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Chapter 1
INTRODUCTION

1-1. GENERAL. The purpose of these operating procedures is to provide accounting technicians
within the Accounts Control Section (ACS) and commissary support clerks within the Office of the
Commissary Officer (OCO) guidance on maintaining the resale accountability of the store. A brief
overview is given on documents and listings most frequently used. Where applicable, a sample document
or listing isincluded at the end of the chapters. These procedures were designed to be used in conjunction
with other functional user manuals provided to ACS and OCO personnel, i.e. DeCA Interim Business
System (DIBS) Handy Dandy, Frequent Delivery System (FDS) Store Function Handbook and FDS ACS
Handbook.

1-2.  ACS. The ACS provides technical financial support to assigned commissaries within the Region.
The ACS maintains the accountability of store inventories and processes information into DIBS from a
central location. Functionsin the ACS should be arranged to ensure that each store has an assigned
technician (s) responsible for completion of the entire store'srecords. Automated transmission of
records from the store and automated storage of records in the ACS must be used to the fullest extent
possible.
1-3.  ACS RESPONSIBILITIES. The accounting technicians within the ACS are responsible for:

a Maintaining the Store Block Control Journal (SBCJ).

b. Processing data from all accountable financial documents in support of commissary
operations into DIBS within 24 hours of receipt at the ACS.

C. Posting and reconciling document logs, vendor credit memos (VCMs) document logs and
call order register to the Summary Audit Log (SAL).

d. Reconciling and entering FDS roll-ups summariesin DIBS.

e Verifying Direct Store Delivery (DSD) recap summary to SAL.

f. Maintaining and filing all official documents transmitted to the ACS.
0. Preparing records of operations for any department or sub-department as necessary.
h. Responding to request for receipts, store information, payments to vendors, etc.

i Performing receipt extensions.

J- Preparing inventory memo entries and reversal of memo entries.

k. Preparing the Commissary Statistical Report, and other requested reports.
l. Consolidating the Flash Sales Report.

m. Performing research when necessary.

1-4. OCO. The OCO will be responsible for those Management Support Center (M SC) functions that
remain at the stores.
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1-5. OCO RESPONSIBILITIES. The commissary support clerks within the OCO are responsible
for:

a Entering case quantities received by pull number into DIBS-FDS module within 24 hours
of ddlivery or next business day.

b. Scanning receipt documents to the ACS within 24 hours of delivery.
C. Scanning all other financial documents daily to the ACS for processing into DIBS.
d. Reconciling DSD deliveries daily and at the end of the roll up period.
e Maintaining and filing Inventory Worksheets from Meat and Produce record of
operations.
f. Preparing Summary of Daily Receipts, Report of Deposits and Cash Collection Voucher.

g. Submitting original Reports of Deposits and confirmed SF 215 to DFAS-CO.

h. Generating and scanning the document logs, VCMs document logs and call order register
to the ACS.

i Collecting and depositing funds for VCMs.

J- Reconciling Tobacco Inventories. Preparing Tobacco Sales Certification and
Reconciliation Worksheet.

k. Preparing daily supplementary price changes updates in the National Cash Register
(NCR) Point of Sale-Maodernization (POS-M) system.
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Chapter 2
DeCA INTERIM BUSINESS SYSTEM

2-1.  PURPOSE. The purpose of the chapter isto provide a general description of the business system
the DeCA usestoday. Additionally, it isto provide information as to where users may find instructions
for performing specific functions in the business system.

2-2. DESCRIPTION OF SYSTEM

a The current business system in use at DeCA is DeCA Interim Business System,
commonly known as DIBS. A DIBS computer terminal is located at the site where transactions are
processed, either at the OCO, the consolidated MSC, or the ACS. If the store or activity accounts control
function has not moved to a consolidated MSC or ACS, the DIBS terminal islocated in the OCO. At
stores or activities whose accounting functions are performed by the ACS, the DIBS terminal islocated in
the ACS.

b. A password is required to enter the system or "logon”. With a current password, the user
must logon under a specific store/Central Distribution Center (CDC) Department of Defense Activity
Address Code (DODAAC). Passwords are assigned different levels of authorization so accessto certain
functions are limited to personnel who have higher access levels. The ACSOCO termind is linked to the
DIBS mainframe computer at DeCA Regions via a dedicated communications network.

C. Before entering the system at the start of each business day, there are certain functions
which must be performed. These functions are referred to as " Start of Day" functions. Generally, datais
input into the system daily. After each day's (computer) business is complete, an "End of Day" processis
run. During the day, data entered into the terminal is stored in the mainframe store file until the End of
Day processisrun. The End of Day process transmits the stored data to the mainframe computer at
DeCA Headquarters for processing into the sequent processor and is sorted for further processing. After
the sequent processor completes its process, the data is directed to specific locations, i.e., to the Standard
Automated Voucher Examination System (SAVES), to the Accounting and Inventory Management
System (AIMYS), etc.

2-3.  DIBS USER INSTRUCTIONS. DIBS user instructions are found in the DIBS Users Manuals.
There are two DIBS Users Manuals, one specifically for OCOs/ACSs and one specifically for CDCs. For
instructions to perform a specific function in DIBS see the appropriate Users Manual.

2-4.  DISTRIBUTOR FILL RATE SUMMARY REPORTS. The ACSwill print the FDS
Distributor Fill Rate Summary Reports for each distributor and store on a monthly basis. The ACS will
provide the previous month's Fill Rate Reports to the Area/Region Operations Directorate by the fifth
work day of each month.

2-1
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Chapter 3
DeCA INTERIM BUSINESS SYSTEM-FREQUENT DELIVERY SYSTEM
3-1. DeCA INTERIM BUSINESS SYSTEM-FREQUENT DELIVERY SYSTEM (DIBS-FDS).

a DIBS-FDS is used to order and receive from commercial distributors commissary
products for resale; to prepare and create the financia transactions to debit and credit store accounts; and
to transmit the financial datato systems outside the agency for payment or collection. Bill paying roll ups
will be retained and processed at the ACS. Electronic Data I nterchange (EDI) transaction sets will be
implemented for all electronic communications with the FDS distributors. Refer to FDS ACS Function
Handbook for detailed information on the FDS process.

b. Commissary personnel scan store shelf 1abels with Portable Data Entry Devices (PDEDS)
and enter quantity of each item to be ordered from the FDS distributors. All orders are uploaded to a
Collector PC where they are consolidated into one order and sent to the DIBS-FDS store file. The
consolidated orders are processed into DIBS. A reject report is produced listing any Universal Product
Code (UPC) scanned at the store shelves that do not match the DIBS store master file or are not FDS
items. The remaining items are sorted and split into individual orders for each FDS distributors. Orders
are passed to the EDI Trandator where they are formatted into EDI 875 transaction sets. The trandator
then passes the EDI 875 orders directly to the distributor or to the Vaue Added Network (VAN) specified
by the distributor. Each order will have a unique "PULL" number.

C. Distributors acknowledge receipt of the EDI 875 order file by returning an EDI 997
Acknowledgment. Once the distributor has filled the order, the EDI 856 Ship Notice/Manifest is sent to
DeCA to advise the store of the shipping status of each item on the order. Edits and analysis of the
shipping file are performed prior to updating the store Due-In file. Reasonability Testing is performed to
ensure that the EDI 856 specifies the proper ordering store DODAAC based on the Pull Number; reviews
the file and stops the transmission if the order isless than eighty percent of the total cases ordered, any
items are greater than the quantity ordered, not-ordered UPCs are found, or if multiple occurrences of
"zero" items are included. In the above cases, the distributor must be contacted to clear up the error,
before the file can be triggered. A reject report of all items for which no reply was included in the
distributor 856 is printed at the Region ACS. See proceduresin the FDS ACS Handbook on Working
EDI Pull Failed Reasonability. After al edits are performed the 856 (shipping file) is passed on to the
DIBS Store File. The store Due-In file is updated based on the quantities and items contained on the 856
shipping file. A receiving report is automatically printed at the store detailing each item the distributor
has reported will be on the delivery.

d. The store personnel receive and count the delivery using existing FDS procedures. The
FDS pull listing (Y PP234) will be the official receiving document for FDS. The results of the receiving
process are entered into the DIBS-FDS receiving module. Exceptions may be entered at average case
cost or as mixture of average case cost and specific item UPCs. A Report of Discrepancy (ROD) is
created for each delivery based on the receipt information entered.

e At the end of the roll-up period the ACS personnel initiate a pre-roll up process on each
storefile. All EDI 856 shipment files must be returned, and all received quantities must be entered, prior
to the pre-roll up. Thefinal storeroll up is created and processed after the ACS reconciles with the
distributor or after 2 work days, if the distributor has not notified the ACS of any differences. The Roll
Up report will be used as "Proof of Delivery" when requested by the Defense Finance and Accounting
Service (DFAS).

f. Thefinal storeroll-up is forwarded through the DIBS Headquarters/Region file to the
Standard Automated V oucher Examination System (SAVES). The receipt information per contract for

31
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the roll up period is matched against the manufacturer invoice in SAVES, and is forwarded to DFAS for
final payment.

0. After an order has been sent to the distributor and a due in is established on the store file,
apull can be canceled only by the ACS. The store cannot access the cancellation program. A pull may
be canceled for the following reasons:

(D) The order is late getting to the distributor and it was necessary to send a back up
order,

2 Not enough cases ordered for the distributor to fill the order,
3 An order was sent by mistake.

h. Deleting a pull may only take place prior to sending an order to the distributor. No duein
has been created on the store file. The store has access to delete pulls. A pull may be deleted for the
following reasons:

(D) The order has too few cases to send,

2 Items have been inadvertently scanned for a distributor that does not have an
order scheduled for that day.

3-2. OCO PROCEDURES.

a The OCO isresponsible for entering the quantity of cases received by Pull Number, into
the DIB-FDS receiving module within 24 hours of delivery. It isnot necessary to wait for the Shipping
File to be returned by the distributor before the received quantity can be entered. Received quantities
must be entered against the correct Pull Number. Compare the total cases received against the total cases
ordered on the FDS Pull listing to ensure the received quantity is entered against the correct Pull Number.

b. Once the shipping file (856) is received from the distributor and the cases received are
entered, the EDI 812, ROD will be generated. The difference between cases received and cases shipped
will be the ROD amount. The ROD will automatically be sent to the distributor, store and ACS. An
informational (Null) EDI 812 ROD is transmitted even when there are no discrepanciesin the delivery.
Case overages and/or shortages on RODs must be reconciled with the distributor daily by OCO
personnel. If the cases received are incorrect and were processed, the ROD will beincorrect. If this
occurs, the ROD must be corrected manually and the distributor must be contacted to ensure that they
agree with the correction. A copy of the corrected ROD must be submitted to the ACS.

C. OCO personnel will ensure that all ROD reports are accounted for and properly annotated
on DeCA Form 70-10, Vendor Credit Memo, Figure 3-1, by pull number for each distributor. OCO
personnel will maintain the VCM throughout the two week roll up period for al gains (overages) and
losses (shortages). At the end of the roll up period, annotate whether the final total of the VCM isagain
or loss. If thefinal total isaloss, aVCM document number is assigned. If thefinal total isagain, acall
number from the Call Order Register is assigned. Annotate the VCM document or call number in block
b. of the VCM form. If the final total of the VCM is $50.00 or less the RODS are written off as an
inventory adjustment (gain or loss), see the paragraph below. List the VCM distributors' Procurement
Instrument Identification Number (PIIN) on the VCM. Upon completion of the VCM, submit it to the
distributor for an authorizing signature. Once the VCM form is returned from the distributor, the
commissary officer will sign and date the VCM. The OCO personnel will then submit the VCM to the
ACSfor entry into DIBS.
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d. DIBS-FDS shipping type RODs with anet dollar value of $50.00 or less for a two week
roll up period are written-off as inventory adjustments (gain or loss). If the net amount is $50.00 or less,
an annotation should be made on the VCM as to whether the financial transaction should be processed as
aGain (DIC 81A) or aLoss (DIC 82A). The OCO will assign aregular document number from the 5600
seriesto the VCM. The VCM shall be signed by the Commissary Officer and submitted to the ACS for
processing into the financia system. File this report with the roll up for six years and three months.

3-3. ACS PROCEDURES.

a The ACSisresponsible for processing the FDS roll ups. At the end of the roll up period
the ACS personnel will initiate a pre-roll up process for each store file. Prior to running the pre-roll, all
856 shipment files must be returned, and all received quantities must be entered. The ACS will use the
FDS/DSD Rollup Checksheet to record processing actions for each distributor to ensure that the rollup is
complete.

b. The ACS should run the "FDS Pulls Unacknowledged by Distributor Summary" daily to
obtain alist of all pulls (orders) that have not received a shipping file (EDI 856) from the distributor. The
ACS will contact the distributor to determine the status of any missing shipping file. Maintain a memo
for record of the telephone calls. Follow up daily until all shipment files have been received. Maintain
the FDS Pulls Unacknowledged by Distributor Summary until the rollup is completed. The"FDS Pulls
With Roll Up Overdue More Than 2 Days" report prints out the second day after the end of the roll up.
This report tells you any distributor that has not had aroll up done and why. Contact the OCO and/or
distributor and resolve the problem. Maintain this report until the rollup is completed.

C. The ACS will use the Auto Ship Vendor Report to identify file maintenance
discrepancies between items ordered and items returned by the distributor on the EDI 856 shipping file.
This report is also used to reconcile the store Roll Up with the distributor's Roll up. Items reported on the
Auto Ship Vendor Report may be divided into three basic categories: File Maintenance Issues, Roll Up
Issues, and Informational |ssues.

(D) File Maintenance Issues. Itemsin this category are mis-matches between
DeCA'sfile and the distributor's electronic file. These items are noted with the message, "NO 856
MATCH FOUND FOR THISNSN". These items were not shipped by the vendor and are printed on the
AUTO SHIP VENDOR REPORT as the result of the distributor leaving the item "blank" on the EDI 856.
The ACS will send a copy of the Auto Ship Vendor Report, for the largest store that a distributor services,
to the distributor for each Pull Number on which the above message appears. The distributor must correct
any items that are listed incorrectly on their file. If DeCA storefile isincorrect, the ACS will notify the
Marketing Business Unit (MBU). The MBU will notify the broker or manufacturer who represents those
items. The broker/manufacturer must submit a File Maintenance change request to the MBU for
correction.

2 Roll Up Issues. Itemsin this category are those items on the distributor Shipping
File that do not match the store Due-In File for the Pull Number. These items are noted with the
following messages, " Item Not On Order/Check”, "Due In Item Not On CMF - CHECK", "Item Not On
Due In/Check” , Quantity Shipped Greater Than Ordered”. The following actions are required for the
above messages:

) ITEM NOT ON ORDER/CHECK - The ACS must send a copy of the Auto Ship
Vendor Report to the distributor showing each item with the above message. The ACS must also include
a note stating that these items will not be in DeCA's Roll-Up, therefore they must be removed from the
distributor Roll-Up.
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(b) DUE IN ITEM NOT ON CMF/CHECK — The ACS will send a copy of the Auto
Ship Vendor Report to the distributor showing each item with this message. The ACS will make a
manual adjustment to the Roll Up in Due-In Maintenance by adding the quantity of the listed item to
"Cases Shipped" on the Due-In Maintenance screen.

(© ITEM NOT ON DUE IN/CHECK - The ACS will send a copy of the Auto Ship
Vendor Report to the distributor for each Pull Number on which this message appear. If theitemsare
incorrect on the distributor's file they must correct their files. If the items are correct on the distributor's
file but incorrect on DeCA store file, the ACS will notify the MBU.

(d) QUANTITY SHIPPED GREATER THAN ORDERED - The ACSwill send a
copy of the Auto Ship Vendor Report to the distributor showing each item with this message. The ACS
will include a note informing the distributor that the quantity above the quantity ordered will not be
included in DeCA's roll up, therefore this quantity must be removed from the distributor roll up.

(e Maintain a copy of the Auto Ship Vendor Report that required adjustments to the
distributor rollup with DeCA rollup for six years and three months.

(3) INFORMATIONAL ISSUES. Itemsiin this category have had file maintenance
changes between the time of order and the time that the Shipping File was returned. The messages will
include, "ORDER UPK = 006 CMF UPK = 012 - ORDER UPK USED" or "CASE UPC CHANGED
FOR NSN". The ACSwill inquire into the Due-In File for each item with the above messages for the
Pull Number and verify that the quantity shipped has been updated. Report any that have not properly
updated to DeCA-IT or to ASCI.

d. The EDI Pull Failed Reasonability Tests Report will print with information only on failed
pulls that need to be triggered by the ACS. If the report indicate "Pull sent to YPIT25", the pull does not
need to be triggered. Pullsidentified as"held in YPIT21 22" need to be worked and triggered when
resolved. These reports need to be worked as soon as they are received in order to process the roll-up
within five days. Filethisreport with the roll up for six years and three months. Refer to the "ACS
Procedures For Working EDI PULL Failed Reasonability", for detailed procedures on working the above
report.

e If there is adifference between cases received and cases shipped, a ROD will be
generated. The ACS will automatically receive printouts of RODs for every order placed. Maintain a
copy of the RODs in a suspense folder until the VCM is received from the OCO. Reconcile your copies
of the RODS to the VCM received from the OCO, ensure that all RODs are correct. If discrepancies are
found, the OCO will be contacted to verify that the ACS did receive all corrected RODs. When
corrections are made to the 856 during the pre-roll step, the RODs affected by the correction must be
manually adjusted to reflect the correct amounts. Annotate that the ROD is a"Corrected ROD" and
submit a copy to the distributor and store for information only. If the VCM total isaloss, the ACS will
enter the document asaVCM and DIC 52T will be created on the SAL. If the VCM tota isagain, the
ACS will enter the document as a receipt against the distributor PIIN and call number assigned from the
Call Order Register, DIC 31A will be created on the SAL. The RODs will be filed with the roll up and
maintained for six years and three months.

f. The ACS shall receive a VCM from the OCO for the write-off of RODs with a net dollar
value of $50.00 or less for each two week roll up period. Based on the VCM received, the ACS will
prepare and submit a correction letter to ARBU for processing into the financia system. A gain (DIC
81A) will be processed, if the total VCM was an overage of $50.00 or less. A loss (DIC 82A) will be
processed, if the total VCM was a shortage of $50.00 or less. File this report with the roll up for six years
and three months.



DeCAD 70-6 January 1999

g. The ACS will have five working days from the end of the roll up period to enter the roll
up. In DIBS-FDS there are three stepsinvolved in the roll up process.

(@) FDS PRE-ROLL CONTRACT VERIFY REPORT. The ACSwill request a FDS
Pre-roll prior to running the roll up. This process goes through all the pulls and verifies that the contracts
are correct and ready for roll up. A one sheet report, FDS PRE-ROLL CONTRACT VERIFY REPORT,
will generate when the contract verification is completed.

2 FDS ORDER PRE-ROLL REPORT - PULLSNOT READY FOR ROLL-UP
PROCESSING. If apre-roll isrequested and all shipping files are not in or all total cases have not been
entered by the store, the pre-roll will not run and a FDS Order Pre-Roll Report - Pulls Not Ready For
Roll-Up Processing will print. The ACS will fix the problem and run the contract verification and pre-
roll again. If the pre-rall is successful, wait two workdays for the distributor to reconcile before
proceeding to the next step.

(©) FDSROLL-UPBY DISTRIBUTOR REPORT. The ACSwill run theroll up
two workdays after the pre-roll, unless otherwise directed. Thisroll up process will create a printout of
theroll up. Filetheroll up for six years and three months.
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TDATE y
2 COMPANY/SUPPLY BULLETIN b. DOCUMENT NUMBER | “ BE SURE AND ANNOTATE
VENDOR CREDIT MEMO VCM DOGUMENT VCM_START.DATE IF MULTIPLE PAGES
(For use of this form, see DeCAD 70-6; OPR is RM.) | DISTRIBUTOR NAME AND NUMBER OR CALL d. EFFECTIVE DATE
PIIN NUMBER NUMBER PAGE OF  PAGES
1. COMMISSARY AND DODAAC 9. NAME OF ACCOUNTABLE OFFICER h. DEPARTMENT i RETURNEDMDSE [J
DAMAGED/SALY.  [J
INCLUDE
FUND CODE GROCERY PRICE REDUCTION [
b TEM % BRANDNAME . I UNITS ON HAND n CASE o PAvERACE (% prace [*  toTAL
{UPC 5-16 Digits) (N5N 13 Digits) WAREHOUSE STORE TOTAL OLDPRICE | NEWPRICE | DIFFERENCE | DOLLAR AMOUNT
| PILL ¢ 1101 ¥XX01 GAIN 4 (17.64) (70.56)
1102XXX01 LOSS 1 23.04 23,04
1103XXX02 GAIN 3 (14.75) (44.25)
1106XXX01 LOSS 2 25,50 51.00
1107XXX02 GATIN 1 (1650) (16.50)
1108XXX01 GAIN 3 (10.50) (31.50)
1110XXX02 ] GAIN 2 (35.65) (71.30)
1113XXX01 LOSS 1 27.50 27.50
1115XXX02 GATN 4 ._1(20.65), (82.60)
LAST ITEM
's. MAKE CHECKS PAYABLE | t. MAIL CHECK TO: u. VENDOR'S REMIT ADDRESS v. 1 CASHICHECKATTACHED  LJ | w. GRAND
2. VCMCC - STORE [1|_ToTAL (215.17)
3. VCMCC - OSC {71 | - CONTROL NUMBER
DFAS-CO
y. PRINTED NAME AND SIGNATURE OF COMPANY REPRESENTATIVE
REPRESENTATIVE MUST PRINT AND SIGN THEIR NAME
Z REMARKS NOTICE: CREDIT MEMOS WHICH ARE NOT PAID WITHIN 30 DAYS OF EFFECTIVE DATE ARE SUBJECT TO
INTEREST.
2a. PRINTED NAME AND SIGNATURE OF COMMISSARY OFFICER OR STORE “bb. SPECIAL PRICE CHANGED BY /Nune. Signerinre. and fitle) cc. DATE
CO MUST DATE
COMMISSARY OFFICER MUST PRINT AND SIGN |

DeCA Form 70-10, Sep 96 Supersedes DeCAF 70-10, Sep 91
Tha form was electronically produced by Elte Federal Forms, Inc.

Vendor Credit Memo (VCM), DeCA Form 70-10
Figure 3-1

3-6
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Chapter 4
DIBS DeCA OVERSEAS ORDERING AND RECEIVING SYSTEM

4-1. GENERAL. Overseas and Alaska commissaries use DIBS DeCA OVERSEAS ORDERING
AND RECEIVING SYSTEM (DIBS-DOORYS) to replenish semi-perishable and perishable items. DIBS-
DOORS provides this capability by electronically linking Overseas Ordering Points (OOPs) to CONUS
distributors and manufacturers (suppliers) through Order Processing Points (OPPs) located in the United
States. Daily operating procedures for the OOP and OPP are in the DIBS-DOORS Handbook, DeCAH
40-3.

4-2. OOP RESPONSIBILITIES.

a OOPs are established at selected overseas sites for ordering, receiving and transferring
product to supported commissaries.

b. The OOP merchandise buyers work with sales brokers to devel op weekly orders for
normal replenishment, promotions, holidays and/or other special needs as required. Completed orders are
input into DIBS-DOORS where they are sent electronically through the supporting OPP to the
appropriate distributor or source load manufacturer where they are filled. Suppliers electronically send
shipping notification to DIBS-DOORS at the OPP which automatically creates the OPP' s receipt (31A),
OPP stransfer-out (51U/51V) and the OOP s duein.

C. When theinitia container for a Pull (order) isreceived and closed in DIBS-DOORS at
the OOP, atransfer-in (31U/31V) transaction is created and processed in DIBS-DOORS for the total
amount of the Pull (order). This causes the OOP book inventory to be overstated until the final container
for the Pull (order) isclosed. Whenever the true book inventory value is needed, e.g. at formal inventory
time, etc., the OOP runs the “DIBS PULL/CONTAINER IN-TRANSIT REPORT, PCN Y PP223-2" to
determine the dollar value of in-transit (partial received) inventory that must be deducted from the
SAL/VRGC book inventory.

d. Exceptions (over/short) to line item receipts are keyed into DIBS-DOORS by container
asthey arereceived at the OOP. These exceptions are held in DIBS-DOORS until the final container for
a Pull (order) isreceived and closed, at which time a ROD transaction is electronically sent to the OPP
and a corresponding transfer-out/in (51U/51V/31U/31V) is created and processed in DIBS-DOORS at
both the OOP and OPP. ROD Reason Code Table, Figure 4-1 defines DIBS-DOORS ROD reason codes
and describes consequent OOP and OPP action.

e DeCA'’soverdl inventory balance is understated by the amount of the inventory in-transit
from the suppliers to the OOPs. Therefore, whenever needed (formal inventory, |G, auditor, etc.) the
OOP prepares a Journal VVoucher, using the totals from the “PULL/CONTAINER IN-TRANSIT
REPORT, PCN: YPP223-1", ALL UNRECEIVED, so that the paid inventory in-transit can be recorded
in the Trial Balance Report.

4-3. OPP RESPONSIBILITIES.
a OPPs are established at selected CONUS sites and support assigned OOPs. They
function as the CONUS focal point for the OOP in resolving problems associated with line item file

maintenance, pricing, shipping status, RODs, etc.

b. The OPP monitors OOP Pulls (orders) to ensure suppliers respond in a timely manner and
that each Pull (order) is closed properly.
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C. OPPs ensure that manufacturer source load receipts (31A) equal the corresponding
transfers-out (51U/51V). DIBS-DOORS reprices al Pulls (orders) at the time receipt (31A) transactions
are created by comparing the price in the transfer-out (51U/51V) to the receipt (31A). Since these
transactions are created simultaneously for source load Pulls (orders), a price change report is not
produced.

d. OPPs reconcile weekly and bi-monthly roll-ups with distributors. They run the final roll-
up report and ensure that the receipt (31A) plus or minus price change adjustments (81C/82C) equals the
transfer-out (51U/51V). DIBS-DOORS reprices all Pulls (orders) at the time receipt (31A) transactions
are created by comparing the price in the transfer-out (51U/51V) to the receipt (31A). A “DOORS FDS
ROLL-UP PRICE CHANGE REPORT, PCN: YPDL 33" and corresponding price change transactions
(81C/82C) are created for the net difference. Normally, these price changes only occur because item
corrections were made in RFM sometime between the time the transfer-out (51U/51V) was created and
the last day of the roll-up period. OPPs have five work days from the last day of the roll-up period to
reconcile with the distributors and create the final roll-up report.

4-4,  REPORT OF DISCREPANCY (ROD).

a DIBS-DOORS maintains an “Uncleared ROD File” that is worked daily by the OPP staff.
OPP ROD Review Table, Figure 4-2, defines DIBS-DOORS ROD review criteria and describes
consequent OOP and OPP action.

b. DeCA requires all distributors that support OPPs and OOPs to have a contract/ROA
in addition to an Memorandum of Understanding (MOU). DeCA also strongly suggests the contracts be
established as Delivery Ticket Invoice (DTI), thus eliminating the requirement for the distributor to
invoice for ROD overages. Having a contract enables DeCA to settle RODs with the distributor, whether
they normally sell to DeCA or not.

C. DeCA and its Industry Partners have agreed that shipping-type RODs of $50.00 or less
for any Pull (order) are not economically worth researching. Therefore, the OPP clears these RODs by
using the “Write-off ROD (OPP)” selection in the DIBS-DOORS ROD module. This selection generates
an “Inventory Gain/Loss Created from ROD Process Report”, financial transactions (81A or 82A), and a
final ROD Transaction Set (EDI 812) for the supplier.

D Logistics Development Initiative (LDI) between DeCA and Proctor and Gamble
(P& G) stipulates that DeCA will neither claim VCM credit nor expect payment for P& G DIBS-DOORS
source load RODs with a net dollar value of less than $175.00 per order. P&G will not expect payment
for P& G DIBS-DOORS source load RODs with a net dollar value of less than $175.00 per order.

2 Consistent with this provision, OPPs are authorized to identify P& G source load
RODs with a net dollar value of less than $175.00 per order and to write off these RODs as a gain or l0ss
inventory adjustment.

d. Theinitial ROD Transaction Set EDI 812 is sent to the supplier within 48 hours of the
ROD transactions being posted to the OPP “Uncleared ROD File’. The supplier is given 10 calendar
days to review and resolve discrepancies with the OPP. Occasionally, extratime is needed to resolve
discrepancies, whereupon by mutual agreement, an additional 30 calendar days is granted to permit
reconciliation of the discrepancy under the Disputes Clause of the contract/ROA. If the OPP does not
receive a notice of dispute from the supplier within the 10 calendar days, the OPP closes the ROD in
DIBS-DOORS that generates the receipt or VCM. DeCA expectsto clear all RODs within 45 days of
receipt of initial posting to the OPP “Uncleared ROD File’.
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e DIBS-DOORS shipping-type RODs having a net dollar value over $50.00 for a Pull
(order) that have not been collected by the OPP within six (6) months from the date of the ROD are
submitted to the DeCA’s Chief Financial Officer for write-off as an uncollectible account.

(D) All of the following pre-conditions must be met before the write-off of the ROD
can be considered:

@ All reasonable collection actions have been taken and neither the OPP nor
Defense Finance and Accounting Service-Columbus (DFAS-CO) have been able to settle the disputed
amount. *Reasonable collection actions’ means that written notification was sent to the supplier and
subsequent dial ogue between the OPP, DeCA Region, DFAS-CO and the supplier ended in a deadlock.

(b) The ROD isvalid, i.e. it does not involve fraud or aviolation of antitrust laws.

(© The ROD has not been turned over to another agency for collection, e.g. the
Department of Justice, or the ROD was turned over to another agency, but subsequently returned to
DeCA and for final disposition.

2 After all pre-conditions are met, a ROD will be considered for write-off on a case
by case basis when one or more of the following conditions are satisfied:

@ The vdidity of the ROD isin doubt.

(b) There is doubt that the government could win a case and receive judgment for
collection in a court of law.

(© It isnot likely that the government can enforce the collection.
(d) Collection costs do not justify enforced collection.

)] The debtor(s) does not have the ability/means to pay.

® The debtor(s) cannot be located.

(9) A combination of the above reasons exist which makes it impractical and/or
unwise to pursue collection.

3 The request for authorization to write-off a ROD must include documentation of
collection actions, a statement certifying that the above pre-conditions were met, and the identification
and basis for one or more of the conditions in paragraph d. (2) above.

4 The request is sent from the OPP through the Region Director or
DeCA/Executive Director of Operations to DeCA-RM for approval by the Chief Financial Officer. The
completed request will be returned to the OPP for their action.



DeCAD 70-6 January 1999

REASON
IDISCREPANCY [UPC IUNITS RECEIVED ITHEN ICODE' AND
Shipping-type or [Authorized (ON  [MORE than total units on [Difference is overage A JOPP. through DIBS-DOORS ROD
Ipackaging ICMF) RSUL in shipment Imodule. creates a supplemental receipt
knd advises distributor of action taken’
NOT on RSUL. e.g. Difference is overage B 'OPP. through DIBS-DOORS ROD
mispicks in shipment Imodule. creates a supplemental receipt
land advises distributor of action taken,
LESS than totat unitson  [Difference is shortage C IOPP. through DIBS-DOORS ROD
RSUL in shipment imodule. creates a VCM and advises
distributor of action taken,
Shelf life has expired or  Difference is shortage D IOPP. through DIBS-DOORS ROD
IVeterinarian determines  {in shipment Imodule. creates a VCM and advises
product is unfit for human distributor of action taken,
consumption at receipt
Damaged due to improper [Difference s shortage E IOPP. through DIBS-DOORS ROD
[packaging or loading by  [in shipment imodule. creates a VCM and advises
distributor distributor of action taken,
Unauthorized NOT on RSUL. e.g. IDifference 1s overage F IOPP. through DIBS-DOORS ROD
NOT on CMF)  mispicks in shipment module. creates a supplemental receipt
land advises distributor of action taken,
Transportation | Any Shorvover. pilfered. IA LOSS of G IOOP initiates SF 361. Transportation
-type idamaged. spoiled. overnment property IDiscrepancy Report’
temperature. vandalized. or exists
shipment not received

1

Reason codes are input at the OOP in DIBS-DOORS as containers are received.

> Once the OPP has determined that discrepancies with a reason code A-F meet established
parameters. either a supplemental receipt (31A) OR a VCM (32T) is created for the NET result
of the given PULL number.

These transactions are NOT transferred back to the OPP as a part of the ROD file. The

SF 361 is processed according to DeCAD 40-11. Transportation Program.

ROD Reason Code Table
Figure 4-1

4-4
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Chapter 5

REPORT OF DEPOSITS

5-1. GENERAL. Commissary sales receipts (cash and other negotiable media) and the surcharge
collections will be deposited daily with alocal Financial Institution (FI), or Federal Reserve Bank (FRB).
More than one deposit can be made daily when deemed appropriate by the commissary officer. Commis-
sary officers at commissaries not able to deposit daily will arrange to make deposits the next day or as
soon as possible thereafter. It is necessary to ensure fund storage authorization is not exceeded. The
funds will be deposited using the DFAS-CO account.

5-2. DEPOSITS.

a CONUS commissaries (50 states and Puerto Rico) will make deposits at their servicing
FI using the DFAS-CO Disbursing Station Symbol Number (DSSN) 6355. OCONUS commissaries,
managed by a CONUS region that currently deposit at a Federal Reserve affiliated bank, will deposit into
the DFAS-CO account - DSSN 6355-5. Food stamps deposited to alocal FI or to a FRB will also be made
using the DSSN 6355-5. Add four leading zeros to DSSN 6355 (00006355) and 6355-5 (00006355-5) to
derive at the Agency Location Code (ALC) that will be typed in Block (3) of SF 215, Deposit Ticket,
when making deposits to local Fl or to FRB.

b. The Customer Service Department (CSD) is responsible for preparing a Deposit Ticket
(SF 215), (Figure 5-1; Instructions for completion on page 5-9), for the total amount of cash, checks,
Woman's Infants and Children (WIC), and for taking the SF 215 to the bank with each deposit. The CSD
personnel will prepare a separate SF 215 for each type of media, if required by their servicing Fl. A
separate SF 215 will be prepared for the deposit of paper food stamps, and for dishonored check if checks
are processed under the Conventional procedures. After the FI verifies the deposit, the FI will return the
validated confirmed copy of the SF 215(s) to the commissary or will send the confirmed copy of SF
215(s) to DFAS-CO-FPS.

C. The OCO isresponsible for preparing a separate DD Form 1131, Cash Collection
Voucher, for the collection of dishonored checks under the Conventional Dishonored Check process. The
OCO will also prepare a separate SF 215 and DD Form 1131 for VCM check deposits. The SF 215 and
the DD Form 1131 dollar amounts must agree. The Deposit Ticket Number must be recorded on the DD
Form 1131. Type VCM in “Block 6” of SF 215 for VCM deposits. The OCO will ensure that the store's
DODAAC and store code are typed/written on the original SF 215 before faxing the SF 215 and DD
Form 1131 to DFAS-CO-FPS. Refer to Chapter 8 for completion of DD Form 1131 for redeemed
dishonored checks and Chapter 10 for VCMs. Do not mix other business funds as such funds collected
under the Dishonored Check Conventional process and VCM checks with sales deposits. It provides no
audit trail and makes research extremely difficult.

d. The OCO will fax a copy of the validated Report of Deposits, DD Form 707, (Figure 5-
2) or automated 707 and a legible copy of the original SF 215 to DFAS-CO-FPS on the day of the
deposit. The OCO will also fax a copy of the DD Form 1131for redeemed dishonored checks and VCM
checks, with corresponding SF 215, to DFAS-CO-FPS on day of deposit. The original copy of the DD
Forms 707 and 1131 and SFs 215 and 5515 will be retained by the OCO. Upon receipt of the faxed
documents, DFAS-CO-FPS personnel will process them as “originals’. For commissaries operating
under POS-M, a copy of the Daily Deposit Settlement and Office Media Reports will aso be faxed with
the SF 215 and DD Form 707 to DFAS-CO-FPS. The six digit deposit number and the dollar amount on
the SF 215 must be legible. If not, the OCO will legibly write the six digit Deposit Ticket number above
the one printed on the SF 215 and will write the dollar amount above the amount typed on the SF 215.
DFAS-CO-FPS fax numbers are as follows:

51
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CENTRAL (DSN 869) 614-693-6994 MIDWEST (DSN 869) 614-693-8079
NORTHEAST (DSN 869) 614-693-8036 SOUTHWEST (DSN 869) 614-693-8030
SOUTHERN (DSN 869) 614-693-5623 NORTHWEST (DSN 869) 614-693-6947
(Old region names must be used as they have not been changed in STANFINS.)

DFAS-CO-FPS mailing addressiis:

DFAS CO FPS
PO BOX 182204
COLUMBUS OH 43218-2204

e In accordance with Volume V of the Treasury Financial Manual, the Depositary (FI) will
proof each deposit received by balancing the dollar amount printed on the face of the SF 215 with the sum
of accompanying remittance items. The Depositary will correct any out-of-balance occurrence caused by
the Federal agency in preparing the deposit by either preparing an additional SF 215 or SF 5515 to
bal ance with the sum of the accompanying remittance items. Depositaries will not adjust the amount by
changing the amount on the face of the SF 215 submitted by the Federal agency. Upon receipt of the
confirmed copy of the SF 215 or SF 5515 from the FI, the OCO will fax the confirmed copy of these
documents along with the corrected DD Form 707 for that particular day’s business to DFAS-CO-FPS.
The OCO will aso fax or scan documents to the ACS by noon of the ACS next day’ s business.

f. Following receipt of faxed copy of SF 215 and validated DD Form 707, DFAS-CO-FPS
will process the collection datainto STANFINS REDESIGN SY STEM (SRD-1) which bridges into
STANFINS. The collections must match the sales data input into DIBS by the ACS.

5-3. REPORT OF DEPOSITS, DD FORM 707.

a The OCO Responsibility. The OCO is responsible for preparing and/or completing a
daily Report of Deposit (DD Form 707) or automated 707 to account for funds being deposited, and must
ensure that the DD Form 707 and the SF 215 balance prior to faxing documents to DFAS-CO-FPS. If
there are debit/credit and EBT transactions, the debit/credit and EBT deposit amount (s) must be added to
the local store’s SF 215 amount in order to balance to the DD Form 707. The DD Form 707 reflects daily
and cumulative totals for the accounting month. The OCO should not make any adjustments in the
appropriation amount column of a current DD Form 707 to account for adjustments to amounts reported
on aprior DD Form 707. The OCO will prepare a corrected DD Form 707 for any prior day or month
sales overages or shortages. An explanation of the adjustment must be annotated on the DD Form 707.
The OCO will write “ Corrected DD Form 707" at the top of the form. The SF 215 Deposit Ticket num-
bers must be recorded on the DD Form 707 daily as shown at Figure 5-2. The OCO is aso responsible
for preparing the Summary of Daily Receipts, DeCA Form 70-15. Instructions for preparation of the
manua DD Form 707, the SF 215, and DeCA Form 70-15 (Figure 5-3) are shown at the end of this
chapter. The POS system generates the automated DD Form 707 and Summary of Daily Receipts. The
OCO will fax or scan validated copy of DD Form 707 (including corrected 707s) and original copy of SF
215 to the ACS by noon of the ACS next business day; and to the ARBU by end of the OCO business

day.

b. The ACS Responsibility. The ACS will receive the faxed or scanned DD Form 707 by
noon of the ACS next day’ s business. The responsible ACS Accounting Technician will input the DD
Form 707 sdles datainto DIBS on a daily basis. The Accounting Technician will be responsible for
immediately obtaining any missing DD Form 707s.

5-4. DEBIT AND CREDIT CARDS. If acommissary accepts debit and credit cards, the debit and
credit card amounts will be listed separately, below the GROCERY ADJUSTMENT SECTION on the

5-2
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manual DD Form 707 (Figure 5-2) or the Automated 707. The debit and credit card amounts will also be
listed separately in the Department Sales Section of the manual and automated Summary of Daily
Receipts, DeCA Form 70-15. The debit and credit card sales are electronically deposited to DeCA's
account. The SF 215s for the debit and credit card sales are prepared by the contract bank. If there are
debit/credit card transactions, the debit/credit card EFT deposit amount(s) must be added to the local
store’s SF 215 amount in order to balance to the DD Form 707. The contract bank will mail the
confirmed copy of the SF 215 for the debit and credit cards to DFAS-CO.

5-5. DEBIT AND CREDIT CARD TOTALS. Stores operating under the POS-M system will use
the following procedures to complete the DD Form 707 when their daily debit and/or credit card totals are
not in agreement with the contract bank’s daily credit and/or debit card totals.

a The responsible CSD personnel will review the "Store Totals" reflected on the POS-M
Daily Deposit Settlement Report (Figure 5-4), to ensure all supporting documentation (credit and debit
card receipts) isavailable.

b. The responsible OCO will use the "Store Totals' reflected on the Daily Deposit
Settlement Report to annotate the credit and debit card amount on the DD Form 707.

C. If the credit and/or debit cards " Store Totals" are not the same as the "Host Totals" on the
Daily Deposit Settlement Report, the responsible OCO will annotate on the DD Form 707, "Host Totals
and Store Totals Do Not Equa”. (Figure 5-2).

d. The responsible OCO will forward a copy of the DD Form 707 and the Daily Deposit
Settlement Report, showing the discrepancy, to the ACS for reconciliation purposes.

5-6. FOOD STAMPS DEPOSITED WITH SERVICING FI. Food stamps will be deposited daily
with local servicing Fl. Deposits made to the FI will be in standard bundles of 100 of the same
denomination (physical count not dollar value) or IAW FI guidelines.

a The designated areas will prepare a Retail Merchants Food Program Redemption
Certificate, USDA Form FNS-278B (Figure 5-5) and a separate SF 215 for each food stamp deposit.

b. The food stamp amount will be listed on a separate line below the GROCERY
ADJUSTMENT SECTION of the manual DD Form 707 or the Automated 707. The manual DD Form
707 or Automated 707, SF 215 and Food Stamp Redemption Certificate (S) amounts must agree.

5-7. FOOD STAMPS DEPOSITED DIRECTLY TO A FRB. If servicing FI cannot not accept
food stamp deposits, they will be made with the closest FRB. The dollar amount of the deposit will be
IAW with FRB guidelines.

a The CSD will prepare the food stamps for deposit AW Operations Customer Service
Department DeCAD 40-6. Food stamps will be sorted by same denomination and paper strapped in
standard packages of 100 coupons. Food stamps will be bound by rubber bands to make bundles of 10
straps each. The deposit will consist of “bundles’ of 10 straps of each denomination, no more than one
nonstandard package (less than 100 coupons) and one nonstandard bundle (less than 10 standard straps).
Refer to paragraph 5-6 above for preparing the USDA Form FNS-278B and SF 215, and posting of the
Automated and manual DD Form 707.

b. If applicable, USDA Form FNS-278B WILL be MICRO encoded with the appropriate
ABA number, food stamp authorization number, and the total food stamp amount.
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C. The area designated by the commissary officer will mail the food stamp deposits to the
FRB via certified mail. The commissary will be liable for the value of any coupons lost, stolen, or
destroyed while in transit to the FRB.

d. When deposits are made directly to a FRB, the FRB will send the confirmed SF 215 to
DFAS.

5-8. FOOD STAMPS HELD FOR DEPOSIT. If acommissary cannot make daily food stamp
depositsto a Fl or to a FRB, the food stamps will be "HELD FOR DEPOSIT".

a Food stamp sales will be INCLUDED in the total amount of daily sales on the DD Form
707 or Automated 707. The OCO will list the food stamp amount on the DD Form 707 below the
GROCERY ADJUSTMENT SECTION (Figure 5-6) and annotate the amount on the Automated
Summary of Daily Receipts as food stamps " HELD FOR DEPOSIT". The food stamp amount WILL
NOT be subtracted from the daily sales.

b. Weekly, upon accumulation of the number of food stamps required for deposit, the
responsible OCO will prepare a manual DD Form 707 (Figure 5-7) listing the food stamp sales by day
and by document number. The document numbers used for the food stamps should be the same as the
ones used for grocery sales on the original DD Form 707 for the sales day that applies to the food stamp
sales. Thetotal of the food stamp sales listed by day on the DD Form 707 will equa to the total amount
of the food stamps "HELD FOR DEPOSIT" on each corresponding daily 707. The manual DD Form 707
is prepared as a supporting document to the SF 215. The total funds deposited on the DD Form 707 and
the SF 215 must agree. The food stamp sales data on this manual DD Form 707 WILL NOT BE
ENTERED INTO DIBS.

C. Only one (1) SF 215 and USDA Form FNS-278B will be prepared for the total amount of
the food stamp deposit. DO NOT PREPARE A SEPARATE SF 215 FOR EACH DAY. The SF 215
should be completed as shown at Figure 5-8. The Agency location code (ALC) will be 00006355-5. The
store DODAAC, store code, and dates applicable to the food stamp deposit must be typed in the "Agency
Use" block. If deposits are made at servicing Fl, the responsible OCO will fax the original copy of the
deposit ticket to DFAS-CO-FPS along with the manual DD Form 707 for food stamps. If deposits are
made directly to a FRB, the FRB will send the confirmed SF 215 to DFAS.

5-9. FOOD STAMP, WOMEN'’S INFANTS AND CHILDREN (WIC) AND AID TO FAMILIES
WITH DEPENDENT CHILDREN (AFDC) ELECTRONIC BENEFITS TRANSFER (EBT)
PROGRAM.

a State Agencies under the authority of the Department of Food and Consumer Service
(FCS) are delivering food stamp, WIC and AFDC benefits through the EBT system. Recipients of these
benefits use their state issued plastic cards at the point of salesto purchase authorized groceries. The
AFDC Program allows recipients to us their cash benefits card at the EBT terminals. This program is
implemented in some states along with the EBT Food Stamp Program.

b. EBT Food Stamp, WIC and AFDC Deposits. The First Chicago National Bank
(lockbox bank), established by the Department of Treasury for EBT deposits, is responsible for preparing
the SF 215 for EBT deposits. When the CSD personnel perform the end-of-day settlement function,
DeCA's account is credited for the EBT food stamps, WICs or cash transactions through the Automated
Clearing House (ACH) eectronic funds transfer. This process reimburses DeCA for purchases made by
customers at commissary locations. The First Chicago National Bank will prepare and send the SF 215
and Deposit Report to DFAS-CO-FPS for the commissary's EBT food stamps, WICs, cash and manual
EBT sales transaction.
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C. Preparation/Completion of DD Form 707, Automated 707, DeCA Form 70-15,
Manual Summary of Daily Receipts or Automated Summary of Daily Receipts, 199R. The
responsible OCO will prepare/complete daily, the 707 and Summary of Daily Recelpts annotating the
EBT transactions. The responsible OCO will receive from the CSD personnel, the end-of-day EBT Food
Stamps, WICs, and Cash Terminal Receipts, Store Totals Receipts, ACH Total Batch Report, and the
signed retailer copy of the EBT manual sales voucher (if manual EBT transactions were processed). The
OCO will:

D Make a separate memo entry on the manual DD Form 707/ Automated 707, and
DeCA Form 70-15 and Automated Summary of Daily Receipts, 199R, if applicable, for the total dollar
amount of EBT food stamp sales, manual sales drafts, WIC sales and cash sales. Regular food stamps,
WICs and cash sales will also be recorded on separate lines on the 707s and Summary of Daily Receipts.
(DD Form 707 and DeCA Form 70-15, Figures at 5-2 and 5-3).

2 Fax the DD Form 707 and a copy of the EBT ACH Batch Report, copies of the
manual EBT sales drafts, and the original copy of thelocal SF 215 to DFAS-CO-FPS IAW current
procedures. The manual copies of the EBT sales draft must be sent to DFAS-CO-FPS because the sales
drafts are entered into the EBT system by the state's contractor and not by the commissary. The SF 215
for these deposits will be received by DFAS-CO-FPS much later than the regular EBT deposits.

3 The responsible OCO MUST mail the manual sales drafts within 24 business
hours to the address provided in the EBT Retailer's Manual. The commissary officer will be
responsible for ensuring that this task is performed.

d. EBT Deposit Erroneously Reported to the Commissary's FI. The following
procedures provide guidance for completing the Automated and manual DD Form 707, Summary of
Daily Receipts and the SF 215 for food stamp EBT deposits erroneously reported to the commissary's Fl
and not to the First Chicago National Bank.

(@D} The responsible CSD person will:

) Obtain the EBT food stamp/cash total (s) from the end-of-day EBT terminal
tapes.

(b) Call the FI to obtain the date and dollar amount of each ACH/EBT deposit.

(© Verify each end-of-day EBT store total to the bank's ACH/EBT deposit. If the
store total and FI deposit amounts do not agree, the CSD will call the state’s contractor and resolve the
discrepancy.

(d) Prepare a separate SF 215 for each day’s FI food stamp and/or cash ACH/EBT
deposit amount.

(e Take the SF 215(s) to the FI to be confirmed and validated.
2 The responsible OCO wiill:

@ Make a separate memo entry on the Automated or manual DD Form 707 and
Summary of Daily Receipts, for the regular food stamp, EBT food stamp and EBT cash amounts.

(b) Fax a copy of the Automated or manual DD Form 707 and Summary of Daily
Receipts, original copies of the EBT food stamp/cash SF 215s, and original copy of SF 215sto DFAS-
CO-FPS by close of business following the date of sale.

5-5
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3 The Bank will:

@ Provide the commissary with the date and amount of the food stamp ACH/EBT
deposit. This deposit amount could consist of the EBT food stamp and/or cash amounts.

(b) Confirm and validate the store’ s SF 215 (s) ACH/EBT food stamp/cash deposits.
(© Report the ACH/EBT food stamp/cash deposit to Treasury via SF 215.

5-10. LOSS TO CHANGE FUND. There will be no loss to the change fund due to commissary
operations. Any shortages will be reflected on the DD Form 707 and not in the change fund. The only
loss sustainable by the change fund will be due to robbery or theft. If this occurs, the change fund will be
replenished from the first cash pick-up of the day from cashiers. Refer to DeCA Directive 40-15,
Accounting & Reporting Of Government Property Lost, Damaged or Destroy, Chapter 4, paragraph 4-3.d.
(1) and Chapter 5, paragraph 5-2.e., for more detailed instructions on how to account for the loss of public
funds generated by the sale of commissary merchandise. Refer to Chapter 30, Change Fund, of this
directive and DeCA Directive 40-6, Customer Service Department, for more detailed instructions on ac-
counting for change fund.

5-11. DEPOSIT OF FUNDS IN THE EVENT OF WAR. A Deposit Ticket (SF 215) and Report of
Deposit (DD Form 707) will be prepared, if time permits, for the commissary funds (cash, including the
change fund and other negotiable instruments). The funds and a copy of the SF 215 will be placed in a
deposit container. The Commissary Officer will mail the deposit to the closest FRB by certified mail, or
will hand carry the funds to the respective Region's Director for deposit to DFAS-CO. If the SF 215 and
DD Form 707 were not prepared by the commissary, the Region Director will be responsible for ensuring
that a SF 215 and DD Form 707 is prepared and faxed or forwarded to DFAS-CO. A copy of the SF 215
and DD Form 707 should also be mailed to the appropriate ACS.

5-12. FILING AND RETENTION REQUIREMENTS.

a Cash sale transaction records for each business day will be filed by grocery block number
in the OCO files. Attach the documentsto afolder as follows:

(1) On one side: Attach the Store Department Analysis, Stores Sales, Daily Deposit
Settlement and Final Tender Count Cash Reports; and the Credit, Debit and EBT card End-of-Day Batch
Reports.

2 On the opposite side of the folder attach the Report of Deposit (DD Form 707),
Deposit Ticket (SF 215), and Summary of Daily Receipts, DeCA Form 70-15 or the automated Summary
of Daily Receipts, etc.).

b. File Retention - Destroy after 3 years (I year current file and 2 years at record holding).
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INSTRUCTIONS FOR PREPARATION OF MANUAL REPORT OF DEPOSITS
(DD FORM 707)

DD Form 707 will be prepared for each business day as follows:

1 Number of Copies. DD form 707 will be prepared in a minimum of six copies.

2. Period Covered. Enter date of sales.

3. Installation. Designation of commissary and installation.

4, Name and designation of individual depositing funds (self-explanatory).

5. Sections and subsections. Commissary sections to be credited with the deposits are

grocery department, meat department, and produce department. Surcharge collections will be credited to
the surcharge section. Include the document number (described in paragraph 6) beside the department
heading.

6. Document Number. The document number should be comprised of the commissary
DODAAC, the transaction Julian date, and a serial number from the Document Control Log, DeCA Form
70-14. Each category - grocery, meat, produce, and coupons will be assigned a document number, and it
will be entered opposite the respective category. Serial numbers will remain constant; grocery will be
5501, meat will be 5502, produce will be 5503, and merchandise coupons will be 5504. The amount of
the local coupons (Merchandise Coupons) and document number should be listed separately under the
Grocery Adjustments using 5504.

7. Grocery Adjustments.

a The following adjustments should be made to the grocery department sales: cash
variance, NSF check transactions (Re-engineered procedures), charge sales, and merchandise coupons.
The adjustment will be made to the grocery department sales before entering the amount in the "Funds
Deposited Today" column. This amount will include merchandise and local/route salesman coupons. An
adjustment to the grocery department for charge sales will only occur when the charge sales were rung up
on the register as a cash sde.

b. Deposits to Financia Institution (FI). The deposit to a Fl should be broken out by
the amount of traveler's checksmoney orders (TC/MO), cash, checks, WIC, and food stamps. Electronic
Deposits will be broken out by the amount of EBT Cash, Food Stamps EBT, WIC EBT, NAF Credit Card
and Patron Credit Card (which includes CSD-TRANZ 330 Patron Credit Card Exceptions, if applicable).

8. Funds deposited today. Enter the actual net receipt as recorded on the Summary of Daily
Receipts.
9. Accumulated from last report. Enter the amounts from the "Cumulative Total" column of

the last report. If the report isfor the first sales day of the accounting period, this column will not be
filled.

10. Cumulativetotal. Add horizontally "Funds Deposited Today" and "Accumulated from
Last Report”. Enter the result in the Cumulative Tota column.

11. Total. Total the three columns vertically.
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INSTRUCTIONS FOR PREPARATION OF MANUAL REPORT OF DEPOSIT
CONTINUED
(DD FORM 707)

12. Appropriation to be credited. These totals apply to the current date only, not cumulative
for the month.

a Enter the Resale Stock Fund Appropriation in the "Appropriation” block. Enter
the dollar amount in the "Amount" block. Thisamount is obtained by subtracting the surcharge from the
“Total".

b. Enter the Surcharge Collection Appropriation in the "Appropriation” block.
Enter the surcharge dollar amount in the "Amount™ block.

C. Enter the sum of the Resale Stock Fund and Trust Surcharge Collection
Appropriation amounts in the "Total" block. This amount must agree with the amount reflected on the
deposit ticket.
13. Date. Enter date of deposit.

14. Signature of Depositor. The commissary officer or designated representative will sign all
copies.

15. Voucher Number. The voucher number will serve as a transmittal number for control
purposes of the DD Form 707. The voucher number will be an 11 digit sequential number comprised of
the following:

a 2 digit Store Code (already assigned). Example: MN.
b. 6 digit Business Date (YYMMDD). Example: 980101.

C. 3 digit Sequential Number. The sequential number should begin with 001 on
October 1 and continue in a consecutive manner throughout the fiscal year.

d. A sample voucher number from a deposit made on October 2, 1997 follows:
MN971002002

NOTE: Enter al salesinformation from DD Form 707 into DIBS, except for the 11-digit sequential
voucher number.
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INSTRUCTIONS FOR PREPARATION OF DEPOSIT TICKET (SF 215)

1 A separate SF 215 will be prepared for: (1) the total of all other types of currency (i.e. cash, WIC
and checks) and (2) for paper food stamps, and deposited for each business day/DD Form 707. A
separate SF 215 will aso be prepared for dishonored check collections, if processed under the
conventional procedures, and for VCM check collections. Maintain the Agency copy (yellow) of the SF
215 on file until a signed/confirmed copy is received.

2. Use 00006355 for the 8-digit Agency Location Code (ALC). For food stamp deposits to alocal
bank or a Federal Reserve Bank, use 00006355-5. OCONUS commissaries, managed by a CONUS
region that currently deposit at a Federal Reserve affiliated bank, will deposit into the DFAS-CO account
— DSSN 6355-5.

3. Include the Commissary's name, DODAAC, and store code in Block 6 (Agency Use). Type
VCM in Block 6 of SF 215, when applicable.

4, The commissary personnel responsible for verifying and preparing the cash deposit will ensure
that the funds placed in the deposit container agree with the amount on the SF 215, that the deposit
container is locked, and that funds are either deposited immediately or locked in the commissary safe
awaiting transportation to the bank.

5. The validated Deposit Ticket, SF 215, and the Report of Deposit, DD Form 707, amounts should
agree. If thereisashortage in the deposit, the amount must be shown on the DD Form 707 as a shortage
of funds.
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INSTRUCTIONS FOR PREPARING SUMMARY OF DAILY RECEIPTS
(DeCA FORM 70 -15)

A summary of Daily Receiptsis used to summarize the system totals. It aso provides department sales
and adjustments for use in preparing the Report of Deposit, DD Form 707. Cumulative data from this
form is also used for reporting purposes. Instructions for completing the form are as follows:

1 Grocery (Sales) Gross. Enter the grocery total from the Store Department Analysis
Report (Sales), except POS stores will enter total form the Department Report on the A.C. 99 tape.

2. Less Coupon Total. Enter the total coupon amount.

3. Grocery Subtotal. Enter the grocery subtotal, which is the difference between the

amounts shown on lines 1 and 2.

a Over/Short. Enter the overage/shortage (OV/SH) amount from the Store Dollar
Report, except POS stores will enter amount from the commissary dollars section on the A.C. 99 tape.
Manually subtract net NSF check difference.

b. Dishonored Checks from bank. Enter the amount of dishonored checks redeemed
from the bank.

C. Dishonored Checks to patron. Enter the amount received from patrons for the
redemption of dishonored checks.

d. Refunds (reports). Enter the refund amount from the Store Department Analysis
Report (Sales), except POS stores will enter amount from the sales section on the A.C. 99 tape.

e Less refunds (on hand). Enter the refund amount from the Stores Sales Report,
Report (Sales), except POS stores will enter amount from the deposits on hand section of the A.C. 99

tape.
f. Refund adjustment. Subtract line 3e from 3d and enter the difference.

