DEPARTMENT OF THE NAVY
NAVAL M LI TARY PERSONNEL COMVAND

WASHI NGTQN, D. C. 20370-5000
IN REPLY REFER TO

BUPERSI NST 7030. 2D
Pers-021
12 APR 1995

BUPERS | NSTRUCTI ON 7030. 2D

From Chi ef of Naval Personnel
Subj : FEES FOR COPYI NG, CERTI FYI NG AND SEARCH NG RECORDS

Ref : (a) DODI NST 7230.7
(b) DODI NST 1000. 12
(c) Navy Conptroller Minual, NAVSO P-1000, Vol une 3,
Chapter 5
(d) BUPERSI NST 5000. 27
(e) BUPERSI NST 5720.7C

Encl : (1) Schedul e of Fees and Rates
(2) Exenptions
(3) Special Services

(4) Procedure I, Correspondence, Chargeable Itens, No
Funds or Insufficient Funds Encl osed

(5) Procedure Il, Correspondence, Chargeable Itens, Funds
Encl osed

(6) Procedure Ill, Correspondence, Chargeable Itens

(Urgent), No Funds Encl osed

(7) Procedure IV, Correspondence, Chargeabl e Requests
VWi ch Cannot Be Conpl eted by BUPERS

(8) Procedure V, Tel ephone Requests

(9) Procedure VI, Personal Requests

(10) Procedure VII, Handling of Funds

(11) Procedure VIII, Congressional Requests

1. Purpose. To issue types of services rendered to the public on
request for copying, certifying, and searching records for which a fee
will be collected in accordance with reference (a). This instruction
al so establishes the bureau's policy for user charges and prescribes

t he operating procedures to be foll owed.

2. Cancell ation. BUPERSI NST 7030. 2C.

3. Background. Title V of the Independent O fices Appropriation Act
of 1952 (5 U.S.C. 140) provides that fees shall be charged the public
for copying, certifying, and searching of records to place such
services on a self-sustaining basis to the full est extent possible.
Pursuant to this Act, the Departnent of Defense and the Departnent of
the Navy by references (a) and (c) have issued regul ations
establ i shing those services for which fees shall be charged,
condi ti ons under which services may be furnished with a fee being
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i nposed, the schedul e of fees/collections and di spositions are
f ur ni shed.

4. Scope This instruction is applicable to all divisions of the
bureau whi ch provide services to the public in response to requests
for services as noted above.

5. Definitions. Wen used in this instruction, the foll ow ng
definitions apply:

a. Public. Any person or group of persons, including
associ ati ons, organizations, partnerships, corporations, businesses,
muni ci palities, and county, state, or territorial governnents.

b. Arnmed Forces. Menber or former menber of the Arny, Navy, Air
Force, Marine Corps, and their civilian conponents.

c. Services. The furnishing of information, docunentation
certification, or search of records.

d. Personal Docunents. Docunments such as birth certificates,
baptismal certificates, adoption papers, or nmarriage |icenses.

e. Casualty Status. Deceased, missing, mssing in action,
captured, interned or hospitalized due to illness or injury.

6. Action Required

a. Ceneral. A fee will be collected when any of the services
listed in enclosure |(1) are provided to the public, subject to the
exenptions listed inenclosure (2). |If requests for specific services

are received for which a fee has not been established, and the
services to be provided are not within the exenption provisions, the
services will be furnished w thout charge. However, the

Director/ Conptrol |l er, Resources Managenent O fice (Pers-02) will be
notified of the services furnished, together with an estinmate of the
cost involved in furnishing the service based on the cost standards
established in enclosure (3).

b. Collection of Fees. Fees nust be remtted in full prior to
the furnishing of the record service. However, in the event the
request received is not acconpani ed by advance paynent and is of such
urgency that the delay occasioned to obtain advance paynent woul d
seriously affect the requester, the services will be furnished and
collection will be subsequent thereto. Paynent nmay be made by
personal check, currency, or noney order. Remittances received for
unsuccessful record searches will be retained when negative reports
are made to the requester, except when the requesting party is
ot herwi se exenpt fromfee paynent. |n general, charges may be wai ved
or reduced when:
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(1) The recipient of the benefits is engaged in a
nonprofit activity designed for the public safety, health or welfare.

(2) Paynent of the full costs or fee by a state, |oca
governnment or nonprofit group would not be in the interest of the
program

(3) Furnishing of the service without charge is an
appropriate courtesy to a foreign country or internationa
organi zation, or conparable fees are set on a reciprocal basis with a
foreign country;

(4) The increnental cost of collecting the fees would be
an unduly large part of the receipts fromthe activity.

c. Oficial Requests. Information of the types listed in
encl osure (1) Schedul e of Fees and Rates may be rel eased w t hout
charge when The individual answering the request can be reasonably
certain that the requester is authorized to receive such information
and is also eligible to receive the informati on w thout charge.

d. Refunds. Refunds to the requester as a result of an
excessive amount remtted will be nmade only when the anobunt of the
excess is nore than one dollar. Remttances are retained in cases
resulting in an unsuccessful search of records.

e. Operating Procedures. The bureau-w de operating procedures
explained in detail in enclosures (4) through (11) will be observed by
all divisions. These procedures wll be subject to review by the
Resour ces Managenent O fice and participating divisions.

