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CHAPTER 2. RCOLES AND RESPONSI BI LI TI ES

General. The responsibility for devel opnent and administration of a
reasonabl e system of charges and fees consistent with the policies
in this handbook primarily rests wi th program nanagers. Recogni zing
that |egislative approval and/or OVB concurrence nmay be necessary,
before fees can be inposed, program nangers are nonethel ess
responsible for conmplying with the user fee review requirenents
outlined in this Handbook for all applicable prograns. Certain
Headquart ers managenment officials also have specific
responsibilities for ensuring effective oversight and support of the
user fee determ nation process.

A Chief Financial Oficer. The Chief Financial Oficer is
responsible for setting policies and guidelines for maintaining
an equitable systemof user fee charges for Departnental
services neeting the provisions of OMB Circular A-25 and User
Charges Statute. This office will oversee the entire process
for user fee charges to ensure that cost effective approaches
and schedul es of charges are being presented as part of the
budget process.

B. Assi stant Secretary for Administration. The Ofice of
Admi ni stration is responsible for the preparation of the
Department al budget call which includes guidance for program
of fices. The budget call for each fiscal year shall include
gui dance, instructions and other necessary infornmation as wel
as appropriate schedul es for subm ssion of information on user
fees. The Ofice of Administration shall be responsible for
provi di ng continui ng gui dance, information and assi stance to
Headquart ers program nmanagers on techni cal and procedura
matters for user fees, fee receipts and their determination

C. Headquarters Primary O gani zati on Heads (HPOHs). Each
Headquarters Primary Organization Head will be responsible for
i npl erenting and mai ntaining a schedul e of charges and fees
consistent with the policies and guidelines in this Handbook
This involves direction and coordination of the activities of
program managers and support staff to acconplish the foll ow ng
requirenents:

1. i dentifying the services or activities subject to
user fee charges

2. preparing proposals for new user fees;

3. perform ng annual anal yses of costs and revenues for
user fee services

4. maki ng recomendati ons to managenent through the

Departnment's Annual Budget Forrmul ati on process on the
| evel of user fee charges which are justifiable,
reasonabl e and refl ect sound judgenment for cost
recovery; and

5. est abl i shing approved user fees.
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D. Program Conptroller. Each Program Conptroller is responsible
for:

1. advi si ng program nanagers on the reasonabl eness of
the financial basis for determ ning costs and
devel opi ng proposal s for user fees;

2. nmonitoring the user fee review process to ensure
compliance with prescribed policies and procedures;
and

3. maki ng recomendati ons for inproving the policies and
procedures covering user fees to the Chief Financia
Oficer.
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