4., Total Variation. Enter on line 4a the cash variance, which is the net total of 3a and 3f.
Enter on line 4b the NSF Check Transactions, which is the tota of lines 3b and 3c.

5. Cumulative Cash Variation (previous day). Enter the previous day cumulative cash
variation. (NOTE: Thetotal returnsto zero and starts over at the beginning of each accountable
inventory period). The variation is accumulated for the accounting period.

a From. Enter the beginning date of the current accountable inventory period.

b. Enter on line 5b the sum of line 4aand line 5, which is the current day's cash
variance plus the cumulative cash variance (previous day). The variation is accumulated for the
accounting period. Thistotal should not include amounts of NSF check transactions.

C. Net Grocery Sales. Enter the net grocery amount obtained by adding or
subtracting lines 4a and 4b to/from the grocery subtotal amount (line 3).

6. Grocery. Enter the net grocery sales from line 5¢ in column 1 and the grocery charge
salesin column 2. Subtract the grocery charge sales from the grocery sales and enter the net amount in
column 3.

5-10
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INSTRUCTIONS FOR PREPARING SUMMARY OF DAILY RECEIPTS
(DeCA FORM 70 -15)
(1ST CONTINUATION)

7. Meat. From the Store Department Analysis Report (Sale), enter the meat department
salesin column 1 and the meat charge salesin column 2. Subtract the meat charge sales from the meat
department sales and enter the net meat total in column 3. POS stores will enter the meat sales from the
A.C. 99 tape.

8. Produce. From the Store Department Analysis Report (Sale), enter the produce
department sales in column 1 and the produce charge salesin column 2. Subtract the produce charge
sales from the produce department sales and enter the net produce total in column 3. POS stores will
enter the produce sales from the A.C. 99 tape.

9. Surcharge. From Store Sales Report, enter the surcharge amount in column 1 and the
charge sales subject to surcharge in column 2. Subtract the surcharge for charge sales (column 2) from
the surcharge sales (column 1) and enter the amount in column 3. POS stores will enter the surcharge
amount from the A.C. 99 tape.

10. Total. Add the amounts on lines 6 through 9 for each column (sales, charge sales, and
net) and enter in the appropriate column on line 10.

11. Enter the amount of the cash (on hand). Enter the change fund amount on the "Less
Change Fund" line.

12. Cash for Deposit. Subtract the change fund amount from the cash on hand and enter on
line 12.

13. Cash EBT. Enter the amount of the Cash EBT (Electronic Benefits Transfer) on line 13.
14. Checks. Enter the quantity and total value of checks deposited on line 14.

15. Food Stamp EBT. Enter the amount of the Food Stamp EBT on line 15.

16. Food Stamps. Enter the quantity and total value of food stamps deposited on line 16.
17. TC/MO. Enter the value of Traveler's Checks and Money Orderson line 17.

18. WIC EBT. Enter the value of Women, Infant and Children (WIC) EBT on line 18.

19. WIC. Enter the value of Women, Infant and Children (WIC) voucher deposited on line
19. Thisisonly applicable when WIC vouchers are treated as cash and deposited at the bank or FAO.

20. Patron Credit Card. Enter the amount of the patron credit card (which includes the CSD
TRANZ-330 patron credit card exceptions) on line 20, if applicable.

21. Debit Card. Enter the amount of the debit cards on line 21.

22. NAF Credit Card. Enter the amount of the Non-Appropriated Fund (NAF) credit card on
Line 22.

23. AF Credit Card. Enter the amount of the Appropriated Fund (AF) credit card on Line 23.
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INSTRUCTIONS FOR PREPARING SUMMARY OF DAILY RECEIPTS
(DeCA FORM 70 -15)
(2ND CONTINUATION)

24. Other. Enter the dollar value of any other negotiable tender.

25. Total for Deposit. Add the amounts of lines 12 through 24 and enter on line 25. The net
amount on line 10 and the total deposit amount on line 25 must agree.

26. Customers.

a Enter the customer count from the Store Department Analysis Report
(Department Statistics), except POS stores will enter the count from the commissary sales section on the
A.C. 99 tape.

b. Cumulative Total from Previous Day. Enter the cumulative customer total,
which isthe total on line 26a on the previous day's Summary of Daily Receipts.

C. Total to Date. Enter the sum of lines 26a and 26b.

27. Cumulative Total Food Stamps. Enter the cumulative food stamp dollar amount which is
the sum of line 15 (Food Stamp EBT) and line 16 (Food Stamps) on the current day's Summary of Daily
Receipts and line 27 on previous day's Summary of Daily Receipts.

28. Cumulative Total WIC vouchers. Enter the Cumulative WIC vouchers dollar amount
which issum of line 19 of current day's Summary of Daily Receipts and line 28 on previous day's
Summary of Daily Receipts.

29. Cumulative Total Cigarette Sales. Enter the cumulative amount of cigarette sales (1
month).

30. Number of Transactions. Enter the total number of transactions from the Store

Department Analysis Report (Department Statistics), except POS stores will enter the total from the
commissary sales section on the A.C. 99 tape.
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STANDARD FORM 215 (REV. §-70. DEPARTMENT OF THE TREASUR™
.’#:ﬁ“:.';z:g',z:f;" OF TREASURY U E P 0 s I T T ' C K E T BUREAL OF GOVEANMENT FINANCIAL OPERATIONS
DEPOS!IT NUMBER  DATE PRESENTED OR -01GiT OR &-DIGIT AMOUNT
MAILET TO Ban: AGENCY LOCATION
CODE (ALC)
MowT ey
BE i [t} (L}
cacy 15~ 05-04-98 _O]oo0s3ss __101,426.59 LN

——

P ~N M M 1 1/ N
16) AGENCY USE D Nl
_FORT RIVER COMMIS A v HQDDBC
819 JONES ROAD BC

CEDARVILLE, VA

1 (7 NAME AND ADDREES GF DEPOSITARY

WILLIAM G. ARNOLD, DISBURSING OFFICER i
DEFENSE FINMANCE & ACCOUNTING SERVICE -COLUMBUS CENTER CRESTAR BAKK, CEDARVILLE, VA
Am: DFAS:CO_:FPS > w::" l:l l"'d “‘"’;‘::“‘I‘“:l"!’l“::‘u;’;“"‘ﬂm." *nd o b TRE AT Cie Tol Db "6
P.0. BOX 182204 Hussm oAt "
1 M ¥ C D~
COLUMBUS, OHIO 43218-2204 !
]
(3 DESOSITORS TITLE DEPAATLIE ™ 25 AGENIY AND ADDRESS AL THORIES SanATURE : CONFIRMED DATE
SEROSITARY FORNARD T COC L. Mai pare o Of TRANSCRT . ORIGINAL

Deposit Ticket, SF 215
Figure 5-1
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st e—

REPORT OF DEPOSITS Frou .

PERIOD COVERED
| TO

8-1-1998 8-1-1998

INSTALLATION

NAME AND DESIGNATION OF INDIVIDUAL DEPOSITING FUNDS

FORT RIVER COMMISSARY JAMES JOHNSON COMMISSARY OFFICER
FUNDS DEPOSITED ACCUMULATED FROM
SECTIONS AND SUBSECTIONS YODAY ) LAST REPORT CUMULATIVE TOTAL
COMMISSARY AND SUBSECTIONS:
Grocery HQDDBC 8213 -5 501 9486331 0}00 94863| 31
Meat HQDDBC 8213 -5 502 9483|106 oloo 9483} 06
i
Produce HQDDBC 8213 -5 503 6567183 oloo 6567|83
Subtotal 110914{20 0100 110914120
Surcharge 5711173 0100 5711}73
Change Fund Increase/Decrease '
GROCERY ADJUSTMENTS:
98,171.55 - Clearing Tape Total : _l
~88.98 . Cash Variance C .
-0.00 - NSF Checks from Bank | E:‘
~40.00 . Patron Redeemed NSF Checks QD ]
98,122.57 - (Submtotal) :
~0.00 - Charge Sales i }
=3,259.26 - Merchandise Coupons HQDDBCE2 13-5?04
$ 94,863.31 (Tota) !
CASH 30,406.25 wic 162.31 DEPOSIT TICKET|# 282415 (CASH,|CHECKS & WIC)|
CASHEBT _ 0.00 PATRON CREDIT CARD 7,403.01 !
CHECKS 70,821.78 DEBIT CARD 7,246.33 *HOST TOTALS AND STORE TOTALS
FDSTAMPEBT  586.25 NAF CREDIT CARD 0.00 DO NOT EQUAL ;
FOOD STAMPS 0.00 AF CREDIT CARD | 0.00 : !
TcMOo  0.00 FD STAMPS HELD FOR DEPQSIT 0.90
WIC EBT 0.00
TOTAL S 116625.93 $ 0.00 S 116625} 93
APPROPRIATIONS YO BE CREDITED RECEIVED FROM
APPROPRIATION AMOUNT JAMES JOHNSON, COMMISSARY
110,914 .20
5711.73
IN CASH ANDIOR CHECKS, $ 116.625.93
TOGETHER WITH PROCUREMENT, ALLOTMENT OR APPROPRIATE CREDITS
FOR SUMS PREVIOUSLY RECEIPTED FOR AS SHOWN HEREON WILL
APPEAR ON MY 5ce0UNT FOR MONTH OF August
VOUCHER NO.
DATE SIGNATURE OF FINANCE OFFICER
WILLIAM G. ARNOLD
TOTAL $116,625.93 FAO
DATE SIGNATURE OF DEPOSITOR VOUCﬁ NO.
8-3-1998 JAMES JOHNSON. COMMISSARY OFFICER BC980801223

DD Form 707’ MAR 53 This form was etectronically proouced by Eite Federal Forms, Inc.

Report of Deposits, DD Form 707
Figure 5-2
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SUMMARY OF DAILY RECEIPTS DATE
(For use of this form. see DeCAD 70-6: OPR is RM.) 8-1-1998
1. GROCERY (SALES) Gross $ 98,171.55
2. LESS COUPON TOTAL (-) $ 3,259.26
3. GROCERY SUBTOTAL $ 94,912.29
a. Over/Short (tor-) $ 88.98
b. Dishonored Cks from bank (-) 3 0.00
¢. Dishonored Cks to patron (+) § 40.00
d. Refunds (reports) $ 189.37
e. Less refunds (onhand) (-) $ 189.37
f. Refund adjustment (@ minus e) $ 0.00
4. TOTAL VARIATION
a. Cash Variance (+or-) $ 88.98
b. Net NSF Check Transactions (+or-) § 40.00
5. CUMULATIVE VARIATION $ 100.22
(Previous day) (Between accountability
inventories) (Yearly)
a. From: 7-14-1998 b. (+or-)$ 100.22 c. Net Grocery Sales §$ 94,863.31
Starting Date (to line 6 below)
DEPARTMENT SALES CHARGE SALES NET
6. Grocery $ 94,863.31 3 000 $ 94,863.31  11. Cash (onhand $ 51,406.25
7. Meat $ 9483.08 $ 000 $ 9,483.06 Less Change Fund $ 21,000.00
8. Produce $ 6567.83 $ 000 $ 6567.83 12, Cash for Depostt $ 30,406.25
Subtotal $ 11091420 § 000 $ 11091420 13 CashEBT $ 0.00
9. Surcharge 3 571173 3 000 $ 571173 14. Checks(690 ) i0n) $ 70.821.78
10. Total $ 11662593 $ 000 $ 116,625.93 15, Food Stamps EBT $ 586.25
16. Food Stamps ( y $ 0.0
17. TcMO o $ 000
18. WIC EBT $ 0.00
19. WIC( 10 )Qny $ 16231
20. Patron Credit Card $§ 740301
21. Debit Card $ 7,246.33
22. NAF Credit Card $ 0.00
23. AF Credit Card $ 0.00
26. NUMBER OF CUSTOMERS 24. Other $ 0.00
a. Customers 2,020 25. Total for Deposit $ 116,625.93
b. Cumulative total from previous day (+) 0 (Lines 12 thru 24 = Line 25)
c. Total to Date ¢/ monthy 2,020
27. Cumulative Total Food Stamps 1/ monthy 586.25 0
: oy
28. Cumulative Total WIC Vouchers 1/ monthy 162.31 10
: oy
29. Cumulative Total Cigarette Sales (7 month) 6.433.26
30. Number of Transactions from A.C.99 2020
DeCA Form 70-15, Jun 1996 Supersedes DeCAF 70-15, Oct 1994
Thxlhwnmtbmmullyprmbyﬂh Federst Forms. Inc. revious editions are obsolets.

Summary of Daily Receipts, DeCA Form 70-15
Figure 5-3
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08/01/98 Daily Deposit Settlement 19:30:42
Page 1
Settlement Date: 8/01/98
Status : FINANCIAL NETWORK AVAILABLE
Host Totals Store Totals

Trans Dollars Trans Dollar
Checking LA 2 2 X ) LA 2 222X R X2 sgo 70,821‘78
saVIngs THETE ATERT RS 0 .00
Credit 100 7,403.01 100 7,403.01
Debit 99 7,167.02 100 7,246.33
EBT LR 2 4 X 4 LA 222 X LR X R 0 ‘oo
Store L e & B & 3 (24 X222 XX 22} 0 .oo
Totals 0 14,570.03 890 85,471.12

Daily Deposit Settlement Report
Figure 5-4
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£ | Tide

Dase

| DENOMINATION |  VALUE
$1.00 | s 8100
$3.00 | $ 50000
0 |3 100000
TN [0 s
H—Z%f?;/ S 15810

BANK CERTIFICATION ON REVERSE

i corafy mas e FIRM™S TOTAL © accorse snd the {000 COMDORS feceemes were scoerand = axoromcs wich Food Stanp
Program Regwanons. Do NOt Borrow. Lend or Make Duotacmes of Reocmonon Ceraficasss.

k00000 1008w

35¢é5139r

Redemption Certificate, USDA Form FNS-278B

Figure 5-5
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PERIOD COVERED
REPORT OF DEPOSITS oM 511998 T 7.3.1998
NSTALLATION NAME AND oF DEPOSITING FUNDS
{_FORT RIVER COMMISSARY. JAMES SON COMMISSARY OFFICER
SECTIONS AND SUBSECTIONS NG DO TED | Aot " |  CuMuaTvE TOTAL
COMMISSARY AND SUBSECTIONS:
Grocery HQDDBC 8184 .s 501 104670.33 212246.53 316916. 86
Mest HQDDBC 8184 .5 3502 13913.96 23129.79 37043, 75
Produce HQDDBC__38184 -5 503 8937.05 1552851 24465 356
[ suttoa 12752134 250904 83 178426 17
Surcharge 6ST1.52 13 195877 S2
Change Fund incresse/Decresss L3000 00 1000 10
GROCERY ADJUSTMENTS:
108.700.89
- Clasring Tape Total }
+40.98  _ cognvanunce Q
=0.00 . nNSF Checks from Banx
0.00  -PwonR NSF CI il
108.741.87 . (Sub-total)
<000 Crarge Saies
107154, Coupons HQDDBC8184-5504
| _$10367033  (Totah)
CASH _37,100.30 wic 21961 ]
casHEBT __ 0.00 PATRON CREDIT CARD 10.720.63
CHECKS _76.693.49 DEBIT CARD 8.520.32
FD STAMP €8T _0.00 NAF CREDIT CARD 000
FOOD STAMPS _0.00 AF CREDIT CARD
TEMO 160.50 FO STAMPS HELD FOR DEPQSIT 682100 & FOOD STAMPS
WIC EBT 0.00 CHANGE FUND INCREASE $3.000.00 HELD FOR
TOTAL $ 131098.8 $ 263904. 83 $ 395003. 69 | DEPOSIT
To M ROCENED
APPROPRATION g JAMES JOHNSON. COMMISSARY
I7X ITI0 IKU0 60T U33T50 TII35IT.33
97X 8163 6400 4601 033181 6.577.52
IN GASH ANDIOR CHECKS, 3 131.098 86
TOGETHER WITH PROCUREMENT, ALLOTMENT OR APPROPRIATE CREDITS
FOR SUMS PREVICUSLY RECEIPTED FOR AS SHOWN MEREON WILL
APPEAR ON Niy ACCOUNT FOR MONTH OF JULY 1998
VOUCHER NO." ——
DATE SKNATURE OF PINANCE OFPICER
WILLIAM G. ARNOLD
TOTAL $131.098.86 FAO
DATE SIBNATURE OF OEPOSITOR VOUGMER NO.
7-3-1998 JAMES JOHNSON. COMMISSARY OFFICER BRC920703193

DD Form 707, MAR

83 Ths form wes secronicaily procuced oy Eite Fecerw Forrme. inc

Report of Deposits, DD Form 707

Figure 5-6
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PERIOC COVERED

REPORT OF DEPQOSITS

rn e ’
06-01-98 | 06-06-98
14D | ARdA MO 1 W AAD DLIGARAI LR P INOIVIOWAL DRPCIIING MuRD) .
FORT RIVER COMMISSARY | MARY ANDERSO:. CSD MANAGER !
SECTIONS AND SUSSICTIONS i wum':l::‘osﬂt: : Acm::;ul;:::_lou ' cu::t‘.::ws

FOO2 STAMPS:
TRANSMITIAL # 0135

06/01/98 HQDDBC - 8152 - 5501 123.1 00
06/02/'98 HQDDBC - 8153 - 5501 193 .1 00 |
06/03/98 HQDDBC 8154 - 5501 325.1 00 ?
06/04/ 98 HQDDBC . 8155 - 5501 2511 00 |
06/05/ 98 HQDDBC - 8156 - 5501 261100
06/06/ 98 HQDDBC - 8137 - _5501 372000

Sy | : (

DEPOSIT TICKET #397202 )

l

"SUPPORTING DOCUMENT ONLY TO THE ; :

SF 215" | ,
THIS DATA FROM THIS DOCUMENT WILL NOT i

BE ENTERED INTO DIBS. : l

|

TOIAL 2,267.1 00
APPROPAIATIONS TO BE CREDITED (ORreeas maryy,
APPSTPRIAIION i AR 1

|
97X 4930 4K00 4601 033150 2,267 100

‘W CASN AND/CN CMECKS § W

COGETMER wilw SROCUREMENT  ALLOIMENT O APPROPRIATE
ZREDITS FOR Sums PREVIOUSLY RECEIPTED FOR A3 SHOWN MERE
ON WilL AFPEAR ON MY ACCOUNT FOR MONTH ofJgHE

VOUCKHER NC

| Ll 1300s =" M sumar} OMHKIL
i WILLIAM G. ARNOLD

' ! FAO

o | 2,267 oo FA
=1 MGAlval OF SUPCRIIOL =3 i
'
1 6-6-1998 | s JOHN, COMMISSARY ! Rcog0A0GTAS |
ogl'li\.l:” 7” I S-S T T 2N AR R A LR

Report of Deposits, DD Form 707 (Food Stamps Held for Deposit)
Figure 5-7
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STANOARD FOAN 118 MEY. $-79)
TREACRIRED Y DLFT. OF TRLASURT DEPOSIT TICKET B S e et reaaTIONS
OEPOSIT NUMSER OATE PRESENTED OR $-O!GIT OR &DIGTT AMOUNT
MAILED TO RANK AGENCY LOCATION
COO% (ALC)
M M D |- B
o @ (3 . @) ‘
4 . J
397202 * !0‘ 606 98 0 -000E35E=5 121267,00
f v § s o | |
(8) AGENCY USE
HQDDBC D
FOOD STAMPS (HELD FOR DEPONT)

(M) NAME AND ADORESS OF DESOSITARY

CRESTAR BAN K, CEDARVILLE, VA
DEFENSE FINANCE AND ACCTG SVC-COLUMBUS-CENTER

ATTN: DFAS-CO-FPS .'“wmﬁv:ﬂmﬂ—m'— haiaann
P.0. BOX 182204 M M DD
COLUMBUS, QHIO 43218-2204

AUTHORIZED SIGNATURE |~ CONFIAMED DATE
(9] DEPOSITORS TITLE DEPARTMENT OR AGENCY AND ADORESS
DEPOSITARY RETAIN THIS COPY DEPOSITARY COPY

Deposit Ticket, SF 215 (Food Stamps Held for Deposit)
Figure 5-8
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Chapter 6
CHARGE SALES
6-1. GENERAL.

a Nonappropriated Funded Activities (NAF) and Appropriated Funded Activities (AF) are
no longer authorized to purchase merchandise on a charge sale basis at CONUS commissaries but may
continue to shop at DeCA, i.e., their method of payment has changed. NAF and AF customers must pay
by cash, check, or an approved credit card. See Chapter 7 for NAF and AF credit card purchases. Also,
NAF and AF customers must complete DeCA Form 70-9, Notice of Delegation of Authority; see

paragraph 6-2.

b. OCONUS stores can continue to process organizations and activities authorized to make
purchases on a charge sale basis (as described in DOD Directive 5105.55-R) until implemented with the
new POS-M system. Examples of charge sale customers are dining halls for troop feeding, Military
Groups, U.S. Navy ships, U.S. embassies, nonappropriated fund activities, etc. POS-M will provide
OCONUS stores the capability to accept credit card transactions.

6-2. ESTABLISHING A CHARGE ACCOUNT.

a The commander or director of any organization and/or activity, must submit a
Commissary Charge Account Request, DeCA Form 70-8, to the commissary where they wish to shop, for
authority to purchase on a charge sale basis. Upon receipt of the request, the commissary will ensure all
necessary information has been provided and will then fax it to their DeCA Region for approval. All
information requested must be provided to the region before approval is given to establish the account. If
information is omitted, the request will be returned to the commissary disapproving the customer account.

b. The Commissary Charge Account Request is at Figure 6-1. Instructions for completing
it can be found on the reverse side of the form. There are five sections to be completed by:

Section 1 - The requesting activity.

Section 2 - The OCO.

Section 3 - The servicing Region.

Section 4 - The Analysis and Reconciliation Business Unit (ARBU) or European Region.

Section 5 - The requesting activity, OCO, servicing Region, ARBU or European Region if
remarks are necessary.

C. If the Region approves the request, they will indicate their approval on the form and fax it
to the ARBU. The ARBU will assign the customer number and account processing code (APC), and
annotate these numbers on the customer's request received from the Region. The ARBU will then fax a
copy of the request with the assigned APC and customer number to the DFAS-CO. DFAS-CO will
establish the customer account in the Standard Financial System (STANFINS). The ARBU will fax a
copy of the completed approved DeCA Form 70-8 to the requesting commissary.

d. All charge sale customers must have a valid assigned APC and customer number before

charge sale purchases can be authorized. All activities must conform to these requirements so that their
purchases can be properly entered and billed correctly.
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6-3. NOTICE OF DELEGATION OF AUTHORITY-RECEIPT FOR SUPPLIES. A Notice of
Delegation of Authority, DeCA Form 70-9, must be completed and on file at the commissary for any
activity making purchases.

a A Notice of Delegation of Authority-Receipt for Supplies (signature card), DeCA Form
70-9 must be on file at the commissary for a NAF or AF activity before they can request or receive
supplies. NAF or AF activities must complete DeCA Form 70-9 and get the commissary's approval before
making purchases at the commissary. The signature card will be maintained in the OCO. It will contain
the names and signatures of authorized representatives designated to request and/or receive supplies. An
example of thisform is at Figure 6-2. It should be completed with the following information:

(@D} Current date.

2 Activity/Organization receiving supplies.

(3) Commissary/CDC location

4 Printed names of authorized requestors and/or receivers.
) Designation of authority to request and/or receive.

(6) Signatures of authorized requestors and/or receivers.

@) Purpose-"Delegate to" or "Withdraw from".

(8) Remarks-"Request and/or receive subsistence from the commissary/CDC".
9 Unit Identification Code, if applicable.

(10) DODAAC or customer code.

(11)  Printed name of accountable officer.

(12)  Grade of accountable officer.

(13)  Phone number of accountable officer.

(14)  Expiration date of the signature card NTE one year.

(15)  Signature of the accountable officer.

b. This form must be updated at least annually or upon change of accountable/responsible
officer/CDC Manager. A copy of the orders or a memo appointing the accountable officer will be
provided to the commissary officer/CDC manager. These documents will be kept with the signature cards.
Upon replacement or expiration, the signature cards and supporting orders/memos must be retained for at
least six months before discarding.

6-4. MAJOR DISASTERS OR EMERGENCIES.

a In the event of a major disaster or an emergency, CONUS and OCONUS commissaries
are authorized to accept and process the American National Red Cross Disbursing Order (DO), Form
140C, (Non-Cash Grant for Purchase) as a charge sale. The Red Cross issues these DOs to disaster -
affected victims,
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b. Processing the Red Cross DOs will require the following steps:

(@D} The DO will be presented to the OCO by an authorized person (the beneficiary or
authorized dependent) before the person enters the sales area.

(20  TheOCO will:

@ Call the ARBU for the American Red Cross APC and DODAAC. Do not stop
the patron from shopping if customer APC and DODAAC can not be obtained immediately. Delay
entering charges in applicable system until this information is obtained. Obtain the Red Cross address for
billing purposes from the Red Cross Central Accounting Office for payment of 1080 hills, as the address
on the customer's Red Cross DO may not be the bill paying address.

(b) Verify that the sale is within 30 days of the date shown on the DO.

(© Verify that the commissary isthe ‘MERCHANT'S NAME.’

(d) Verify that the 'AUTHORIZED BY" block has been signed.

(e Verify that customer's ID is that of beneficiary name or authorized dependent.

® Complete the top portion of DeCA Form 70-20, Subsistence Request for Issue or
Turn-in (Blocks 1, 2, 3, and 5) and attach this form to the Red Cross DO. Upon completion of these
blocks, alow patron to shop from sales floor area. This form does not have to be itemized since the cus-
tomer will be shopping the sales area. Red Cross DO (charge sale orders) will be processed through the
cash register IAW charge sales procedures. The dollar amount will be entered as one total on the bottom
of Form 70-20. Have customer sign Block 14 of Form 70-20 and turn in this form along with the Red
Cross DO at the end of tour of duty as part of media payment. The OCO will complete the remaining
portions of the DeCA Form 70-20 and process the transaction as charge sale as outlined in this chapter.
The OCO should ensure that the Red Cross DO charges are included in the charge sales amounts on the
manua DD707 and on the Summary of Daily Receipts for the automated 707. Upon completion of
ringing charges through the register, the customer should have the cash register receipt and the commis-
sary should have the signed DeCA Form 70-20 and the Red Cross DO.

3 The cashier or individual processing the Red Cross DO will:

@ Verify that the purchase, including surcharge, does not exceed the amount shown
in the '‘Charge Is Not To Exceed' block. Customer my pay cash if the purchase exceeds the value of the
Red Cross form. The customer will not receive cash if the sale is |ess than the authorized amount.

(b) Assure that the beneficiary or authorized dependent signs the DO.

4 The commissary officer or designee will fill in ‘Merchant's Certification' block on
Red Cross DO and sign.

5) The original of the Red Cross DO will be forwarded to the Red Cross Disaster
bill paying office to support the 1080 hill.

(6) The green copy of the DO will be attached to the DECA 70-20 and retained for
commissary files.
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@) A copy of the Red Cross DO will be mailed to the Red Cross Office that issued
the DO.

6-5. ACCESSORIAL CHARGES. Accessorial costs, as set forth in Chapter 7, Volume 15 of the
DOD Financial Management Regulation, represent certain expenses incident to issues and sales of
material which are not included in the standard price or contract cost of the item such as packing, crating
and handling cost incurred by the commissary system. The DFAS-CO adds an accessorial charge to
commissary charge salesto non-DoD activities.
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COMMISSARY CHARGE ACCOUNT REQUEST
(For uae of this form, see DeCAD 70-6: OPRis RM.)

| DATE
(Check one) NEW 1-29-98
(] UPDATE

1a. TO:
FORT CRATER DeCA

[X Commissary Resale

(Check one)
(O Troop Support

. The following information is being provided so we can establish/update a charge sale account with the:

(] Both

c. CUSTOMER NAME AND ADDRESS

NCCO CLUB
BLDG 102
FORT CRATER, VA 23801

d. CUSTOMER POC/PHONE NUMBER

John James/DSN 687-8777

¢. CUSTOMER DODAAC/SRANANC

None

g. FUND STATUS
(Check one)

Bill Baker

(] Aeemopruaren DSN/687-3333

B

TED

RSNV
S G

Central Accounting Office
BLDG 416

Fort Crater, VA 23801

} SIGNATURE OF REQUESTING OFFICIAL k. POSITION

Club Manager

L ACTIVITY

Installation Club Systeg

2a. MANAGEMENT SUPPORT CENTER POC/PHONE NUMBER 42. TO:
(%] ArBU
Jin Jones/DSN 687-8777 (Chackn®) =] Exropean Region
b. COMMISSARY DODAAC/STORE CODE b. CUSTOMER NUMBER ¢. ACCOUNT PROCESSING CODE
(APC)
HQC123/AA RESALE ™mOOP
¢. COMMISSARY OFFICER SIGNATURE DATE d. REEIMBURSEMENT SOURCE CODE
1-29-98 RESALE TROOP
3a. TO: e. SURCHARGE f. ACCESSORIAL
[X] APPROVED
Ms Olivia North REGION (] oisapprOVED ResmE YES TROOP NO
b. APPROVING OFFICIAL SIGNATURE DATE g- SIGNATURE OF SERVICE CENTER/REGION REP| DATE
1-20-98
8. REMARKS
DeCA Form 70-8, Jan 1998 DeCAF 76-8, Jan 1992, superseded (Instructions on Reverse)
This o by EMe Federal Fowma, ina. by DeCAF 70-8, Jan 1900

Commissary Charge Account Request, DeCA Form 70-8
Figure 6-1
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NOTICE OF DELEGATION OF AUTHORITY - RECEIPT FOR SUPPLIES
{For use of this form, see DeCAD 70-6; OPR is RM.)

DATE

T oaewn a8 199 &

AUTHORIZED REPRESENTATIVE(S)

ORGANIZATION RECEIVING SUPPLIES [LocaTion
L“'{ 15T HO‘;P r\'o-\ chf\" Q_Y& "QV‘J \jf\ 33&0‘
AUTHORITY
LAST NAME-FIRST NAME, MIDDLE INITIAL SIGNATURE AND INITIALS
REQ | REC
LT Jo—vwes Jownes X * “(\TQ [\‘,@mq.n_ %\—L&.l /}7’[}
my. Lovry Bands X {\M;{\MN'\ %@««J\A— 1\
B S '
™S . L€ 3 v € S X AN (é—ﬂo-/n Qam\nm 5 (-}[O\
I N o U B
AUTHORI Y/RASRONSELF JUARLY OF FIER OR Ac&'&é;ﬁomcex
THE UNDERSIGNED HEREBY  [X] @Z}‘i&ﬁw o £ N VEITHE AUTHORITY TO:
REMARKS
RQQ o_ext (\Y\r\ /ow’ Req_ei \ € 5“\35;5*'{\'\&‘& Lrem CommiSievy
v | ASSUME FULL RESPONSIBILITY '
UNIT IDENTIFICATION CODE DODAAC/ACCOUNT NUMBER | ACCOUNT PROCESSING CODE (APC)
WY 153 j3 e
NAME, (Last, First, M1) GRADE | PHONE NUMBER EXPIRATION DATE[ SIGNATURE
Millev, Mavoia o 739-5927 | 37, /99| po. ALL—

DeCA Form 70-9, Apr 93

Supersedes DeCAF 70-9, SJp 91

Previous editions are obsolete.

Notice of Delegation of Authority - Receipt for Supplies, DeCA Form 70-9

Figure 6-2
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Chapter7

NON-APPROPRIATED/APPROPRIATED FUND CUSTOMER
CREDIT CARDS PROCEDURES

7-1. GENERAL. DeCA has been accepted by the Department of Treasury to participate in the U.S.
Treasury Plastic Card Program. This program allows MasterCard and VISA credit cards to be accepted

by government entities for payment of sales, collection of debts, services to the public (e.g., Freedom of

Information Act requests) and fees and fines.

7-2.  PURPOSE.

a The purpose of these proceduresisto provide specific guidelines that will be used by the
CONUS and OCONUS OCO and supported store personnel for the acceptance of plastic cards
(MasterCard and VISA credit cards) for sales to NAF and AF Customers for collections/payments of
receipts due DeCA; and for the filing and retention of sales receipts and financial documents.

b. Guidance is also included for the Customer Service Department supervisor when NAF
and AF customers tender cash, check, or acredit card as payment for merchandise.

7-3. APPLICABILITY. These procedures are applicable to the CONUS and OCONUS (OCONUS
commissaries that are supported by the POS-M system OCO and supported store personnel who perform
the NAF and AF Credit Card functions.

7-4.  CASH AND CHECK PAYMENTS BY NAF CUSTOMERS.

a NAF and AF customer purchases paid for by cash will be rung through the cash register
in the same manner as other cash sales.

b. NAF and AF customer purchases paid for by check will be rung through the cash register
using 999-99-9999 as the social security number. This number should not be changed; it will be used to
identify check payments for all NAF and AF customer purchases.

7-5. ELECTRONIC CREDIT CARD EQUIPMENT AND CREDIT CARD COLLECTION
NETWORK PROCESS. For CONUS commissaries, either acredit card terminal reader (Tranz 330)
and printer will be set up in the OCO or the store will be operating on the POS-M system to process credit
card transactions. In order to process credit card transactions for OCONUS commissaries, the store will
require the POS-M system. Both equipment (POS-M and Tranz 330) will be on-line with the contract
bank to:

a Provide immediate electronic authorization of NAF and AF customer credit card
transactions.

b. Settle credit card transactions and provide end-of-day Settlement Report.

C. Electronically transfer the deposit to DeCA's account.

7-6. NAF AND AF CUSTOMER CREDIT CARD PROCEDURES - EXCEPTIONS AND
CHANGES. The OCO personnel will accept NAF and AF customer credit cards (MasterCard and VISA
credit cards) for commissary purchases. OCO personnel are responsible for making sure that credit card
transactions are completed and accounted for according to these guidelines. The following are exceptions
to earlier guidance and/or are no longer required:
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a A Subsistence Request for Issue or Turn-in, DeCA Form 70-20 will not be required for
off-the-shelf NAF and AF purchases; this applies to cash, check, and credit card transactions. DeCA Form
70-20 will be required to be completed and submitted in advance when bulk quantities and special orders
are needed. Instructions for completing DeCA Form 70-20 are provided in paragraph 7-21 of these
instructions.

b. DeCA Form 70-9, A Notice of Delegation of Authority-Receipt for Supplies, must be on
file at the commissary for NAF and AF credit card customers before they can request or receive supplies.

C. Credit card transactions are rung through the front end system in the live mode.
Generally, from a systems standpoint, credit card sales are treated as cash sales.

d. There is no requirement to establish an APC for credit card customers, since the credit
card transaction will be treated as a cash sde.

e The credit card will eliminate DFAS-CO billing and payment collection process. The
payment for the credit card sales will be done through the Electronic Funds Transfer (EFT) from patron's
account to DeCA's account. Thiswill be processed by the Contract Bank.

f. Thereis no longer a minimum purchase requirement of $25.00 for NAF and AF sales
transactions.

0. There is no requirement to enter aNAF and AF credit card transaction in the Document
Log.

h. For commissaries not equipped with POS-M, the Customer Service Department (CSD)

Supervisor will establish a"dummy" checker number to be used for al NAF and AF credit card
transactions. The CSD/OCO will use the "dummy" checker number when ringing NAF and AF credit
card sale. The CSD supervisor will perform register closeout (NCR End-of-Day) for the dummy checker
number at the close of each day to collect NAF and AF credit card transactions data. The dummy checker
reports will be included with other closeout reports and provided to the OCO to be used as required to
prepare various reports such as the DD Form 707, Report of Deposit.

i Whether paying by cash, check or credit card, al AF and NAF patrons must pay
surcharge on all commissary purchases.

7-7.  NAF AND AF CUSTOMER CREDIT CARD PROCEDURES - PROCESSING FOR
PAYMENT PROCEDURES USING TRANZ 330's.

a Before aNAF or AF representative is alowed on the sales floor to begin shopping, OCO
personnel will verify the signature of the NAF or AF activity representative by comparing the signature
on the appropriate DeCA Form 70-9 to the signature contained on aform of picture identification
presented by the NAF or AF representative

b. After completing their shopping, the OCO personnel will be informed. OCO will escort
the NAF or AF representative to the cash register area. The merchandise will be rung through the register
in the "live" mode using the dummy checker number described above. The sale will be rung as a cash
sale. After the transaction has been rung at the cash register, OCO personnel will escort the NAF or AF
customer to the OCO for processing the credit card payment.

C. The NAF or AF customer will present their NAF or AF MasterCard or VISA card for
payment of store merchandise. Before beginning a credit card transaction, the OCC personnel will
determine to the best of their ability, if the card is valid by doing the following:

7-2
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D Check the expiration date to make sure that the card has not expired. If the card
has expired, it cannot be accepted as payment for any merchandise.

2 If the card isaVISA Card, make sure that the four digits printed above the
account number are the same as the first four digits embossed on the card. (NOTE: Currently this
procedure is not applicable to MasterCard transactions). If a difference is detected, the card cannot be
accepted as payment.

3 Check the Cardholder's signature if the card contains a signature and determine if
the signature has been visibly atered. If the signature has been altered, the card cannot be accepted as
payment.

d. After determining the card is valid and can be accepted as payment for merchandise, the
OCO will:

(D) Make sure the terminal card reader (Tranz 330) isin the ready mode.
2 Pressthe "1" key for a sales transaction.

(3) Swipe the credit card through the terminal card reader for authorization. If the
terminal card reader does not read the magnetic strip on the credit card, use the terminal keypad and enter
the card number and the expiration date.

NOTE: If the termina card reader is not operational, see Voice Authorization Procedures (para. 7-9) and
Force Draft Capture Procedures (para. 7-10).

4 Using the card reader keypad, the OCO personnel will key in the grand total
amount (which will include 5% surcharge) from the cash register sales receipt (tape). The amount of the
saleis keyed in without the decimal. Example: An $18.55 sale is entered as 1855; $10.00 as 1000. Verify
the total and press the "Enter" key.

) Vendor Code 03" will be keyed in the credit card terminal reader (Tranz
330) to identify NAF or AF sales transactions. Press the ""Enter'* key to begin processing the
transaction.

(6) The POS terminal dials up through the contract bank CCCN for authorization of
the transaction amount. The CCCN checks the information on the patron and either approves or declines
the transaction.

@) The CCCN sends the approval or denial response which is displayed on the
terminal card reader screen.

(8 If approved, a sales receipt will be printed listing the NAF or AF dollar
amountg/total of transaction (Figure 7-1). If the transaction is declined, it isindicated on the terminal
card reader screen and the printer will not print areceipt; see (10) below. At the end of the transaction,
pressthe "Clear" key.

9 The sales receipt will be signed by the customer. After verification of signature,
the OCC will retain the white copy of the receipt. The yellow copy of the receipt and card will be returned
to the customer.
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(10)  If therequest is declined, the NAF or AF customer will have to pay by check or
cash to receive the merchandise.

7-8. PROCESSING MERCHANDISE RETURNS - USING TRANZ 330'S.

a When a cardholder requests credit for returned or exchanged items, assure yourself that
the merchandise was originally purchased at the commissary. Follow the current DeCA procedures for
returned food products. Use the following procedures to process the transaction to give the NAF or AF

credit card customer credit for returned merchandise. (Terminal card reader procedures will be provided
by the contract bank).

b. Terminal Procedures:
(D) OCO will make sure the termina card reader (Tranz 330) isin the ready mode.
2 Pressthe "4" key (credit key) to activate the terminal for customer credit.
(3) Swipe the customer's credit card through the card reader and press "Enter".

NOTE: Manualy enter the credit card information (credit card number and expiration date) when card is
not present or card reader is unable to read the magnetic stripe.

4 Using the card reader keypad, the OCO personnel will key in the credit total (no
decimal) from the appropriate source. Thetotal will include surcharge. Example: $18.00 entered as
1800. The credit total will be displayed on terminal as: 18.00.

) Verify total credit amount and press "Enter".

(6) Enter the vendor code (03) and verify the code entered. Press "Enter" key.

@) The terminal will process the transaction and print a Credit Slip.

(8 Pressthe "Clear" key.

9 The Commissary Officer or representative will sign the credit slip
authorizing/approving the credit. (The Commissary Officer or representative may sign in any available
space but the signature must not cover printed information on the receipt.)

(10)  Have the customer sign the receipt.

(11) The OCO will retain the white copy of the credit receipt. The yellow copy of the
credit receipt is given to the customer. Return the customer's credit card.

7-9.  VOICE AUTHORIZATION PROCEDURES - USING TRANZ 330's. These procedures will
be used by the OCO and/or CSD. The OCO/ CSD will use these procedures when card reader terminal
(Tranz 330) is not operational or there is a problem with the telephone line from the card reader terminal
to the credit card company. This should not be a normal store operating procedure, it should be the
exception. Procedures were provided in the Contracted Bank POS terminal operation Quick Access
Guide. Follow the procedures below to voice authorize a credit card transaction:

a Complete al applicable information on the Universal Sales Slip (sample at Figure 7-2).
Universal Sales Slips are provided in starter kit. If your commissary does not have the Universal Sales

7-4
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Slips, the required information can be written on any type of plain paper. Make sure you obtain all the
information requested on the Universal Sales Slip. See Figure 7-2.

b. Print the customer's credit card number and expiration date on the sales receipt.

C. Contact the Voice Authorization Center for the authorization code. (This telephone
number is in the Important Number Section of your Quick Access Guide.)

d. Provide the Voice Authorization Center Operator with all requested information.

e If the transaction is approved, record the authorization number (code) on the sales dip. If

the transaction is disapproved, the NAF or AF customer must pay by cash or check.

f. Obtain the customer's signature on the receipt.
0. If the credit card has the customer's signature on it, verify the signature to the signature
on the sales dlip.

h. At the appropriate time, follow the Force Draft Capture procedures in paragraph 7-10 and
complete the transaction.

7-10. FORCE DRAFT CAPTURE PROCEDURES - USING TRANZ 330's. Force Draft Capture
procedures are used to enter information in the POS terminal from a voice authorized transaction (sales
slip). Voice authorized transactions are required when the POS terminal is not operational or thereisa
problem with the communications line. After the POS terminal/communications line is operational, each
voice authorized credit card transaction must be entered in the POS termina using Force Draft Capture
procedures.

NOTE: You will not receive settlement for a voice authorized transaction unless you perform the Force
Draft Capture procedures. Procedures are as follows: (These procedures {to include terminal response}
are provided in the contract bank’s POS terminal starter kit.)

a From the "Ready" mode, pressthe"5" key.

b. Manually enter the credit card account number and the expiration date.

C. Key in the total amount of the transaction (no decimal) Ex. $18.00 entered as 1800.
d. Verify the total amount and pressthe ""Enter'* key.

e Enter the Vendor Code (03" for NAF).

f. Enter the authorization number from "V oice Authorization" receipt.

0. Verify the Authorization Number and pressthe ""Enter™ key.

h. Upon completion of the transaction, pressthe **Clear' key.

7-11. WEEKEND NAF AND AF CREDIT CARD TRANSACTION PROCEDURES -USING
TRANZ 330'S.

7-5
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a Normal credit card procedures are followed for weekend NAF or AF credit card
transactions. However, if OCO personnel are not available during the weekend, other personnel must be
designated to perform the OCO portion of the transaction.

b. The designated person will perform the End-of-Day credit card reconciliation at the
appropriate time. The commissary cannot accept/process any additional credit card transactions during
that business day after the credit card End-of-Day process has begun.

C. If OCO personnel are not available and CSD does not have access to the POS terminal,
voice authorization procedures must be followed. These transactions must be input into the terminal card
reader (Tranz 330) using Force Draft Capture procedures on the next OCO business day.

7-12. END-OF-DAY CREDIT CARD BATCHING AND RECONCILIATION PROCEDURES -
USING TRANZ 330'S.

CAUTION: Notify CSD before starting the End-of-Day Batching and reconciliation. All NAF and
AF credit card transactions must be completed before beginning the End-of-Day Batching and
Reconciliation process.

The End-of-Day Batching and Reconciliation process is performed once each day after all NAF
and AF transactions have been completed. This process has three parts. Thefirst is the "Batching”
process.

a Terminal procedures for the "Batching” process.

(D) To begin the batching process, press the "Enter" key. The terminal will prompt
the operator for the function by displaying "Function?* on the terminal window.

2 Pressthe 3" and "0" keys. When the batching process is completed, the printer
will print a Batch Detail Report.

b. Reconciliation Procedures.

(1) Remove the end-of-day Batch Detail Report (Figure 7-3). The report will show a
detailed listing of credit card transactions (to include credits and returns). Thereport will list NAF/AF
sales transactions and the dollar amount. It will also list grand totals (transaction count and amount),
example: 6 transactions totaling $200.00).

2 Using the credit card receipts, the OCO will run atotal of the NAF/AF credit
card transactions. Example:

NAF/AF sales NAF/AF returns

$100.00 $25.00

+100.00 +25,00
200.00 50.00

$200.00 (Sales)

-50.00 (Returns)

150.00 < NAF/AF (#03)
Total
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$150.00 < Combined (Grand) Tota - In this example, the NAF/AF totals shown should
be on the totals reflected on the Batch Detail Report.

3 Compare the totals from (2) above and the totals on the Batch Detail Report.
Each of the total dollar amounts (the NAF/AF transactions, and Grand Total) should be the same as the
totals shown on the end-of-day Batch Detail Report. If the totals are the same, proceed to the instruction
ind below. If the totals DO NOT Agree, follow the instruction in ¢ below.

C. When Balances Do Not Agree. If the total of the credit card transactions does not agree
with the Batch Detail Report, the OCO will call Contract Bank Customer Service line for assistance in
resolving problems. A problem should be resolved prior to depositing credit card transactions. (NOTE:
The OCO should review all transactions making sure dollar amount entered in POS terminal is the
same as amount printed on the receipt prior to calling the Contract Bank.)

d. Close Batch Procedures. If both totals agree, the OCO personnel must perform the
following steps to electronically deposit the funds from NAF/AF credit card transactions to DeCA's
account.

(@D Pressthe "8" key. The terminal will prompt the operator for the next action by
displaying "Admin?".

2 Pressthe "9" and the "1" keys. The termina will prompt the operator by
displaying "Close Batch?'.

3 Pressthe "9" key for yes. The terminal will go through the steps required to close
the batch and print the settlement report (91 report). A Sample is shown at Figure 7- 4.

NOTE: OCO must electronically deposit (daily) each day’s credit card transaction. If this is not
done, it will cause the deposits to accumulate in the system, and will cause a delay in DFAS-CO
receipt of the EFT SF 215, Deposit Ticket from the contract bank.

e Reconciling Settlement Report to NCR System. The following steps are performed by
CSD Personnel:

(@D} After printing the settlement report, OCO will immediately provide a copy of the
settlement report to the CSD.

NOTE: No additional NAF and AF transactions can be accepted for that business day after the OCO
End-of-Day credit card reconciliation process has begun.

2 The CSD will run the "dummy" checker report (AC 21 report) at the end of the
business day for NAF and AF credit card transactions.

3 Compare the total on the AC 21 report (generated by the NCR system) to the
total for Vendor Code #03 for NAFCC and AFCC sales on the Batch Detail Report; the amount on each
report should be equal to the other.

4 The CSD supervisor will perform an AC 13 to record the credit card sales
amount and clear the NCR system. The dummy checker report for credit card sales along with other
checker reports and the daily register reports will be forwarded to the OCO for completion of the DD
Form 707 and DeCA Form 70-15, Summary of Daily Receipts, at the end of the CSD business day.
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f. If the amount of the AC 21 report was different from the amount for Vendor Code #03 on
the Batch Detail Report, the CSD supervisor and a OCO representative must resolve the difference the
following day.

7-13. NAF AND AF CUSTOMER CREDIT CARD PROCEDURES - PROCESSING FOR
PAYMENT PROCEDURES POS-M.

a Before aNAF or AF representative is alowed on the sales floor to begin shopping, OCO
personnel will verify the signature of the NAF or AF activity representative by comparing the signature
on the appropriate DeCA Form 70-9 to the signature contained on aform of picture identification
presented by the NAF or AF representative.

b. After completing their shopping, the NAF or AF representative will be escorted by an
OCO representative to the cash register area. The merchandise will be rung through the POS-M system in
the "live" mode by a representative from the CSD. These purchase should be processed in the same
method as patron credit card transactions. (For user instructions see POS-M Notes and the POS-M
Operational Training Manual).

7-14. PROCESSING MERCHANDISE RETURNS - USING POS-M. When a cardholder requests
credit for returned or exchanged items, make sure that the merchandise was originally purchased at the
commissary. Follow the current DeCA procedures for returned food products. Escort the NAF or AF
representative to the CSD to process credit card merchandise returns using POS-M. These transactions
will be processed in the same method used for patron credit card merchandise returns. (For user
instructions see POS-M Notes and the POS-M Operational Training Manual).

7-15.  WEEKEND NAF AND AF CREDIT CARD TRANSACTION PROCEDURES -USING
POS-M. Normal POS-M credit card procedures are followed for weekend NAF or AF credit card
transactions. However, if OCO personnel are not available during the weekend, other personnel must be
designated to perform the OCO portion of the transaction.

7-16. PREPARING DD FORM 707. After the closeout of the NCR or POS-M front end processis
complete, the OCO (next business day) will prepare the DD Form 707 and DeCA Form 70-15. The total
amount of the NAF and AF credit card transactions (sales minus refunds) will be annotated on the DD
Form 707 and DeCA Form 70-15 and is included in the totals on both forms. (Since NAF and AF credit
card sales arerung in the "live" mode, credit card sales are aready captured in the total department sales.)
Comparing the amount shown on the DD Form 707 and DeCA Form 70-15 with the actual amount of
funds sent to the local financial institution for deposit, the amount shown on the DD Form 707 and DeCA
Form 70-15 will not equal the amount deposited at the local financial ingtitution. The differenceis the
amount of the NAF and AF credit card transactions for that day. The actual amount of the funds sent to
the financial institution for deposit will be reflected on the SF 215.

a For manual DD Form 707, record the NAF and AF credit card amount on a separate line
on the DD Form 707 as shown on attached sample at Figure 7-5. The NAF and AF credit card sales and
surcharge will also be recorded on DeCA Form 70-15, as shown on Figure 7-6. The difference between
the day's deposit total on the DD Form 707 and the store's total amount on the SF 215 (prepared by CSD
for local deposit) should equal the NAF and AF credit card sales for that day.

b. For system generated DD Form 707, the OCO will annotate the system generated 707
to show the credit card sale and surcharge amounts.

7-17. PROCESSING SALES DATA INTO DIBS. Since NAF and AF credit card sales are rung
through the cash register in the live mode, no additional steps are required to process NAF and AF credit
card salesinto DIBS as a charge sale by the ACS.

7-8
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7-18. FORWARDING DEPOSIT DOCUMENTS TO DFAS-CO. The OCO will mail/fax the
original validated DD Form 707 (reporting sales), the confirmed copy of the SF 215(s) (reporting the
actual sales deposits), and a copy of the Tranz 330 Settlement Report, to DFAS-CO-FPS by the close of
the next business day or upon receipt of the confirmed SF 215, from local bank, whichever comes first.
The DD Form 707, and the SF 215, representing a single day's transactions, should all be mailed at the
same time. Timely submission of these documents to DFAS-CO isimperative. A copy of the DD Form
707, and the SF 215 must also be provided to the ACS for retention.

7-19. ELECTRONIC FUNDS TRANSFER - DEPOSITS.

a The contract bank settles the NAF and AF credit card transactions and electronically
transfers deposits to DeCA's account on adaily basis.

b. The contract bank will prepare the SF 215, for the electronically transferred deposit. The
SF 215 will be prepared for the total amount listed on the Settlement Report and mailed to DFAS-CO-
FPS by the contract bank.

7-20. CHARGEBACK PROCEDURES.

a A chargeback will be mailed by the contract bank to the appropriate ACS when a
cardholder's bank has refused to process a sales draft or the cardholder disputes the charge. Listed below
are some of the reasons for a Chargeback.

(D) Claim or Defense - Cardholder is disputing all or a portion of charge.

2 Expired Card - Merchant (commissary OCO) failed to check the expiration date
on credit card.

b. OCO Responsibility when a Chargeback is received.

(D) Insure Prompt Response to the ACS. Upon receipt of the debit device, promptly
research and return to the contract bank within five business days to preserve DeCA's chargeback rights.
Documentation received after that date may be past the requirements set forth by MasterCard and VISA,
and voids any chargeback reversal privileges. Nullsand voids will cause DeCA to lose funds represented
by chargebacks. Notify the appropriate ACS of any chargebacks received from the contract bank.

2 Read the Documentation Requirements. Determine if any information necessary
to refute the chargeback requires external assistance (i.e., store location personnel, shipping, etc.)

3 Review Documentation Prior to Return to the contract bank. Insure that the
documentation necessary to refute the chargeback is legible and all requested information has been
provided.

4 Call the Contract Bank’s Toll Free Number. If there are any questions regarding
a chargeback, contact contract bank’ s Customer Service Office at the number listed in your Quick Access
Guide. When doing this, have available the chargeback date and your merchant number.
7-21. THE CONTRACT BANK’S RESPONSIBILITY. The contract bank shall:

a Verify that the chargeback, which is received for the issuing bank, is within the time-
frames specified by VISA/MasterCard.
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b. Verify that the chargeback reason code presented by the issuing bank is valid.

C. Verify that any issuing bank documentation required by VISA/MasterCard has been
provided.

d. Make every effort to reverse to the issuing bank any chargeback which they can refute on

the commissary's behalf -without the commissary's assistance whenever possible (i.e., by verification
of authorization, credit issued, etc.)

7-22. FILING AND RETENTION. The credit card receipts, credit card reader (Tranz 330) Batch
Detail Report and the Settlement Report or POS-M Daily Deposit Settlement Report, DeCA Form 70-20
(for bulk purchases and special orders), a copy of the cash register sales tape(s), and the End-of-Day NCR
reports will be filed with the DD Form 707 Reports according to Chapter 5. Retention requirements are
also stated in Chapter 5.

7-23.  SECURITY OF CREDIT CARD READER (TRANZ 330). The commissary officer will
ensure that the credit card equipment is secured at close of business day. The Commissary Officer will
develop in-house procedures for security of the equipment.

7-24. USE AND PREPARATION OF DeCA FORM 70-20.

When required, (specia orders, bulk quantities, etc.), preparation of DeCA Form 70-20 isthe
responsibility of the requestor. Instructions for completing DeCA Form 70-20 are provided below.
Generdly, for NAF or AF credit cards sales, DeCA Form 70-20 is only an order form used to place
bulk/special orders. The 5% surcharge assessed on a commissary sale will be included the grand
total and the DeCA Form 70-20 will be stamped/marked in red ""Credit Card Sale™ (Figure 7-7).

7-10
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Instructions For Completing Form DeCA 70-20 for Credit Card Sales
Block 1. Enter the name of the commissary and DODDAC where merchandise will be purchased.
Block 2. Enter name of NAF or AF activity purchasing merchandise.

Block 3. Check "Issue" when requesting a purchase. Enter the total number of pages of DeCA
Form 70-20's being submitted.

Block 4. N/A

Block 5. Enter date merchandise will be picked up.

Block 6. N/A

Block 7. N/A

Block 8. Enter "Credit Card Sale" and the appropriate department(s).
Block 9. N/A

Block 10. N/A

Block 11a N/A

Block 11b. N/A

Blocks 11c, 11d, 11e, 11f, 11g & 11h. Optional; Cash register tape may be attached in place of
completing these blocks. See Note below.

Blocks 11i. N/A

Block 12. DATE- Enter the date request is submitted; BY - Enter the name of the person making
the request.

Block 13. Enter the date request is issued; Enter the name of the person making the issue.

Block 14. Enter the date request was received; Enter the name of the person receiving the request.
Note: If block 11 is completed, the subtotal must be entered after the last entry on the last page, the
surcharge must be recorded above "Grand Total" and identified by the word " Surcharge”, and the total
(subtotal plus surcharge) recorded in the "Grand Tota" block.

For returns for credit:

Block "11c" will contain the statement "Return for Credit", which should be written or underlined
inred ink, at the top of column 11c. The wording below will appear on al pages and will not obscure any

data.

"Credit Card Purchase - Return For Credit"

7-11



DeCAD 70-6 January 1999

THANY YOU FOR SHOPPING
DECR UFS SUPP CTR VENDOR
0285 GAKLAUN BLYD
HOPERTL, v Z384H

DATE® TUESDAY, AUG 7, 1995 13:@9 Ad
ACCTR: 430621d09akdales  EXP.: 94/%8

UNIT: OECAHGCAADEZ
CARD TYPE: I3
TRANS TYPE: FURCHAS
REFERENCE Kt 4263
AUTH &: §27354

TOTAL AT = ¢ 1.18
LICENSE/PHOKE

I RGREE TO PAY ABQVE TOTAL ANOUNT
ACCORDING 7O CARD IGGUER AGREEMENT

SIGNATURE

VENDOR CODE : 83

Credit Card Sales Slip.
Figure 7-1.
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Universal Credit Card Sales Slip.

