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(d) Section 6973 of Title 10, U.
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(g) Section 1353 of Title 31, U
(h) Parts 301-1 and 304-1 of Title 41, Code of Federal
Regul ati ons
i) SECNAVI NST 11100. 8A
j) Section 111 of Title 3, U S. C
k) SECNAVI NST 5340. 2D
| ) SECNAVI NST 5720. 44B
m Section 3131 of Title 10, U S.C
n)
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|

S.C
S.C
S.C
S.C

Section 3132 of Title 40, U. S. C
Department of the Navy Financial Managenent Policy
Manual , NAVSO P-1000
) SECNAVI NST 1730. 7D
) OPNAVI NST 1730. 1D
) SECNAVI NST 4001. 1E
s) DoD Travel Regulations Volunes 1 and 2, NAVSO P-6034
t) SECNAVI NST 11011.47B
u) SECNAVI NST 7320. 10A
v) Chapter 33 of Title 44, U S C.
w) SECNAV M 5210.1
x) DoD Fi nanci al Managenent Regul ati on (DoD FMR)
Vol une 12, Chapter 30
(y) SECNAV M 5214.1

1. Purpose. This instruction revises Departnment of the Navy
(DON) gui dance on gift acceptance and outlines procedures for
gift processing. This issuance is a conplete revision requiring
full review. This guidance does not pertain to gifts given to

i ndi vidual s covered under references (a) and (b).
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2. Cancellation. SECNAVI NST 4001. 2H.

3. Scope

a. Acceptance of gifts for the benefit of, or in connection
wi th, the establishnent, operation, or maintenance of a school,
hospital, library, nmuseum cenetery, or other institution or
organi zati on under the jurisdiction of the Secretary of the Navy
(SECNAV), authorized by section (a) of reference (c).

b. Acceptance of gifts for the benefit of menbers of the

MIlitary Services, who incur a wound, injury, or illness while
inthe line of duty; civilian enpl oyees of the Departnent of
Def ense who incur a wound, injury, or illness while in the line

of duty; dependents of such nenbers or enpl oyees; and survivors
of such nenbers or enpl oyees who are killed, authorized by
section (b) of reference (c).

c. Acceptance of gifts nade specifically to the U S. Naval
Acadeny (USNA) and the USNA Museum authorized by reference (d).

d. Acceptance of gifts for the recreation, anmusenent and
contentment of enlisted nmenbers of the Navy or Marine Corps,
aut hori zed by reference (e).

e. Acceptance and care of such gifts of silver, colors,
books, or other articles of equipnent or furniture, as in
accordance wth custom are made to vessels of the Navy,
aut hori zed by reference (f).

f. Acceptance of paynent from a non-Federal source of
travel expenses authorized under reference (g) (inplenented by
reference (h)).

4. Definitions

a. “Acceptance authority” is the official or officer in the
Departnent of the Navy who, on behal f of SECNAV, may accept
gifts satisfying acceptance criteria found in paragraph 6 of
this instruction. Acceptance authorities for particular
categories of gifts are listed in paragraph 5 bel ow.
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b. “Gft,” unless otherwise qualified, neans a gift,
devi se, or bequest of real or personal property, wthout
consideration. The Departnment of the Navy considers | ending of
an itemother than noney a gift only if reference (d) applies.
The term “gift” does not generally include “services”; however,
services may be accepted as a gift as authorized by section (b)
of reference (c). The acceptance and use of voluntary services
in the Departnment of the Navy are governed by OPNAVI NST 5380. 1A

c. "Money” neans cash, checks, or other fornms of negotiable
i nstruments.

d. “Qher institution,” as used in reference (c), includes
any institution or organization under the jurisdiction of the
Departnent of the Navy that is simlar or conparable to a
school, hospital, library, nuseum or cenetery. The term “other
organi zati on” neans any defined organi zational unit or activity
under the Departnent of the Navy, including norale, welfare, and
recreation activities (non-appropriated fund instrunentalities,
such as child care centers, fam |y support centers, enployee
recreation funds, etc.). This instruction includes research and
devel opnment facilities within the term“other institutions or
or gani zation.”

