
DEPARTMENT OF THE NAVY 
U.S. NAVAL SUPPORT ACTIVITY NAPLES ITALY 

PSC 817 BOX 1 
FPO AE 09622-0001 

Canc:  Jun 23

NAVSUPPACTNAPLESNOTE 1301
N1
28 Dec 22 

NAVSUPPACT NAPLES NOTICE 1301

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

Subj: COLLATERAL DUTY AND AUDIT BOARD ASSIGNMENTS

Ref: (a) CNICINST 5040.3A, Office of Inspector General Inspections within Commander, 
Navy Installations Command Enterprise 

(b) CNICINST 1301.1B, Collateral Duties and Assignments to Boards and Committees

Encl: (1) Collateral Duty Assignments 
(2) Audit Duty Assignments
(3) Executive Summary of Collateral Duty

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 per references (a) and (b).

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 instructional 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 (N01E) to ensure they have current instructional guidance and for 
other information pertaining to the audited area of operations.

5. Records Management

a. Records created as a result of this notice, regardless of format or media, must be
maintained and dispositioned per the records disposition schedules located on the Department of 
the Navy Assistant for Administrative, Directives, and Records Management Division portal 
page at:  https://portal.secnav.navy.mil/orgs/DUSNM/DONAA/DRM/Records-and-Information-
Management/Approved%20Record%20Schedules/Forms/AllItems.aspx.  

b. For questions concerning the management of records related to this instruction or the
records disposition schedules, please contact the local records manager or the OPNAV Records 
Management Program (DNS-16). 

J. W. STEWART 

Releasability and distribution: 
NAVSUPPACTNAPLESINST 5216.4DD 
Lists:  I and II 
Electronic via NAVSUPPACT Naples website: 
https://cnreurafcent.navy.afpims.mil/Installations/NSA-Naples/About/Installation-
Guide/Department-Directory/N1-Administration-Department/Instructions/ 
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Enclosure (3)

EXECUTIVE SUMMARY OF COLLATERAL DUTY AS (LIST PROGRAM NAME) 

Date

From: (List Collateral Duty), U.S. Naval Support Activity, Naples, Italy 
To:  Commanding Officer, U.S. Naval Support Activity, Naples, Italy 
 
Subj: (MONTH/YEAR) EXECUTIVE SUMMARY FOR COLLATERAL DUTY AS (LIST  

DUTY) 
 
Ref: (a) NAVSUPPACTNAPLESNOTE 1301 

1. Executive summary for (period of review as date range) collateral duty (summarize what was 
accomplished). 

2. Current status of the program. 

3. Required training completed. 

4. Support needed from the command.
 
 
 

SIGNATURE AND NAME 