Figure 7-2.
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VCH-k REGION
58 OAKLAYE BLWU
HOOPEWELL R  23BéE
DRTC: TUSDAY, JAN 7. 199E g:il7 P

REFORT 36 - GATCH DETALL

--——------—-----—-a---——---------—------

- .- - - P Y P e e e SR A W S e o AL W S

Noo DEPLL VISR $426.72
Ke™ CpRD: RMRSTERCARD $2, b2
NoT CARG: AN EXPRESS $8.82
Ko7 CAED: OTHES $8, %5
!_?. n..-. ":-i DS: .?:
NFT fLL CARD $424

-n----‘-----——---------—--------p-—-----

2 TR
TOTEL ALL CODEZ o818

Batch Detail Report.
Figure 7-3.
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yCH-S RESION
5753 (AKLAUN ELVD
WOOPEWELL VA 23848
SATE: TUTSDAY JAN 27, 1999 86113 P
REPGRT 91 - CLOZE BATCH
BATCH NUMBER: 79

eretesstetbsisestiitasteatrititesiibin)

TERRINAL SALES 1 ¢ 426,72
TERKINAL RETURNG & ¢ 8.B0
TERRINAL NET 1 ¢ 8267
HOST SALES i ¢ 42.72
HOST RETURNG g ¢ d.08
HO5% NET 1 ¥ 426,72
13caeseatessratadistiotittastitiotitios)
IN BALAHCE

Settlement (91) Report.
Figure 7-4.
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PERIOD COVERED
REPORT OF DEPOSITS Fou e
12-4-1598 i 12-11-1098
IMSTALLATION NAME AMO 08 OF AL PUNDS
DEFENSE GENERAL SUPPLY RICHMOND REED LEADER. DAC. COMMISSARY OFFICER
FUNDS DEPOSITED ACCUMULATED PROM
SECTIONS AND SUBSECTIONS TODAY LAST REPORT CUMWRATIVE TOTAL
COMMISSARY AND SUBSECTIONS:
Grocery HQCCBL TMS -5 501 20208144 61873119 8208163
Meat HQCCBL 7348 -5 502 0}00 0jo0
Produce HQCCBL 7348 -5 503 917189 2566132 3484121
Subtotad 21125[33 64439|51 85565 984
Surcharge 1087{93 3311(96 4399|189
Change Fund incresse/Decrease
GROCERY ADRISTMENTS:
20,748.36 . Clearing Tape Total
=0.00 . cCash vanancs A D
- NSF Checks from Ban X
- Patron Redesmea NSF |
20, 748.36 . (Sub-totall
- Charge Sales
-629.97 . Merchancise Coupons HQCCBL
$ 20,118.39 {Total)
CASH 6,180.11 wiC 0.00
CASH EBT 0.00 PATRON CREDIT CARD 6.00
CHECKS 15,939.6 DEBIT CARD 3.00
FD STAMP EBT 2.00 NAF CREDIT CARD 94.55
FOOD STAMPS 0.00 AF CREDIT CARD 0.00
TCMO 0.00 FO STAMPS HELD FOR DEPQSIT 0.%0
WIC EBT 0.00
TOTAL $ 22214126 $ 67751447 $ 59965‘73
APPROPRIATIONS TO BE CAEDITED ASCEIVED FROM
APPROPRIATION AMOUNT
X 21.126i33
! 108793
\ ! IN CASH AND/IOR CHECKS, 8 22.214 26
: TOGETHER WITH PROCUREMENT, ALLOTMENT OR APPROPRIATE CREDITS
l FOR SUMS PREVIOUSLY RECEIPTED POR AS SHOWN MHEREON wiLL
i APPEAR ON My ACCOUNT FOR MONTH OF
? VouCHER Mo,
i
!
} OATE | SIGNATURE OF FINANCE OFFICER
TOTAL $22214128
DATE SIGNATURE OF OEPOSITOR VOUCHER NO.
12-16-1998 | 97-12-11

DD Form 707, MAR 53 ™ o™ wes sectronicaily brocuced by Eiie Federm Forms. inc

Report of Deposit, DD Form 707.
Figure 7-5.
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SUMMARY OF DAILY RECEIPTS
(For use of this form. see DeCAD 70-6: OPR is RM.)

DATE

12-11-1997

1. GROCERY (SALES) Gross
2. PON TOT,
3. GROCERY SUBTOTAL
. Over/Short
. Dishonored Cks from bank
Dishonored Cks to patron
. Refunds (reports)
. Less refunds (onhand)
. Refund adjustment (4 minus o)
4. TOTAL VARIATION
a. Cash Variance
b. Net NSF Check Transactions

5. CUMULATIVE VARIATION

1035

(+or-)
()
(+)

()

~eo Qa0 o

0.00
0.00
0.00
0.00
0.00
0.00

e

0,00
(Previous day) (Between accountability
irveniorses) (Yearly) “
a. From:  8-19-1897 b. \ \ 000 c. NetGrocery Sales § 20,118.39
Starting D& ‘ \ \\- (10 line 6 below)
DEPARTMENT g ! a NET
8. Grocery $ $ 20,208.44 1. Cash (onhand) $ 10,180.11
7. Meat $ ] $ 0.00 Less Change Fund $ 4,000.00
8. Produce $ 01789 § 000 § 917.89 12 Cash for Deposit $ 6,180.11
Subtotal S 2103628 $ 9005 $ 21,126.33 13, Cash EBT $ 0.00
9. Surcharge 1,08343 S 450 § 108793 14 Checis( 181 )@ $ 15,930.60
10. Total S 211971 $ 0455 § 2221426 15. Food Stamps EBT $ 0.00
16. FoodStampe () $ 0.00
17. TCMO $ 0.00
18. WIC EBT $ 0.00
19. WIC ( Y $ 0.00
20. Patron Credit Card $ 0.00
21. Debit Card S
22. NAF Credit Card $ 94.55
23. AF Credit Card $ 0.00
28. N OF Mi 24, Other $ 0.00
a. Customers 412 25. Total for Depost S 2,214.28
b. Cumulative total from previous day (+) 11 (Lines 13 tru 24 = Line 25)
¢. Total to Date (1 month) 1,323
27. Cumuiative Total Food Stamps (/ month) 150.00 32
Oy
28. Cumuiative Total WIC Vouchers 7/ monih) 0.00 0
Qy
29. Cumulative Total Cigarette Sales (/ th) 8,000.71 Tof (199
30. Number of Transactions from A.C.99 14227

20,748.38
629.97

)

20,118.39

.00
0.00

DeCA Form 70-18, Jun 1998
This farm was elsciersosly prosuced by Elte Feden Forrma, inc.

Supersedes DeCAF 70-16, Oct 1994
Previous editions are obeciets.

Summary of Daily Receipts, DeCA Form 70-15

Figure 7-6
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] sssue SHEET 4. REQUEST NO.
SUBSISTENCE REQUEST FOR ISSUE, TURN-IN OR TRANSFER AL
(For wse of this form, see DeCAD 70-6: OPR is DO.) { OF SHEETS
e T )} TransFerR B . ) N/A
1. REQUEST TO: (Shipping/L.osing Activity) . DATE ITEMS REQUIRED . DOCUMENT NO. 7. DODAAC/UNIT LD. CODE
F_ORT QRATER \ DﬁCA_FOMM|SSARY 1-15-08 N/A L B N/A
2. REQUEST FROM: (Receiving/Gaining Activty}(POC/Phone) |8, DOCUMENT 3. ACCOUNTING PROCESSING CODE 10. BLOCK NO.
TYPEDEPARTMENT {APC)
MWR, FT CRATER. VA 23801 . CREDITCARD-GROC | . A S N
" . i POSTED
ITEM OF —
NO. STOCK NO ITEM DESCRIPTION ISSUE | QUANTITY SUPPLY ACTION UNIT PRICE | TOTAL COST
a. b c. d e ) 2 . OATE 8y
SOFT DRINKS ) CASE 40 40 4.80 192.00
~ Surcharge } 9.60
SwesTToT 201.60] 7™ | 201.6d
12, ISSUEITURN- | DATE 8Y 13. ISSUE QTY| DATE BY 14. REC QTY | DATE BY
IN “QUANTITY* IN "SUPPLY IN "SUPPLY
COLUMN IS ACTION" ACTION"
REQUESTED BY 1-2-98 G. MORE COLUMN 1-15-98 J. STOCKER COLUMN 1-15-98 C. DRIVER
DeCA Form 70-20, Nov 93 Supersedes DeCAF 70-20, Jan 92 This form produced by EHt , e,
Use sxisting stock until exhausted.

Subsistence Request For Issue, Turn-In, Or Transfer, DeCA Form 70-20
Figure 7-7
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Chapter 8

DISHONORED CHECKS

8-1. GENERAL. Thischapter contains procedures for the Conventional Dishonored Check process,
the Re-engineered Dishonored Check process, Dishonored Check Installment Payments, and for the filing
and retention of financial documents. These procedures pertain to the OCO, the CSD and ACS personnel
who serve commissaries located in the 50 states, Iceland, Puerto Rico, Guam, Panama, Korea and Japan
(to include Okinawa).

a A non-sufficient fund check (NSF) is defined as a check returned by the FI on which it
was drawn because of in-sufficient funds, closed account, no account, or other similar reasons. These
checks will be considered dishonored and the commissary will take the necessary collection actions. The
OCO will receive dishonored checks from DFAS-CO or directly from their servicing FI.

b. Checks returned by the FI with no signature or checks presented in payment for
commissary sales, which are completed except for the signature, will not be considered dishonored if they
are redeemed within 10 days. The patron will be contacted and requested to sign the check. The check
will be recorded as a cash shortage until it is redeemed or signed. Upon redemption or attainment of
signature, the cash or check will deposited with the next deposit as an overage. If the check is not signed
or claimed within 10 days, it will be considered dishonored. The CSD will deposit the check (s) and
record as a cash overage, have bank dishonored the check (s) and return check (s) to the commissary with
a Debit Voucher, SF 5515. Installations which have/use an Installation Check Control Officer (ICCO) or
the equivalent of that person will only be notified if the NSF check (s) are not redeemed within the 10 day
period.

C. If acheck isreturned unpaid because the endorsement on the back of the check does
match the “Pay to Order of “ line on the front of the check or because the endorsement isillegible, the
CSD will enter the statement “ Credit the Account of Within Named Payee” on either the front or back of
the check. The check will be deposited with the next deposit as an overage. The commissary may obtain a
rubber stamp for this purpose or the statement may be typed on the check.

8-2.  CONVENTIONAL DISHONORED CHECK PROCEDURES. These procedures are
applicable to commissaries that do not redeem returned NSF checks at their servicing Fl, i.e., bank or
credit union. These procedures provide specific guidelines on the collection process of NSF checks at the
commissary level and at DFAS-CO.

a Dishonored Checks Returned Directly to DFAS-CO. Non-sufficient fund checks are
returned to DFAS-CO-FPS by the various Fls. Upon receipt of the NSF checks and Debit VVouchers (SF
5515) from the FI, DFAS-CO-FPS personnel will:

D Debit the appropriate Defense Working Capital Fund resale commissary stock
account in the amount of the dishonored check(s).

2 Establish Accounts Receivable for the dishonored checks and,

3 Prepare atransmittal listing (TL), and forward the listing and NSF checks to the
respective commissary.

The OCO person will sign, date and return a copy of the TL to DFAS-CO-FPS confirming receipt of all
the NSF checks. Any NSF checks received that do not belong to the commissary will be noted on the TL
and the checks will be immediately returned to DFAS-CO-FPS by certified mail. An example of the
DFAS Dishonored Check Transmittal Listing isat Figure 8-1.

81
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b. Dishonored Checks returned directly to the Commissary. Non-sufficient fund checks
will, in some instances, be returned directly to the commissary from the servicing Fl. Upon receipt of
NSF checks and Debit Vouchers, SF 5515 from the FlI, the OCO or area designated by the commissary
officer will make two photocopies of the front and back of each NSF check, mail copies of the checks and
the confirmed copy of the SF 5515 with atransmittal listing to DFAS-CO-FPS. The original copy of the
SF 5515 will be maintained on file in the OCO. The TL should list the name, rank and social security
number of each NSF check and the debit voucher number. The TL and copies of the NSF checks will be
mailed no later than the close of business following the date of receipt. DFAS-CO-FPS mailing address
isasfollows:

Defense Finance & Accounting Service - Columbus Center
DFAS-CO-FPS (Region Name) i.e., Midwest, Eastern or Western/ Pacific
P.O. Box 182204

Columbus, Ohio 43218-2204

C. Dishonored Check Processing.

(1) Upon receipt of a NSF check from DFAS-CO-FPS or the Fl, the responsible
OCO person will log in the check on the Dishonored Check Register, DeCA Form 70-53 (Figure 8-2).
The Dishonored Check Register will be maintained by the OCO person. The register provides alisting of
data that is needed when preparing a cross reference NSF checks returned from DFAS-CO-FPS, checks
on hand, deposit of funds for checks redeemed, uncollectible checks sent to DFAS-CO-SCS, and a
method for establishing an audit trail. 1t will also provide the status and history of NSF checks and serve
as aready reference for researching the Commissary Collections Report sent weekly to the stores by
DFAS-CO-SCS. Ensure that the Social Security Number (SSN) of the sponsor is typed/written in the SSN
COLUMN of thisform. The sponsor's SSN must be listed on the TL for returned NSF checksto DFAS-
CO. The MONTH/YEAR Block of DeCA Form 70-53 will be completed for afiscal year.

2 The responsible OCO person will provide the CSD personnel with the dishon-
ored checks and a copy of the DFAS TL. The responsible CSD person will sign theTL for receipt of the
NSF checks and forward the signed copy to the OCO person. The OCO person will retainthe TL in a
designated file as arecord of accountability for incoming NSF checks. Thisisthe OCO person’'s
responsibility and must not be assigned to another department within the commissary.

(3) The CSD or designated areawill enter the SSN from NSF checks into POS bad
check file to determine first, second or third offense for checks received directly from DFAS-CO or their
servicing FI.

4 The CSD or designated area will not enter the SSN from NSF checks into the
POS-M Bad Check File for checks received from DFAS-CO. DFAS-CO-SCS will enter the NSF checks
received directly from Flsinto their Bad Check System, and will then update the POS-M Bad System
Check Data Base with the NSF check data

(5) The CSD or designated area will enter the SSN from the NSF checks into the
POS-M Bad Check File for NSF checks received directly from their servicing Fl. These are regular NSF
checks and not Buy Back checks.

(6) The designated area will prepare the Collection Data on Dishonored Checks,
DeCA Form 70-16 (Figure 8-3) for each individual check and if applicable, will provide arecord of date
of notification to the ICCO. Whether collection is made at the commissary or at DFAS-CO-SCS, a
completed copy of DeCA Form 70-16 will remain on file in the OCO area. Instructions for completing
DeCA Form 70-16 are at the end of this chapter.
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@) A Final Notification of Indebtedness Letter, informing the patron of his/her debt,
will be prepared and mailed to the patron |AW instructions at paragraph 8-5, under Dishonored Check
Installment Payment Procedures. The commissary is not required to telephone patrons to request
redemption of their NSF checks. If the unit address is printed on the check, the designated area will
forward a copy of the Final Indebtedness Letter to the service member's commander for either the service
member or service member's spouse and/or dependent as appropriate.

(8 If, while attempting to locate the patron, it is determined that the customer has
departed the area (i.e., PCS, retirement, etc), DeCA Form 70-16 will be so noted and the NSF check and
all applicable information will be immediately forwarded to DFAS-CO-SCS.

9 Provide the ICCO or the base equivalent, if applicable a copy of the Final
Indebtedness L etter indicating the reasons why the NSF check was returned and the collection actions that
will be been taken by the commissary. If necessary, request assistance in obtaining payment before the
grace period expires. The Final Indebtedness L etter will include the following information: (Final
Notification of Indebtedness Letter, Figure 8-4 and 8-4A)

) Name of sponsor and/or endorser and social security number(s).

(b) Date, amount of check, check number and reason check was returned.

(© Full payment terms.
(d) Interest, administrative fees and penalties information.
(e Installment payment terms.

® Suspension of checks cashing privilege.
(9) Copy of NSF check.

(h) Clear instructions to include method of payment (cash, certified check, or money
order). Certified check or money order will be made payable to DFAS-CO. Payment will only be accept-
ed for the face value of the NSF check. The commissary will not accept partial payments unless the
patron is under the Installment Payment Plan.

(10) Refer to paragraph 8-5, Dishonored Check Installment Payments, for patrons that
request to pay their debts by installment payments.

(11) Dishonored checks not redeemed within 30 days or within the terms of the
Installment Payment Plan will be forwarded to DFAS-CO-SCS. DFAS-CO-SCS will prepare a Pay
Adjustment Authorization (DD Form 139), when applicable or the debt will be forwarded to a private
collection agency for further collection actions. Stores will not collect for dishonored checks after
checks have been returned to DFAS-CO.

(12)  Suspension of Commissary Patron Check Cashing Privilege. The Final
Notification of Indebtedness Letter will inform the patrons that their check cashing privileges are
suspended at DeCA commissaries in accordance with the following:

€)] First Dishonored Check. Check cashing privilege will be suspended
immediately upon receipt of the notification from the financial institution that a check has been
dishonored. The period of suspension will expire upon redemption of the check by the patron.
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(b) Second Dishonored Check within Two Calendar Years. Check cashing
privilege will be suspended immediately upon receipt of the notification from the financial institution that
a check has been dishonored. The period of suspension will be six months from the date of the patron’s
written notification.

(© Third Dishonored Check within Two Calendar Years. Check cashing
privilege will be suspended immediately upon receipt of the notification from the financial institution that
a check has been dishonored. The patron's check cashing privilege will be suspended indefinitely
beginning with the date written notification The patron's check cashing privilege may be reinstated after 1
year's suspension upon the approval of the Region Director.

(d) The area designated by the commissary officer (OCO or CSD) is required to note
on DeCA Form 70-16 of the patron's written notification that his/her check writing privilege has been
suspended.

(13)  Safeguarding public funds/dishonored checks. Public fundswill be secured in
acommissary safe that is approved for storage of fund and dishonored checks. Dishonored checks will be
maintained in the CSD commissary safe. CSD personnel will perform the collection of payment of NSF
checks. The collection information will be noted on the DeCA Form 70-16 by the CSD personnel or by
the area designated by the commissary officer. Dishonored Vendor Credit Memorandum checks will aso
be maintained in the CSD safe.

(14)  Collection Data on VCM Dishonored Checks. The collection of VCM
dishonored checks will be performed by the CSD and collection information will be provided to the
responsible OCO person.

d. Dishonored Check Redemption within 30 Days.

(D) When the patron presents an amount in full restitution for a NSF check (cash,
certified check, or money order), the responsible CSD person will accept the funds. The Collection Data
on Dishonored Checks, DeCA Form 70-16, Figure 8-3, will be annotated to indicate payment received.
Ensure patron signs DeCA Form 70-16. The patron will be given a copy of the completed DeCA Form
70-16 upon redemption of the NSF check at the commissary. This copy will serve as areceipt for the
patron.

2 Upon restitution of the NSF check, the CSD personnel will prepare the Deposit
Ticket (SF 215), Figure 8-5. The CSD personnel will provide the responsible OCO person with a copy
of the SF 215 along with the DeCA Form 70-16 for the preparation of a Cash Collection Voucher (DD
Form 1131). The OCO person will prepare a DD Form 1131 for NSF checks, Figure 8-6. Separate SF
215s and DD Form 1131s will not be prepared for each redeemed NSF check during the same business
day. Several redeemed checks can be put on one DD Form 1131 and continued on several DD Form
1131s. Only one SF 215 will be prepared for the total of the DD Form 1131(s). Thetotal on the DD Form
1131 must equal to the total on the SF 215. The DD Form 1131 will show the following for each check
redeemed:

@ Name of the individual
(b) SSN appearing on check
(© Check number

(d) Amount of the check

8-4
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(e Date of check

® Deposit Ticket number and Date

3 The OCO person will fax a copy of the DD Form 1131 and a copy of the original
SF 215 to DFAS-CO-FPS on day of deposit. Original documents will be retained by the OCO.

4 Upon receipt, DFAS-CO-FPS will credit the commissary resale account with the
amount of the dishonored check.

(5) For commissaries operating with the POS System, the CSD or designated area
will remove the SSN from the POS Bad Check File upon redemption of the NSF check contingent upon
the number of checks written.

(6) For commissaries operating under the POS-M System, the CSD or designated
area will not remove the SSN from the POS-M Bad Check File upon redemption of the dishonored check.
DFAS-CO-SCS will delete the NSF check SSN from the POS-M System Bad Check File based on the
collection data on the commissary’s DD Form 1131. DeCA will purge the POS-M Bad Check File and
delete any duplicate checks.

@) Redemption payments for dishonored checks received by mail are processed in
the same manner as described above. The dishonored check will be voided and returned along with a
receipt to the check writer by FIRST CLASS mail.

(8 ICCO will be notified in writing, when applicable. The notification will include
the statement: "The dishonored check (identify appropriate check) was redeemed by (name) on (date).”

e Dishonored Check Redemption not made Within 30 Days or by the Installment
Payment Plan.

(1) If NSF checks are not redeemed within 30 days or within the terms of the
patron’s Installment Payment Plan, the checks will be forwarded to DFAS-CO-SCS by TL for further
collection actions. The dishonored check writer may be liable for the payment of the fees, interest and
penalties associated with the collection of this debt. An example of how the TL isto be prepared is at
Figure 8-7.

2 For commissaries operating under POS-M, NSF checks will remain in the Bad
Check File until deleted by DFAS-CO-SCS based on collection actions by DFAS-CO or by a collection
agency. DFAS-CO-SCSwill update the POS-M Bad Check File weekly to reflect the NSF check
collections made by DFAS-CO or by a collection agency.

(3) For commissaries operating with the POS system, NSF checks will remain in
Bad Check File until the file is updated by the CSD or designated area based on the Collections Report
provided weekly by DFAS-CO-SCS.

8-3. RE-ENGINEERED DISHONORED CHECK PROCEDURES. The following procedures
will allow commissaries to redeem returned NSF checks at their servicing Fl using cash from daily cash
receipts on hand prior to the issuance of a SF 5515, Debit Voucher. These procedures provide specific
guidelines on the collection process of NSF checks at the commissary level and at DFAS-CO and data
entry into DIBS by the ACS. They are applicable to the commissaries CSD personnel, the responsible
OCO and ACS Accounting Technician. Procedures will apply only to commissaries that deposit to: (1)
local banks, (2) FRB that are co-located, (3) local credit unions, and (4) banks by courier service that
receive the returned dishonored checks and prepare the SF 5515.

8-5
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a Dishonored checks redeemed at a FI.

(1) The CSD Supervisor or aternate will call their servicing FI on each day that the
commissary and Fl are both open to determine the amount of returned NSF checks and to order change, if
needed.

2 The CSD Supervisor or alternate will pull cash in the amount needed for NSF
checks from cash on hand (daily cash receipts) at the commissary. The Change Fund will not be used
to redeem NSF checks from the FI.

(3) The responsible CSD person (s) will be escorted to the FI by military police to
redeem the returned NSF checks or armored car service will be used in redeeming NSF checks from Fl.
The financial institution will provide the CSD person with (1) the returned NSF checks and (2) a
validated (FI stamped/signed/dated) receipt showing, at a minimum, the individual NSF check amounts
and the total amount of all checks. FI may aso, at their option, list check writers names and other
information. Type and format of receipt will be at the FlI's discretion.

4 Upon receipt of the dishonored check from the FI, the CSD or designated area
will enter the SSN from the dishonored checks into either the POs or POS-M System Bad Check File.

) The responsible CSD person will give the responsible OCO the returned NSF
checks and validated receipt/listing from the FI showing the redemption amount of the NSF checks. The
OCO person will initial and date receipt/listing certifying receipt of NSF checks from the CSD and verify
that the total amount of the NSF checks and the Fl receipt amount are the same. The verification of the
FI receipt to the NSF checks should not be performed by the CSD personnel. The commissary
officer or deputy will be responsible for enforcing this procedure.

(6) The OCO person will record the "date" NSF checks are redeemed from FI on
DeCA Form 70-53, Dishonored Check Register, in column labeled "DATE CHECK REDEEMED FROM
BANK" (Sample at Figure 8-8). Areadesignated by the commissary officer will complete DeCA Form
70-16, Collection Data on Dishonored Checks, and notify patrons, IAW procedures outlined in paragraph
8-5 of this chapter.

@) The OCO person will forward the NSF checks along with the receipt/listing to
the CSD. The CSD supervisor or aternate will initial and date receipt/listing to certify receipt of checks;
and will return receipt/listing to the OCO to be maintained in designated files. NSF checks redeemed at a
FI and NSF checks processed under the Conventional Procedures will be kept in separate bundles and
maintained in the CSD safe.

b. Dishonored Check Collections. Patrons will make full restitution for NSF checks held
at the commissary with cash, certified check or money order. As patrons redeem the NSF checks, the
OCO person will complete DeCA Form 70-53 and the designated area will annotate DeCA Form 70-16
with the redemption information (Sample at Figure 8-3). The patron will be given the canceled check
and a copy of the completed DeCA Form 70-16, which will serve as the patron's receipt. Under these
procedures, the OCO person will no longer have to prepare a DD Form 1131, Collection Voucher and SF
215, Deposit Ticket for redeemed NSF checks or forward these documents to DFAS-CO to input the
collectionsin STANFINS. The manual or automated DD Form 707, Report of Deposits, will be annotated
to show the daily cash amount used to redeem NSF checks at a Fl and the amount of the NSF checks that
patrons redeem at the commissary.

(1) For commissaries operating with the POS system, the CSD or designated area
will delete the checks from the Bad Check File based NSF check redemption.
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2 For commissaries operating under POS-M, the CSD or designated area will
delete the NSF checks from the Bad Check File based on the check redemption.

C. Accountability of NSF check transactions in POS system or POS-M. The CSD
supervisor will establish a dummy checker number to process check transactions. The CSD office
personnel will use this dummy checker number: (1) to issue "loans' to cover the dollar amount of NSF
checks redeemed at store's servicing Fl, (2) to enter in the POS system or POS-M the dollar amount of
"loans' used to redeem NSF checks at Fl as cash "shortages' in grocery; and (3) to enter in the POS
system or POS-M the total dollar amount of NSF checks that patrons redeem at the commissary as cash
"overages' in grocery for each business day. These transactions will show on the applicable POS or POS-
M report(s). The net difference between the cash amounts used to redeem NSF checks at a Fl and the
payment amounts received from patrons' restitution of their NSF checks at the commissary, should be
reflected in the "Grocery Funds Deposited Today" column for the automated 707, Report of Deposits and
on the 199R, Summary of Daily Receipts. The OCO person will use the applicable POS or POS-M report
to support the NSF check transaction adjustments that will be recorded on the manual DD Form 707 and
on DeCA Form 70-15, Summary of Daily Receipts. These check transactions will also be reflected in the
"grocery Funds Deposited Today" column on the manual DD 707 and on DeCA Form 70-15.

d. Report of Deposits and Summary of Daily Receipts. Each business day, the CSD will
be responsible for providing the responsible OCO person with the POS or POS-M "dummy" checker
report showing the amount of cash used to redeem NSF checks at a Fl and the amount of cash accrued
from patron redemption of NSF checks. The responsible OCO person will complete the manual DD Form
707 and DeCA Form 70-15 or the POS system generated 707 and 199R or the POS-M DD Form 707E
and DeCA Form 70-15E to reflect daily NSF check transactions.

D Manual DD Form 707 and DeCA Form 70-15. The NSF check transactions
will be accounted for by adjusting the grocery sales on the DD Form 707. Two separate lines will be
added to Grocery Adjustments Section on the DD Form 707 to record the daily NSF check transactions.
Thefirst line will be used to record the amount of cash used to redeem NSF checks from aFl. This
amount will be subtracted from the Clearing Tape Total. The second line will be used to record the
amount of cash for NSF checks that patrons redeemed at the commissary. This amount will be added to
the Clearing Tape Total. (Sample of DD Form 707 at Figure 8-9). NSF check transactions will not be
included in cash variance totals. Refer to Chapter 5 of this directive for instructions on completing the
manual DD Form 707. Two separate lines will be added to Section 3., Grocery Subtotal of the DeCA
Form 70-15 to account for the daily NSF checks transactions. The net amount of the NSF checks
transactions under Section 3., on lines 3.b. and 3.c. should be recorded on line 4.b., and subtracted from
the Grocery Subtotal amount. (Sample of DeCA Form 70-15 at Figure 8-10). Refer to Chapter 5 of this
directive for instructions on completing the manual DeCA Form 70-15.

2 Automated 707 and 199R. The responsible OCO person will make two
separate memo entries on the NCR generated automated 707 and the 199R showing (1) the amount of
cash used to redeem NSF checks at FI and, (2) the amount of cash for NSF checks that patrons redeemed
at the commissary. This memo entry provides an audit trail of daily NSF check transactions (Samples are
at Figures 8-11 and 8-12). The manua and NCR generated 707 and 70-15/199R are interim documents
to the POS-M DD Form 707E and DeCA Form 70-15E.

e Daily Deposits. The OCO person will ensure that the store's daily deposits (SF 215s)
plusthe EBT deposit amounts balance to the deposit amount on the DD Form 707. If the store has credit
cards and/or EBT sdle transactions, the DD Form 707 less the credit card and/or EBT transaction amounts
should balance to the store's SF 215s.

f. Accountability of Financial Documents DIBS.
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(1) The responsible OCO person will, upon completion/verification of the automated
or manua DD Form 707, daily scan or fax a copy of the applicable 707 to the ACS. It is essentid that the
commissary officer ensure that they forward the 707 for each commissary’s day’ s business.

2 The ACS will be responsible for entering the 707 daily sales transaction into
DIBS by the close of each business day. It isessentia that the ACS ensure that they receive a 707 for
each commissary's day's business.

0. ACS Responsibility for Grocery Inventory Documentation. The responsible ACS
Accounting Technician will perform the following:

(D) As of the cut-off date of the annual accountable inventory, contact the
responsible OCO person to obtain the dollar value of the NSF checks physically on hand and not yet
redeemed and prepare a memo entry, using 52Q, for the NSF check dollar value.

2 Use the next correction block number from the'* Before Inventory Grocery
SBCJ'. Construct the document number as follows: HQBDCK (JULIAN DATE) 0000.

3 Post the memo entry to the "Before Inventory” SBCJ and reverse entry after the
accountable inventory has been completed and the gain/loss cal cul ated.

4 Fax DeCA Form 70-88, Financial Transaction Correction Form, containing the
memo entry, SBCJ block number, 52Q DIC, document number and dollar value of NSF checks to the
ARBU.

) Ensure that the memo entry dollar amount is not included in the "After Inventory
SBCJ' because the NSF checks will be recorded as a cash overage when they are redeemed or as a charge
sale (52Q) when they are transferred to DFAS-CO-SCS for collection.

h. Dishonored Checks not redeemed within 30 or 90 days. The dollar amounts of
dishonored checks not redeemed within 30 days or within the terms the Installment Payment Plan will be
entered into DIBS by the ACS using a 52Q transaction (for Charge Sales). Non-redeemed checks will be
forwarded DFAS-CO or to the Department of Treasury for further collection actions. For commissaries
operating under POS-M, NSF checks will remain in the Bad Check File until deleted by DFAS-CO-SCS
based on collection actions by DFAS-CO or by acollection agency. DFAS-CO-SCS will update the
POS-M Bad Check File weekly; to reflect NSF check collection actions made by DFAS-CO or by a
collection agency. For commissaries operating with the POS System, the CSD or designated area will
update the Bad Check File based on the Collections Report provided weekly by DFAS-CO-SCS.

D Commissary Responsibility.

@ Weekly, the responsible OCO person will prepare a TL for NSF checks not
redeemed within 30 or 90 days and forwards by TL to DFAS-CO-SCS. The OCO person will also fax or
scan, acopy of the TL to the servicing ACS for input of 52Q transactions into the DIBS. Reference
paragraph 8.5.g, for completion of TL for NSF checks not redeemed within 30 and 90 days (installment
payments). This document will not be posted to the Document L og.

(b) At the end-of day, the OCO person will retrieve the Charge Sales Shipping List
generated from this transaction from the store Financial Business System, verify total of 52Q transaction
input, and notify the ACS of any discrepancies. If there are no discrepancies, attach the Shipping List to
the transmittal document. The responsible OCO person will annotate the block number from the
Summary Audit Log (SAL) on the transmittal document.

8-8
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(© The APCs and the customer number (HQBDCK) have been established in
STANFINS. The APCs are as follows: (These APCs will remain in effect by region as established.) Old
region names must be used as they have not been changed in STANFINS.

REGION APC
Centrd 13FD
Midwest 44V P
Northeast 23GW
Northwest 65KJ
Southern 34UG
Southwest 54GF

(d) The structure of the document number will consist of the customer number
(referred to as customer DODAAC) which is HQBDCK, followed by afour digit Julian date (YDDD),
and four zeros. For example, a document number for a 52Q transaction at the Fort Lee commissary on
January 22, 1998, would be HQBDCK80220000. This document number reflects the store customer
number HOBDCK, the Julian date 8022 and four zeros 0000.

(e The OCO person or designated areawill forward to DFAS-CO-SCS by
transmittal, the original NSF check (s), associated copies of DeCA Form 70-16 and the DIBs generated
"Charge Sales Shipping List" for the transaction. The OCO person or designated area will make
photocopies of NSF checks (back and front) to retain along with copies of DeCA Form 70-16 and the
transmittal in designated files. The transmittal will contain the APC, the document number, and the block
number from the SAL and will list the check writer's name, SSN, check number, check date, and check
amount for each NSF check (Figure 8-13). commissaries will use their current procedures for
numbering/tracking transmittals forwarded to DFAS-CO-SCS. The transmittals will be forwarded to:

DFAS COLUMBUS CENTER
ATTN DFASCO SCS

PO BOX 182317
COLUMBUS OH 4328-2317

® The transmittal is the source document that will be used by ACS to input the 52Q
transaction in DIBs for NSF check(s) forwarded to DFAS-CO-SCS. Upon receipt of these transmittals,
DFAS-CO-SCSwill sign and date the transmittal's, and return a copy of each transmittal to the
commissary to certify receipt of NSF checks. OCO person will file transmittals in the same folder with
the copies of DeCA Form 70-16 for the NSF checks that were forwarded to DFAS-CO-SCS.

(9) The responsible OCO person will annotate DeCA Forms 70-53 and 70-16 for
dishonored checks forwarded to DFAS-CO-SCS.

(h) The CSD will adjust the total of the NSF checks on hand in the POS system or
POS-M when NSF checks are transferred to DFAS-CO-SCS. The DD Form 707 will not be adjusted to
account for NSF checks transferred to DFAS-CO.

() For commissaries operating under POS-M System, the dishonored checks will
remain in Bad Check File until the fileis updated by DFAS-CO-SCS based on collections made by
DFAS-CO or by acollection agency.

()] For commissaries operating under the POS system, the dishonored checks will
remain in the Bad Check File until the file is updated based on receipt of weekly e-mailed Collections
Report from DFAS-CO-SCS. The report lists the dishonored checks redeemed by DFAS-CO from pay
offsets and from DeCA's servicing collection agency. The responsible OCO person will use the report to
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update DeCA Form 70-53 and the CSD or designated area will use the reports to purge the SSNs from the
POS system Bad Check File outlined in this chapter for first, second and third dishonored check writers.
The commissary will continue to receive the e-mail Collections Report until the have received the POS-M
system. With the implementation of POS-M, the Bad Check File will update with the check collections
by DFAS-CO-SCS.

(k) The commissary will not accept patron's payments for NSF checks that have been
forwarded to DFAS-CO-SCS for further collection actions. The commissary CSD will refer the patrons to
DFAS-CO-SCS for NSF checks payment instructions at the following toll free number: (800) 635-6045.

2 ACS Responsibility. The responsible ACS Accounting Technician will, on a
daily basis, input the total amounts of any NSF check(s) not redeemed within 30 days into DIBs using the
transmittal and processing a 52Q transaction. The ACS will compare the source document to the
Summary Audit Log (SAL) to ensure accuracy of input.

3 DFAS-CO Responsibility.

) DFAS-CO-SCSA will reconcile each bill on the AVK-965, Vouchers For
Transfers Between Appropriations and or Funds, resulting from the commissaries 52Q actions with the
corresponding Dishonored Check Transmittals provided by the commissaries to support the bill.

(b) DFAS-CO-SCSA will establish individual accounts receivable recordsin the Bad
Checks System from the original NSF checks forwarded by transmittal from the commissaries. DFAS-
CO-SCSwill sign and date the transmittals received from the commissaries and return a copy of the
transmittal to the stores certifying receipt of NSF checks. Checks transmitted to DFAS-CO-SCSviaa
52Q-type transaction will be entered into the Bad Check System (BCS) using remark code 'Q'". Desk
control logs will differentiate between debit voucher and 52Q type transactions to prevent double posting
to STANFINS.,

(© DFAS-CO-SCSA will process a6C reversal in STANFINS to write off all the
reconciled individual AVK-965 bill amounts to transfer the accounts receivables to miscellaneous income
(GLAC 7193.01) as adebit and credits GLAC 1313 (Non-government Account). DFAS-CO-SCSA will
reestablish as a bad check in STANFINS, using 6C-type transaction as a debt to GLAC 1313 and a credit
to GLAC 7193. At end of month, DFAS-CO-SCSA will credit GLAC 7193 and debit GLAC 1319
(Allowance for Loss on Accounts Receivable).

(d) DFAS-CO-SCSwill transfer the original amount of all NSF checks, in-service
and out-of-service from the active to the closed file in the BCS and electronically transmit patron's NSF
check information to Treasury FM S for further collection actions.

(e DFAS-CO-SCS will perform a monthly reconciliation of the accounting records
in the Bad Checks System with the collection agency. The reconciliation will be accomplished
systemically using the electronically transmitted Accounts Reconciliation Report. The system
reconciliation will update the records residing in the closed file of the BCS for which activity was
reported, to reflect collections or termination of collection action.

8-4. PROCEDURES FOR TRANSITION FROM THE CONVENTIONAL PROCESS TO THE
RE-ENGINEERED CHECK PROCESS. Patron's NSF checks received at the commissary directly
from DFAS-CO, or servicing Fl, and those on hand prior to the implementation of the new collection
process, will be processed |AW paragraphs 8-2.a., through 8-2.e., of this chapter. These checks will
continue to be logged on DeCA Form 70-53 as shown at Figure 8-2. Designated area will prepare the
DeCA Form 70-16. Upon restitution of NSF checks, the CSD will annotate DeCA Form 70-16 showing
redemption amount and prepare a Deposit Ticket for NSF check redemption; the Accounting Technician
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will prepare a DD Form 1131, Cash Collection Voucher for NSF checks, mail DD Form 1131 and
confirmed copy of SF 215 to DFAS-CO; and forward NSF checks not redeemed within 30 days by
transmittal to DFAS-CO. Any transactions resulting from NSF checks not redeemed at a Fl will not be
shown on the Report of Deposits. The NSF checks received under the Conventional and Re-engineered
Dishonored Check collection process must be kept in separate bundles in the CSD safe.

8-5.  INSTALLMENT PAYMENT AND COLLECTION PROCEDURES FOR THE
CONVENTIONAL AND RE-ENGINEERED DISHONORED CHECK PROCESS. Thefollowing
procedures allow commissaries to accept installment payment arrangements from patrons if they are
financially unable to make full restitution of their NSF check(s) within 30 days of the date of the Fina
Notification of Indebtedness Letter. This procedure is in compliance with the Debt Collection Act and the
Debt Collection Improvement Act for forwarding uncollectible debts to a collection agency or to the
Department of Treasury for further collection actions. DeCA's collection agency is Department of
Treasury, Financial Management Service (FMS). The responsible OCO person or CSD personnel will
send the Final Notification of Indebtedness Letter by certified mail to notify patrons of returned NSF
check (s); set up installment payment plans for the collection of NSF checks if requested; and return NSF
checks not paid within 90 days to DFAS-CO-SCS as of start date of payment plan. The commissary
officer or deputy will be responsible for enforcing these procedures.

a Installment Payment Plan.

(D) The responsible OCO person or CSD person(s) will prepare a Final Notification
of Indebtedness Letter within 24 business hours (3 working days) upon receipt of NSF checks from
DFAS-CO-FPS from the store's servicing Fl. The commissary officer will designate the area that will be
responsible for performing this task.

2 The commissary will not be required to telephone patrons to request redemption
of their NSF checks. The date of the Final Indebtedness L etter will establish the start date of the 30 days
for repayment of a patron's debt that is paid within 30 days.

(3) The Final Indebtedness Letter (Sample at Figure 8-4 and 8-4A) will be sent to
the patron by certified mail, return receipt requested. The address of the commissary initiating this action
will appear on page two (2) of the Final Indebtedness Letter. If the unit address is printed on the check,
the designated area will also send a copy of the letter to the service member's commander for either the
service member or service member's spouse and/or dependent as appropriate or to the ICCO.

4 The Final Indebtedness L etter informs the patrons that they can make
arrangements for the repayment of their debt within 30 days of the date of the final debt notice.

) If it is determined that a patron has departed the area (i.e., PCS, retired, etc.), the
patron's debt will be processed IAW paragraph 8-2.c. (8) of this chapter.

(6) If a patron submits an installment payment proposal to repay a debt (NSF check),
the installment payment plan must meet the following three criteria

@ No installment payments will be set up for debts of $50 or less. NSF checks less
than $50 will not be combined with other NSF checks to total too more than $50. Each check will be
considered as a separate debt.

(b) No monthly payments will be less than $50, unless it is the last payment
liquidating the debt.
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(© The entire debt must be paid off in three (3) months (90 days) or less. The
commissary will not collect fees, penalties or interest on the debt. Fees, penalties and interest on the
patron’s debt will be collected by Payco.

@) The commissary officer, Deputy or designated OCO person will approve the
patron's repayment proposal .

(8 The customer repayment plan will begin 30 days from the date of the Final
Notification Letter.

9) The responsible OCO person or CSD person(s), as designated by the commissary
officer, will notify the customer in writing of the approval or disapproval of his/her repayment proposal.
The reply to the customer will be made within three (3) business days of receipt of patron's request.

(10)  The area designated by the commissary officer for preparing DeCA Form 70-16
will type or legibly write in the block titled "Installment Payment Plan”, the date the patron’s proposal was
received and the date the reply letter was mailed to the patron. In the "Remarks" block, type or legibly
write the patron's repayment term. (Sample at Figure 8-3)

(11)  The commissary will not contact the patron if he/she misses a payment. It will be
the responsibility of the patron to liquidate the debt IAW with the terms of the repayment agreement.

b. Installment Payment Collections.

D The responsible OCO person will use the spreadsheet format at Figure 8-14 to
record patron’s NSF check installment payments. The actual date of payment will be entered on the
spreadsheet. The spreadsheet provides an audit trail of the partial payments until the debt is paid in full.
The listing of data is needed when comparing a cross-reference of the deposit of funds for partially
redeemed checks. This file must be backed up with a diskette. This will be an interim procedure until the
implementation of the Dishonored Check System. This system will be a subsystem to the POS-
Modernization System. The system will produce the Final Notification of Indebtedness Letter, DeCA
Form 70-53, Dishonored Check Control Register, DeCA Form 70-16, Collection Data on Dishonored
Checks, the Patron's Dishonored Check Transmittal Listing and will accept partial payments.

2 The responsible CSD person (s) will record the patron's NSF check partial
payments in the "Remarks" section of DeCA Form 70-16, and legibly write his or her initials at the end of
the payment line. (Sample at Figure 8-3). Instructions for completing DeCA Form 70-16 are at the end
of this chapter. A copy of the DeCA Form 70-16 will be given to the patron to serve as the patron's
receipt of payment.

3 Commissaries under the Conventional Dishonored Check Procedures. The
responsible CSD person and the responsible OCO person will process the NSF check partial payments
along with NSF check payments for full restitution of checks. Reference paragraph 8-2.d.(2) of this
chapter for financial documents prepared for collection of NSF checks. Partial payment will be typed in
the "Detailed Description of Purpose For Which Collections Were Received” column of the DD Form
1131, in addition to the standard NSF check information. The dishonored check will not be mailed to the
patron until the check has been paid in full.

4 Commissaries using the Re-engineered Dishonored Check Procedures. The
responsible CSD person(s) and the responsible OCO person will process the dishonored check partial
payments along with NSF check payments for full restitution of checks. Reference paragraphs 8-3.c.
through d.(2) of this chapter for accountability of check collections in the POS system and POS-M and
for financial documents prepared for check collections. The dishonored check will not be mailed to the
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patron until the check has been paid in full. Daily, the responsible CSD person will provide the OCO
person with the DeCA Form 70-16s containing partial payments. The OCO person will enter the partial
payments on the spreadsheet and return the DeCA Form 70-16s to the CSD at the beginning of the next
day's business.

5) Commissaries using the Conventional or Re-engineered Dishonored Check
Procedures. Upon full restitution of a patron’s debt by the installment payment plan for repayment of the
debt, DeCA Forms 70-16, 70-53 and the spreadsheet will be completed as follows:

) The responsible CSD person will type or legibly write in the block titled "AMT
Paid" of the DeCA Form 70-16, the total NSF check redemption amount; in the block titled "Date
Deposited”, type or legibly write "See Remarks'. In the "Remarks Block™, type or legibly write the final
partial payment amount and the "date of deposit”. The patron's signature, commissary employee's
signature and date blocks will be completed upon full restitution of the NSF check. Sample at Figure 8-
3.

(b) The responsible CSD person will provide the responsible OCO person with the
completed DeCA
Form 70-16.

(© The responsible OCO person will update the spreadsheet (if necessary) and the
DeCA Form 70-53 with information contained on the completed DeCA Form 70-16.

(d) The responsible OCO person will type or legibly write the "date" of the final
partial payment in the column titled "Date Redeemed at the Commissary”, of DeCA Form 70-53.

C. Suspension of commissary patron check cashing privilege. The commissary patron’s
check cashing privileges will be reinstated IAW paragraph 8-2.c. (12) of this chapter. For the second or
third dishonored check within two-Calendar Y ears, if a patron repays the debt by the installment payment
plan, the six month or two year check cashing suspension will begin upon full restitution of the check
under the terms of the patron's payment plan. However, reinstatement of the patron’s check cashing
privilege must be approved by the Region Director.

d. Accountability of NSF Check Installment Payments in the POS OR POS-M System
under the Re-engineered Dishonored Check Process. The CSD supervisor, and the responsible OCO
person will use the procedures in paragraph 8-3.c., of this chapter to record the NSF check installment
payments into the POS or POS-M system, and on the appropriate financial documents. The installment
payments will be included in the "total” dollar amount of NSF checks redeemed for a particular day's
business.

e Report of Deposits and Summary of Daily Receipts. Under the Re-engineered
Dishonored Check process, the manual/automated DD Form 707, Report of Deposit, and the
manual/automated Summary of Daily Receipts, DeCA Form 70-15/199R, will be completed IAW the
proceduresin paragraph 8-3.d (1) & (2). of this chapter. The "total" dollar amount of NSF checks
redeemed for a particular day's business which will include the installment payment(s) will be accounted
for on these documents.

f. Grocery Accountability Inventory Documentation. The procedures in paragraph 8-
3.9., of this chapter will apply, except as of the cut-off date of the annual accountable inventory, only the
dollar value of the unredeemed portion of the NSF checks under the patron's payment plan will be
included in the total dollar value of NSF checks physically on hand and not yet redeemed.

0. Dishonored Check not paid Within 90 days or less. If adebt isnot paid in full within
the established terms of the payment plan (90 days or less), the NSF checks will be forwarded to DFAS-
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CO-SCSfor further collection actions by DFAS-CO or by a collection agency. For commissaries
operating under POS-M, NSF checks will remain in the Bad Check File until deleted by DFAS-CO-SCS
based on collection actions by DFAS-CO or by a collection agency. For commissaries operating with the
POS System, the NSF checks will remain in the Bad Check File until the CSD or designated area updates
the Bad Check File based on the Collections Report provided weekly by DFAS-CO-SCS.

D Re-engineered Dishonored Check Procedures for Commissaries not
Operating under the ACS. Weekly, the OCO person will determine the number of NSF checks that have
not been redeemed within 90 days, plus any checks not redeemed within 30 days (NSF checks not under
the installment plan), and prepare the Patron NSF Checks Transmittal Listing. The OCO person will
enter the total amount of the NSF checks into DIBS using a 52Q transaction. Example: For a particular
week, if the amount of NSF checks not redeemed within 90 days is $225, and the amount of NSF checks
not redeemed with 30 days is $50, the total NSF check amount that will be entered into DIBS as a 52Q
from the transmittal is $275 (Sample at Figure 8-13).

2 Re-engineered Dishonored Check Procedures for Commissaries Operating
under the ACS. Weekly, the responsible OCO person will fax, scan or forward a copy of the Patron
Dishonored Check Transmittal to the ACS for input into DIBS. The responsible OCO person will receive
acopy of the SAL at the store level from their business system, verify the 52Q transactions entered into
DIBS by the ACS, and inform the ACS of any noted discrepancies. The OCO person will complete the
transmittal, and attach the Charge Sales Shipping List to the transmittal. Refer to procedures at
paragraphs 8-3.h (1) (a) through (b). The original dishonored checks must not be forwarded to the
region to be mailed to DFAS-CO. This responsibility will remain at the commissary level.

3 Patron’s NSF Check Transmittal. The responsible OCO person will forward
to DFAS-CO-SCC, by transmittal, the original uncollectible NSF check(s) IAW the procedures at
paragraph 8-2.e., for the Conventional Procedures, and paragraph 8-3.h. (1), for the Re-engineered
Procedures. Inthe"AMOUNT COLUMN" of the Transmittal, list the dollar value of NSF checks not
redeemed within 30 days, and the dollar value of NSF checks not redeemed within 90 days (NSF checks
under the installment payment plan). (Sample Figure 8-7, Conventional Procedures.) (Sample at
Figure 8-13, Re-engineered Procedures.)

4) Completion of DeCA Form 70-53. If astore is using the "Conventiona or Re-
engineered" Dishonored Check Procedures, the responsible OCO person will record the "non-redeemed
amount” in the column titled, "Date Check Returned to DFAS-CO, Transmittal# & Non-redeemed
AMTS$", of DeCA Form 70-53.

- For example: If apatron's debt is $200 and only $125 of the debt was paid,
record $75 in the last column of DeCA Form 70-53. (Sample at Figure 8-2, 70-53 for Conventional
Procedures) (Sample at Figure 8-8, 70-53, Re-engineered Procedures)

5) Completion of DeCA Form 70-16. The responsible area will record the total
amount of the NSF check partial paymentsin the"AMT PAID" block, of DeCA Form 70-16. Using the
examplein paragraph "c" above, the $125 partial payment will be recorded in the "AMT PAID" block of
DeCA Form 70-16. In the "Date Deposited”, type or legible write "See Remarks'. In the "Remarks
Block", type or legibly write "Received atotal of $125 in partial payments'. (Sample at Figure 8-3)

(6) The responsible CSD person will adjust the total of the NSF checks on hand in
the POS or POS-M system when NSF checks are transferred to DFAS-CO. The DD Form 707 will not be
adjusted to account for NSF checks transferred to DFAS-CO.

@) The commissary will not accept installment payments for NSF checks that have
been forwarded to DFAS-CO-SCS for further collection actions. The commissary CSD personnel will
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refer the patrons to DFAS-CO-SCS for NSF checks payment instructions at the following toll free
number: (800) 635-6045.

8-6. FILING.

a A copy of the Final Notification of Indebtedness Letter, patron's request for NSF check
payment arrangements letter and the Commissary Approval/Disapproval Repayment Letter, will be filed
in the OCO person’ s suspense file until the NSF check is redeemed. (Closed account, DEST: 3 years after
fina action).

b. The diskette will befiled in afolder 1abeled "Diskette for Dishonored Check Installment
Payments'. The folder will be maintained in the same file with DeCA Form 70-16.

C. The DeCA Form 70-16 for redeemed checks will be filed aphabetically in afolder and
maintained in the OSC areafiles. (Closed account, DEST: 3 years after final action.)

d. Dishonored checks not redeemed and subsequently returned to DFAS-CO for collection.
The DeCA Form 70-16 for these checks will be filed alphabetically in afolder separate from the 70-16 on
redeemed checks and maintained in the OCO areafiles. (Closed account, DEST: 3 years after fina
action).

e Bank Receipt Documentation. The validated receipt/listing (other FI supporting
documentation) for checks redeemed from FI will be attached to a folder and maintained in designated
files. The folders will be filed behind the Report of Deposit folders. The folders will be labeled "V alidated
Bank Receiptg/Listings for Returned NSF Checks (use name of store's Fl if other than bank; i.e., credit
union, Federal Reserve Bank, etc.). The commissary officer or deputy will be responsible for designating
an areafor these files and for the control of these files. (Closed account, DEST: 3 years after final action).

8-15



DeCAD 70-6 January 1999

INSTRUCTIONS FOR COMPLETING DATA ON DISHONORED CHECKS
(DeCA Form 70-16)

1. Patron's Name. Enter the check writer's name.
2. SSN. Enter the social security number of the check writer.
3. Grade. Enter the grade/rank of patron.

4. Branch of Service. Army, Air Force, Navy, Marine.
Status: Active, Retired, Reserve, National Guard, or Separated.

5. Check Written By. Self-explanatory.

6. Address. Enter the check writer's address.

7. Current Home Phone. Self-explanatory.

8. Work Phone. Self-explanatory.

9. Organization. Enter the name of the organization or unit where the individua works.
10. Amount of Check. Enter the face value of the returned check.

11. Date Received. This should be date the check was received from DFAS-CO or from commissary's
servicing financial ingtitution.

12. Check Number. Enter the check number of the returned check.

13. Installment Payment Plan. Enter the date the patron's proposal was received. Enter the date the
commissary reply letter was mailed. If patron does not request for re-payment arrangements to repay his
or debt, enter "NA" in this block.

14. Date Certified Letter Sent. Enter the date that the certified |etter was mailed to the patron.
15. Date Letter Mailed To Commander. Enter the date that the letter was mailed to the commander.

16. Amount Paid. If full restitution of the dishonored check is made, enter the face value of the check. If
partial payment(s) re made, enter the total amount of the partial payment(s).

17. Date Deposited. If full restitution of the dishonored check was made, enter the date funds from
collection of check was deposited. If partial payments of the dishonored check were made, type or legibly
write "See Remarks' in this block.

18. Remarks. This space should be used to record all action taken to collect the dishonored checks. Asa
minimum, record terms of the payment plan, date of deposit for each partial payment. The person
receiving the payment should write his or her initials beside the partial payment line. If the receipt date of
the partial payment differs from the date of deposit of funds collected, record the date the partial payment
was received. If the commissary is unable to collect the dishonored check within 30 days or within the
terms of the installment plan, enter afina statement indicating that the check was forwarded to DFAS-
CO for further collective action and the date forwarded.
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INSTRUCTIONS FOR COMPLETING DATA ON DISHONORED CHECKS
CONTINUED
(DeCA Form 70-16)

19. Patron's Signature. If full restitution of dishonored check is made, the patron's signature will be
entered in this block indicating check received by the patron in return for payment.

20. Commissary Employee's Signature. Signature of employee accountable for collection of full
restitution of dishonored check.

21. Date. Enter the date that full restitution of check was made and returned to patron.
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DEFENSE FINANCE AND ACCOUNTING SERVICE
COLUMBUS CENTER
PO BOX 182204
COLUMBUS OH 43218-2204

COMMISSARY: FORT CRATER, VIRGINIA
FEBRUARY 3, 1998

NAME SSN CHECK # CHECK AMOUNT
SMITH 366-00-1010 0218 $ 38.65

DANBOW 808-00-0000 0205 55.50

ANDERSON 726-99-0000 0123 141.23

RAY 090-99-5454 534 55.30

Signature of OCO person
Date:

DFAS Check Transmittal Listing
Figure 8-1

8-18



DeCAD 70-6 January 1999

96 UnF ‘£5-01 Ve sepensedng

U1 W0 4 IEE § 913 4Q Peonpoid Aptpomase e wusdy Seil

96 260 ‘£5-0L W0 YO

L= =

S

&

0028710 /6-£-01 £6/1076 NAONE 30r |00°528 2 AWNY 6200 - 00 - 000 300 'NMOHE
1661-12-9 16/11/9 NOSNHOF 30A10)00 0528 00EZ ANYY 00€6 - ¥5 - 000 30A1D 'NOSNHOI
00 058§ ‘ZH0 t (6-E-01 te/01/9 TI0MMY?D S3NT | 000058 5004 J0MO4 HIV 0ELZ - 00~ 200 SINVT "TIOHUYD
00'528 210 £6-E-01 £6/1/9 YNvH4 NHOT | 000028 €2 JAYISIY AWUY 0052 - £0 - 000 NHO "INV
4 AWV GINIFOIUNON ASWOD 1Y | ¥NVE WOUd | OVENNNYEOD - ——
etviuwsnvel | cawadoay | a3maagae | -Svio moud wnnowy | w3 PR
707sYH0 HOMD Womo> | oI A9 Nmwia vTI0d | NI NOLLYZINYOUO ALIBN23S TVIN0S g
Ol 134 ¥DIHD 31va 31v0 Jiva %¥J3H3 31v0
NOILOV ¥OIHD NOLLYDLALLNIO! HD3HD NOILVDIJLLNIGH HOSNOdS
1579

nmmu._ H3LVH 1404 (14 1 4O '9-0L QY 398 o] syt Jo 9im 40.4) oo
¢ 3ovd o HALSIOTY JONINOD NIFHD O3HONOHSIO ADNIOV AUVSSINNOD asSN333da sorsionm® 161603

Commissary Agency Dishonored Check Control Register, Conventional Procedures, DeCA Form 70-53

Figure 8-2
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COLLECTION DATA ON DISHONORED CHECKS
(For use of this form. see DeCAD 70-5: OFR is RM.)
PATRON'S NAME 88N GRADE BRANCH OF SERVICE
Frank, John | 000-03-2500 E-7 Army Reserve
ADDRESS CHECK WRITTEN BY
111 Westover St
Carson VA 23883 [R AIR FORCE OR ARMY MEMBER
[0 KAVY OR MARINE CORPS MEMBER
HOME PHOKE | WORK PHONE | ORGANIZATION [0 cILAN EMPLOYEE OF THE FEDERAL GOVERNVENT
§36-1431 i 545-2112 8TH Infantry, Ft Crater VA. [ FAMILY MEMBER OF ANY MILITARY SPONSOR
AMOUNT OF CHECK DATE RECEIVED CHECK NUMBER
$200.00 6-7-97 23
'INSTALLMENT PAYMENT PLAN (Uss jusmares i DATE CERTIFIED LETTER SENT
Date Paron Proposal Recatvert:  6-23-97
Dets Canvvessary Reoly Letter 8ant:  £_7(.G7 6-10-97
DATE LETTER SENT TO COR AMT PAD DATE DEPOSITED) REMARKS
: ; ; : 9/30/97
§-10-97 8 125.00 See Remarks Terms: $200; $60, 7/30/S57 $65; 8/30/97 $75; 9/30/

PRIVACY ACT OF 1974: Disciosure of personal informauon is
solicised by Title 5. US.C.. Sec 301, and is vohmuary injormation
provided

First instaliment pmt. $60 deposited
Second wnstalliment pat, $65 deposited

Received & total of $125 installment payments.
Dishonored check forwarded to DFAS-CO 10/3/97 for
further collection action.

AN M M O 1
nrngmuu D i%ﬂoms SIGNATURE DATE
- 4
— \—
DeCA Ferm 70.16, Dec 06 Superseces DeCAF 70-16, Jul 83
oy Ene Fesemi Femma, e

Collection Data on Dishonor

ed Checks, DeCA Form 70-16

Figure 8-3
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DeCA/ (DATE)

MEMORANDUM FOR (Check Writer)

(Sponsor)

SUBJECT: Final Notification of Indebtedness

The purpose of this letter is to provide you final notice that you are indebted to the
Defense Commissary Agency in the amount of $ . Your check number , dated
for that amount, presented to the Commussary,
was returned dishonored by your financial institution because of
A copy of the returned check is attached.