e. “Personal property” includes clothing, jewelry,
househol d furni shings, noney, vehicles, stocks, bonds,
i ntangi bles, and all property not defined as real property.

f. “Prohibited source” neans any person who:

(1) Is seeking official action by the Departnment of the
Navy;

(2) Does business or seeks to do business with the
Departnent of the Navy;

(3) Conducts activities regulated by the Departnent of
t he Navy;

(4) Has interests that may be substantially affected by
t he performance or nonperformance of a DON enpl oyee's official
duties; or



SECNAVI NST 4001. 2J
12 August 2009

(5) Is an organization, a nmgjority of whose nenbers are
described in (1) through (4) of this paragraph. The Departnent
of the Navy shall deem no person or organization a prohibited
source for the purpose of this instruction

(a) Solely because of the offer of a gift; or

(b) Where the stated purpose of the organization
i ncl udes the provision of financial support to the Departnent of
the Navy, its conponents, or DON personnel.

g. “Real property” includes |and and any buil di ngs,
i nprovenents, or fixtures on that |and.

5. Acceptance Authority. Authority to accept or reject a gift

offered to the Departnment of the Navy rests with SECNAV and

desi gnees assigned herein. SECNAV may approve additional

del egations. Authority to accept a gift offer depends upon the
val ue and kind of property offered. There are several |evels of
authority as outlined bel ow.

a. The Under Secretary of the Navy (UNSECNAV) shall be the
acceptance authority for all gifts of real property, other gifts
of a value in excess of $60,000 and gifts requiring an exception
to any of the policies in paragraph 6.

b. The following officials may accept gifts other than rea
property val ued at $60, 000 or | ess:

(1) The Chief of Naval Operations (CNO, the Vice Chief
of Naval Operations (VCNO, and the Director of Navy Staff (DNS)
for gifts acceptable under references (c), (e), (f) and (g)
offered to any institution or organization under CNO s command.

(2) The Commandant of the Marine Corps (CMC), Assistant
Commandant of the Marine Corps (ACMC), and Director of Marine
Corps Staff (DMCS) for gifts acceptabl e under references (c),
(e) and (g), offered to any institution or organi zati on under
CMC s comand.

(3) The Assistant for Adm nistration, Under Secretary of
the Navy (AAUSN) for gifts acceptable under references (c) and
(g), to any institution or organization not under the command of
either the CNO or CMC, but under the jurisdiction of SECNAV
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(4) The Chief of Naval Research (CNR) for gifts
accept abl e under references (c) and (g), offered to any
institution or organization reporting to CNR

(5) The Superintendent, U.S. Naval Acadeny (SUPT, USNA)
for gifts acceptable under either (d) or (g), offered to any
institution or organization reporting to SUPT, USNA.

c. The CNO VCNO, DNS, CMC, ACMC, DMCS, AAUSN, and CNR nmay
del egate their authority to accept gifts of a value of $12, 000
or |ess.

d. SECNAV or his/her designees as assigned in reference
(1), in accordance with reference (j), note, with witten
concurrence of the Ofice of the Vice President, shall accept
funds or gifts of property that donors offer to the Vice
President of the United States’ Residence with the intent to
furni sh or make inprovenents in or about the residence, or for
use at official functions in or about the residence.

e. Heads of institutions or organizations, as defined in
subpar agraph 4d of this instruction, may accept and distribute
gi fts of consunable or perishable products, such as fruits,
flowers, or candy intended for their institution’ s or
organi zation’s personnel. Acceptance criteria found in
paragraph 6 of this instruction apply to gifts accepted under
t hi s del egati on.

f. Except for gifts authorized by section (b) of reference
(c), activities nmust process any foreign governnent gift to a
DON enpl oyee under the procedures in chapter 9 of reference (a).
Desi gnat ed acceptance authorities may al so accept gifts of
travel offered by foreign governnents under the authority of
reference (g), as inplenented by reference (h), and chapter 4 of
reference (b).

