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DEPARTMENT OF THE ARMY PODR 37-1-8
Pacific Ocean Division, Corps of Engineers
Bldg 230, Ft Shafter
PODDC-F APO San Francisco 96558

Regulation 10 January 1977
No. 37-1-8

Financial Administration
ADMINISTRATIVE CONTROL OF FUNDS

1. PURPOSE. To prescribe policies and procedures for the administrative
control of funds.

2. APPLICABILITY. This regulation applies to all elements of the Pacific
Ocean Division (POD).

3. REFERENCES.

a. AR 37-20 and OCE Suppl 1
b. AR 37-21

¢c. ER 37-2-10

d. ER 37-345-10

e. ER 37-3-7

£f. PODR 600-1-2

4, RESPONSIBILITIES.

a. The Division and District Engineers are responsible for insuring that
commitments, obligations and/or expenditures do not exceed amounts specified in
allotments, suballotments or limitations thereunder, such as quarterly obliga-
tional authority or funding program. The policies and procedures prescribed by
this regulation are designed to fulfill that responsibility.

b. Contracting officers, resident contracting officers, contracting
officer representatives, ordering officers and any other individuals authorized
to contract on behalf of the US Government are responsible for determining that
funds are available prior to creating a commitment or an obligation.

c. The Office of the Comptroller will exercise control over fund authori-
zations through the establishment and maintenance of accounting records in the
Finance and Accounting (F§A) Branch. Monthly reports will be furnished to
operating elements which will enable comparison of actual versus estimated
costs. The POD FEA Officer, or duly appointed deputies and agents, will
certify as to the availability of funds. This authority has been delegated to
the following field personnel:

(1) Chief, Financial Management Branch, JED.
(2) Chief, Financial Management Branch, FED.
(3) Chief, Administrative Branch, O0AO.

(4) Specific alternates with authority to act in the absence of the above.

This regulation supersedes PODR 37-1-8, 17 Nov 75.
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d. All Division and District Supervisors, and Resident Engineers, as well
as those under their supervision, who are engaged or may become engaged in the
function of authorizing or incurring fund commitments, obligations and/or
expenditures are directed to thoroughly familiarize themselves with the
provisions of Section 3679, Revised Statutes, as provided in paragraph 7 of
this regulation.

e. All organizational elements are required to review and analyze all
relevant data available to them so that current working estimates and budgets are
not exceeded which would result in a possible overcommitment, overobligation or
overexpenditure of available funds. Unless properly authorized, no employee will

take any action to obligate the US Government, implied or otherwise.

f. In the event a violation of Section 3679 occurs, the Division Engineer
is required to make a written report showing the circumstances surrounding any
overcommitment, overobligation or overexpenditure of funds and must include the
name of the responsible individual(s). The responsible individual(s) is (are)
subject to disciplinary action up to and including fine or imprisonment as the
circumstances warrant.

5. PREVALIDATION OF FUNDS.

a. Commitment Accounting.

(1) Commitment accounting is applicable only to the following military
appropriations:

(a) 21*2030 series Procurement appropriations.
(b) 21*2040 RDTGE

(c) 21X2050 MCA, Including P6700.

(d) 21X2085 MCANG

(e) 21X2086 MCAR

(f) 21-97X0700 FHMA (construction portion only).

(2) Formal commitment accounting records will be maintained in accordance
with AR 37-21 as implemented by ER 37-345-10 and this regulation.

b. Commitment and/or Obligating Documents.

(1) The following steps are necessary prior to any action toward commitment
and/or obligation of funds:

(a) Receipt of directive authorization.

(b) Receipt of advice of allotment or fund authorization.
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(c) Certification that funds are available to cover the estimated commit-
ment or obligation.

(d) Proper approval of requisition or procurement directive, if applicable.

(2) Use the following forms for commitment of funds, and file copy of each
validated document in numerical sequence for control purposes:

(a) DA Form 3953, Purchase Request and Commitment, for obligations to be
incurred by contracts, purchase orders or requisition for supplies, materials,
equipment or services. DA Form 3953 will be serially numbered by each Division
or Office with identifying prefix such as PODED-1-77 or PODCO-1-77 {refer to
PODR 725-1-1 for detailed instructions regarding preparation).

