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1. Purpose. To issue information on the auditing of the Religious Offerings
Fund (ROF) at Naval Weapons Station, Yorktown (WPNSTA Yorktown).

2. Cancellation. WPNSTA YORKTOWNINST 7500.lE

3. General

a. ROF's are authorized throughout the Navy to afford worshipers an
opportunity to make benevolent gifts a part of their religious life as they
might have beenaccustomed to do in civilian life. The ROF is to be used only
for projects of religious benevolence beyond the limits of the Command
Religious Program, easily recognizable as coming within the desires of the
contributing group.

b. An ROF is a nonappropriated fund, portions of which may be identified
with a particular group of worshipers by establishing sub-accounts within the
one Fund.

4. ROF Administrator

a. The senior chaplain of the Command will be appointed in writing by
the Commanding Officer as the administrator of the ROF. The administrator is
a direct representative of the Commanding Officer and exercises executive
control over the ROF under the guidance of references (a) and (b). The
administrator shall approve disbursements up to limits set by the Commanding
Officer to organizations or individuals generally recognized as benevolent,
service-oriented, or religious bodies recommended by the contributors to the
ROF. Disbursement requests above the limit will be submitted to the
Commanding Officer for approval.

b. When the ROF administrator is expected to be absent from the Command
for more than 15 but less than 30 days, an interim acting administrator will
be named. If the absence will exceed 30 days, a new administrator will be
appointed and an audit will be conducted per paragraph 7b.
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5. Custodian

a. One or more custodians may be appointed by the administrator subject
to the approval of the Commanding Officer. If deemed necessary by the
administrator, custodians may be appointed for each of the ROF sub-accounts of
groups contributing to the ROF. It is expected that custodians will be
appointed for at least the Roman Catholic and Protestant groups. Custodians
willbe members of the Command and may be chaplains or Religious Program
Specialists. Duties of the custodians shall follow references (a) and (b).

b. When the custodian is expected to be absent from the Command for more
than 15 but less than 30 days, an interim custodian will be named. If the
absence will exceed 30 days, a new custodian will be appointed and an audit
will be conducted per paragraph 7c.

6. Policy. Custodians of the ROF will administer the funds per
references (a) and (b) and these specific guidelines:

a. All disbursements will be by check unless a petty cash fund has been
authorized in writing by the Commanding Officer.

b. Any offering in excess of $100 will be deposited on the first
business day after collection. Offerings of less than $100 may be kept in a
locked security container and never allowed to accumulate to more than $100.
Small offerings should not be held more than 5 working days after collection
nor beyond the last business day of any month.

c. Contributions will be counted by at least two individuals other than
the sub-account custodian. This does not preclude the custodian of one
sub-account from counting or verifying the contributions for another
sub-account.

d. All disbursements will be supported with vouchers and receipts or
invoices.

e. All records of receipts, expenditures, etc., pertaining to the
administration of the fund will be retained for at least 3 years.

f. Seven days after the end of each quarter, an ROF Statement of
Operations and Net Worth will be prepared at the direction of the ROF
administrator and, after audit and approval, will be posted in the Chapel.

7. Audits. The ROF will be audited by the Senior Member Audit Board.
audit of the ROF will be conducted:

An

b.

Quarterly,

When the ROF administrator is relieved,

a.
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d. When the ROF is dissolved, or

When the ROF custodian is relieved,c.

e. When otherwise requested by

Distribution:

I
Chaplain (5 cys)
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tQult:ficer.
R. L. MASTEN
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