6. Acceptance Criteria

a. Policy. Acceptance authorities shall decline gifts
under the follow ng circunstances:
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(1) The use of the gift is in connection with any
program project, or activity that would result in the violation
of any prohibition or limtation otherw se applicable to such
program project, or activity;

(2) The gift or conditions attached to the gift are
i nconsistent with applicable | aw or regul ation;

(3) The use of the gift would reflect unfavorably on the
ability of the Departnent of the Navy or any DON personnel to
carry out any responsibility or duty in a fair and objective
manner ;

(4) The use of the gift would conpromse the integrity
or appearance of integrity of any program of the Departnent of
the Navy or any individual involved in such a program and

(5) Acceptance of the gift would not be in the best
interest of the Departnent of the Navy, including but not
limted to the follow ng, where it:

(a) Creates the appearance or expectation of
favorabl e consideration as a result of the gift;

(b) Creates the appearance of an i nproper
endorsenment of the donor, its events, products, services, or
enterprises (except for those charitable organizations
recogni zed by reference (k));

(c) Raises a serious question of inpropriety in
light of the donor’s present or prospective business
relationships with the Departnent of the Navy;

(d) Involves the expenditure or use of funds in
excess of amounts appropriated by Congress; or

(e) Requires substantial expenditures or
adm nistrative efforts and nai ntenance are di sproportionate to
any benefit.

b. Solicitation of Gfts. Unless authorized by SECNAV, DON
personnel shall not initiate requests for gifts or contributions
for DON institutions or organizations. Acceptance authorities
shal |l not accept gifts initiated contrary to this policy.
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Further, as provided in reference (b), the Departnment of the
Navy prohi bits naval personnel fromsoliciting gifts from

prohi bited sources or because of their official position for

t hensel ves or their spouses, mnor children, or nenbers of their
househol d. Such activity may result in disciplinary action.

c. Fund-Raising by Naval Personnel. DON policy prohibits
naval personnel fromparticipating in their official mlitary
capacity in fund-raising activities not recognized for on-the-
job solicitation with the Federal Service. Naval personnel are
cauti oned concerning use of their official position or the
appearance of using their official position in fund-raising
activities not recognized for the on-the-job solicitation with
t he Federal Service. Wen in doubt, consult with an ethics
counselor. Policy also governs participation by naval personnel
in activities to raise funds for future presentation to the
Departnent of the Navy, or for the purchase of real or personal
property for future presentation to the Departnent of the Navy.
This prohibition applies to official participation during duty
and non-duty hours, but does not preclude participation in fund-
raising activities as a private citizen during non-duty hours.
See references (b), (k), and (I).

d. Ofer of Future Gfts. Applicable gift acceptance
statutes do not provide authority to accept a gift before the
gift is actually available for transfer to the Departnent of the
Navy. However, the Departnent of the Navy may accept offers of
future gifts (e.g., pledges to raise noney, or offers to
purchase real or personal property for delivery to the
Departnent of the Navy) under the follow ng two-step procedure:

(1) Acknow edgenent. Wen a donor nakes a pl edge or
offer of a future gift, whether a one-tine gift or a gift nade
in several installnments, the total cunul ative anount of the
future gift determ nes the appropriate acceptance authority.
The acceptance authority shall determ ne whet her the Departnent
of the Navy is likely to accept the gift under the criteria of
this instruction when the actual donation occurs. |If the
Departnent of the Navy is likely to accept the gift, the
acceptance authority will acknow edge the gift and advi se the
donor that gift acceptance will |ikely occur after actual
presentation of the gift, portion, or installnment to the
Departnent of the Navy.
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(2) Acceptance. Wen the donor presents the gift,
portion or installnment to the Departnent of the Navy, the val ue
of the gift presented on that occasion determ nes the proper
acceptance authority for that gift, portion or installnent. The
acceptance authority will determ ne whether to accept the gift,
or that portion or installnent thereof, applying the acceptance
criteria and utilizing the procedures set forth in this
instruction. Activities may request a one-tinme del egation of
authority to accept a gift, portion or installment of gifts in
anounts greater than their acceptance authority for gifts
previ ously acknow edged in step one.