7. Areas of Responsibility

a. Funds. The Collecting Agent (Pers-021) will be responsible
for receiving and safeguarding, all funds received by the bureau in

paynment of record services. Individuals who receive personally
addressed mail that contains funds will inmrediately deliver the
correspondence and funds to the Collecting Agent. |In the event a

check or noney order is nmade payable to the bureau enpl oyee, he or she
will endorse it for deposit to the Treasurer of the United States.
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b. Release of Information. A determnation as to the
applicability of a fee and the anmount of charge and a further
determ nation as to whether the record informati on requested may be
rel eased will be the responsibility of the division director for each
item of service processed by his or her organization. Fees to be
charged shall be determined following this instruction; rel ease of
information will be followed as per references |(d) and (e), It is
enphasi zed that this instruction in no way changes the process of
determ ning in each case, regardless of the applicability of a fee,
whet her the information requested may properly be furnished under the
provi sions of references (c) and (d) or other directives relating to
the rel ease of information from naval personnel records.

c. Urgent Requests. Division directors and duty officers wll
ensure that good judgnment is used when chargeabl e requests are not
acconpani ed by advance paynent and are of such urgency that the del ay
occasi oned to obtain advance paynent woul d seriously affect the
requester or reflect unfavorably upon the Bureau of Naval Personnel.

d. Cost Records. Participating divisions will be responsible
for maintaining records that will reflect the cost of providing
char geabl e services and the ambunts collected so that a periodic
reeval uati on of charges can be nade.

e. Providing Chargeable Services. Al enployees should be
cautioned that extrene care nust be used in carrying out the intent of
this instruction.

8. Forns. The following formmay be ordered per NAVSUP P-2002 and
used in processing for fees and coll ections.

a. NAVCOWT 2277 (2-81), Voucher for D sbursenent and/or
Col l ection, S/ N 0104-LF-702-2770, may be ordered per NAVSUP P-2002.

b. NAVPERS 5340/1 (5-91), Collection Slip, has been automated in

Pers-021.

{
H. C. r.!.:::ﬁmﬂm/
Rear Admirzl, Navy

Deputy Chief of Naval Personnel

Di stribution: (See next page)
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D stribution:
BUPERS Li st
1A Chi ef, Special Assistants, Staff Ofice Directors,
Assi stant Chiefs
1B Division Directors, Staff Ofice Directors, and Speci al
Assistants to ACNPs
2A Branch Heads, Staff O fice Heads and Special Assistants to
Dvision Directors
2B Section and Unit Heads

St ocked: Bureau of Naval Personnel (Pers-021) (50 copies)
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SCHEDULE OF FEES AND RATES
a. GCeneral. Subject to the exceptions in enclosure (2)|the specific
fees prescribed in subparagraph (b) will be collected when any of the

services |listed are provided to the public. Wen a specific fee is
not prescribed and the service to be furnished is not within the
exenpt provisions hereof, determ nation of the anmbunt to be charged

wi |l be made using the cost standards contained in enclosure (3)}
Cenerally, fees will be collected in full prior to furnishing of the
service; however, if the request received is not acconpani ed by
advance paynment and is of such urgency that the delay required to
obtai n paynment woul d seriously affect the requester, the service wll
be furnished and coll ection made subsequent thereto. In addition,
when mul tiple requests for services are received froma reliable
requester on a continuing rather than a one-tine basis and the fees to
be collected are in excess of the paynent received, the services may
be furnished and additional collection made subsequent thereof. The
transmittal docunent will contain a request for subm ssion of the
required additional paynent. Requesters failing to submt the correct
fee within a reasonable time wll not be furnished further services
until the debt is paid in full and, in the future, will be required to
submt fees in full prior to the furnishing of any services. When
consi dered appropriate, a frequent requester may be permtted to nake
a special security deposit against which nonthly billings for the
services furnished will be nmade in the sane manner as that provided in
article 035888 of reference|(c).

b. Specific Fees. The specific fees listed in the follow ng table
wi |l be charged wi thout deviation

Servi ce Fee

1. Training and Education (Copies of docunents required for other
of ficial purposes).

a. Transcripts And Certificates
] O o] o) VTR $3.50
Each additional Copy.....ccoccomimimiiiicieieeeieieieinen. $0. 45
(i ncludes requests for certificates, verification of
attendance, and course conpletion from service
school s and other facilities)