If you have alreadyv paid this debt or believe the debt is invalid, please contact us
immediately. Your explanation and supporting documentation should be sent to the
Commussary.

Full payment is due within 30 days from the date of this letter. Payment is to be made by
cash, or certified check or money order payable to "AFO, DFAS-CO", and delivered or mailed to
the Commissary. If payment is not received, the dishonored check will be
referred to the United States Treasury for collection who may also forward it to a collection
agency. The account may also be referred to the United States Department of Justice. You have
the right to dispute this demand. Should vou elect to do so. you must submit matters for
consideration within 30 days of the date of notice for consideration by DeCA. You may also
make arrangement for repayment of this debt. Should vou desire to do this. you must contact the
commissary within 30 days of the date of this notice.

We encourage your prompt payment. as interest. administrative fees and penalties will be
assessed on delinquent amounts. In the event your debt becomes delinquent. funds can also be
involuntarily coliected from both active duty and retired service members (in-service patrons) or
reported to credit bureaus. Should active duty personnel retire or resign before the debt is paid in
full, all of your final pay (salary and lump sum payments) may be applied to liquidate your debt
balance under 31 U.S.C. 3716 without further notification.

If you are financiallv unable to make full pavment within 30 days, you may submit an
instaliment payment proposal. Please note, however. that interest. and any applicable penalty
charges. will continue to accrue on the unpaid balance. There are three criteria regarding any
installment payment plan. 1 No installment payment plan will be set up for debts of $50 or less.
2. No monthly payment wiil be less than $50. 3. The entire debt must be paid off in 3 months or
less. If you want us to consider an instailment agreement. please submit your request.

Notification of Indebtedness Letter
Figure 8-4
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installment proposal and financial statements, to:

Crater Commissarvy
1800 Crater Rd.
Fort Lee. VA 23831

[n addition to the collection measures presented above for both in-service and out-of-
service patrons, your check cashing privilege will be suspended as follows:

a. First Offense. Check cashing privilege is suspended until check is redeemed.

b. Second Offense Within a Two-Year Period. Check cashing privilege is suspended for a
period of six months. If patron chooses to pay by the installment plan, the six month check
cashing suspension will begin upon full restitution of check.

¢. Third Offense Within a Two-Year Period. Check cashing privilege is suspended
indefinitely. Check cashing privilege may be reinstated after one year's suspension upon the
approval of the Region Director.

Check cashing privileges will not be restored under any of the above circumstances until
the dishonored check has been paid in full.

If you have any questions, please contact , at (address), telephone number
Our hours of operation are

JOHN A. DOE
Commussarv Officer

Attachment:
As Stated

Fina Notification of Indebtedness Letter
Figure 8-4A
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COMMONWEALTHE OF VIRGINIA BANK
RICHMORD, VIRGINIA 23801-0002
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DEFENSE FINANCE & ACCTG SVC - COLUMBUS CENTER
ATIN: DFAS-CO-FPS
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Deposit Ticket, SF 215
Figure 8-5
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* U.S. GPO: 1988-156-883

| DISBURSING OFFICE COLLECTION VOUCHER NUMBER

CASH COLLECTION VOUCHER

i RECEVING OFFICE COLLECTION YOUCHER NUMBER

ACTVITY [Name and locabon)
° FORT CRATER DeCA COMMISSARY, FORT LEE VIRGINIA
g‘é‘ RECEVED AND FORWARDED BY (Printsa name, titie end signature) | DATE
B JOHN SMITH !
& COMMISSARY OFFICER |
: 1-6-98
ACTVITY (Name snd locabon)
%3 DISBURSING OFFICER (Printed name, bie and sgnslure) | DISBURSING STATION SYMBOL NUMBER i DATE RECEVED SUBJECT 1O
g2 ; COLLECTION
§3 DFAS-CO-FPS
] P.0. BOX 182204, COLUMBUS OHIO 43218-2204 |
f 6355
PERIOD: From To
i ;
DATE NAME OF REMITTER DETAILED DESCRIPTION OF i ACCOUNTING
RECEVED DESCRIPTION OF REMITTANCE cm‘;‘é“ﬁ’é’ﬁé WERE RECEIVED i wou CLASSIFICATION
1-8-98 |PALMER, KATHY CASH FOR DISHONORED CHECK | 19.11 [97X4930 4K00 46 979 46XX
228-00-0000 CHECK# 521 DATED 11-24-97 : 033150
| : |
| 16-98 |RANDY, KEN CASH FOR DISHONORED CHECK | 19.35 |
534-00-0000 CHECK# 1001 DATED 11-14-97
DEPOSIT TICKET#295008
1-6-98 i i
|
i ‘ \M @ 3
i
1 1
i .
i |
i ]
| .
i : |
TOTAL $38.46
DD <% 1131 Form sporoved by

This form was slectronically procuced by Elile Federsi Forms, inc

Cash Collection Voucher, DD Form 1131 (Credit)

Figure 8-6
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DEFENSE COMMISSARY AGENCY
CENTRAL REGION
FORT CRATER COMMISSARY, BUILDING
FORT CRATER, VIRGINIA 12801-0002
(805) 724-1986
DSN 697-1636

PATRONS NSF CHECK TRANSMITTAL LISTING
TRANSMITTAL# 012
STORE: FORT CARTER, VIRGINIA

STORE CODE: CK
M/DATE/FY: 10/03/1997

CHECK CHECK
LAST NAME SSN NUMBER DATE AMOUNT
FRANK, JOHN 000-03-2500 023 Jun7, 97 $ 75.00(p)
CARROLL, JAMES 007-02-1300 1005 Jun 10, 97 50.00(p)
BROWN, JOE 000-00-0029 021 Sep 16, 97 75.00

*IN THE AMOUNT COLUMN, LIST THE DOLLAR VALUE OF NSF CHECKS NOT REDEEMED
WITHIN 30 DAY S (NSF CHECKS NOT UNDER INSTALLMENT PAYMENT PLAN); AND/OR
THE DOLLAR VALUE OF NSF CHECKS NOT REDEEMED WITHIN 90 DAY S(NSF CHECKS
UNDER THE INSTALLMENT PAYMENT PLAN). TYPE A (P) TO INDICATE PARTIAL
PAYMENT(S) COLLECTED BESIDE THE NON-REDEEMED AMOUNTS.

Patron NSF Check Transmittal Listing (Conventional Procedures)
Figure 8-7
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(TS TH7 aiborisss CORWETARY WORTRVOK
| Pty DEFENSE COMMISSARY AGENCY DISHONORED CHECK CONTROL REGISTER race 3
D 704; ]
(For e f ks form sow DeC oPRuRig FORT LEE “s/91 saces
SPONSOR IDENTIFICATION CHECK IDENTIFICATION CHECK ACTION
DATE CNECK DATR DATR BATE CHECK RET 10
BSOCIAL BECURFTY CHECK DOLLAR RETURNED CHECK CHECK DFAS-CO A
WLAME (Lan. Frs. M0 wouser ORGANZATION wussen | Anouwt DA BY rmont oPAs- | reveEmeD | nepeeuen | TRANSMITTAL 8
COMANKFSAO| FROM BANK | AT COMEY | NONREDEEMED AMY §
wais, oL T om-erccoss  Jamronce 1008 520000 8L waLIS sanm SPep———
BROWN, JAMES 00003 - 0010 AR FORCE 208 $500.00 | JAMES BROWN /971997 |9-5-97 - 97.28084%
RUFFIN, RON 000-90-0123 |ARMY se7 $75.00|RON RUFFIN 5/9/1997 [
JONES, JOE 000 - 00 - 0010 ARMY 3 $50.00 | JOE JONES 131997 bs-5-97 . 922008450
BROVY,. GHRIS . Jooo-o1-gv0s _ _ JaRMv mESERVE _ 075 $50.0(CHIRS BROWN | ras0sser pasrarer o _
LUNNSON, _CLAYTUN _ . |oos-65-0000 ARMY RESERVE 053 s25.0fcavton Jownsow | freser) o
WENRY, WILLIAM 006-00-0000 ARMY RESERVE 030 $75.0QUILLIAN HENRY | RIAZA2N I B
| Ej s — “ -
BOCA Form 1643, Do 04 [y 1]
—— .

Defense Commissary Agency Dishonored Check Control Register, Re-engineered Procedures,
DeCA Form 70-53
Figure 8-8
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Grocery sales and deposit
totals throughout 707

are adjusted to account
for net dishonored

check transactions

on this business

day.

Net dishonored checks
transactions are reflected
in cash available for

posit on this business
day.

PERIOD COVERED
REPORT OF DEPOSITS o 1201997 T 12-12-1997
NBTALLATION | NAME AND PUNDS
——FORT CRATER DeCA COMMISSARY EDWARDS I CARROIL
SECTIONS AND SUBSECTIONS FUNDS DR ITED | Ao o™ | cusanveTotAL
| COMMISSARY AND SUBSECTIONS:
y HQCSBJ _7346-5 501 97295.28 2069453.73 2166749, 01 |
Must HQCSB) 7336 -5 __502 31069.13 64 674900, 00 |
 Procuce HQCSBI___7346 -5 __503 5991 50 _1RS8230 134575 80 |
Sublotal 133157.92 2841866 RO 2976324 R1]
Surcharge £400 35 11417029 119870 &7
| Change Fund incresse/Decrease 0.00. 000} 0.00]
IGROCERY ADJUSTMENTS:
100.950.90 Tpe Tom
522 Coah vars
-100.00 NSF Checks from Bank |
+ 50.00- Patron Red d N ‘D
100,895 68 (Sub-total) A ]
-2.981.95 Charge Sales & | —]
61935 jse Coupors L
_ § 97294 3g(Vota)
CASH 34881 35 wic 270
CASH EBT 70.00 PATRON CREDIT CARD 82.50
CHECKS 10.047.50 DEBIT CARD 98.68
FOSTAMP EBT __ 68.76 NAF CREDIT CARD 1500
FOOD STAMPS 0.00 AF CREDIT CARD ] 0.00
TEMO 40100 FO STAMPS HELD FOR DEPQSIT
WIC EBT 40.32
TOTAL $ 13975893 $2956037.11 $ 3095795, 38
APPROPRIATIONS TO RECENED FROM
APPROPRIATION AMOUNT EDWARD J. CAROLL COMMISSARY OFFICER
97X 4930 4K00 4601 0033150 134357 92
97X 8164 6400 4601 033181 —S5400 351
N CASH ANDIOR s 139.758.21
TOGETHER WITH PROCUREMENT, ALLOTMENT DR APPROPRIATE CREDITS
FOR SUMS PREVIOUSLY RECEIPFTED FOR AS SHOWN HEREON WiLL
ApEAR ON MY ron DECEMBER 12. 1997
VOUCHER NO.
oA T ISNATURS OF PIANCE OPPICER
TOTAL $139.758 .27
RATE 1 SIONATURS OF DEFOSITOR VOUGHER 8O
12-12-1997 MN971212012

DD FD"I‘I 707' MAR 53 Thas form was ssecToncaly prosuced by Eine Federsi Forme, nc

Report of Deposits, DD Form 707

Figure 8-9
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SUMMARY OF DAILY RECEIPTS

OATE
(Fer xse of this form. sea DeCAD 70-6: OPR I3 RM.) 12:42.1997
1. GROCERY (SALES) Gross 100.950.90
2. LESS COUPON TOTVAL (-) 818.35
3. GROCERY SUBTOTAL S 100.331.85
a. OveriShort (+or<) § S22
b. Dishonored Cks from bank (<) N 100.00
c. Dishonored Cks to pavon () S 50.00
d. Redunds (reports) $ 47.27
©. Less refunds (onhand) {(-» S a1
f. Refund adasstment e swws o H 0.00
4. JOTAL VARIATION
a Cash Vanance (eor-) S [+ -]
b. Net NSF Check Transactons (vor-) $ -80.00 4&_.
5. CUMULATIVE VARIATION s 9595
(Previous day) (Betwean accouniabslsn
wwerserss) (Yoarly)
a. From: 12-1-1997 b. (+0rs)$ 10117 c. Net Grocary Ssies S 100.276.33
g Date 10 line 6 beiow)
DEPARTMENT SALES CHARGE SALES NET @
6. Grooery $ 10027833 $ 298105 S 9720528 11, Cosh femanes s 54,381.35
7. Mest $ 31,0004 S 000 S 31.080.14 Lees Chenge Fund s 19.800.00
8. Pro s sems s 000, § 599350 12 CosirOwooss (D) S 3a8135
Subtotsl $ 137,338.97 S 2981 s 134.357.52 13 Cash EBT s 70.00
9. Surcharge $ 545831 $ 5798 S 540035 14 Cheans| Yoo S 104.071.57
10. Totat $  mras S -3039.01% ¢ 139.75827 1S, Feot Siamos EBT s 68.76
[ 0.00
S 401.00
S 40.32
S 8.70
s 8290
H 9887
H 35,00
S 0.00
26. NUMBER OF CUSTOMERS s
a. Customars 3.141 [ 139.758.27
b. Cumuiative total from previous day (+) 71.086 {Lines 12 thrw 24 = Line 23)
¢. Total to Date ¢/ momh) 14227 .
27. Cumuistive Total Food Stamps (/ monthy 44,743.00
28. Cumuistive Total WIC Vi 11 monsh) 4.70 1
29. Curmuiative Total Cigarette Sales 1/ mowiy 0.00
30. Number of Transactions from A.C.99 8833
DOCA Form 10-10. sun 1986 - SUOSBE0es DGCAF 7-0';15.0«:1-1-

Summary of Daily Receipts, DeCA Form 70-15

Figure 8-10
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This line must only show
net NSF check transactions.

Net NSF check transactions
are reflected in total cash
on hand and in total cash
available for deposit.

Grocery sales and deposit
totals throughout 70-15
are adjusted to account
for net NSF check
transactions for this
business day and also
match sales and deposit
totals on 707.

This line should show

only daily cash variance
and should not include

net NSF check transactions.
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SHETALLATIEN: FY LIZ COMISEARY °
L ¥ ¥ [ 1] ] il 8. ANEE B9 ”»
— ot e 97 o 98¢ Q7
SIETION Mo KNsItTIoe NGBS SLPONITES TURAY LASY WTPORY TRVAL CWRAATIVE 1O
OROCERY. . .. .oiaees e Hagese
e+ e - HOEE 96,068.0 e 9 043.02 -
- e weeesc 10.040. 98 . 2 ate e
PEBMEL. .¢ocococccosnn PYYYIIXT) Hacess % B3 .88 %833 B3
L)1 - 112.2%0.28 ] 112,750.22
MBenstls e ees se a8 en  sesss s 3.840. 88 N 5000 &2
TaIZ 118617.89 T T18,617.89
+ oo S (21 100,00 {USP cka from Einsccial.lastituion NAFCC 00.00
{#) 50.00 (Patron Aedecmed NSF che PATROX CREDSTV/DEBIT CARD $20.00
Food Stamp €81 00.00 AF CREDIT CARD _00 00
Cash E87 00.00 WiC €37 _09.00
WEYD PABTIAL SEFDSITS 1TA- T . 2 . "I13 268,17
- 4 remmesemms =n commn 118,612, 20 WU | T LYY 14
' memvzs e

mnunu 19 0L CAZITDD
PPESTFRIATION
97X4930 4K00 4601 033150 113,J308,28
97X8163 6400 4601 033181

i
18 §ASM AvD/OR CIKCRS 0 H b

SIIN PROCURLIENT, ALLOIRENT ©8 APPROPRIATL C3LWIIE PR
OURS PECVIOURY SLCEIPICE fuS 40 SMIAM MIREIDA UILL SFPRAR

R0 Ay ACSOIONT PIR INE PONIR OF

BleNAiLat OF Phance CYTCER:
i 8. s

[ T

——— e payp s m———-

18,812.89 .

N : nasesc

\RE OF SEXPOSITOR:

T —

Automated Report of Deposits, DD Form 707

Figure 8-11
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TINE: 20:27:30 PRICESE DATE: FORT LEE COMMISSARY FOR SUBINESS DAY: 12/01/97

BUMMARY OF DAILY RECEIPTS
SoTTm oo RIVIECaSUaR B INRNIAS — ™~

1. GROCERY (BALEB) GROSS ¢ 100.440. 48
~ = > ATTTCDOPONB ORARAND T BIZ29) @IV~~~ o ¢.3540.03 s -§,940. 0%
2 LESS COUPON TOTAL . ) s 96.100 63
3. VARIATIONS (CROCERY}
T AT OVER/BHOAT “CABH'~ Tt ] -3.61 0 T
8. OVER/GHORT COUPONS : sg. gg
€. REPUNDS (REPORTS) . 5. NSF _cks from FI (-100)_ _.
~@'-" LESS REFUNDS (ORAAND] —™ ~~"°=~= ==° == - g~ 283 83 L5 poc o )
E. REFUND ADJUSTRENT M o 0o M. Patron Redeemed NSF cks {+50.00)
F. CONTAINER DEPDSIT VARIATION . R b4 9.¢0
4. TOTAL VARIATION -5.61 (Cash) ¢ -50.00 (NSF Checks) ar . : -55.61
9.  TOTAL oROC
3 NI e © eeee——- ——- 170 LINE & BELGR} 96,045.02
DEPARTHENTAL GALES CHARCE [1{ NET 7T
4. GROCERY  § 9g ( s 0.00 » 0.00 » 96,045.02 31. CABH {ONHAND) o 5420072
7. MEAT s 98:082r 98 0.00 o s 10,849 98 LEBS CASH CHANGE FUND ¢ 21,000.00
87 PROOUCE $-os.gasTw@ 8T 0.00 8T ~U8°T "9:839.287127 CAGH FOR DEPOSTT™ "~ ¢ 33,287.72
sustaotAL ¢ 112,750.28 ¢ 0.00 0. 00 n 112,750.28 13. CHECxE ¢ 819} aTY . ‘84,96 00
9. SURCHARGE c 5.847.61 ¢ 0 oo (] o.oo 3,867. 61 14. FOOD Brames ) 0 00
10. TOTAL ° $ 118,617.89 ) 0.00 ¢ tus 617.89 19 CRED!I/DEBIY»-MRD [} 120. 06
t6. *DEPe ¢ 206.17
n CSDINAFCC TRANZ ¢ 0.00
8. CONTAINER REFUNDS ] .og
19. VENDOR .CREDIT ( 0) GTY ¢ o
0. BUMMARY TOTAL s Hg,n;.as
= =)--21. TOTAL FOR CEPOALIT s ,617.89
NUMBER OF cuum:nl CASH EBT 00.00
—--~r—:n3 g - © ti714 - — ~=-— -—F00D STAMP EBT - - : 00.00
[ R :um.unv: TOTAL FROM PREVIOUS DATE [ ] WIC EBT 00.00
€ TOTAL TO DATE (1 WONTH) LEE40 S ——— .
2. CUMULATIVE TOTAL FOOD BTARPS (1 MONTH) . 0.00 TOTALE ADJUBTED O TIrESs
T 2877 CUMULATIVE TOTAL WIC VOUCHERS Tt MONTH) T 71818 """ "~ 264717 "~ "~ DATE OF LAST ADJNSTMENT: 4/113/93
29 CUMULATIVE TOYA. CICARETTES 11 HMONTH) [ 10.0%3. %0 an. CABH TURN-IN VMIANC( FOR GROCEMY DEPT.
! ‘ : : o A
oA CIOARETTE GALES ¢ 10.093. .30 '3 s
26. "CUMULATIVE VARIATION (70 DATE} [ -8, 81 . .
© T IBETWEEN ACCOUNTABICITY INCENTORIES) - T T T TOTAL s
: D. ADJ CROCERY CUMMULATIVE TOTAL .
A, FROM: 12/01/99 (] -8. 81 297 CUMULATIVE MTD COUNT OF CHECKS
37. TIED UP GROUP €33, 540, ¥92. 73 30. CUMAALATIVE MTD ¢ TOTAL OF CHECRSSY 8s. 94

TTTTTXRETION NOTTOF 99 REPORY T T 77T

Toa '9" ’LDTE: NSF CHECK TRANSACTIONS WILL NOT BE CARRIED FORKARD IN CUMULATIVE VARIATION.

Automated Summary of Daily Receipts, DeCA Form 70-15
Figure 8-12
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DFENSE COMMISSARY AGENCY
CENTRAL REGION
FORT LEE COMMISSARY, BUILDING
FORT LEE, VIRGINIA 12801-0002
(805) 724-1986
DSN 697-1636 September 5, 1997

PATRONSSNSF CHECK TRANSMITTAL LISTING

TRANSMITTAL# CK-97-22-05

BLOCK#NGH (FROM SAL)

STORE: FORT LEE, VIRGINIA
APC 13FD, DOCUMENT# HQBDCK 72480000

CHECK CHECK
LAST NAME SSN NUMBER DATE AMOUNT
WILLIS, BILL 000-01-0066 1005 May 6, 97 $ 75.00(p)
BROWN, JAMES 000-05-0010 0296 May 6, 97 150.00(p)
JONES, JOE 000-00-0019 033 July 25, 97 50.00

275.00(ENTER THIS
AMOUNT IN DIBS AS 52Q)

*IN THE AMOUNT COLUMN, LIST THE DOLLAR VALUE OF NSF CHECKS NOT REDEEMED
WITHIN 30 DAY S (NSF CHECKS NOT UNDER INSTALLMENT PAYMENT PLAN); AND THE
DOLLAR VALUE OF NSF CHECKS NOT REDEEMED WITHIN 90 DAY S (NSF CHECKS UNDER
THE INSTALLMENT PAYMENT PLAN). TYPE A (P) TO INDICATE PARTIAL PAYMENT(S)
COLLECTED BESIDE THE NON-REDEEMED AMOUNTS.

*TRANSMIT "AGED" NSF CHECKS TO DFAS-CO-SCS ONCE PER WEEK. SEND ALL NSF
CHECKS THAT HAVE BEEN IN THE COMMISSARY FOR 30 OR MORE AS OF THE DATE OF
THE TRANSACTION. FOR EXAMPLE, THISTRANSMISSION WAS ON 7248 = SEPTEMBER 5,
1997. ANY NSF CHECKS THAT HAD BEEN IN THE COMMISSARY SINCE AUGUST 7,1997 OR
EARLIER SHOULD BE SENT TO DFAS-C0O-SCSA, AND ENTERED INTO DIBS AS A 52Q.
RECORD THE BLOCK NUMBER SHOWN ON THE SAL ON THE TRANSMITTAL, AND ATTACH
THE DIBS GENERATED "CHARGE SALES SHIPPING LIST" FOR THE TRANSACTION TO THE
TRANSMITTAL.

Patron NSF Check Transmittal Listing (Re-engineered Procedures)
Figure 8-13
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COMMISSARY:

FORT CRATER

NAME OF CUSTOMER TOTAL  PAYMENT 1STINSTALL 1STINSTALL 2D INSTALL 2DINSTALL PAYOUT PAYOUT
DEBT PLAN DO MMM YY AMOUNT DATE AMOUNT FINAL DATE FINAL AMT

JOHN FRANK $200.00 3MONTHS  30JUL97 $60.00 30 AUG 87 $65.00 30 SEP 87 $0.00

JAMES CARROLL $300.00 3IMONTHS  30JUL97 $250.00 30 AUG 87 $200.00 30SEP97 $0.00

Patron's NSF Check Installment Payment Plan Spreadsheet
Figure 8-14
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DESCENDING

§75.00
$50.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
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Chapter 9

COUPON OPERATING PROCEDURES

9-1. MERCHANDISE COUPONS. Coupons come in the form of printed advertisements
redeemable as a price reduction when purchasing the items specified for the benefit of consumers. DeCA
commissaries accept all valid coupons, when redeemed in accordance with the terms stipulated on the
coupon. Thisincludes authorized local coupons and specific area coupons known as route salesman
coupons. It isour responsibility to ensure that we comply with the terms of the agreement printed on each
coupon. After redemption, coupons become part of the overall commissary cash flow, and must be
accounted for. Coupons are not to be used in lieu of aVVCM. Coupons are cents-off the purchase price of
products and will be processed IAW the instructions provided herein and DeCADs 40-6 and 70-16.
Accounting for coupons and funds reimbursed to DeCA including the face value, handling fee, postage,
contractor fees, etc, for all CONUS and OCONUS commissaries are functions of and the responsibility of
the ARBU, Redemption Division.

9-2.  PROCEDURES FOR CUSTOMER SERVICE MANAGER.

a Treat coupons as negotiable instruments. Secure coupons in the funds storage room, and
storein the safe if space is available, pending shipment to the coupon clearing house (CCH).

b. Schedule coupon pickups on aregular basis throughout the day. Ensure coupons are
separated from cash and checks each time a pickup is made.

C. Place the coupons collected each day (except local vendor coupons) in a paper or plastic
bag; a heavy-duty plastic bag is recommended. Record the store DODAAC and date on the bag. Place
the bagged coupons in an appropriate sized box.

(D) Use a double walled corrugated cardboard box. Make sure that box used meets
U. S. Postal Service shipping requirements or the requirements of your shipper if other than the U. S.
Postal Service.

2 Select the box size according to your coupon volume. Y ou should select asize
box that will be full or near full each time coupons are shipped. Full or near-full boxes are less likely to be
damaged in shipment than half full (or less) boxes.

d. During coupon pickups and end-of-shift final turn-ins, determine the total coupon count
and the dollar amount from the cash register system. The total number and value of coupons for the
whole day's business is entered into DIBS by the ACS. An automated version of DeCA Commissary/
Contractor Transmittal Form, DeCA Form 70-3, (Figure 9-1), is generated after the coupon cutoff dated
has been entered in DIBS.

9-3. COUPON CUTOFF/SHIPPING RESPONSIBILITIES
a The following are the basic cutoff/shipping requirements:

(@D} Coupons must be shipped at least twice monthly. The maximum number of
calendar days a commissary will include in a shipment is the 1st through the 15th, and the 16th through
the end of the month. Different months MUST NOT be co-mingled. Monthly cut-off date for shipment
is after COB of the last business day of the month.

2 Shipments will not exceed $20,000 in value.

9-1



DeCAD 70-6 January 1999

3 Each shipment will consist of a single box. Shipments will not consist of multiple
boxes.

b. Each box of coupons must contain a unique transmittal number. Multiple boxes will not
be shipped using a single transmittal. The ACS generates a transmittal sheet from the business system (as
discussed below). The reviewer (store level) must date and sign the transmittal. If the signature is not
legible, print your name above the signature. List the DSN number where you can be reached.

C. At the appropriate time (based on the guidelines listed above), the Front End Supervisor
will inform the ACS to cutoff coupons for shipment. The ACS will take the appropriate steps to enter the
coupon cutoff. ACS will make sure all Reports of Deposit have been entered into DIBS prior to entering
the coupon cutoff date. DIBS accumulate daily coupon totals from the Report(s) of Deposit until the store
is ready to ship them. When the store informs the ACS that they are ready to ship the coupons, ACS will
enter DIBS to input the coupon cut-off data. From the coupon menu, select number "2" which is
"Coupon Cut-off Date." Enter the cutoff date, in Julian date format, in the appropriate field and then
depress F-3 to accept the data as shown. DIBS will create both atransmission batch and a transmittal
report for the commissary. A transmittal number will be assigned by the system and a hard copy of the
transmittal report will be produced at the commissary.

d. Store level personnel will review the transmittal. A DIBS generated transmittal will
include local coupon totalsif local coupons were accepted during the period the transmittal covers. If the
totals include amounts for local coupons, those amounts must be subtracted out. The new totals (less
local coupons) must be recorded on the transmittal and the transmittal must be signed and dated. The
store will need the original and three copies of the transmittal when preparing coupons for shipment.
Distribute the transmittal reports as follows:

Original - Place in box with shipment to CCH.

Copy 1 - Mailed to DeCA HQ, ARBU, Redemption
Division.

Copy 2 - Mailed to CCH by first class mail.
Copy 3 - Retained at the commissary.

e Ensure that extraneous material is not included in coupon shipments to the CCH. These
include mail-in offers, lottery tickets, vendor checks, rebate checks, money, and other items that do not
constitute coupons.

f. The OCO will place the coupon transmittal report in the box, seal the box securely to
prevent damage during shipment, and mail the box out within two business days after the coupon cut-off
date. Coupons should not be held any longer than necessary since this only delays the reimbursement
from the manufacturers and also increases the risk for aloss of funds.

o. Place the correct mailing label on the box. DeCA's CCH isrequired to provide mailing
labels. Ship coupons directly to the CCH. Ship coupons by U.S. Postal Service, first class mail, or
reliable shipping service, as determined to be most cost effective by the Commissary Officer. The CCH
isrequired to carry insurance on all couponsin transit up to $20,000.00 per shipment. Therefore, do not
send shipments exceeding that amount and do not insure your own coupon shipments. Send all shipments
prepaid and obtain a copy of PS Form 3817, Certificate of Mailing, from the Post Office, or proof of
shipment documentation by commercial shipping service. Attach the PS Form 3817 or proof of shipment
documentation, to the commissary's copy of the transmittal form to substantiate any lossin transit.
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OCONUS commissaries will ship FIRST CLASSPRIORITY and will also obtain the PS Form 3817. Do
not use certified, registered, special handling, or overnight services for coupons.

9-4. LOST SHIPMENTS. If you areinformed that a shipment of coupons did not arrive at the CCH,
DeCA must file a claim with the CCH to collect for the value of the coupons shipped. The commissary
shipping the couponsis responsible for providing reasonable proof that the coupons were in fact shipped.
The commissary must be able to provide a copy of the transmittal including the number and dollar value
of the coupons, the time period the coupons were redeemed, a description of the box including size, color,
etc, date of shipment, and proof of shipment (PS Form 3817 or the equivalent). CCH insurance coverage
begins when the postal service (or other authorized shipper) takes possession of the box of coupons and
proof of acceptance is obtained. Any "on installation” type pickup/delivery service that does not provide
insurance (without cost to the commissary/DeCA) and proof of delivery to the postal service (or other
authorized shipper) is not authorized to use.

9-5. ACCEPTANCE OF LOCAL COUPONS. Loca merchandise coupons are cents-off coupons
for particular products that are from alocal source and can only be redeemed in that particular geographic
area. These coupons are usually obtained from local publications such as newspapers. They contain
specific instructions for local redemption by the commissary. The mgjority of these coupons are issued
by local beverage franchises and bakery product companies. Route Salesman Coupons are aso referred
to aslocal coupons. These coupons are usually made available to specific commissaries by local
salesmen for a particular promotion of a certain product.

a Loca and route salesman coupons may be accepted by commissaries provided they meet
the criteriafor avalid coupon, that is, every coupon should contain:

D The word "Coupon.”

2 A message to the retailer specifying the terms and conditions for accepting the
coupon.

3 Redemption address, or instructions on how to redeem the coupon.

4 Expiration date. Local and route salesman coupons cannot be accepted at any
location after the expiration date, including OCONUS stores.

) The purchase requirement (i.e., "Coupon good only on the 16 oz size package of
..., or "Coupon good only on the purchase of four cansof ...," etc.).

(6) Specify the face value or "Free Terms' of the coupon.
@) The location or commissary that the offer is good.

b. Cashiers will accept and account for local and route salesmen coupons using the same
procedures as for regular coupons. However, they must be kept separate. The transmittal number for
local coupons will begin with the word "LOCAL", plus afour digit sequential number. The Customer
Service Manager must also keep the coupons segregated during pickups.

C. Vendor representatives will submit route salesman coupon offers in writing to the Region
Headquarters for all local coupon promotions and must ensure that the offer contains the following
information:

D An agreed upon handling fee of at least 8 cents per coupon. Offers that do not
contain handling fees will be refused.

9-3
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2 An agreement that coupons accepted in good faith will be honored and redeemed
within thirty (30) days after submission. The coupons will be redeemed by check only. Credit memos or
cash will not be accepted as payment for coupons.

d. Local and route salesman coupons will be isolated from regular coupons when stored.
The number and dollar value of these coupons will be included daily on the DD Form 707 and the dollar
value will be subtracted from the grocery section. The accounting procedure will be the same as the
regular manufacturer's coupons.

e Loca and route salesman coupons will not be sent to the CCH. When sufficient amounts
of these coupons accumulate, but at least monthly, route salesman coupons will be submitted to the local
salesman for redemption and local coupons will be sent to the local vendor for redemption. A transmittal
document will be prepared (Figure 9-2) and the original transmittal turned in to the local vendor along
with the local coupons. A copy of the transmittal will be filed at the store. A copy of the transmittal
document for local and route salesman coupons must aso be provided to the DeCA HQ, ARBU in order
to establish an account receivable for amounts due. Request the vendor or salesman to remit the payment
within thirty days and make the check payable to Defense Commissary Agency.

f. When checks for these shipments are received, send them immediately to:

DEFENSE COMMISSARY AGENCY
REDEMPTION DIVISION

5258 OAKLAWN BLVD
HOPEWELL, VA 23860

On the bottom left of the check, indicate the number of coupons redeemed; the face value of the coupons;
and, the amount of handling fees paid; that the payment represents.

0. Make sure that the local coupon total is subtracted from DIBS-generated transmittal
(transmittal included in coupon shipments to the CCH).

9-6. RETURNED COUPONS. Returned coupons will be resubmitted to the coupon clearinghouse

with a unique transmittal number by the Redemption Division. If coupons are returned to the store, send
them directly to the Redemption Division. Controls have been established to avoid duplicate charges for

processing by the clearinghouse.



DeCAD 70-6 January 1999

COMMISSARY/CONTRACTOR TRANSMITTAL
iFor use of this form. see DeCAD 70-6: OPR is RM.)
COMMISSARY: DATE
Fort Crater 1-10-98
ADDRESS: Bldg 2000
Fort Crater, VA 23801-3060 TRANSMITTAL NO.
HQCDIBO10
DAILY ACTIVITY CONTAINED IN SHIPMENT
NUMBER OF NUMBER OF
MONTH DAY COUPONS TOTAL VALUE MONTH | DAY COUPONS TOTAL VALUE
Jan |5 sigs5 | $ 2,799.29 $
6 5258 2,861.30
7 5018 2,647 .75
8 4920 2,601.10
9 5367 2,930.00
10 5496 3,071.40
’ L
” TOTAL
PON
“ SHIPMENT" 31244 $ 16911 .44
SIGNATURE OF PREPARER DATE AUTOVON NO.
T C oo e 1-16-98 487-3222
COMMISSARY DISTRIBUTION
CCH COUPONS - Placs in box with shipment to Coupon Clearinghouse
ORIGINAL - LOCAL COUPONS - Give t 7
- o Local Vendor with Local Coupons
Copy 1 - Mailto Defense Commissary Agency
ATTN Coupon Redemption Branch
5258 Oakiawn Bivd
Hopewell VA 23860
Copy 2 - Mail to Coupon Clearinghouse by First Class Mail. OR Retain at the Commissary if Local Coupons.
Copy 3 - Retain at the Commissary if mailed to the Clearinghouse.
*A SHIPMENT MUST BE MADE TO INCLUDE THE LAST BUSINESS DAY OF THE MONTH. DO NOT COMBINE
COUPONS FOR BUSINESS DAYS OF TWO SEPARATE MONTHS.

DeCA Form 702, Jan 1999
Whmmmwmwﬂmmm nc.

Superseces DeCAF 70-3, Aug 1994.
Previous editions are cbsolete

Commissary/Contractor Transmittal, DeCA Form 70-3
Figure 9-1
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PR
COMMISSARY/CONTRACTOR TRANSMITTAL
(For use of this form, ses DeCAD 70-6: GPR Is RM.)
COMMISSARY: DATE
Fort Crater 1-10-98
ADDRESS:
Bldg 2000
Fort Crater, VA 23801-3060 . TRANSMITTAL NO.
LOCAL002
DAILY ACTIVITY CONTAINED IN SHIPMENT
NUMBER OF NUMBER OF
MONTH DAY COUPONS TOTAL VALUE MONTH | DAY COUPONS TOTAL VALUE
Jan 9 447 $ 111.75 $
10 310 77. 50"
ya= [\ / |-
SN/ A / g E:I
\ _7’
' “ TOTAL
COUPON
" SHIPMENT" 757 |8 189.25
SIGNATURE OF PREPARER DATE AUTOVON NO.
T e 1-10-98 487-3222
COMMISSARY DISTRIBUTION
CCH COUPONS - Placs in box with shipmant to0 Coupon Claaringhouse
ORIGINAL - LOCAL COUPONS - Give to Local Vendor with Local Coupons
Copy 1 - Maiito Defense Commissary Agency
ATTN Coupon Redemption Branch
5258 Oaklawn Bivd
Hopewell VA 23860
Copy 2 - Mail to Coupon Clearinghouse by First Class Mail. OR Retain at the Commissary if Locai Coupons.
Copy 3 - Retain at the Commissary if mailed to the Clearinghouse.

*A SHIPMENT MUST BE MADE TO INCLUDE THE LAST BUSINESS DAY OF THE MONTH. DO NOT COMBINE
COUPONS FOR BUSINESS DAYS OF TWO SEPARATE MONTHS.

'DeCA Form 703, Jan 1999 Superseces DSCAF 70.3, AUg 1994

Commissary/Contractor Transmittal, DeCA Form 70-3 (LOCAL)
Figure 9-2
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Chapter 10
VENDOR CREDIT MEMORANDUMS

10-1. PURPOSE. The purpose of these proceduresisto provide DeCA guidelines for accepting and
processing a vendor credit memorandum (VCM). These procedures will explain the process that must be
followed for preparing the VCM, and processing the VCM into the financia system and filing the
documentation.

10-2. VCM POLICY. The DeCA policy isto get the best price from the vendor when an item is
purchased. VCMs are NOT to be written for routine salvage items. Routine salvage will be absorbed in
the commissary/CDC authorized tolerance amount (salvage is covered in Chapter 24). The goal isto
reduce the number of VCMs through competitive pricing by vendors at the time the order is placed.
VCMs may be presented and accepted for:

a The special categories of product listed in DeCAD 40-13.

b. Distressed merchandise, including holiday items, sold as a guaranteed sale.

C. Accelerated sales prior to buy-back action (with or without a guaranteed sales clause).
d. Willful damage by vendor stockers.

e Outdated merchandise resulting from vendor suggested order quantities.

f. Instore Product Demonstrations.

0. Vendor approved Deli and Bakery samples.

h. Infestation prior to receipt.

i Product tampering, voluntary recalls, and ALFOODACT recdlls.
J- When an agreement exists for buy-back of specific commodities.

10-3. METHODS OF PAYMENT. There are four acceptable methods of payment for VCMs for
CONUS stores. These methods of payments are as follows:

a Cash.

b. Check.

C. Credit card payment at the store.

d. Credit Card payment at the ARBU.

Payment collection for each of these methods of payment is discussed in Chapter 11 of this directive.
Collection of payments for OCONUS stores VCMsiis discussed later in this chapter.

10-4. PROCESSING VCMS. OCO or other commissary/CDC personnel designated by the
commissary officer/CDC manager will process VCMs as follows:
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a A Vendor Credit Memo (DeCA Form 70-10, Figure 10-1) is prepared to support each
VCM. Instructions for completing Form 70-10 are at the end of this chapter.

b. The Vendor Credit Memo Document Log (DeCA Form 70-11, Figure 10-2) is
maintained to account for each VCM. All VCMs must be recorded in the VCM Log. Instructions for
completing the VCM Log are at the end of this chapter.

C. All VCMs must be signed by the appropriate vendor representative and the Commissary
Officer or his designated representative. Prices will not be reduced on any merchandise until all required
signatures are recorded on DeCA Form 70-10. No action may be taken on aVCM until DeCA Form 70-
10 is signed by the appropriate vendor representative and commissary official.

d. VCM financial transactions should be entered into DIBS within 24 hours after the
Commissary Officer or designated representative has signed and dated the VCM. The DIBS Users
Manual provides the instructions for entering the data into the system. Collection for the VCM will be
entered into DIBS as a memo entry, with the exception of OCONUS locations, which is covered in
paragraph 10-5 below.

e A deposit ticket will be prepared for cash or check collections of VCMs to deposit VCM
funds. Annotate on the deposit ticket "VCM".

f. A cash Callection Voucher (DD Form 1131) will be prepared. Reference the VCM
document number on the Cash Collection Voucher.

0. A block number will be assigned when the VCM datais entered into DIBS. Record the
block number assigned by the system on Form 70-10, in the "Control Number" block.

10-5. VCMS FOR OCONUS STORES/CDCS. The previous information applies to OCONUS
with the exception of the collection process. VCMs for OCONUS stores’CDCs are processed as a charge
sae.

a Europe

(1) Semi-perishable Items. VCMs for semi-perishables in Europe are submitted by
the stores to the supporting finance and accounting office (F& AO). Once each month, the
broker/company is billed. After the billing documents are completed and forwarded by the F&AO, the
broker/company has 60 days to make payment.

2 Perishable Items. The method for broker/company to offer VPRSs for frozen and
chill itemsisto use "Count and Pay" type VPRs. It is the responsibility of the broker/company to visit
each store and prepare a VCM to document the credit. The commissary and European Region will then
process the VCM in the same manner as semi-perishable items.

b. Western/Pacific Region

(D) The region will obtain the name and address of each participating
broker/company and provide this information to the ARBU for assignment of an APC and customer
number.

2 ARBU will assign a unique APC and customer number to the broker/company
and return the information to the Western/Pacific Region by FAX. To readily identify the VCM charge
sale from other charge sales, an APC beginning with a"9" will be used. The six position customer
number will be established by the ARBU. Separate APCs/customer numbers are not required for each
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store. All storesin the Far East will utilize the same APC/customer number per broker/company. Billing
to the customer by DFAS-CO will reflect the identity of who received the VCM based on the store code.

(3) The Region will provide the APC/customer number to the stores for loading into
DIBS.

4 When a company representative submits a VCM with a check, the ACS will
process the check payment as a 52T/92T (reverse payable in cash collection in DIBS) transaction. The
VCM document number that is reflected on the DD Form 1131, Cash Collection Voucher, will be used to
input the VCM.

) When a company representative submits a VCM without a check, the ACS will
process the transaction into DIBS using the "Spot VPR" module to create the correct 52Q (Charge Sale)
transaction. DFAS-CO will then provide a bill to the appropriate vendor.

10-6. OFF-INVOICE COLLECTION OF VENDOR CREDIT MEMORANDUMS (VCMs)

a For vendors who do not provide payment for VCMs at the store, the VCM will be
forwarded to the ACS.

b. The ACS will query the master file for the credit card program provided by the
ARBU/Redemption Division. If the vendor islisted on the master file, the VCM will be entered into
DIBS for credit card collection at the ARBU and the ACS will forward a copy of the VCM to the ARBU.
If the vendor is not on the master file, the ACS will enter the VCM into DIBS to be collected by the “off-
invoice” method.

C. This process does not apply for VCMs issued and presented by distributors.
10-7.  FILING AND RETENTION PROCEDURES

a DeCA Form 70-11, Vendor Credit Memo Document Log, will be filed by month. These
fileswill be maintained for a period of 2 years (current year plus 1 year in records holding area).

b. DeCA Form 70-10, Vendor Credit Memo, will be filed behind the block assigned by DIBS. Blocks

will be maintained by month, by department, and in block number sequence. These files will be maintained for a
period of 6 years and 3 months. VCM documents may be destroyed at the end of the retention period.
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INSTRUCTIONS FOR PREPARATION OF VENDOR CREDIT MEMO
(DeCA FORM 70-10)

Block Instructions
a Enter company name, supply bulletin/contract number
b. Enter document number constructed as follows:

(1) Last 3 positions of DODAAC (e.g. DODAAC - HQCEAL, use EAl
number)

(2) Last 6 positions of contract number-(e.g. contract number =
VCM document number)

(3) Month code the VCM was accepted

B=OCT F=FEB K=JUN
C=NOV G=MAR L=JUL
D=DEC H=APR M=AUG
E=JAN J=MAY N=SEP

(4) Seria number-a sequential number assigned to the VCM. The log
maintained at the commissary/CDC will be used to assign the serial
numbers that begin at 6000 and go to 6299 and will be reset each month
to 6000. The Region merchandising personnel that will be accepting
VCMs will assign serial numbers that begin at 6300 and go to 6999 and
will be reset each month to 6300. The two different series will prevent
duplicate numbers from being assigned to a commissary/CDC. This
number will be assigned from the Vendor Credit Memo Document L og.
If aserial number is given one month but funds are not received to
complete the document in the same month, the first serial number must
be canceled and a new serial number issued reflecting the month code
corresponding to the date in block “cc”.

C. Enter the date the document number is first assigned to the document.
d. Enter the date reflecting the date the action contained in the document

commences. For example, if thisis a price reduction, this is the date the
price reduction first occurs.

e Enter the number of pages in entire document and current page number.
f. Indicate applicable Commissary name and DODAAC and the fund code
for applicable Commissary, if document is OSC.

0. Enter the name of Commissary Officer.
h. Enter department (Grocery, Meat , Produce or any sub-department).

i Indicate reason for VCM in appropriate box.
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INSTRUCTIONS FOR PREPARATION OF VENDOR CREDIT MEMO

(DeCA FORM 70-10)
CONTINUED
List the Item UPC or for FDS RODS, the Pull Number of the ROD.
Enter brand name and brief item description
Enter unit of issue, e.q., each (ea), pound (Ib)
List the number of units on hand in both warehouse and store.
Add both columnsin “m” together to get this total.
Enter price before price reduction.
Enter new price after any price reduction.
Subtract pricein “p” from pricein “0” to get this price.
Multiply n times g. Enter the total in.
DFAS-CO
Leave blank
Enter vendor’ s remit address.
Check appropriate box.
Enter total of all pages of thisVCM.
Enter the block number.
Print name of company representative.
Enter SF 215 Deposit Ticket number.
Print name and signature of commissary officer or store.

Print name and signature of the person who actually makes the price
change as indicated on the VCM.

Enter the completion date of the VCM.
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INSTRUCTIONS FOR PREPARATION OF VENDOR CREDIT MEMO DOCUMENT LOG

Block

Page

Serial Numbers

Period
Region

Comsy/CDC

Serial No.

Date
Contract No.

Company Name

Tobacco

Bakery
Grocery
Ddli

M esat
Produce

Block No.

Amount Pad

Date of Deposit

(DeCA FORM 70-11)
Instructions
On the top right side of the form, after "Page" enter the correct page
number. After the log is completed for the month, after "of" enter the
total number of pages used for the month; make this entry on every
page of the log.
Commissaries and CDCs will use serial numbers in the 6001 - 6299
for a calendar month. The first day of each month the numbers will
start over at 6001.
Enter the first and last dates of the month

Enter the Region's name.

Enter the name of the commissary or CDC for which the log is being
maintained.

Enter the next sequential serial number using the range identified in
the AUTHORIZED SERIAL NUMBERS block.

Enter the date the VCM was accepted.
Enter the contract number the VCM is against.

Enter the name of the company the contract is for that the VCM is
being written against.

Enter the dollar amount of the VCM if it is for tobacco Sub-
department.

Enter the dollar amount of the VCM if it isfor bakery Sub-department.
Enter the dollar amount of the VCM if it isfor grocery department.
Enter the dollar amount of the VCM if it isfor deli sub-department.
Enter the dollar amount of the VCM if it isfor meat department.

Enter the dollar amount of the VCM if it isfor produce department.

Enter the block number used to process the VCM through the financial
system.

Enter the amount of the payment received from the vendor.

Enter the date the deposit was made.
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INSTRUCTIONS FOR PREPARATION OF VENDOR CREDIT MEMO DOCUMENT LOG

Block

Total

(DeCA FORM 70-11)
CONTINUED

Instructions

Add the dollar amounts in the applicable columns and enter in the
appropriate column.

On the first line of each page after page 1, enter in the COMPANY
NAME block "Balance Forward" and then enter the balance from the
total line of the previous page in the appropriate column. This will
assist in balancing to the Store Block Control Journal at the end of
each month.

10-7



2. COMPANYISUPPLY BULLETIN | b. DOCUMENT NUMBER |, &~ DATE .
VENDOR CREDIT MEMO MMBER 8-7-08 |
(For use of this form, see DeCAD 70-6; OPRis RM) |\ Ly [d. EFFECTIVEDATE
EA18F2001M6015 8-10-88 PAGE OF  PAGES
i, COMMISSARY AND DODAAC g NAME OF ACCOUNTABLE GFFICER h. DEPARTMENT L RETURNEDMDSE O]
JOHN GORDON OAMAGEDVSALV. a
FORT CRATER COMMISSARY/HQCSKP GROCERY PRICE REDUCTION ]
+ rem k  granoname | w ™ UNITS ON HAND o~ > P | price |~ rtomAL
(UPC 5-16 Digits) (NSN 13 Digits) —;,:m—r "STORE ~ TITOTALUNITS| OLOPRICE | NEWPRICE iDIFFERENCE| DOLLARAMOUNT
- | .
440000710 CRACKERS RITZ PG . ] 123 123 204 1.73 031 38.13
! 1 (
—_— - L ; i {
z ! 1 1
—_— B 8 SO S SO SR S

I .
. __1. - . - - - < — B . ..
‘ ' 1
— (- —d
! []ZI ‘

A

s, MAKE CHECKS PAYABLE| L MAIL CHECK TO: u. VENDOR'S REMIT ADDRESS v. 1. CASH/CHECK ATTACHED ., | w. GRAND
CC - STORE < TOTAL $38.13

RoBoX rs10 el = S conTRGCNGNBER < T
CHARLOTTE NC 23485 i 3.VCMCC-OSC = =co

DFAS-CO !

¥. PRINTED NAME AND SIGNATURE OF COMPANY REPRESENTATIVE

samaones S ).

r RKS U NOTICE: CREDIT MEMOS WHICH ARE NOT PAID WITHIN 30 DAYS OF EFFECTIVE DATE ARE SUBJECT TO

INTEREST.
2s. PRINTED NAME AND SIGNA TURE OF COMMISSARY OFFICER OR STORE bb. SPECIAL PRICE CHANGED BY (Name, Nignature. ana Tiile) ; €. DATE
JOHN GORDON - :JIM SCANNER
Nt o A | \s/9/55
DeCA Form 70-10, Sep 9; Superseaes DeCAF 70-10, Sep $1 v

o

Vendor Credit Memo, DeCA Form 70-10
Figure 10-1
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PAGE oF PAGES

PERIOD
VENDOR CREDIT MEMO DOCUMENT LOG  |6001-6299
{For use of this form. see DeCAD 70-5;: OPR is RM.) TON: COMSYICDG: TROM
EASTERN FORT CRATER COMMISSARY 8-1-88 8-30-98
SERIAL 0l BLock | cHeex omren
CONTRACT
NO. OATE NO. COMPANY NAME TOBACCO BAKERY GROCERY DELI MEAT PRODUCE NO. AMOUNT ey
; 8-10-98
6015  |8-1-88 {8F2001 NABISCO 38.13 3813
[ —)§ ~ ] / ':}_
2/ A \ \VH D) Vha
)= [ —/)
TOTAL 38.13 38.13
DeCA Form 70-11, Sep 91

This form wae slectronically procuced by Ete Faderal Forms. inc.

Vendor Credit Memo Document Log, DeCA Form 70-11
Figure 10-2
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Chapter 11

VENDOR CREDIT MEMORANDUM CREDIT CARDS PROCEDURES
FOR CONUS/OCONUS OFFICE OF THE COMMISSARY OFFICER

11-1. GENERAL. The Department of Treasury has accepted the Defense Commissary Agency
(DeCA) to participate in the U.S. Treasury Plastic Card Program. This program allows MasterCard and
VISA credit cards to be accepted by government entities for payment of sales, collection of debts,
services to the public (e.g., Freedom of Information Act requests) and fees and fines. The VCM, DeCA
Form 70-10, is presented to commissaries for price deductions, damaged/salvage, and returned
merchandise. Reimbursements are by check/cash at the store, or, credit card at the store or the ARBU.

11-2. PURPOSE. The purpose of these procedures is to provide specific guidelines that will be used
by the CONUS and OCONUS OCO and supported store personnel for the acceptance of plastic cards
(MasterCard and VISA credit cards) for preparing and processing VCMSs, collecting the VCM payment,
inputting the data into the DIBS systems, and for the filing and retention of the documentation.

11-3. APPLICABILITY.

a DeCA Stores. These procedures are applicable to CONUS commissary (include Hawaii,
Alaska, and Puerto Rico) and OCONUS (OCONUS commissaries that are supported by the POS-M
system) OCO and supported store personnel who perform the VCM Credit Card functions. These
procedures do not apply to the DIBS/DOORS OPP. Procedures for handling VCM's for the OPPs are
covered in the DIBS/DOORS Handbook.

b. Industry. These procedures (for processing credit card payments) will be used to process
VCMsfor al distributors, brokers, vendors and salespersons, to include FDS distributors, who participate
in the VCM credit card (VCMCC) program.

11-4. ELECTRONIC CREDIT CARD EQUIPMENT AND CREDIT CARD COLLECTION
NETWORK PROCESS. For CONUS commissaries, either a credit card terminal reader (TRANZ 330)
and printer will be set up in the OCO or the store will be operating on the POS-M system to processing
credit card transactions. In order to process credit card transactions for OCONUS commissaries, the store
will require the POS-M system. Both equipment (POS-M and TRANZ 330) will be on-line with the
contract bank to:

a Provide immediate electronic authorization of VCM credit card transactions.
b. Settle credit card transactions and provide end-of-day Settlement Report.
C. Electronically transfer the deposit to DeCA's account.

11-5. VCM PAYMENT OPTIONS. Distributors, manufacturers, vendors, and sales persons, to
include FDS representatives (hereafter this group is referred to sales representatives) generally have three
methods (options) of payment for VCMs. Those options are cash/check, credit card processed at the store
(VCMCC - store), and credit card processed at the ARBU (VCM - ARBU). Each method is discussed
below. Commissary personnel may approve VCM transactions only when the sales representative
desiring the transaction agrees to furnish payment by one of these methods. All VCM payments will be
annotated in one of the three ways listed in block v on the DeCA Form 70-10.
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a Payment by check or cash: If the sales representative elects the option of payment by
check or cash, they will present a check or cash for the amount of the VCM to the commissary when the
VCM is completed.

b. Payment by VCMCC - Store: If the sales representative elects the option of *"VCMCC
- Store," they will present the VCMCC to the OCO personnel for collection/payment of the VCM.
Procedures for processing credit card payments at the store are covered in paragraphs 11-6 and 11-7 of
these procedures.

C. Payment by VCMCC - ARBU: If the sales representative elects the option of
"VCMCC - ARBU, " collection/payment for the VCM will be processed at the ARBU. Follow the
proceduresin paragraphs 11-6 and 11-7.

11-6. PREPARING AND RECORDING VCMs.

a The sales representative and appropriate store department personnel will record as much
of the VCM information as possible on DeCA Form 70-10, Vendor Credit Memorandum. OCO personnel
will accept the DeCA Form 70-10 (Figure 11-1) from the sales representative and review it for
completeness (to the extent possible) and accuracy. A separate Form 70-10 must be provided to support
each VCM.

b. Before processing the VCM, the OCO personnel will make sure that al appropriate
blocks on DeCA Form 70-10 are completed. Make sure block y on DeCA Form 70-10 is signed by an
authorized sales representative. Block aa must be signed by the commissary officer or his designated
representative. OCO personnel must provide a copy of the VCM (DeCA Form 70-10) to the sales
representative.

C. For FDS receipts, the OCO personnel will have up to five workdays to reconcile all FDS
discrepancies with the distributor. The OCO personnel will prepare aVVCM for each distributor’s
shortages/overages for the roll-up period. The VCM financial transactions will be entered in DIBS by
close of business the next business day after the completion of DeCA Form 70-10.

d. Each credit card VCM must be recorded in the VCM Document Log, DeCA Form 70-11
(Figure 11-2), and maintained to account for each VCM.

11-7. PROCESSING VCM PAYMENTS.

a Cash/Check Option. If the sales representative elects the option "Cash/Check™, follow
the procedures in Chapter 10, paragraph 10-4 of these procedures.

b. VCMCC - Store Option -Using the Credit Card Reader (TRANZ 330’s). If the sales
representative e ects the option "VCMCC-Store", use the following procedures for processing payment
collection:

(D) The sales representative will present a MasterCard/VISA credit card to the OCO
personnel for VCM payment. Before beginning a credit card transaction, the OCO personnel will
determine to the best of their ability if the card is valid by doing the following:

@ Check the expiration date to make sure that the card has not expired. If the card
has expired, it cannot be accepted as a means of payment.

(b) If the Card isa VISA Card, make sure that the four digits printed above the
account number are the same as the first four digits embossed on the card. (NOTE: Currently this
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procedure is not applicable to MasterCard transactions). If a difference is detected, the card cannot be
accepted as a means of payment.

(© Check the cardholder's signature if the card contains a signature and determine if
the signature has been visibly altered. If the signature has been altered, the card cannot be accepted as a
means of payment.

2 After determining the card is valid and can be accepted as payment for the VCM,
the OCO will:

) Make sure the credit card reader (TRANZ 330) isin the ready mode.

NOTE: If the credit card reader (TRANZ 330) is not operational, see voice Authorization Procedures
(para 11-10) and Force Draft Capture Procedures (para 11-11).

(b) Pressthe "1" key for a sales transaction.

(© Swipe the credit card through the credit card reader for authorization. If the credit
card reader does not read the magnetic strip on the credit card, use the terminal keypad and enter the card
number and the expiration date.

(d) Using the card reader keypad, the OCO personnel will key in the grand total
amount from DeCA Form 70-10. The amount of the VCM is keyed in without the decimal. Example: An
$118.55 VCM payment is entered as 11855; $10.00 as 1000. Verify the amount and press the "Enter” key.

(e Enter the Vendor Code "'02" in the credit card reader (TRANZ 330) to
identify all VCM transactions. After entering the vendor code "02", press the "Enter" key to begin
processing the transaction.

® The credit card reader dials up through the NationsBank for authorization of the
transaction amount. The contract bank checks the information on the sales representative's credit card
and either approves or declines the transaction.

(9) The contract bank sends the approval or denial response, which is displayed on
the terminal card reader screen.

(h) If approved, areceipt will be printed listing the VCM dollar amounts/total of
transaction (Figure 11-3). If the transaction is declined, it isindicated on the terminal screen and the
printer will not print areceipt; see (j) below. At the end of the transaction, pressthe "Clear" key.