e. Gfts fromProhibited Sources. Acceptance of gifts from
prohi bited sources requires hei ghtened sensitivity because
acceptance may create enbarrassnment to the Departnent of the
Navy or the appearance of influencing official decision-mnmaking
or actions of the Departnent of the Navy. Consequently, before
accepting a gift of nore than $10,000 from a prohi bited source,
the |l egal counsel (O fice of General Counsel (OGC) or
Navy/ Mari ne Corps judge advocate) for the gift acceptance
authority shall consult OGBC (Assistant CGeneral Counsel (Ethics))
to determ ne whether the donor is involved in any cl ains,
procurenent actions, litigation, or other matters involving the
Departnent of the Navy that m ght cause the acceptance authority
to decline an offered gift.

f. Gfts to Unified Conbatant Conmands. The Departnent of
t he Navy shall process gifts fromforeign governnents received
by individuals for whomthe Departnent of the Navy is the
enpl oyi ng conponent under reference (a). Oher offers of gifts
to a Unified Conbatant Command not under the jurisdiction of
SECNAV are not acceptable by the Departnent of the Navy under
reference (c).

g. Gfts fromFoundations and Simlar Entities. Wile
foundati ons and ot her non-profit organi zati ons may provide
val uabl e support to the Departnent of the Navy, they should not
be used as conduits to nake indirect gifts that DON gift
acceptance policies would not permt if offered directly to the
Departnent of the Navy.

h. Gfts of Copyrighted or Patented Itens. The Depart nent
of the Navy should evaluate offers of gifts of copyrighted or
patented itens with the sane degree of scrutiny with which al
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other offers of gifts are evaluated. |f the donor owns the
patent or copyright, the Departnent of the Navy shoul d accept
the gift only if the donor also grants a royalty-free |license
commensurate with the Departnent of the Navy s intended use of
the gift, or assigns the copyright or patent to the United

St at es.

i. Gfts Accepted Under Section (b) of Reference (c).
Acceptance authorities may not accept a gift of services froma
foreign governnent or international organi zati on under section
(b) of reference (c). Acceptance authorities may accept gifts
of real or personal property fromforeign governnents or
i nternational organi zati ons under section (b) of reference (c)
only if the gift is not designated for a specific individual.
Acceptance authorities shall consult with their appropriate
et hics counsel or before accepting gifts valued in excess of
$10,000 to ensure that:

(1) The gift is not offered in a manner that
specifically discrimnates anong DON personnel nerely on the
basis of type of official responsibility or of favoring those of
hi gher rank or rate of pay; and

(2) The donor does not have interests that may be
af fected substantially by the performance or nonperformance of
t he DON enpl oyee’s official duties.

7. Processing Gfts

a. Donors should make checks payable to the “Departnent of
t he Navy.”

b. AAUSN is responsible for processing gifts requiring
acceptance by SECNAV or UNSECNAV. Activities receiving offers
requi ri ng SECNAV or UNSECNAV or AAUSN acceptance nust pronptly
notify AAUSN upon recei pt of such offers.

c. This instruction assigns responsibility for processing
gift offers of personal property to the acceptance authorities
desi gnated i n paragraph 5, except when that authority is
specifically del egated by SECNAV to other officials.
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d. After official acceptance by the acceptance authority,
benefiting activities should informthe chief of information of
any gift having substantial public affairs inplications.