Encl osure (1)
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2. Medical and Dental Records of Patients and Forner Patients (when
requested for purposes other than further nedical treatnment). Covers
requests for information fromor copies of medical records, including
clinical records (inpatient records of mlitary and nonmlitary
patients), health records (mlitary outpatient records), outpatient
records (non-mlitary outpatient records), dental records, and | oan of
X-rays.

a. Searching and processing (per hour) ....ccccoooeiieennn.. $13. 25

M NI MUM ChAI Q€. i ee et e e e eans $8. 30
b. Each typewritten page....cccccomiciiieieieeeieieieie e eeeeeees $3.50
C. O fice copy reproduction (per inmage) ....cccoeoeeeeeennnes $0. 10
d. Loan of each X-ray..cococcieirieiiimieiciiie et $8. 50

3. Mlitary Menbership and Record (Excl udi ng Medi cal and Dent al
Recor ds)

a. Address of record, €acCh....coooveieiiieiii i $3.50
b. Copies of releasable mlitary personnel records effectiveness
reports for officers and enlisted personnel reproduced for the
personal use of active, retired, and forner nenbers, next of kin or
m ssing in action or a deceased nenber of the Arned Forces (e.g.,.
M ni num charge (up to six reproduced inages)..... $3. 50
Each additional imMBge......ccccomimiiiiiieieieieieeeee e $0. 10
Statenment of verification of service or report of

separation for individuals with other than
honorabl e di scharges.....cooooiviiiiiii e $5. 20

Encl osure (1)
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4. Phot ogr aphy

a. Still pictorial or docunentary photographic prints. Unlisted
standard sizes of prints may be furnished, if available, at prevailing
contract or activity rates.

1-9 10- 20 21-50 50+
PHOTOS PHOTOS PHOTGOS PHOTGOS

8" X10" si ngl e wei ght

(RC type) paper $4.50 ea $3.25 ea $2.50 ea $1. 75ea
11" x14"

(RC type) paper 9. 00 7.00 5.00 4.00
16" x20"

(RC type) paper 19. 00 15. 00 12. 00 9.50
20" x24"

(RC type) paper 30. 00 25.00 20. 00 15. 00
8" x 10"

col or paper 11. 00 7.50 3.50 3.00
11" x 14"

col or paper 17. 00 9. 00 6. 50 5.50
16" x 20"

col or paper 35. 00 25. 00 14. 00 11. 50
35mm col or
transparency slide
made from col or
negati ve 5.00 3.50 3.00 3.00
35mm duplicate from

35mm sl i de 1.00 . 60 . 50 . 45
16" x 20" cardboard 8.00 each + print
20" x 24" cardboard 12. 00 each + print
8" x 10"

col or transparencies
20.00 (first) 16.00 each add'l
4" x 5"
col or transparencies
4.50 each

NOTE: Prices may vary by 20 percent of the average charges based on
| ocal in-house | abor, equipnent and supply (raw stock) costs.

Encl osure (1)



BUPERSI NST 7030. 2D
12 APR 1995

b. Motion Picture

Col or Price per foot
Cont act
16mm work print (positive work print from an
original Negati Ve) ..ccoeieieieiiiiiieie et $0. 20
6mm reversal wWork print .. .20
16mm col or master ("A" roll) . 60
16mm dupl i cate negative (from master positive)... . 60
16mm reversal duplicate negative......cooooooiviiiiiniennn.n. .85
16mm i nternegative (fromreversal original)........ .70
16mm short rolls (under 100ft) ..cooiimiimiiiiiiiiieenen. .10
+ basic price
16mmtab-to-tab printinNg..ccoooi i .20

+ basic price

Bl ack and Wiite

16mm work print (negative/ posSitive) ..iiineennn. .10
16mm master positive (fine grain) .oovcivieineennnee. .25
16mm duplicate negati Ve ..o .25
16mm short rolls (under 200 ft) .coiimiiiiiiiiiiiieeee. .10
+ basic price

16mmtab-to-tab printinNg..ccooi i .10

+ basic price

c. M scel | aneous

Magnetic tape-dub from 16mm film.......cccoooeiiieieiniannn, $65. 00
+ raw stock

Searching (per hour or fraction thereof................. 18. 00
M ni num charge per fil morder (including search) 35. 00
16mm filmto vi deotape (broadcast quality

tape fOormat) .o Per hour 275.00
+ raw stock

M ni num charge for filmto videotape transfer..... 140. 00

+ raw st ock

Aeri al photographic print processing prices will be determ ned by the
| ocal DOD operated lab due to limted availability.

Encl osure (1)
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35mm fil mprocessing for nmotion pictures is not done in-house by the
DOD. Charges for this type of processing will be at prevailing
contract rates on a case-by-case basis.

5. Construction and Engi neering Information. Copies of aerial
phot ogr aph maps, specifications, permts, charts, blueprints, and
ot her techni cal engineering docunents.

a. Sear ching per hour or fraction thereof (including
overhead COStS) ..cccoeeeieieieieiiiiiiieieeeeeees $13. 25
b. FirSt Print e $2.50
C. Each additional print of sane docunent............. $0. 85
6. Copies of Medical Articles and Illustrations. Standards contai ned
in reference|(a)| of basic instruction will be utilized in conputing
costs.