0] The sales representative will sign the receipt. After verification of signature, the
OCO personnel retain the white copy of the receipt to be attached to DeCA Form 70-10. The yellow copy
of the receipt and card will be returned to the sales representative. OCO will provide a copy of the
completed DeCA Form 70-10 to the sales representative.

()] If the request is declined, the sales representative will have to pay for the VCM
by check or cash.
C. VCMCC - Store Option - Using the POS-M System. If the sales representative elects

the option "VCMCC-Store", use the following procedures for processing payment collection:

(D) The sales representative will be escorted by an OCO representative to the cash
register area. The VCM will be rung through the POS-M system in the "live" mode by a representative
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from the Customer Service Department. VCM credit card transactions should be processed in the
same method as patron credit card transactions. (For user instructions see POS-M Notes and the POS-
M Operational Training Manual).

Note: The OCO should subtract all VCM credit card transactions from ""Grocery Sales" prior to
preparing the DD Form 707. This will avoid duplicate sales since all VCM credit card transactions
are entered into DIBS.

2 If the credit card request is declined, the sales representative will have to pay for
the VCM by check or cash.

3 VCMCC - ARBU Option. If the sales representative elects the option
"VCMCC-ARBU", follow the procedures below:

@ Check the"VCMCC Vendor Listing". If the appropriate nameis on the list, the
VCM can be processed using the VCM-FOA payment method. Fax a copy of the completed VCM (DeCA
Form 70-10) to the ARBU for collection/payment of VCM. The fax number for the ARBU is DSN 687-
9969 or commercial (804) 734-9969.

(b) If the appropriate name is not on the VCMCC Vendor Listing, the sales
representative must select a different method of payment for the VCM.

11-8. VENDOR PRODUCT DEMONSTRATION CREDIT CARD (VPDCC) PAYMENT
PROCEDURES. The OCO personnel will accept credit cards (MasterCard/VISA credit cards) for
payment of commissary products used in vendor product demonstrations. The OCO personnel will
comply with the following procedures for processing VPDCC payments:

a After the sales representative reached an agreement with the Commissary Officer
(regarding terms) and has prepared DeCA Form 70-10, OCO personnel will review the form and make
sure the sales representative has completed as much of the form as possible at that time; quantities will
have to be completed at the close of the VCM. Make sure the sales representative has signed the VCM at
the time the Demonstration Agreement is made with the commissary.

b. If the sales representative elects the option of **Payment by check or cash,” the sales
representative will present a check or cash for the amount of the VCM to the commissary when the VCM
is completed/closed. The Commissary Officer should be assured that the sales representative will be
present when the product demonstration ends and the VCM is closed.

C. If the sales representative elects the option of ""WVCM - Store," the sales representative
will provide his’her credit card number and expiration date to the commissary officer or the designated
representative at the time the Demonstration Agreement is made with the commissary.

d. If the sales representative elects the option of ""VCM - ARBU," then he/she must be on
the VCMCC vendors listing provided by the ARBU. The OCO personnel will follow the proceduresin
paragraph 11-7 for payment collection.

e Upon completion of the demonstration, the OCO personnel will record the quantity,
extend the dollar amount, and complete any other blocks necessary on the previously prepared DeCA
Form 70-10 to close out the VCM.

f. If the sales representative is present when the VCM is completed, follow the procedures
in paragraph 11-7 (b) or (c) for payment collection. If the vendor is not present when the VCM is
completed, follow the procedures below.
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0. If the vendor is not present when the VCM is completed, the transaction for the option of
"VCM -Store" must be manually entered in the credit card terminal or POS-M system by keying in the
credit card account number, card expiration date, and the total dollar amount of the VCM transaction.

NOTE: Stores operating on a credit card terminal (TRANZ 330) will key in Vendor Code 02" to
identify all VPD transactions.

h. The termina or POS-M system dials up through the contract bank for authorization of the
transaction amount. The contract bank checks the information on the sales representative's credit card
and either approves or declines the transaction.

i If the transaction is approved, areceipt will be printed listing the VCMCC dollar
amounts/total. The OCO personnel will check the appropriate Block on the 70-10 for VCMCC payment.
The receipt will be signed by the sales representative when he/she returns to the store.

J- The OCO will retain the white copy of the receipt to be attached to DeCA Form 70-10.

k. The sales representative's copy of the receipt will be kept in the OCO files and given to
the sales representative when he/she returns to the store.

l. If the transaction is denied, the OCO personnel will:

(D) If the sales representative is present, inform him/her that he/she must pay for the
VCM by check or cash.

2 If the sales representative is not present, the VCM must be processed in DIBS as
acredit "F", and fax a copy of the VCM (DeCA Form 70-10) to the ARBU for collection.

11-9. VENDOR CREDIT MEMORANDUM CREDIT CARD REFUND (VCMCCR)

a Completing Refund Documentation. When a sales representative requests credit
(refund) for over payment of aVCM, make sure the sales representative is entitled to the refund, i.e., that
the store was given too much credit for one or more of the items listed in Block "I" of DeCA Form 70-10.
The OCO personnel will:

(D) Request a copy of the vendor's VCMCC receipt.

2 Review all necessary documents affecting the VCM documentation, i.e., the
origina DeCA Form 70-10, the VCMCC receipt, etc, to determine if the sales representative is entitled to
the refund. If the salesrepresentative is entitled to arefund, the OCO personnel will:

@ Complete anew DeCA Form 70-10 indicating in Block "I" the type of refund
(Figure 11-4).

(b) Write or underline ""VCMCCR™ inred in Block **j** 70-10. In the Remarks
Section, type ""Refund is the result of an overpayment to DeCA's account from DeCA Form 70-10 dated
, document number , Blk

(© Complete Blocks *j,"* 'k, "*I,"" *'m," and "'n'* with the same information shown
on the original DeCA Form 70-10.
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(d) Type the information in Block **p** from the original 70-10 (New Price), in Block
"0" (Old Price) on the new DeCA Form 70-10.

(e Type the correct VCM price in Block **p** on the new DeCA Form 70-10.

® Compute the difference between Blocks 0™ and "'p" and type the resultsin
Block "'qg.™

(9) Price extend the columns and type the total dollar amounts and grand total in
Block "'r."

3 The sales representative will sign the DeCA Form 70-10.

4 The Commissary Officer or his designated representative will sign DeCA Form
70-10 authorizing the refund.

b. Processing Refunds Using a Credit Card Terminal (TRANZ 330). Usethefollowing
procedures to process the transaction to give the sales representative credit for aVCM overpayment.
(Credit card terminal procedures will be provided by the contract bank).

(D) OCO personnel will make sure the credit card reader (TRANZ 330) isin the
ready mode.

2 Pressthe "4" key (credit key) to activate the terminal for customer credit.

(3) Swipe the sales representative's credit card through the credit card reader and
press "Enter".

NOTE: Only manually enter credit card information when card is not present or card reader is unableto
read the magnetic stripe.

4 Using the credit card reader key pad, the OCO personnel will key in the credit
total (no decimal) from the latest appropriate DeCA Form 70-10. Example: $180.00 entered as 18000.
The credit total will be displayed on terminal as: 180.00.

) Verify the total credit amount and press the "Enter" key.

(6) Enter the vendor code "02". Press the "Enter" key.

@) The terminal will process the transaction and print a credit dip.

(8 Pressthe "Clear" key.

9 The Commissary Officer or designated official signsthe credit slip
authorizing/approving the credit.

(10) Havethe sales representative sign the receipt.
(11) The OCO retains the white copy of the credit receipt to be attached to DeCA

Form 70-10. The yellow copy of the credit receipt along with the credit card and a copy of the VCM
(refund), DeCA Form 70-10, is given to the sales representative.

11-6



DeCAD 70-6 January 1999

C. Processing Refunds Using a POS-M. The following procedure should be used to give
sales representatives credit for aVCM overpayment.  An OCO representative will escort the sales
representative to the Customer Service Department to process credit card returns using POS-M. These
transactions will be processed in the same method used for patron credit card merchandise returns. (For
user instructions see POS-M Notes and the POS-M Operational Training Manual).

11-10. VOICE AUTHORIZATION PROCEDURE - USING TRANZ 330'S. The OCO/ CSD wiill
use these procedures when the card reader terminal is not operationa or there is a problem with the
telephone line from the card reader terminal to the credit card company. (This should not be a normal
store operating procedure, it should be the exception). (Procedures are provided in the contract bank
credit card reader (TRANZ 330) operation Quick Access Guide). Follow these procedures to voice
authorize a credit card sale transaction:

a Complete al applicable information on the Universal Sales Slip (Figure 11-5).
Universal Sales Slips are provided in starter kit. If your commissary does not have the Universal Sales
dlips, create your own using Figure 11-5 as a guide. Make sure you obtain all of the information
requested on the Universal Sales Slip.

b. Print the sales representative's credit card number and expiration date on the sales receipt.

C. Contact the Voice Authorization Center for the authorization code. (The telephone
number is in the Important Number Section of your Quick Access Guide.)

d. Provide the VVoice Authorization Center Operator with all requested information. (Refer
to the Important Number section of your Quick Access Guide.)

e If the transaction is approved, record the authorization number (code) on the sales dip. If
the transaction is disapproved, the sales representative must pay by cash or check.

f. Obtain the sales representative's signature on the receipt.
0. Verify the signature to the signature on the sales dlip.
h. At the appropriate time, follow the Force Draft Capture procedures below and complete

the transaction.

11-11. FORCE DRAFT CAPTURE PROCEDURES - USING TRANZ 330'S. Force Draft Capture
procedures are used to enter information in the credit card reader from a voice authorized transaction
(sales dip). Generally, voice authorized transactions are required when the credit card reader is not
operational or there is a problem with the communication line. After the POS terminal/communications
line is operational, each voice authorized credit card transaction must be entered in the credit card reader
using Force Draft Capture procedures.

NOTE: You will not receive settlement for a voice authorized transaction unless you perform the Force
Draft Capture procedures. Procedures are as follows: (These procedures [to include terminal response]
are provided in the contract bank’s credit card reader Quick Access Guide.)

a From the "Ready" mode, pressthe"5" key.

b. Manually enter the credit card account number and the expiration date.

C. Key in the total amount of the transaction (no decimal) Ex. $18.00 entered as 1800.
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d. Verify the total amount and pressthe ""Enter'* key.

e Enter the Vendor Code (02" for VCMs) and press the "Enter" key.

f. Enter the authorization number from the "V oice Authorization" receipt.
0. Verify the Authorization Number and press the ""Enter’* key.

h. Upon completion of the transaction, pressthe **Clear' key.

11-12. END-OF-DAY CREDIT CARD BATCHING AND RECONCILIATION PROCEDURES -
USING TRANZ 330'S. CAUTION: Notify CSD before starting the End-of-Day Batching and
reconciliation. All VCM credit card transactions must be completed before beginning the End-of-
Day Batching and Reconciliation process. The End-of-Day Batching and Reconciliation processis
performed once each day after all VCM transactions have been completed. This process has three parts.
Thefirst isthe "Batching" process.

a Terminal procedures for the "Batching” process.

(D) To begin the batching process, press the "Enter" key. The terminal will prompt
the operator for the function by displaying "Function?* on the terminal window.

2 Pressthe 3" and "0" keys. When the batching process is completed, the printer
will print a Batch Detail Report.

b. Reconciliation Procedures.

(1) Remove the end-of-day Batch Detail Report (Figure 11-6). The report will show
adetailed listing of credit card transactions (to include credits and returns). The report will list VCM
sales transactions and the dollar amount of each transaction. It will also list grand totals (transaction
count and amount), example: 6 transactions totaling $200.00).

2 Using the credit card receipts, the OCO will run atotal of VCM credit card
transactions. Example:

VCMs VCM credits

$200.00 $35.00

+200.00 +35.00
400.00 70.00

$400.00

- 70.00

330.00 <VCM (#02)

Total 330.00 < Combined (Grand) Tota - In this example, the three totals shown should be on the
totals reflected on the Batch Detail Report.

3 Compare the totals from (2) above and the totals on the Batch Detail Report.
Each of the total dollar amounts (the VCM transactions, and Grand Tota) should be the same as the totals

11-8



DeCAD 70-6 January 1999

shown on the end-of-day Batch Detail Report. If the totals are the same, proceed to the instruction in d
below. If the totals do NOT agree, follow the instruction in ¢ below.

C. When Balances Do Not Agree. If the total of the credit card transactions does not agree
with the Batch Detail Report, the OSC will call NationsBank Customer Service line for assistance in
resolving problems. A problem should be resolved prior to depositing credit card transactions. (NOTE:
The OCO should review all transactions making sure dollar amount entered in POS terminal is the
same as amount printed on the receipt prior to calling NationsBank.)

d. Close Batch Procedures. If both totals agree, the OCO personnel must perform the
following steps to electronically deposit the funds from VCM credit card transactions to DeCA's
account.

(D) Pressthe "8" key. The terminal will prompt the operator for the next action by
displaying "Admin?".

2 Pressthe "9" and the "1" keys. The termina will prompt the operator by
displaying "Close Batch?'.

3 Pressthe "9" key for yes. The terminal will go through the steps required to close
the batch and print the settlement report (91 report). A Sample is shown at Figure 11-7.

NOTE: OCO must electronically deposit (daily) each day’s credit card transaction. If this is not
done, it will cause the deposits to accumulate in the system, and will cause a delay in DFAS-CO
receipt of the EFT SF 215, Deposit Ticket.

(4)After printing the settlement report, OCO will immediately provide a copy of the
settlement report to the CSD.

NOTE: No additional VCM transactions can be accepted for that business day after the OCO End-of-Day
credit card reconciliation process has begun.

11-13. PROCESSING VCM INTO DIBS. After completing the VCMCC process, the OCO will
forward the VCM to the ACS to enter the datainto DIBS. At the master functions menu, select # 19, Price
Reductions. Follow the guidance below. VCMCC transaction must be entered into DIBS by the end of
the next ACS business day following completion of the VCMCC process.

a Cash/Check Option. Follow the procedures in the DIBS Handy Dandy. Enter the
number on the SF 215 at "VOUCHER NUMBER". After entering the data, press"Y" to end the VCM
and press "F3" to accept the data entered and close the screen.

b. VCM - Store Option. Follow the instructions in the DIBS Handy Dandy. At "
VOUCHER NUMBER", enter "111111" (six 1's). After entering the data, press"Y™" to end the VCM and
press "F3" to accept the data entered and close the screen.

C. VCM - ARBU Option. Follow the instructions in the DIBS Handy Dandy. Do not make
an entry at "VOUCHER NUMBER". After entering the data, press"Y" to end the VCM and press "F3" to
accept the data. The Cursor will go to "NO CHECK TYPE". Select "F" which indicates payment to
follow (collection of payment will be completed at the OC). After pressing "F", the screen will clear.

11-14. PREPARING DEPOSIT DOCUMENTS. Prepare aDD Form 1131, Cash Collection Voucher
IAW with DeCAD 70-6 listing each vendor's total VCMCC amount for that day's business. The OCO
will type ""VCM CREDIT CARD PAYMENT" in the description area of the DD 1131 (Figure 11-8).
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11-15. PROCESSING VCMCC REFUNDS INTO THE ACCOUNTING SYSTEM. VCMCC
refunds must be entered into the accounting system at the ARBU as a correction. After completing the
VCMCC refund process, the ACS personnel will:

a Follow the procedures in Chapter 21, Processing of Financial Corrections and Reversals
to complete Financial Transaction Correction Form, DeCA Form 70-88 for VCMCC refund transactions.

b. Forward financial corrections to the ARBU for processing.

11-16. WEEKEND VCM CREDIT CARD TRANSACTION PROCEDURES - USING TRANZ
330'S

a Normal credit card procedures are followed for weekend VCM credit card transactions.
However, if the OCO is closed on the weekend, other personnel must be designated to perform the OCO
portion of the transaction.

b. The designated person will perform the End-of-Day credit card reconciliation at the
appropriate time. The commissary cannot accept/process any additional credit card transactions during
that business day after the credit card End-of-Day process has begun.

11-17. WEEKEND VCM CREDIT CARD TRANSACTION PROCEDURES -USING POS-M.
Norma POS-M credit card procedures are followed for weekend VCM credit card transactions. However,
if OCO personnel are not available during the weekend, other personnel must be designated to perform
the OCO portion of the transaction.

11-18. FORWARDING DEPOSIT DOCUMENTS TO DFAS-CO. The OCS will mail/fax the
original validated copy of the DD Form 1131, Cash Collections Voucher (reporting VCM payments by
credit card), DD Form 707 (reporting sales), the confirmed copy of the SF 215(s) (reporting the actual
sales deposits), and a copy of the TRANZ 330 Settlement Report, to DFAS-CO-FPS by the close of the
next business day or upon receipt of the confirmed SF 215, from local bank, whichever comes first. The
DD Form 1131 (for VCM credit card transactions), DD Form 707, and the SF 215, representing a single
day's transactions, should al be mailed at the same time. Timely submission of these documentsto
DFAS-CO isimperative. A copy of DD Form 1131, DD Form 707, and the SF 215 must also be provided
to the ACS for retention.

11-19. ELECTRONIC FUNDS TRANSFER - DEPOSITS.

a The contract bank settles the VCMCC transactions and electronically transfers deposits to
DeCA's account on adaily basis.

b. The contract bank will prepare the SF 215, Deposit Ticket for the electronically
transferred deposit. The SF 215 will be prepared for the total amount listed on the Settlement Report and
mailed to DFAS-CO-FPS by the contract bank. Therefore, timely submission of the DD Forms 1131 and
707, and the SF 215 to DFAS-CO-FPS by the OCO is imperative.

11-20. CHARGEBACK PROCEDURES.
a A Chargeback will be mailed by the contract bank to the appropriate ACS when a
cardholder's bank has refused to process a sales draft or the cardholder disputes the charge. Listed below

are some reasons for a Chargeback.

(D) Claim or Defense - Cardholder is disputing all or some charge.
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2 Expired Card - Merchant (OCO personnel) failed to check the expiration date on
credit card.

b. OCO Responsibilities are listed below when a Chargeback is Received.

D Insure Prompt Response to the ACS. When you receive the debit device,
promptly research and return to ACS within five business days to preserve DeCA's chargeback rights.
Documentation received after that date may be past the requirements set forth by MasterCard and VISA,
and voids any chargeback reversal privileges. Nullsand voids will cause DeCA to lose funds represented
by chargebacks. Stores experiencing problems with chargebacks should inform the ACS personnel
to resolve problems with vendors.

2 Read the Documentation Requirements. Determine if any information necessary
to refute the chargeback requires external assistance (i.e., store location personnel, shipping, etc.)

3 Review Documentation before Returning to the contract bank. Insure that the
documentation necessary to refute the chargeback is legible and all requested information has been
provided.

4 Call the contract bank’ s toll-free Number. If there are any questions regarding a
chargeback, contact the contract bank’s Customer Service Office at 1-800-732-9195. When doing this,
have available the chargeback date and your merchant number.

11-21. THE CONTRACT BANK RESPONSIBILITY. The contract bank will:

a Verify that the chargeback received for the issuing bank is within the time frames
specified by VISA/MasterCard.

b. Verify that the chargeback reason code presented by the issuing bank is valid.

C. Verify that any issuing bank documentation required by VISA/MasterCard has been
provided.

d. Make every effort to reverse to the issuing bank any chargeback that they can refute on

the commissary's behalf -without the commissary's assistance whenever possible (i.e., by verification
of authorization, credit issued, etc.)

11-22. FILING AND RETENTION.

a DeCA Form 70-11, Vendor Credit Memo Document Log, will be filed by month. These
fileswill be maintained by the OCO for a period of 2 years (current year plus one year in the records
holding areq).

b. DeCA Form 70-10, Vendor Credit Memo, and attached credit card recei pts/transaction
reports, will be filed behind the block on which they are input to DIBS. Blocks will be maintained by
month, by department in block number sequence. These files will be maintained by the ACS for a period
of 6 years 3 months (current year at site and others in records holding area). VCM documents may be
destroyed at the end of the retention period.

11-23. SECURITY OF POS EQUIPMENT. The commissary officer will ensure that the credit card
reader (TRANZ 330) is secured at close of OCO business day. The Commissary Officer will develop in-
house procedures for security of the equipment.
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Vendor Credit Memo, DeCA Form 70-10.
Figure 11-1
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THANK YOU FOR SHOPPING
DECH UFS SUPP CTR VENDGR
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ROPEREL, VA 23348
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LICENSE/PHONE

I RGREE 77 PAY A3OVE TOTAL AMOUNT
ACCORDING TO CARD IZUER AGREENENT

SIGNATURE

VENDOR CODE : 83

VCM Credit Card Payment Receipt.
Figure 11-3
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Vendor Credit Memo (Refund), DeCA Form 70-10.
Figure 11-4.
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Universa Sales Slip.
Figure 11-5
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ven-Zk REBION
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Batch Detail Report.
Figure 11-6.
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VCH-S4 REGICN
258 JALAWN BLVD
HOOPEWELL VR 23848
OATE: TUESDAY. JAN £7. 1990 B4:iC P
REPORT 91 - CLOLE BATCH
BATCH WUMBER: 79

peroiissettiretedeatererseivtiiioitabesies
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HOST SALES 1§ 428,72
H05T RCTURNS g ¢ 0.88
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te0aadsetatidssetieeiovitivabitiisdodee)
IN BALANCE
Batch Report (Report 91).
Figure 11-7
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*U.S. GPO: 19068-156-883

5iSBURSING OFFICE COULECTION VOUCHER NUMBER

CASH COLLECTION VOUCHER RECEIVING OFFICE COLLECTION VOUCHER NUMBER
ACTIVITY (Name oo loceson)
FORT CRATER COMMISSARY FT LEE, VA 23801 .
gg  RECEED AND FORWARDED &Y (Prried narme. 59 ond wgnerarei BATE
3% '; JOHN GORDON
# COMMISSARY OFFICER
8-10-98
T TACTMITY (Name end iocscon)
§§ mmm.mwm: DISBURSING STATION SYMBOL NUMSER CATE RECEVED SUBJECT TO
§ ¥ CouscTIoN
: é 5 DFAS-CO
P 6355 8-10-98
; PERIOD: From To
DATER NAME OF REMITTER OETARED DESCRIPTION OF ACCOUNTING
. RECENVED | DESCRIPTION OF REMITTANCE cmm!& RECEIVED Amount CLASSIFICATION
81098 iNABISCO VCM DOC NO. EA18F2001M6015 38.13 98X4G3D-5K00-46-910-4601-0331
TOTAL $38.13
DD Fe% 1131 ot b
24 Janusey 1936

This forth wias SHCHONCESy Proauced Oy Eite £ ecerst Forma inc

Cash Collection Voucher, DD Form 1131.
Figure 11-8
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Chapter 12
SALE OF FAT AND BONES
12-1. SALE OF FAT AND BONES.

a The responsibility for the selling of fat and bone products generated in the meat
department is assigned to the Defense Reutilization and Marketing Office (DRMO). The contracts which
are usually multi-year and can be for more than one installation are negotiated by the Defense
Reutilization and Marketing Region (DRMR). The Defense Commissary Agency will be dealing with the
following four regional offices for all commissaries with the exception of those in Europe:

(@) MEMPHIS, TN

2 COLUMBUS, OH

(3) OGDEN, UT

4 PACIFIC-CAMPH. M. SMITH, HI

b. The DRMR sends the contract to the local installation for administration. They return
100 percent of the proceedsto DeCA. This contract will determine the dollar value per pound for the fat

and bone products. The contracts can have different ways of pricing as follows:

D The contract calls for pricing at a percent of market price. This market priceis
obtained monthly by installation DRMO from the DRMR.

2 The contract may be at full market price.

3 In remote or low demand areas the contract may contain flat prices or there may
be only one price for fat and bones combined.

C. At the discretion of the region, pricing of fat and bones may be obtained in one of three
acceptable ways:

D Commissaries may contact their DeCA regions at month end for contract prices.
2 Commissaries may contact their DRMO at month end for contract prices.

3 Commissaries may compute the prices according to contract terms and market
prices.

d. Regardless of how the region instructs the commissary on abtaining the prices, a copy of
the fat and bone contract should be maintained at each commissary. The commissary will monitor the
expiration date and contact their DRMO well in advance of that date to initiate contracting actions.

e Fat and bones will not be sold to individual commissary patrons at less than the contract
price in effect through DRMO channels.

12-2. OFFICE OF THE COMMISSARY OFFICER PROCEDURES:
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a A weight ticket should be provided to commissary personnel by the contractor's carrier
and initialed by the driver indicating agreement to the recorded weight at pick up. The commissary will
prepare the necessary documentation at least twice monthly, but more frequently if necessary to
correspond with the trial balance period.

b. At the required frequency a DeCA Form 70-20 (Subsistence Request for Issue or Turn-
in) which is shown in Figure 12-1 will be prepared showing total pounds issued, priced and extended.
The DeCA Form 70-20 will contain the dollar amount to be received by the DRMO from the contractor
and the dollar amount to be received by the DFAS-CO-S from the DRMR.

C. The store personnel will list the fat and bones picked up by the DRMO contractor on a
DeCA Form 70-61 (Shipment Receipt/Delivery Pass) which isin Figure 12-2. The basis for the
preparation of this document is the weight ticket issued at pick up.

d. The DeCA Form 70-20, DeCA Form 70-61 and a copy of the weight ticket will be faxed
to the appropriate ACS for processing.

12-3.  ACCOUNTS CONTROL SECTION (ACS) PROCEDURES:

a The ACS will process a charge sale in DIBS for all fat and bones sold to the DRMOs.
The same procedures should be followed as for inputting actual charge sales.

b. The document number will consist of the store DODAAC, Julian date, and a sequential
number. APC used will be the one established by DeCA.

C. For the fat and bones turned in to the DRMO, the ACS will process the charge sale
Document Identifier Code (DIC 52Q) for 100 percent of the inventory value. The ACS will maintain the
following documentation on file for a period of 3 years (2 years plus the current year):

(1) DeCA Form 70-61 (Shipment Release/Delivery Pass)
2 DeCA Form 70-20 (Subsistence Request for Issue or Turn-in)

3 A copy of the weight ticket with the extended price for each pickup by the
contractor during the month.

d. These documents may be destroyed after the retention period above has elapsed. In the
meantime, the ARBU, region or DFAS-CO could request a copy of any of these documents in order to
verify the accounts receivable.

0. The commissary will forward at month end the original weight tickets and the DLA Form
1367 to their local DRMO. Thisisusually required by the 5th of the following month. The DRMO
provides the billing information to their DRMR.

12-4. STANDARD FORM (SF) 1080 BILL.

a DFAS-CO-Swill prepare the SF 1080 bill and send it to the appropriate DRMR. Upon
payment DFAS-CO-S will prepare a DD Form 1131 (Cash Collection Voucher) for collection and
process the transaction into STANFINS.

b. It will be DFAS-CO-S responsibility to receive payment for the sales and to ensure the

receivables are not delinquent. It will also be their function to age the accounts receivable, generate the
necessary follow up letters and to write-off any uncollectible amounts.
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12-5. DEFENSE FINANCE AND ACCOUNTING SERVICE RECONCILIATION.

a DFAS-CO will reconcile the DD 1131 with their records. Supporting documents will be
requested from the ACS if the DRMR disagrees with the 1080 billing amount. In reconciling the DD
Form 1131, the DFAS-CO-S staff will:

(D) Review the appropriate DIC 52Q for the month(s).

2 Reconcile the quantity (Ibs) to the extended price on the DIC 52Q with the DD
Form 1131.

b. If adifference exists (other than due to rounding the month's sale price figure) between
the month's sale price on the DIC 52Q and the sale price reflected on the DD 1131, DFAS-CO personnel
will call the DRMR to verify the correct amount. If the amount stated on DIC 52Q is correct, they will
inform the DRMR and request that a correction be processed. If the amount stated in the DD 1131 is
correct, DFAS-CO will process ajournal voucher (JV) DIC 52Q as required to adjust the account.

C. If adifference exists between the 52Q(s) and the DD Form 1131 due to a differencein
quantity (Ibs), the DFAS-CO staff will verify the quantity (Ibs) on the weight tickets received as backup
for the 52Q. If the amount stated on the 52Q is correct, they will contact the DRMR and request a
correction be processed. If the amount stated on the DD Form 1131 is correct, DFAS-CO will process a
JV DIC N2Q as required.

12-6. STOCK FUND REIMBURSEMENT. The DRMR will reimburse the Defense Working
Capital Fund - Resale for the proceeds of sales using accounting classification (cited below) or by mailing
acheck to DFAS-CO-S. Correct information on contracts and proper documentation processing will
greatly assist in effecting the collection of the fat and bones proceeds.

a Checks received at the commissary from the DRMR must be mailed to the Defense
Finance and Accounting Service , Columbus Center, DFAS-CO-SAR, P.O. Box 182317, Columbus,
Ohio 43218-2317.

b. Proceeds from the sale of fat and bones must be credited to appropriation 97X4930.5K00

46 RSC 800 ASN 033150, (effective 1 October 1998, the appropriation will change to 97X4930.4K00 46
RSC 800 ASN 033150).
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3| (] msue SHEET 4. REQUEST NO.
SUBSISTENCE REQUEST FOR ISSUE, TURN-N OR TRANSFER Bt | N0,
(For use of this form, see DeCAD 70.6; OPR is DO.) -D-'-— OF SHEETS
1 EUESTTD:(WOSMAM 6. DATE ITEMS REQUIRED 6. DOCUMENT NO. 7. DODAAC/UNIT L.D. CODE
DRMO HQC1238445510
2. REQUEST FROM: (Receiving/Gaining ActWly)(POC/Phone) |8. DOCUMENT 9. ACCOUNTING PROCESSING CODE 10. BLOCK NO.
TYPE/DEPARTMENY
FORT CRATER COMMISSARY 16CA BMG
" uNT i POSTED
ITEM OF
NO. STOCK NO ITEM DESCRIPTION ISSUE | QUANTITY SUPPLY ACTION UNITPRICE | TOTAL COST
. b S 4 . [4 s h DATE ey
001 RAW BONES LB 900 900 0.02 18.00| 2.13-88 MER
002 FAT AND MEAT TRIM LB 2,000 2,000 0.04 80.00[ 2-1398 MBR
(], \ /1 — —
> AWVHR=
—/Lm— AU\ —
SHEET TOTAL ©8.00 GRAND TOTAL 98.00
12. 1SSUE/TURN- | DATE [33 13. ISSUE QTY| DATE BY 4. REC QTY | DATE BY
N “QUANTITY" IN "SUPPLY N “SUPPLY
COLUMN IS ACTION™ ACTION®
REQUESTED BY 2-13-98 MEAT MANAGER COLUMN COLUMN
DeCA Form 70-20, Nov 83 Supersedes DeCAF 70-20, Jan §2 form " [
Use existing stock until sxhausted.

Subsistence Request for Issue or Turn-in, DeCA Form 70-20
Figure 12-1

12-4




DeCAD 70-6 January 1999

SHIPMENT RECEIPT/DELIVERY PASS
(For use of this form, see DeCAD 70-6; OPR is RM.)
1. TO: PURCHASER OR AGENT (Name of Carrier, if applicable) 2. FROM: (Name and Location of Activity and Insallation from which
Property is being Removed)
DEFENSE REUTILIZATION AND MARKETING OFFICE FORT CRATER COMMISSARY
FORT CRATER, VIRGINIA 23801 FORT CRATER, VIRGINIA 23801
3. INVITATION NUMBER . CONTRACT NUMBER
27-1118TERM 27-1118-018
8. QUANTITY
5. ITEM 6. DESCRIPTION OF MATERIAL 7. UNIT RELEASED
001 'RAW BONES LB 900 |
002 FAT AND MEAT TRIM L8 2,000
E:.I

9. SHIPMENT NUMBER SA. "X" TYPE OF SHIPMENT ~10. TIME LOADED 11. VEHICLE LICENSE NO.

i
002 1] PARTIAL i FINAL  1:00pm
12. RELEASED BY (Signature of FDO or Authorized Representative) | 13. TITLE OF AUTHORIZED DISPOSAL REPRESENTATIVE

| RELEASING PROPERTY
14. SIGNATURE OF PURCHASER OR AGENT 15. DATE PROPERTY IS RELEASED

!

12-13-98

~  TOBE COMPLETED BY SECURITY PERSONNEL ONLY

78, TIME SHIPMENT LEAVES INSTALLATION l 17. SENTRY'S INITIALS
%Fom 70-61, Nov 93 ot for wos SO0y Orecly PrOCSd Dy Eite T ecerai Forme, N0,

Shipment Receipt/Delivery Pass, DeCA Form 70-61
Figure 12-2

12-5



DeCAD 70-6 January 1999
Chapter 13
CALL ORDER REGISTER - MANUAL

13-1. GENERAL. Thecadl order register, DeCA Form 10-1, Figure 13-1, is a manual register used to
record call numbers assigned to orders placed against DeCA's resale contracts (Resale Ordering
Agreements (ROA), Blanket Purchase Agreements (BPA), or Indefinite Delivery Type Contracts (IDTC)
for DSD-S/CDC type deliveries or orders placed off line against FDS/DSD type delivery contracts. The
purpose of the manual call order register isto record assigned call numbers to avoid duplication, and to
provide a method for maintaining the status of deliveries for orders placed. The call order register is not
intended to be used as a funding document or for maintaining a running balance of funds.

13-2. CONDITIONS FOR USE.

a The call order register will be used when call numbers are not assigned through an
automated system. The call order register will be maintained in the OCO.

b. The call order register is to be used for DSD-S and CDC orders, placed by those |locations
where no automated system isin place. It is designed to assign and record, in sequence, call numbers as
orders are placed, in lieu of a separate call order register for each contractor, except for OCONUS
commissaries. More than one call order register may be maintained when it is determined necessary for
the efficiency of the operation (for example, one for ROAs and one for BPAS).

(D) When more than one call order register is used, blocks of call numberswill be
assigned to each call order register to ensure numbers are not duplicated.

2 Those sites, which maintain separation within the call order register by
department, should alot blocks of call numbersto each department. The alotted block numbers should
be assigned differently, by department, each fiscal year, to reduce the risk of duplicating document
numbersin the financial systems.

C. For OCONUS commissaries, a separate call order register will be maintained for each
vendor/company. Call numbers will be assigned and recorded in sequence as orders are placed for each
vendor. A copy will be submitted to the servicing finance and accounting office, along with the delivery
tickets.

13-3. CALL NUMBER STRUCTURE. When using the call order register, a sequential numbering
system will be used for all orders placed, (i.e., not in sequence by contractor). Call numberswill be
structured as follows (this structure is consistent with that utilized in DIBS for other than FDS or DSD):

a Four digit alpha-numeric numbers will be used. The first position will be an alpha
character representing the month in which the order is placed (the letters A and | will not be used). A
break-out is as follows:

Oct-B Jan - E Apr-H Jul - L
Nov - C Feb-F May - J Aug-M
Dec-D Mar - G Jun - K Sep- N
b. The remaining positions are numeric beginning with 001 through 999. The call number

scheme is reset monthly. For example, orders placed in Oct will begin with BOO1 thru B999; Nov C001
thru C999; Dec D001 thru D999, etc. After 999 is used, the last three positions of the call number
become numeric-apha (the letters | and O are not used). For example, in Oct, after number B999, use
BO1A, BO1B and so on to B01Z; BO2A, B02B, to B02Z, and so on to B99Z.
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13-4. INSTRUCTIONS FOR COMPLETION.

a Enter the month and calendar year in which the orders are placed.

b. Enter name of commissary or CDC.

C. Enter call number at the time the order is placed.

d. The ordering officer placing the call must initial.

e Enter the applicable contractor's name and the contract number against which the order is
being placed.

f. Enter the date the call is placed on the upper line and the due in date on the lower line.

0. Enter the dollar amount of the order on the upper line at the time the call is placed. Enter

the actual dollar value of the order after it is received on the lower line.

h. Enter date received on the upper line and any tally number (receipt number) assigned by
the receiving section on the lower line.

i Enter the block control number assigned to the call order documents from the Store Block
Control Journal, if needed, as a cross reference to identify where the documentation is filed.

J- Enter any special remarks pertaining to the order (e.g. if canceled, indicate in remarks
column).

13-5.  DOCUMENT RETENTION. The call order register is an administrative file. It will be

scanned to the AC S to be retained in the ACS automated imaging system. However, the hard copy will
be retained at the store for a period of six years and three months.
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CALL ORDER REGISTER - MANUAL ot or  raots
RESALE/SUBSISTENCE
(For use of this form. see DeCA Policy Letser 10-1; OPOR is AM)
u—ou"rTw—w (1) COMMISSARY (2)
16/97 Fort Crater, VA
CALLER'S CONTRACTOR'S NAME & ORDER SAMTCAUEY | paterscoy | sees
CALLNO. | wemias SOO/BPA CONTRACT NO, Kot § AMT RECD TALLYNO. | BLOCK MO REMARKS
(3) (&) (5) [ ) (8) (9} (10)
Wholesale Products, inc. 10-2-97 204800] 10497
8001 FoJ  |Decas2-04-A-0018 10497 204800 GOV e
Star Foods Co 10-207 525200) 10697
8002 FDJ  |DeCAD2-94-4-0303 10-5-07 520200f  Goo2 8GC
Speciaity Foods 10-3-07 1.02295] 10807
8003 CRG |DeCAD2.85-A-3205 10-8-67 102285] Goo3 8GD
Fresh Produce Co 10-8-07 215.25 Canceled 108
8004 CRG |DeCAD2-98-A-2205 10.7:07 0.00
‘Bonanza Products 10867 720889 10-1007
8005 FOJ |DeCA02-08-A-0152 10-10-67 720880 Goos 8GE

[
A=A\ A\ ) — %
= )/ =\l [N/ — o )
oo oo I—

DeCA Form 10-1, Oct 81 Supersedes 18A Form \37T-R

Call Order Register — Manual, DeCA Form 10-1
Figure 13-1
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Chapter 14
COMMISSARY RECEIVING TALLY REGISTER

14-1. PURPOSE. The Commissary Receiving Tally Register, DeCA Form 40-53, shown at Figure
14-1, is used to manually record receipts at each commissary receiving point. The register is used for
each department, i.e., grocery, meat, and produce.

14-2. RECEIVING. A Tally Register islocated at each commissary receiving point. THE
COMMISSARY OFFICER WILL MAKE SURE THAT RECEIVING PERSONNEL ARE
INSTRUCTED IN THE PROPER RECEIVING PROCEDURES TO INCLUDE THE REQUIREMENT
FOR THE DODAAC, CALL ORDER NUMBER, AND PIIN TO BE ENTERED ON THE DELIVERY
TICKETS PRIOR TO THE DEPARTURE OF THE VENDOR DELIVERY PERSONNEL. Receiving
personnel will forward a copy of the Tally Register(s) to the OCO each time receipts and receipt
documentation are forwarded to the OCO. Before forwarding the Tally Register to the OCO, receiving
personnel must record the next sequential tally number on the next page(s) of the Tally Register to be
used. The Tally Register and Receipt documents must be forwarded to the OCO daily prior to the OCO
close of business and may be forwarded more often at local option.

14-3. NUMBERING PROCEDURES. Asmerchandiseis received, documents are entered onto the
register by department identification such as"G" for grocery; "M" for meat; and "P" for produce. They
are numbered sequentially starting with 001 for each on the beginning of each calendar month. The name
of the company will aso be entered. For example, the tally numbers for the 1st and 2nd date of the
calendar month would be as follows:

DATE OF THE
MONTH GROCERY MEAT PRODUCE
1ST G001 MO001 POO1
G002 MO002 P0O02
2ND G003 MO003 P0O03

14-4. OCO PROCEDURES. The OCO will receive the Tally Register with the receipt documents
attached. The OCO will review the Tally Register and make sure that they received the receipt
documentation for all entries recorded on the Tally Register. OCO personnel will verify each receipt
document call order number, and the PIIN on the delivery tickets and enter their initials and any remarks
necessary on thetally register. A copy of the Tally Register will be forwarded by the OCO to the ACS
along with the recel pt documentation.

14-5. PROCESSING RECEIPT DOCUMENTS. The ACSwill receive the Tally Register and
Receipt documents daily from the OCO. The ACS will perform the price extension, calculation, blocking
and recording by block number on the Store Block Control Journal, DeCA Form 70-12. The ACS
personnel will reconcile or validate the receipt information from DeCA Form 40-53 against each delivery
document. The CDC/RDC will use this same procedure to control receipt documents.

14-6. CENTRAL DISTRIBUTION CENTERS. Centra Distribution Centers (CDCs) will complete
Tally Registers following the same procedures to control receipts.
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COMMISSARY RECEIVING TALLY REGISTER
For ase of Wus form. see DeCAD 70-4: OPR s DO.)
[oePaRTNT DATE RECEIVED / / mufwm;
ol 0z g - 'lf v .:.‘ m. [d
Produce Date Received m‘:7 OCO0 Fe crate omm-isa ;’
uu.nu.nm R | COMPANY NAME Ingg?.als AR
Poo1 gg001 bso N6 A27¢ 4. ¢5
Pooz El2o Ricbmond ’raa’a¢g &./é/ 3212.50
Poo3 | 9goox | Dsp T 2940, ¢0
|
SYATVIDINISS
|
l |
DeCA Ferm $6-83, Oct 1001 Suparesess [ LA Ferw LS-R ™ AP g il esns Desagner

Commissary Receiving Tally Register, DeCA Form 40-53
Figure 14-1
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Chapter 15
DOCUMENT LOG
15-1. DOCUMENT LOG.

a DeCA Form 70-14, Document Log, (Figure 15-1) for commissaries and/or CDC is the
basic entry record for controlling all documents received from other sources or created at the commissary
or CDC level (Paragraph 15-7 and 15-8). The Exceptions will be for BPAs and BDOs which will be
controlled by the Call Order Register, DeCA Form 10-1, the VCMs controlled by the VCM Logs and
Taobacco documents. Document numbers are assigned automatically by DIBs or manually by the OCO
personnel) to each document entry on the log.

b. For document numbers automatically assigned by DIBS, the 5500 series numbers will
used (starting with 5501). Serial numbers "5501" through "5504" will be reserved for use only on the
Report of Deposits. These serial numbers should not be used for other transactions. They will be used as
follows:

- Grocery Sales - "5501"
- Meat Sales - "5502"
- Produce Sales - "5503"
- Coupons - "5504"

Other transactions in which DIBS automatically assign the document number will start with 5505 and will
be assigned in sequentia order. The document numbers will be provided on the SAL after the End of
Day has been run. The ACS will record these numbers on the document log and return a copy to the
OcCO.

C. For those document numbers manually assigned by the OCO personnel, a separate DeCA
Form 70-14 (Document Log) will be used. A 5600 series number (starting with 5601) will be used for all
transactions that require a manually assigned document number except for VCMs and produce shipments,
Fresh Fruit and Vegetable (FFV).

d. For Vendor Credit Memorandums, a separate DeCA Form 70-14 (DeCA Form 70-11
may be substituted) will be used. The 6000 series number (starting with 6001) will be used.

e For produce shipments received from Defense Supply Center Philadelphia (DSCP), a
separate DeCA Form 70-14 will be used. The 7000 series (starting with 7001) will be used for milstrip
produce receiving.

f. Document Log seria numbers will be closed out daily. Transactions will also be posted
by the Julian date as documentation is received in the ACS. The completed Document Log will be
retained on file for 6 years and 3 months in accordance with Prompt Payment requirements.

15-2. BLOCK CONTROL PROCESS. The document log will be submitted to the ACS by the OCO
and maintained on a continuous basis by the ACS for each day's business.

a The document number assigned to a transaction by the OCO will be posted to the
Document/Serial Number column of the Document Log. The same number will be used to control
document movement of the transaction from the OCO to the ACS and within the ACS until the
transaction has been completed, blocked and transmitted to ARBU.
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b. Transactions originating at the commissary; i.e., Reports of Deposit, Inventory
Adjustment Monetary Account (Excess resale subsistence only), Inter-Commissary Transfer, DRMO
Turn-In, and FFV Orders (DPSC Form 2005-2) will be logged to the appropriate Document Log and
assigned a document number by the OCO. This document number will be comprised of the following
and will be used to control document movement of the transaction from the OCO to the ACS, within the
ACS aswell as outside the ACS until the transaction has been completed, blocked and forwarded, if
required to the ARBU.

(1)  DODAAC - Use commissary/CDC DODAAC
2 Julian Date - Use Julian date for the day's business.
3 5600 Number - Use 5600 series beginning daily with 5601.
C. The OCO will enter the following on the Document Log and transmit the log to the ACS:

(1) Document/Serial Number - Enter the complete document number, as assigned,
for those transactions originating outside of the commissary/CDC.

2 Vendor/Customer/Description - Enter the name of the industry representative,
customer or a brief description of the document. Where charge sale customers are involved, the customer
number and APC will be entered also.

(3) Internal Routing - Show where the document is being sent for action (warehouse,
grocery department, meat department, produce department, etc.)

d. The ACS will enter the following on the Document Log and return a copy to the OCO:

(1) Document/Serial Number - Enter the complete document number assigned by
DIBS.

2 Date Forward - Enter calendar date (month, day) the document is sent to the
action section.

3 Date Returned - Enter calendar date (month, day) the document is received back
inthe ACS. It isnot necessary, in the case of an order that has previously been entered on the Document
Log, to enter the receipt document for that order as anew entry. All that is necessary is to close the open
suspense under the date-returned column. This prevents duplicate entries, and the assignment of more
than one document number to a document.

4 Date Posted to SBCJ, DeCA Form 70-12, Enter the date the document is placed
on ablock and entered on the SBCJfor filing or sending to ARBU, if required.

5) Block Control Number - Enter the block number from the SBCJ assigned to the
transaction. The block control number will be annotated in the upper right hand corner of each
document.

e As each document is entered in the Document Log, the document/serial number will be
written on each document in the lower right hand corner.

15-3. DOCUMENT FLOW.
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a The flow of documents must be controlled within the various departments as well as
outside the commissary/CDC. This control is essential to ensure that al documents affecting the
commissary inventory are processed in an expeditious manner.

b. The procedures set forth explain the manner of entry of certain documents into the
commissary system and their control through the blocking procedure.

15-4. CONSTRUCTION AND ISSUANCE OF DOCUMENT LOG SERIAL NUMBERS. The
general types of transactions and applicable documents, which will be entered into the Document Log, are
shown below.

a When the commissary officer/CDC manager performs physical inventory, arecord of the
inventory will be entered into the Document Log by the OCO as follows:

(D) Type Document - Physical Inventory.

2 Serial Number - A separate serial number will be assigned using the next
sequential serial number for each segment of the accountability inventory (grocery, meat or produce).

Document/Serial Number - Comsy DODAAC - Julian Date - Serial Number

----- For example-----

(Grocery) HQC123 1017 5605
(Meat) HQC123 1017 5606
(Produce) HQC123 1017 5607

(3) Vendor/Customer/Description - Enter Accountability Inventory for _
Quarter, FY .

4 Internal Routing - Indicate where documents are forwarded for action.

b. The ACS will complete the document log with the following information and return a

copy to the OCO:

(D) Date Forwarded - Enter the date the inventory work list and/or cards are sent to
the commissary/CDC for inventory.

2 Date Returned - Enter date inventories are returned to the ACS for processing to
ARBU.

(3) Date posted to SBCJ - Enter the date the document is assigned a block control
number for transfer to ARBU.

4 Block Control Number - Enter the block control number assigned from the SBCJ.
C. The MBU will assign purchase instrument numbers for all contracts. BPA and BDO
orders will not be controlled by the Document Log, but will be controlled by the Call Order Register,
DeCA Form 10-1. DSCP receipts and purchase order adjustments will be included on the Document L og.
Entries made by the OCO on the Document Log are as follows:

(D) Type document - Enter kind of document (DPSC 2005, DD 1348-1, etc.).
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2 Document/Serial Number - Enter the document number established by OCO
personnel which will be comprised of the commissary's DODAAC, Julian order date and the "7000" seria
number.

d. Deposits of cash are prepared daily on a DD Form 707, Report of Deposit. Since mest,
grocery, produce sales and merchandise coupons are broken out separately on the DD Form 707, a
separate entry in the Document Log is required for each department and for merchandise coupons.
Entries made by the OCO on the Document Log are as follows:

(1) Document/Serial Number - Enter the commissary DODAAC, Julian date
corresponding to the sales date and the serial number. Enter full document opposite each category on DD
707.

2 Vendor/customer/description - Enter "Report of Deposit - Grocery - 1 Feb 92."
3 Internal routing.

e The ACS will complete the document log with the following information and return a
copy to the OCO:

(@D Date forwarded.
2 Date returned.

(3) Date posted to SBCJ - Enter date block control numbers are assigned to the
documents. A separate block control number will be assigned for each category (grocery, meat or
produce).

4 Block control number - Enter the block control numbers assigned from each of
the department SBCJs.

f. Charge sales are generated at the commissary level as aresult of customer requests.
Customer requests are required to be presented on DeCA Form 70-20. When a customer presents this
DeCA Form, it will immediately be processed into the Document Log. The customer is required to enter
the APC and the customer number along with other information on the DeCA Form. The APC must be
validated against the list provided by DFAS. A separate DeCA Form 70-20 will be required for each
category (grocery, meat, and produce). A department stamp will be used to stamp each request. Entries
made by the OCO on the Document Log are as follows:

D Type of document - Enter DeCA Form 70-20.

2 Document/Serial Number - Enter the customer DODAAC, Julian date and the
next serial number required in the Log. Thisinformation should be recorded in block 2 of DeCA Form
70-14.

(3) Vendor/Customer/Description - Enter the name of customer (PX, NCO Club,
etc.) and the customer's APC.

4 Internal routing - Indicate source from which issue will be made (grocery, meat
or produce departments).
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0. The ACS will complete the document log with the following information and return a
copy to the OCO:

(D) Date Forwarded - Enter the date document is sent for issue.
2 Date Returned - Enter the date document is returned.

3 Date posted to SBCJ - Enter date block control numbers are assigned from SBCJ
or by the system.

h. Other types of transactions consist of reports of survey, fat and bones, inter-commissary
transfers and general accounting adjustments. The specific details of handling these adjustments are
contained in other sections of this manual.

15-5. FILING BLOCKED DOCUMENTS. The ACSwill file the financial documents after they are
completed with block and document numbers. If documents are requested by the ARBU, one copy of the
transmittal will be kept in a suspense file. When the ARBU confirms receipt of the documents, the
suspended transmittal will be pulled.

15-6. DOCUMENT LOG REVIEW.

a The daily document logs will be filed by month after all transactions entered have been
crossed out.
b. The ACS accounting technicians responsible for keeping the Document Log must post

the entries daily and reconcile with the SAL. This prevents omitting information by mistake.

C. The supervisory accounting technician/clerk will review the Document Logs on a weekly
basis. The purposeisto identify those entries that have been outstanding for an excessive period of time.
Aninvestigation will be initiated to determine the cause of any excessive delay. Corrective action will be
initiated as required.

d. All entries on the Document Log must be closed out. Entries will normally be complete
when documentation is processed and filed. Where the documentation is not forwarded, an explanation is
required next to the entry.

15-7. TYPES OF TRANSACTIONS ORIGINATING WITHIN THE COMMISSARY/CDC.

a Accountability Inventory

b. Receipts (Orders)

C. Reports of deposit

d. Fat and bones

e Vet Samples

f. Salvage/Markdown (OCONUS only)

0. Vendor refunds (cash collection voucher)
h. Reports of survey
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i Inter-commissary transfers
J- Merchandise coupons

15-8. TYPES OF DOCUMENTS ORIGINATING OUTSIDE THE COMMISSARY.

a Vendor item receipts
b. DSCP receipts
C. Charge sales

d. Group sales

e MAAG sales
f. Red Cross
0. VCM

h. Women, Infant and Children (WIC)

i Intra-Region commissary/CDC Transfers
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Chapter 16
STORE BLOCK CONTROL JOURNAL
16-1. PURPOSE.

a The Store Block Control Journal (SBCJ) uses block numbers to record the movement of
accountable documents between the commissary/CDC (identified by DODAAC), the ACS and ARBU.
SBCJs generated by the Accounts Control Support System (ACSS) is the authorized and approved
version (Figure 16-1), once deployment of ACSS has been completed in the respective region. Until then,
automated versions (Figure 16-2) of the SBCJ are authorized, if approved by DeCA HQ-RMA. For
additional information, refer to Chapter 19, “ Accounts Control Support System” or the ACSS User’s
Manual.

b. Each SBCJreflects al transactions for a business month. All transactions for a business
day will be entered into DIBS and on the SBCJ within 24 hours of receipt/sale. For rollup deliveries, the
godl is currently five days because of the need to reconcile with the distributor. The ACS will post the
assigned block number, provided on the SAL, to the SBCJon adaily basis.

C. At the commissary/CDC level, documents are posted to the proper records and controlled
within the operation. The document log for each day will be used to reconcile with the amounts recorded
on the SBCJ. Any differences (such as unprocessed receipts/sales transactions) shall be included in the
next day's business on a separate block. The large volume of documents received at or generated by the
commissary/CDC dictates a blocking process to reduce the number of submissions to the ARBU.

d. Upon receipt of the SBCJ, ARBU will verify the SBCJ with the financial system’s
generated listings. The ACSs will respond to requests from the ARBU for additional information within
24 hours.

16-2. CONSTRUCTION OF BLOCK CONTROL NUMBERS.
The block control number is a3 digit alpha/numeric combination. It identifies a specific group of
documents and helps control the movement of documents. DIBS will automatically assign the block

numbers. Construction of the 3-digit block control number is as follows:

a The first position is the month transaction code. The month transaction code is an alpha
code that identifies the month of the transaction. The alpha month codes to be used are:

OCT-B FEB - F JUN - K
NOV -C MAR-G JUL -L
DEC-D APR-H AUG-M
JAN - E MAY -J SEP-N
b. The second position is the department designation. This position is used to designate

whether items are grocery, meat, produce department items and within those departments whether a
transaction is a Voluntary Price Reduction (VPR), Merchandise Coupons, Vet Samples, and
Salvage/Markdowns (OCONUS stores only). The apha/numeric characters to be used for each
department are:
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COMMISSARY/CDC ASSIGNED

C.

d.

GROCERY:

TOTAL:

MEAT:

TOTAL:

GROCERY - G,H,JK,U,V,

1,2,W, XY,

7 - Grocery VPR

ARBU ASSIGNED

A
("D" for Prior Period Adjustments)

8 - Grocery Merchandise Coupons
9 - Vet Samples, Price Markdowns

MEAT - M,N,L,R

3- Meat VPR
4 - Mesat Vet Samples

PRODUCE - P,Q,ST,5

6 - Produce Vet Samples

B
("E" for Prior Period Adjustments)

C
("F" for Prior Period Adjustments)

The third position is a sequence character which is apha/numeric and begins with "A"
and runs through "Z" and then "0" through "9" thus providing 36 sequential numbers for each department
code identified in paragraph (2) above.

Examples of block control numbers possible for each department per month are as
follows: "B"(OCT) is used in the first position as the month transaction code for example purposes only.
The second position identifies the department and the third position is sequential.

BGA THRU BG9= 36
BHA THRU BH9= 36
BJATHRUBX= 36
BKA THRU BK9 = 36
BUA THRU BU9 = 36
BVA THRU BV9= 36
B1IATHRUB19= 36
B2A THRU B29= 36
BWA THRU BW9 = 36
BXA THRU BX9= 36
BYA THRU BY9= 36
B7A THRUB79= 36
B8A THRU B89 = 36
BO9A THRU B99= 36

504 TRANSACTIONS

BMA THRU BM9 = 36
BNA THRU BN9 = 36
BLA THRU BL9= 36
BRA THRU BR9= 36
B3A THRU B39= 36
B4A THRU B49= 36

216 TRANSACTIONS

Voluntary Price Reductions
TO BE USED FOR MERCHANDISE COUPON
VET SAMPLES, Price markdowns(OCONUS ONLY)

Voluntary Price Reductions
VET SAMPLES
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PRODUCE: BPA THRU BP9 = 36
BQA THRU BQ9 = 36
BSA THRU BS9 = 36
BTA THRU BT9 = 36
B5A THRU B59 = 36
B6A THRU B69 = 36 VET SAMPLES

TOTAL: 216 TRANSACTIONS

16-3. ASSIGNMENT OF BLOCK CONTROL NUMBERS FOR NON DELIVERY
TICKET/INVOICE. The DIBsassigned block number, provided on the SAL, will be posted to the
SBCJ, daily by the ACS. For ACS activities using the ACSS program, blocks are posted to the SBCJ
automatically. ACS should review and verify the blocksin ACSS daily. The assignment of block
numbers for correctionsis covered in Chapter 21, Processing Financial Corrections and Reversals.

16-4. DTI TRANSACTIONS. DTI documents will not be blocked separately. Include DTI receipts
with normal daily or roll-up input according to contract terms.

16-5. ARBU CONTROL OF BLOCK NUMBERS.

a The ARBU can assign up to 72 block numbers for each department per month. The
second position of the block numbers (current year transactions) shall consist of the following alpha
characters:

A - GROCERY B - MEAT C- PRODUCE

The same procedures (refer to paragraph 16-2) will be used for assignment of month code, department
code and sequence code.

b. The ARBU assigned block control numbers may also be used when a transaction does not
have a commissary/CDC assigned block control number that can be referenced when making adjustments.
The ARBU will notify the ACS if they assign ablock number and process a transaction that requires an
adjustment to the stores SBCJ and the reason for the action.

C. The ARBU will assign blocks for corrections to prior year transactions. The second
position will designate the departments as follows:

D - GROCERY E- MEAT F - PRODUCE
A log will be maintained by ARBU documenting the block numbers issued for the month.

16-6. SUBMISSION OF STORE BLOCK CONTROL JOURNAL. All submissions of blocked
documents will be listed on the SBCJ; however, some documents may not be ready for submission by the
last workday of the month. Therefore, it may be necessary to "hold open" SBCJs for five workdays in the
beginning of the subsequent month. This allows time for all the previous month's activity to be recorded
on the SBCJ. A legible copy of the SBCIwill be faxed by the ACS to the ARBU within seven workdays
from the end of the month.

16-7. ACCOUNTS CONTROL SECTION (ACS) PROCEDURES.
a The ACS will process the accounting transactions into DIBS on adaily basis, as
transactions are received. After completing data input for a business day an "End of Day" functionis

performed by the ACS. The system will assign block numbers for each accounting transaction processed.
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The end of day function will generate a report, the SAL, which lists all accounting transactions processed
for that day.

b. The ACS will reconcile the SAL to the source documents and record the block number
(from SAL) onto the source documents. Any unprocessed transactions or transactions reguiring
correction shall be processed in the next day's business.