e. \Wienever possible, the DON officials should not accept
custody of a gift before official acceptance. |If the Departnent
of the Navy assunes custody of the gift, the benefiting activity
shal | advise the donor in witing that acceptance of the noney,
property or endorsenent of negotiable instrunments does not
constitute official acceptance of the gift. Activities shal
not add property to applicable property account records prior to
of ficial acceptance. Activities shall not deposit noney into
the applicable trust fund prior to official acceptance.

f. Activities receiving a gift offer nust informthe
prospective donor that the Departnent of the Navy cannot assune
responsibility for any expenses incurred, |oss or danage before
officially accepting the offered gift, even if the gift is in
the tenporary custody of the Departnent of the Navy. The
Departnent of the Navy will not pay interest on noney or the
val ue of negotiable instrunents returned to a prospective donor.

g. Prospective donors should be advised to submit gift
offers in witing explicitly specifying any conditions
associated wth gift acceptance. Upon receipt, activities nust
pronptly forward offers through the chain of command via the
appropriate acceptance authority’s |legal counsel or judge
advocat e.

h. I n exceptional circunstances where a tinme sensitive
of fer nmust be expeditiously accepted, e.g., an offer of tickets
to a near termevent or a gift of travel to an event taking
place in short time, activities may forward the offer directly
to the acceptance authority via facsimle or e-mail, informng
t he chain of command.

i. Forwardi ng correspondence concerning acceptance of
gifts, other than gifts of real property, should include:

(1) A conplete description of the gift, including the

guantity, condition, material and approxi mate size and wei ght,
val ue and i ntended uses.

10
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(2) An indication of the item s |ocation and
availability. Activities should consider gifts not imrediately
avai l abl e as offers of future gifts and process these offers as
detail ed in subparagraph 6d.

(3) A description of any unusual or |arge expense which
woul d be incurred by accepting and using the gift.

(4) Any conditions or inplicit assunptions under which
the offer of gift is being nade.

(5) Al pertinent facts concerning the donor's present
and prospective business relationships with the Departnent of
t he Navy and any docunentation relevant to the gift or donor.

(6) A summary of the itemis significance to the
Depart nent of the Navy.

(7) An activity recomendati on for acceptance/rejection
based on criteria contained in paragraph 6. |f recommendi ng
acceptance, the activity should include a proposed acceptance
letter as an enclosure to the forwardi ng correspondence.
Acceptance letters nust indicate that the acceptance authority
is accepting the gift on behalf of the Departnment of the Navy.
Activities should address acceptance letters specifically to the
donor and suitably convey the Departnent of the Navy’s
appreciation for the gift.

j. Activities shall forward any offer of a gift of rea
property or of an inprovenent to real property to UNSECNAV
t hrough the chain of conmand as detail ed in subparagraph 7g,
wth a copy to the Naval Facilities Engi neering Command ( NAVFAC)
and Commander, Naval Installations Command (CNIC). G fts of
i nprovenent to real property are subject to the bonding
requi renents of references (nm) and (n). Benefiting activities
must consult with NAVFAC or CNIC as required to provide the
i nformati on needed to properly assess gifts of real property.
Forwar di ng correspondence for gifts of real property should, if
appl i cabl e, incl ude:

(1) A conplete general description and geographic

| ocation of the real property, or if the gift offer is land, a
| egal description.

11
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(2) Any initial costs and anticipated recurring costs to
t he Departnent of the Navy upon acceptance of the gift.

(3) An assessnent of the best use and current use of the
real property.

(4) The proposed DON possessi on date.
(5) Any utility services avail abl e.

(6) The approximate current fair market value of the
gift.

(7) An assessnent of the gift’s inpact on the civilian
econony, including the conmmunity, other agencies, and
i ndi vi dual s.

(8) Any conditions under which the donor is making the
gift offer.

(9) Al pertinent facts concerning the donor's present
and prospective business relationships with the Departnent of
t he Navy and any docunentation relevant to the gift or donor.