7. Cains Litigation. Copies of docunments required for other than

of ficial purposes (includes court martial records furnishing
informati on from Report of Clains |Investigations, e.g., autonobile
collision investigations and safety reports). Requests pertaining to
private litigation and to cases in which the United States is a party
and where court rules provide for reproduction of records w thout cost
to the Governnent (if not covered in 2 or 3 above).

a. Sear chi ng and processing (per hour) ......cccoeeveennnnns $13. 25
M Ni MUM ChAI Q€. .iieiiieieie e e e e e $8. 30
NOTE: Charges for professional search
or research will be nade per 10b
changed.
b. O fice copy reproduction (mninmmfor six
Pages OF | BSS) ieiiiiiiiiieieie ettt e e $3.50
C. Each additional imBage.....cccccciiiiiicieieieieeeceee e $0. 10

8. Publications and Forns. A search and/or processing fee, as
described in 10a below will be nade for requests requiring extensive
time (1 hour or nore).

Encl osure (1)
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a. Shelf stock. (Requesters may be furnished nore than one copy
of publication or formif it does not deplete stock |evels
bel ow proj ected pl anned usage.)

(1)

(2)

M ni num fee per request (6 pages or |ess) $3. 50
(8) FOrm per COPY oo eeee e eeeaes .10
(b) Publications, per printed page............. .02
(c) Mcrofiche, per fiche.....ccoooiiiiiii, .10

Exanpl es: Cost of 20 forms, $5.50; cost of

m crofiche publication with 100 pages, $5.50;
cost of mcrofiche publication consisting of 10
fiches, $4.50

b. Ofice Copy Reproduction (when shelf stock is not avail abl e)

(1)
(2)
(3)
(4)

M ni num fee per request (six pages or |ess) 3.50
Each additional page.....ccooocoiiiiiiiiiiiiiiiiiiee. .10
M ni mum charge first fiche....coeoeieiniiiinnnnnnn. $8.70
Each additional fiche.....oooooiiiiiiiiiiiiiee, . 20

9. Engineering Data (Mcrofilm

a. Aperture Cards

(1) Silver duplicate negative, per card............... $0. 75
When keypunched and verified, per card......... .85

(2) Diazo duplicate negative, per card............... . 65
when keypunched and verified, per card......... .75

b. 35mmroll film per frame. ..., .10
c. l1emmroll film per fram .. .45
d. Paper prints (engineering drawi ngs), each............. 1.50
e. Paper reprints of mcrofilmindices, each............ .10

6

Encl osure (1)
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10. Ceneral. Charges for any additional services not specifically

provi ded above,

will be made at the follow ng rates:

a.

Clerical search and processing, per hour............
M NI MUM Char g€ ..o

Pr of essi onal search or researching......cccocoeoooil.

(To be established at actual hourly
rate prior to search. A m ni num charge

will be established at 1/2 hourly rates..............

M ni mum charge for office copy reproduction

(UP 10 Si X 1 MAGES) ticeiieieaieieeeie e e e e eee e e eenns
Each additional 1 mage....ccccoiiviiiiiniieeee e,
Each typewritten page. ..o,

Certifications and validation with seal, each...

Hand- drawn pl ots and sketches, each hour

Or fracti on ther €0f .o

consistent with the provisions of this subsection,

$13. 25
8. 30

$ 3.50
$ 0.10
$ 3.50

$ 5.20

$12. 00

Encl osure (1)
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EXEMPTI ONS

1. Any services requested by nmenbers of the Arnmed Forces when the
document or information requested is required by such personnel in
their capacity as nenbers of the Arned Forces of the United States.

2. Any services requested by nenbers of the Arnmed Forces, who are in
a casualty status, or by their next of kin or |egal representative;
and requests for information fromany source relating to a casualty.

3. The address of record of an active duty menmber or former nenber of
the Arnmed Forces when it can be furnished informally through | oca
directory (locator) reference, when requested by a nenber of the Arned
Forces or a relative or legal representative of a nenber of the Arned
Forces, or the address of record requested by any source when the
address is required for the purpose of paying nonies or forwarding
property to a nenber or forner nenber of the Arnmed Forces.

4. Any services requested by or on behalf of a nmenber or forner
menber of the Arnmed Forces, or if deceased, their next of kin or |egal
representative, pertaining to requests for:

a. Information required to obtain financial benefits regardl ess
of the terns of separation fromthe service;

b. Docunent showi ng nenbership and mlitary record in the Arned
Forces if discharged or rel eased under honorabl e conditions;

c. Information relating to a decoration or award or information
required for menorialization purposes;

d. Review of change in type of discharge or correction of
records;

e. Personal docunents, e.g., birth certificates, when such
documents were required to be furnished by the individual

5. Services which are furnished free followi ng statutes or Executive
O ders.

Encl osure (2)
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6. Information fromor copies of medical and dental records and/or X-
ray filnms of patients or former patients of mlitary nmedical or denta
facilities when such information is required and requests for such
data are (a) submitted by an accredited nedical facility, physician or
dentist or (b) requested by the patient, his next of kin, or |egal
representative.