(b) ENG Form 3039, Miscellaneous Commitment Document, to authorize incur-
rence of obligations for contracts, including modifications theretc, overruns
on contracts and any other obligating action not covered by use of DA Form
3953. Miscellaneous Commitment Documents will be serially numbered by each
Division or Office with identifying prefix such as PODED-1-77 or PODCO-1-77.

(¢) For A-E contracts, ENG Form 3039 will be submitted to the F§AO, for
certification as soon as a price has been agreed to.

(d) Letters requesting proposals frcm construction contractors, that do
not contain a notice to proceed, may be prevalidated as commitment documents.

(e) Except for requisitions to other federal agencies, obligation docu-
ments preceded by commitment of funds will not be forwarded to the FGA Officer
for further certification of funds when obligations are within approved
commitment amounts. Commitment documents covering letters or contracts requir-
ing the signature of the Contracting Officer (CO) will be attached to the
official file copy thereof prior to forwarding to the CO for signature.

(3) For all civil and military appropriations other than those listed in
paragraph 5a(l) above, the following procedures will apply:

(a) Obligating documents such as contracts, notices of award, notices to
proceed, change orders, purchase orders and other documents will be prevali-
dated by the F§A Officer or his designees as to the propriety and availability
of funds, prior to signature by the CO and mailing to contractors. These
documents will be routed through the F§A Branch and if the funds cited thereon
are proper and available, a certificate to that effect will be placed on these
documents. After the CO has signed these documents, a signed copy will be
furnished F&A Branch for recording as an obligation.

{b) The following will apply to "Notices to Proceed" issued by the
Kwajalein Resident Office (KRO):

1 KRO will TWX Construction-Operations Division (PODCO-A) for fund avail-
ability.

2 Construction-Operations Division (PODCO-A) will obtain assurance of
fund availability from F§A Branch and advise KRO by return TWX.
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3 KRO will notify FGA Branch by TWX when notice to proceed is issued. The
message should contain the following information:

Estimated cost of NTP by change item number.

|®

b Line item number.

¢ Accounting classification.
In addition, the following should appear at the beginning or end of the message:
"Signed (name)} Auth. Rep. of the Contracting Officer"

4 A signed copy of notice to proceed, with TWX reference annotated thereon,
will be furnished F§A Branch (see para 6a(6)).

6. OBLIGATION DOCUMENTS.

a. The originator of an obligation document citing funds previously
committed will show the commitment document number involved in a conspicuous
place on such document and furnish it to the FGA Branch. The proper times to
record obligations and the required substantiating documents are as follows:

(1) Advertised contracts. A signed bid by the contractor and acceptance in
writing by the Contracting Officer (CO) on the notice of award constitute the
necessary bilateral action between the two parties and an obligation may be
recorded in the full amount of the contemplated contract at the time such award
is issued to the contractor. If notice of award is not used, the obligation is
recorded when the CO signs the contract. In the case of ocutstanding fixed price
contracts containing variations in quantities to be delivered, the amount of the
contingent liability should be conservatively estimated and obligated by use of
DA Form 3717, Miscellaneous Obligation Document (MOD), to cover the additional
obligations which may materialize.

(2) Negotiated contracts. Normally, obligations will be recorded when a
written agreement (contract) has been signed by both contractor and CO; however,
if the contractor has submitted a signed proposal, the obligation will be
recorded by letter of acceptance to the contractor signed by the CO.

(3) Continuing contracts. The amount to be initially obligated will be the
amount stated in the specifications and letter of acceptance as being available
for initiation of the work. This letter will also cite the total amount of the
contract. Obligation adjustments on continuing contracts will be recorded on
the basis of a formal notice to the contractor stating the amount available for
accomplishing the work in accordance with the contract terms.

(4) Supplemental agreements. Obligations may be recorded only when a
written agreement (the supplemental agreement, ordinarily) has been signed by
both contractor and Contracting Officer.

(5) Letters to contractors. Signed copies of letters to contractors
accepting a firm proposal are considered proper documents to support obligations
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on all types of contracts. Where contracts, ietters, agreements or orders
require acceptance signatures in order to become valid obligations, the date of
the last required signature will be shown on copy furnished the F§A Officer.
This determines the date of the obligation for recording purposes.