(10) A summary of the gift’'s significance to the
Departnent of the Navy; and

(11) An activity recommendation for gift acceptance/
rejection based on criteria contained in paragraph 6. |If
recommendi ng acceptance, the activity should include a proposed
acceptance letter as an enclosure to the forwarding
correspondence. Acceptance letters nust indicate that the
acceptance authority is accepting the gift on behalf of the
Departnent of the Navy. Activities should address acceptance
letters specifically to the donor and suitably convey the
Departnent of the Navy’'s appreciation for the gift.

k. Al gifts of noney or securities accepted under
reference (c) shall be deposited into the Navy General Gft Fund

(NGGF). No noney shoul d acconpany the acceptance docunentati on
t hrough the chain of command, and the Departnent of the Navy
cannot deposit noney into the NGG prior to official acceptance.
Process fornmally accepted gifts of noney accepted under this
authority as foll ows:

12
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(1) Activities and commands wi Il coordinate with AAUSN
to determine if local deposit of funds into the NGG- is opti mal
| f AAUSN determ nes that |ocal deposit is not optimal,
activities nust forward checks directly to AAUSN t hr ough an
expedi ted and guaranteed nailing process;

(2) Activities wll fax or e-nmail acceptance
docunentati on to AAUSN

(3) AAUSN wi || establish new gift allotment or project
as required; and

(4) Activities nmay not execute funds until AAUSN
verifies proper acceptance, verifies deposit into the NGG, and
i ssues a fund allotment (NAVCOWPT 372) to the intended receiving
organi zation via e-mail.

| . Paragraph 074700 of reference (o) provides additional
gui dance for processing and accounting for gifts of noney under
subpar agraphs 3a, 3b, 3c, and 3e of this instruction. The
Departnent of the Navy places all gifts of noney received under
t hese subparagraphs in a trust fund. Activities may use a trust
fund only as specified by the ternms of the trust. Disbursenents
of deposited funds shall strictly followthe terns of the gift,
devi se, or bequest. |If the purpose of a gift, devise, or
bequest has been satisfied, activities may apply residual funds
to related itens or activities.

m Gfts of noney to a ship’s norale, welfare, and
recreation fund will be accepted by the appropriate authority
under reference (e) and then forwarded to the ship with
instructions that the ship is to deposit the gift in the “Ships’
Stores Profit, Navy” account.

n. A contribution to the Religious Ofering Fund (ROF)
designated as a specific gift for a specific purpose other than
as set forth in references (p) and (q), will be processed under
either reference (c) or (d), as appropriate. Such a gift
designation creates a trust with corresponding fiduciary
responsi bilities, which would not permt funds fromthe trust to
be di sbursed at the desire of the congregation, commuandi ng
officer, or ROF adm nistrator. Exanples of ROF donations that

13
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shoul d be treated as gifts include donations of noney for the
express purpose of purchasing nusical instrunents or stained-
gl ass w ndows.

0. Activities shall acconplish inventory control of gifts
of silver service under reference (r). Activities shal
inventory gifts to vessels other than silver service under
procedures established by the Naval Supply Systens Conmand.

p. The Departnent of the Navy shall account for and process
any gift of paynment from a non-Federal source for travel and
rel ated expenses for attendance of DON personnel in an official
travel status under volune 1, chapter 1, part B and vol une 2,
chapter 2, part D of reference (s). Also see reference (b).

g. Real and personal property accepted pursuant to this
instruction must be received, accounted for and di sposed of
consistent wth property accountability policy in references (t)
and (u). G ft records nust docunent the transfer of non-
nmonetary gifts to the property records of the receiving
or gani zati on.

