable to the chapel fund admin-
istrator from each chapel fund account. A
memorandum entry will be made on the Receipts
and Expenditures Record (figure II-4-10) to
show that a petty cash fund has been estab-
lished. However, no dollar amount is posted to
the individual accounts or to the composite
balance since the net worth of the fund is not
affected.

The central petty cash fund will be replen-
ished at the end of each month or more often if
necessary. Chapel fund account custodians who
have drawn funds from the central petty cash
fund will prepare a Purchase Order for the
amount used and submit it to the chapel fund
administrator who will draw a check against
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Figure II-4-6.—Purchase Order Part 3 (NAVCOMPT Form 2213).

4-10



Figure II-4-7.—Statement of Operations and Net Worth.

that account in the appropriate amount to Supporting invoices and receipts must be
replenish the central petty cash fund.

An entry for this transaction will be made in
the “expenditure” column of the appropriate
account in the Receipts and Expenditures
Record in the same manner as for any other
expenditure.

No disbursements will be made from the
petty cash fund by the chapel fund administrator
without a supporting Petty Cash Voucher
(figure II-4-11) approved by the account custo-
dian or administrator and signed by the person
receiving the cash. Each voucher will be
numbered sequentially for the fiscal year.

attached to the Petty Cash Voucher when the
administrator surrenders them to the account
custodians at the time the fund is replenished.
Each voucher surrendered is annotated or
stamped “Reimbursed” or “Paid” with the date
and number of the replenishing check.

NOTE: As this module was being developed,
a proposed revision to OPNAVINST 1730.1
(Chaplains Manual) was being promulgated con-
cerning the establishment of a petty cash fund.
This revision proposes that the $50 to establish
the petty cash fund be drawn from one religious
group’s account (Protestant, for example) in-
stead of drawing it equally from all of the
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Figure II-4-8.
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Figure II-4-11.—Petty Cash Voucher.

accounts of the fund. Each group would then
use the petty cash fund, including the replenish-
merit process, in the same manner as previously
explained. For explanation purposes, and to
emphasize that all of the religious groups or
categories that use the CRP chapel fund share
equally in the fund’s operation, the practice
accounting application in this manual will show
that $50 has been drawn equally from the
Roman Catholic account ($25) and the Protes-
tant account ($25).

PROPERTY AND EQUIPMENT

When accounting for property and equip-
ment, the cost of a particular item must first be
considered in order to determine what steps, if
any, need to be taken for accounting for that
item. Accounting for expendable and nonex-
pendable property/equipment will be explained
in the next two sections.

Expendable Property and Equipment

Expendable property and equipment is prop-
erty or equipment which has a unit value of less
than $100 and/or supplies and materials which

are immediately consumed in use or become
incorporated in other property, thus losing their
separate identities.

Nonexpendable Property
and Equipment

Nonexpendable property and equipment is
property or equipment which ordinarily retains
its original identity during use, has a unit acqui-
sition value of $100 or more, and a life expect-
ancy of more than 1 year.

The chapel fund administrator will account
for all nonexpendable property and equipment
acquired by the chapel fund on a Property and
Equipment Inventory Record (figure II-4-12).
This form must show a running dollar balance of
all nonexpendable property on hand. Separate
entries will be made for purchases and disposals.

Disposal of nonexpendable property requires
that a Certificate of Disposition on NAV-
COMPT Form 741 (figure II-4-13) be prepared
by the chapel fund administrator and be sub-
mitted to the commanding officer via the
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Figure II-4-12.—Property and Equipment Inventory Record.

command chaplain for approval. This form will
also be used when property has been damaged,
lost or destroyed. Annotation will be made on
the form indicating the cause of the present con-
dition, and substantiating documents, including
custody receipts, will be attached to the form.
An annual inventory of all nonexpendable prop-
erty will reconducted usually in the last month
of the fiscal year.

The chapel fund administrator must ensure
that nonexpendable property and equipment
purchased by the CRP chapel fund is accounted
for separately from appropriated fund pur-
chases. Those nonexpendable items purchased
through an operating target (OPTAR) allocation
which was explained in Chapter 3 are not to be
included with nonexpendable items purchased
with nonappropriated chapel funds.
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Figure II-4-13.—Certificate of Disposition (NAVCOMPT Form 741).

A U D I T S

An audit of chapel fund accounts and
records will be conducted at the following times:

. Annually, at the close of the fiscal year

When the chapel fund administrator is
relieved

When a chapel fund account custodian is
relieved

When the chapel fund is dissolved
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The commanding officer will appoint an
auditor to perform the chapel fund audit.
Chapel funds of Marine Corps commands will
be audited each quarter by the area auditor.

FINANCIAL REPORTS

As stated earlier in this chapter, a Statement
of Operations and Net Worth (figure II-4-7) will
be prepared at the close of each quarter, and a
cumulative report will be prepared annually for
the fiscal year.

A copy of the Statement of Operations and
Net Worth will be posted in a place which is ac-
cessible to participants in the CRP. Also, a copy
of the annual statement will be forwarded to the
commanding officer, the command auditor, and
the Chief of Naval Operations (OP-01H) as a
part of the command chaplain’s annual report.
The form used for this report is entitled Senior
Chaplain’s Annual Report (NAVPERS 1730/9
report symbol BUPERS 1730.9). An example of
this form is displayed in figure II-4-14.

DISSOLUTION OF FUNDS

When an installation is deactivated or a
chapel fund is dissolved, the commanding of-
ficer will authorize disposition of the chapel
fund property and liquidation of all outstanding
indebtedness. Remaining cash and proceeds
from the sale of fund-owned property, together
with the closing Statement of Operations and
Net Worth, and a terminal audit report will be
forwarded to the Chief of Naval Operations
(OP-01H) for deposit in the Chief of Chaplains
Fund.

ACCOUNTING FORMS

Prescribed forms for chapel fund accounting
are illustrated in Chapter VI of NAVSO P-3520
(Nonappropriated Fund Accounting Procedures
and Appendix D of OPNAVINST 1730.1
(Chaplains Manual). These forms may be
modified or expanded as required to meet local
command operating conditions. However, any
modification or expansion must accomplish the
intended control of those items listed in NAVSO
P-3520 and OPNAVINST 1730.1. If a standard
form exists that is used throughout the Navy,

then that form should be utilized. In this chapter
some of the forms have been modified to stand-
ardize and simplify their use. Forms that should
not be modified are:

l

l

l

NAVCOMPT Form 2213—Purchase
Order

NAVCOMPT Form 741—Certificate of
Disposition

NAVPERS 1730/9—Active Duty Navy
Senior Chaplain’s Annual Report 

All forms, other than the quarterly and annual
“Statements of Operations and Net Worth,”
MUST be either typed or filed out in permanent
blue, black, or blue-black ink. The use of ball-
point pens is acceptable. The quarterly and an-
nual “Statements of Operations and Net
Worth” MUST be typed.

ACCOUNTING APPLICATION

Certain requirements, guidelines, and pro-
cedures for chapel fund accounting have been
explained in the first part of this chapter. In the
remainder of this chapter and in Chapter 5, the
actual accounting procedures for a Command
Religious Program (CRP) chapel fund for a
3-month period (August and September
1980—fiscal year 1980— and, October
1980-fiscal year 1981) will be explained.
General information needed for this practice
application includes the following:

1. Name and address of command-Naval
Education and Training Program Development
Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3 .  C o m m a n d  c h a p l a i n  ( U n i t e d
Presbyterian)—John P. Jones, CDR, CHC,
USN.

4 .  A s s i s t a n t  c h a p l a i n  ( R o m a n
Catholic)—Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6 .  R o m a n  C a t h o l i c  a c c o u n t  c u s t o -
dian—Marvin R. Smithers, RPC, USN.
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Figure II-4-14.—Active Duty Navy Senior Chaplain’s Annual Report (NAVPERS 1730/9).
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7. Protestant account custodian—Alice L.
Ship, RP2, USN.

8. Purchase Order numbers—Roman
Catholic account numbers will begin with C-75
and Protestant account numbers will begin with
P-82.

9. Check numbers—will begin with number
522. In this practice application, complete
records will not be kept for a checking account.
However, checks will be issued and recorded as
required on the various forms.

10. Petty cash voucher numbers—will begin
with number 48.

11. August 1 beginning balances—Roman
Catholic account ($1,052.28); Protestant
account ($1,214.96); and, Composite Balance
($2,267.24).

Besides the above information, additional
guidance will be provided as needed to explain
all the transactions required for performing the
accounting procedures for this particular
application.

It should be noted that this application will
deal with a chapel fund which has two accounts,
Roman Catholic and Protestant. These two
account classifications were chosen because they
are the most commonly used throughout the
Navy, both ashore and at sea. Larger commands
may have other faith groups (a Jewish commu-
nity, for example) which may also be authorized
by the commanding officer to be a part of the
CRP chapel fund. The accounting procedures
do not change just because there may be
numerous accounts. It is important to remember
that there is only “one” chapel fund per com-
mand; but, there may be many accounts in-
cluded under this “one” fund.

The remainder of this chapter will be covered
on a day-to-day basis beginning with August 1,
1980 (fiscal year 1980). It is designed to provide
a “real life” feel for the daily routine in chapel
fund accounting.

NOTE: The addresses which will be used in
this practice application are fictitious. This
module is NOT designed to be used as a source
document for determining correct addresses. Be
sure to consult the proper manuals for accurate
addresses.

AUGUST 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month. If he has per-
formed the end-of-the-month transactions for
July in an efficient manner, then the main trans-
action that he must make is to start a new
Receipts and Expenditures Record. Refer to
figure II-4-15. An explanation of the numbered
entries in this figure is given below.

1. NAME OF COMMAND—the chapel
fund for the Naval Education and Training Pro-
g r a m  D e v e l o p m e n t  C e n t e r  ( N A V E D -
TRAPRODEVCEN) will be utilized for this
practice accounting application. The acronym
“NETPDC” is inserted in the space provided.

2. PERIOD—the month to be covered and
the fiscal year are listed in the spaces provided.

3. DATE—the number for the month and
the first calendar day of the month are entered
to start this record. The entry is 8/1 for August
1.

4. DESCRIPTION—for this first entry, the
words “BALANCE BROUGHT FORWARD”
should be entered.

5 .  R O M A N  C A T H O L I C  A C C O U N T
BALANCE—the balance ($1,052.28) that is car-
ried forward from July is entered here.

6 .  P R O T E S T A N T  A C C O U N T  B A L -
ANCE—the balance ($1,214.96) that is carried
forward from July is entered here.

7. COMPOSITE BALANCE—the balance
($2,267.24) that is carried forward from July is
entered here. NOTE: The COMPOSITE
BALANCE should always equal the total
amount of all of the accounts in the chapel fund.
Checking the totals after each entry will ensure
that accurate records are continuously main-
tained. An example follows:

AUGUST 3, 1980

Donations that are received as a part of a
religious service must be counted and recorded
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Figure II-4-15.
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on a Chapel Fund Receipt Voucher. An in-
dividual voucher should be filled out for each
service that is conducted as soon as possible
after the service has concluded. For the purpose
of this accounting application, only two services
are conducted at NAVEDTRAPRODEVCEN
on Sunday. The Roman Catholic service is at
0900 and the Protestant service is at 1030. If
services are held at other times during the week
and donations are received, then a Chapel Fund
Receipt Voucher must be filled out. Refer to
figures II-4-16 and II-4-17 for an example of a
Chapel Fund Receipt Voucher for a Roman
Catholic and a Protestant service.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
following monies:

This information is inserted in the spaces pro-
vided as illustrated in figure II-4-16. The re-
mainder of the voucher is filled out as needed. A
brief explanation of the remainder of this form
follows:

l COLLECTION—in this section, the date
and time of service, religious group conducting
the service, and the number of people in attend-
ance is inserted. An usher is usually assigned the
responsibility of counting the number of people
in attendance.

. O T H E R  R E C E I P T S — i s  u s e d  f o r
receipts that are not received as part of a regular

worship service collection. If this occurs, a
separate voucher would have to be filled out.
However, only one signature is required in the
“COUNTED BY” section along with the
signature of the account custodian. The rest of
the form is filled out as needed. For this practice
application, no receipts will be received from
sources other than regular religious service col-
lections.

. DEPOSITED—this section is filled out
when the funds are actually taken to the bank
and deposited. The date of the deposit and the
name of the person depositing the funds are
entered in the spaces provided. All funds should
be deposited the next day after they are received.
In this practice accounting application, this sec-
tion will be left blank.

l COMMENTS—in this section, any perti-
nent comments may be entered. For example:
the chaplain who conducted the worship service
may wish to know how many persons received
communion. Someone would have been
designated to count the number of com-
municants and the information would have been
inserted in this space. This space will be left
blank for most of the Chapel Fund Receipt
Vouchers in this practice application.

. COUNTED BY—two adults from the
Roman Catholic group will count the collection
to certify the amount and then will sign in the
spaces provided.

. CERTIFIED BY—the Roman Catholic
account custodian, RPC Marvin R. Smithers,
will recount the collection to certify that the
count of the two adults is correct and then will
sign in the space provided.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian, RP2 Alice L. Ship. The collection
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consisted of one check in the amount of $5.00
and the following monies:

This information is inserted in the spaces pro-
vided as illustrated in figure II-4-17. The re-
mainder of the voucher is filled out in the same
manner as previously explained in figure II-4-16.
Two adults from the Protestant group will count
the collection and sign the voucher. The voucher
will be certified by the Protestant account custo-
dian.

Receipts and Expenditures Record

The Roman Catholic and Protestant
accounts and the Composite Balance must be
brought up to date after the above collections
have been counted. Illustrated in figure II-4-18
are the steps needed to ensure that this is
accomplished. NOTE: Since this application is
dealing with daily transactions, this illustration
starts with Step 8. Steps 1 through 7 were shown
in figure II-4-15. For the remainder of this prac-
tice application, each succeeding step on the
Receipts and Expenditures Record will be con-
secutively numbered through the entire month
of August. An explanation follows for the
entries required for August 3, 1980.

8. DATE—enter 8/3 for August 3, 1980.

9.  DESCRIPTION—enter the words
“SUNDAY COLLECTIONS” to show the
source of these receipts.

10 .  ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the

collection from the Chapel Fund Receipt
Voucher which was $285.23.

11 .  ROMAN CATHOLIC ACCOUNT
BALANCE—add the $285.23 to the previous
balance ($1,052.28). The new balance is
$1,337.51.

1 2 .  P R O T E S T A N T  A C C O U N T  R E -
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $282.61.

13 .  PROTESTANT ACCOUNT BAL-
ANCE—add the $282.61 to the previous balance
($1,214.%). The new balance is $1,497.57.

14. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,337.51) and the PROTESTANT AC-
COUNT BALANCE ($1,497.57). The new
balance is $2,835.08. The figures are rechecked
to ensure that they are correct.

This double-check method will aid the chapel
fund administrator immensely. By performing a
continuous double check on the figures in the
Receipts and Expenditures Record, the ad-
ministrator can be reasonably certain that the
CRP chapel fund balance is accurate at all times.

AUGUST 4, 1980

Following the July 14 monthly meeting of
the Roman Catholic group’s advisory commit-
tee, the committee decided, after seeking the
advice of Chaplain Brown, to honor those
departing children who had served at Mass.
After conferring with the command chaplain,
the committee directed the Roman Catholic
account custodian to purchase 25 religious
medals at $3 each for a total expense of $75 from
the Ecumenical Bookstore, 119 Cotton Ave.,
Birmingham, Alabama 35211. These medals are
to be presented to the children during the last
month they attend the NETPDC chapel. RPC
Smithers, the account custodian, prepared a
Purchase Order (NAVCOMPT Form 2213) on
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Figure II-4-16.
Figure II-4-18.
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July 17, ordering the medals. The medals arrived
August 3, and it is time to perform all of the
steps to properly report the ordering and subse-
quent receipt of these medals. In order to
understand this transaction, the Purchase
Order (NAVCOMPT Form 2213) must first be
explained.

Purchase Order (NAVCOMPT Form 2213)

The Purchase Order (NAVCOMPT Form
2213) is a five-part form. The five parts are
dis tr ibuted  accord ing  to  the  fo l lowing
guidelines:

. PART 1 (White Copy)—this original
copy is sent to the vendor from which a purchase
is being made.

. PART 2 (Blue Copy)—is retained by a
designated bookkeeper.

l PART 3 (Green Copy)—is retained by
the account custodian until the goods are
received.

