OP-34 INSTRUCTIONS AND DEFINITIONS

1. In preparing the OP-34 exhibit, the Services/Defense Agencies should use the program definitions contained in the DoD Directive 1015.10, subject: Programs for Military Morale, Welfare, and Recreation (MWR), DoDI 1015.12, subject: Lodging Program Resource Management; and DoDD 1015.8, subject: DoD Civilian Employee Morale, Welfare, and Recreation (MWR) and Supporting Nonappropriated Fund Instrumentalities (NAFIs).

2. APF support should include both direct and indirect APF support provided to MWR activities and should include the cost categories reported on the Appropriated and Nonappropriated Fund Expense Summary required by DoDI 1015.15. Direct costs include those costs that can be directly attributable to the activity and include civilian and military pay and benefits, travel, training, supplies and equipment, contract, and Family Child Care subsidy.  Indirect costs include costs that are attributed to more than one activity and include rents, utilities, communications, minor construction, repair and maintenance, contracts, engineering support, etc.

(Based on the results of the DON review, the following definitions are to be used in compiling the data supporting the expense categories of Management Overhead and Common Support.  The refinement of these definitions was coordinated with the OUSD(C) staff.)

3. Management Overhead are the managerial operational functions and positions at an installation, major command or service departmental level, that have direct program managerial and operational responsibility for individual MWR programs.  These individuals actively plan, budget, organize, direct, coordinate, and control the operations of one or more MWR programs and are identified and included on manning and staffing documents.  Management Overhead includes direct control and supervision of the program(s), fiscal, logistical, and other management functions that are directly accomplished on a daily basis by individuals responsible for the success or failure of the program. It includes executive and upper management supervision that is functionally located above the operating program manager level and having responsibility for several MWR programs.  Management overhead costs should be identified to all three categories of MWR.

4. Common Support is defined as the direct appropriated fund support used in the operation of more than one MWR program. These support costs should only include those costs that are not easily nor readily identifiable to a specific MWR program.  It does not include any management overhead costs. Some examples of APF common support would include: an installation's civilian personnel functions or central finance and accounting office support functions or a program’s fair share of common base services costs.  Common support costs should be identified to all three categories of MWR.

5. The OP-34 Exhibits should be submitted for the OSD/OMB budget submission each year.  The OP-34 exhibit should also be included in the Congressional Justification books each year.

Notes on how the spreadsheet functions:

     This worksheet uses totals and cell references wherever possible to lessen the amount of data entry needed to complete the form.  The worksheet is protected to prevent the overwriting of formulas. It is also protected so that all forms keep the same exact format, so that we can consolidate the regional submissions without manual key entry or massaging of the submission to get it back into the original format.  If you attempt to enter data and get the error message "The cell you are trying to change is protected", no data entry is necessary or allowed in that cell.


The summary sheet requires no data entry at all.  All data is carried over from the OP-34. The OP-34 has summing formulas horizontally and vertically.


The OP-34-1 is composed of the 34-1 and a schedule A, which is new OSD requirement.

Schedule A:


Complete the column "USA/UFM expenses" for Categories A, B, and C.  That is all the data entry needed on this form.  The rest is automatic.

The USA/UFM expense total is carried over to the 34-1 on line 17b.

34-1:


The USA/UFM expense (line 17b, SI=MW, Cats A-C) cells on the 34-1 are cell references from schedule A and are protected.  The remainder of the form is data entry except for totals, of course.

General comments:


Yellow areas on the exhibit are new fields.

The expense element breakdown for Child Development has been moved forward, so it is no longer a separate page.

The line item order of Category A (A.1 through A.9) has been changed to conform to the order in the FMR guidance.
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