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13 MAY 2016
NAVSUPPACT NAPLES NOTICE 1301

From: Commanding Officer, U.S. Naval Support Activity, Naples,
Italy

Subj: PRIMARY AND COLLATERAL DUTY/AUDIT BOARD ASSIGNMENTS

Encl: (1) Collateral Duty Assignments
(2) Audit Board Assignments

1. Purpose. To promulgate assignment of collateral duties and
provide official notification of boards and committees
established onboard U.S. Naval Support Activity (NAVSUPPACT),
Naples, Italy.

2. Discussion. Enclosures (1) and (2) constitute official
notification of assignment for the collateral and audit board
members. Designated representatives are responsible for
familiarizing themselves with the instructicnal guidance
pertaining to the collateral duty/audit board, and with the
duties and responsibilities to which assigned.

3. Action

a. Assigned personnel will become familiar with the
provisions and regulations of their collateral duty assignments.
Additionally, assigned personnel are responsible for informing
the cognizant chain of command of permanent change of station
transfer timing or other circumstances to support timely
identification of a relief.

b. Chairpersons/senior members of audit boards and/or
Department Heads/Special Assistants are responsible for
informing the Administration Officer if a copy of the
appointment letter needs to be forwarded outside the command
(i.e. other agencies, commands, individuals, etc.) to fulfill
regulatory/legal requirements.

C. Department Heads/Special Assistants are required to
notify the Administration Department of any changes in positions
listed in this notice.
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4. Audit Board Procedures

a. Reference (a) describes duties and responsibilities of
Audit Board members, scope and function of individual audits, and
lists instructional guidance.

b. Prior to beginning an audit, the chairperson/senior member
should contact the Command Evaluation and Review Office
(NO1E) to ensure they have current instructional guidance and for
other information pertaining to the audited area of operations.

c. Unless otherwise directed, or when an exception is
granted, all audit board reports will be sent to the Commanding
Officer, via NO1lE, within ten calendar days after the end of the
reporting period (i.e., end of month, quarter, half-fiscal year or
fiscal year).

5. This notice will remain in effect for five months or until it
is superseded by another notice, whichever occurs first.

4

W. CARPENTER

NAVSUPPACT NAPLES INST 5216.4BB

Lists: I through IV

Electronic via NAVSUPPACT NAPLES web site:
https://www.cnic.navy.mil/regions/cnreurafswa/
installations/nsa_naples/about/departments/administration nl/
administrative_services/notices.html
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