. PART 4 (Yellow Copy)—is retained with
Part 3 until the goods are received. This copy is
then retained by the person who will be using the
goods.

o PART 5 (Pink Copy)—is retained by a
designated purchasing agent.

The command chaplain, chapel fund admin-
istrator, and account custodians are primarily
concerned with Parts 1 and 3. Therefore, for this
practice accounting application, these will be the
only two parts discussed.

PART 1 (White Copy).—Figure II-4-19 illus-
trates the completed portion of the July 17 order
for the medals for the departing altar persons.
This portion of the form would be mailed to the
vendor. An explanation of the entries on this
form follows:

. Date—the date that the Purchase Order is
actually prepared is entered in the space pro-
vided. The entry is July 17, 1980.

l Purchase Order No.—this is the 75th
Purchase Order number used by the Roman
Catholic account for the fiscal year. The entry is
C-75. NOTE: When the account custodian
prepares a Purchase Order and assigns a Pur-
chase Order number, then that number cannot
be used again for the rest of the fiscal year.
When posting Purchase Order transactions to
the receipts and Expenditures Record, it may
seem that the numbers are being entered out of
sequence. This occurs because goods or services
are not paid for out of the chapel fund or logged
on the Receipts and Expenditures Record until
they are actually received. A number of Pur-
chase Orders for which the goods or services
have not been received may be outstanding
followed by a Purchase Order for which the
funds are immediately expended. When funds
are expended, an entry must be made in the
Receipts and Expenditures Record to show the
expenditure. Through the remainder of this
chapter and the next, there will be occasions
when the sequence of Purchase Orders appears
to be out of order. This is a normal occurrence
in chapel fund accounting.

l From—the name of the account custo-
dian and the complete address of the command
is entered here. The entry is RPC Marvin R.
Smithers, NAVEDTRAPRODEVCEN Chapel
Fund Roman Catholic Account Custodian,
Pensacola, Florida 32509.

l To—the name of the company (vendor)
from which the goods or services are being pur-
chased; and, the address of the company/vendor
is entered in this space. This entry is Ecumenical
Bookstore, 119 Cotton Avenue, Birmingham,
Alabama 35211.

l Deliver To—the address to which the
custodian wants the goods or services delivered
upon receipt is entered in the space provided.
The entry is NETPDC (Code CH).

l Quantity—the number of items that are
ordered is entered here. If more than one type of
item is ordered on a Purchase Order, the
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account custodian must enter additional items
on the next and succeeding lines. For example:

The entry for this Purchase Order is 25.

l Description—an identification number,
if there is one, and a brief description of the item
is entered in this space. The entry is #4676521
Religious Medals.

. Unit—the ordering unit that is being pur-
chased is entered in this space. The entry is Each
or EA. A few other examples of what may
appear in this space with their unit issue abbre-
viations are:

Gross (CR) Box (BX)
Package (PC) Dozen (DZ)
Book (BK) Set (SE)
Pair (PR) Bundle (BD)

l Unit Price—the price for each unit is
entered here. The entry is $3.00.

. Amount—the total cost of the order is
entered in this column. The entry is $75.00. This
is figured by multiplying the quantity times the
unit price.

. Date Required—the latest date that the
account custodian will accept delivery of the
order is entered in this space. The account custo-
dian ensures that enough time is allowed for the
vendor to fill the order. The entry is August 15,
1980.

. Signature of Authorized Represen-
tative—the account custodian, RPC M. R.
Smithers, signs his name in the space provided to
authorize any expenditure from the group’s
account. It is important to note again that the
commanding officer actually has control over
any fund aboard the command and it is actually
under this authority that expenditures are

authorized. However, the commanding officer
normally delegates this authority to the account
custodian of each designated religious group
within the Command Religious Program.
Therefore, for the rest of this practice account-
ing application, it may be assumed that each
account custodian has been granted the author-
ity to expend funds in accordance with the
wishes of each particular religious group or
category. The membership of advisory commit-
tees or councils will reflect the opinion of the
particular group or religious category that they
represent; and these organizations will advise the
account custodian in regard to the group’s
desires.

. Total Expenditure—this is the total
amount of the Purchase Order and provides a
convenient place for the chapel fund adminis-
trator to initial the Purchase Order which indi-
cates that there are sufficient funds in the
account to cover the cost of the goods or serv-
ices. The entry is Total Expenditure, $75.00,
MRS (chapel fund administrator initials).

This completes the required entries for Part 1
of a Purchase Order. Some commands may re-
quire that certain additional information be
included on this form. However, regardless of
the information that is required, the account
custodian, chapel fund administrator, and com-
mand chaplain must ensure that the funds do
exist for the merchandise desired. To ensure
continuity, the chapel fund administrator will
forward all Purchase Order requests to the com-
mand chaplain for information and/or approval
purposes.

PART 3 (GREEN COPY).—Figure II-4-20
illustrates the completed portion of the July 17
order for the medals and the August 3 Receiving
Clerk portion acknowledging the receipt of the
medals. The top half of this form is almost iden-
tical to Part 1 in figure II-4-19. The only dif-
ference is that a Quantity Received column is
contained on Part 3. This column is inserted so
that the account custodian can enter the number
of items received in the space provided. This
number should equal the number in the Quantity
column. The account custodian counted the
medals received on August 3 and the number
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was 25. The entry required is 25. Since a check
of the Quantity column shows that 25 items were
ordered, then this order can be authorized for
payment if the merchandise was not damaged in
shipping. A brief explanation of the bottom half
of Part 3 of the Purchase Order follows:

l Date—the date that the goods or services
were actually received and the statement,
Authorized for Payment, is inserted in the space
provided. The entry is August 3, 1980 Author-
ized for Payment. When the account custodian
enters this authorization, he is saying that the
medals were received as requested and that none
of the goods was damaged.

. Signature and Printed Name of Person
Receiving Material—the account custodian will
sign and print his name in the space provided.

After the account custodian has made the re-
quired entries on Part 3, he will submit all sup-
porting evidence, including the vendor’s invoice
attached to Part 3 of the Purchase Order, to the
chapel fund administrator for payment. For the
rest of this chapter and the next, Purchase
Orders will not be explained in as much detail.
Refer back to this portion for guidance if
necessary. For the sake of clarity, Part 3 will be
the only part of the Purchase Order that will be
utilized for explanation purposes.

Checking Account

After the chapel fund administrator receives
Part 3 of the Purchase Order from the account
custodian with the authorization to pay on the
form, he then writes a check to the vendor for
the total amount of the Purchase Order. RPC
Smithers is also the administrator for the NET-
PDC chapel fund as well as the Roman Catholic
account custodian. He wrote a check in the
amount of $75 for the medals to the Ecumenical
Bookstore. A sample check is shown in figure
II-4-21. The NETPDC chapel fund started the
fiscal year with check number 1 and has subse-
quently written 521 checks to date. The check
number for this transaction will be number 522.

The current balance of the chapel fund
checking account reflects the combined total of
all of the money in the individual religious

group accounts of those authorized to be
members of the chapel fund. For the purpose of
this accounting application, there are two
accounts: Roman Catholic and Protestant. The
current balance in the chapel fund checking
account, added to the $50 in the petty cash fund,
should always equal the latest COMPOSITE
BALANCE in the Receipts and Expenditures
Record. For this accounting application, check-
ing account functions will not be performed
other than the issuing of checks and posting the
check numbers as required. However, it is im-
portant to remember that the chapel fund
administrator must maintain an accurate and
up-to-date checking account as well as a concise
Receipts and Expenditures Record.

Receipts and Expenditures Record

The information must be posted to the
Receipts and Expenditures Record to show the
purchase of the medals from the Roman
Catholic account. Figure II-4-22 illustrates the
steps that should be taken to bring this account
up to date. Following is a brief explanation of
each step:

15. DATE—enter 8/4 for August 4, 1980.
16. DESCRIPTION—enter the words

“ECUMENICAL BOOKSTORE” to reflect
that a transaction was made with this company.

17. CHECK NO.—enter the check number
that was issued to the Ecumenical Bookstore to
cover the cost of the medals. The check number
for this transaction is 522.

18. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-75.

19. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the expend-
iture for the medals from the checkbook and
the Purchase Order. The amount is $75.

20 .  ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $75 from the previous
balance ($1,337.51). The new balance is
$1,262.51.

21 .  PROTESTANT ACCOUNT BAL-
ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,497.57) forward to the next
line. By bringing forward the balance of an
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unaffected account each time an entry is made,
the chapel fund administrator can check the
figures more easily after each transaction.

22. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,262.51) and the PROTESTANT AC-
COUNT BALANCE ($1,497.57). The new
balance is $2,760.08. Remember to check the
figures.

Either or both of the foregoing procedures may
be utilized to ensure that the figures are
accurate. After the entries have been completed
on the Receipts and Expenditures Record, there
is one final thing that must be done. The COM-
POSITE BALANCE in the Receipts and Expen-
ditures Record must be cross-checked with the
latest balance in the checkbook to ensure that
the figures are accurate. Since the records for a
complete checking account are not being main-
tained for this practice accounting application, it
may be assumed that all the entries on the
Receipts and Expenditures Record in the COM-
POSITE BALANCE column equal the sum of
the latest checkbook figure plus the $50 in the
petty cash fund.

This completes the required steps for posting
the purchase of the religious medals. A brief
summary should help clear up any problem
areaa. Part 1 of the Purchase Order (NAV-
COMPT Form 2213) will not be mentioned in
this summary since it would have been mailed to
the vendor on the day that it was prepared (July
17, 1980).

. Purchase Order (Part 3)—after the mer-
chandise arrives, the Roman Catholic account
custodian should perform the following steps:

a. Check the shipment for damaged
goods.

b. Count the items in the shipment to
make sure that the number ordered coincides
with the number received.

c. After verifying that the goods were
not damaged and the shipment matched what
was ordered, the account custodian dates the
bottom half of the Part 3 and enteres the words
“Authorized for Payment” on the form and
gives Part 3 to the chapel fund administrator.

. Checking Account—after receiving the
“Authorized for Payment” Part 3, the chapel
fund administrator should take the following
steps:

a. Issue and mail a check to the company
from which the goods were ordered.

b. Post the check and subtract the
amount of this check from the previous balance
in the checkbook.

. Receipts and Expenditures Record—after
issuing the check, the chapel fund administrator
should take the following steps:

a. Post all the required entries to the
account which is affected by this transaction.

b. Compute the new balance for the
affected account.

c. Carry forward the last balance of the
account not affected by this transaction.

d. Figure the new composite balance by
adding the Roman Catholic account balance to
the Protestant account balance.

e. Compare the new composite balance
with the latest balance in the checkbook. If they
are the same after adding the $50 in the petty
cash fund to the latest checkbook balance, then
the chapel fund administrator is ready for the
next transaction.

AUGUST 7, 1980

The Protestant advisory council held a
luncheon today for the prospective Sunday
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school teachers. The luncheon was funded out
of the Protestant account of the NETPDC
chapel fund. The Purchase Order illustrated in
figure II-4-23 provides the accounting data
needed for this transaction. The Purchase Order
in this figure is very similar to the one illustrated
in figure II-4-22. Two of the major differences
are that the Purchase Order was prepared the
same day that the luncheon was held; and, this
latter purchase did not involve a purchase of
goods to be used at a later date. This poses a
question; “Why fill out a Purchase Order when
goods are not being ordered from a vendor?”
There is a good explanation for this procedure.
By issuing a Purchase Order for every expendi-
ture, the chapel fund administrator has to initial
the form indicating that there are sufficient
funds in the particular account to cover the ex-
penditure and this ensures that overspending
does not occur. After the chapel fund adminis-
trator initials the Purchase Order in this latter
transaction for the luncheon, the procedures are
identical to the steps explained for the August 4,
1980 transaction for the Roman Catholic
account.

For the remainder of this chapter and the
next, an explanation will not be given for all
transactions. The accounting data will be sup-
plied along with the step-by-step entries required
on the Receipts and Expenditures Record. Refer
to this section or the preceding sections for
clarification when necessary.

Checking Account

Figure II-4-24 shows the check issued for
payment of the luncheon.

Receipts and Expenditures Record

Just as was done with the purchase of the
medals in the Roman Catholic account trans-
action, the cost of the luncheon must be posted
to the Receipts and Expenditures Record. Figure
II-4-25 illustrates the steps needed to bring the
Protestant acccount up to date. Following is a
brief explanation of each step:

23. DATE—enter 8/7 for August 7, 1980.
24. DESCRIPTION—enter the words

“CMO CLUB” to reflect that a transaction was
made with the club.

25. CHECK NO.—enter the check number
that was issued to the CMO Club to pay for the
luncheon. The check number for this transaction
is 523.

26. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is P-82.

27 .  ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Catholic account
was not affected by this transaction, simply
bring the previous balance ($1,262.51) forward
to the next line.

2 8 .  P R O T E S T A N T  A C C O U N T  E X -
PEND.—enter the total amount of the
expenditure for  the  luncheon f rom the
checkbook and the Purchase Order. The
amount is $142.51.

29 .  PROTESTANT ACCOUNT BAL-
ANCE—subtract the $142.51 from the previous
balance ($1,497.57). The new balance is
$1,355.06.

30. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,262.51) and the PROTESTANT AC-
COUNT BALANCE ($1,355.06). The new
balance is $2,617.57. Check the figures again.

AUGUST 10, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the appropriate account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
monies illustrated in figure II-4-26.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies
illustrated in figure II-4-27.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
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illustrated in figure II-4-28. A brief explanation
follows:

31. DATE—enter 8/10 for August 10, 1980.
32. DESCRIPTION—enter the words

“SUNDAY COLLECTIONS” to show the
source of these receipts.

33 .  ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $221.18.

34 .  ROMAN CATHOLIC ACCOUNT
BALANCE—add the $221.18 to the previous
balance ($1,262.51). The new balance is
$1,483.69.

3 5 .  P R O T E S T A N T  A C C O U N T  R E -
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $250.85.

36 .  PROTESTANT ACCOUNT BAL-
ANCE—add the $250.85 to the previous balance
($1,355.06). The new balance is $1,605.91.

37. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,483.69) and the PROTESTANT AC-
COUNT BALANCE ($1,605.91). The new
balance is $3,089.60.

AUGUST 11, 1980

In their monthly meeting of July 14, the
Protestant advisory council voted unanimously,
after seeking guidance from Chaplain Jones, to
purchase gifts for those members of the Protes-
tant group who had contributed significantly to
the attainment of the goals of the Command
Religious Program. The council set up stringent
guidelines concerning nominations for these
awards. It was decided by the council to present
Bibles to the honorees. The Protestant account
custodian placed an order for the Bibles on July
24 and they arrived on August 11. It is time to
take the necessary steps to pay for this purchase.

Purchase Order (Part 3)

The Protestant account custodian checked
the shipment to ensure that the merchandise was
not damaged and that the number of Bibles
received coincided with the number ordered.

After verifying that the order was acceptable,
RP2 Ship dated the Purchase Order (Part 3) and
stated that payment could be made. Figure
II-4-29 illustrates this transaction.

Checking Account

Figure II-4-30 shows the check issued for
payment of the Bibles.

Receipts and Expenditures Record

The steps required to bring the Protestant ac-
count up to date are illustrated in figure II-4-31.
A brief explanation follows:

38. DATE—enter 8/11 for August 11, 1980.

39. DESCRIPTION—enter the words
“ECUMENICAL BOOKSTORE” to reflect
that a transaction was made with this company.

40. CHECK NO.—enter the check number
that was issued to the Ecumenical Bookstore to
cover the cost of the Bibles. The check number
for this transaction is 524.

41. P.O. NO.—enter the Purchase Order
number that was issued for this transaction. The
Purchase Order number for this transaction is
P-81. NOTE: Earlier in this chapter, it was ex-
plained that there may be occasions when the
Purchase Order numbers may appear to be out
of sequence. Look at the 8/7 entry (CMO
CLUB) on the Receipts and Expenditures
Record; the P.O. NO. is P-82 for that entry.
This occurred because an immediate payment
was made to the CMO Club and Purchase Order
number P-81 was outstanding at that time.
Payments are not made until goods or services
are actually received. The Purchase Order
numbers are not out of sequence, so don’t be
alarmed when this occurs.

42 .  ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Catholic account
was not affected by this transaction, simply
bring the previous balance ($1,483.69) forward
to the next line.

4 3 .  P R O T E S T A N T  A C C O U N T  E X -
PEND.—enter the total amount of the expend-
iture for the Bibles from the checkbook and the
Purchase Order. This amount is $63.
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44.  PROTESTANT ACCOUNT BAL-
ANCE—subtract the $63 from the previous
balance ($1,605.91). The new balance is
$1,542.91.

45. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
( $ 1 , 4 8 3 . 6 9 )  a n d  t h e  P R O T E S T A N T
ACCOUNT BALANCE ($1,542.91). The new
balance is $3,026.60.

AUGUST 15, 1980

Today was a Holy Day of Obligation for
Roman Catholics. A service was conducted at
1200 in the NETPDC chapel. However, a collec-
tion was not taken at the service; therefore, no
entry is required in the Receipts and Expend-
itures Record.

During the monthly meeting of the Roman
Catholic advisory committee on August 11, it
was decided that a donation in the amount of
$200 would be made to the local chapter of the 
Little Sisters of the Poor.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number C-76 to docu-
ment this donation. Figure II-4-32 shows an
illustration of this transaction.

Checking Account

Figure II-4-33 shows the check issued to the
Little Sisters of the Poor.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic account up to date are illustrated in
figure II-4-34. A brief explanation follows:

46. DATE—enter 8/1 5 for August 15, 1980.

47. DESCRIPTION—enter the words
“LITTLE SISTERS OF THE POOR” to show
that a donation was made to that group.

48. CHECK NO.—enter the check number
that was issued to the Little Sisters of the Poor
for this donation. The check number for this
transaction is 525.

49. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-76.

50. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the donation
to the Little Sisters of the Poor from the
checkbook and Purchase Order. The amount is
$200.

51 .  ROMAN CATHOLIC ACCOUNT
BALANCE—Subtract the $200 from the
previous balance ($1,483.69). The new balance is
$1,283.69.

52 .  PROTESTANT ACCOUNT BAL-
ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,542.91) forward to the next
line.

53. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,283.69) and the PROTESTANT AC-
COUNT BALANCE ($1,542.91). The new
balance is $2,826.60.

AUGUST 16, 1980

During the monthly meeting of the Protes-
tant advisory council on August 11, it was
decided that a donation in the amount of $100
would be made to the Escambia Boys and Girls
Sheriff’s Ranch.

Purchase Order (Part 3)

The Protestant account custodian issued
Purchase Order number P-83 to document this
donation. Figure II-4-35 shows an illustration of
this transaction.

Checking Account

Figure II-4-36 shows the check issued to the
Escambia Boys and Girls Sheriff’s Ranch.

Receipts and Expenditures Record

The steps required to bring the Protestant
account up to date are illustrated in figure
II-4-37. A brief explanation follows:

54. DATE—enter 8/16 for August 16, 1980,
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55. DESCRIPTION—enter the words
“ESCAMBIA SHERIFF’S RANCH” to show
that a donation was made to that organization.

56. CHECK NO.—enter the check number
that was issued to the Escambia Boys and Girls
Sheriff’s Ranch for this donation. The check
number for this transaction is 526.

57. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is P-83.

58 .  ROMAN CATHOLIC ACCOUNT
BALANCE—since the Roman Cathoiic account
balance was not affected by this transaction,
simply bring the previous balance ($1,283.69)
forward to the next line.

5 9 .  P R O T E S T A N T  A C C O U N T  E X -
PEND.—enter the total amount of the donation
to the Escambia Boys and Girls Sheriff’s Ranch
from the checkbook and the Purchase Order.
The amount is $100.

60 .  PROTESTANT ACCOUNT BAL-
ANCE—subtract the $100 from the previous
balance ($1,542.91). The new balance is
$1,442,91.

61. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,283.69) and the PROTESTANT AC-
COUNT BALANCE ($1,442.91). The new
balance is $2,726.60.

AUGUST 17, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
monies illustrated in figure II-4-38.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies
illustrated in figure II-4-39.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in figure II-4-40. A brief explanation
follows:

62. DATE—enter 8/17 for August 17, 1980.
63. DESCRIPTION—enter the words

“SUNDAY COLLECTIONS” to show the
source of these receipts.

64 .  ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $325.10.

65 .  ROMAN CATHOLIC ACCOUNT
BALANCE—add the $325.10 to the previous
balance ($1,283.69). The new balance is
$1,608.79.

6 6 .  P R O T E S T A N T  A C C O U N T  R E -
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $302.46.

67 .  PROTESTANT ACCOUNT BAL-
ANCE—add the $302.46 to the previous balance
($1,442.91). The new balance is $1,745.37.

6 8 .  C O M P O S I T B A L A N C E — a d d  t h e
ROMAN CATHOLIC ACCOUNT BALANCE
($1,608.79) and the PROTESTANT AC-
COUNT BALANCE ($1,745.37). The new
balance is $3,354.16.

AUGUST 20, 1980

The Roman Catholic advisory committee
held a meeting last night concerning the damage
that St. Leo’s Orphanage sustained in a recent
fire. The committee voted to make a donation of
$200 to this orphanage.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number c-77 to docu-
ment this donation. Figure II-4-41 illustrates this
transaction.

Checking Account

Figure II-4-42 shows the check issued to St.
Leo’s Orphanage.
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Receipts and Expenditures Record

The steps required to bring the Roman
Catholic account up to date are illustrated in
figure II-4-3. A brief explanation follows:

69. DATE—enter 8/20 for August 20, 1980.
70. DESCRIPTION—enter the words “ST.

LEO’S ORPHANAGE” to show that a dona-
tion was made to that organization.

71. CHECK NO.—enter the check number
that was issued to St. Leo’s Orphanage for this
donation. The check number for this transaction
is 527.

72. P.O. NO.—enter the Purchase Order
number that was used for this transaction. The
Purchase Order number is C-77.

73. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the donation
to St. Leo’s Orphanage from the checkbook and
the Purchase Order. The amount is $200.

7 4 .  R O M A N  C A T H O L I C  A C C O U N T
BALANCE—subtract the $200 from the
previous balance ($1,608.79). The new balance is
$1,408.79.

75 .  PROTESTANT ACCOUNT BAL-
ANCE—since the Protestant account was not
affected by this transaction, simply bring the
previous balance ($1,745.37) forward to the next
line.

76. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,408.79) and the PROTESTQANT AC-
COUNT BALANCE ($1,745.37). Thr new
balance is $3,154.16.

AUGUST 24, 1980

Sunday services were conducted on this date.
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
monies illustrated in figure II-4-44.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies’
illustrated in figure II-4-45.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in figure II-4-46. A brief explanation
follows:

77. DATE—enter 8/24 for August 24, 1980.
78. DESCRIPTION—enter the words

“SUNDAY COLLECTIONS” to show the
source of these receipts.

79 .  ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $241.

80 .  ROMAN CATHOLIC ACCOUNT
BALANCE—add the $241 to the previous
balance ($1,408.79). The new balance is
$1,649.79.

8 1 .  P R O T E S T A N T  A C C O U N T  R E -
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $271.15.

82 .  PROTESTANT ACCOUNT BAL-
ANCE—add the $271.15 to the Previous balance
($1,745.37). The new balance is $2,016.52.

83. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,649.79) and the PROTESTANT AC-
COUNT BALANCE ($2,016.52). The new
balance is $3,666.31.

AUGUST 29, 1980

The Roman Catholic and Protestant groups
purchase flowers for the Sunday services from
Pretty Florist. They divide the cost of the
flowers equally between each account. Pretty
Florist has agreed to provide the flowers at a cost
of $20 per Sunday and does not require a Pur-
chase Order in advance. This agreement has
been in effect for the current fiscal year and is
renegotiable each year. As a matter of routine,
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the Roman Catholic and Protestant chapel fund
custodians submit a Purchase Order to the
chapel fund administrator on the last Friday of
the month authorizing payment of the flowers.
There are five Sundays in August, so the total
cost of the flowers if $100.

Purchase Order (Part 3)

The Roman Catholic account custodian
issued Purchase Order number C-78 for $50
(figure II-4-47) and the Protestant account
custodian issued Purchase Order number P-84
for $50 (figure II-4-48) to document this trans-
action.

Checking Account

Figure II-4-49 shows the check issued to
Pretty Florist.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in figure II-4-50. A brief explanation
follows:

84. DATE—enter 8/29 for August 29, 1980.
85. DESCRIPTION—enter the words

“PRETTY FLORIST” to reflect that a trans-
action was made with this company.

86. CHECK NO.—enter the check number
that was issued to Pretty Florist to cover the cost
of the flowers. The check number for this
transaction is 528.

87. P.O. NO.—enter the Purchase Order
numbers that were used for this transaction. The
Purchase Order numbers are C-78 and P-84.

88. ROMAN CATHOLIC ACCOUNT EX-
PEND.—enter the total amount of the expend-
iture for the flowers from the Purchase Order
(C-78). This amount is $50.

89 .  ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $50 from the previous
balance ($1,649.79). The new balance is
$1,599.79.

9 0 .  P R O T E S T A N T  A C C O U N T  E X -
PEND.—enter the total amount of the
expenditure for the flowers from the Purchase
Order (P-84). This amount is $50.

91 .  PROTESTANT ACCOUNT BAL-
ANCE—subtract the $50 from the previous
balance ($2,016.52). The new balance is
$1,966.52.

92. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,599.79) and the PROTESTANT AC-
COUNT BALANCE ($1,966.52). The new
balance is $3,566.31.

AUGUST 31, 1980

Sunday services were conducted on this date..
The collections were turned over to the chapel
fund administrator after being counted and
verified by the Roman Catholic and Protestant
account custodians.

Roman Catholic Service

The collection was counted by two adults
and certified by the Roman Catholic account
custodian. The collection consisted of the
monies illustrated in figure II-4-51.

Protestant Service

The collection was counted by two adults
and certified by the Protestant account custo-
dian. The collection consisted of the monies
illustrated in figure II-4-52.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in figure II-4-53. A brief explanation
follows:

93. DATE—enter 8/31 for August 31, 1980.
94. DESCRIPTION—enter the words

“SUNDAY COLLECTIONS” to show the
source of these receipts.

95 .  ROMAN CATHOLIC ACCOUNT
RECEIPTS—enter the total amount of the col-
lection from the Chapel Fund Receipt Voucher
which was $299.50.

96 .  ROMAN CATHOLIC ACCOUNT
BALANCE—add the $299.50 to the previous
balance ($1,599.79). The new balance is
$1,899.29.
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9 7 .  P R O T E S T A N T  A C C O U N T  R E -
CEIPTS—enter the total amount of the collec-
tion from the Chapel Fund Receipt Voucher
which was $309.12.

98 .  PROTESTANT ACCOUNT BAL-
ANCE—add the $309.12 to the previous balance
($1,966.52). The new balance is $2,275.64.

99. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,899.29) and the PROTESTANT AC-
COUNT BALANCE ($2,275.64). The new
balance is $4,174.93.

CLOSING ENTRIES (AUGUST 31, 1980)

It is now time to make all the closing entries
for the month of August. The first procedure
that must be performed is to replenish the petty
cash fund.

Petty Cash Voucher

The chapel fund administrator must attach
all supporting invoices and receipts to each Petty
Cash Voucher upon surrendering them to the
Roman Catholic and Protestant account custo-
dians for payment. On each Petty Cash
Voucher, the chapel fund administrator writes
the word “Paid” followed by the date and the
number of the check which will be used to make
the replenishment to the chapel fund. Figures
II-4-54, II-4-55, and II-4-56 show the Petty Cash
Vouchers which were charged to the Roman
Catholic and Protestant accounts for the month
of August.

Purchase Order (Part 3)

Each of the account custodians who
authorized the withdrawal of money from the
petty cash fund prepares a Purchase Order for
the amount that was charged to their individual
accounts. The Roman Catholic account custo-
dian prepares a Purchase Order for $18.92 which
is the amount that was charged to his account
for the month. Figure II-4-57 illustrates this Pur-
chase Order. The Protestant account custodian
prepares a Purchase Order for $21.46 which is
the amount that was charged to her account for
the month. Figure II-4-58 illustrates this Pur-
chase Order.

Checking Account

Figure II-4-59 shows the check issued to the
NETPDC chapel fund administrator. This check
is issued for the total amount of the Purchase
Orders ($40.38) shown in figures II-4-57 and
II-4-58 for the Roman Catholic ($18.92) and
Protestant ($21.46) accounts.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
illustrated in figure II-4-60. A brief explanation
follows:

100. DATE—enter 8/31 for August 31,
1980.

101. DESCRIPTION—enter the words
“REPLENISH PETTY CASH” to show that
this fund is being reimbursed by the Roman
Catholic and Protestant account custodians.

102. CHECK NO.—enter the check number
that was issued to the NETPDC Chapel Fund
Administrator to replenish the petty cash fund.
The check number for this transaction is 529.

103. P.O. NO.—enter the Purchase Order
numbers that were used for this transaction. The
Purchase Order numbers are C-79 and P-85.

104. ROMAN CATHOLIC ACCOUNT
EXPEND.—enter the total amount of the petty
cash expenditure for the month from the Pur-
chase Order (C-79). This amount is $18.92.

105. ROMAN CATHOLIC ACCOUNT
BALANCE—subtract the $18.92 from the
previous balance ($1,899.29). The new balance is
$1,880.37.

106 .  PROTESTANT ACCOUNT EX-
PEND.—enter the total amount of the petty
cash expenditure for the month from the Pur-
chase Order (P-85). This amount is $21.46.

1 0 7 .  P R O T E S T A N T A C C O U N T
BALANCE—subtract the $21.46 from the
previous balance ($2,275 .64). The new balance is
$2,254.18.

108. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,880.37) and the PROTESTANT AC-
COUNT BALANCE ($2,254.18). The new
balance is $4,134.55.
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The next thing that the chapel fund admin-
istrator must do is to total all the figures for the
month on hte Receipts and Expenditures
Record. This is where RPC Smithers must check
his work throughly so he can start off the
next month’s records without difficulty. Refer
to figure II-4-61 for an explaination of the
following entries:

109. DATE—enter 8/31 for August 31,
1980.

110. DESCRIPTION—enter the word
“TOTAL” to show that the figures for the
month of August are being checked by the
chapel fund administrator.

111. ROMAN CATHOLIC ACCOUNT
RECEIPTS—add all the receipts for the month.
This total is $1,372.01.

112. ROMAN CATHOLIC ACCOUNT
EXPEND.-–add all the expenditures for the
month. This total is $543.92.

113. ROMAN CATHOLIC ACCOUNT
BALANCE—add all the total receipts for the
month ($1.372.01) to the beginning balance of
August 1, 1980 ($1,052.08). The total of these
two amounts is $2,424.29. Subtract the total ex-
penditures for the month ($543.92) from the
$2.424.29. The difference of these two amounts
is $1,880.37. This figure should equal the
ROMAN CATHOLIC ACCOUNT BALANCE
of the last entry of the month in which petty cash
was replenished. The following arithmetic func-
tions summarize this procedure:

114. PROTESTANT ACCOUNT RE-
CEIPTS—add all the receipts for the month.
This total is $1,416.19.

115. PROTESATANT ACCOUNT EX-
PEND—add al the expenditures for the
month. This total is $376.97.

116. PROTESTAANT ACCOUNT BAL-
ANCE-–add the total receipts for the month
($1,416.19) to the beginning balance of August
1, 1980 ($1,214.96). The total of these two
amounts is ($2,631.15). Subtract the total
expenditures for the month ($376.97) from the
$2,631.15. The difference between these two
amounts is $2,254.18. This figure should equal
the PROTESTANT ACCOUNT BALANCE of
the last entry of the month in which petty cash
was replenished. The following arithmetic func-
tions summarize this procedure:

117. COMPOSITE BALANCE—add the
ROMAN CATHOLIC ACCOUNT BALANCE
($1,880.37) and the PROTESTANT AC-
COUNT BALANCE ($2,254.18). The total is
$4.134.55. This figure should equal the COM-
POSITE BALANCE of the last entry of the
month in which petty cash was replenished.
CHECK THE WORK AGAIN TO BE SURE IT
IS ACCURATE!

One final entry is needed in the Receipts and
Expenditures Record to close out the books for
August. Refer to figure II-4-62 for an explana-
tion of the following entries:

118. DATE—enter 8/31 for August 31,
1980.

119. DESCRIPTION—enter the words
“BALANCE FORWARD” to show that certain
figures are being carried forward to the next
month.

120. ROMAN CATHOLIC ACCOUNT
BALANCE—simply bring the $1.880.37 for-
ward from the previous line.

121. PROTESTANT ACCOUNT BAL-
ANCE—-simply bring the $2,254.18 forward
from the previous line.
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122. COMPOSITE BALANCE—simply
bring the $4,134.55 forward from the previous
line.