7. Any services involving confirmation of enpl oynent, disciplinary or
other records or salaries of active separated civilian or mlitary

per sonnel when requested by prospective enployers or recognized
sources of inquiry for credit or financial purposes.

8. Any services requested by and furnished to a nenber of Congress
for official use.

9. Any services requested by a state, territorial, county or
muni ci pal governnment or an agency thereof which is carrying on a
function related to or in furtherance of an objective of the
Depart nent of Defense.

10. Any services requested by a court when the furnishing of such
will serve as a substitute for personal court appearance of a mlitary
or civilian enployee of the Departnent of Defense.

11. Any services requested by a nonprofit organization which is
carrying on a function to or in furtherance of an objective of the
Federal CGovernnment and when the cost of such services would be
chargeable directly to a Federal Governnent contract or grant held by
t he individual or corporation

12. Any services requested by donors with respect to their gifts.

13. Requests for services which are occasional and incidental

(i ncluding any request froma resident of a foreign country), not of a
type that is requested often, if it is admnistratively determ ned
that a fee would be inappropriate in such an occasi onal case.

14. Any request from Federal enployees for the acconplishnment of
fornms applicable to clains for reinbursenment in connection with
Federal Enpl oyees Health Benefit Act of 1959.

15. Administrative services normally provided in reference or reading

roonms for public inspection of records, except for copies of records
or docunents furnished.

Encl osure (2)
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16. Any request for mlitary | ocator service by a banking facility as
defined in subsection Il1l.A , DoD Instruction 1000.12 (reference |(a))).

17. Any request for mlitary | ocator service fromfinancia
organi zati ons engaged in the conposite check program Each request
for an address of record wll include:

a. A statenent that the organization is listed as a conposite
check recipient in the current U S. Treasury Bureau of Accounts,
"Fi nanci al Organi zations Directory".

b. A statenment that the individual whose address is requested
has his or her pay forwarded as a direct deposit by the Departnent of
Def ense di sbursing officer

c. The financial organization's account nunber for the
i ndi vi dual

18. Any services rendered in response to requests for classification
revi ew of DoD classification records, submtted under Executive O der
11652 as inpl enented by DoD Regul ati on 5200. 1- R whi ch consi st of the
wor k performed in conducting the classification review as such, or in
granting and carrying to conpletion an appeal from denial or

decl assification foll ow ng such revi ew

19. Any services of humanitarian nature performed in certain
enmergency situations such as: I|ife saving transportation for non-U. S
Arnmed Forces patients, search and rescue operations, and airlift of
personnel and supplies to a site of disaster. This does not nean that
i nter-governnental and intra-governnental agreenents should not be
negotiated to cover all or part of costs. Rather, it neans the

reci pient or beneficiary will not be assessed a "user charge".

Encl osure (2)



BUPERSI NST 7030. 2D
12 APR 1995

SPECI AL SERVI CES

Charges for copies of other articles and illustrations as well as for
the furnishing of services for which a specific fee is not prescribed
in enclosure (1), will be nade. Determ nation of the anmpbunt of the fee
to be inposed will be conputed on the follow ng basis:

1. Sal aries and wages earned by personnel assigned to performthe
services full-time and part-tine, including all types of paid | eave
and standby time.

2. The purchase price of supplies and materials and the cost of
contractual services used in perform ng the service.

3. An appropriate share of the original cost (depreciation) of the
equi pnent used, and of the cost of maintenance and operation of such
equi pnent .

4. The cost of any reproduction services obtained from outside the
agency.

5. An additional factor of not |ess than 15 percent of the sum of the
costs in itens 1 through 4, to cover indirect sets such as collection
and deposit of fees; maintenance, operation, and depreciation of
bui |l di ngs; the government's share of the retirenment or social security
benefits for the enpl oyees; workmen's conpensation, and work perforned
by central agencies.

6. An additional charge of $0.45 for each certification or

val i dati on, except that when a seal is affixed the charge will be

$0. 45 for each seal without an additional charge for certification or
val i dati on.

7. The additional costs incurred when the docunents are required to
be transmtted by air mail, registered mail, or special delivery nail
(unl ess the order includes postage stanps or stanped return envel opes
for the purpose).

8. Wen the costs under itenms 1 through 5 are calculated for a tota

operation, part of it shall be pro-rated between the two according to
the volunme of work or time which pertains to each

Encl osure (3)
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CORRESPONDENCE, CHARGEABLE | TEMS, NO FUNDS OR | NSUFFI CI ENT FUNDS

ENCLOSED

Steps to process a correspondence request for a service which is a

chargeable itemand for which no funds or
remtted.

