SOP:  CE & BOARD FUNDING REQUESTS
ver FY09
	Head, Dental Corps Programs 

NAVMED Manpower, Personnel, Training & 


Education Command (Code 03CDC)
T16 Room 16126
8901 Wisconsin Avenue

Bethesda, MD 20889-5600

e-mail: Andrew.peters@med.navy.mil

(301) 319-4509 DSN 285

FAX: (301) 295-1783 DSN 295


SOP
	· Receive a CE or Board Funding request from TAD point of contact.
· Ensure that the request includes all necessary information and a CO’s endorsement letter. If the CE request is for an FTOS student, then it is considered to be IPOT (integral part of training) and must also include a letter from the Program Director indicating the training as such and a separate Job Order Number will be used.
· Ensure that you clarify exact board date/s and receive documentation of when and where board will be held. Boards also will be processed under a separate Job Order Number
· After Director gives his verbal approval, call SATO at 295-2784 and get a government round-trip price quote. Next go to the per-diem website and look up the rates for the area the CE is being held  http://perdiem.hqda.pentagon.mil/perdiem/
· Calculate the per-diem for members’ travel. Please note that members are only allowed 75% of meal rate for first and last day of travel. For example day 1: (meal x 0.75) + lodging + incidentals, day 2: full per-diem and last day: (meal x 0.75) + incidentals.  Allow $100 for miscellaneous expenses. 
· Type up funding information in CE access database, print and have Director sign.
· Make copy of the signed access sheet and keep with request package for files.
· Take original access sheet to Mr Fisher (Financial Management Analyst) on 14th floor for processing.
· When funding authorization is completed the line of accounting will be sent electronic back to you and the TAD point of contact at the member’s command. It will either be input in DTS (members with government travel card) format or ATOS. Print accounting data and file with funding request in fiscal year accordion file system by member’s name.