The ROMAN CATHOLIC ACCOUNT
BALANCE ($1,880.37), the PROTESTANT
ACCOUNT BALANCE ($2,254.18), and the
COMPOSITE BALANCE ($4,134.55) are the
only figures that need to be carried forward to
September since all receipts and expenditures
have already been added and subtracted from
the accounts as they occurred during the month.

SUMMARY

In this chapter, the accounting cycle for 1
full month for a Command Religious Program

chapel funf has been explained. Figure II-4-63
shows a completed Receipts and Expenditures
Record for the transactions that were explained
in this chapter. Keep in mind that chapel fund
accounting is not difficult, but it does involve
close scrutiny from the command chaplain,
chapel fund administrator, and the individual
account custodians at all times.

The next chapter covers the accounting pro-
cedures for September and October and will
involve basically the same format as this
chapter. However, not as much detail will be
given for individual transactions. Also, a
number of new forms will be introduced to illus-
trate how to submit required data for quarterly
and yearly summations of chapel fund financial
transactions.
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CHAPTER 5

CHAPEL FUND ACCOUNTING (PART 2)

The accounting procedures for a Command
Religious Program (CRP) chapel fund for
1 month were covered in the preceding chapter.

A completed Receipts and Expenditures Record
is shown in figure II-5-1 summarizing the trans-
actions for the month of August 1980 (fiscal year

1980). This chapter will be a continuation of the
transactions for September 1980 (fiscal year
1980) and October 1980 (fiscal year 1981) for the

same chapel fund.

After making the closing entries on the
Receipts and Expenditures Record for the

month of September, the quarterly and annual
Statements of Operations and Net Worth will be
explained. These two reports provide a summary
of the monetary transactions of the fund and in-
dicate the net worth of the fund at the close of
the quarter and fiscal year.

The format for this chapter will be the same
as for the last chapter. Transactions will be ex-
plained on a day-to-day basis as they occurred
during the month of September. However, the
transactions will not be explained in as much
detail as in the previous chapter, and the trans-
actions for October will be given in an abbrevi-
ated format.

ACCOUNTING APPLICATION
(SEPTEMBER)

Before proceeding to the daily transactions
for the month of September 1980 (fiscal year
1980), a short review is provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development

Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian)—John P. Jones, CDR, CHC, USN.

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—
Marvin R. Smithers, RPC, USN.

7. Protestant account custodian—Alice L.
Ship, RP2, USN.

Additional guidelines or requirements will be
explained as needed during the course of
September’s daily transactions.

SEPTEMBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month. After
thoroughly checking the transactions for the
month of August, he starts a new Receipts and
Expenditures Record for the month of Sep-
tember as shown in figure II-5-2. The beginning
balances shown in the ROMAN CATHOLIC
ACCOUNT ($1,880.37), the PROTESTANT
ACCOUNT ($2,254.18), and the COMPOSITE
BALANCE ($4,134.55) are brought forward
from the “8/31 Balance Forward” line of the
Receipts and Expenditures Record for the
month of August shown in figure II-5-1.
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SEPTEMBER 7, 1980

The collections for the Sunday services were
counted by two adults from each religious group
(Roman Catholic and Protestant) and certified
by their respective account custodians (Roman
Catholic—RPC Marvin R. Smithers; and Prot-
estant—RP2 Alice L. Ship). Figures II-5-3 and
II-5-4 show the breakdown of the monies col-
lected. The entry required to bring the Receipts
and Expenditures Record up to date is shown in

check issued by the chapel fund administrator to
pay for the medals. The entry required to bring
the Receipts and Expenditures Record up to date
is shown in figure II-5-15.

SEPTEMBER 21, 1980

The collections for the Sunday services were
counted by two adults from each religious group

figure II-5-5. and certified by their respective account custo-

SEPTEMBER 14, 1980

dians. Figures II-5-16 and II-5-17 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-18.

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians. Figures II-5-6 and II-5-7 show the break-
down of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-8.

SEPTEMBER 17, 1980

The Roman Catholic Advisory Committee
and Protestant Advisory Council held a working
luncheon today to discuss the setting of goals for
the Command Religious Program for fiscal year
1981. The Roman Catholic and Protestant ac-
counts were charged the amounts indicated on
the Purchase Orders illustrated in figures II-5-9
and II-5-10 to pay for the luncheon. A check was
issued by the chapel fund administrator to cover
this expense and is shown in figure II-5-11. The
entry required to bring the Receipts and Espend-
itures Record up to date is shown in figure
II-5-12.

SEPTEMBER 18, 1980

A shipment of religious medals that was
ordered from the Ecumenical Bookstore arrived
today. Figure II-5-13 shows the Purchase Order
for this transaction; figure II-5-14 shows the

SEPTEMBER 26, 1980

As indicated in Chapter 4, the Roman
Catholic and Protestant groups purchase
flowers from Pretty Florist at a cost of $20 per
Sunday. The cost of the flowers is divided
equally between each account and is paid on the
last Friday of the month. There are four Sun-
days in September, so the cost of the flowers is
$80. However, the two groups decided to order
additional flowers for the last Sunday in
September. This purchase cost the fund another
$20 and, added to the basic $80 charge for the
month, made the total cost of the flowers $100.
Figures II-5-19 and II-5-20 show the Purchase
Orders for this transaction; figure II-5-21 shows
the check issued by the chapel fund administra-
tor to pay for the flowers. The entry required to
bring the Receipts and Expenditures Record up
to date is shown in figure II-5-22.

SEPTEMBER 28, 1980

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians. Figures II-5-23 and II-5-24 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-25.
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Figure II-5-9.—Purchase Order Part 3 (Roman Catholic Account, September 17, 1980).

SEPTEMBER 29, 1980

During the monthly meetings of the Roman
Catholic Advisory Committee and Protestant
Advisory Council held on 14 September, each
group decided to make a number of donations
out of their respective accounts of the CRP
chapel fund to various charities and organiza-
tions. Each group’s transactions will be ex-
plained individually in the next few sections.

Roman Catholic Group

The Roman Catholic Advisory Committee
consulted with Chaplain Brown concerning the
various organizations that they thought should

receive donations. Following the discussion with
Chaplain Brown, the committee decided to
recommend to the commanding officer that
donations be made to the following organiza-
tions and directed RPC Smithers, when
authorized, to prepare the Purchase Orders for
these donations, Approval was received and the
Purchase Orders were prepared on 29 September
1980.

1. Marynoll Missionaries —figure II-5-26
shows the Purchase Order for this transaction:
figure II-5-27 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-28.
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Figure II-5-17.

Figure II-5-16.

Figure II-5-18.
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Figure II-5-19.—Purchase Order Part 3 (Roman Catholic Account, September 26, 1980).

2. Franciscan Fathers—figure II-5-29 shows
the Purchase Order for this transaction; figure

3. Sisters of Charity—figure II-5-32 shows

II-5-30 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-31.

 the Purchase Order for this transaction; figure
II-5-33 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-34.

4. Sacred Heart Hospital—Figure II-5-35
shows the Purchase Order for this transaction;
figure II-5-36 shows the check issued by the
chapel fund administrator for the donation. The

entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-37.

5. Most Holy Sacrament Convent—figure
II-5-38 shows the Purchase Order for this trans-
action; figure II-5-39 shows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-40.

6. St. Bernard Seminary—figure II-5-41
shows the Purchase Order for this transaction;
figure II-5-42 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-43.
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Figure II-5-30.

Figure II-5-29.

Figure II-5-31.
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Figure II-5-36.

Figure 11-5-35.

Figure II-5-37.
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Protestant Group

The Protestant Advisory Council consulted
with Chaplain Jones concerning the various
organizations that they thought should receive
donations. Following the discussion with
Chaplain Jones, the council decided to recom-
mend to the commanding officer that donations
be made to the following organizations and
directed RP2 Ship, when authorized, to prepare
the Purchase Orders for these donations. Ap-
proval was received and the Purchase Orders
were prepared on 29 September 1980.

1. Navy Relief Society—figure II-5-44 shows
the Purchase Order for this transaction; figure
II-5-45 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-46.

2. American Red Cross—figure II-5-47
shows the Purchase Order for this transaction;
figure II-5-48 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-49.

3. American Bible Society—figure II-5-50
shows the Purchase Order for this transaction;
figure II-5-51 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-52.

4. Church World Service-figure II-5-53
shows the Purchase Order for this transaction;
figure II-5-54 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-55.

5. World Relief Commission—figure II-5-56
shows the Purchase Order for this transaction;
figure II-5-57 shows the check issued by the
chapel fund administrator for the donation. The
entry required to
penditures Record
II-5-58.

bring the Receipts and Ex-
up to date is shown in figure

6. World Vision International—figure
II-5-59 shows the Purchase Order for this trans-
action; figure II-5-60 shows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and
Expenditures Record up to date is shown in
figure II-5-61.

CLOSING ENTRIES
(SEPTEMBER 30, 1980)

It is time to make all the closing entries for
the month of September. First, the petty cash
fund must be replenished.

Petty Cash Vouchers

The chapel fund administrator must attach
all supporting invoices and receipts to each Petty
Cash Voucher upon surrendering them to the
Roman Catholic and Protestant account custo-
dians for payment. On each Petty Cash
Voucher, the chapel fund administrator writes
the word “Paid” followed by the date and the
number of the check which will be used to make
replenishment to the chapel fund. Figures
II-5-62, II-5-63, II-5-64, and II-5-65 show the
Petty Cash Vouchers charged to the Roman
Catholic and Protestant accounts for the month
of September.

Purchase Order
(Part 3)

Each of the account custodians prepares a
Purchase Order for the amount that was used by
their individual accounts. The Roman Catholic
account custodian would prepare a Purchase
Order for $20.84 which is the amount that was
charged to his account for the month. Figure
II-5-66 shows this Purchase Order. The Protes-
tant account custodian would prepare a Pur-
chase Order for $21 which is the amount
that was charged to her account for the month.
Figure II-5-67 shows this Purchase Order.
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Figure II-5-51.

Figure II-5-50.

Figure II-5-52.
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Figure II-5-54.

Figure II-5-53.

Figure II-5-55.
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Figure II-5-57.
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Figure II-5-59.

Figure II-5-61.
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Figure II-5-62.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).

Figure-II-5-63.— Petty Cash Voucher (Protestant Account, September 2, 1980).

5-27



Figure II-5-64.—Petty Cash Voucher (Prostestant Account, September 18, 1980).

Figure II-5-65.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).
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Figure II-5-67.

Figure II-5-66.
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Figure II-5-68. Figure II-5-69. Figure II-5-70.
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Checking Account

Figure II-5-68 shows the check issued to the
NETPDC chapel fund administrator. This check
is issued for the total amount of the Purchase
Orders ($41.84) shown in figures II-5-66 and
II-5-67 for the Roman Catholic ($20.84) and
Protestant ($21 ) accounts.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
shown in figure II-5-69.

The next thing that the chapel fund adminis-
trator must do is to total all the figures for the
month on the Receipts and Expenditures
Record. This is where he must check his work
thoroughly so that he can start the next month’s
records without difficulty. Figure II-5-70 shows
the totals for the month of September. The
following arithmetic functions summarize this
procedure:

ROMAN CATHOLIC ACCOUNT
BALANCE (9/1)

ROMAN CATHOLIC RECEIPTS
(9/1 —9/30)

TOTAL
ROMAN CATHOLIC EXPENDITURES

(9/1–9/30)
ROMAN CATHOLIC ACCOUNT

BALANCE (9/30)

PROTESTANT ACCOUNT BALANCE
(9/1)

PROTESTANT RECEIPTS (9/1—9/30)
TOTAL
PROTESTANT EXPENDITURES

(9/1–9/30)
PROTESTANT ACCOUNT BALANCE

(9/30)

ROMAN CATHOLIC ACCOUNT
BALANCE (9/30)

PROTESTANT ACCOUNT BALANCE
(9/30)

COMPOSITE BALANCE (9/30)

IT IS IMPERATIVE THAT THE CHAPEL
FUND ADMINISTRATOR CHECK ALL THE
FIGURES TO ENSURE THAT THE REC-
ORDS ARE CURRENT AND ACCURATE!

One final entry is required on the Receipts
and Expenditures Record. The chapel fund
administrator makes the closing entry shown in
figure II-5-7 1 and is now ready to prepare the
quarterly and annual Statements of Operations
and Net Worth.

STATEMENT OF OPERATIONS
AND NET WORTH

As stated in the previous chapter, a State-
ment of Operations and Net Worth will be
prepared by the chapel fund administrator at the
close of each quarter; and, a cumulative report
will be prepared annually for the fiscal year. A
copy of each Statement of Operations and Net
Worth will be posted in a place which is accessi-
ble to participants in the CRP. Also, a copy of
the annual report will be forwarded to the com-
manding officer, the command auditor, and the
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report. The
form used for this report is entitled Senior
Chaplain’s Annual Report (NAVPERS 1730/9).
Both quarterly and annual statements will be ex-
plained in the next few sections.

NOTE: The statements that will be explained
are for the practice accounting application that
was performed for the NETPDC chapel fund.
Local command requirements may necessitate
that certain items be deleted or added to these
statements depending on local instructions.
Also, it may be necessary to alter the forms
themselves; however, the same basic informa-
tion as outlined in Chapter VI of NAVSO
P-3520 must be included.

QUARTERLY STATEMENT OF
OPERATIONS AND NET WORTH

The quarterly Statement of Operations and
Net Worth is prepared by the chapel fund ad-
ministrator in typewritten form on the last calen-
dar day of each quarter during the fiscal year.
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Figure II-5-71.
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Quarterly reports for fiscal year 1980 were pre-
pared on 31 December 1979 for October,
November, and December; on 31 March 1980
for January, February, and March; on 30 June
1980 for April, May, and June; and, on 30
September for July, August and September.
Figures II-5-72, II-5-73, II-5-74, and II-5-75
show the quarterly statements for fiscal year
1980. For the purposes of this application, the
quarterly statement for July, August, and
September will be explained in this section.

Figure II-5-76 shows the completed State-
ment of Operations and Net Worth for this last
quarter of fiscal year 1980. Refer to this figure
for an explanation of each entry on the state-
ment. NOTE: Entries are numbered 1 through
17 and will be explained in numerical sequence.

1. CHAPEL FUND—this practice ac-
counting application was performed at the
Naval Education and Training Program
D e v e l o p m e n t  C e n t e r . T h e  a c r o n y m
“NETPDC” is inserted in the space provided.

2. PERIOD—the first (1 JUL 80) and the
last (30 SEP 80) calendar days of the quarter are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
Since there is not a requirement to send the
quarterly reports to anyone outside the com-
mand, this statement is sent to the COMMAND
CHAPLAIN,  NAVEDTRAPRODEVCEN,
PENSACOLA, FLORIDA 32509. After review-
ing the statement, the command chaplain posts
the report so that participants in the Command
Religious Program (Roman Catholic and Protes-
tant) can see the financial status of the CRP
chapel fund.

4. FROM—the address of the individual
who is preparing the statement is entered in the
space provided. Normally, this will be the chapel
fund administrator.

5 .  N E T  W O R T H ,  B E G I N N I N G  O F
PERIOD—the first (1 JUL 80) calendar day of
the quarter is inserted in the space provided. The
beginning balance of the Roman Catholic
account on 1 July 1980 was $1,027.31. This
figure is inserted in the space provided under

ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on 1 July
1980 was $1,017.38. This figure is inserted
in the space provided under PROTESTANT
ACCOUNT. These balances, Roman Catholic
and Protestant, are brought forward from either
line 5 or line 9 (Net Worth, End of Period) of the
previous quarter’s statement shown in figure
II-5-77. The next step is to add these two
balances. This total ($2,044.69) is entered in the
space provided under the total column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—first, the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the Receipts and Expenditures Records for
each month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following receipts were ap-
plied to each account for that month: Roman
C a t h o l i c  ( $ 1 , 3 1 2 . 3 3 ) ;  a n d  P r o t e s t a n t
($1,350.36). The Receipts and Expenditures
Records shown in figures II-5-78 and II-5-79
show the receipts for August and September
respectively. A breakdown of this quarter’s
monthly receipts follows:

Month Roman Catholic Protestant

July $ 1,312.33 $ 1,350.36
August 1,372.01 1,416.19
September +1,046.17 + 1,085.48
Total $3,730.51 $3,852.03

The total receipts for the quarter for the two ac-
counts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($3,730.51)
and PROTESTANT ACCOUNT ($3,852.03).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Quarterly Receipts

Roman Catholic $3,730.51
Protestant + 3,852.03
Total $7,582.54

The total receipts for the NETPDC chapel fund
for this quarter are $7,582.54.
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Figure II-5-72.—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter).