8. Mandatory | nvestnent of Monetary G ft Accepted Under

Ref erences (a) and (d). Even though by statute all nonetary
gifts nmust be deposited in the NGGF or USNA Museum and G ft Fund
prior to disbursenment, the DON's policy is to maxi m ze the
benefits of nonetary gifts formally accepted by the Depart nent

t hrough investnent in governnent securities.

a. Authority is delegated to AAUSN to:

(1) Request that the Secretary of the Treasury retain
noney, securities and the proceeds fromthe sale of securities
in the NGGF

(2) Invest noney and the proceeds fromthe sale of
securities in the NGGF in instrunentalities of the United States
Treasury or in securities guaranteed, as to principal and
interest, by the United States Governnent; and

(3) Deposit to the credit of NGG- and di sburse as

provided in reference (a), the interest and profits accruing
fromthose investnents.

14
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b. Authority is delegated to the SUPT, USNA to:

(1) Request that the Secretary of the Treasury invest,
reinvest, or retain investnments of noney or securities
conprising any part of the USNA G ft and Miuseum Fund in
instrunentalities of the United States Treasury or in securities
guaranteed, as to principal and interest, by the United States
Cover nnent; and

(2) Deposit and disburse the interest and benefits
accruing fromthose securities to the credit of the USNA G ft
and Museum Fund as detailed in reference (d).

c. Benefiting activities nust pronptly evaluate gifts of
noney accepted under the authority of reference (c) or (d), to
determne if investnent of funds pending disbursenent is
advant ageous. Investnent of funds is mandatory in the foll ow ng
cases:

(1) If activities do not intend to di sburse nonetary
gifts exceeding $10,000 within 1 year of deposit into the NGGF
or the USNA Museum and G ft Fund.

(2) If the purpose of a gift, devise, or bequest is
satisfied and residual funds exceedi ng $10, 000 are not intended
for disbursenment within a 1-year period for a rel ated purpose or
activity as detailed in subparagraph 71 of this instruction.

9. Federal Incone, Estate and Gft Taxes. For the purposes of
Federal inconme, estate and gift taxes, gifts accepted under
reference (c) or (d) are considered to be gifts or bequests to
the United States. Wile witten notification of acceptance of
a gift constitutes recei pt by the Departnent of the Navy, the
Department of the Navy will not render any opinions of value on
a specific gift that a donor has offered. Activities are
directed to advise donors that it is their responsibility to
consult private tax experts for specific advice concerning tax
implications of gift giving.

10. Conveyance or Transfer of a Gft. SECNAV nay pay al
expenses in connection with the conveyance or transfer of an
accepted gift. Authority to pay such expenses is hereby

del egated to the activity heads whose appropriations are
properly chargeable with such costs.

15
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11. Retention of Records. Primary programrecords for the
acceptance of gifts are permanent per reference (v). Records
created as a result of this instruction, regardless of nedia and
format, shall be managed in accordance with reference (w).
Acceptance authorities shall ensure that the record keeping
requi rements of paragraph 300701.B of reference (x) are
satisfied.

12. Reporting Requirenents

a. Sem -annual Reports of Gfts of Travel. Individuals
granted acceptance authority in subparagraph 5b((1) through
5b(5) to accept gifts of travel under reference (g) are required
to submt sem-annual reports of gifts accepted under their
del egation. The report is due to OCC (Assistant General Counsel
(Ethics)) and will be prepared in accordance with reference (h).

b. Individuals granted authority to accept gifts under
section (a) or (b) of reference (c) are required to report
quarterly the information in paragraph 300701 of reference (x)
to the Defense Finance and Accounting Service. The report
(official formpending) is due to AAUSN not | ater than 7 days
after the end of each quarter. The report may be sent to:

Assi stant for Adm nistration, Under Secretary of the Navy, 1000
Navy Pent agon, Washi ngton, DC 20350-1000 or faxed to (703) 693-
0144

c. The report contained in subparagraph 12a above is
assi gned SECNAV Report Control Synbol 4001-1 per reference (y).

RAY MABUS

Di stribution:
El ectronic only, via Departnent of the Navy |ssuances Wb site
http://doni.daps.dla.ml/
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