C. Data from the reconciled SAL will be used to update the SBCJ. A separate SBCI will be
maintained by the ACS personnel for each commissary department/ CDC and DODAAC on a monthly
basis.

d. The ACS will forward a SBCJ to the ARBU and the commissary, weekly. (Exception:
the first weekly SBCJ for the month, generated out of ACSS, should be forward no later than the
10" work day from the beginning of the month). The ACSwill forward the final SBCJ to the
commissary officer for review and signature. The ACSwill file the signed recap page with the DIBS
SAL.

e All copies of the delivery ticket/invoice, DIBS SAL and certification letter will be filed
by month. The SBCJ will be retained at the ACS for six years and three months.

f. Instructions for preparation of the SBCJ are shown at the end of this chapter. The "Memo
Subdepartment” column will be used to post memo entries for inventory control as needed, i.e.,
delicatessen and bakery operations. Each entry in the journal represents information applicable to the
transmittal of one group of documents under a single block number.

16-8. OFFICE OF THE COMMISSARY OFFICER (OCO) PROCEDURES.

a A final copy of the SBCJ will be faxed to the OCO for review and approval by the
Commissary Officer/CDC Manager. The Commissary Officer/CDC Manager will sign and date the
SBCJ and return the signed SBCJ recap page (Figure 16-3 or 16-4) to the ACS by the second working
day from the end of the month. The statement "Block Control Number isthe last block used for the
month of " (insert appropriate block number and month) will be entered immediately below the
last entry on the SBCJ, if using the automated version (Figure 16-4), or below the recap if using the
ACSS generated SBCJ(Figure 16-3).

b. The OCO will keep a copy of the signed SBCJ for their records. The ACSwill forward a
signed copy of SBCJto the ARBU within seven working days from the end of the month. The ACS will
maintain a signed copy on file.

16-9. MISSING STORE BLOCK CONTROL JOURNAL. The ARBU will contact the ACS
Chiefs/OPP if aweekly or monthly SBCJ has not been received.

16-10. RECONCILIATION OF SBCJ WITH THE VOUCHER REGISTER AND GENERAL
CONTROL (VRGC). The ARBU shall reconcile the amounts of the sales, receipts, and adjustments
recorded on the SBCJ to the amounts processed in the DeCA inventory system, as well as, the financia
inventory balances processed in the financial system, on amonthly basis. All unprocessed and rejected
transactions shall be corrected with the goal of closing the processing month by the report due date.
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INSTRUCTIONS FOR THE PREPARATION OF THE SBCJ
(Automated or ACSS Version)

a Opening Inventory. At the beginning of each accounting period (calendar month), the
first line of the SBCJ for grocery, meat and produce will be posted with the "Opening Inventory"
(automated version) or “Beginning Inventory Balance” (ACSS version). The "Opening Inventory” or
“Beginning Inventory Balance” isthe dollar value difference between the debit and credit total posted as
the last entry to the SBCJ for the previous accounting period. The dollar value in the "Opening Inventory"
or “Beginning Inventory Balance” will be posted in the debit or balance column.

b. Balance brought forward. Upon completion of a page, a subtotal will be calculated by
adding the dollar postings in the debit and credit columns and posting the totals at the bottom of the
columns. These totals are then posted on the first line of the next page as the “Balance Brought
Forward”.

C. Heading.
(D) Accounting month. Enter the calendar month and year.

2 DODAAC. Enter the DODAAC. (Thisentry can be overprinted on the form.)

3 Department. Enter the appropriate department (grocery, meat or produce). (This
entry can be overprinted on the form.)

4 Commissary Name. Enter the name of the commissary/CDC/OPP. (This entry
can be overprinted on the form.)

d. Block No. Enter the block number. 1t will be posted on each document in the block.

e Type Trans (DIC)/Doc ID. Enter the type of transaction by DIC. SEE LIST OF DICs
AND TRANSACTIONS (Figure 16-5).

f. No. and Type Doc. Enter the total number and type of documents processed in the block.
For example, if there are 5 DD Forms 1155, enter as 5/DD 1155.

g. Trans Date (ACSS Version). Receipt/Sales Transaction date.

h. Debit. Enter the total dollar value of debit documents referred to on the document input

transmittal. Debits are transactions that increase the commissary inventory. DICs, which represents
debits, are shown at Figure 16-5.

i Credit. Enter the dollar value of credits of the documents referred to on the document
input transmittal. Credits are transactions that decrease the commissary inventory. DICs, which
represents credits, are shown at Figure 16-5.

J- Memo Subdepartment. The opening financia memo inventory for deli and bakery
operations will be entered in the "Memo Subdepartment” column of SBCJ for meat and grocery
departments respectively. To reemphasize, THESE ARE MEMO ENTRIES ONLY WHICH HAVE NO
FINANCIAL EFFECT ON THE INVENTORY BALANCE. Transactions for deli and bakery operations
are included in blocks for meat and grocery departments.

16-5



DeCAD 70-6 January 1999

INSTRUCTIONS FOR THE PREPARATION OF THE SBCJ
(Automated or ACSS Version)
CONTINUED

(@D} As transactions are blocked for processing into ASAC and entered on the SBCJ,
amemo entry will be made in the "Memo Subdepartment” column for transactions impacting deli and
bakery operations for applicable portion of each block. Block amounts increasing inventory will be
entered as a debit or increase in the "memo

Subdepartment” column and sales or other actions decreasing inventory will be entered as a credit.
Amounts entered for inventory decreases will be enclosed in brackets, i.e. (1.00).

2 A net inventory figure for deli and bakery will be provided as memo entries when
department SBCJs are finalized each month.

(3) Separate Records of Operation are required for meat, deli, and bakery operations.
These Records of Operation will be reconciled with info in SBCJ by the ACS.

k. Remarks. Enter comments or information pertaining to the transaction.

l. Date fwd. ARBU. Self-explanatory.

m. Totaling Pages of Sections of SBCJ. As soon as a page of the SBCJisfilled, it can be
totaled.

D Bring the subtotal figure of the debit and credit columns from the previous page
forward to the balance forward line on the current page. Using the balance forward figure as the first
entry, total down the debit and credit columns, recording each column total in the subtotal/total line.

2 Total up al of the receipts on that page. Record this figure on receipt line at the
bottom of page. Follow the same process for the sales.

3 When adding up the adjustments on the page--if the adjustment is in the debit
column, itisaplus, and if it isin the credit column it isaminus. If the total adjustments for the pageisa
minus figure, place total in brackets.

4 Take the subtotal/total figures from this page and put them on the next page in
the balance forward line. Continue this way until completed.

n. SBCJRECAPS (Figure 16-3 or 16-4).

(D) After completing the posting for the entire month close out the SBCJ. The recap
will be the last page for each section, using the automated version (Figure 16-4). The recap will be
provided on the last page of each section, using the ACSS version (Figure 16-3). The recap figure starts
with the opening inventory figure from page 1 of the section. To that figure add the total of the debit
column from the last page of the section and minus the credit column from the last page of the section.
That figure becomes the month ending inventory for that section. To check that figure complete the right
side of the recap sheet. Total all receipts, sales and adjustment figures from the bottom of each page,
record the cumulative figures on the right side of the recap page. After these are recorded, add the
receipts figure, minus the sales figure, the plus or minus the adjustment figure. Thiswill provide the net
change. To check this take the opening inventory figure and plus/minus the net change, it will provide the
ending inventory figure.

16-6



DeCAD 70-6 January 1999

2 Prepare arecap for each department. After all of the recaps are completed , the
Commissary Officer must sign each recap and return a copy to the ACS within two working days from
the end of the month. The signed SBCJwill be sent to the ARBU, a copy of the recap page will be sent
back to the ACS and the original will be maintained in afolder at the commissary by the Office of the
Commissary Management.
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Store Block Control Journal (SBCJ) Report Listing

Accounting Manth: August Daepartment: Meat
Dodaae:  HQCXXX Commissary Name: -t. DeCA
Block Nbr Docid Trans Date Dabit Credit Verify Balance
Beginning inventory Balance $30,388.83
MMA 1A 8/3/98 $20.081.48 $.00 Y $50,830.32

Meat 520,081.48

MMB 1A 8/4/%8 $587.30 $.00 Y $81.227.82
Meat §587.30

MMC S51R 8/1/88 $.00 $8,185.12 Y $45,042.50
Moat §8,186.12

MMOD 51R 8/2/98 $.00 $4.088.28 Y $40.858.24

Meat $4,088.26

MME 51R 8/4/88 $.00 -] Y $35,874.48
Mest $5,081.78

MMF 51R 8/5/88

’ Y $31,858.51
Maat $4,217.95
MMG A 8/8/98 68.% $.00 Y $31.818.46
Meat 3159.85
MMH S1R $.00 $3,452.68 Y $28,283.78
Mest $3,462.88
MMI 31A 8/5/88 $587.81 s00 Y $28,551 59
Meat §587.81
MMJ A ar7/e8 $2,298.81 $.00 Y $31.348.20
Meat $2,396.81
MMK B1R 2/7/98 $.00 $3,84418 Y $27.404 04
Meat $3,844.18
Receipts: $23,803.18
Sales: $28,087.95
Adjustments: 3.00
$8CJ Report Created On: $/14/88 11:40:87  Pageiofb

Store Block Control Journal (SBCJ), ACSS Version
Figure 16-1
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Figure 16-2
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Store Block Control Journal (8BCJ) Report Listing

Accounting Month: August Department: Grocery
Dodaac:  HQCXXX Commissary Name: rt. DeCA
Biock Nbr Docid Trans Date Debit Credit Verify Balance
MxXV 31A 7/31/88 $1,642.64 $.00 Y $502,825.88

Grocery $1.842.64

MXW A 8/23/98 $1.473.72 $.00 Y $904,298.58
Grocery $1,473.72 Grocery $1,473.72
MXW LA 8/23/98 $.00 $1,430.76 Y $902,888.82
Grocery $1,430.78 Grocery $1,430.78
Total Debits Total Credits Ending invantory
$1,835,958.08 §1,865,317.88 $902,888.82
Beginning Inventory Balance: $832,200.82 Receipts: $1,829,311.40
Page Totals: $70,888.20 Sales: (31.650.59038)
Ending inventory: $902,868.82 Adjustments: ($8,052.22)
Net Change: $70,688.20

Bleck Control Number MXW s the last block used for the month of August
Commissary Officer/CDC Manager Signature: Date :

sANPLE

Receipts: $1,8256.80
Sales: $.00
Adjustments: $.00

8BCJ Report Created On; 9/14/88 11:38:89 Page 14 of 14

Store Block Control Journal (SBCJ)
RECAP - ACSS Version
Figure 16-3
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RECAP — Automated Version
Figure 16-4
16-11




DeCAD 70-6 January 1999

DIC/REVERSAL

21A/K1A
21B/K1B
31A/LIA
31B/L1B

31D/L1D
31U/L1U
31V/L1V
51D/N1D
51R/NIR
51U/N1U
51V/N1V
52Q/N2Q
52T/N2T

92T/R2T

81A/QIA
81B/Q1B
81C/Q1C
81D/Q1D
82A/Q2A
82B/Q2B
82C/Q2C
82D/Q2D
82E/Q2E
82F/Q2F

DOCUMENT IDENTIFIED CODE (DIC)

SBCJ

DR/CR
DR/CR
DR/CR
DR/CR
DR/CR
DR/CR
DR/CR
CR/DR
CR/DR
CR/DR
CR/DR
CR/DR
CR/DR
CR/DR
DR/CR
DR/CR
DR/CR
DR/CR
CR/DR
CR/DR
CR/DR
CR/DR
CR/DR
CR/DR

TABLE OF CONTENTSBY DIC

Receipt Local Purchase Due-in

Receipt MILSTRIP Due-in

Receipt Local Purchase Not Due-in

Receipt MILSTRIP Not Due-in

Inventory Capitalization - From other DOD Stock Fund
Intra Division Transfer in - Outside Region
Intra Division Transfer in - Within Region
Inventory Decapitalization - From other DOD commissary resale
Cash Sales

Transfer Out - Outside Region

Transfer Out - Within Region

Charge Sales

Return to Vendor - VCM

Return to Vendor - VCM

Incoming Shipment - Gain

Physical Inventory - Gain

Standard Price Changes - Gain

Accounting Adjustment - Gain

Incoming Shipment - Loss

Physical Inventory - Loss

Standard Price Changes - Loss

Accounting Adjustment - Loss

Loss Adjustment - Transfer to PDO for salvage
Loss, Major disaster

ASAC Document Identifier Codes (DIC)

Figure 16-5
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Chapter 17
DELIVERY TICKET INVOICING

17-1. RESPONSIBILITIES. The following functional procedures are provided for the ACS
personnel and personnel in the OCO for receiving and processing merchandise for which the Delivery
Ticket Invoice (DTI) process will be used for establishing the method of payment. Delivery tickets must
satisfy the requirements established by the Prompt Payment Act as stated in the OMB Circular A-125
(Rev.) December 12, 1989 for both areceipt and an invoice. The DTI shall be furnished to the
commissary at the time of the delivery of the merchandise or a FDS Recap will be generated as arollup
invoice/receipt. A separate invoice will not be submitted to a paying office for processing. The purpose
for using DTI transactions is to reduce costs for both DeCA and industry by eliminating the need to
submit a separate invoice to the bill paying office, and the associated processing, mailing and
reconciliation costs.

a Region directors will ensure that all region offices, commissaries, and the ACS are aware
of their responsibilities for maintaining viable DSD and FDS programs in the commissaries.

b. Each commissary officer and ACS chief will ensure that DTI procedures are
implemented according to these procedures and other pre-established guidelines provided by DeCA-HQ.
The following responsibilities will be designated in writing by the ACS or commissary officer, kept
current, and maintained on file in the commissary or the ACS:

(D) A Memorandum of DTI Certification Authority obtained from the DFAS-CO.
Note that DTI certification will be performed only at the ACS if the store is serviced by an ACS.

2 Aninternal memorandum of store employees authorized to transport receipts
from the receiving area(s) to the store's OCO, for entering into DIBS, or scanning to the ACS for entering
into DIBS, isrequired for security purposes. All documents scanned to the ACS will be listed on the
transmittal 1og before they leave the store.

17-2. DTI CONTROLS. DTI receiptswill be transported from the receiving location to the OCO by
authorized store personnel, designated in writing by the commissary officer. Upon retrieving the DTIs
from the lock box, all documents will be compared to the departmental tally register (if DSD-S), or to the
day's DSD summary to ensure all receipts for the processing day are included. For stores supported by an
ACS, DTI receipts will be listed on the tally sheet and electronically scanned to the ACS. The ACS will
verify that al of the DTI receipts listed on the transmittal were received from the store. Should a
discrepancy occur the store will be notified immediately and asked to resend the missing documents.

17-3. REVIEWING DSD-S/CDC RECEIPTS.

a The vendor's representative delivering the merchandise will provide the store with the
original delivery ticket invoice or bill of lading for DSD-S/CDC deliveries when the
Requisition/Order/Receipt (ROR) worksheet is used to place the order.

b. The DTI will contain the following required elements:

(D) Name and mailing address for payment to vendor/supplier

2 Contract number

(3  Valid cal number
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(4) Date of receipt of goods
(5) Name and description of each item

(6) Quantity, unit and price for each item (for non-EDI invoices only--EDI prices are
aready established)

(7) Shipping/payment terms

(8) Name/DODAAC of the commissary to which the delivery
is being made

C. The bills of lading and ROR for DSD-S/CDC DTI receipts using electronic price quotes
must contain (packing slip may be used to obtain the information):

(@D} Name of vendor
2 Bill of lading number
(3) PIN/Contract number
4 Call number
) Date of delivery
(6) Delivery location
@) Quantity shipped
(8 DTI stamped or handwritten
d. Each DSD-S/CDC DTI receipt will be reviewed by personnel in the OCO to ensure that:
(D) The ddlivery ticket invoiceis an original
2 All invoice data elements are present
3 Prices are entered (for non-EDI invoices only)

4 Delivery tickets/receipts received subject to price verification are retrieved for
immediate resolution

e The store personnel will verify the price and quantity of merchandise received and will,
along with delivery personnel, initial any changes. If store personnel must call the company, a record of
the conversation with the company will be annotated on, or attached to, the receipt.

f. The ACS will contact the company by telephone if additional information is required to
process areceipt. The ACSwill extend and verify the extension of the DTI.

17-4. CONSTRUCTION OF INVOICE NUMBER.

a The following procedures apply for assigning an invoice number to recei pts on manual
price quotes for DSD-S/CDC shipments:
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(1) DSD-S DTI receipt amounts must be entered in DIBS by the ACS, or by
personnel in the OCO, if the store's inventory account function is not located at an ACS, no later than the
end of the second business day after receipt at the store.

2 The invoice number on the DTI will be constructed of thirteen apha/numeric
characters, using the last three positions of the DODAAC, call number, and date of receipt at the
commissary (MMDDYY), i.e., KL2A208110197 for call number A208 received at commissary HQCKL?2
on November 1, 1997.

3 For any discrepancies, afinancial correction form will be prepared and faxed to
the ARBU immediately.

4 The hard copy of the DTI or bill of lading must be retained in the stores daily
recordsfile for 6 yearsand 3 months. The DTI will befiled in adaily file, by month, if the record is
maintained at the store. For records submitted electronically to the ACS, the ACS will maintain the
automated record on a CD, disk or an automated file.

b. The following procedures apply for assigning an invoice number to receipts on eectronic
price quotes for DSD-S/CDC shipments:

(D) Invoice number will be constructed using the bill of lading number, and date of
receipt at the commissary (MMDDY'Y), i.e.,, A678560110297 for bill of lading number A678560
delivered on November 2, 1997.

2 Receipt will be processed and filed according to instructions noted above.

17-5. PROCESSING DSD DTI RECEIPTS. DSD ddliveries are received by scanning 100 percent of
the DSD items, by PIIN. Only DSD rollup companies are required to be received using these automated
procedures. After scanning al vendor items, the receiver will print a reconciliation report generated by
the automated DSD PDED program. The receiver will reconcile the vendor's delivery ticket to the
reconciliation report. During the reconciliation process, the receiver will verify the following for
accuracy:

Quantities

PIIN

Prices

Product UPCs and description

a If an item is annotated on the vendor's delivery ticket and is physically received but is not
on the reconciliation report, the receiver will manually key enter or scan the unlisted item. If the PDED
displays the item as unauthorized, then the OCO must contact the MBU for research. Under no
circumstance will the store receive an item that is not authorized.

b. If an item is unauthorized by the PDED, but the MBU determines it to be authorized, the
store may elect to receive the item. Receiving personnel will manually add the item on the DSD findl
report and annotate the name of the person at the MBU who authorized the item. OCO personnel must
contact the MBU to have the item added to the DSD item file through routine file maintenance.

C. After the reconciliation process, the receiver will print the final receipt from the PDED.
The vendor and receiver must sign the final receipt. Upon request, a copy will be furnished to the vendor.
The vendor's delivery ticket will be accepted and attached to the final receipt processed by the automated
DSD program.
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17-6. DSD PRICE DISCREPANCIES. All price discrepancies identified by receiving personnel that
affect the day's receipts must be resolved immediately to prevent the item from being stocked on the shelf
at the incorrect price. The following procedures must be followed:

a The OCO personnel will contact the MBU to get the correct current quoted price for the
item(s). The MBU will identify the difference between the current DIBS price and the vendor price,
inform the authorized store personnel immediately, and furnish a hard copy document of the vendor's
guoted price to the store to support price changes on receiving documentation.

b. If the price on the receiving report is not correct, line through the wrong price and enter
the correct quoted price. Initial the new price, and correct the extension on the delivery ticket. The
receiving section will give the delivery personnel the corrected price during the next scheduled delivery.
Receipt input may be delayed up to one business day, if price verification is required. The receipt will be
entered using the correct price verified with the MBU.

C. If the DIBS price isincorrect, the MBU will update the DIBS price. Follow-up with the
MBU or region if the correct priceis still not included on the next day's DIBS file maintenance. Notify
the receiving section of the correct price so that future deliveries can be received using the correct price.

(D) Price changes for DSD deliveries when the vendor is present:

@ Line through wrong price

(b) Enter correct price

(© Vendor initials new price

(d) OCO personndl initials new price

(e Annotate person's name in MBU contacted and date

2 Price changes for DSD deliveries when the vendor is not present:
@ Line through wrong price

(b) Enter correct price

(© OCO personndl initials new price

(d) The OCO personnel will call the company and notify it of the changes

(e Attach annotation of the person’'s name at the company and the MBU who was
contacted, and the date

d. FDS pricing errors will be reconciled with the MBU using procedures outlined above.
The ACS or authorized store personnel will not involve distributorsin resolving pricing discrepancies.

17-7. DSD DTI INPUT - DSD-DTI ROLLUP RECEIPTS.

a Before input of rollup receipts, the ACS will ensure that all deliveries for the rollup
period are reconciled with the vendor.
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b. DSD-DTI rollups must be entered in DIBS no later than five working days after the end
of the billing period.

C. The invoice number will be constructed of thirteen positions, containing the last three
positions of the DODAAC, call number, and last date (MMDDY'Y) of the rollup period, e.g.,
KL 28004103197 for every DSD vendor's rollup at store HQCKL2, for the rollup period ending October
31, 1997.

d. Verify accuracy of the DTI input with the DIBS SAL by comparing the DTI entry on the
DIBS SAL to information on the original DTI. For any discrepancies, afinancial correction form will be
prepared and faxed to the ARBU immediately. The ARBU will notify the DFAS-CO that a correction
has been received.

(D) If the payment has not been made, the ARBU will delete the DTI receipt record
and enter the corrected receipt. Thiswill generate a correct DTI for payment. A copy of the correction
letter for the DTI will be provided to the DFAS-CO to support the DTI payment.

2 If the payment has been made, the ARBU will enter the amount of the difference
between the original entry and the correct amount. Should the correct amount be greater than the original
amount, the ARBU will enter the difference as a supplemental receipt and send a copy of the correction to
the DFAS-CO to enter an invoice for this difference to generate a supplemental payment.

3 If the DTI receipt correction is less than the original amount, the credit amount is
entered by the ARBU as a supplemental credit receipt or areceipt, type action L1A, which automatically
generates an overpayment for future offset. A copy of this correction is provided to the DFAS-CO to
support the offset.

e The DTI documents and certification letter will be filed with the SAL at the ACS.
17-8. PROCESSING FDS DTI RECEIPTS.

a Distributors provide an electronic shipping file containing details of items shipped before
each FDS shipment. Receivers will reconcile each shipment by comparing the number of cases shipped
to the receipt total on the pallet load list. The actual number of cases received will be entered into DIBS.
A ROD will be generated for the difference between the shipping file and the actual number of cases
received. The commissary will provide the distributor the discrepancy report upon receipt of the shipping
file. The discrepancy reports will be used to prepare the vendor credit memorandum for the ROD rollup.

b. Proof of delivery.

(D) At the end of each rollup period, each distributor will provide one copy of its
summary level billing statement for al shipments made during the period. The document will be
furnished within three working days to allow ACS or authorized store personnel to reconcile with
distributors within the required 5-day window. For FDS/DIBS, the store will retain the distributor
manifest(s) with the FDS Pull Listing (Y PP234) on file for 6 years and 3 months.

2 ACS personnel, or authorized store personnel, if the store accountability function
has not moved to an ACS, will use the summary level hilling statement to reconcile with the distributors,
then retain the summary level billing statement after reconciliation is complete. The summary level
billing statement should be filed with the FDS rollup. The ACS or authorized store personnel will keep
these documents on file for 6 years and 3 months.
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C. For distributors, all 856 transaction sets (shipping notice/manifest) must be received at
the region no later than the day following the end of the rollup period. The shipping notices are to be
sent immediately by the distributor when the shipment isreleased. Should there be a delay, the
responsible OPP or personnel within the ACS will contact the distributor immediately and request that
they be transmitted. The failure of the distributor to acknowledge will delay the entire rollup for
processing for payment.

d. Case countsfor all deliveriesfor the rollup period will be reconciled through EDI
transaction set 812 with the distributor prior to input of rollup receipts.

e Authorized store personnel will obtain the distributor's signature on the VCM generated
for the rollup period.

f. After reconciliation, FDS-DTI receipts must be entered in DIBS no later than five
working days after the end of the rollup period. If areceiptisaDTI rollup, the ACS must ensure the
rollup total is entered and not individual deliveries.

0. The invoice number will be created automatically by the FDS/DSD system, consisting of
thirteen positions, comprised of the last three positions of the DODAAC, call number, and last date of the
rollup period, i.e., KL28004103197 for all FDS-DTI receipts at store HQCKL 2, for the rollup period
ending October 31, 1997.

h. Verify accuracy of the DTI input with the DIBS SAL by comparing each DTI entry on
the DIBS SAL to information on the original DTI. For rollups thiswill apply for the DTI entry after the
end of the rollup period. For any discrepancies, afinancia correction form will be prepared and faxed to
the ARBU IMMEDIATELY. Corrective action will be taken as stated above.

17-9. DeCA OVERSEAS ORDERING AND RECEIVING SYSTEM (DOORS) DTI RECEIPTS.
a If necessary, generate price change transactions before generating the DOORS rollup.

b. DOORS DTI receipts must be generated at the OPP and processed in DIBS no later than
5 working days after the last 856 transaction set has been received for the rollup period.

C. The invoice number will be constructed using 13 positions as follows:

D Distributor shipments: The last three positions of the OPP DODAAC, call
number and last day (MMDDY'Y) of the rollup period, i.e., CA88004103197 for all DOORS DT receipts
processed by OPP HQCCAS for the rollup period ending October 31, 1997.

2 Source loads: The last three positions of the OPP DODAAC, call number and
Demand Receipt Date (DRD) (MMDDYY), i.e., SIKA118103197 for call A118 processed by OPP
HQCSIK, or shipment with a DRD of October 31, 1997.

d. For distributor shipments, attach the certification letter to the DOORS roll-up.

e For source load shipments, attach the certification letter to the file containing the DIBS
OSA/DVD report for the block.

f. ROD: The ROD number will consist of the last three positions of the OPP DODAAC,
Call Number, OPP System date (MMDDYY).
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17-10. ROLLUP CONFIRMATION FOR OPPS AND STORES WHERE FDS IS INTEGRATED
INTO DIBS. As supporting documentation for certification of the manufacturer DTI rollup within a
distributor rollup, a print of the "pre-roll report - pulls unacknowledged by distributor" which reflects no
outstanding pulls unacknowledged by the distributor, must be attached to the DTI certification letter.

This report is verification that the rollups have been reviewed by the distributor, that the distributor agrees
with DeCA on the amounts within the rollup, and that the rollup is ready to be transmitted to DFAS-CO
for payment. This document will be provided to the DTI certifier, when the completed certification letter
is presented for signature and will be retained for 6 years and 3 months.

17-11. PRE-INPUT FILING. DSD DTI receipts will be reconciled daily and filed by vendor pending
input at the end of the rollup period into DIBS. FDS DT shipping documents will be filed by distributor.

17-12. BLOCKING. DTI documents will not be blocked separately. Include DTI receipts with normal
daily or roll-up input according to contract terms.

17-13. CERTIFICATION. DTI receipts must be reconciled with the SAL prior to certification. Should
an entry error be discovered when reconciling to the SAL, a correction letter will be prepared and
processed immediately. This correction letter will be attached to the SAL to confirm correction. After
processing the receipts, the block number and other applicable block information will be entered on the
certification letter.

a Anindividua authorized to certify DTIswill review the receipts, and any correction
letters, to ensure all required information was included and corrections made, and complete a DeCA
Delivery Ticket Certification, DeCA Form 70-52 (Figure 17-1). A single certification letter may be
prepared for DTI receipts on adaily basis. All blocks with DTI receipts may be included on one DTI
certification form.

b. A copy of the certification letter will be attached to the block or SAL. Personnel who
enter the DTI receiptsin DIBS cannot certify the receipt for payment. The individual who completes the
block and date processed section of DeCA Form 70-52 will place their initials in the remarks block.

C. Authorizations for store personnel to certify DTI documents for the store must be
obtained from DFAS-CO and retained in the OCO. (Note: If the store is serviced by an ACS, only the
ACS will certify the DTI.) The commissary officer can request certification authority for his personnel
from DFAS-CO. All requeststo add or replace certifiers must be forwarded in writing to DFAS-CO, and
areply received from DFAS-CO, before they are authorized to certify. The commissary officer may
request from DFAS-CO DTI certification approval for the deputy commissary officer, store manager,
department managers, administrative office supervisor and the commissary officer. The request must
have the original signature of the authorized commissary employee (fax signature will not be accepted)
and must contain the following elements:

(D) Printed name of authorized commissary employee to certify documents

2 Original signature of employee

3 Job position/title

4 Socia Security Number of employee

d. Authorizations for ACS personnel to certify DTI documents must be obtained from

DFAS-CO and retained in the ACS. The Chief, Resource Management Office at the Region, or the Chief,
ACS can request certification authority for ACS personnel from DFAS-CO. All requests to add or
replace certifiers must be forwarded in writing to DFAS-CO, and areply received from DFAS-CO, before
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they are authorized to certify. The request must have the origina signature of the authorized ACS
employee (fax signature will not be accepted) and must contain the following elements:

D Printed name of authorized ACS employee to certify documents
2 Original signature of employee

3 Job position/title

4 Socia Security Number of employee

e Requests for certification authority, including additions and changes, will be mailed to
the following address:

DEFENSE FINANCE AND ACCOUNTING SERVICE
COLUMBUSCENTER ATTN DFASCO FQC

4300 EAST 5TH AVENUE BUILDING #3
COLUMBUS OH 43219

f. Commissaries serving as parent stores must obtain separate certification authority for
each supported commissary. The request will be submitted to DFAS-CO using procedures outlined in
subparagraphs ¢, d, and e, above.

17-14. SPECIAL ORDERS. Invoicesfor individual source loads and special orders from FDS
companies will be treated as DSD-S DTI receipt transactions. The pricesin effect on the required
delivery date is the price for which the commissary will receive and sell the product.

17-15. FILING. The documents transmitted electronically to the ACS will be filed and maintained
electronically at the ACS for a period of 6 years and 3 months according to DeCAD 30-2. Should hard
copies be required that are not maintained at the ACS, the hard copy must be maintained at either the
store or the ACS location for a period of 6 years and 3 months. The preferred storage method is to store
documents on an electronic media at the ACS.
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DeCA DELIVERY TICKET INVOICE CERTIFICATION LETTER
(For use of this form, ses DeCAD 70-6; OFR is RM.)

COMMISSARY DODAAC

Fort Crater Commissary HQCXXX

I certify that all receipt amounts on the attached Delivery Ticket Invoices have been reconciled and are proper for payment.

TYPED NAME OF CERTIFYING OFFICIAL DATE OF CERTIFICATION
March 5, 1998

Jane Doe
SIGNATURE OF CERTIFYING OFFICIAL

FORM INSTRUCTIONS: Enter non-roilup DTI receipt transactions into DIBS by the eod of the next business day. Enter DSD-DTI
rollup receipts into DIBS NLT 3 worlkdays aftor the ed of the the rollup period. Eater FDS-DTI rollup receipts into DIBS NLT 5
workisys after the end of the roilup period.

After entry into DIBS, complete data in the biocks below.

BLoCcK DATE PROCESSED REMARKS
BHE, BNF March 6, 1998
DeCA Form 70-82,Apr 88 Supersedes DeCAF 7082, Oct 3.
E— d by 3 Federal Forms, Inc. Previous editions are obsolets.

DeCA Delivery Ticket Invoice Certification Letter, DeCA Form 70-52
Figure 17-1
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Chapter 18
PRODUCE MILSTRIP RECEIPTS

18-1. MILSTRIP. ldentified here are procedures for processing and recording requisitions made with
the Military Standard Requisitioning and Issue Procedures (MILSTRIP). The MILSTRIP system is used
to order, issue, and receive FF& V.

18-2. FF&V.

a Produce managers are authorized to requisition FF&V through their servicing Defense
Subsistence Office (DSO). Procedures set by the DSCP to make call ordersto local suppliers are to be
followed in accordance with guidance provided in DeCAD 40-4.

b. For FF&V deliveries each commissary processes areceiving report, i.e., DSCP Form
2005-2 (Standard Multi-Use Requisitioning /Shipping Document). When the items are delivered, the
in-checker verifies the actual quantity received to the quantity shipped on the DSCP Form 2005-2. The
commissary must call the DSO the day of receipt, or, if the DSO is not available, the next work day if
thereis adiscrepancy. Within this time period the DSO may allow adjustments to be made directly to the
receiving report and billings. After thistime period, the commissary must prepare a ROD SF 364 and
send to the Defense Supply Center Philadelphia, Attn: DSCP-HSQ, 2800 South 20th St., Philadel phia,
PA 19145-5099, with a copy to the Defense Finance and Accounting Service - Columbus Center, ATTN:
DFAS-CO-SAS, P.O. Box 182317, Columbus, Ohio 43218-2317.

C. All FF&V receipts will be provided to the OCO daily. The OCO will total al FF&V
receipts for the business day, assign an FF&V number to the total receipt and complete the Produce
Document Log (DeCA Form 70-14) and forward the receipts along with a copy of the produce document
log to the ACS. It will be the responsibility of the technician at the ACS to enter these summary receipts
for the day's deliveriesinto DIBS.

d. The document number will include the commissary DoDAAC, julian order date, and a
"7000" serial number, with the first receipt each day starting with 7001. The "7000" serial number is used
to identify the receipt transaction as a summary FF&V receipt. The ACS must manually assign block
numbers, if they are not system generated, for documents to be input into DIBS. The DSCP receipts will
be filed by month, by department and then in block number sequence. These receipts will be maintained
by the ACS for aperiod of six years and three months.
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Chapter 19
ACCOUNTS CONTROL SUPPORT SYSTEM

19-1. PURPOSE. The purpose of this chapter isto provide a description of the Accounts Control
Support System (ACSS). Additionally, this chapter will provide policy guidance regarding the ACSS
program. This chapter also will cover some procedural issues. Operating instructions for the ACSS
program are included in the ACSS User Manual.

19-2. DESCRIPTION. The ACSSisan automated computer program which receives data from the
DeCA Headquarters mainframe computer (from the sequent processor) after the data has been input into
DIBS and the DIBS End of Day process has been run but before the data has been entered (transmitted) to
ASAC. Data such as sales and receipts must be allocated to subdepartments by the user (ACS/MSC
personnel). Certain corrections to receipts that are entered directly into SAVES currently are not sent to
ACSS and therefore must be entered into ACSS via manual input.

19-3. STORE BLOCK CONTROL JOURNAL (SBCJ). The ACSS program will generate a SBCJ
for each department from the data entered into DIBS with some manual additions for corrections. The
SBCJ generated by ACSS is an approved automated version of the manual SBCJ. The SBCJ cannot be
finalized until al blocks have been verified. If additional blocks are added or corrections are made after
the SBCJ has been finalized, a corrected or adjusted SBCJ can be generated. ACSS does not store or
retain previous months SBCJ. Once the SBCJ s closed for a particular month, that month's SBCJ can no
longer be viewed.

19-4. INVENTORIES. A physical inventory is taken each month for meat and produce (and allocated
by subdepartments) and bakery, to be used to complete the Records of Operation. The inventory amounts
are entered into ACSS by ACS personnel. The inventory amounts may be entered as gross amounts or by
lineitem. If the inventory is taken before or after the last day of the month, the actua date of the
inventory is entered into ACSS and ACSS automatically makes the necessary adjustments.

19-5. RECORDS OF OPERATIONS.

a The ACSS will generate: a Record of Operations for the Meat Department and each
subdepartment of the meat department; a Record of Operation for the Produce Department; and a Record
of Operations for Bakery and Y ogurt, subdepartments of the Grocery Department. This only appliesto
sub-departments which are operated under BPA-type contracts where the merchandise is owned by
DeCA. The Records of Operations generated by ACSS is an approved automated version of the manual
Record of Operations.

b. The Records of Operations can be generated at any time but will not be accurate until all
blocks (which are shown on the SBCJ) have been verified. However, the SBCJ does not have to be
finalized for the ACSS to be able to produce a Record of Operations. Once the Records of Operations are
finalized, they cannot be changed. If an adjusted SBCJ is generated by the user because a transaction was
entered into DIBS after the SBCJ has been finalized, the amount of that transaction will be carried
forward to the next month automatically by the program as a prior period adjustment.

19-6. DOCUMENT RETENTION. Guidance for document retention is provided in the Chapter 16

for the SBCJ and Chapter 22 for the Records of Operation. Other documents generated from the ACSS
should be retained until no longer required.
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Chapter 20
TRANSFERS

20-1. GENERAL. Merchandise may be transferred within a store from one department to another,
from one store in aregion to another store in the same region, from CDCs to commissaries, and from a
DeCA facility in one region to another DeCA facility in another region. Any transfer must be accounted
for by reducing the inventory book value of the account that transfers out merchandise, and increasing the
account that transfers in the merchandise. See your DIBS Users Manual for additional guidance.

20-2. TRANSFERS WITHIN THE SAME REGION

a Within acommissary. Transfer of subsistence supplies between departments within a
commissary will be accomplished when required as follows:

(D) The requesting department will prepare DeCA Form 70-20, Subsistence Request
for Issue or Turn-in, in two copies listing the items and quantities to be transferred. In block 1
(REQUEST TO), enter the department that is being asked to transfer out the merchandise. In block 2
(REQUEST FROM), enter the department that will transfer in (receive) the merchandise (i.e., interna
transfer from grocery to meat department, the meat department would prepare the Form 70-20; in block 1,
"Grocery" would be listed and in block 2, "Meat" would be listed). A copy of DeCA Form 70-20 is
shown at Figure 20-1.

2 When the requested merchandise has been pulled or noted as not pulled on the
request document, the department manager (or his designated representative) of the department
transferring the merchandise out (losing department) will record the unit price of each line item on the
request document.

3 The transfer documents should be turned in to the OCO immediately after the
merchandise is pulled and prices recorded on the transfer documents. However, if any delays are
incurred, the transfer documents must be kept in alocked container until the documents can be turned
over to the OCO. The transfer documents must be turned over to the OCO prior to close of business.

4 The request document will be price extended by the OCO. Thisis done to obtain
thetotal dollar value of each line item and the total dollar value of the transfer. After the transfer
documents are extended, one copy of the transfer documents is returned to department transferring the
merchandise out to accompany the merchandise to the department receiving the transfer in.

5) The merchandise aong with the transfer documents is delivered to the
department receiving the merchandise. The department receiving the merchandise records the quantity
received on the receiving documents. After the transfer in is completed, the documents are returned to the
OcCO.

(6) The OCO will review the transfer documents and make sure there are no
discrepancies. If discrepancies are noted, the managers of both departments (the department transferring
the merchandise out and the department transferring the merchandise in) will be contacted for assistance
in resolution of those discrepancies. 1f no agreement can be reached, the records of the department
transferring the merchandise out will prevail.

@) The OCO will forward the transfer documents to the ACS NLT the next business
day following the completion of the transfer.
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(8) The ACS enters the transfer into DIBS for both the "transfer out" by the issuing
department and the "transfer in" by the receiving department, for the same items, for the same quantities,
and for the same dollar amount, based upon the documentation provided by the issuing department
(losing department).

9) The document number is assigned by DIBS when the transfer is entered into the
system. After the End of Day is completed, the ACS will record the document number on the transfer
documents. The ACS will inform the OCO of the document number assigned and the OCO will enter the
document number in the Document Log. The Document Log is covered in Chapter 15.

(10)  When thetransfer is entered into DIBS, the system assigns a block control
number (commonly referred to as the block number) for each department. The ACS must record the
transfer on the SBCJs of both the gaining and losing departments.

(11)  Thetransfer documents will be maintained on file by month, by department, and
in block number sequence. These documents may be destroyed after three years.

b. Store to store. Transfer of stocks between commissaries within aregion may be made on
DeCA Form 70-20, Subsistence Request for Issue or Turn-in for commissary resale items, or a
mechanized facsimile. The form will be prepared by the requesting (gaining) commissary and submitted
to the (losing) commissary from which the merchandise isto be transferred. The transfer will be
processed by the losing and the gaining commissary within the same accounting period and at the same
dollar value. Below are the steps for completing a store to store transfer. Below, reference is made to
DeCA Form 70-20 but other documentation (as stated above) is acceptable.

(D) The OCO of the gaining store will complete DeCA Form 70-20 or the transfer
documentation. The OCO of the gaining store will assign a document number (a 5600 series number) to
the document at the time the request is made. The OCO will enter the document number in the Document
Log. The Document Log is covered in Chapter 15.

2 Losing Store.
@ The transfer documents are forwarded to OCO of losing store.

(b) The OCO of the losing store reviews the documents to make sure all required
blocks on the Form 70-20 (or other documentation) are completed. The documentation is then sent to the
appropriate department.

(© The department fills the request and records the price and quantity on the transfer
documents. The transfer documents should be turned in to the OCO immediately after the merchandise is
pulled and prices recorded on the transfer documents. However, if any delays are incurred, the transfer
documents must be kept in alocked container until the documents can be turned over to the OCO of the
losing store. The transfer documents must be turned over to the OCO prior to close of business.

(d) Upon receiving the transfer documents, the OCO extends the transfer documents
and records the extended price and the grand total on the transfer documents. A copy of the transfer
documents is sent to the shipping department to accompany the shipment. The original transfer
documents are retained by the OCO to be forwarded to the ACS of the shipping store.

©)] The OCO forwards the receiving documents to the ACS of the shipping (losing)
store.
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® The ACS inputs the transfer out data into the business system for the shipping
(losing) store. The document number assigned by the receiving (gaining) store will be used.

(9) The ACS records the transfer out on the SBCJ of the losing store.

(h) The ACSfiles the transfer out documents by department, by block number, by
month, and by year.

3 Gaining Store.

€)] The merchandise and a copy of the transfer documents are shipped to the
receiving store.

(b) The merchandise isreceived in at the gaining store. The quantity of each line
item received is recorded on the receiving documents.

(© After shipment, the transfer documents must be kept in alocked container until
the documents can be turned over to the OCO of the gaining store; however, the transfer documents must
be turned over to the OCO prior to close of business.

(d) The OCO reviews the transfer documents for discrepancies. If discrepancies are
noted, follow the instructions in para. 20-4.

(e The OCO forwards the receiving documents to the ACS of the gaining store.

) The ACS inputs the transfer in datainto DIBS for the receiving (gaining) store.
The document number assigned by the receiving (gaining) store will be used.

(9) The ACS records the transfer in on the SBCJ of the gaining store.

(h) The ACS files the transfer in documentation for the gaining store by department,
by block number, by month, and by year.

() The transfer documents will be maintained on file for a period of three years then
destroyed.

C. CDC to store. Transfers processed through DIBS-DOORS are covered in the DIBS-
DOORS Handbook. Transfers from CDCs will be made to commissaries which are authorized to receive
CDC support. Thisincludes CONUS commissaries supported by CDCsin their region and it may include
CDC support of OCONUS commissaries within or outside of aregion. The following procedures are
applicable when a commissary routinely draws subsistence from a CDC. The transfer will be processed
by the losing CDC and gaining commissary within the same accounting period and for the same dollar
value.

(D) Request for Transfers. The supported commissary will initiate the request, by
use of a stockage list produced by a PDED, a stockage list produced by DIBS, or by other appropriate
request documents. The stockage list will be dated and forwarded (or transmitted) to the supporting
central distribution center for supply action.

2 Shipping. When the regquested merchandise has been pulled or noted as not-in-
stock on the stockage list, the completed stockage list will be price extended. The price extension may be
computed automatically by the CDC business system. Price extension is done to obtain the total dollar
value of each line item transferred and the total value of the transfer. When these actions are completed,
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the appropriate person will sign and date the stockage list. The supporting CDC will then forward a copy
of the stockage list along with the requested merchandise to the supported commissary.

€)] The CDC will forward a copy of the transfer documents to its accounting section.

(b) The CDC accounting section inputs the transfer out datainto DIBS for the
shipping (losing) activity.

(© The CDC accounting section records the transfer out on the SBCJ of the losing
activity.

(d) The CDC accounting section files the transfer out documents by department, by
block number, by month, and by year.

3 Receiving. The receiving commissary will follow the receiving proceduresin
effect and verify the quantities of merchandise received. If discrepancies are found, see paragraph 20-4
for additional guidance. Appropriate personnel will sign and date the stockage list. After the transfer is
complete, secure the stockage list/receiving documents in alocked box until the documents can be turned
over to the OCO; however, the documents must be turned over to the OCO for review prior to that day's
close of business. The OCO will forward the transfer documents to the ACS NLT the next business day.

) The ACS inputs the transfer in datainto DIBS for the receiving (gaining) store.
(b) The ACS records the transfer in on the SBCJ of the gaining store.

(© The ACS files the transfer in documentation for the gaining store by department,
by block number, by month, and by year.

(d) The transfer documents will be maintained on file for a period of three years then
destroyed.

20-3. REGIONAL TRANSFERS. Transfers of stocks between regions will be processed as inter-
region transfers as prescribed in the DIBS User Manual. Adapt the procedures in paragraph 20-2 as
necessary to accommodate your business system. Transfers between regions must have prior approval of
both region headquarters. The transfers will be processed by the losing and gaining commissaries/CDC's
within the same accounting period and for the same dollar vaue.

20-4. DISCREPANCIES. Thefollowing guidance is provided to assist you in dealing with
discrepancies in the shipments you receive. Procedures for all possible situations cannot be covered
herein. Adapt these procedures as necessary for your situation. Also, check your DIBS Users Manual.

a Discrepanciesin shipment. Only atotal case count is made by commissaries receiving
merchandise from a CDC. Lineitem count is not necessary and should only be made for unannounced
internal test conducted by region to verify shipment accuracy for transfers from CDC to supported
commissaries. When a commissary total case count does not agree with the total cases shipped as
reflected on the Price Extended List, the transfer will be accepted as shipped. The actual case count will
be entered to the last page of the Price Extended List alongside the total shipped quantity. The
commissary will then inform the CDC of the discrepancy. Additionally, the commissary will maintain an
informal Overage/Shortage shipment record, which will be posted on a daily basis when discrepancies
occur. The record will contain the pull number, cases shipped, actual cases received and the daily average
case cost as reflected on the Price Extended List.
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(D) On amonthly basis, commissaries supported by a CDC will forward an
Overage/Shortage Report, which reflect daily receipts with discrepancies, to the region Chief of
Operations for information and analysis. Based on the analysis the region may perform an unannounced
line item count by tracking shipments from a CDC to the commissary experiencing excessive shortages.

2 When a CDC isinformed by a commissary of shortage in shipments, the CDC
will:

@ Check the Pull List or for any remaining Pull Tickets for the subject pull to
ensure that all denials were processed.

(b) Check the shipping areafor any pallets marked for the store but did not get
loaded to the truck.

3 The following corrections may be made for discrepancies in shipment to include
pricing errors:

@ CDC error in processing denials. The CDC will prepare DeCA Form 70-20
annotating the turn-in block in part 3 of the form. Transfer-to will be the CDC and transfer-from is the
commissary. Each line item not physically shipped but charged will be listed to include the price and
extension. The quantity block will contain actual quantity shipped and the actual quantity received is
entered to the supply action block. The dollar value of the shortage (denied) is entered to the grand total
block. An explanation of the shortage will be entered to the document under the last line. The CDC will
provide a document number (5600 series) from the Document Control Log to the transaction.

(b) The transaction will be processed as a store transfer-in by the CDC and the
issuing DODAAC will be the commissary DODAAC with the shortage. A copy of the DeCA FORM 70-
20 will be forwarded to the commissary and marked as an issue in part 3 of the form and posted to the
Document Control Log. The commissary will process the transaction as a store transfer-out using the
same dollar value and the document number provided by the CDC.

(© DIBS will generate a DIC 31V (debit) transaction to the CDC account and a DIC
51V (credit) transaction to the commissary account. The respective block numbers from the SAL will be
annotated to DeCA Form 70-20 by the CDC/commissary and attached to the Price Extended List. If the
commissary is supported by a CDC outside their region the same procedure will apply with the exception
the DICs generated will be DIC 31U and DIC 51U when the system prompt to "TRANSFER FROM
OUTSIDE REGION? N" is changed to "Y ."

b. Shipment Discrepancy-ltem Identified. When shipment shortage/overage item is
identified by a commissary. The commissary will notify the CDC of the shipment discrepancy on the
same day of receipt. The Price Extended List is annotated with the actual quantity received and the line
item short/over keyed to the automated system. DIBS will generate a Central Warehouse Discrepancy
Report listing the items. The report is attached to the Priced Extended List as verification of the
discrepancy. This action does not alter the dollar value of receipt. A commissary receipt of transfer from
asupporting CDC is always the same value as shipped.

D If the CDC acknowledges the discrepancy, the actual dollar value of the items
over/short shipped will be calculated by the commissary and be processed in the same manner described
for CDC error in processing denials.

2 If the CDC does not acknowledge the discrepancy, no credit istaken. The
informal over/short record is posted with actual quantity received by the commissary and reported to the
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region on the Monthly Overage/Shortage report. The commissary will attach a copy of all Central-
Warehouse Shipment Discrepancies Reports generated throughout a month that lists item discrepancies.

C. Pricing Error. When apricing error is identified on the Price Extended List, the
commissary will notify the CDC of the error and the CDC in turn will notify the region. The region has
the responsibility for correcting the price in the system.

(1) The CDC/commissary will prepare DeCA Form 70-20 listing the items with
pricing error to include the erroneous price, correct price and the price difference. The shipment price
difference will be entered on the Grand Total line. The CDC document number will be used if theitem is
over priced or the commissary document number is used if the item is under priced. Separate documents
are necessary if the same shipment contains over priced and under priced items. It isimportant that
proper document numbers are used, the document number is always provided by the activity that will
apply the transfer-in.

2 The same document number will be used for the transfer-in and transfer-out to
generate the Debit (DIC 31V) and Credit (DIC 51V) by using the store-to-store transfer menu described
in the DIBS Functional User Manual. If the pricing error was overpriced, the CDC will do atransfer-in
and the commissary will do atransfer-out. If the pricing error was under priced, the CDC will do a
transfer-out and the commissary will do a store transfer-in. An Explanation of the error will be entered to
DeCA Form 70-20. The document will be attached to the Price Extended List at the CDC and the
commissary. The block number will be annotated on the document after reconciliation with the SAL by
both the CDC and the commissary.

d. CDC did not ship. When the CDC staff picked the merchandise but failed to ship all the
pallets, the CDC will notify the commissary that the pallets will be shipped with the next shipment. The
pallets will be identified by the CDC that the merchandise is part of the prior shipment (state the pull
number) so the commissary will not consider the additional pallets as an over shipment.

e Wrong items shipped. In the event the CDC picks the wrong item and ships an item not
ordered, the following conditions may apply:

(D) The CDC will be notified of the shipment discrepancy. DeCA Form 70-20 will
be prepared for the dollar difference between item shipped and the item actually received by the
commissary in the same manner as described above.

2 If the dollar difference is higher than the item ordered (and charged) but not
shipped, the commissary will provide the document number and perform a store transfer-in. The CDC
will use the same document number and do a store transfer-out for the same dollar value. The CDC will
also perform a Balance-On-Hand (BOH) adjustment for the item shipped and also for the item ordered but
not shipped. If the dollar difference isless than the item ordered, the CDC will provide the document
number and perform a store transfer-in and the commissary will perform a store transfer-out using the
same document number. In the event thereis no dollar difference, DeCA Form 70-20 need not be
prepared. However, the CDC will still be required to adjust their BOH to maintain the integrity of the
CDC perpetua inventory.

(3) The debit/credit for shipments from CDC will not be automatically taken by the
commissaries. Only the region may authorize any adjustments to the commissary/CDC account based on
average case cost. This adjustment will be based on the evaluation of the commissary monthly
overage/shortage report by the region and the results of the unannounced line item tracking a shipment
from CDC to a commissary made by the region. The region may make as many unannounced spot-
checks of transfers from CDC to store as deemed necessary based on the commissary monthly
overage/shortage report which may reflect trends of excessive discrepancies.
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20- 5. TRANSFERS OF SALES. There are occasions when merchandise is received in one department,
such as grocery, and sold in a different department, such as meat. Also, merchandise may be received and
sold in the wrong department. In such an instance, determine which department the merchandise actualy
belongs. Follow the instructionsin either subparagraph a, b, or ¢ below to transfer sales or sales and
merchandise.

a Transfer of Merchandise. If the merchandise was received in the wrong department but
sold in the correct department, transfer all merchandise received in the wrong department to the correct
department adapting the procedures in paragraph 20-2a. Adequate supporting documentation and a
summarized explanation is required for al merchandise transferred.

b. Transfer of Sales. If the merchandise was received in the correct department but sold in
the wrong department, atransfer of sales must be accomplished via a corrected DD Form 707, Report of
Deposits. See Chapter 5 for preparation of a corrected DD Form 707. Adequate supporting documentation
and a summarized explanation is required for all sales values transferred.

C. Transfer of Merchandise and Sales. If the merchandise was received and sold in the
wrong department, and, it is necessary to transfer the both the merchandise and the sales to the correct
department. If thisis the case, prepare a corrected DD Form 707 to transfer the sales and adapt the
procedures in 20-2a above to transfer the merchandise. Adequate supporting documentation and a
summarized explanation for the transfer of merchandise and salesis required.

20-6. CLOSED STORES. When a store closes, inventories will be transferred to other stores or
locations. The transfers will be recorded as decreases in inventory accountability at the store being
closed. When the final items have been transferred out, the balance remaining will reconcile with the
financial balance and the differences recorded to the allowance account for the closed store.

20-7. DOCUMENT RETENTION. Transfers documents are documents that affect the store
inventory. Transfer documents will be retained for three years plus the current year.
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2|0 ssue SHEET 4 REQUEST NO.
SUBSISTENCE REQUEST FOR ISSUE, TURN-IN OR TRANSFER Olrren | Ot
(For use of this form, ses DeCAD 70-6; OPR is DO,) OF SHEETS
L. REQUEST TO: (Shipping/Lasing Activity) 8. DATE ITEMS REQUIRED 6. DOCUMENT NO. 7. DODAAC/UNIT LD, CODE
FortLee 1-26-98 HQCABCS0215601 HQCABC
{2 REQUEST FROM: (Receiving/Gaining Actily)(POC/FPhone) (8. DOCUMENT 9. ACCOUNTING PROCESSING CODE 168, BLOCX NO.
TYPEDEPARTMENT (APC)
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Use existing stock until exhausted.

Subsistence Request for Issue or Turn-In, DeCA Form 70-20
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Chapter 21

PROCESSING FINANCIAL CORRECTIONS AND REVERSALS

21-1. GENERAL. The ACS and OPP process financia corrections to current month receipts through
DIBS. The ARBU processes only those financia corrections that cannot be input through DIBS, e.g.
AIMS and/or SAVES rejects, prior physical inventory period corrections, prior month corrections, etc.
The MBU-BIll Paying Research Unit (BPRU) process financial corrections identified as payment
discrepancies on paid receipts. DeCA Form 70-88, Financia Transaction Corrections (Figures 21-1, 21-
2 and 21-3) is prepared to support most financial corrections.

21-2.  ACS AND OPP RESPONSIBILITY.

a Only current month receipts are corrected/processed by the ACS and OPP into DIBS.
Prior physical inventory period receipt errors and prior month errors discovered by the ACS and OPP are
recorded on DeCA Form 70-88 and sent to the ARBU for their input to SAVES.

b. Receipt corrections for tobacco are included in the totals for the next tobacco receipt
processed by the ACS.  The ACS shall not process areceipt correction to the origina receipt.

C. A DeCA Form 70-88 is prepared for al corrections (except those listed in 21-2a.3),
becomes the source document for the SAL, is cross-referenced to the original receipt and is filed with the
other documents on the day the correction transaction appears on the SAL.

d. A correction to an erroneously input receipt can be made in DIBS before a SAL end of
day isrun. A DeCA Form 70-88 is NOT required for these errors.

e DeCA Form 70-88 prepared by the ACS and OPP are forward to the ARBU for those
suspended transactions that appear on the “Rejected SAVES Records from Daily Cycle” listing by noon
of the day the listing prints.

f. Corrections to VCMs cannot be input into DIBS by the ACS or OPP. A DeCA Form 70-
88 is prepared and sent to the ARBU for input to SAVES.

0. The ACS and OPP will not be able to process a correction for the previous month after
the fifth work day of the next month. Instead a DeCA Form 70-88 is prepared and block numbers are
assigned by the ACS and OPP and forwarded to the ARBU for processing into SAVES.

21-3. ARBU RESPONSIBILITY. Receipt corrections for other than the current month are
corrected/processed by the ARBU into SAVES.

a During their daily review of financial reports, the ARBU may determine that receipt
corrections applicable to the current physical inventory period are needed. If required, contact the ACS
for corrective action, i.e. correction processed in DIBS or submission of DeCA Form 70-88 to the ARBU
for input.

b. Copies of DeCA Form 70-88 for DTI receipts, supplemental payments, and over
payments are sent to the DFAS center by the ARBU.

C. Since DIBS assigns the next sequential block number to receipt corrections entered into
DIBS by the ACS, specia block numbers are not assigned. The ARBU assigns specia block numbers
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(D,E,and F for prior inventory period transactions) to receipt corrections input to SAVES by them. The
ACS will assign block numbers for current inventory period corrections.

21-4. MBU-BILL PAYING RESEARCH UNIT (BPRU). Research by the MBU “EDI Research
Team” may uncover transactions needing corrections. They complete a DeCA from 70-88 and send it to
the ACS or OPP for approval. Once approved, the EDI Research Team will process the correction using
the D, E, and F blocks assigned by ARBU; notify ARBU of the transactions processed.

21-5. OTHER CORRECTIONS AND REVERSALS. The following transactions are corrected or
reversed in DIBS:

a MILSTRIP Receiving
b. Transfers

C. Store Charge Sales

d. Reports of Deposit

21-6. BLOCK NUMBERS: DIBS automatically assigns block numbers. This prevents the ACS from
using the next available block number for corrections. Therefore, the ACS will maintain a separate log of
block numbers that DIBS most likely will not assign. For example, the last second digit allowed for the
grocery department, the letter “Y”, would be assigned to be used for grocery corrections for the month of
December. All correction blocks for grocery in December would be DY A-DY 9 for atotal of 36 block
control numbers. Since DIBS cannot identify correctiong/reversals that are done manually (off-line) by
the ACS/ARBU/MBU-BPRU, a copy of the correction form is attached to the applicable automated
report.
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INSTRUCTIONS FOR PREPARATION OF THE FINANCIAL TRANSACTION CORRECTION
FORM
(DeCA FORM 70-88)

(see Figure 21-1 - Receipt Correction, Figure 21-2 — VCM Correction and Figure 21-3 — Other
Correction).