Figure II-5-73.—Statement of Operations and Net Worth (Fiscal Year 1980—Second Quarter).
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Figure II-5-74.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter).

I

Figure II-5-75.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter).
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Figure II-5-76.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter, Explanation of Entries).

Figure II-5-77.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter, Net Worth, End
Period Entry).

5-36



Figure II-5-78.
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Figure II-5-79.
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7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the quarter are
added to the net worth at the beginning of the
quarter. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic Protestant

Net Worth $ 1,027.31 $ 1,017.38
Receipts + 3,730.51 + 3,852.03
Total $4,757.82 $4,869.41

These totals are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($4,757.82) and PROTESTANT ACCOUNT
($4,869.41). These two figures are added and
total is inserted in
statement.

Group

Roman Catholic
Protestant
Total

the TOTAL column of

Net Worth + Receipts

$4,757.82
+ 4,869.41
$9,627.23

the
the

8 .  LESS:  DISBURSEMENTS (PER
R E C E I P T S  A N D E X P E N D I T U R E S
RECORD)—first, the chapel fund administrator
must total the expenditures for the Roman
Catholic and Protestant accounts from the
Receipts and Expenditures Records for each
month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following expenditures were
applied to each account for that month: Roman
C a t h o l i c  ( $ 1 , 2 8 7 . 3 6 ) ;  a n d  P r o t e s t a n t
($1,152.78). The Receipts and Expenditures
Records shown in figures II-5-80 and II-5-81
show the expenditures for  August  and
September respectively. A breakdown of this
quarter’s monthly expenditures follows:

Month Roman Catholic Protestant

July $ 1,287.36 $ 1,152.78
August 543.92 376.97
September + 1,381.84 +1,687.00
Total $3,213.12 $3,216.75

The total expenditures for the quarter for the
two accounts are placed in the spaces provided

under  ROMAN CATHOLIC ACCOUNT
($3,213.12) and PROTESTANT ACCOUNT
($3,216.75). These two figures are added and the
total is inserted in the TOTAL column of the
statement.

Group Quarterly Receipts

Roman Catholic $3,213.12
Protestant + 3,216.75
Total $ 6,429.87

The total expenditures for the NETPDC chapel
fund for this quarter are $6,429.87.

9. NET WORTH, END OF PERIOD—in
this section, the expenditures for the quarter
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant

Line 1 + Line 2 $4,757.82 $4,869.41
Expenditures –3,213.12 – 3,216.75
Net Worth $ 1,544.70 $ 1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

10. CASH IN BANK—in this section, the
chapel fund administrator must compare the
latest COMPOSITE BALANCE (30 Sept 1980)
on the Receipts and Expenditures Record with
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Figure II-5-80.
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Figure II-5-81.
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the latest balance in the checkbook. Figure
II-5-82 shows the balances of the ROMAN
CATHOLIC ACCOUNT ($1,544.70), the
PROTESTANT ACCOUNT ($1,652.66), and
the COMPOSITE BALANCE ($3,197.36).
After comparing the COMPOSITE BALANCE
($3,197.36) on the Receipts and Expenditures
Record with the latest checkbook figure, the ad-
ministrator would discover that a $50 difference
existed. The checkbook figure reflects that there
is $3,147.36 in the CRP chapel fund vice the
$3.197.36 shown on the Receipts and Expendi-
ture Record. There is a valid reason for this dif-
ference! Figure II-5-83 shows the memorandum
entry m which the petty cash fund was estab-
lished at the beginning of the fiscal year. A
check was written for $50 which reduced the
total amount in the checking account by $50.
However, this $50 expenditure, $25 for both the
Roman Catholic and Protestant accounts, was
not subtracted from their respective accounts on
the Receipts and Expenditures Record;
therefore, throughout the course of the fiscal
year, the checking account balance was always
$50 less than the composite balance shown on
the Receipts and Expenditures Record.

The following arithmetic functions will yield
the figures necessary for completing this step:

Roman Catholic Protestant

Receipts and Expendi-
tures Record

Petty Cash Fund
Account Cash in Bank

Group

Roman Catholic
Protestant
CRP Fund Cash in Bank

$ 1,544.70 $ 1,652.66

–25.00 – 25.00
$ 1,519.79 $1,627.66

Account Cash in Bank

$ 1,519.70
+ 1,627.66
$3,147.36

In the first problem, the administrator simply
subtracts the $25 which each group has in the
petty cash fund from the 30 September account
balances on the Receipts and Expenditures
Record to yield the “account cash in bank” for
the Roman Catholic and Protestant accounts.
The resultant differences are placed in the
spaces provided under ROMAN CATHOLIC

ACCOUNT ($1,519.70) and PROTESTANT
ACCOUNT ($1,627.66). In the second problem,
these two figures are added and the total
($3,147.36) is inserted in the TOTAL column of
the statement.

The NETPDC Command Religious Program
chapel fund has a balance of $3,147.36 in the
checking account at the end of this last quarter
of fiscal year 1980.

11. PETTY CASH—the administrator in-
serts $25 in the spaces provided under ROMAN
CATHOLIC ACCOUNT and PROTESTANT
ACCOUNT. These two figures are added and
the total ($50) is inserted in the space provided in
the TOTAL column of the statement.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—in
this section, the money in the petty cash fund is
added to the checking account balance to obtain
the net worth of the fund at the end of the
period. The following arithmetic functions will
yield the figures necessary for completing this
step.

Roman Catholic Protestant

Cash in Bank $ 1,519.70 $ 1,627.66
Petty Cash + 25.00 +25.00
Net Worth $ 1,544.70 $ 1,652.66

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

In the first problem, the administrator adds the
$25 which each group has in the petty cash fund
to the checkbook balance to determine each ac-
count’s net worth. The totals are placed in the
spaces provided under ROMAN CATHOLIC
ACCOUNT ($1,544.70) and PROTESTANT
ACCOUNT ($1,652.66). In the second problem,
these two figures are added and the total
($3,197.36) is inserted in the TOTAL column of
the statement.
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Figure II-5-82.
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Figure II-5-83.

Figure II-5-85.

Figure II-5-84.
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The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

1 4 .  T O T A L  A M O U N T  O F  O R D E R S
PLACED BUT NOT PAID—this section shows
the financial obligations for which funds have
not been expended. The merchandise which was
ordered on 29 September by the Roman Catholic
and Protestant account custodians pictured in
figures II-5-84 and II-5-85 has not been received.
The administrator must take the following steps
to show these outstanding Purchase Orders on
the statement. First, he totals all the financial
obligations for each account in the fund. In this
case, the only obligations which the Roman
Catholic and Protestant account custodians
have made are shown in figures II-5-84 and
II-5-85. The administrator inserts $75 in the
space provided under ROMAN CATHOLIC
ACCOUNT; and, $63 in the space provided
under PROTESTANT ACCOUNT. These two
figures are added and the total ($138) is inserted
in the TOTAL column of the statement. NOTE:
Since merchandise is not paid for until actually
received, the net worth of the fund is not
affected by these outstanding obligations. This
section simply shows that certain obligations
have been made and that the fund will probably
decrease at a future date by the amounts in-
dicated.

15. BLANK—this section may be used for
any comments which the administrator deems
necessary to explain the statement.

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the name and rate
of the NETPDC chapel fund administrator is
entered in the space provided. MARVIN R.
SMITHERS, RPC, is the correct entry for this
application.

17. SIGNATURE—the chapel fund admin-
istrator signs his name in the space provided.

This completes the quarterly Statement of
Operations and Net Worth for July, August,
and September 1980. RPC Smithers would give
the statement to the command chaplain, who
would review the statement and then post a copy

in a conspicuous place for viewing by par-
ticipants in the CRP.

ANNUAL STATEMENT OF
OPERATIONS AND NET WORTH

The annual Statement of Operations and Net
Worth is prepared by the chapel fund adminis-
trator in typewritten form on the last calendar
day of the fiscal year. This statement is very
similar to the quarterly statements and contains
the same basic information. However, a copy of
this statement must be sent to the commanding
officer, the command auditor, and the Chief of
Naval Operations (OP-01H) as part of the com-
mand chaplain’s annual report. Figure II-5-86
shows the completed Statement of Operations
and Net Worth for fiscal year 1980. An explana-
tion of each entry on the statement follows.
NOTE: As was done for the quarterly statement,
entries are numbered 1 through 17 and will be
explained in numerical sequence.

1. CHAPEL FUND—the acronym “NET-
PDC” is inserted in the space provided.

2. PERIOD—the first (1 Oct 79) and last
(30 Sep 80) calendar days of fiscal year 1980 are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
COMMAND CHAPLAIN, NAVEDTRAPRO-
DEVCEN, PENSACOLA, FLORIDA 32509, is
used for this application. After reviewing the
statement, the command chaplain posts the
report in a conspicuous place so that par-
ticipants in the Command Religious Program
(Roman Catholic and Protestant) can see the
financial status of the fund. Since this is the
annual report, the command chaplain would
also ensure that a copy of the statement is sent to
the commanding officer, command auditor, and
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report utilizing
the form entitled Senior Chaplain’s Annual
Report (NAVPERS 1730/9).

4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.
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Figure II-5-86.—Statement of Operations and Net Worth (Fiscal Year 1980, Explanation of Entries).

Figure II-5-87.—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter, Net Worth, Beginning of Period
Entry).
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4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.

5 .  NET WORTH,  BEGINNING OF
PERIOD—the first (1 Oct 79) calendar day of
the fiscal year is inserted in the space provided,
The beginning balance of the Roman Catholic
account on 1 October 1979 was $1,619,73. This
figure is inserted in the space provided under
ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on
1 October 1979 was $1,743.67. This figure is in-
serted in the space provided under PROTES-
TANT ACCOUNT. These two balances were
obtained from the quarterly statement shown in
figure II-5-87. The next step is to add the two
balances. This total ($3,363.40) is entered in the
space provided under the TOTAL column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the quarterly Statements of Operations
and Net Worth shown in figures II-5-72, II-5-73,
II-5-74, and II-5-75. A breakdown of the
receipts on these statements follows:

Roman Catholic Protestant
Quarter Receipts Receipts

1ST $ 4,055.47 $ 4,175.79
2ND 3,769.45 4,171.02
3RD 3,861.26 3,960.81
4TH + 3,730.51 + 3,852.03

Total $ 15,416.69 $ 16,159.65

The total receipts for the fiscal year for the two
accounts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($15,416.69)
and PROTESTANT ACCOUNT ($16,159.65).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Annual Receipts

Roman Catholic $ 15,416.69
Protestant + 16,159.65
Total $31,576.34

The total receipts for the NETPDC chapel fund
for fiscal year 1980 are $31,576.34.

7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the fiscal year are
added to the net worth at the beginning of the
year. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic Protestant

Net Worth $ 1,619.73 $ 1,743.67
Receipts + 15,416.69 + 16,159.65
Total $ 17,036.42 $ 17,903.32

These totals are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($17,036.42) and PROTESTANT ACCOUNT
($17,903.32). These two figures are added and
the total is inserted in the TOTAL column of the
statement.

Group Net Worth + Receipts

Roman Catholic $ 17,036.42
Protestant + 17,903.32
Total $34,939.74

8 .  LESS:  DISBURSEMENTS (PER
R E C E I P T S A N D E X P E N D I T U R E S
RECORD)—the chapel fund administrator must
total the expenditures for the Roman Catholic
and Protestant accounts from the quarterly
Statements of Operations and Net Worth shown
in figures II-5-72, II-5-73, II-5-74, and II-5-75. A
breakdown of the expenditures on these
statements follows:

Roman Catholic Protestant
Quarter Expenditures Expenditures

1ST $ 2,847.62 $ 3,896.27
2ND 2,794.98 2,515.20
3RD 6,636.00 6,622.44
4TH +3,213.12 +3,216.75
Total $15,491.72 $16,250.66

The total expenditures for the fiscal year for the
two accounts are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($15,491.72) and PROTESTANT ACCOUNT
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($16,250.66). These two figures are added and
the total is inserted in the TOTAL column of the
statement.

Group Annual Expenditures

Roman Catholic $ 15,491.72
Protestant + 16,250.66
Total $ 31,742.38

The total expenditures for the NETPDC chapel
fund for fiscal year 1980 are $31,742.38.

9, NET WORTH, END OF PERIOD—in
this section, the expenditures for the fiscal year
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant

Line 1 + Line 2 $  17,036.42 $ 17,903.32
Expenditures – 15,491.72 – 16,250.66
Net Worth $ 1,544.70 $ 1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of
fiscal year 1980 is $3,197.36. NOTE: The net
worth figures on the annual statement should be
the same as the net worth figures on the last
quarterly statement for the fiscal year. The
administrator would compare the last quarterly
statement (figure II-5-75) with the annual state-
ment (figure II-5-86) and discover that the
figures matched in this application.

10. CASH IN BANK—the explanation in
step 10 of the quarterly statement applies here
also.

11. PETTY CASH—the explanation in step
11 of the quarterly statement applies here also.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—the
explanation in step 13 of the quarterly statement
applies here also.

14 .  TOTAL AMOUNT OF ORDERS
PLACED BUT NOT PAID—the explanation in
step 14 of the quarterly statement applies here
also.

15. BLANK—the chapel fund administrator
may use this section for comments pertinent to
the statement. RPC Smithers inserted the
following comments:

COPY TO:
CHIEF OF NAVAL OPERATIONS (OP-01H)
COMMANDING OFFICER
COMMAND AUDITOR

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the explanation in
step 16 of the quarterly statement applies here
also.

17. SIGNATURE—the explanation in step
17 of the quarterly statement applies here also.

This completes the annual Statement of
Operations and Net Worth for fiscal year 1980
for NAVEDTRAPRODEVCEN. RPC Smithers
would give the statement to the command
chaplain, who would review the statement and
then post a copy in a conspicuous place for
viewing by participants in the CRP. Also, the
command chaplain would attach a copy of the
statement to the command chaplain’s annual
report which is sent to the commanding officer,
command auditor, and the Chief of Naval
Operations (OP-01H).

The chapel fund administrator is now ready
to begin the accounting cycle for fiscal year
1981.
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ACCOUNTING APPLICATION
(OCTOBER)

Before proceeding to the transactions for the
month of October (fiscal year 1981) a short
review and update are provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development
Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian)—John P. Jones, CDR, CHC, USN,

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—a
new custodian has been appointed to relieve
RPC Smithers of his custodial duties. Figure
II-5-88 shows the letter of appointment for
Lawrence A. Day, BT1, USN.

7. Protestant account custodian—a new
custodian has been appointed to relieve RP2
Ship. Figure II-5-89 shows the letter of appoint-
ment for Felicia G. Lane, YN3, USN.

8. Fiscal year 1981 begins on 1 October
1980; therefore, the Purchase Order numbers
for the Roman Catholic and Protestant accounts
will start with C-1 (Roman Catholic) and P-1
(Protestant). Also, the petty cash voucher
numbers will begin with the number 1.

Additional guidelines or requirements will be ex-
plained as needed during the course of October’s
daily transactions. As mentioned earlier, the
transactions for this month will not be explained
in as much detail as was done for August and
September. Figure II-5-90 shows the completed
Receipts and Expenditures Record for this first
month of fiscal year 1981. Refer to this figure

for explanation purposes as the daily transac-
tions are covered in the next sections.

OCTOBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month and fiscal year.
After thoroughly checking the transactions for
the month of September and the quarterly and
annual Statements of Operations and Net
Worth, he would start a new Receipts and Ex-
penditures Record for the month of October.
The beginning balances shown in the 10/1 entry
of figure II-5-90 were brought forward from the
Receipts and Expenditures Record for the
month of September shown in figure II-5-91.

OCTOBER 5, 1980

Figures II-5-92 and II-5-93 show the break-
down of the monies collected for the Sunday
services for the 10/5 entry of figure II-5-90.

OCTOBER 12, 1980

Figures II-5-94 and II-5-95 show the break-
down of the monies collected for the Sunday
services for the 10/12 entry of figure II-5-90.

OCTOBER 14, 1980

Figure II-5-96 shows the Purchase Order and
figure II-5-97 shows the check issued for this
purchase for the 10/14 entry of figure II-5-90.
NOTE: This Purchase Order was originally
prepared in September. Therefore, it was
numbered C-89 because it was prepared in fiscal
year 1980.