Locati on Qperation Step

i nsufficient funds have been

Mai | Room 1. Mil is opened in Bureau of Naval Personnel

2. Mail without funds enclosed is sent to
Division mail substation

3. Mai |l substation delivers mail to action

Ofice.

4. Decision is nade as to whether or not a fee
is required. (If no fee is required, mai

i s processed).

5. If a fee has been collected by another
Activity, refer to and pick up operation at
step 9, Procedure I

6. If afee is required, Collecting Agent
Refund format is prepared (see exhibit 1).

The incom ng nai
for return.

is attached to the form

7. Qutgoing cases are delivered to division

mai | substati on.

Mai | Substation 8. Mail is delivered to BUPERS.

9. Mail is rel eased.

Encl osure (4)
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EXH BIT I. REQUJ REMENT LETTER

Legislation presently requires that a nom nal fee be charged for the
type of service you requested. These fees are being inposed b

y various offices of the United States Governnment in order to mneet
some of the expense of the work invol ved.

Your remittance in the anobunt of $ i s being returned for the
reason(s) checked bel ow

Your request is being processed. If it can be fulfilled, the
service will be furnished under separate cover w thout
char ge.

After correction of the discrepancy(ies) checked below, the remttance
and all correspondence should be returned to the Bureau of Nava
Personnel, Attn: Pers-02116, Room 2046, 2 Navy Annex, Washi ngton, DC
20370- 0210.

No signature

No endor sement

I ncorrect payee (rem ttance should be nade payable to the
Bur eau of Naval Personnel)

No rem ttance encl osed

The required fee is $5.20 per civil relief certificate

The required fee is $3.50 per address

Married couples are considered as two (2) separate
individuals. The required fee is $10.40 per couple for civil
relief certificates and $7.00 per couple for addresses

O her

Col | ecti on Agent
BUPERS- 02116

Exhibit | to
Encl osure (4)



BUPERSI NST 7030. 2D
12 APR 1995

PROCEDURE |

CORRESPONDENCE, CHARGEABLE | TEM5, FUNDS ENCLOSED

Steps to process a correspondence request for service which is a
chargeable item and for which funds have been remtted.

Locati on

Mai | Room

Col | ecti ng Agent

Qperation Step

1.

2.

Open mai | .

Forward to the collecting agent any
correspondence containing currency,
checks, postal noney orders, or postage
st anps.

When the remttance is in currency,
checks, postal noney orders or postage
stanps they will:

a. Renove all remttance from
correspondence.

b. Enter data in Section | of
NAVPERS 5340/1 (as noted in
exhibit (2) into conputer.

C. Stanp PAID on the incom ng
correspondence.

d. Forward stanped incom ng
correspondence to the action
di vision nmail substation
(Pers-324).

e. Print & Review print-out of
NAVPERS- 5340/ 1 for accuracy.

f. Account all rem ttance agai nst
NAVPERS- 5340/ 1 print-out wll
be submtted to E. Urbani ak
Def ense Accounting O fice Rm
201, Disbursing Ofice
Arlington, VA 22204.

Encl osure (5)
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Qperation Step

g. Prepare a Voucher for
Di sbursenment and/or Col |l ection
( NAVCOWPT 2277) (as noted in
exhibit 111) for signature.

h. Forward original conpleted
NAVCOWPT 2277 to the Defense
Accounting Ofice (DAO wth
ori gi nal bank-stanped copi es
of deposit tickets attached.

i. File the origina
NAVPERS 5340/ 1 print-outs,
copi es of all NAVCOWT 2277s
and deposit tickets.

Mai | Substation 4. Forward correspondence to proper
Action office.

Action Ofice 5. Det ermi ne the chargeabl e amount.
6. Process correspondence.

7. Expl ain any refunds (see exhibit

I11) in the outgoing reply.

8. Rel ease all correspondence through
Normal mail channels.

9. Forward copy of stanped
Correspondence to the collecting
Agent .

Col | ecti ng Agent 10. Wien the stanped correspondence
I ndi cates a conplete refund, the
Col l ecting agent will:

a. Pull the origina
NAVPERS 5340/ 1 print-out.

b. Conpl ete a NAVCOWPT 2277
with copy of NAVPERS 5340/ 1
print-out attached.
2
Encl osure (5)
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Qperation Step

C. Forward conpl eted and si gned
NAVCOWPT 2277) to the
Def ense Accounting Ofice
(DAO) .

d. Fil e copy of NAVCOWT 2277

PROCEDURE | 1 A - PROCEDURE FOR | NSUFFI Cl ENT PAYMENT FOR A
CIVIL RELI EF CERTI FI CATE OR AN ADDRESS OF
RECCRD

Col | ecting Agent 1. If insufficient paynent is received for a
Cvil Relief Certificate or an Address of
Record the paynent is returned to the sender
with an appropriate notification of the
proper charge. (See exhibit I to enclosure

(4)-

Encl osure (5)
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EXH BIT 1. COLLECTI ON CONTROL SLIP
This automated formis maintained in Pers-021.
COLLECTI ON CONTROL SLIP
NAVPERS- 5340/ 1 (REV. 5-91) ADDRESS
TG (ACTION) : COLLECTI ON SCHEDULE
DATE : AMOUNT RECEI VED : STAMPS RECEI VED
REQUESTER S NANE

SERVI CE CHARGE : REFUND : VOUCHER # . DATE COMPLETED

SERVI CE RENDERED

Exhibit Il to
Encl osure (5)



EXHIBIT III.