1. DATE: Use date the correction formis prepared.

2. TL#: The ACS assigns sequential transmittal letter numbers to the TL#s sent to the ARBU or
the MBU-BPRU. The TL#isarecord of what was submitted and should prevent duplicate and lost
submissions. The TL#s are assigned by using the FY and a sequential number, e.g. the first TL submitted
for FY 98 would be 98001, the second 98002, and so on.

3. TO: DeCA, DEFENSE COMMISSARY AGENCY FIELD OPERATING ACTIVITY
ARBU
5258 OAKLAWN BLVD
HOPEWELL, VA 23860 ATTN:

4. The remainder of the form is self-explanatory. Be sureto fill in all of the requested
information for the type of correction being requested, i.e. receipt, VCM, other, etc.

5. The ACSwill fax the completed form to the ARBU or the MBU-BPRU for action. The

ARBU or the MBU-BPRU processes the correction, compl etes the bottom portion of the form and Faxes
acopy back to the ACS for their records.
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FINANCIAL TRANSACTION CORRECTIONS PATE 1 e
(For use of this form, see DeCAD 70-6; OPR is RM) ! [-R6-9& | 9foca7
T FROM 100 A OC
PRINCIPAL DEPUTY. DIRECTOR OPERATIONS ODIAC)
ARBU Qomm i ssares  Uame
5258 OAKLAWN BLVD — Comiaissary)
HOPEWELL VA 23360 ATTN: FoT LcET VA 23088

(Insiallation. State. Zip)

The following correction is required for:

] veLIVERY TO WRONG BASE
*Original payments are sutomatically generated through DIBS.

Receipt originally submitted of-23-9F Block# EHR
[0 Credit Memo originally submitted (mem-dd-yyyy) Block #
— (mm-dd-yyyy)
Company _ANQEL Food, Inc. Contract a56 1777
Call 8ol 4 Terms:Net (37 0110 023 030 Discount
__(Circia One)
OrderDate [ -1-9¢ DORAS _/(—15-9¢ s 2735 b4
Block # — —
: )

DIC \ ‘\v/[ t
o D eds | S
Check one
(] P ERROR (] creoir noT TAKEN
(] KEYING ERROR RECEIPT AMT [ | CASE PACK ERROR
(] exTENSION ERROR ("] SHORTAGE ERROR
(] pricing ERROR (] MULTIPLE COMPANIES ON ONE RECEIPT
(] correcTED INPUT AUTOMATED DIBS FDS ROLLUP CORRECTIONS®
D WRONG ITEM ON RECEIPT DAUTOMATEDDSDROLLUPCORRECW INCREASE BY: /309'0?

DECREASE BY:

HAS NO EFFECT:

CORRECT ENTRY (iused for receipts and VCMs only)
Block# EX4 Dae | -3 -G§f DIC 3/A

pIN 405G 70717 cal _§O0/4

pODAAC [*@CLHG e

Amount 4137 76

OrderDate | =1 ¥4 DORAS /-/5-9§

CORRECT ENTRY (used for tranzactions other than receipts and VCMs}

Block # DODAAC

DIC Document # Amount

PREPARED BY PHONE

/Iju,u\p LAC,(A,,. (€D 713 ~19 8¢
CORRECTION GOMPLETED BY Y DATE
id e H /-29-9°%
DeCA Form 70-88, Jan 1998 Supaersades DeCAF 70-88, Nov 1984 Previous editions are obsoiats.

Thin ferm was siecironically prosucesl by Ells Fedessl Fomms, inc.

Financial Transactions Corrections Form, DeCA Form 70-88

Figure 21-1
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FINANCIAL TRANSACTION CORRECTIONS
(For use of this form, see DeCAD 70-6: OPR is RM)

12/10/97 Q8018
| f1of

PRINCIPAL DEPUTY, DIRECTOR OPERATIONS
ARBU

mon T 9C HGL
Oom my ssa,rmb?wc)f\/amé

5258 OAKLAWN BLVD :
HOPEWELL VA 23860 ATTN: Chfce ??A h 3582

(nstallation. State,Zip)

The following corvection is required for:
(O Receipt originally submitted Block #
® Credit Memo originally submitted (mm-dd-vyy) | /0997 Block# __ DH YV
(mm-dd-yyyy)
Company Ancer E)ODS, dne. Contract a5G 7777
Call L0094 Terms: Nt 37 [110 023 130 Discount
(Circle One}
Order Date DORAS $ (/.60
fr\\ [\ T\ [/ N |
Block # b | M1 D) =1
\J
) |
IC L/ —| L
v EyTendED TACorrecTL 5/

Check one
[] pmnerror ] crEDIT NOT TAKEN
7] KEVING ERROR RECEIPT AMT || CASE PACK ERROR
fX] exTension error [[] sHorTaGE ERROR
(] ricwG ERROR [[] MuLTIPLE COMPANIES ON ONE RECEIPT
(] correcteD NeUT [T] AUTOMATED DiBS FDS ROLLUP CORRECTIONS®
] wrona rTEm on RecEPT ] AUTOMATED DSD ROLLUP CORRECTIONS® INGREASE BY:
] DELIVERY YO WRONG BASE DECREASEEY: (0.00
*Oviginal payments are sutomatically generated through DIBS. HAS NO EFFECT:

CORRECT ENTRY (used for receipts and VCM: only}

Block# DY X Date ;z/oQ/CW piIc J27  DODAAC HQCHQA
PIN C16€7 1771 Call b00Y Amount 5/ L0
Order Date DORAS
CORRECT ENTRY (used for transacnons other than receipts and VCMs)
Block # DODAAC
DIC Document # Amount
PREPARED BY PHONE

John  Ashiey (7150) §34-1 133
CORRECTION COMPLETED BY DATE

J S -M M& I Q_/ / l/ 9 7
DeCA Form 70-38, Jan 1998 Supersedes DeCAF 70-88, Nov 1934, Previous editions are obsolets.

This form was sisctonioally produced by Gite Fedenml Forme. iInc.

Financial Transactions Corrections Form, DeCA Form 70-88
Figure 21-2
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FINANCIAL TRANSACTION CORRECTIONS | DATE | L
(For use of this form, see DeCAD 70-6: OPR is RM) | ! / 13/9 \ 9¥020

T0 | FROM 1 GO

PRINCIPAL DEPUTY. DIRECTOR OPERATIONS | HGCHG DODAAC)

ARB% BLVD Oomm‘ SSARY /\JATY)E

5258 OAKLAWN BL (Combissary) :

HOPEWELL VA 23860 ATTN: ‘ Foer Lee, VA QA3EEF

Anstallation, State Zip)
The following correction is required for:
{7 Receipt originally submitted Block #
O Credit Memo originally submitted (mm-dd-yyy) Block #
(mm=dd-yyyy)
Company Contract
Call Terms: Net 007 (110 023 (130 Discount
(Circla One)
Order Date DORAS s
Block# DN L Originally submitted (2]0k]98
. {mom-dd-yyyy)
pic 51 R Document# HGCHGLT23G 5503 Amount ¥ 7, 100.00
PROBLEM
(lash Sale  Reavrdecd  Tnpoereetly, (occeeted DDTET
. ]

Check one s ATTACHED
(] pmeRROR [[] creoiT NOT TAKEN

(7] wmoNa [TEM ON RECEPT INCREASE BY
(] DELIVERY TO WRONG BASE DECREASEBY: (.00
“Original payments are sutomaticaily generated through DIBS. HAS NO EFFECT:
CORRECY ENTRY (ised for receipts and YCMs only)
Block # Date DIC DODAAC
PIIN Call Amount
Order Date DORAS
CORRECT ENTRY (ised for transacaons other than receipts and VCM3)
Block# _ DRV DODAAC H¢C HOC
DIC 5/’2 Document# HGCAGCQ 733555 Amount# ’f, 0/0.¢0
PREPARED BY - PHONE
3 .
Manew  Duw (306) GGG 4577
CORRECTION COMPLETEDBY DATE
\Slﬂw% //'4/95
DeCA Form 70-88, Jan 1990 Superseces DeCAF 7088, Nov 1984, Previous editions are obsolets.

Thia ferm was eisctmninaly produced by Eille Fedesmi Forma, ino.

Financial Transactions Corrections Form, DeCA Form 70-88
Figure 21-3
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Chapter 22
ACCOUNT STATUS FOR MEAT AND PRODUCE OPERATIONS

22-1. GENERAL. The meat and produce department managers are responsible for operating their
departments without a loss to the Government. The departments are authorized to sell items at above or
below cost to maintain the account within the authorized allowance as stated in their respective directives.
Currently, the meat department has an allowance of .3 per cent gain, no loss allowed. The produce
department has an allowance of .8 per cent gain with no loss allowed. Immediately after the annual
accountability inventory, the book value is adjusted to the physical value, which has the effect of
adjusting the gain/loss to zero. Between accountability inventories, the account status is tracked by
computing the Records of Operations (ROS).

22-2. REPORTING REQUIREMENTS.

a To assess the account status of meat and produce, an RO must be completed for each
department at least monthly. However, department managers, higher commissary management, Zone
Managers, or Region Directors may require an RO be prepared more frequently.

b. Supported stores are not required to prepare an RO or to record item markdown/salvage
values. A supported store is defined as a store that does not receive meat or produce from any source
other than the parent or supporting commissary. However, at their discretion, Region Directors and/or
accountable officers may require that a supported store or stores prepare the RO (at intervals deemed
appropriate), and record and track markdown/salvage values. Other measures deemed appropriate to
maintain accountability may also be taken.

22-3. PHYSICAL INVENTORIES. A physical inventory will be conducted to cover the period
covered by the RO. The department managers will be responsible for conducting an inventory 1AW
DeCAD 40-3 or 40-4 and providing the results to the OCO. The department managers will record the sell
price of the merchandise by line item on the inventory documents.

a The inventory will always be conducted after close of business and normally on the last
business day of the reporting period covered. The inventory of backup storage areas may be scheduled to
begin shortly before close of business. If this occurs, mark the areainventoried with a message similar to
thefollowing: INVENTORY IN PROGRESS-DO NOT REMOVE MERCHANDISE UNTIL
INVENTORY IS COMPLETE.

b. With the commissary officer's approval, the inventory may be conducted up to 5 days
before the end of the reporting period or up to 3 days after the end of the reporting period for the mest
department. This should be the exception, not the norm.

C. If the inventory is conducted before or after the end of the reporting period, an adjusted
inventory must be calculated so the dollar value used on the RO will be asif the inventory had been taken
on the last day of the reporting period. Use the following procedures that apply to your situation:

(D) If the inventory is conducted before the last day of the reporting period, the dollar
value of merchandise received from the time of the inventory until the end of the reporting period must be
added to the dollar value of the inventory. The dollar value of sales covering the same period must be
subtracted from the dollar value of the inventory.

2 If the inventory is conducted after the last day of the reporting period, the dollar
value of merchandise received after the last day of the reporting period until the time of the inventory
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must be subtracted from the dollar value of the inventory. The dollar value of sales covering the same
period must be added to the dollar value of the inventory.

d. Inventory documents will be forwarded to the OCO immediately after completion of the
inventory.

22-4. OFFICE OF THE COMMISSARY OFFICER. The OCO will check the inventory data, to
include prices, extend each line item, and calculate the total dollar value of the inventory. The OCO will
provide the ACS the inventory data, viaan Inventory Certification letter, by COB of thefirst (ACS)
business day following the end of the reporting period or the first business day following the date of the
inventory, which ever islater. At thetime that the inventory datais provided to the ACS, the OCO will
also provide any other data/information required to complete the RO that has not already been provided.

22-5. ACCOUNTS CONTROL SECTION.

a Preparing the RO is a function of the ACS. An example of the Record of Operation,
DeCA Form 40-10, is shown at Figure 22-1. Instructions for completing the RO are provided on the
back of page 1 of the form.

b. The ACS will receive the Inventory Certification letter from the OCO. Inventory data
will be used to complete the RO for that period. The ACS will complete the RO and submit a copy to the
department manager for review by the 5th work after the end of the accounting period.

D Prior to finalizing the RO, the ACS will reconcile the RO to the SBCJ. The ACS
will annotate on the RO (in the remarks section) that the RO has been reconciled to the SBCJ or an
explanation must be annotated indicating why the RO has not been reconciled to the SBCJ.

2 Prior to finalizing the RO, the ACS will reconcile the RO with the appropriate
department manager.

3 All corrections must be submitted to ARBU by the 5th ARBU business day
following the end of the reporting period in order for the corrections to be included in the current month's
RO.

C. After the RO is reviewed, reconciled, and approved, but not later the 8th business day
after the end of the accounting period, the department manager will provide his comments on the RO.
The RO will then be finalized by the ACS.

d. A copy of the RO is sent to the department manager to use to make price lists for the next
accounting period. The original RO is sent to the commissary officer for review, approval, and signature
NLT the ninth workday after the end of the accounting period.

e A signed copy of the RO isdue at the region NLT the 12th workday after the end of the
accounting period. A signed copy of the RO will be provided to the department manager for his records
in support of his price changes.

f. Systems generated versions of the RO are authorized with prior Headquarters and/or
Region review and approval. ROs generated by the Accounts Control Support System (ACSS) will
become the DeCA approved authorized version of the RO when the ACSS program as is deployed.

g. The ACS will maintain asigned copy the ROs on file.

22-6. OTHER RESPONSIBILITIES.
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a The department managers should review the SAL, the Document Log, and the daily
receiptstally register to verify that all transactions that affect their account status have been accurately
processed into DIBS during the accounting period.

b. Sales figures for the last business day of the accounting period are not to be provided to
the meat or produce department managers until the inventory has been completed and provided to the
OcCO.

22-7. ACCOUNT STATUS. The ARBU will post result of an accountability inventory (gain or [0ss)
to the VRGC as a debit or credit, as appropriate. Region, ACS, and Commissary personnel will be
informed of the results of the accountability inventory viathe Consolidated Statement of Gaing/L osses.
The book inventory of each department will be adjusted to equal the physical inventory as soon as the
results of the accountahility inventory are known. Each department will begin the new accountability
period with a zero gain/loss status since the account has been adjusted to the actua physical
accountability inventory value.

22-8. DOCUMENT RETENTION. ROs and the supporting inventory documents are administrative

documents in that they are management tools, not accountable inventory documents. A copy of the final
RO will be retained by the store for one year plus the current year then destroyed.
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Record of Operation, DeCA Form 40-10
Figure 22-1.
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PAGE OF PAGES

INSTRUCTIONS FOR COMPLETING DeCA Form 40-10, Record of Operation

COLUMN
(A)  --This is the cumulative status from beg‘innin%of the current accountabilit{ inventory period to the end of
rrevmus month. This column will be blank when preparing the report for the first month beginning after
he accountability inventory.
(B)  --This column is used to record the results of the current accounting period month.
(C)  --This column regreseqts the combined figures of columns A and B to determine the cumulative account
SD“::,.’ and is used to bring forward to column A for the adding to column B for the next "Account Status To
ate”,.
ITEM
1 ~  Use the "Inventory Period” column 1 to record the dollar value of applicable transactions occurring
only during the specific evaluation period. The beginning inventory recorded on Line 1 is the ending
inventory irom the preceding evaluation peried.
Use the "Inventory Status, Accounting Period to Date” column 2, to record the total accumulated dollar
value of transactions from the beginning of the accounting period. The beginning inventory recorded on
Line 1 is the ending inventory from the preceding accounting period.
1A-F -  Posttransactionsthat are applicable to each line and column.
2 - Record the dollar value of "ending inventory” applicable to each column
3 - Self-explanatory.
4 --Self-explanatory.
5 -~ Self-explanatory.
6 - IfLine 3 is greater than Line 5, there is a loss. [fLine 3 is less than Line 5, there is a gain.
7 -~ Self-explanatory.

REMARKS.  Use this block to record any actions being taken to adjust the account when gain/oss is outside the
applicable percentages or to record any other circumstances affecting the account, such as a
port of Survey is being submitted, ete.

SANMIPL

DeCA Form 40-10, Jul 93 1

Record of Operation, DeCA Form 40-10
Figure 22-1 (Continued)
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Chapter 23
ACCOUNTABILITY INVENTORY REPORTING

23-.  ACCOUNTABILITY INVENTORY. An accountability inventory will be taken during the
designated period each fiscal year to determine the account status of each commissary department and
CDC. Theregion director will provide the inventory schedule for each of the commissaries and CDCsin
their region to DeCA Headquarters (HQ), Contracting Business Unit according to the guidance provided
by the Contracting Business unit (European Region excluded). At least 30 days in advance of the actual
inventory cutoff date, the planned inventory date will be confirmed by fax message to DeCA HQ, ARBU.

23-2. ACCOUNTING VARIANCE. To permit practical operation of the grocery, meat, produce, and
central distribution center accounts, an operational variance for each department as follows is allowed
based on the total sales/issues (transfers) between accountability inventories:

- Grocery (CONUS .0 percent and OCONUS .0 percent gain or |0ss).
- Meat Department (0.3 of | percent gain, no 10ss).
- Produce Department (1.0 of | percent gain, no 10ss).
- Central Distribution Center (0.2 of | percent gain or |0ss).
23-3. PREPARING FOR INVENTORY.

a Price Checks. Itemswill be inventoried based on the sell price in effect on the inventory
cutoff date. A complete price check should be conducted during the seven calendar days prior to the
inventory date.

b. Store Shelf Labels. Make sure accurate shelf price labels are in place prior to the
inventory date.

C. Pricing Warehouse Merchandise. Prior to inventory, shelf labels will be generated
reflecting the current sell price and placed on each warehouse stocked item. Commissaries/CDC without
label producing capability will write the current sell price on the case of warehouse stocked items by use
of the pricelist prior to inventory.

d. VPRs. All VPRswill be closed out prior to the day of inventory to ensure that vendor
credits are processed into the business system correctly.

e Merchandise Owned By Others. Merchandise such as contract bakery items, contract
deli items, tobacco, and any other merchandise not owned by the commissary should not be inventoried.
Merchandise of this type should be clearly marked off, (with tape or other appropriate material), with a
sign attached stating "DO NOT INVENTORY ™.

23-4. DOCUMENT IDENTIFICATION. Each receiving point will have a set of stamps, one set of
"BEFORE INVENTORY" and one set of "AFTER INVENTORY" stamps. All accounting documents
will be stamped as described below.

a All accounting transaction documents, e.g. receipts, transfers, etc., received during the

seven calendar days prior to the designated inventory date will be stamped "BEFORE INVENTORY" by
the commissary receiving personnel. OCO will make sure all documents are so stamped.
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b. Any documents representing accounting transactions occurring while the inventory was
in progress (such as areceipt) may be processed as a before inventory transaction or as an after inventory
transaction, at the commissary officer's discretion.

C. All accounting transaction documents, e.g. receipts, transfers, etc., received during the
seven calendar days following the date of the inventory will be stamped "AFTER INVENTORY" by the
commissary receiving personnel. OCO will make sure all documents are so stamped.

d. Stamping the documents "BEFORE INVENTORY" will help to ensure that:

(@D} These documents are actual pre-inventory transactions occurring before the
inventory date;

2 Their values are included in the inventory counts;

3 And, they are posted to the SBCJ maintained for the correct accountability
period.

e Stamping the documents "AFTER INVENTORY" will help ensure that:
D The vaue of these documents will not be included in the inventory count;

2 The documents values will be posted to the SBCJ maintained for the next (not the
current) accountability period.

3 And, even if adocument is dated prior to the date of the inventory, the ACS will
not add its value to the preceding inventory.

23-5. MERCHANDISE RECEIVED DURING INVENTORY

a Incoming Shipments. Thoughtfulness and effort should go into the planning and
preparation for the inventory in the ordering and receiving process. Every effort should be made to avoid
receiving merchandise on the day of the inventory. However, a reasonable balance of merchandise
should be maintained and the supply of merchandise must not be disrupted. Also, shipments of
merchandise arriving while the inventory isin progress will not be rejected. The commissary officer/CDC
manager has the option of processing receipts arriving during the accountability inventory period as
before or after inventory receipts.

(1) Shipments of subsistence supplies arriving while the inventory isin progress, and
that are accounted for as items present before inventory, will be counted by the inventory team and added
to the inventory. The receiving document will be stamped "BEFORE INVENTORY" and entered into
DIBS as a pre-inventory debit to the account.

2 Shipments of subsistence supplies arriving while the inventory isin progress, and
that are accounted for as an after inventory transaction, will be segregated from on-hand warehouse stock
being inventoried, with signs posted "Do Not Count.” The receiving document will be stamped "AFTER
INVENTORY" and processed into DIBS as an after inventory transaction.

b. Transfers. Transfers of merchandise should be scheduled so that there is no merchandise
in transit as of the date of the inventory.

23-6. ACS PROCEDURES.
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a The ACS will make sure all accounting transaction documents stamped "Before
Inventory" are entered into DIBS within 48 hours (two business days) after receipt at the ACS.

b. Carefully review the Tally Registers and make sure al documentation has been received.

C. Review the SAL and make sure all entries were entered into the business system
correctly.

d. Prepare SBCJ Accurately. For the before inventory SBCJ, use the inventory date as a

cutoff. Be sure all documents are blocked and recorded on the correct SBCJ based on the "BEFORE
INVENTORY" or "TAFTER INVENTORY" stamp. Include al transactions and corrections. Include all
corrections on the SBCJ even if there has been nothing received from the ARBU showing the correction
has been input into DIBS. If the ARBU has not responded with an input date for the correction, attach the
correction to the SBCJ.

e The ACS must submit the SBCJ to the ARBU and the store OCO (for the OCO to
review) within seven working days of the date of the inventory. Express mail is authorized.

f. Any pre-inventory documents that were not input prior to completion of the inventory
process by the commissary/CDC must be forwarded to the ARBU. List any pre-inventory documents or
corrections that were not processed as before inventory on a Document Input Transmittal (DeCA Form
40-5) and send to the ARBU to be entered there. The transmittal should be sequentially numbered. This
must be done as soon asiit is discovered. After the inventory is completed, all current business is to
be entered at the ACS through DIBS.

0. Submit documentation requested by the ARBU within 24 hours.
h. Submit all correction letters as required.
23-7.  MEMORANDUM ENTRY.

a Transactions that cannot be practically entered in the accounting system within a
reasonable time after the inventory date will be reflected in a memorandum entry (memo entry) on the
SBCJ and forwarded to the ARBU by memorandum. Use the Memo Entry Vendor/Distributor worksheet
shown at Figure 23-1, and the Memo Entry Summary Worksheet shown at Figure 23-2 to prepare the
memo entry. The memo entry will be reversed out of the after inventory SBCJ and the actud figure
posted.

b. The ACS will prepare the memo entry for the store using the data provided by the OCO.
The OCO will provide the necessary data to the ACS within three calendar days after the date of the
inventory. The ACS will prepare a memorandum stating the amount of the memo entry using the Memo
Entry Summary worksheet shown at Figure 23-2 and forward the memorandum, with the Memo Entry
Summary Worksheet attached, to the ARBU NLT five workdays after the date of the inventory.

C. The following are components that make up the memorandum entry:

(D) Vendor Price Reductions. The dollar impact on inventory caused by promotions
currently in progress for which no reimbursement has been received as of the inventory date (item
movement X VPR per item = dollar impact).

2 Fat and Bones. The dollar value of fat and bones turned into the DRMO by the
meat department as of the inventory date.
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3 Rollups. Determine the dollar value of merchandise received on "rollup” between
the beginning of the rollup period and COB of the inventory cutoff date. Include that amount on the
memo entry worksheet.

4 Taobacco Products. Tobacco sales from the first of the month or the sixteenth of
the month (as applicable) through COB of the inventory cutoff date must be taken into account.
Determine the dollar value of tobacco products sold since the last receipt entry. Process areceipt if the
inventory is taken on the last day of the reporting period. If the inventory date falls within the reporting
period, record the dollar value of sales since the last receipt entry on the memo entry worksheet.

) Merchandise Owned By Others. If the commissary sells merchandise owned by
others, and the sale is rung through DeCA's front end system, areceipt is processed periodically for the
dollar value of the sales. If the inventory is taken on the last day of reporting period, process areceipt in
the normal fashion. If the inventory date falls within the reporting period, sales for such merchandise
must be recorded on the memo entry worksheet and included in the total memo entry. Determine the
dollar value of the merchandise sold from the first day of the current period through COB of the inventory
cutoff date. Report the dollar value of sales since the last receipt entry on the memo entry worksheet.

(6) Returned Checks. Record on the memo entry worksheet the dollar value of any
returned checks that have been deducted from sales but have not been redeemed or entered into the
business system (and forwarded for collection) as acharge sale.

23-8. REPORTING INVENTORY VALUE.

a Inventories Conducted by Contractor. For inventories conducted by a contractor, the
dollar vaue of the inventory will be reported to the ARBU according to the Performance Work
Statement. Normally, the requirement would be not later than three workdays after the date of the
inventory. The dollar value of the inventory will be reported on an Inventory Certification statement,
which must be signed by a representative of the inventory team who conducted the inventory in that store
and department.

b. Inventories Conducted by In-House (DeCA) Personnel. For inventories conducted by In-
House (DeCA) personnel, the dollar value of the inventory will be reported to the ACS not later than
three work days after the date of the inventory. The ACS will report the dollar value of the inventory to
ARBU within two business days after receipt of the inventory documents from the store. The dollar value
of the inventory will be reported on an Inventory Certification statement, which must be signed by a
representative of the inventory team who conducted the inventory in that store and department, and the
Commissary Officer.

23-9. REPORTING ACCOUNT STATUS.

a The ARBU will prepare DeCA Form 70-23, Consolidated Statement of Gain/Loss, for
each region using the certified inventory statement sent by the inventory contractor/commissary officer.
Copies of the consolidated Statement of gains and losses will be forwarded to HQ, DeCA, to the
following:

Director, Plans and Policy Directorate (PL)

Property Accountability Business Unit (PABU)

Director, Resource Management, ATTN: RMA

A copy will also be furnished to the respective region director.
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b. The ARBU will prepare weekly updates of DeCAF 70-23 and provide copies the offices
listed above and the respective region directors to inform them of their commissaries’ accounts status.
Upon receipt of the updated DeCAF 70-23, each region will inform commissary officers of the account
status of each department as reported on 70-23.

23-10. PRIOR PERIOD ADJUSTMENTS. To reduce prior period adjustments, adjustments to the
book inventory will be governed by the following:

a Adjustments to the book inventory will made up based on store/ACS requests and
adequate supporting documentation up to 120 days after DeCA Form 70-22 has been completed and sent
to the responsible officer for review and comment.

b. After the point of 120 days after DeCA Form 70-22 has been completed and sent to the
responsible officer for review and comment, adjustments under $10,000 may be considered with the
region director's approval and recommendation. Under these circumstances, after the region director has
approved and recommended the adjustment be made, the request will be sent to ARBU. ARBU will send
an info copy to RMA for review. Barring an unfavorable recommendation by RMA, the request is
approved.

C. After the point of 120 days after DeCA Form 70-22 has been completed and sent to the
responsible officer for review and comment, adjustments over $10,000 must be submitted to DeCA's
Chief Financial Officer for approval.

23-11. OUT-OF-VARIANCE REVIEWS. After having been notified of an out of variance status as
reported on DeCAF 70-23, accountable officers will initiate a management review of the out of variance
account(s) within 72 hours. After the review has been completed, the region director will be informed of
the findings along with corrective actions taken. Additional corrective actions may be required as deemed
necessary by the region director.

23-12. AFTER INVENTORY BEGINNING BALANCES. After the physical inventory has been
determined, the physical inventory value will be posted to the next SBCJ as the beginning inventory. The
physical accountability inventory for meat and produce will be recorded as the opening book inventory on
the first RO following the accountability inventory and the gain/loss will be reduced to zero.

23-13. INVENTORY REVIEW. Regionswill forward a copy of the DeCA Form 70-22, Commissary
Accountability Variance Statement (Figure 23-3) to each responsible officer for review and comment.
The region director will provide additional comments as appropriate and forward a copy of DeCA Form
70-22 to DeCA HQ, PABU, for any commissary that has a department exceeding the allowable variance.

23-14. APPOINTMENT OF ACCOUNTABILITY REVIEW PERSONNEL. The region director is
responsible for determining what actions will be taken and for appointing qualified personnel to perform a
management survey or internal review of accountable records and possible circumstances causing the loss
for each account that exceeds the department's allowable variance but does not require areport of survey
IAW DeCA Directive 40-15 and DeCA Directive 40-21. When directed by the Director, DeCA,
personnel of the DeCA HQ staff will be appointed to perform areview of accountability records and
operating procedures for commissaries that exceed their allowable loss allowance.

23-15. DOCUMENT RETENTION. Inventory documents are documents that are used to support the
gain/loss for the inventory period and any adjustment made to the dollar value of the inventory in the
official accounting records. Inventory documents will be retained for three years plus the current year.
All documents must be filed by department, by block number, by month, and by year.
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MEMO ENTRY VENDOR/DISTRIBUTOR WORKSHEET

(to be used to determine Rollup Amounts)
(For use of this form, see DeCAD 70-6; OFR is RM.)

Vendor/Distributor Name Amount
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DeCA Form 70-§5, JAN 1998 This form wes slectronically designed by DeCA/SAAF using inForme Designer.

Memo Entry Vendor/Distributor Worksheet, DeCA Form 70-95
Figure 23-1
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MEMO ENTRY SUMMARY

(For use of this form, see DsCAD 70-6: OPR is RM.)

1. Total Receipt Rollups

(from Memo Eniry Worksheet)
2. Tobacco Products:

$
$
3. Contract Deli: $
4. Contract Bakery: 3

5. Merchandise Owned by Others (MOBOs):

a $

b. $

c. §
TOTAL MOBOs $
6. Bad Checks: [

7. Dollar impact of Promotions in Progress:
(VCM3 in progress)

a. s
b. §
c. $
d. $
TOTAL $

TOTAL AMOUNT OF MEMO ENTRY: $

DeCA Form 70-84, Jan 1989

This form was eiscironically designed by DeCA/SAAF using inForme. Designer.

Memo Entry Summary Worksheet, DeCA Form 70-94

Figure 23-2
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FOR PER!IOD
COMMISSARY ACCOUNTABILITY VARIANCE STATEMENT FROM To
(For use of this form, see DeCAD 70-7; OPR is RM.) April 17, 1996 April 29, 1997
COMMISSARY AND DODAAC REGION (Check one) Xi ACCOUNTABILITY
Fort Crater Commissary HQCABC Eastern 1 SPECIAL
ALLOWABLE DOLLAR VALUE OF
DEPARTMENT SALE PERCENTAGE OF ALLOWABLE :gm \‘I' :;I"Aig: Acmct;i:%im oF
VARIANCE VARIANCE
GROCERY 35,129,691 1.00 % +/~ 351,297 (160,925) - .46 %
MEAT 2,951,955 .30 % + 8,B56 1,158 .04 %
PRODUCE 1,920,017 .80 % +15,360 5,116 .27 %
cbDC
TOTAL 40,001,663 {154,651)
TOTAL VARIANCE % .39 ¢
REMARKS
|ACCOUNTABLE OFFICER (Typed Name) | SIGNATURE AND DATE
REGION DIRECTOR REVIEW
ACTION TAKEN/COMMENTS
REGION DIRECTOR (Typed Name) I SIGNATURE AND DATE
|
DeCA Form 70-22, Mar §7 Supersedes DeCAF 70-22, Mar 84 This form was siectonca ny proauced by DeCA/SAAF using inForms Deswgner

Pravious editions are obsolete.

Commissary Accountability Variance Statement, DeCA Form 70-22
Figure 23-3
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GAINS/LOSSES

24-1. GENERAL. Gainsand losses are categorized into several major types, asreflected in the
standard financial general ledger. Transactions are processed into the business systems as follows:

a Gains.

Type

Incoming Shipments
(Incls ROD) and
FDS RODs Write-off

Physical Inventory
Count ($ Value)

Standard Price
Change
Salvage and Markdowns

Accounting Adjustments

b. Losses.

Type

Incoming Shipments
(Incls RODs) and FDS
RODs Write-of f

Physical Inventory
Count ($ Value)

Standard Price
Change
Salvage and Markdowns

Accounting Adjustments

Shrinkage/Theft/
Contamination/
Deterioration

(Inclsfor CONUS-Vet
samples, Report of
Survey; For OCONUS-
Vet Samples, Reports of
Survey, Salvage and
Markdown)

81A/QIA

81B/Q1B

81C/Q1C

81D/Q1D

82A/Q2A

82B/Q2B

82C/Q2C

82D/Q2D

82E/Q2E

24-1

Input by
ACS/Comsy/CDC/OPP

ARBU

OPP
OCONUS

ACS/Comsy/ CDC

Input by
ACS/Comsy/ CDC/OPP

ARBU

OPP
OCONUS
ACS/Comsy/CDC

ACS/Comsy/CDC/ ARBU/OPP
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Type DIC Input by
Major Disaster 82F/Q2F ARBU
C. L osses such as salvage/markdowns are processed as follows:

(@D} CONUS commissaries will not maintain documentation for salvage/markdown
losses unless required by the region director/ commander as an informal record to determine the amount
of loss being experienced by a particular commissary.

2 OCONUS commissaries, which are required to maintain monthly documentation,
will record salvage/markdown losses on an Inventory Adjustment Monetary Account (DD Form 708).

@ Edible and non-edible merchandise will be processed on separate DD Forms 708.

(b) The commissary will record the current price and salvage/markdown price on a
machine tape and enter the net loss on the DD Form 708 to support credits for salvage/ markdown |osses.

(© The machine tape will be dated and signed by the salvage coordinator and
attached to the DD Form 708.

3 Routine salvage and mark down losses will be absorbed as part of the grocery
loss tolerance allowed for each CONUS commissary between accountability inventories. OCONUS
commissaries will process salvage and mark down lossesin DIBS. DIBS will generate a DIC 82C (for
markdowns) and a DIC 82E (for salvage), credit to their account and the monetary amount will not count
towards their one percent accountability loss tolerance.

24-2. RECORDING. The gain/loss adjustments will be recorded in the Document Log based upon
signed documentation of the gains/losses. Documentation shall consist of reliable records of gains and
losses.

a Losses, including shrinkage, shall be recorded in the document log based upon a signed
document by the commissary officer/CDC manager which identifies the cause of theloss. The
documentation of the loss shall include the date the loss was discovered and the total amount of the loss.
Unusua or consistent repetitive losses shall be investigated by an independent official as prescribed in
DOD 7200.10-m, "Government Property Lost, Damaged, or Destroyed.”

b. Gains shall be recorded in the document log based upon a signed document by the
commissary officer/CDC manager which identifies the gain. The documentation of the gain shall include
the date the gain was discovered and the total amount of the gain.

C. Price changes (81C/82C) shall be recorded in the document log based upon a copy of
DOORS FDS Roll-Up Price Change Report. The documentation shall be attached to the appropriate Roll-
Up.

d. The individual adjustment transactions prepared for processing shall be summarized by
block control totals and entered on the SBCJ. The SBCJ shall reflect all transactions for the of days. An
adjustment transaction should include the effective date. A copy of the document log for each day's
adjustments shall be provided to the ACS for reconciliation with the amounts recorded in the SBCJ. Any
differences (such as unprocessed transactions) shall be included in the next day's business as a separate
block.
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e The adjustment date and the store block control number should be reflected on al of the
adjustment transactions whether processed or rejected by any business or financial system.

24-3. VET SAMPLES. At thetime the medical food inspection samples are issued, the quality
assurance inspector will provide one copy of the DD Form 1222, Request For And Results of Tests, to the
commissary. This copy will serve as areceipt for the samples and requires the signature of both the
inspector and the commissary representative. Process the receipt as a DIC 82E credit to the appropriate
department for the total dollar amount of samples issued from inventory. Credit is applicable to all
commissary departments. See examples of use for credit on the Record of Operation, DeCA Form 40-10,
and in chapter 22.

24-4. REPORTS OF DISCREPANCY (ROD). The ROD for item discrepancies other than those
attributable to the shipper will be generated in DIBS FDS or DOORS and processes as DIC 81A or 82A
to the respective department (i.e., grocery, meat or produce) on the VRGC. A ROD is created once the
pull has been closed. This process will capture the information needed to create the DIBS 81A/82A
financial transactions, for transmission to AIMS. (See Chapters 3 and 4 of this directive and DeCAH 40-
3 for additional guidance).

24-5. REPORTS OF SURVEY. A DD Form 200, Financia Liability Investigation of Property Loss,
Figure 24-1 or DeCA Form 40-70, Government Property Lost or Damaged (GPLD) Survey Certificate,

Figure 24-2 will be prepared for lost, damaged, or destroyed Government property which occurs within
the commissary or CDC |AW Operating Procedures. (See DeCAD 40-15 for additional guidance.)

24-6. OFFICE OF THE COMMISSARY OFFICER (OCO) PROCEDURES. The OCO will
prepare the DD Form 200 and DeCA Form 40-70 and transmit to the ACS for input into DIBS. A copy
will be retained at the commissary.

24-7. ACCOUNTS CONTROL SECTION (ACS) PROCEDURES.

a The ACS will enter the total dollar anount of DeCA Form 40-70 on the SBCJ and enter
it into DIBS, using DIC 82E, to the respective department (i.e., grocery, meat or produce). The ACS will
maintain a copy of the DeCA Form 40-70 and a copy of SAL portion showing DIC 82E transaction in a
suspense file and forward a copy of DeCA Form 40-70 to the region for approval. The ACS personnel
will attach a copy of the DeCA Form 40-70 to the weekly/monthly SBCJ and forward it to the ARBU.

b. Upon receipt of approved/disapproved DeCA Form 40-70 from the region or DD Form
200 from PABU, the ACS personnel will pull the DeCA Form 40-70 from the suspense file. The total
dollar amount shown on the DeCA Form 40-70 submitted to the region will be compared with the total
dollar amount shown on the DeCA 40-70 sent by the region. When areport of survey isinitiated after
review is conducted of the DeCA Form 40-70 and negligence is suspected, the above action will be
carried out when the DD Form 200 is received from PABU approved.

(D) If the total dollar amount shown on the DeCA Form 40-70 submitted to the
region is equal to the total dollar amount on the DeCA Form 40-70 sent by the region, no further actionis
required.

2 If the total dollar amount of DeCA Form 40-70 submitted to the region does not
agree with the total dollar amount on the approved DeCA Form 40-70, the ACS personnel will submit a
correction form to the ARBU for the adjustment (DIC Q2E). For a pre-inventory transaction, the ARBU
will assign a pre-inventory block.
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3 If the DeCA Form 40-70 submitted to the region is not approved by the region,
the ACS personnel will submit a correction form to the ARBU to reverse the previous transaction (DIC

QZE).

C. Report of survey records are to be destroyed after five years, except Report of Survey
Files not involving pecuniary liability will be destroyed three years after completion of final action.

24-8. MAJOR DISASTER. Lossesresulting from hurricane, tornado, storm, flood, high water, wind-
driven water, tidal wave, tsunami, earthquake, volcanic eruption, landdlide, mud slide, snowstorm,
drought, fire, explosion, or other catastrophe will be processed as a Report Of Survey |IAW DeCAD 40-
15. For approved losses, the OCO will submit a copy of the Report of Survey to the ACS. The ACS will
submit a correction letter to the ARBU for processing into the financial system as DIC 82F.
Reimbursement will be made by appropriated funds.
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FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS
PRIVACY ACT STATEMENT

AUTHORITY; 10 USC 138: 10 USC 277%5: DoD Instruction ' ROUTINE USES: Nona.
T200.10: EQ 8397 i

PRINCIPAL PURPOSE: To officially report the facts ana crcumstances + QISCLOSURE: Voluntary: nowsver. refussl to expiain the
SUPPOroNg the sssasament of financim cnarges for CNOUMSIEANCES UNOSr wich the Droperty wes oet,
the oes. or " of Dol ! GRMBYEd, Of CERTTYET MY DS CONMIDENET Wit Sther
propenty. The ourpose of soicng the SSN s for ¢ factors i CtanmInIng if N INGMICUS! Wil be heid
postve entficaton. i financaasy sebis.

1. DATE INITIATED (Y YMMOD) 2. INQUIRY / INVESTIGATION NUMBER 3. DATE LOSS DISCOVERED (YYMMOO)

970203 97 007 961108
4. NATIONAL STOCXK NO. 8. ITEM DESCRIPTION 6. QUANTTTY 7. UNIT COST 8. TOTAL COST
N/A Half Galons of DeCA's Brang Ice Cream 1.300.50
8. CIRCUMSTANCES UNDER WHICH PROPERTY WAS (X one) J rost | DAMAGED & oestroveD

(ARBCH 800VONE DSOS 83 NECESENY)

rdnemnsymmuu The checks wai be maae daty.

11, INDIVIDUAL COMPLETING BLOCKS t THROUGH 10

a ORGANIZATIONAL ADDRESS (Unt Desonaton. b, TYPED NAME (Last, First Maddie inos) lr— AUTOVON / DSN NUMBER
Ofiice Symbol, Base. StataCountry. Zip Cods) | Smith, Raymond A 687-0000
Fort Crater Commissary 4. SIGNATURE . DATE SIGNED
Fort Crater, VA 23801-0001 4 ﬂ(l)‘.l( .
» A M 4 Feb 9%
12. (X one) - | RESPONSIBLE OFFICER [PROPERTY RECORD ITEMS) |} REVIEWING AUTHORITY (SUPPLY SYSTEM STOCKS)

& NEGUGENCE OR ABUSE b. COMMENTS / RECOMMENDATIONS
EVIOENT/SUSPECTED  geagmmend no haburty on the part of anyons. Thisis the first tme thi has haooen and the equipment needs

< ane) DO UPGTEaea. A wOrK Orasr Nas been subrmrtiad to correct the refngeraton aiarm System.
ﬁ (1) Yes ﬂ (2) No
¢ ORGANIZATIONAL ADDRESS (Une Ouynam ‘d. TYPED NAME (Last. First. Miadle inoai) e. AUTOVON / DSN NUMBER
Offios Symbol, Sase. State / Country, Zip Code | Lowns, Mikal 887-0000
Fort Crater Commrssary |t. SIGNATURE

r. DATE SIGNED

Fort Crater, VA 238010001 s il O[ZM"D o feh 47

13. APPOINTING AUTHORITY

8. RECOMMENDATION .. COMMENTS / RATIONALE . FINANCIAL UABILITY
X oo Approvea winout assessment of Labisty. OFFICER APPOINTED
(1) Asorove :
| I (2) Oisscorove ] (ves ] (D No
d. ORGANIZATIONAL ADDRESS (Unt Desonaton. ‘a. TYPED NAME (Lase First. Midde incal) 1. AUTOVON/ DSN NUMBER
Office Symool, Base. Siate/ Gounay, Zg Code) | Rieharcs. Portin 8. _ 687-1001
Richmond Region g BIGNATURE R . DATE SIGNED
. VA 10003 (’ & /.zt'!ﬂlld;) "G
Fort Crater, 2380 Q/tt / b /) g q
14. APPROVING AUTHORITY
a. ACTION . COMMENTS / RATIONALE c. LEGAL REVIEW
X ane) : COMPLETED IF REQUIRED
. X ane)
(1) Approve
(2) Disacorove 1 (1) Yo —1 MNe
d. ORGANIZATIONAL ADORESS (Unit Desonaton. o. TYPED NAME (Last First Midde inns) 1. AUTOVON/ OSN NUMBER
Office Symbai, Base. State / Country, Zip Coce) i
ig. SIGNATURE h DATE SIGNED
DD Form 200, FEB 81 Provious eanons are 0030N0e. S$/N 0102-LF-011-9100

Thes o wes euceRcasy Mesuces by Elids Feterm Femva. me.

Financial Liability Investigation of Property Loss, DD Form 200
Figure 24-1
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GOVERNMENT PROPERTY LOST OR DAMAGED (GPLD) SURVEY CERTIFICATE
1For use of vns form. see DeCAD 40-15: OPR is DO.)

1. ACTIVITY 2. ORIGINATOR NAME AND GRADE
Fort Crater Commrssary Wilie 8. Maran. GS-12

3. TO /Regony 4. VOUCHER NO.

Director. Richmona Region

| cerufy that the loss of or damage 1o the items descrnibed below was not caused by negligence. wiliful misconduct or
deliberate unauthorized use. ! further certify that the ioss of or damage to the tems occurfed under the crcumstances
descnbed herein.

5. (TEMNO. o PART NO. 7. NOMENCLATURE e. ary| o umTcost 10. TOTAL COST
1 Penshabie Subsistence $012.50
“LAST [TEM™
L~  e— -

n

NT\V/IL=D,

UL

———

11. TOTAL COST OF LISTED
TEMS $912.50

12. CIRCUMSTANCES OF LOSS OR DAMAGE

On 2 March 1997, at approximately 1300 hours. a walk-n freezer in the Commirssary was itentfied with a temperature of 45'F Thisuna
shouid have been st minus 18°F  The commrssary officer was notfied ang immediately went to insoect the freezer (See attacheq
statement). The amount of the ioss includes several ariferent Tems that were reviewed by the Medical Food Inspector and was found not

sutable for saie and had to be saivage.

13, DATE 14. TYPED NAME. GRADE AND ORGANIZATION  SIGNATURE
(Dust Mgr. Comsy Off. Hand Recezpe Hoiders . l
3397 Jimmie J Jackson. GS-7. Comsy "’“"1" fake~
18. REVIEWING AUTHORITY P8QQpns) 16. TO DerecrorrCommanaer
James 8. Baker, GM-14. Comsy Mgt Spec Cliyde R. Raymond. Dir. Richmond Region

17. | have reviewed the evidence pertaining 1o the loss or damage and agrea/do not agree (stnke one ouy) that the loss or
damage to the property was not due to neghgence. wiliful misconaduct, or deliberate unautherized use. The following

action s authonzed:
— Aninventory adjustment for the property which was not lost through negligence. willful misconduct. or deliberate
—- unauthonzed use.

— Repair the damaged property and charge to O&M/stock fund as fair wear and tear as damage was not caused
— by gross negligence. wiiiful misconduct. or deliberate unauthonzed use.

— The circumstances surrounding the loss or damage warrant the processing of a report of survey, DO Form 200,
— to be initiated immaediately.

" Other action (Specify)

18. DATE 19. DIR/CDR TYPED NAME, GRADE

e 2 Duprendd

3.5-97 Clvde R Ravmond. Director

DeCA Form 40-70, Jan 82
Thi 1V WS SECIOMCINY SOROSS by Eine Feders Forme. mc.

Government Property Loss or Damaged Survey Certificate, DeCA Form 40-70
Figure 24-2
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Chapter 25
COMMISSARY STATISTICAL DATA

25-1. PURPOSE. Commissary Statistical Data, reported on DeCA Form 70-21, (see Figure 25-1)
provides management indicators, information for monitoring/evaluation of commissary operations, and
workload data for staffing purposes.

25-2. OFFICE OF THE COMMISSARY OFFICER. The OCO will prepare the Commissary
Statistical Data report (DeCA Form 70-21) each quarter. The data on the report will reflect quarterly
totals as of the close of business on March 31, June 30, September 30, and December 31. Prepare the
report and forward to the Commissary Officer for review and signature. After the Commissary Officer
has approved and signed the report, make two copies (plus the original) for distribution. Send the origina
and one copy to the region by the fifth workday after the end of the above months. OCO will maintain
one copy on file at the store.

25-3. PREPARATION. Listed below are the instructions for completing DeCA Form 70-21, which is
shown at Figure 25-1. Supported commissaries must prepare a separate Form 70-21 and report
information separately from the parent commissary; "parent” commissaries must not include supported
commissary datawith its own data. If the main store also has a MINICOM operation, prepare a separate
report with MINICOM customers, coupons and hours of operation data (include the remaining datain the
main commissary report).

a Headings:

D Commissary Name. Enter commissary name (use proper installation designation,
e.g., Maxwell AFB, Hurlburt Field, New Orleans NAS, Camp Lejeune MCB), DODAAC, and State or
country.

2 Report class of store based on monthly sales:

CLASS MONTHLY SALES

Up to $500,000

$500,001 to $1,000,000
$1,000,001 to $1,500,000
$1,500,001 to $2,000,000
$2,000,001 to $2,500,000
$2,500,001 to $3,250,000
$3,250,001 to $4,000,000
$4,000,001 to $5,000,000
$5,000,001 and Up

O©CoOoO~NOUITrWNPE

3 Name of region. Enter appropriate region name.

4 Store Account Number. Enter the commissary Department of Defense Activity
Address Code (DODAAC).

) Enter quarter (1st, 2nd, 3rd, 4th) and fiscal year of information being reported.

b. Section | - Quarterly Information:
NOTE: When reporting sales, round to the nearest dollar amount.
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(D) Line 1 - Enter total salesfor Major Departments as follows: GROCERY to
include bakery, and tobacco; MEAT to include deli and fish; and PRODUCE. These salesfigures should
include cash sales (which includes cash, check, and credit/debit card sales), charge sales, WIC sales, food
stamp sales, and coupon sales. The sales figures should exclude surcharges and accessorial charges.
THEN enter the Subdepartment sales, as applicable, in appropriate columns.

2 Line 2 - Enter the total customer count for Major Departments and
Subdepartments in same manner as for Sales (Line 1, above). Source of thisinformation is the quarterly
period-to-date department reports produced from the scanning system. Commissaries without scanning
system capabilities are not required to report this data.

3 Line 3 - Enter the total number of items sold for Major Departments and
Subdepartments in same manner as Sales (Line 1, above). Again, use the quarterly period-to-date
department reports from the scanning system to obtain this data. Commissaries without scanning system
capabilities need not report this data.

C. Section |1 - Monthly Information:

NOTE: When reporting dollar value/amount, round to the
nearest dollar. When completing Section 11, be careful
NOT to include supported store data with parent store
data.

(D) Enter the appropriate three months.

2 Line 4 - Report the total customer count by month. Do not include the
MINICOM or supported store customer count in the parent store report; report MINICOM customersin
the MINICOM report only and supported store customers in the supported store report only.

3 Line 5 - Report total number and dollar amount of coupons redeemed by month.
Do not include the MINICOM coupon data or supported store coupon data in the parent store report;
report MINICOM coupon datain the MINICOM report only and supported store coupon data in the
supported store report only.

4 Line 6 - Report the number and total dollar amount of checks received by month.

) Line 7 - Report the number and total dollar value of food stamp (Food Coupon)
transactions per month.

(6) Line 8 - Report the number and total dollar value of WIC transactions per month.
@) Line 9 - Not Applicable, No Entry Required.
)] Line 10 - Report pounds of produce received during each month of the quarter.

9 Line 11 - Report the pounds of meat processed during each month of the quarter
(use the Grand Total of columns A through G on DeCA Form 40-5, Monthly Meat Tonnage Report).

(10)  Line 12 - Report the average monthly combined in-stock efficiency for al chilled
items (to include prepackaged meats and poultry), frozen foods, and semiperishable (dry) grocery items.
Do not include processed meats or produce department items in the computation, and do not use the total
number of items available on the store RSL as a base figure. Instead, count the number of shelf molding
labelsin the sales store, then count the number of items not-in-stock. Subtract the not-in-stock figure
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from the total number of shelf labels, and divide the difference by the total number of shelf labelsto
compute the in-stock efficiency rate, (i.e., 5,000 labels - 100 NIS : 5,000 labels = 98 percent in-stock
efficiency).

d. Section |1l - General Information: (Complete Section I11 only if information has changed
since the last report.)

(D) Line 13 -Report the number of regular checkout lanes, express lanes, and total
lanes.

2 Line 14 - Report the total number of active items carried in grocery, meat, and
produce; and atotal of the three departments.

3 Line 15 - Report Meat Processing and Wrapping Room square footage if cleaned
by a contractor.

e Section |V - Hours of Operation: (Complete Section IV only if information has changed
since last report.)

(@D} Line 16-22 - Report store hours open in military time for each weekday. Do not
include the MINICOM or supported store hours in the parent store report; report MINICOM hoursin the
MINICOM report only and supported store hours in the supported store report only.

2 Line 22a - Report the total hours that the commissary is open per week.
3 Line 23 - Enter any additional remarks on thisline.

f. Signature block. Type the full name and grade of the commissary officer. The
Commissary Officer must sign and date the report.

NOTE: Report the information requested in sections I11
and IV ONLY if there has been changes since the
last quarterly submission.

25-4. REQUIREMENTS. The commissary officer will review the Commissary Statistical Data report
and, after ensuring its accuracy, sign the report. OCO will submit to the region (see para 25-2) for
submission to DeCA Headquarters. The data on the report submitted to DeCA Headquarters will reflect
quarterly totals, as of the close of business on 31 March, 30 June, 30 September, and 31 December.
Regions will review reports for accuracy and completeness, and submit the original copy to HQ, DeCA-
RMPE by the 10th workday of the month.
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COMMISSARY STATISTICAL DATA
(For use of this form, see DeCAD 70-6: OPR is DP.)

COMMISSARY CLASS OF STORE| REGION ACCOUNT # QUARTER FISCAL YEAR
FT CRATER COMMISSARY 4 EASTERN HQCNEB 3RD 97
SECTION | - QUARTERLY INFORMATION
MAJOR DEPARTMENTS SUB-DEPARTMENTS
GROCERY MEAT PRODUCE DELS FISH MARKET BAKERY TOBACCO
1.DEPT 8ALES $4,817,845 $ 349,698 $ 538,969 $114,318 $ 458,490 $48,108 $ 308,489
2 OEPT CUSTOMER
cave 90176 35212 81980 21186 11384 10679 23238
3 oerTrEMssoD| 3268561 100326 446580 44595 16667 19167 25539
SECTION il - MONTHLY INFORMATION

MONTHS OF QUARTER MONTH: APR 97 MONTH: MAY 97 MONTH: JUN 97
4. CUSTOMER COUNT 45,698 46,793 44,781
8. NUMBER A DOLLAR AMOUNT OF COUPONS # $ ] s | ] [
REDEEMED 95,080 56,880 103,712 64,893 113,856 67,649

] #

€ MABER & DOLLAR AMOUNT OF CHECKS RECENVED 15508 |* 1308.408|" 15628 |* 1301022|" 14708 |® 128453
7. NUMBER § DOLLAR AMOUNT OF FOCD STAMPS [ $ # $ # H
998 5,587 1,044 5774 1,080 5,821
8, NUMBER & DOLLAR AMOUNT OF WIC VOUCHERS * $ " $ * s
REDEEMED 385 5,904 360 6,010 388 5035

#. TROOP SUPPORT SALES

19, PRODUCE POUNDS RECEIVED 162'159 172'894 153'630
11. MEAT POUNOS PROCESSED 55.93‘ 67-1‘1 &.Bm
12, AVERAGE IN-8TOCK EFFICIENCY RATE 09 29 [-1-]
SECTION Il - GENERAL INFORMATION

13. NUMBER OF CHECKOUT LANES REGULAR EXPRESS TOTAL

| 13 l 2 i 15
14. NUMBER OF LINE ITEMS CARRIED GROCERY MEAT PRODUCE TOTAL

| 15221 | 108 460 15798
18. MEAT PROCESSING/WRAPPING ROOM SQUARE FOOTAGE (If cleaned by contractor)
1846 SQUARE FEET

SECTION IV - HOURS OF OPERATION (MILITARY TIME)
1000 0 1530

s —————————

17. MONDAY 0930 T 0 . "—r_\\ T ——'_:] @

18. SUNDAY

|
18. TUESDAY 0830 T : 193 { ]
. WE! L ) L J
19. WEDNESDAY 0930 ro\'ﬂ/gog_’ (W

20. THURSDAY
0930 TO 2000
. FRIDAY
# oA 0930 T0 1900 )
SATURDAY TOTAL WEEKLY OPERATING HOURS
= 0800 TO 1700
23. REMARKS
TYPED NAME AND GRADE OF COMMISSARY SIGNATURE DATE
OFFICER

Commissary Statistical Data, DeCA Form 70-21
Figure 25-1
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Chapter 26

ACCOUNTING FOR EXCHANGE-OWNED TOBACCO
PRODUCTS IN DeCA COMMISSARIES AT CONUS LOCATIONS

26-1. PURPOSE. The purpose of this document isto provide procedures to account for tobacco
products sold in DeCA commissaries at CONUS locations. For the purpose of this document, CONUS
locations are defined as the 48 continental states, Alaska, and Hawaii. Because DeCA has agreed to pay
the Exchange Services for losses to the tobacco account that exceed .65 per cent, DeCA hasto have a
standard and reasonably efficient way of determining the gain or loss in the tobacco account. The
"reconciliation program” described below works essentially the same as the Record of Operations
although the details of this program are not exactly the same as the Record of Operations. Also, whereas
Records of Operations generally include all account transactions for a month, the reconciliation includes
all transactions during an Exchange quarter that affect the value of the tobacco account.

26-2. "TOBACCO" FILE. Each CONUS activity (as defined in para 26-1) that handles tobacco
products will establish and maintain a tobacco account file by Exchange quarter. The tobacco account
filewill contain all documents, e.g., receipts, transfer documents, sales certification, physical inventory
documents, etc, that record transactions relating to the status of the tobacco account during an Exchange
quarter.

26-3. "TOBACCO" DOCUMENT LOG. Each CONUS activity (as defined in para 26-1) that
handles tobacco products will also set up, by Exchange quarter, a tobacco document log. The purpose of
the "Tobacco" log isto track al documents that record transactions relating to the status of the tobacco
account during an Exchange quarter. A sample log is shown at Figure 26-1.

a Tobacco Document Numbers are formed using seven a pha/numeric characters as
follows:

D The first three characters of the document number represent the last three
characters of the stores DODAAC.

2 The fourth character designates the month. Use the following character

designations:

October -B April -H

November -C May -J

December -D June -K

January -E July -L

February -F August -M

March -G September  -N

(3) Thefifth, sixth, and seventh characters are numeric characters assigned in sequential

order.

For example, for DODAAC HQCABC, thefirst transaction of any kind; e.g., receipt, transfer, price
change adjustment documentation, etc., in January will have the document number ABCEQO1, the second
ABCEQ02, and the third ABCEOQ3, continuing through ABCE999 if necessary.

b. Document numbers are assigned to all tobacco transactions that impact accountability.
Form and assign a document number as described above as required. Record the next available document
number in the document log aong with other information requested. Also, record the assigned document
number to each document when received on the upper right corner.
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C. At the end of each Exchange quarter, after the physical inventory has been completed and
the inventory documents filed and logged, send a copy of the document log to the local Exchange. Also
file a copy of the document log with the tobacco documents for the quarter.