OCTOBER 16, 1980

Figure II-5-98 shows the Purchase Order and
figure II-5-99 shows the check issued for this
purchase for the 10/16 entry of figure II-5-90.
NOTE: This Purchase Order was also originally
prepared in September. Therefore, it was
numbered P-94 because it was prepared in fiscal
year 1980.
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Figure II-5-88.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Roman Catholic).
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Figure II-5-89.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Protestant).
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Figure II-5-91.
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Figure II-5-93.

Figure II-5-92.
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Figure II-5-95.
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Figure II-5-98.
Figure II-5-99.

Figure II-5-96. Figure II-5-97.
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OCTOBER 19, 1980

Figures II-5-100 and II-5-101 show the
breakdown of the monies collected for the Sun-
day services for the 10/19 entry of figure II-5-90.

OCTOBER 20, 1980

Figure II-5-102 shows the Purchase Order
and figure II-5-103 shows the check issued for
this donation for the 10/20 entry of figure
II-5-90. NOTE: This is the first Purchase Order
charged to the Protestant account for fiscal year
1981; therefore, it is numbered P-1.

OCTOBER 21, 1980

Figure II-5-104 shows the Purchase Order
and figure II-5-105 shows the check issued for
this donation for the 10/21 entry of figure
II-5-90. NOTE: This is the first Purchase Order
charged to the Roman Catholic account for
fiscal year 1981; therefore, it is numbered C-1.

OCTOBER 26, 1980

Figures II-5-106 and II-5-107 show the break-
down of the monies collected for the Sunday
services for the 10/26 entry of figure II-5-90.

OCTOBER 31, 1980

As indicated earlier, the Roman Catholic and
Protestant groups purchase flowers from Pretty
Florist for the Sunday services. The cost of the
flowers is divided equally between each group
and is paid on the last Friday of the month. The
cost of the flowers for fiscal year 1980 was $20
per Sunday. However, Pretty Florist raised the
cost to $30 per Sunday for fiscal year 1981 and
the Roman Catholic and Protestant groups
agreed to this increase. Each account is charged

$15 per Sunday. There were four Sundays in
October, so the cost of the flowers is $120
(Roman Catholic account—$60 and Protestant
account—$60). Figures II-5-108 and II-5-109
show the Purchase Orders for this transaction.
Figure II-5-110 shows the check issued for this
purchase for the 10/31 entry (PRETTY
FLORIST) of figure II-5-90.

Roman Catholics observe a Holy Day of
obligation on 1 November which falls on a
Saturday this year. Saturday services are not
normally conducted at NETPDC. Therefore,
Chaplain Brown decided to conduct a Friday
evening vigil service on 31 October to afford
Roman Catholic personnel the opportunity to
fulfill their obligation. Figure II-5-111 shows the
breakdown of the monies collected for this
special service for the 10/31 entry (CATHOLIC
HOLY DAY COLLECTION) of figure II-5-90.

CLOSING ENTRIES
(OCTOBER 31, 1980)

It is now time to make all the closing entries
for the month of October. The first thing that
must be done is to replenish the petty cash fund.

Petty Cash Fund

Figures II-5-112, II-5-113, II-5-114, and
II-5-115 show the petty cash vouchers for the
month. Figures II-5-116 and II-5-117 show the
Purchase Orders prepared by the respective ac-
count custodians to cover their expenditures out
of petty cash, Figure II-5-118 shows the check
issued to the chapel fund administrator to
replenish the petty cash fund shown in the 10/31
entry (REPLENISH PETTY CASH) figure
II-5-90.

Receipts and Expenditures
Record

The next thing that the chapel fund adminis-
trator must do is to total all the figures on
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Figure II-5-101.

Figure II-5-100.
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Figure II-5-104.
Figure II-5-105.
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Figure II-5-107.

Figure II-5-106.
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Figure II-5-109.
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Figure II-5-111.—Chapel Fund Receipt Voucher (Roman Catholic Service, October 31, 1980).
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Figure II-5-112.—Petty Cash Voucher (Roman Catholic Account, October 1, 1980).

Figure II-5-113.—Petty Cash Voucher (Protestant Account, October 1, 1980).
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Figure II-5-114.—Petty Cash Voucher (Protestant Account, October 9, 1980).

Figure II-5-115.—Petty Cash Voucher (Protestant Account, October 22, 1980).
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Figure II-5-117.

Figure II-5-116. Figure II-5-118.
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Figure II-5-119.

5-66



the Receipts and Expenditures Record. Figure
II-5-119 shows the totals for the month of
October.

The following arithmetic functions sum-
marize this procedure:

ROMAN CATHOLIC ACCOUNT
BALANCE (10/1)

ROMAN CATHOLIC RECEIPTS
(10/1–10/31)

TOTAL
ROMAN CATHOLIC EXPENDITURES

(10/1–10/31)
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31)
PROTESTANT ACCOUNT BALANCE

(10/1)
PROTESTANT RECEIPTS

(10/1–10/31)
TOTAL
PROTESTANT EXPENDITURES

(10/1–10/31)
PROTESTANT ACCOUNT BALANCE

(10/31)
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31)
PROTESTANT ACCOUNT BALANCE

(10/31)
COMPOSITE BALANCE (10/31)

$1,544.70

+ 1,372.46
$2,917.16

–503.92

$2,413.24

$1,652.66

+ 1,419.25
$3,071.91

– 652.12

$2,419.79

$2,413.24

+ 2,419.79
$4,833.03

One final entry is required on this record.
The chapel fund administrator makes the closing
entry shown in figure II-5-120. He is now ready

to start the accounting procedures for the month
of November (fiscal year 1981).

SUMMARY

The accounting procedures for a Command
Religious Program (CRP) chapel fund were ex-
plained in this chapter and the preceding chapter
of this module. Figures II-5-121, II-5-122, and
II-5-123 show the Receipts and Expenditures
Records for August (f iscal year 1980),
September (fiscal year 1980), and October (fiscal
year 1981), which were covered on a daily basis.
It is important to remember that local command
directives will outline the specific accounting re-
quirements and procedures for their CRP chapel
fund. However, each command MUST meet the
general guidelines contained in NAVSO P-3519
(Nonappropriated Fund, General Financial
Management, Policies and Principles); NAVSO
P-3520 (Nonappropriated Fund Accounting
Procedures, Chapter VI); and, OPNAVINST
1730.1 (Chaplains Manual). The Religious Pro-
gram Specialist must remain continually aware
of any changes that occur which relate to the
above documents.

Serving as a chapel fund administrator or as
an account custodian enables the RP to become
totally involved with the Command Religious
Program. Maintaining financial records is a
challenge and, at the same time, one of the most
rewarding jobs that the RP may perform.
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Figure II-5-121.

5 - 6 9



Figure II-5-122.
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Figure II-5-123.
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Assignment Questions

Information: The text pages that you are to study are
provided at the beginning of the assignment questions.





Assignment 1

The Religious Program Specialist

Textbook Assignment: RP, Module II, NET 287-02-45-81, Chapter 1, Pages 1-1 through 1-17.

In this course you will demonstrate that learning has taken place by correctly answering
training items. The mere physical act of indicating a choice on an answer sheet is not in itself
important; it is the mental achievement, in whatever form it may take, prior to the physical act
that is important and toward which nonresident career course learning objectives are directed.
The selection of the correct choice for a course training item indicates that you have fulfilled,
at least in part, the stated objective(s).

The accomplishment of certain objectives, for example, a physical act such as drafting a memo,
cannot readily be determined by means of objective-type course items; however, you can demonstrate
by means of answers to training items that you have acquired the requisite knowledge to perform
the physical act. The accomplishment of certain other learning objectives, for example, the
mental acts of comparing, recognizing, evaluating, choosing, selecting, etc., may be readily
demonstrated in a course by indicating the correct answers to training items.

The comprehensive objective for this course has already been given. It states the purpose
of the course in terms of what you will be able to do as you complete the course.

The detailed objectives in each assignment state what you should accomplish as you progress
through the course. They may appear singly or in clusters of closely related objectives, as
appropriate; they are followed by items which will enable you to indicate your accomplishment.

All objectives in this course are learning objectives and items are teaching items. They
point out important things, they assist in learning, and they should enable you to do a better
job for the Navy.

1-3. RP personnel are combatants and are
responsible for the chaplain’s safety

Learning Objective: Recognize the when assigned to units engaged in combat.
establishment of the Religious 1. True
Program Specialist (RP) rating; 2. False
formulate the role of the RP;
determine the standards and 1-4. Which of the following duties would NOT
publications provided RPs to guide be performed by the RP?
and assist them in their 
occupational advancement.

1-1. The RP rating was established on what date?
1. 1 October 1978
2. 15 October 1978
3. 1 January 1979
4. 15 January 1979

1-2. Approximately two-thirds of the tasks
RPs are trained to perform are of a
clerical nature.
1. True
2. False

1-5.

1 . Maintaining records for nonappropriated
chapel funds

2. Maintaining shipboard libraries
3. Training volunteer personnel in support

of religious programs
4. Conducting worship services on an

emergency basis

RPs can NOT exercise any of the ministerial
functions of a Navy chaplain.

True
False

1 .
2 .
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1-6.

1-7.

1-8.

1-9.

1-10.

Occupational standards are the maximum In answering questions 1-11 through 1-13, select
standards for the paygrade; they the chaplain listed in column B who is identified
represent the highest level of skill that by the statement in column A.

1.   True
2.  False

all personnel must possess in order to
function at a given rate.

1-11.

What is the primary purpose of rate training
manuals? 1-12.
1. To provide official sources of

information for naval personnel in
the performance of their duties

2. To provide applicants for advancement 1-13.
with a bibliography for study
purposes

3. To help applicants prepare for
advancement to the next highest paygrade

4. To provide naval personnel with a
bibliography of official sources of
information in the performance of
their duties

NAVEDTRA 10052 is revised and issued (a)
how often, and (b) by what official?
1. (a) Quarterly; (b) Chief of Naval

Operations
2. (a) Annually; (b) Chief of Naval

Operations
3. (a) Quarterly; (b) Chief of Naval

Education and Training
4. (a) Annually; (b) Chief of Naval

Education and Training

1.

3.

Learning Objective: Specify the
important dates of Chaplain Corps
history; identify some of the
Navy’s first chaplains; describe
the duties of early Navy chaplains;
identify the purpose of the
Chaplain Corps today; describe
the duties of present Navy
chaplains; identify the mission
of the Chief of Chaplains.

The second article of Navy Regulations was
adopted by the Continental Congress on
28 November 1775 and made provisions for
Divine services afloat.

True
False

Chaplains are specifically mentioned in
the second article of Navy Regulations
adopted by the Continental Congress on
28 November 1775.
1. True
2. False

1-14.

1-15.

1-16.

1-17.

1-18.

A. Statements 8. Chaplains

First U.S. Navy 1. Edward Brooks
chaplain

2. William Balch
First chaplain to
serve in the 3. William Austin
Continental Navy

First commissioned
chaplain in the U.S.
Navy

1.

Chaplains who served in the early 1800s
were expected to teach what subject(s)?
1. Writing
2. Arithmetic
3. Navigation and lunar observations
4. All of the above

The main burden of preparing junior
officers for their future duties rested
solely upon chaplains until what year?

1799
2. 1811

1845
4. 1939

The duties of chaplains were significantly
modified during World War II.

True
2. False

In addition to promoting the spiritual
well-being of naval personnel, Navy
chaplains are also expected to provide
professional guidance to the Department
of the Navy.

True
2. False

Which, if any, of the following
departments/groups establishes the
standards for clergy seeking commissioning
in the Navy’s Chaplain Corps?
1. Department of Defense
2. Department of the Navy
3. Each faith group sets their own

standards
4. None of the above

1.

1 .
2 .
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1-19. Clergypersons seeking commissioning as 1-24. Which of the following statements is NOT
Navy chaplains must obtain ecclesiastical
endorsements from what source?
1. Department of Defense
2. Department of the Navy
3. Armed Forces Chaplains Board
4. Their own particular faith group

1-20. A candidate for commissioning in the
Chaplain Corps must have completed a
minimum of how many years of undergraduate
study at an accredited university?
1. 1 year
2. 2 years
3. 3 years
4. 4 years

1-21. In what year was the title “Chief of
Chaplains” officially established?
1. 1941
2. 1942
3. 1943
4. 1944

1-22. Which of the following Chaplain Corps
officers could be appointed Chief of
Chaplains without having to be promoted
to the next higher grade?
1. A rear admiral not on active duty
2. A captain not on active duty
3. A rear admiral on active duty
4. A captain on active duty

1-23. The Chief of Chaplains advises what
official(s) on matters pertaining to
the religious well-being of military
personnel?
1. Secretary of the Navy
2. Chief of Naval Operations
3. Senior echelon officials of the

Coast Guard
4. All of the above

1.

3.

Learning Objective: Explain the
role of America’s religious bodies
in managing military chapels;
identify the instruction that sets
forth funding responsibility for
logistics support of religious
programs in the naval service;
determine how the Command Religious
Program (CRP) functions at shore
installations and aboard ship.

true concerning chapel facilities aboard
a naval installation?
1. They are regulated by the religious

bodies of America
2. They are Government property
3. They are constructed to help

maintain morale
4. They are constructed to help preserve

the right of military personnel to
the free exercise of religion

1-25. The commanding officer does NOT have
authority to utilize buildings designated
as chapels for nonreligious command
activities.
1. True
2. False

1-26. In what instruction/publication is the
funding responsibility for the logistics
support of religious programs in the Navy
set forth?

OPNAVINST 1730.1
2. SECNAVINST 1730.5

NAVSO P-3519
4. NAVSO P-3520

1-27. Worship services may be conducted in the
station theater at a shore command that
does NOT have chapel facilities.

True
2. False

1-28. Chaplains conduct public worship services
according to the manner and form of their
own particular faith group.
1. True
2. False

1-29. The senior chaplain MUST be designated
as the command chaplain when more than
one chaplain is assigned to a shore
command.
1. True
2. False

1-30. Normally, a chaplain counsels and advises
individuals in areas related to what
matters?
1. Religious and personal matters only
2. Religious and morale matters only
3. Personal and morale matters only
4. Religious, personal, and morale

matters

1.
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1-31. What organization/official supervises
the publishing houses from which
materials are obtained to provide a
standardized religious education program
for Navy dependents?

Department of Defense
2. Department of the Navy
3.  Armed Forces Chaplains Board
4. Chief of Chaplains

1.

1.

1-32. RPs are assigned to naval vessels to
provide professional suport to the
chaplain in what area(s)?

Counseling individuals
2. Religious programing only
3. Administration only
4. Religious programming and

administration

1.

1-33. What individual normally supervises a
lay leadership program for personnel
aboard a naval vessel that has only one
chaplain assigned?

Executive officer
2. The assigned chaplain
3. A senior RP
4. A junior RP

Learning Objective: Specify the
important historical dates of the
Religious Program Specialist (RP)
rating; identify some of the first
chaplain’s assistants in the Navy,
Marine Corps, and Coast Guard;
describe the duties of Specialists
(W) and YN-2525s; determine the
selection criteria for personnel
requesting lateral conversion
from another rate to the RP rating.

1.

1-34. The concept of a chaplain’s assistant
actually dates back to what year?

1878
2. 1942

1948
4.  1979

In answering questions 1-35
the chaplain’s assistant in
identified by the statement

A. Statements

1-35.

1-36.

1-37.

1-38.

1-39.

1-40.

First member of the

through 1-38, select
column B that is
in column A.

B. Chaplain’s
Assistants

1. W. Everett
Coast Guard to become Hendricks
a Specialist (W)

2. Alfred R. Markin
First Chief Specialist
(W) in the U.S. Navy 3. Emil Zemanuel

First Specialist (W) 4. Gilbert Dean
in the U.S. Navy Arnold

First marine to be
designated a
chaplain’s assistant
(SSN534)

What Specialist (W) is given credit for
much of the success of the Great Lakes’
Bluejacket choir?
1. W. Everett Hendricks
2. Alfred R. Markin
3. Virginia T. Moore
4. Emil Zemanuel

Which of the following statements is/are
TRUE concerning the qualifications of
Specialists (W)?
1. Specialists (W) were required to have

a college education
2. Specialists (W) had to be able to

play the piano and organ
3. Specialists (W) were expected to be

competent choir directors
4. Both 2 and 3 above

3.

In answering questions 1-41 through 1-44, select
the rate in column B that would be assigned to
the applicants for Specialist (W) in column A.