BUPERSINST 7030.2D
APR 1995

VOUCHER FOR DISBURSEMENT AND/OR COLLECTION
NAVCOMPT FORM 2277 (2-81)

voumn FOR ms-unxmmr Auo/on cou.sc'xon-uavcoun Folunzn (M) (281 sm 00&LF 702 zm Page 10t Page
A A A
' ""—- Lo Dan l.l Rﬂm Doeumnm Na, 4 Bill Numosr i!. Voucner Na.
oisa.Q couLecT O ¢
3 TAGM - 7. PAID BY:
CHECK NO.
3 70 — —
| [
— -
3. ARTICLES, SEAVICES OR (TEMS
a 0. .E WUNIT PRICE ; F
\NVCICZOR  OATE OF DE. OESCARIPTY QUAN. S AMOUNT
NRCES M0 LIVERV/SERVICE: me'mrr-n;)m.amnan DETAILS ETC. nTY | CSST [ PEA ¢
, i
! '
; :
o
| !
i
i
i
|
4
G. SISCCUNT TERMS . TOTAL
TTOTUBE D2 datiENT S N SSWPLETE PARTIAL AINAL FRCTAESS o ADVANCE
1 ACCSUNTING CASSIFICATION TO 8E SREDITED (COLLECTION! [
S arrmormia. sus. Dom. |eumeau |, | . ‘ ) e i amouNT
acam oA Jenh . class : contmoL | SA | Aa 7T PAs COST conk ‘ (.S CURRENCY o~Lnl
i ' ‘
; i E l . l‘ }
! i
' P Lo i .
12 DEDUCTIONS )
= .. 3 TRaNSPARTATIC ~T = T na T~ T fOtaLiamacem il
3 e ans?7 N SCOUNT TAX RESERVE! ™ MISCELLANECUS uicoemeney v
{ ! ! X
| ! ‘ !
1 ! i K
h
i | ! j
ld CLARENCY EXCHANGE RATE «$1.00 i1, TOTAL DEDUCTIONS )
1 c:cuvﬂnc CLASSIFICATION TO 9€ CHARGED (O/SBURSEMENT! )
3 soace . s ca! | aun 3 1G. ] 1 e (
a PRIA. 9] 5 UREAU B . H AMQOUN
arAn -1 iCap  miass  AAwTag 54 LYY ™ vaa COST CODE JLS co ,,E.”..,c v

|
, ! i i |

! )

TOTAL ET AMCLNT T 38 2210 AL ICK F-~ MINUS ILOCK 1211

N3 36309 -T2 15 3SV T /L QS
ZATIFEG
av L) 4
itz TITLE
el Date
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PROCEDURE | |
(Witten or Tel ephone)

CORRESPONDENCE, CHARGEABLE | TEM5 (Urgent) NO FUNDS ENCLOSED

Steps to process urgent correspondence requests for service which is a
chargeable itemand for which funds have not been remtted.

Locati on Qperation Step

Mai | Room 1. Open mail.
2. Forward correspondence to the
action division nai
subst ati on.

Mai | Substation 3. Forward correspondence to
proper action office.

Action Ofice 4. Determ ne the chargeabl e
anmount .

5. Process correspondence.

6. Conpl ete outgoing
correspondence.

7. Forward chargeabl e i nformation
to the collecting agent, Room
2046.

8. Rel ease correspondence through
nor mal channel s.

Encl osure (6)
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PROCEDURE | V

CORRESPONDENCE, CHARGEABLE REQUESTS WWHI CH CANNOT BE COWMPLETED BY
BUPERS

Procedure to process a correspondence request for service which is a
chargeabl e item and which cannot be conpl eted by BUPERS

The procedure for processing correspondence whi ch nust be answered,
either in full or in part, by another naval activity will be the sane
as Procedure Il except that the action office will forward the case
for conpletion.

There are two options for conpleting such cases:

a. Aletter containing the answer to the BUPERS portion of the
request is forwarded to the final action activity with a request that
it be included in the conplete answer.

b. A letter containing the BUPERS answer may be forwarded
directly to the requester. The remainder is sent to the final action
addressee indicating that the BUPERS portion of the request has been
conpl et ed.

In either case the requester should be advised where his or her other
request has been forwarded for conpletion

This does not apply to cases which must be forwarded to the National
Personnel Records Center (Mlitary Personnel), St. Louis, Mssouri.

