INSTRUCTIONS FOR COMPLETING THE FUNDING    

AND PERSONNEL SECTION OF THE   

MANAGEMENT REPORT 

1.  OMA FUNDING:  Enter the amount of OMA funds that have been expended year to date in each area listed.  Round all numbers to the nearest dollar.  Installation resource management offices have the 218 Report (Obligations by Object Class) which will provide some of the financial data necessary to prepare this portion of the report.  In the 218 Report, see specifically Part 2, Section 1:  “Schedule of Expense” for ACS OMA funds by Army Management Structure (AMS) codes.  Do not include any Office of the Secretary of Defense (OSD) funds.  These will be reported in the Soldier and Family Readiness (Family Advocacy Program) and Relocation Readiness sections of the report.  

2.  NON-APPROPRIATED FUNDING: Enter the amount of NAFs expended year to date in each area.  Round all numbers to the nearest dollar. 

3.  PERSONNEL INFORMATION:    

a.  Requirements & Authorizations – Enter the requirements and authorizations as they appear on your installation’s ACS Table of Distribution and Allowances (TDA).  Although your TDA may use slightly different identifying titles for positions, please use the titles as listed in this report.  TDA Requirements and Authorizations cannot be split between lines.

b.  Filled Positions – Enter the number of filled positions effective on the day the report is completed.  Enter part-time employees or contractors as a percentage ( .5 for half time, .75 for three-fourths time, etc.) based on the average numbers of hours employed per week in ACS.  

c.  Categories of Civilian Employees – enter the number of civilian employees in each category on the day the report is completed.  This will probably not equal the filled positions in 3b. above.

4.  ACS VOLUNTEERS 

a.  By Category: Report only ACS volunteers that meet the standards of   

AR 608-1.  Totals will compute automatically.  This number should reflect the number of volunteers registered at ACS to date during this fiscal year.  Every person who registered as an ACS volunteer during the reporting period should be counted one time.  

b.  By Area: The number of volunteers should reflect the number of registered volunteers in a specific area to date during this fiscal year.  Because volunteers may provide services in several ACS areas at the same time, the total number of volunteers in this section will probably be greater than the number of volunteers in previous section.  