(6) Change orders. It frequently becomes necessary to require changes or
additional work under the "Changes' or '"Additional Work" clauses of the ccntract
at a critical point in construction when any delay would be costly to the
Government. In such cases, a letter is written by a properly authorized repre-
sentative of the CO to the contractor directing immediate execution of the work
and inviting a proposal as to price. Upon negotiation of the price, the final
change order is executed. The letter written to the contractor becomes a valid
obligation upon its execution and mailing. A signed copy of this ietter with
the estimated cost of the work noted thereon will be furnished the F§A Officer
to support and record the obligation.

(7) Travel expenses. DD Form 1610, Request and Authorization for TDY
Travel for DOD Personnel, will be utilized for estimated obligations covering
temporary duty travel. This form will be submitted in accordance with instruc-
tions contained in PODR 55-1-1.

(8) Work requests. All Intra-Army Orders, MIPRs, Project Orders, and
Support Agreements for reimbursable work or services to other districts or
agencies should contain a request for written acceptance thereof, inasmuch as
they do not become a valid obligation until receipt of accaptance in writing.
Orders and acceptances may be by teletype, confirmed by signatures on appro-
priate forms.

(9) Contract claims. Upon determination that a claim received from a
contractor is meritorious, a Miscellaneous Obligation Document, DA Form 3717,
showing the estimated liability for the claim will be prepared by the responsi-
ble office for signature of the CO and forwarded to the F§A Branch for recording
as an obligation. As adjudication of the claim progresses, this estimate should
be currently revised whenever it is indicated that the amount obligated is
either insufficient or in excess of the amount required for final settlement.

(10) Contract terminations. When a contract is terminated in whoie c¢r in
part for the convenience of the Government by giving a Notice of Termination
to the contractor, the obligation recorded for such contract will be decreased
to the amount necessary to meet all settlement costs under such termination.
This will be accomplished by the responsible office preparing for the CO's
signature a DA Form 3717, based on the best engineering estimate and the
contractor's termination settlement proposal, if available, to decrease the
recorded contract obligation to the amount required for payment of all contract
termination costs. After DA Form 3717 has been properly signed, it will be
forwarded to the F§A Branch for recording as a decrease in obligation. This
amount should be currently adjusted as settlement progresses and conditions
warrant.

b. All commitment and/or obligation documents affecting supplies/services,
construction, engineering and design or real estate activities under civil or
military funds will be routed through the programming elements of the Tespec-
tive divisions.
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7. GENERAL. All personnel involved in the authorization or creation of
commitments\ obligations or expenditures of appropriated funds are required
to familiarizeNthemselves with AR 37-20, including Section 3679, Revised
Statutes, quoted therein, and OCE Supplement 1. This will be done within

ten (10) days afterjaving been appointed to any contracting or ordering
authority and will be xepeated annually thereafter. For control purposes,
individuals involved will execute Part III of ENG Form 3544 when such form is
provided to them by the Prosurement and Supply Division in accordance with
PODR 600-1-2. The completed Farms will be routed through the Office of the
Comptroller for review prior to dging filed in the Procurement and Supply
Division.

FOR THE DIVISION ENGINEER:

E. W. LYNCH)\Ac
Office of AdmIg¥strative Services
DISTRIBUTION: (List 76-1)
B, C
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REV PG 6 COMPRISES CHANGE 1 TO PODR 37-1-8, 10 Jan 77

PODR 37-1-8
Change 1
16 Dec 80

7. PROVIDING FUND CITES. All outgoing telephone calls and messages which
provide POD fund cites, that in any way commit and/or obligate POD funds,
must be coordinated through and approved by the Finance and Accounting
Office or the applicable Finance Management Office.

8. GENERAL. All personnel involved in the authorization or creation of
commitments, obligations or expenditures of appropriated funds are required
to familiarize themselves with AR 37-20, including Section 3679, Revised
Statutes, quoted therein, and OCE Supplement 1. This will be dome within
ten (10) days after having been appointed to any contracting or ordering
authority and will be repeated annually thereafter. For control purposes,
individuals involved will execute Part III of ENG Form 3544 when such form
is provided to them by the Procurement and Supply Division in accordance
with PODR 600-1-2. The completed forms will be routed through the Office of
the Comptroller for review prior to being filed in the Procurement and

Supply Division.

FOR THE DIVISION ENGINEER:

WILLIAM G. COSSEY
Chief, Office of Administrative Services

DISTRIBUTION: (List 80-1)
B, C