A. Applicants B. Rates

1-41. A 32-year-old college 1. Specialist (W)
graduate third class

1-42. A 24-year-old college 2. Specialist (W)
graduate second class

1-43. A 27-year-old graduate 3. Specialist (W)
of a leading school first class
of music

1-44. A 29-year-old high
school graduate
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1-45. Which of the following subjects was/were
taught for Specialists (W) at the
indoctrination course at the Chaplain’s
School?
1. Naval etiquette
2. Choir organization
3. Clerical procedures
4. All of the above

1-46. Virginia T. Moore was the first woman
to be appointed as a Specialist (W).
1. True
2. False

1-47. The Coast Guard did NOT assign
Specialists (W) to ships.
1. True
2. False

1.

3.

1-48. What service(s) did NOT institute the
chaplain’s assistant concept as
strictly a wartime measure?
1. Navy
2. Coast Guard
3. Marine Corps
4. All of the above

1-49. Which, if any, of the following Navy
ratings normally had personnel
designated as chaplain’s professional
assistants until 1979?

Postal Clerk
2. Storekeeper
3. Yeoman
4. None of the above

1-50. Applicants requesting lateral conversion
to the RP rating must be recommended by
both a Navy chaplain and their
commanding officer.
1. True
2. False

In answering questions 1-51 through 1-53, select
the element of the RP rating insignia in
column B that represents the concept in column A

1-51.

1-52.

1-53.

A. Concepts B. Elements

Symbolizes that 1. Compass
religious ministries
are available through- 2. Globe
out the world

3. Anchor
Indicates that
religious support is
provided continually
for personnel of the
naval services

Suggests the direction
which religion gives
to life

1-54.

1-55.

1-56.

1-57.

1-58.

Learning Objective: Describe
the career pattern for RPs;
identify the occupational
standards for RP3 through RPCM;
define jargon and explain under
what circumstances chaplains
and RPs may use jargon.

RP personnel who meet certain requirements
may apply for a commission in what
limited duty officer designation(s)?

841X
2. 741X

641X
4. Both 2 and 3 above

The RP can obtain greater skill and
knowledge by which of the following
means?
1. By completing RP “A” school
2. By completing RP “C” school
3. Through supervised on-the-job

training
4. Each of the above

An RP1 must be able to meet the
occupational standard requirements of
what rate(s) in order to perform at a
satisfactory level?

2.  RP2
3. RP1
4. All of the above

What rate, as determined by occupational
standards, is responsible for
coordinating the public worship and
religious education materials program?

RP2
2. RP1

RPC
4. RPCS

What rate, as determined by occupational
standards, is responsible for
determining mobilization requirements?

2. RPC
3. RPCS
4. RPCM

1.

1.  RP3

1.

3.

1.  RP1
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In answering questions 1-59 through 1-72, select
the rate in column B under which the occupational
standard in column A is listed as a minimum
requirement.

1-59.

1-60.

1-61.

1-62.

1-63.

1-64.

1-65.

1-66.

1-67.

1-68.

1-69.

1-70.

1-71.

1-72.

A. Occupational Standards

Maintain a reports control
System

Audit chapel funds

Design and lay out
publicity material

Prepare visual presentations

Type at 30 words per minute

Serve as sacristan

Instruct lay leaders and lay
Eucharistic ministers

Rehearse personnel for
liturgical and ceremonial
acts

Instruct personnel in basic
customs and traditions of
major religions

Initiate job orders and
work requests

Prepare worship bulletins

Prepare documents for
procurement and
reimbursement of auxiliary
and contract chaplains

Requisition supplies
and equipment

Maintain operating target
records and departmental
budget records

B. Rates

1. RP3

2. RP2

3. RP1

4. RPC

1-73. What rate, as determined by occupational
standards, is responsible for reviewing
plans for religious facilities
construction?
1.  RP1
2. RPC
3. RPCS
4. RPCM

1-74.  RPs may be assigned duties aboard what
type(s) of naval vessels?
1. Aircraft carriers
2. Submarine tenders
3.   Supply ships
4.   All of the above

1-75. Language that is peculiar to a
particular trade or profession is
generally defined as

dialect
2. gibberish

4.  slang

1.

3.  jargon
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Assignment 2

Supply Functions

Textbook Assignment: RP, Module II, NET 287-02-45-81, Chapter 2, Pages 2-1 through 2-30.

Learning Objective: Identify the
primary mission of the Navy’s
supply system; determine the method
by which ecclesiastical material is
procured in support of the Command
Religious Program (CRP).

1.

2-1.

2-2.

The primary mission of the Navy’s supply
system is to support the material needs
of the Navy.

True
2. False

Procurement of ecclesiastical
support of the CRP is handled
special Navy and Marine Corps
channels.

material in
through
supply

1.  True

2.  False

Learning Objective: Specify the
function of the National Stock Number
(NSN); determine the purpose, scope,
and use of the Federal Catalog Sys-
tem; identify which Federal Supply
Classification items are used most
frequently in fulfilling the needs
of the Command Religious Program (CRP)

2-3. An NSN normally consists of what total
number of digits?

1. 11
2. 12
3. 13
4. 14

In answering questions 2-4 through 2-7, select
the digits in column B that identify the element
of the NSN (9925-00-202-4416) in column A.

A. Elements B. Digits

2-4. Federal Supply Classi- 1. 99
fication (FSC) Class

2. 25
2-5. Federal Supply Classi-

fication (FSC) Group 3. 00

2-6. National Item Identi- 4. 00-202-4416
fication Number (NIIN)

2-7. National Codification
Bureau (NCB) Code number

2-8. A Federal Supply Classification number
consists of what total number of digits?

1. Nine
2. Two
3. Three
4. Four

2-9. The country, France, would be identified
in an NSN by what National Codification
Bureau Code number?

1. 11
2. 13

14
4. 22

2-10. What organization administers the Federal
Catalog System?

1. Defense Logistics Agency
2. Defense Logistics Services
3. Navy Supply Systems Command
4. Naval Material Command

3.
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2-11. The Federal Supply Classification (FSC)
System does NOT provide a common language
for the use of all services or agencies
using the system.

True
2. False

1.

2-12. Instead of the Army, Air Force, Navy and
civil agencies each purchasing and main-
taining large stocks of material, all of
these agencies make use of centralized
stocks .

True
2. False

1.

2-13. What is/are the purpose(s) of the NCB
Code in a National Stock Number?

1. It identifies the country that
assigned the stock number

2. It indicates that the stock number
is used by two or more countries

3. Both 1 and 2 above
4. It indicates whether an item is

obsolete or out of stock

In answering questions 2-14 through 2-17, select
the FSC number in column B that identifies the
item(s) listed in column A.

A. Items B. FSC Numbers

2-14. Sacramental wine 1. 7195

2-15. Chapel bulletin 2. 7710
boards

3. 8345
2-16. Church pennants

4. 9925
2-17. Church organs

Learning Objective: Identify the
supply publications, microfiche
documents, and other related publi-
cations which the Religious Program
Specialist uses in supporting the
supply needs of the Command Religious
Program; specify, the purpose(s) of
each publication and document.

2-18. Policy for the operation and management
of afloat supply departments is contained
in which of the following publications?

1. NAVSUP P-409
2. NAVSUP P-437
3. NAVSUP P-485
4.  NAVSUPINST 4235.3

2-19. Which of the following publications serves
as a comprehensive reference for those
personnel involved in the preparation of
MILSTRIP documents?

1. NAVSUP P-409
2. NAVSUP P-437
3. GSA Catalog
4. NAVSUPINST 4235.3

2-20. Which, if any, of the following publi-
cations is published as a handy reference
for department and division personnel in
the preparation of MILSTRIP documents?

1. NAVSUP P-409
2. NAVSUP P-437
3. NAVSUP P-485
4. None of the above

2-21. The “Fleet Use of MILSTRIP” instruction
serves the same purpose as which of the
following publications?

1. NAVSUP P-485
2. NAVSUP P-437
3. NAVSUP P-409
4. GSA Catalog

2-22. The “Operating Procedures Manual for
MILSTRIP/MILSTRAP” publication is not
distributed to afloat units.

1. True
2. False

In answering questions 2-23 through 2-26, select
the publication/document in column B that is
described/referred to in column A.

A. Descriptions B. Publications/Documents

2-23. Not actually 1.
considered to
be a supply
publication

2.
2-24. Designed to be

used primarily
by the civil 3.
agencies

2-25. Provides a com-
plete listing 4.
of assigned FSC
groups

2-26. Provides technical
characteristics
for all items in
the FSC system

Defense Logistics
Agency Cataloging
Handbooks

Navy Interest
Identification List

General Services
Administration
Supply Catalog

U.S. Navy Chaplains
Program Support Guide
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2-27.

2-28.

2-29.

2-30.

2-31.

2-32.

Which of the following abbreviations for
“number” should be used in an IL item

1.  NO.

1.

description?

2. NR.
3. NUM.
4. NUMB.

The GSA Supply Catalog contains nonmilitary
items which are used by both military and
civil agencies of the United States.

True
2. False

The GSA Supply Catalog is published in
what total number of volumes?

1. One
2. Two
3. Three
4. Five

What total number of commodity-oriented
volumes is maintained in the GSA Supply
Catalog System?

1. One I
2. Two
3. Three
4. Four

Section two of NAVPERS 15992 provides a
listing of Theological Student Program
officers.

True
2. False

Which of the following statements is/are
TRUE concerning the U.S. Navy Chaplains
Program Support Guide?

1. It serves as a ready reference for
RPs on budgeting and supply matters

2. Section two is referred to as the
program support section

3. This publication should be consulted
first by the RP when an ecclesiastical
item needs to be ordered

4. All of the above

2-33. Which of the following statements is NOT
true concerning civilian ecclesiastical
supply catalogs?

1. These catalogs provide a comprehensive
list of church goods, vestments, and
articles of devotion

2. These catalogs are published by
private companies

3. Items ordered from these catalogs
normally cost less than the same
items ordered through the FSC system

4. The personnel in the supply department
will explain the procedures that are
to be used when supplies are ordered
from these catalogs

Learning Objective: Identify the
terms and forms which are used in
procurement and differentiate between
the Military Standard Requisitioning
and Issue Procedure (MILSTRIP) and
the Uniform Material Movement and
Issue Priority System (UMMIPS).

2-34. The MILSTRIP system was developed for
which of the following reasons?

1. To ensure that material requests
are processed in accordance with
the military importance of the
requesting activity

2. To ensure that material requests
are processed in accordance with
the urgency of an activity’s needs

3. To provide a common language for
requesting and supplying material
within the Department of Defense
and General Services Administration

4.   All of the above

2-35. The MILSTRIP system is a vital part of

1.

1.

UMMIPS.

True
2. False

2-36. Most of the items
Command Religious
under what UMMIPS

1. Immediate
2. Priority
3. Routine
4. Predetermined

that are used in the
Program are acquired
basis?
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1.

2-37. Which of the following individuals would
be extensively involved with the prepara-
tion and processing of MILSTRIP documents?

Command chaplain
2. The RD

3. The SK in the supply department
4. All of the above

In answering questions 2-38 through 2-40, select
the method of preparation in column B that is
used to generate the form listed in column A

A. Forms 8. Methods of Preparation

2-38. DD Form 1348 1. Manually

2-39. DD Form 1348   2. Mechanically

2-40. NAVSUP Form
1250-1

2-41. Which of the following forms is used
primarily by the submarine forces as a
MILSTRIP consumption document?

1. DD Form 1149
2. DD Form 1348
3. DD Form 1348m
4. NAVSUP Form 1250-1

2-42. Which of the following requisition forms
will most RPs use when ordering eccle-
siastical supplies?

DD Form 1149
2. DD Form 1348
3. DD Form 1348m
4. NAVSUP Form 1250-1

2-43. Which requisition document is a standard
electric accounting machine form that is
used by automated ships equipped with
computer card punch equipment?

1. DD Form 1149
2. DD Form 1348
3. DD Form 1348M
4. NAVSUP Form 1250-1

2-44. Items which are excluded from MILSTRIP
requisitioning should be obtained through
the use of which of the following pro-
current documents?

1. DD Form 1149
2. DD Form 1348
3. DD Form 1348m
4. NAVSUP Form 1250-1

Learning Objective: Identify the
source documents and specify the
correct procedures for preparing
a DD Form 1348 to procure eccle-
siastical items and to obtain
material from SERVMART.

1.

2-45. The information on a DD Form 1348 must
be typewritten.

True
2. False

2-46. Which of the following statements is/are
true concerning the DD Form 1348?

1. Data blocks are designated “A” through
“V” on the form

2. Card columns are numbered “1” through
“80” on the form

3.  The copies of the form provide a
place to show the unit and total
price of the material that is being
ordered

4. All of the above

2-47. Data block “C” on the
for what purpose?

1. Identification of
the requisitioner

2. Identification of
the supplier
Identification of

4. Identification by

DD Form 1348 is used

the address of

the address of

the editing data
name of the

3.

1. item that is being requested-

2-48. Which of the following codes is used to
(a) indicate that the requisition is for
an overseas shipment for an item with a
National Stock Number (NSN), and (b) in
which card columns is this information
inserted on the DD Form 1348?

2-49. What is the correct routing identifier
code for the industrial naval air station
located at Norfolk, Virginia?

NNZ
2. NOZ

PNZ
4. PDZ

1.

3.
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3.

2-50. Which of the following routing identifier
codes is used when the RP procures eccle-
siastical items (FSC 9925)?

1. NUZ
2. NDZ

S9C
4.  S9G

2-51. A zero is inserted in card column 7 of
the DD Form 1348 when the requisitioner
does NOT desire a status report on the
item which is being requested.

1. True
2. False

2-52. Media and status codes are listed in
which Appendix of NAVSUP P-437?

1. Appendix 5
2. Appendix 6
3. Appendix 7
4. Appendix 8

2-53. Service designator codes are listed in
(a) which Appendix of NAVSUP P-437, and
(b) this information is inserted in which
card column on the DD Form 1348?

1. (a) 11; (b) card column 30
2. (a) 11; (b) card column 44
3. (a) 13; (b) card column 30
4. (a) 13; (b) card column 44

In answering questions 2-54 through 2-57, select
the Julian date in column B that corresponds to
the calendar date listed in column A.

A. Calendar Dates B. Julian Dates

2-54. 28 August 1992 1. 4071

2-55. 19 June 1982 2. 3196

2-56. 15 July 1983 3. 2241

2-57. 11 March 1984 4. 2170

2-58. Which of the following statements is/are
TRUE concerning serial numbers (card
columns 40 through 43) of the DD Form 1348?

1. Serial numbers can be duplicated on
the same day

2. Serial numbers are assigned at the
discretion of the originating command

3. Serial numbers make up one part of the
document number of a requisition

2-59. Which section of the DD Form 1348 is
considered to be the most important?

1. Document Identifier (card columns
1 through 3)

2. Routing Identifier (card columns
4 through 6)

3. Stock Number (card columns 8 through
20)

4. Demand Code (card column 44)

In answering questions 2-60 through 2-63, select
the NAVSUP P-437 Appendix in column B that
provides specific information on filling out
the sections of the DD Form 1348 listed in
column A.

A. DD Form 1348 B. NAVSUP P-437
Sections Appendices

2-60. Project code 1. 5

2-61. Demand code 2. 8

2-62. Signal code 3. 12

2-63. Supplementary 4. 13
address

2-64.

2-65.

2-66.

A complete listing of fleet fund codes
is contained in Appendix II of NAVSUP
P-437.

1. True
2. False

Details on priority indicators for card
columns 60 and 61 of the DD Form 1348
are contained in what publication/
instruction?

1. NAVSO P-3013
2. NAVSUP P-437
3. NAVSUPINST 4235.3
4. OPNAVINST 4614.1

A required delivery date is NOT entered
in card columns 62 through 64 of the DD
Form 1348 except under special circum-
stances outlined in OPNAVINST 4614.1
and NAVSUP P-437.

1. True
2. False

4. Both 2 and 3 above
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1.

2-67. It is NOT necessary to insert a routing
identifier code on the DD Form 1348 for
SERVMART requisitions.

True
2. False

2-68. A total cost limitation must be entered
in the “remarks” section of a DD Form
1348 for SERVMART requisitions.

1. True
2. False

Learning Objective: Recognize the
factors involved in determing the
requirements for conducting an
inventory of supplies and equipage
for the Command Religious Program.

In answering questions 2-69 through 2-72, select
the inventory term in column B that is defined
in column A.

1.

2-69.