The relationship with this branch will be the same as if it were a

| ocal branch of Enlisted Services and Records Division (Pers-3).

Encl osure (7)
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EXHBIT V. PROPCSED LETTER FOR FORWARDI NG ACTI ON TO
ANOTHER ACTIVITY
From Chief O Naval Personne

To:

Subj : BUPERS Col | ection Schedul e #

Encl : (1) Chargeabl e Request of

1. Enclosure (1) is forwarded for such action as may be necessary by

your activity to conplete this case.

2. The present status of funds collected for chargeable services is

as foll ows:

a. Funds received by this Bureau
b. Fee for services perforned by this Bureau
C. Bal ance to apply to any additional services

char geabl e

3. After enclosure (1) has been serviced, it is requested that the

following informati on be furnished to the Bureau of Naval Personne
endor senent on the copy of this letter
a. Portion of item 2c above whi ch has been earned by your

activity by providing additional chargeabl e services

b. Bal ance whi ch should be refunded to the requester of the
service.
C. Compl ete address of the requester if a refund is due.

By direction

Exhibit 1V to
Encl osure (7)

by
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PROCEDURE V
TELEPHONE REQUESTS

Procedure for processing tel ephone requests for chargeable record
i nformati on.

No BUPERS enpl oyee will release information, via telephone, for which
a fee should be coll ected. I nstead, the caller should be inforned
that the command is required by law to collect a fee in advance for
certain record services and it should be suggested that he or she
submt his or her request, via letter, together with a paynent of the
correct amount.

If the caller states that he or she nust have the information

i medi ately, then paragraph 7c of this instruction applies. The
call er should be advised of the charge and al so be inforned that he or
she will be billed for that amount. The individual furnishing the
service wll forward the information of charges to the collecting
agent, room 2046.

Encl osure (8)
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PROCEDURE VI
PERSONAL REQUESTS

Procedure for processing personal requests by visitors for chargeable
record information.

No BUPERS enpl oyee will release information to individuals comng to
the Bureau in person for which a fee should be coll ected.

The visitor should be referred to the collecting agent, room 2046.

The collecting agent will tel ephone the action office in order to
ascertain the correct fee for the requested service. He or she wll
collect this amobunt fromthe requester and will furnish himor her
with a copy of NAVPERS 5340/1. The action office will accept the copy
and furnish the service. The copy of NAVPERS 5340/ 1, after conpletion
by the action desk, is returned to the collecting agent.

Encl osure (9)
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12 APR 1995
PRCCEDURE VI |
HANDLI NG OF FUNDS
The collecting agent will be responsible for the handling of funds and

t he mai ntenance of records concerning the funds. He or she wll:

1

Mai ntain a coll ection schedul e (NAVPERS-5340) show ng recei pt
of all funds.

Maintain a file of NAVPERS-5340 print-outs.

Request the disbursing officer to transfer funds from
Suspense, Navy, to M scel |l aneous Recei pts Account.

Aut hori ze any necessary fee refunds by signing vouchers for
t he Bureau.

Mai ntain an audit file consisting of copies of collection
schedul es, requests to transfer funds, and refund vouchers.

Encl osure (10)
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PROCEDURE VI | |
CONGRESSI ONAL  REQUESTS
1. If the Congressional inquiry specifically requests that the

informati on be forwarded directly to a person or organization that is
not exenpt froma charge, the cost of the service is collected from
the individual or organization. The recipient is advised by letter

t he anount of the charge and is requested to remt the correct anount
i n advance. The Congressnman is advised of the action by separate
letter.

2. If the Congressional inquiry does not indicate whether the
information is to be forwarded directly to an individual or

organi zation, the reply is returned to the Congressman's office and is
consi dered official business and not chargeabl e.

3. Should the Chief of Naval Personnel elect, for purposes of
econony, expediency, or Navy Departnent policy, to forward the
information directly to the individual or organization when the
Congressional inquiry has not specifically requested such action, the
cost is chargeabl e provided no other exenption applies. The charge
shoul d be made as indicated in paragraph 1 above.

4. Since one of the duties of a Congressman is to represent his
constituency at the seat of the government, "office use" shall be
interpreted to include all requests from nenbers of Congress or their
staffs whether witten or tel ephonic except those requests indicated
in paragraphs 1 and 3 above.

5. If pursuant to a tel ephone inquiry, information in categories
normal | y chargeable is requested for a Congressman, the Assistant

Chi ef for Managenent Support (Pers-3) shall certify in witing to the
appropriate division that such information may be furni shed under the
provi sions of exenption 10 wi t hout char ge.

6. If an objection to a proper and accurate charge is received froma
Congressman all such objections will be referred to the Assistant

Chi ef for Managenent Support (Pers-3) for action or referral to the

O fice of Navy Conptroller (Pers-02).

Encl osure (11)
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