2-70.

2-71.

2-72.

A. Definitions B. Inventory Terms

An item which is 1. Inventory
not consumed in
use that requires 2. Controlled
increased manage- equipage
ment control due
to high cost 3. Other equipage

The quantity of
stock on hand for
which records are
maintained

An item which is
not consumed in
use that is pro-
cured in the
same manner as
consumable
supplies

The function whereby
material is physically
inspected and counted

2-73. Which of the following items is/are con-
sidered to be controlled equipage?

Tape recorder
2. Electric typewriter
3. Manual typewriter
4. All of the above

2-74. The master list for all of the controlled
equipage in the office of the chaplain
would probably be maintained by which
of the following individuals?

1. Command chaplain
2. Assistant chaplain
3. A Religious Program Specialist

designated by the command chaplain
4. A Storekeeper in the supply depart-

ment designated by the supply officer

2-75. Inventory schedules for supplies and
equipage maintained in the office of the
chaplain are prepared for a full year by
the command chaplain prior to the
begining of each fiscal year.

1. True
2. False
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Assignment 3

Operating Targets

Textbook Assignment: RP, Module II, NET 287-02-45-81, Chapter 3, Pages 3-1 through 3-20.

3-1.

3-2.

3-3.

Learning Objective: Define and
identify the various types of
appropriations; differentiate
between the Navy accounting
cycle and the normal calendar
year; specify whether the status
of an appropriation is current,
expired, or lapsed.

An appropriation is an authorization to
incur obligations for a specified time
and purpose
1. True
2. False

Fiscal year
and ends on
1. True
2. False

1981 starts on 1 October 1981
30 September 1982.

Most appropriations are approved for what
period of time?
1. 1 year
2. 2 years

3 years
4. 4 years
3.

In answering questions 3-4 through 3-8, select
the appropriation in column B that is alluded
to in column A.

3-4.

3-5.

3-6.

3-7.

3-8.

A. Statements B. Appropriations

Often referred to as 1. Annual
a “no-year” appro-
priation 2. Continuing

Is of primary con- 3. Multiple-Year
tern to the RP

A new chapel complex
would probably be
financed by this type
of appropriation

Procurement of missiles
would be financed by
this type of appropriation

Covers the current operating
and maintenance expenses of
the Navy

1.

13

3-9. Which of the following statements is TRUE
concerning a continuing appropriation?
1. It is available for incurring

obligations only during the fiscal
year or years specified in the
appropriations act

2. It is made for incurring obligations
for shipbuilding/conversion projects

3. It is used for operations which are
financed by two or more appropriations

4. It is available for incurring obliga-
tions until the purpose for which the
appropriation was made is accomplished

3-10. The Religious Program Specialist will
normally work with appropriations of
more than 1 year’s duration.
1. True
2. False

3-11. An appropriation that is no longer
available for incurring obligations but
is available for disbursements to
liquidate existing obligations is an
expired appropriation.
1. T r u e
2. False

3-12. A current appropriation is available for
incurring obligations and making dis-
bursements during the current fiscal year
and for the next fiscal year.
1. True
2. False

3-13. The undisbursed balance of an appropri-
ation that is no longer available for
disbursement is known as a/an

closed appropriation
2. current appropriation
3. expired appropriation
4. lapsed appropriation

Learning Objective: Define funds;
differentiate between revolving and
trust funds; identify the various types
of revolving and trust funds which are
used in the Navy and specify their
purpose.



3-14. Which of the following statements is/are

3-15.

3-16.

3-17.

3-18.

3-19.

3-20.

1.

1.

3.

TRUE concerning funds:
1. Funds are sums of money or other

resources which are established
for a general purpose

2. Funds may be resources other than
money which are established for
specific purposes

3. Funds are sums of money which are
established for a specific purpose

4. Both 2 and 3 above

A revolving fund is established to provide
working capital for the Navy; trust funds
are used in accordance with the guide-
lines specified by an Act of Congress.

True
2. False

Which of the following funds is used to
finance the cost of maintaining and
operating commercial-type activities?
1. Navy Stock Fund
2. Navy Industrial Fund

Naval Working Fund
4. Navy Management Fund

The shipment of household goods is
financed by which revolving fund?
1. Navy Stock Fund
2. Navy Industrial Fund
3. Naval Working Fund
4. Navy Management Fund

Necessary capital to finance the purchase
of common supply items that are required
for the support and operation of the
entire Navy is provided by which revolving
fund?
1. Navy Stock Fund
2. Navy Industrial Fund
3. Naval Working Fund
4. Navy Management Fund

Which revolving fund is used for the
economical and efficient completion of
Navy operations that are financed by two
or more appropriations?
1. Navy Stock Fund
2. Navy Industrial Fund
3. Naval Working Fund
4. Navy Management Fund

What single permanent revolving fund
finances all work that is NOT chargeable
to some current naval appropriation?
1. Navy Stock Fund
2. Navy Industrial Fund
3. Naval Working Fund
4. Navy Management Fund

3-21. All EXCEPT which of the following state-
ments are true concerning the operation
of the Navy Stock Fund(NSF)?
1. Basic capital for the NSF is made

available by Congress in much the
same manner as appropriations

2. Recodkeeping of the charges and
credits applied to the NSF for each
command is the primary responsibility
of the personnel in the supply depart-
ment

3. The NSF exists because it is not
practical for each activity in the
Navy to purchase all of its operating
requirements directly from commercial
suppliers

4. Supplies may not be sold for cash

3-22. The Navy Stock Account is a holding
account and is an integral part of
which revolving fund?

Navy Stock Fund
2. Navy Industrial Fund
3. Naval Working Fund
4. Navy Management Fund

3-23. The total value of the Navy Stock Fund
consists of money on hand plus the value
of supplies maintained in the holding
account.
1. True
2. False

3-24. The most critical information to both
the customer and the Navy Stock Fund is
contained in which section of the
DD Form 1348?
1. Document Identifier
2. Routing Identifier
3. Stock Number
4. Demand Code

14



In answering questions 3-25 through 3-29, select
the fund in column B that is used for the
purpose given in column A.

A. Purposes

3-25. Funds are deposited
in advance to pay
for work or services
that are to be
furnished by the
Navy

3-26. Helps provide
recreation and
entertainment for
enlisted personnel
from the profits
of ship’s store

3-27. Serves basically
the same purpose
as the Navy Stock
Fund

3-28. Used when the cost
of an operation
cannot be credited
immediately to a
specific appropri-
ation

3-29. Used for public
donations to maintain
the USS ARIZONA
Memorial

B. Funds

1. Navy
Industrial

2. Naval
Working

3. Navy
Management

4. Trust

3-31. A nonappropriated fund receives proceeds
from (a) what source(s), and (b) is used
for which project(s)?
1. (a)

(b)
2. (a)

(b)
3. (a)

(b)
4. (a)

(b)

3-32. Revenue

Congressional appropriation;
religious projects only
Sources other than congressional
appropriation;
humanitarian projects only
Congressional appropriation;
religious and humanitarian projects
Sources other than congressional
appropriation;
religious and humanitarian
projects

for CRP chapel funds is derived

1.
from what major source(s)?

The sale of chapel fund property
2. The Chief of Chaplains fund in the

form of grants
3. Voluntary offerings and contributions

received at religious services
4. All of the above

3-33. Logistical support for the Command
Religious Program is provided through
the use of nonappropriated funds.

True
2. False
1.

3-34. Which of the following expenditures can
NOT be covered by CRP chapel funds?
1. A donation to religious outreach

projects
2. The payment of expenses for fellow-

ship activities
A loan to an individual

4. Both 2 and 3 above
3.

Learning Objective: Recognize the
sources of appropriated and non-
appropriated funds; identify the
specific sources of revenue for
Command Religious Program (CRP)
chapel funds; specify the guide-
lines in making disbursements
from the CRP chapel funds.

3-30. Which of the following officials is
responsible for the establishment of a
CRP chapel fund aboard ship or at a
shore command?
1. Chief of Chaplains
2. Commanding officer
3. Command chaplain
4.   Senior RP

Learning Objective: Define and
specify the time limitations for
Operating Target (OPTAR) funds;
identify the individuals who are
responsible for accounting for
OPTAR funds.

3-35. Which of the following statements is/are
TRUE concerning an Operating Target
(OPTAR)?
1. It is utilized in the purchase of

supplies
2. It is utilized in the purchase of

equipage
3. It is defined as an estimate of the

amount of money which will be
required by a command to perform its
assigned mission

4. All of the above
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In answering questions 3-36 through 3-41, select
the individual in column B that has the respon-
sibility in connection with OPTAR funds in
column A.

A. Responsibilities

3-36.

3-37.

3-38.

3-39.

3-40.

3-41.

3-42.

3-43.

Maintenance of
OPTAR records

Proper utilization
of OPTAR funds
allocated to the
CRP

Proper and
effective utili-
zation of OPTAR
funds

Overseeing the
expenditures in
the CRP

Submission of
status and trans-
action reports

Accounting functions
for the CRP OPTAR

B. Individuals

1. Commanding
officer

2. Supply
officer

3. Command
chaplain

4. Religious
Program
Specialist

1.

Which of the individuals listed below
would probably be designated to maintain
the Requisition/OPTAR Log
(NAVCOMPT Form 2155)?

Supply officer
2. Command chaplain
3. A Storekeeper in the supply

department
4. The senior RP in the CRP department

Learning Objective: Interpret the
procedures and guidelines for the
employment of auxiliary chaplains,
contact chaplains, and clergy for
occasional ministries; interpret
service contract, personal services
contract, and nonpersonal services
contract.

Procedures and guidelines for the employ-
ment of auxiliary chaplains, contract
chaplains, and clergy for occasional
ministries are outlined in SECNAVINST
1730.1.
1. True
2. False

In answering questions 3-44 through 3-46, select
the contract in column B that is defined in
column A.

A. Definitions B. Contracts

3-44. The procuring of 1. Service
services by contract contract
in such a manner that
the contractor is in 2. Personal
effect an employee of services
the Government contract

3-45. The procuring of 3. Nonpersonal
services of a con- services
tractor in which the contract
contractor is not
considered to be an
employee of the
Government

3-46. Calls directly for
a contractor’s time
and effort rather than
for an end product

3-47. Auxiliary chaplains are employed under
(a) what type of contract, and (b) are
responsible to what official?
1. (a) Nonpersonal services contract;

(b) commanding officer
2. (a) Nonpersonal services contract;

(b) command chaplain
3. (a) Personal services contract;

(b) commanding officer
4. (a) Personal services contract;

(b) command chaplain

3-48. Supervision of auxiliary chaplains
should be exercised by which of the
following individuals?
1. Chief of Chaplains
2. Commanding officer
3. Command chaplain
4. The senior RP

1.

3-49. Reserve chaplains serving as auxiliary
chaplains are NOT entitled to accumulate
earned drill points for this service.

True
2. False

3-50. Reserve chaplains performing in the
capacity of auxiliary chaplains are
authorized to wear military uniforms.

True
2. False
1.
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1.

3-51. Who is responsible for obtaining an
ecclesiastical endorsement for a person
seeking appointment as an auxiliary
chaplain?

Chief of Chaplains
2. Commanding officer
3. Command chaplain
4. The clergyperson who is seeking

appointment

3-52. The appointment of an auxiliary chaplain
is made (a) by whom, and (b) with the
approval of whom?

1.

1.

2.

3.

4.

(a)
(b)
(a)
(b)
(a)
(b)
(a)
(b)

Command chaplain;
commanding officer
Command chaplain;
Chief of Chaplains
Commanding officer;
Chief of Chaplains
Commanding officer;
Chief of Naval Operations

3-53. Appointments of auxiliary chaplains should
NOT exceed what maximum period of time?
1. 1 year
2.   2 years
3. 3 years
4. 6 months

3-54. Nominations for the appointment of
auxiliary chaplains will be made by
(a) what individual, and (b) will be
submitted to the appropriate official
on which document?
1. (a) Commanding officer;

(b) Standard Form 171
2. (a) Command chaplain;

(b) Standard Form 171
3. (a) Commanding officer;

(b) NAVPERS 1730/9
4. (a) Command chaplain;

(b) NAVPERS 1730/9

3-55. Auxiliary chaplains may be granted which
of the following privileges?
1. Travel pay
2. Subsistence pay
3. Use of commissaries and exchanges
4. Temporary duty travel orders

3-56. The fee for local national auxiliary
chaplains in foreign countries is
established by which official?
1. Chief of Chaplains
2. Area commander
3. Commanding officer
4. Command chaplain

3-57. Auxiliary chaplains are paid from non-
appropriated fund resources of each local
command.
1. True
2. False

3-58.

3-59.

3-60.

3-61.

3-62.

3-63.

3-64.

The payment of local national auxiliary
chaplains in foreign countries must
conform to the salary structure of the
local economy.

True
2. False

What would be the maximum fee that could
be paid to an auxiliary chaplain who
conducted four services on a Sunday or
a Sabbath?
1. $75
2. $125
3. $150
4. $300

What should an auxiliary chaplain be paid
for performing emergency ministrations?
1. $15
2. $25
3. $35
4. $75

For the period of the appointment, the
number of weekday services conducted by
an auxiliary chaplain should average no
more than (a) how many per week, and
(b) the auxiliary chaplain should be paid
how much for each service?
1. (a) Two per week; (b) $35
2. (a) Two per week; (b) $75

(a) Three per week; (b) $35
4. (a) Three per week; (b) $75

What would be the maximum fee that
could be paid to an auxiliary chaplain
who conducted two services on a major
religious holy day and two weekday
services in the same week?
1. $140
2. $170
3. $220
4. $300

Contract chaplains are employed under
(a) what type of contract, and (b) their
Performance is monitored by what official?

3.

1.   (a)
(b)

2.    (a)
(b)

Nonpersonal services contract;
Chief of Chaplains
Nonpersonal services contract;
command chaplain
Personal services contract;
Chief of Chaplains
Personal services contract;

3.    (a)
(b)

4.    (a)
(b) command

1.

Appointments of
NOT exceed what

1 year
2. 2 years

3 years
4. 6 months

chaplain

contract chaplains should
maximum period of time?

3.
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3-65.

3-66.

3-67.

3-68.

3-69.

Contract chaplains are NOT charged
against civilian personnel ceilings.
1. True
2. False

Contract chaplains are paid from appropri-
ated fund resources of each local command
through the use of funded purchase
requests which are submitted to the
cognizant contracting office.
1. True
2. False

What would be the maximum fee that could
be paid to a contract chaplain for
conducting one service on a Sunday or
Sabbath?
1. $15
2. $25
3. $35
4. $75

Clergy for occasional ministries are
selected on the basis of their abilities

1.

and (b)
1. (a)

(b)
2. (a)

(b)
3. (a)

(b)
4. (a)

and qualifications by (a) what official,
are paid from which fund?
Commanding officer;
nonappropriated fund
Command chaplain;
nonappropriated fund
Commanding officer;
appropriated fund
Command chaplain;
appropriated fund(b)

Which of the following statements is/are
TRUE concerning an offering which is
received at a service conducted by
civilian clergy?
1. All money which is received will be

deposited in the command’s non-
appropriated CRP chapel fund

2. Civilian clergy must not be tasked to
collect or deposit the money that
is received

3. Civilian clergy must not be tasked to
administer any money that is
received as part of a religious
service

4. All of the above

Learning Objective: Specify the
system under which the Command
Religious Program operates; identify
the stages of this system.

3-70. Planning in the Department of Defense
system is projected how many years in
advance?

1 year
2. 2 years
3. 3 years
4. 5 years

In answering questions 3-71 through 3-73, select
the process in column B that is defined in
column A.

3-71.

3-72.

3-73.

3-74.

3-75.

A. Definitions B. Processes

The translation of 1. Planning
approved resource
requirements into 2. Programing
time-phased finan-
cial requirements 3. Budgeting

Selection and
development of the
best course of action
in order to accomplish
an objective

The translation of
program support
requirements into
personnel and
material resource
requirements

Which step of the budgeting process
relates the mission of the CRP to the
mission of the command?
1. Determining the needs
2. Matching goals with funds
3. Program implementation
4. Studying the results

Which of the following statements is/are
TRUE concerning financial support of the
Command Religious Program (CRP)?
1. The CRP receives its support, both

facilities and operating funds, from
the local command

2. The command chaplain has the responsi-
bility of managing the assets which
are allocated to the CRP

3. The RP must keep the chaplain informed
on matters relating to expenditures
which are incurred in carrying out
the functions of the CRP

4. All of the above
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