26-4. PRICING. Sales prices of tobacco products are computed by the Exchange Services and are
provided to DeCA activities by the Exchange Services. Commissaries sell tobacco merchandise (after the
surcharge has been added) at the same price as the local exchange price. The price furnished by the
Exchange Services does not include surcharge.

26-5. SALES. Salesare processed through the commissary's front end system. Credit card sales are
treated as cash sales. Charge sales are not authorized unless the customer has requested an exception to
DeCA's "No Charge Sale" policy, and, an exception (in writing) has been granted.

26-6. REFUNDS. For tobacco merchandise that is returned, only cash refunds are authorized. A sales
receipt must accompany all returned merchandise. Refunds are limited to the actual dollar value or
amount received from the customer. Amounts for coupons or other discounts cannot be refunded.
Refunds may be processed in either of the two following methods:

a System processed refunds. Refunds may be processed through the front end system if the
system has the capability to process refunds, and, the system will deduct the amount of the refund from
the cumulative sales totals for the month. However, the returned merchandise must be scanned into the
system or entered into the system by UPC. Follow the procedures in your Users Manual.

b. Manually processed refunds. Refunds which are not processed through the front end
system must be processed manually. Follow the procedures outlined in DeCA Directive 40-6.

26-7. PAYMENT PROCEDURES. DeCA isrequired to pay the Exchange Services semimonthly
(twice monthly) for tobacco merchandise sold. The first payment period covers merchandise sold during
the 1st through the 15th of each month and the second period covers merchandise sold during the 16th
through the end of the month. The amount of the payment due to the Exchange Services is based on sales
(not receipts) for the respective period. Sales data covering the payment period is captured from the front
end system Price Lookup Report (PLU) or POS-M movement report. To track and report sales (per the
PLU Report/POS-M movement report), follow the procedures below.

a Set up your front end system as follows:
(D) Establish areport code not used for any other purpose.

2 Assign the established report code to all tobacco merchandise, including
cigarettes, cigars, smokeless tobacco products, chewing tobacco, and pipe tobacco.

b. To determine the amount of sales and report that amount for the payment period of the
1st through the 15th:

(1) The front end supervisor (or his’her designate) will query the PLU Report or
POS-M movement report after close of business (COB) on the 15th day of the month. Do NOT reset the
PLU totals to zero when the sales data is collected. Forward the sales data to the OCO prior to end of
shift.

2 The OCO will review data/information in the tobacco folder. If data/information
isin the tobacco folder which will increase/decrease sales for the period covered, adjust the sales for the
period accordingly. Thisamount is the adjusted salestotals for the 1st through the 15th of the month.

26-2



DeCAD 70-6 January 1999

3 OCO will prepare the Tobacco Sales Certification and fax the Tobacco Sales
Certification (Figure 26-2) to the ACS not later than (NLT) COB of the next business day.

4 The ACS will enter the payment data (from the sales data) into DIBS as a 31A
transaction before COB of the next business day.

5) The ACS will fax the Sales Certification statement to ARBU before COB of the
same day the 31A is entered into DIBS.

Note: ARBU instructions are covered in DeCAD 70-16.

C. To determine the amount of sales and report that amount for the payment period of the
16th through the end of the month:

(1) The front end supervisor (or his/her designate) will generate the PLU Report after
COB on the last day of the month. The report generated will reflect system sales totals for the entire
month. Reset the PLU totals to zero after the sales datais collected. Forward the sales data and the PLU
report to the OCO prior to end of shift.

2 The OCO will review data/information in the tobacco folder. If data/information
isin the tobacco folder which will increase/decrease sales for the month covered, adjust the sales for the
month accordingly. Thisamount is the adjusted sales totals for the month.

3 The OCO will subtract the amount of sales reported for the 1st through the 15th
of the month from the adjusted sales totals for the month. This amount is the adjusted sales totals for the
16th through end of the month.

4 OCO will prepare the Tobacco Sales Certification and fax the Tobacco Sales
Certification and supporting documentation (PLU report/POS-M movement report) to the ACSNLT
COB of the next business day.

5) The ACS will enter the payment data (from the sales data) into DIBS as a 31A
transaction before COB of the next business day.

(6) The ACS will fax the Sales Certification statement and the PLU Report to ARBU
before COB of the same day the 31A is entered into DIBS.

Note ARBU instructions are covered in DeCAD 70-16.

26-8. TRANSFERS. Generdly, "Transfer" means moving merchandise from one activity to another
without the gaining activity (receiving activity) reimbursing the losing activity (shipping activity). The
losing activity reduces its book inventory value by the amount of the shipment and the gaining activity
increases the dollar value of its book inventory by the same amount. Transfers of tobacco products are
authorized between one DeCA activity and another DeCA activity, and between a DeCA activity and an
Exchange Service activity. The dollar value of the merchandise transferred is computed using the sell
price (shelf price) of the shipping (losing) activity. If the sell price of the merchandise is different at the
receiving (gaining) activity, the merchandise MUST be received at shipping activity's price. After the
merchandise has been received and the receiving documentation completed, a Price Adjustment Inventory
(PAIT) must be conducted for the merchandise received to account for any differencesin item prices.

26-9. SALVAGE/DAMAGED MERCHANDISE. Losses of merchandise from salvage and/or
damaged merchandise must be absorbed by the commissary if a credit is not given for such merchandise
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by the vendor/distributor. The value of Merchandise which the vendor/distributor agrees to give credit
must be determined before the merchandise is taken from the commissary. If agreeable with the local
exchange representative, damaged merchandise, such as partial cartons, which can be sold can be
transferred to the Exchange. Determine the value of any merchandise for credit is received and record the
credit using DeCA Form 70-10 or DeCA Form 70-20. Provide a copy of the documentation to support
the credit to the Exchange representative and place the original copy in the tobacco folder. Any salvage or
damaged merchandise for which credit is not received will be destroyed according to commissary
procedures.

26-10. PRICE CHANGE ADJUSTMENT INVENTORIES. To account for any gain/loss to the
inventory value of your tobacco merchandise, commissary personnel must conduct a PAI for those items
that have a price change. Use DD Form 708, Inventory Adjustment Monetary Account (Figure 26-3), to
record the data from the PAI and calculate the gain or loss. Record the old price in column 7. Record the
new pricein column 8. Subtract the amount in column 7 from the amount in column 8. Record the
difference in column 9. Count the number of units for this item and record the number of units on hand in
column 10; if the answer is a negative, it should be recorded as a negative. Multiply the value in column
9 by the number of units on hand listed in column 10. Record the answer in the correct column, either
column 11 or column 12. If the answer is a negative, the inventory lost value and the answer is a credit. If
the answer is positive, the inventory gained in value and the answer is adebit. Total the debitslisted in
column 11 and record 708 near the bottom of the page (above line 13). Tota the credits listed in column
12 and record near the bottom of the page (above line 13). Subtract the total credits from the total debits;
record the answer in the correct block of line 13 (debit block if the answer is positive, credit block if the
answer is negative). Record the next sequentia tobacco document number on DD Form 708. Provide a
copy of DD Form 708 to the local exchange representative and place the original in your tobacco folder.

26-11. PROMOTIONS

a Procedures for accounting for gains and losses to the value of the inventory resulting
from promotional and incentive programs must be adopted and followed at all commissary activities.
VPR always impact inventory values. There are two acceptable methods of accounting for inventory
gaing/losses resulting from VPRs. Both methods are described below.

(1) Determining Inventory GaingLosses By PCA Inventory. Follow the procedures
in paragraph 26-10 and calculate the inventory value at the beginning and the end of the promotion.

@ At the beginning of the promotion, a price reduction would reduce the value of
the inventory and is recorded as aloss (credit). At the end of the promotion, a price increase also
increases the value of the inventory and is recorded as a gain (debit).

(b) If merchandiseisreceived at the regular price and not the reduced (promotional)
price, determine the quantity received during the promotional period. Multiply the quantity received by
the amount of the price reduction. Record the value determined as an inventory loss (credit).

2 Determine Inventory Gaing/Losses From PLU Report. Determine the quantity
sold from the beginning of the month to the start of the promotional period from the Price Lookup Report
(PLU). Determine the quantity sold from the PLU Report at the end of the promotional period. Subtract
the beginning quantity from the ending quantity. Multiply the result by the dollar value of the price
reduction to determine the inventory loss. Record the value determined as an inventory loss (credit).

b. Provide copies of the documentation to support the inventory gains/losses to the local

exchange representative. Place the origina copy of the supporting documentation in the tobacco folder.
Include the amounts determined as gaing/losses when preparing the quarterly Tobacco Reconciliation.
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26-12. QUARTERLY INVENTORIES

a A 100 percent physical inventory of tobacco products must be conducted at the end of
each Exchange quarter. The physical inventory will be conducted jointly by commissary and exchange
personnel. The scheduled dates of inventories are the last business day of the Exchange quarter after close
of business. The ending date for Exchange quarters are April 30, July 31, Oct 31, and near the end of
January. The January date will vary from year to year. The January date will correspond with the
Exchange Services year-end inventory.

b. Approved DeCA Forms or worksheets/documents will be used to record line item counts
asthey are taken. Price verifications must be conducted and verified with the local Exchange within seven
calendar days prior to the inventory date. Approved inventory procedures will be followed.

C. Enter the DeCA shdf price at the time of the inventory for each item in the appropriate
space.

d. Reconcile the quantity and dollar value of the inventory with the Exchange Services
representative. Recount line items as required to reconcile the inventory. After the necessary recounts are
completed, make the necessary corrections and extend each lineitem. Total each inventory document.

e After all corrections have been made, complete an inventory summary sheet (listing the
totals of all worksheets). Add the totals from each worksheet and obtain a grand total. Reconcile the total
with the Exchange representative.

f. Complete, sign, and date the Inventory Certification (Inventory certification shown at
Figure 26-4). Have the Exchange representative sign and date the Inventory Certification document.

0. Create a document number as described in para 26-3, subpara a. Record the tobacco
"Document Number" (hand written) on the top of the Inventory Certification and in the Tobacco
Document Log. The document number assigned to the Inventory Certification should be the last
document number assigned for the quarter. Document numbers should have been assigned to documents
supporting all other tobacco transitions by thistime.

h. Place one copy of all inventory documents in the tobacco file. Provide one copy to the
designated exchange office. Place al documents to include handwritten worksheets, etc., in the tobacco
file.

i Attach one signed copy of the Inventory Certification document to the Tobacco
Reconciliation worksheets and forward as described in para 26-14.

26-13. QUARTERLY RECONCILIATION. DeCA isrequired to periodically reconcile the tobacco
accounts with the Exchange Services. Based on the reconciliation, if losses exceed .65%, DeCA must
reimburse the Exchange Services |osses greater than .65%. A Tobacco Reconciliation Worksheet, shown
at Figure 26-5, will be completed and submitted to the region POC monthly; this reconciliation
worksheet will be filed instead of the tobacco Record of Operation, DeCA Form 40-10. A quarterly
Taobacco Reconciliation Worksheet will be completed and submitted through your region to DeCA
Headquarters. The same worksheet is used for both the monthly and quarterly submissions. The
quarterly reconciliation worksheet will be a summary of the monthly submissions for the same period.
Complete and submit the monthly/quarterly Tobacco Reconciliation Worksheet according to the
instructions at the end of this chapter.

26-14. SUBMITTING QUARTERLY RESULTS.
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a Review the documents and make sure all entries have been accomplished. Make
corrections as necessary.

b. Place one copy of the Tobacco Reconciliation documents in the tobacco file. Forward one
copy of the Tobacco Reconciliation documents and one copy of the Inventory Certification to:

(D) Eastern Region:

) Stores in the Northern Area will submit one copy of the Tobacco Reconciliation
worksheet, the Tobacco Document Log, and the Inventory Certification to the Northern Area Point of
Contact (POC) not later than the 10th calendar day of the month following the end of the Exchange
quarter. The POC will consolidate the Tobacco Reconciliation worksheets and forward one copy from
each store in the Northern Areato the ARBU, not later than the 20th day of the month following the end
of the Exchange Quarter.

(b) Stores in the Southern Area will submit one copy of the Tobacco Reconciliation
worksheet, the Tobacco Document Log, and the Inventory Certification to the Southern Area POC not
later than the 10th calendar day of the month following the end of the Exchange quarter.

(© The POC will consolidate the Tobacco Reconciliation worksheet and forward
one copy from each store in the Southern Areato the ARBU, not later than the 20th day of the month
following the end of the Exchange Quarter.

2 Midwest Region:

) Stores in the Midwest Region will submit one copy of the Tobacco
Reconciliation worksheet, the Tobacco Document Log, and the Inventory Certification to the Midwest
Region POC not later than the 10th calendar day of the month following the end of the Exchange quarter.

(b) The POC will consolidate Tobacco Reconciliation worksheet and forward one
copy from each store in the Midwest Region to the ARBU not later than the 20th day of the month
following the end of the Exchange Quarter.

(3) Western/Pacific Region:

) Stores in the Western/Pacific Region will submit one copy of the Tobacco
Reconciliation worksheet, the Tobacco Document Log, and the Inventory Certification to the
Western/Pacific Region POC not later than the 10th calendar day of the month following the end of the
Exchange quarter.

(b) The POC will consolidate the Tobacco Reconciliation worksheet and forward
one copy from each store in the Western/Pacific Region to the ARBU not later than the 20th day of the
month following the end of the Exchange Quarter.

26-15. MAINTAINING RECORDS. All DeCA activities (from store-level through ARBU) will retain
the tobacco account documentation by Exchange quarter, by Exchange year. The most recent complete
year'sfileswill remain in the active files for at least 90 days after the final (fourth) physical inventory at
the end of the Exchange fiscal year. Unless instructed otherwise by your higher headquarters, after 90
days after the end of the Exchange fiscal year (for this purpose, consider January 31 as the end of the
Exchange fiscal year), the previous year's files may removed from the active files but must be retained for
aperiod of 6 years and 3 months.
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INSTRUCTIONS FOR COMPLETING THE MONTHLY TOBACCO RECONCILIATION
SHEET

On the spaces provided, enter the commissary name, commissary DODAAC, and the ending date of this
accountable period.

1. Enter the dollar value of the physical inventory taken on previous month. The amount entered on this
line must be the same amount as the ending physical inventory on the last Tobacco Reconciliation
worksheet.

2. Enter the total dollar value of all tobacco receipts (dollar value of merchandise received at the back
door) received for the month this reconciliation worksheet covers. Merchandise should be recorded at the
DeCA shelf price.

3. Enter the dollar value of all transfers in for the month this reconciliation worksheet covers.
Merchandise should be recorded at DeCA shelf price.

4. Enter any debits that would add to the dollar value of the inventory. For example, if the price of an
item (or items) increases, the inventory gainsin value as a result of the price increase.

5. Add the amounts entered on lines 1 through 4 and enter the sum on line 5.

6. Enter the dollar amount of total sales reported to the ARBU from the 1st through the 15th and the 16th
through the end of the month for the month this reconciliation worksheet covers. There should not be a
difference in the amount recorded on line 6 and the amount of sales reported to the ARBU.

Note: For line 6, only record sales that were reported to the ARBU for payment to
AAFES/NEXCOM.

7. If instructed to do so, record sales that have NOT been reported to the ARBU. Provide brief
explanation (attach additional sheet if necessary). Normally, no entry will be made on thisline.

8. Enter the dollar value of all merchandise transferred out of your store for the month this reconciliation
worksheet covers. Thisincludes merchandise transferred to AAFES/NEXCOM to include salvage IF
any salvage has been transferred back to AAFES/NEXCOM for vendor/distributor pickup.

9. Enter the dollar value of al credits for this period that has not been reported elsewhere. A creditisa
transaction that reduces the value of the inventory. An exampleis a price reduction. Damaged and/or
distressed merchandise should NOT be included nor should any salvage. Do NOT include price
reductions (VCMs) if credit was given to your store and you included that credit elsewhere on the
Tobacco Reconciliation sheet.

10. Total the amounts listed on lines 6, 7, and 8. Enter that total on line 10.
11. Subtract the amount on line 10 from the amount on line 5. Enter the difference.

12. Enter the dollar value of the physical inventory of tobacco products taken after close of business on
the last day of the month.

13. Subtract line 11 from line 12, i.e. the book inventory (line 11) from the physical inventory (line

12)(Do not subtract line 12 from line 11). Enter the difference on line 13. If the number is a negétive,
indicate the number is negative by putting the number in parenthesis.
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INSTRUCTIONS FOR COMPLETING THE MONTHLY TOBACCO RECONCILIATION
SHEET
(Continued)

14. Divide the amount on line 13 by the amount on line 10 (total credits). Enter the amount in the correct
percentage format, i.e., .0045 is .45%.

Stores: Forward 1 copy to your region point of contact. This copy is due at the Region (or Area) HQ
NLT 10 calendar days after the end of the month.
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Instructions For Completing The Quarterly Tobacco Reconciliation Worksheet

On the spaces provided, enter the commissary name, commissary DODAAC, and the ending date of this
accountable period.

1. Enter the dollar value of the physical inventory taken on at the end of the last Exchange quarter. ,
i.e., April 30, July 31, October 31, and the date of the Exchange Y ear End in January (actual date will be
provided). The amount entered on this line must be the same amount as the ending physical inventory on
the last quarterly Tobacco Reconciliation worksheet and the same amount recorded on the Inventory
Certification for this period.

2. Enter the total dollar value of all tobacco receipts (dollar value of merchandise received at the back
door) received for the quarter covered by this report. Merchandise should be recorded at the DeCA shelf
price.

3. Enter the dollar value of all transfersin for the quarter covered by this report. Merchandise should be
recorded at DeCA shelf price.

4. Enter any debits that would add to the dollar value of the inventory. For example, if the price of an
item (or items) increases, the inventory gainsin value as a result of the price increase.

5. Add the amounts entered on lines 1 through 4 and enter the sum on line 5.

6. Enter the dollar amount of total sales reported to the ARBU for the quarter covered by this report.
This amount should come from the bimonthly reports submitted to the ARBU, reporting the sales for your
store, i.e. from the Sales Certification reports; there should not be a difference in the amount recorded
on line 6 and the amount of sales reported to the ARBU.

Note: For line 6, only record sales that were reported to the ARBU for payment to
AAFES/NEXCOM.

7. Record any additional sales amounts you were instructed to report by higher headquarters. Normally,
there will be no entry on thisline.

8. Enter the dollar value of al merchandise transferred out of your store for the period covered. This
includes merchandise transferred to AAFES/NEXCOM to include salvage IF any salvage has been
transferred back to AAFES/NEXCOM for vendor/distributor pickup.

9. Enter the dollar value of al credits for this period that has not been reported elsewhere. A creditisa
transaction that reduces the value of the inventory. An exampleisa price reduction. Damaged and/or
distressed merchandise should NOT be included nor should any salvage. Do NOT include price
reductions (VCMs) if credit was given to your store and you included that credit elsewhere on the
Tobacco Reconciliation sheet.

10. Total the amountslisted on lines 6, 7, 8, and 9. Enter that total on line 10.

11. Subtract the amount on line 10 from the amount on line 5. Enter the difference.

12. Enter the dollar value of the physical inventory of tobacco products taken after close of business on
the last day of the quarter covered by this report.
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INSTRUCTIONS FOR COMPLETING THE QUARTERLY TOBACCO RECONCILIATION
WORKSHEET (Continued)

13. Subtract line 11 from line 12, i.e. the book inventory (line 11) from the physical inventory (line
12)(Do not subtract line 12 from line 11). Enter the difference on line 13. If the number is a negative,
indicate the number is negative by putting the number in parenthesis.

14. Divide the amount on line 13 by the amount on line 10 (total credits). Enter the amount in the correct
percentage format, i.e., .0045 is .45%.

Stores: Request the Tobacco Reconciliation Worksheet be completed and 2 copies forwarded as
designated in paragraph 26-14 not later than 10 calendar days after the end of the quarter. Also,
request you send a copy of the Inventory Certification with the Tobacco Reconciliation Worksheet.

Region Points of contact: After collecting the Tobacco Reconciliation sheets from all storesin your
region that sell tobacco products, forward one copy to:

DEFENSE COMMISSARY AGENCY
FIELD OPERATING ACTIVITY
ATTN ARBU

5258 OAKLAWN BLVD
HOPEWELL VA 23860-7336
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| | TOBACCO DOCUMENT LOG
Month: May-97 Commissary: Lee Naval Air Station
! | |
Date | Document | Type Amount Date | Document Type { Amount
Number | Document | Number | Document
1|May 1 |ABCJ 001 !Receipt 9.865.00] | &1 may 20 'ABCJ 011 Receipt 7.458.00
2|May 2 {ABCJ 002 :Receipt 52
3|/May 2 |ABCJ 003 | 53
4|May 4 |ABCJ 004 | 54
5|May 5 |ABCJ 005 55
6|/May 6 [ABCJ 006 56
7|May 6 [ABCJ 007 57
8|/May 6 |ABCJ 008 ! 58
9lMay @ 1ABCJ 009 | 59
10|May 10 |ABCJ 010 | 60
11 61
12 62
13 63
14 | 64
15 65
16 66 |
17 67
18 ! 68
19 69
20 70
21 71
22 72
23 | 73
24 74
25 75
26 76
27 77
28 78
29 79
30 80
31 81
32 82
33 i { 83
34 B84 ]
35 || 85 | |
36 i | 86 ! !
37 ! | 87 ! |
38 | ; ‘ 88 !
39 | i 89|
40 i 90
41 ! 91 |
42 i ! ! 92 |
43 | ; 93| |
44 : 94| i
45 ' 95! |
46 i 96 | ;
47 | 97!
48 ! 98!
49 j 991
50 ! | 1001

Tobacco Document Log
Figure 26-1
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TOBACCO SALES CERTIFICATE
(For use of this form, see DeCAD70-6; OPR is RM..)

COMMISSARY NAME DODAAC PERIOD COVERED
SALES DATA
((from PLU Reporg)
CASH SALES: $
CHARGE SALES: $
ADJUSTMENTS: $
NET SALES: $

I certify that the sales data shown above for tobacco products are
correct to the best of my knowledge and belief.

I certify that I have reviewd the sales data shown abov e and the
amounts shown are correct to the best of my knowledge and belief.

PREPARER SIGNATURE

DATE COMMISSARY OFFICER'S SIGNATURE

DATE

MSC: Fax or E-Mail to FOA
Admin Support Section: Fax or E-Mail to ACS
ACS: Fax or E-Mail to FOA

DeCA Form 70-87, JAN 1999

Tobacco Sales Certification, DeCA Form 70-97

Figure 26-2

26-12
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1. DAT
INVENTORY ADJUSTMENT MONETARY ACCOUNT A a
2. COMMISSARY / TISA anstssaton) 3. NAME OF ACCOUNTABLE OFFICER 4, DEPARTMENT (sussecton)
Fort Crater Tobacco
Tom Smith
S. 6. 7. 8. 9. 10. 1. 12.
ARTICLE UNIT OoLD NEW PRICE | QUANTITY DEBIT CREDIT
PRICE PRICE CHANGE (+) ()
Carton $17.50 $15.50 -$ 200 277 $ 554.00
Carton $14.50 $15.75 $125 125 $156.25
= N ==
(=2 ‘
=)/ B[V — )
—
S~—" WY W WS | S 1 JN__7
13. T
TOTAL $ 156.25 $554.00
14. SIGNATURE OF ACCOUNTABLE OFFICER 15. VOUCHER NO.

DD Form 708, AUG 86

Previous adtions are obsolete.

Thes form was stectonicaily produced by Elte Federal Forms, Inc

Inventory Adjustment Monetary Account, DD Form 708
Figure 26-3
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INVENTORY CERTIFICATION

Commissary: Date:

DODAAC:

We, the undersigned, certify that the inventory was conducted according to established procedures

of all on this date. We certify that the dollar value listed below

is true and correct to the best of our knowledge and belief.

The total dollar value of the inventory was $

Signature Signature
Print Name Print Name
Inventory Team Chief Inventory Team Chief
(DeCA) (AAFES/NEXCOM)
Signature
Print Name

Commissary Officer

Inventory Certification
Figure 26-4
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TOBACCO RECONCILIATION

(For use of this form. see DeCAD 70-6; OPR is RM.)

COMMISSARY NAME

DODAAC

|
1

ACCOUNTABLE PERIOD ENDING DATE

2.

7.

10.

1.

12.

13.

14,

(FROM

(Sales reported to ARBU from

. BEGINNING INVENTORY:
(Totai per inventory taken on )

RECEIPTS:

. TRANSFERS IN:

{if applicable)

. ADJUSTMENTS:

(Debits)

. TOTAL (DBNB)Z (1+2+3+4}

TOTAL SALES:

OTHER
(1f appucabie)

. TRANSFERS OUT:

(If applicabls)

. ADJUSTMENTS (Credits)

TOTAL (Credits): 6+7+8+9)

ENDING INVENTORY: (5 mimes 10)

PHYSICAL INVENTORY:

GAINLOSS FOR ACCOUNTING PERIOD:

(Line 12 mirmus Line 11)

PERCENTAGE OF GAINA.OSS:
(Line 13 divided by Line 10}

Dollar Value of Merchandise intransit
(Vaiue of Merchandiss Ordered but not Received)

This information should be obtained from DeCA's records. The purpose is to compare DeCA's records with Exchange records and to
reconcile the tobscco account with the Exchange.

thru COB )

%

$

DeCA Form 70-88, JAN 1999

mmmwmwo-cusMmemme.

Tobacco Reconciliation Worksheet, DeCA Form 70-96
Figure 26-5
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Chapter 27
MERCHANDISE OWNED BY OTHERS

27-1.  PURPOSE. The purpose of this chapter is to provide general guidance for accounting for
merchandise that is sold in a commissary that is not owned by DeCA, i. e., merchandise owned by others.
For the purpose of information provided in this chapter, merchandise owned by othersis defined as
merchandise owned by a party or entity other than DeCA and is consigned to DeCA for sale of such
merchandise. Responsibility for such merchandise is covered in the contract, the Memorandum of
Agreement, or other similar document. This merchandise is sold through the DeCA’ s-owned common
front end system. Merchandise NOT sold through DeCA's front end system does not fall into this
category.

27-2. EXAMPLES OF MERCHANDISE. Examples of such merchandise and operations are
contractor-owned bakery, contractor-owned deli, contractor-owned pizza shops, contractor-owned fish
shops, and tobacco. Tobacco merchandise is covered in Chapter 26.

27-3. INVENTORIES. Merchandise owned by others will not be inventoried during the yearly
accountability inventory of commissary-owned merchandise. Such merchandise must clearly marked so
that it iseasily identified, i.e., sectioned off with colored tape. Also, such merchandise will have asign
attached in plain sight with lettering at least four inches high which reads, "DO NOT INVENTORY ."

27-4. RECEIPTS. If DeCA personnel receive merchandise owned by others, receipt documents for
such merchandise shipments received at the commissary must be handled differently from other
merchandise receipt documents. Receipts for merchandise owned by others will be sent to the OCO in a
timely manner. OCO personnel will separate the receipts for merchandise owned by others from other
receipts and maintain those receipts separately.

-Copies of such receipts will be forwarded to the appropriate office.

-Such receipts will not be entered into DIBS.
27-5. PROCESSING 31A AS INVENTORY ADJUSTMENT. Salestotalswill be accumulated
periodically and that total will be entered into DIBS to increase the value of the inventory by an amount
equal to salesfor that period. If a discrepancy occurs, the discrepancy will be annotated on the

certification letter for the next accounting period and total will be adjusted accordingly. Correction letters
will not be generated to make adjustments to merchandise owned by others.
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Chapter 28

FOOD STAMPS
AND
AID TO FAMILIES WITH DEPENDENT CHILDREN PROGRAMS

28-1. GENERAL. Commissarieslocated in the 50 CONUS states, the District of Columbia and Guam
are authorized to participate in the United States Department of Agriculture (USDA) FCS Food Stamp
Program by accepting state issued food stamps or the Food Stamp EBT debit card in exchange for digible
food items from any authorized commissary patron. There is no Food Stamp Program in Puerto Rico.
The Nutrition Assistance Program in Puerto Rico uses a Block Grant funded through USDA FCS and
mail qualified recipients checks (that can be cashed) instead of food stamp coupons.

28-2. FOOD STAMP AUTHORIZATION AND PURCHASES. Any person on the food stamp
authorization card who hasavalid ID card is authorized to use the food stamps issued or the food stamp
debit card to purchase eligible food items from the commissary. Health Services permit commissary food
stamp recipients to designate persons to shop on their behalf. If the commissary has any cause to believe
the person presenting the coupon has no right to use the coupon, the responsible commissary person must
check the Food Stamp ID to ensure that the person using the food stamps is authorized to do so. The
responsible commissary person must also check to make certain that both the food stamp recipient and the
person designated on the Food Stamp ID, to shop on behalf of the food stamp recipient, are authorized
commissary patrons. For the designated shopper, this authorization or commissary privilege may be an
appropriate DoD ID card or a document authorizing “agent” privilege.

28-3. RECEIVING FOOD STAMPS.

a Food stamps may be received from authorized patrons at the point of sales for the entire
amount of eligible foods purchased. Food stamps can be accepted as full or partial payment for the
purchase of food products to include surcharge as designated by Public Law 88-525, 88th Congress, H.R.
102222, and 31 August 1964.

b. Food stamps are accepted at face value without discount and are not transferable. Food
stamps may not be accepted in exchange for cash, except when cash is returned as change in a transaction
in which food stamps were accepted in payment for eligible foods. Food stamps are serially numbered
and areissued in $1, $5, and $10 denominations. The $5.00 and $10.00 denomination food stamps are
required to be removed from the booklet in the presence of the sales checker. However, if detached food
stamps in the five and ten dollar denominations are presented to the commissary personnel, they may be
accepted if the food stamps are accompanied by the coupon book which bears the same serial numbers
that appear on the "detached food stamps®. The $1.00 stamps need not be affixed to the booklet, since
such stamps could have been previoudly given as change.

C. No food stamps marked "paid”, "canceled”, or "sample" may be accepted, nor may a
commissary accept stamps bearing any cancellation or endorsement. It is the responsibility of the
household member of the authorized representative to detach the stamps from the book.

28-4. MAKING CHANGE FOR FOOD STAMPS. Commissaries shall use for the purpose of
making change, uncanceled, and unmarked $1.00 food stamps which were previously accepted for eligible
foods. If change in the amount of less than $1.00 is required, the eligible patron/customer shall receive the
change in cash. At no time may cash change in excess of $0.99 be returned in a food stamps transaction.
A commissary may not engage in a series of coupon transactions of less than $1.00, for the purpose of
providing the same food stamp customer an amount of cash change greater than the maximum of $0.99
cash change allowed in the one transaction.
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28-5. EBT FOOD STAMP PROGRAM. States Agencies under the authority of the USDA FCS are
delivering food stamp benefits through the EBT Program. Recipients of these benefits will use their state
issued magnetic-stripe plastic(debit) card at the commissary's point of sale to purchase authorized
groceries. States roll-out their EBT Food Stamp Program either state-wide or by county. Unless there is
an agreement between states to accept each other’s food stamp recipient’s EBT debit card, recipients can
not cross state lines to use their debit card. States that have the EBT Food Stamp Program can accept
paper food stamps from a recipient of a state that does not have the EBT Program. The commissary will
be contacted by the state’s Health Services to inform them of the state’'s roll-out schedule for this
program. The store representative must attend any training sessions that the state will offer pertaining to
the EBT Program.

a Food Stamp EBT Agreement. The state contracts with a private contractor
(corporation/agency) to implement the EBT Program. In most cases the commissary will receive the
state's contractor's agreement for participation in this program. Upon receipt of this agreement the
commissary officer or designee must:

(D) Notify the Region RM that the commissary has received the state's contract for
EBT and request specific guidance, if necessary.

2 Mail the EBT Agreement except for the Merchant Survey Form to:

DEFENSE COMMISSARY AGENCY HQ
ATTN RMAR

1300 E AVENUE

FORT LEE VIRGINIA 23801-1800

(3) Complete the Merchant Survey Form except for the bank information. HQ
DeCA/RMAR will complete the bank information as part of the EBT Agreement. The POS-M terminals
do not except the EBT debit card. The commissary must be issued the state's EBT equipment for
acceptance of the EBT Food Stamp Card.

b. EBT POS Terminal. In accordance with the USDA formula, Retailers will permit
installation by the contractor of one EBT POS terminal for every $11,000 of monthly redemption activity.
HQ DeCA's policy isto equip at least 50 percent of each store's checkout lanes with EBT Food Stamp
terminals. The additional terminal requirements are in excess of the one(s) provided by the state's
contractor. The additional terminals will be purchased and/or leased, depending the contractor's policy.
Commissaries may regquest awaiver to DeCA's policy to request afewer number of EBT terminals based
on the dollar amount of food stamps actually redeemed at that particular commissary.

C. Phone Line for EBT Terminal. If the commissary's monthly food stamp benefit
issuance is greater than $100 but does not exceed $5,000, the contractor may utilize the commissary's
telephone line and electric power supply for each POS configuration IAW USDA policies and EBT-only
installation. If the commissary does not have a dedicated phone line, one will have to be installed alone
with a power strip with a surge protector, if two three (3) prong outlets are not available. If the
commissary's monthly food stamp benefit issuance exceeds $5,000, the contractor will install a dedicated
phone line, at no cost to DeCA, for exclusive EBT use. If necessary, request assistance from the
Region/RMA in acquiring a dedicated phone line for EBT.

d. Commissary Officer Responsibility for Assisting EBT Contractors in the
Installation of the EBT Equipment and Phone Line. The commissary officer will be responsible for
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assisting the EBT contractors in their efforts to obtain communication services for the installation of the
EBT terminals or for installing an EBT phone line by ensuring the appropriate base communication
officials are available to discuss these services. If acommissary qualifies for a state issued EBT phone
line and the contractor can not obtain a phone line through base, the contractor will be alowed to install a
commercial line in the commissary’ s name.

e Payment and Reimbursement of the EBT Phone Line Installation and Monthly
Telephone Bill. If the contractor installs acommercial phone line for EBT in the commissary’ s name and
is unable to pay the phone company directly for the cost of installation, the commissary will receive a
phone bill that will include this cost. After payment of this bill and subsequent monthly phone hills, the
commissary will be reimbursed for the cost of the phone line installation and the monthly phone bills via
electronic deposit by the contractor to DeCA’ s account at the First Chicago Bank. The following
procedures will be followed for payment and reimbursement of the monthly phone bills:

(D) The Commissary will:

@ Place an approval line on the “remit to page” of the bill for the commissary
officer signature.

(b) Type the line of accounting on “remit to page” of the bill. Line of accounting is
shown below:

97X4030.5J00 46074 94810 2516 (org code) LTN2 HQEBTLT 8001 000 (3
digit serial number) 033181. (Defense Working Capital Fund (DWCF) line of accounting is used for
payment of phone communication for Hawaii and Alaska.)

97X8164.6400 46073 9210 2322 (org code) LPAE HQEBTLP 8001 000 (3 digit
serial number) 033181. (Surcharge line of accounting is used for payment of phone communication for
commissaries located in contiguous states).

(© Type on the “remit to page” of the phone hill (invoice):

Thisinvoiceis certified and proper for payment.

Commissary Officer’'s Name

(d) Mail the original copy of the certified telephone bill, to include the page showing
the remit to address, for payment to the address bel ow:

DEFENSE FINANCE AND ACCOUNTING SERVICE, COLUMBUS CENTER
ATTN DFAS CO LCOAC

P O BOX 369016

COLUMBUS OHIO 43236-9016

)] Fax a copy of the certified phone bill page showing the “remit to” address and
line of accounting to DFAS-CO-FPS, ATTN: Patty Craven.

) Send a copy of the certified phone bill directly to the contractor to ensure
reimbursement.

(9) Forward a copy of the certified phone bill to the region.
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(2)  DFAS-CO-FPS will:

@ Receive an Advice of Credit from the First Chicago National Bank (lockbox
bank for EBT deposits) for reimbursement of phone bill charges. DFAS-CO-FPS should receive the
ACH credit during the following month for the preceding month’s bill.

(b) Receive a copy of the “remit to page” of the phone bill from the commissary.
This document will be used to reconcile the Advice of Credit with the monthly phone bill.

(© Enter the collection into SRD1 and forward backup documentation to DFAS-CO-
SC, ATTN: Barbara Inskeep.

(3)  DFAS-CO-SC will:

@ Receive collection via SRD1 and supporting documentation from DFAS-CO-
FPS.

(b) Change “8001” to “8002” on line of accounting prior to sending the collection
viaOPAC to DFAS-CO-A. Line of accounting is shown below:

97X4030.5J00 46074 917 LTN2 HQEBTLT 8002 033181
4 DFAS-CO-A will set up areceivable number in DBMS for payment of bills.

f. EBT lIssuance Equipment Rider. Refer to the state's EBT Issuance Equipment Rider
contained in the EBT Agreement for the contractor's rules on the contractor installed EBT dedicated
phone linge, use of EBT equipment, equipment malfunction, care of equipment, inspection of equipment,
on-encumbrance of equipment, disclaimer of warranties, disclaimer of liability of indemnification and
right of possession of equipment.

0. Accepting the EBT Food Stamp Debit Card. The EBT Food Stamp Debit Card will be
accepted at the EBT point of sale terminal to purchase authorized groceries. The acceptance of this card
will be performed IAW the EBT Retailer's Manual. The CSD Supervisor will:

D Ensure that the total EBT food stamp sales are included with of all media
pickup/turn-ins. Follow instructions in the EBT Retailer's Manual to reconcile the end-of-day EBT food
stamps transactions.

2 Ensure that the EBT food stamp receipts, Store Department Analysis, Stores
Sales and end-of-day EBT Settlement Reports are forwarded to the OCO for preparation/completion of
the Summary of Daily Receipts and the DD Form 707, Report of Deposits. Refer to Chapter 5, Report of
Deposits, of this Directive, for the preparation/completion of the Summary of Daily Receipts and the DD
Form 707; and forwarding the financial documents to DFAS-CO and the ACS.

h. EBT OFF-LINE PROCESSING FOR FOOD STAMP TRANSACTIONS. THIS
PROCESSWILL ONLY BE USED FOR RECIPIENTS OF THE STATE IN WHICH THE
COMMISSARY ISLOCATED. The CSD personnel will follow the procedures provided in the EBT
Retailers Manual for instructions for off-line processing procedures. Any manual vouchers completed for
off-line food stamp transactions must be completed with all the required information; the customer must
sign the voucher, if signature required. Area designated by the commissary officer must mail a copy of
the original voucher to the address provided in the Retailer's Manual or stated on the voucher, within 24
business hours. If the contractor allows a dollar amount for emergency food stamp benefits, the
customer will only be allowed that dollar amount for food stamp purchases. However, the CSD
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Supervisor or designee must verify using the contractor's 1-800 number, that the recipient has not
already received the contractors emergency allotted food stamp amount. If this procedure is not
followed IAW with the Retailer's Manual/Agreement, DeCA will be held liable for any
unauthorized EBT benefits received by the patron.

28-6. AID TO FAMILIES WITH DEPENDENT CHILDREN PROGRAM (AFDC) EBT
PROGRAM. In conjunction with the EBT Food Stamp Program, state agencies roll-out the AFDC
Program. This program provides benefits in the form of "cash back” and cash towards purchase with use
of the state issued EBT AFDC debit card at the EBT POS terminal.

a DeCA's Cash Back Policy for the AFDC Program. The commissary will participatein
the AFDC Program only to the extent of allowing cash towards purchase and limited cash back up to
$25.00.

b. Acceptance of AFDC Debit Card. The CSD will perform the following functions for
processing EBT cash transactions. These procedures will be used in conjunction with the EBT Retailer’s
Manual.

(D) Cashierswill us the cash tender key to:
@ Enter regular cash transactions.
(b) Enter EBT cash transactions.

2 Cashiers will place receipts from EBT cash transactions in till. These receipts
will be included as part of the media pickup/turn-ins.

3 CSD Supervisor will:

@ Use the procedures outlined in the EBT Retailer's Manual to obtain the EBT cash
transaction reports for balancing at the end-of-day.

(b) Ensure that the total daily cash sales shown for cashiers are reconciled with the
total of all media pickup/turn-ins, which includes the EBT cash transaction receipts. Follow instructions
in the EBT Retailer's Manual to reconcile the end-of-day EBT food stamps and EBT cash transactions.

(© Ensure that the EBT food stamp and cash terminals receipts, Store Department
Analysis, Stores Sales and end-of-day EBT Settlement Report are forwarded to the OCO for
preparation/completion of the Summary of Daily Receipts and the DD Form 707, Report of Deposits.
Refer to Chapter 5, Report of Deposits, of DECAD 70-6, for the preparation/completion of the Summary
of Daily Receipts and the DD Form 707. Refer to Chapter 5, Report of Deposits, of this Directive for
forwarding the financial documents to DFAS-CO and to the ACS.

28-7. DEPOSITING FOOD STAMPS. Refer to Chapter 5, Report of Deposits of this Directive for
depositing food stamps.

28-8. DELAYED FOOD STAMP DEPOSITS. Refer to Chapter 5, Report of Deposits for procedures
on depositing food stamps that are not deposited on a daily basis.

28-9. FOOD STAMP DEPOSITS TO FEDERAL RESERVE BANK (FRB). Refer to Chapter 5,
Report of Deposits, for procedures pertaining to store deposits to the FRB.
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28-10. FOOD STAMP ELECTRONIC BENEFIT TRANSFER (EBT DEPOSITS). Refer to
Chapter 5, Report of Deposits, for EBT deposits.
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Chapter 29

WOMEN'S, INFANTS, AND CHILDREN'S (WIC) SALES

29-1. WIC PROGRAM. The WIC sales are applicable to commissaries located in the 50 CONUS
states, Guam, Puerto Rico and American Samoa (Pacific 1sland). The WIC program is funded by the De-
partment of Agriculture to help nutritionally deficient low income families. This program provides items
such as cheese, milk and baby formulato eligible women with infants and children. The WIC program is
administered by the Health Departments of various states and by the Indian Health Service. Approval of
WIC salesis considered for each commissary on an individual basis. Approval will be requested by the
commissary officer through the region director/commander to DeCA. Prior to the commissary participat-
ing in the WIC program the request must have DeCA General Counsel's approval. Procedures for
processing and reimbursement by the State will be determined by individual negotiations with the State.
Reimbursement for items sold to individuals under the WIC Program must be the established commissary
selling price, including the required commissary surcharge. All WIC checks/vouchers will be stamped
with a commissary identification stamp.

29-2. ACCEPTING WIC (VOUCHERS AND /OR CHECKS) FOR PAYMENT. TheWIC sdes
will be rung at the checkout cash register. Each voucher will be filled out by the cashier to show name,
guantity, price, subtotal, surcharge and total. The authorized total cost will not be exceeded. No change
will be given to the patron. No vouchers will be accepted more than 30 days after the date of issue or that
have been altered or mutilated. The patron will be required to sign the voucher and the signature will be
compared with the participant's name indicated on voucher. Payment for WIC sales may be made by
WIC vouchers or WIC checks. WIC vouchers will be reviewed by the OCO CSC for accuracy of the
above information.

29-3. WIC CHARGE SALES. The WIC vouchers, which some States require to be mailed in to
them instead of depositing at the local bank, must be treated as charge sales. The Subsistence Request for
Issue or Turn-in, DeCA Form 70-20, Figure 29-1, must be prepared in the same manner as for routine
charge sales discussed in Chapter 6, of the Directive. Most of these States also require their unique form
to be completed and returned to them along with the applicable vouchers. The WIC charge sales will be
input into the DIBS by the ACS. However, individual states will most often specify in the agreement the
frequency for submission to them. The OCO should maintain on file the DeCA Form 70-20; a copy of
the state's required form and a copy of each voucher submitted. These documents will not be sent to the
ARBU or DFAS-CO unless specifically requested.

29-4. WIC VOUCHERS AND/OR CHECKS RETURNED TO COMMISSARY BY THE
STATE. The WIC vouchers and/or checks are returned to the commissary by the State for reasons such
as. (1) altered vouchers/checks, (2) purchases amounting to more than designated amount on WIC
vouchers/checks, and (3) outdated WIC vouchers/checks, (4) WIC vouchers/checks not signed or
stamped, etc. These WIC vouchers/checks and aletter of explanation from the state must be mailed to
DFAS-CO by separate transmittal letter and "must not" be included with other media that is returned to
DFAS-CO for collection such as dishonored checks. (See paragraph 29-6 for DFAS-CO mailing address).

29-5. WIC CHECKS RETURNED TO THE COMMISSARY BY THE BANK. The
commissary should receive a debit voucher along with WIC checks that are returned from the bank.
These checks should be handled |AW dishonored check procedures.

29-6. WIC CHARGE SALE BILLINGS. STANFINSwill generate a SF 1080 bill for each month's
WIC charges. The amount appearing on this bill is dependent upon the WIC charge sale input into DIBS.
The OCO will be responsible for forwarding the charge sales document, DeCA Form 70-20, to the ACS
for input into DIBS. DFAS-CO will mail the SF 1080 bills to each State for each commissary. If a
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commissary receives a WIC check from a state resulting from vouchers that the commissary has mailed to
a State and not as the result of a DFAS-CO 1080 bill, the commissary should mail the WIC check to
DFAS-CO-FPS. Commissaries should instruct the states to send WIC checks to DFAS-CO-FPS.

The bills will cite the remit to address as:

DEFENSE FINANCE AND ACCOUNTING SERVICE - COLUMBUS
DFAS CO SAWA

P O BOX 182204

COLUMBUS OH 43218-2204

Discrepancies will be researched by DFAS-CO and ARBU.

29-7. ACS RESPONSIBILITY. The ACS will be responsible for ensuring receipt of DeCA Form
70-20 for WIC charge sales and for entering the charge sale into DIBS on a daily basis.

29-8. WIC ELECTRONIC BENEFIT TRANSFER (EBT) PROGRAM. State agencies under
the authority of the Department of Agriculture FCS are delivering WIC benefits through the EBT system.
This program allows WIC clients to access their benefits through the EBT system using their state issued
SMART CARD at the commissary's Point of Sale (POS).

29-9. PREPARATION AND/OR COMPLETION OF THE DD FORM 707, REPORT OF
DEPOSIT AND DeCA FORM 70-15, SUMMARY OF DAILY RECEIPTS. At start of next business
day, the CSD personnel will be responsible for forwarding the end-of-day WIC Settlement Report,
showing the net dollar amount of EBT sale transactions, to the ACS for completion of the DD Form 707
and DeCA Form 70-15. Refer to Chapter 5, Report of Deposit, of this Directive for completion of the DD
Form 707, DeCA Form 70-15 and the SF 215, Deposit Ticket, for WIC EBT deposits.
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Chapter 30

COMMISSARY CHANGE FUND

30-1. GENERAL. Effective October 1, 1994, all commissary change funds came under the ownership
and management of the DeCA. Any requests for changes to the change fund amount must be forwarded
by the commissary officer to the Region Resource Manager (RM) for approval/disapproval action. Copies
of request for changes to the commissary change fund accompanied by the RM approval/ disapproval
action must be provided DeCA/RMAS. A copy of al DD Form 707s with change fund impact for
CONUS Regions must be provided to:

DEFENSE FINANCE & ACCOUNTING SERVICE-COLUMBUS
DFAS CO SCSC

P O BOX 182317

COLUMBUS OHIO 43218-6202

DSN 869-0332

CML (614) 693-0332

DFAS-CO-SCSC will be responsible for updating the AVK963/CAT File.
30-2. ESTABLISHING AND MAINTAINING THE COMMISSARY CHANGE FUND.

a Establishment of the Commissary Change Fund. The DeCA Region is the approval
level for the establishment and disestablishment of a commissary change fund.

b. Source of Funds. The commissary change funds are provided by the Defense Working
Capital Fund, 97X4930.4K00 (effective 1 October 1998, the new limitation will be 97X4830.4K00). All
approved increases to a commissary change fund will be deducted from the daily cash receipts. The
change fund increase/decrease amount will be a manual entry on the manual or automated DD Form 707,
Report of Deposit, under the Commissary Store Section after the surcharge line. An approved increaseto
the change fund will be recorded as a"Change Fund" credit (decrease) to total sales (Figure 30-1).
Approved decreases to the change fund will be recorded as "Change Fund" debits (increase) to total sales
(Figure 30-2). The Report of Deposit (DD Form 707), will continue to be in agreement with the SF 215,
Deposit Ticket. When there are changes to the commissary change fund, the deposit amount will not be
in agreement with the total receipt amount from the daily sales. Change fund increases/decreases will not
be recorded into DIBS. Do not change the grocery sales figure on the DD Form 707. The change fund
action should only impact the total deposit amount. No actions are required to be performed at the
commissary level for the recording of changes to the change fund, with the exception of annotating the
DD Form 707.

C. Commissary Closure. For those commissaries that are scheduled for closure, the total
amount of the change fund will be recorded on the final DD Form 707, as a"Change Fund" debit
(increase) under the Commissary Store Section after the Surcharge line.

d. Management of the Change Fund. The commissary officer has overall accountability
for the change fund. The DoD Financial Management Regulation (DOD 7000.14-R) states, "managers
who supervise personnel holding cash are responsible for maintaining appropriate accounting and internal
controls for such assets'. The commissary officer will designate and authorize in writing the change fund
custodian, usually the CSD Supervisor or lead Sales Store Checkers. The commissary officer may
authorize/delegate in writing additional essential personnel as alternate change fund custodians due to the
complex nature of commissary operations (i.e., operating hours, tours of duty, commissary size, and sales
volume). This delegation carries full responsibility for the same knowledge, control and safeguarding of
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funds as required of the change fund custodian. The delegation of authority must be maintained on file
and posted in the cash control office.

e Access to the Change Fund. Access shall be restricted to the minimum number of
personnel essential to maintain smooth operation and supervision. The commissary officer/deputy
commissary officer will not have the safe combination or access to the change fund. Access to the safe
and/or change fund will be limited to the Custodian and alternates, if authorized.

f. Verification of the Change Fund. The commissary officers or deputy commissary
officer, neither of which will have the safe combination, will conduct the unannounced quarterly cash
verification with the required assistance of the responsible OCO person. This person will be appointed by
the commissary officer. The cash count should be a"surprise’. The change fund custodian or aternate
must be present at all times during the cash counting/verification. Random verifications may be
conducted throughout the quarter at the commissary officer's discretion. A written report of verification
(Figure 30-3) must be prepared each time a change fund verification occurs. The report of verification
must contain the following statement of verification: "On (date) at (time), the undersigned verified by
actual count, cash in the amount of $__, which (is)/(is not) in agreement with the authorized change fund
amount. Signature and Rank of Verifying Official". Upon completion of the change fund verification, a
copy of the report must be maintained at the commissary and be made available upon request by
authorized officials. The origina report must be forwarded to the region for filing.

0. Change Fund Limit. The change fund limit shall not exceed $1,000 per terminal/cash
register unless awaiver is granted by the Region Director. When a terminal/cash register has more than
one drawer, each drawer may be considered a register.

h. Safeguarding Change Funds. Change funds shall be secured in the commissary safe or
other adequate secure facility. Refer to DeCAD 30-18, DeCA Security Programs for guidance on
safeguarding commissary funds.

i Change Fund Audits. Commissary change funds may be audited at the discretion of the
Director, DeCA, Region Director or Commissary Officer. No additional funding will be expended or
required to support the requirements of these procedures. Also, Interservice Support Agreements will not
be used to support these requirements.
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T7X 3950 IK00 3601 033130 T23521.53
97X 8163 6400 4601 033181 6.577.52
IN CASH ANO/OR CHECKS, $ _ 131.098.86
TOGETHER WITH PROCUREMENT, ALLOTMENT OR APPROPRIATE CREDITS
FOR SUMS PREVIOUSLY RECEIPTED FOR AS SHOWN HEREON WiLL
APPEAR ON My ACCOUNT FOR MONTH OF JULY 1998
VOUCHER NO."_ -
DATE or . 4
WILLIAM G. ARNOLD
TOTAL $131.098.86 FAO
SATE SIORATURE OF DEFOSITOR VOUCNER NO.
7-3-1998 JAMES JOHNSON. COMMISSARY OFFICER BC 980703003

DD Form 707' MAR 53 This torm wes eecTonicaiiy proauced by Eirts Fecera Forme. inc

Report of Deposits, DD Form 707 (Increase Change Fund)

Figure 30-1

30-3

CHANGE FUND
INCREASE



DeCAD 70-6 January 1999

PERIOD COVERED
REPORT OF DEPOSITS oM 1-1998 12-12-1998
INSTALLATION NAME AND 08 OF FUNDS
EQRT RIVER CONMISSARY. JAMES. SON COMAISS ARV OFRICED
SECTIONS AND SUBSECTIONS FUNDS DEPOSITED aarerraiio Ay CUMULATIVE TOTAL
COMMISSARY AND SUBSECTIONS:
Grocery HQDDBC__8345 __ -5501 97095.28 206945373 2166549 01
Meat HQDDBC__8345_ -5502 31069 14 643830 86 £74900_00)
Produce HQDDB(C__R8345 -5503 5993 50 128582 30 13457580
[ subtotai ’ 134157.92 2841866.89 297602481
Surcharge 5400.35 HH7022 H9570-57
ncrasse/Decresse
Change Fund | 36600061
GROCERY ADJUSTMENTS:
100,950.90 - Clearing Tape T C'J
522 .can D 1
-300.00 - NSF Checks from C
+5000  -PmronR
|_100.69568 - (Sub-total)
-2.981.05 - Charge Sales
-619.35 . Coupons HQDDBC8345-5504
| $ 9709528 (Totm)
CASH 3488115 WIC __00p
CASH EBT _70.00 PATRON CREDIT CARD 80.90
CHECKS 10.047.57 DEBIT CARD _ 0.00
FD STAMP EBT (8 76 NAF CREDIT CARD 9967
FOOD STAMPS _( 00 AF CREDIT CARD 31500
TCMO 440.32 FD STAMPS HELD FOR DEPQSIT )
WICEBT _ 0.00 CHANGE FUND DECREASE | $3.000.00
TOTAL $  142558.27 $ 2956037.11 $ 3098595. 38
APPROPRIATIONS TO BE CREDITED RSCEVED PROM
APPROPRIATION AMOUNT
BTX 3930 K00 3601 033150 137.157.92
97X 8164 6400 4601 033181 5.400.35
IN CASH AND/OR CHECKS. $ _142.558.27
TOGETHER WITH PROCUREMENT, ALLOTMENT OR APPROPRIATE CREDITS
FOR SUMS PREVIOUSLY RECEIPTED FOR AS SHOWN HEREON WILL
APPEAR ON My ACCOUNT FOR MONTH OF DECEMBER
VOUCHERNO,
GATE SIONATURE OF FIRANCE OFICER
TOTAL WILLIAM G. ARNOLD
$142.558.27 FAO
DATE SIBNATURE OF DEPOSITOR VOUCHER 0.
4-12-1998 BC 981212012

DD Form 707‘ MAR 53 This form was eecTomcaly produced by Eire Federnsl Forme. nc.

Report of Deposit, DD Form 707 (Decrease Change Fund)

Figure 30-2

30-4

CHANGE FUND
DECREASE
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Appendix A
MANAGEMENT CONTROL
REVIEW CHECKLIST (Page 1 of 22 pages)
DOD Category: Resale Operations
Function: Commissary
THIS CHECKLIST: Commissary OCO and ACS
ORGANIZATION:
ACTION OFFICER:
REVIEWER:
DATE COMPLETED:
ASSESSABLE UNIT: The assessable unit is each OCO or ACS. The assessable unit manager is the
commissary officer or Chief, ACS. This checklist must be used in accordance with the DeCA
Management Control Plan and/or other specific DeCA instructions.
Stepl: Financia Records
Risk: Improper or inaccurate data posted to the financial records.
Control Obijective: Ensure all information is posted timely and accurately to the commissary account.
Control Technique:

1. Review DeCA Form 10-1 (Call-Order Register-Manual to ensure all call orders are recorded, adjusted,
and controlled.

2. Ensure DeCA Form 40-53 (Commissary Receiving Tally Register) is maintained to record receipts at
each receiving point.

3. Ensure FDS shipping files are being acknowledged by the distributor prior to rollup receipts being
entered into DIBS by the Accounts Control Section.

4. Ensure receipts are processed and transmitted daily,

5. Ensure transfer are being processed IAW DeCA Directive 70-6.

o

. Ensure the SBCJ is reconciled with the Document Log daily.

\]

. Ensure the SBCJis maintained IAW DeCA Directive 70-6.

8. Ensure corrections/reversals are being forwarded to the ARBU.
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9. Review DeCA Directive 30-2, (Defense Commissary Agency Filing System) prior to disposing of any
financial documentation.

Test Question:

1. IsaCal-Order Register-Manual (DeCA Form 10-1) used to record call numbers assigned to orders
placed against DeCA BPA?

Response: YES NO NA
Remarks:

2. Isacommissary Receiving Tally Register (DeCA Form 40-53) used to record receipts at each
receiving point?

Response: YES NO NA
Remarks:

3. Arethe FDS shipping files being acknowledged by the distributor in sufficient time to enter into DIBS
to prevent alate payment?

Response: YES NO NA
Remarks:

4. Arereceipts (DIC 31A) against DeCA contracts processed into DIBS within 24 hours of receipt at the
ACS?

Response: YES NO NA
Remarks:

5. Arereceipts (DIC 31B) for MILSTRIP items (FF& V) processed into DIBS within 24 hours of receipt
at the ACS?

Response: YES NO NA
Remarks:

6. Isthe requestor of the Transfer (departmental/within aregion) requesting the transfer on DeCA Form
70-20?

Response: YES NO NA
Remarks:
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7. Isthelosing/gaining activity processing the transfer within the same accounting period and at the same
dollar value?

Response: YES NO NA
Remarks:

8. Arethetransfers entered into DIBS daily?

Response: YES NO NA
Remarks:

9. Arethetransactions listed in ACSS reconciled to the Summary Audit Log daily?

Response: YES NO NA
Remarks:

10. Isthe SBCJ submitted to the ARBU at the end of each week and at month-end (1% through 9" work
day is excluded)?

Response: YES NO NA
Remarks:

11. Isa“Fina” SBCJgenerated in the ACSS for each department of each store serviced by the ACS?

Response: YES NO NA
Remarks:

12. Doesthe“Fina” monthly SBCJ balance with the VRGC?

Response: YES NO NA
Remarks:

13. Arefinancial corrections and reversals being forwarded to the ARBU for processing?

Response: YES NO NA
Remarks:

14. Aredocumentsfiled IAW DeCA Filing System (DeCA Directive 30-2)?

A-3
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Response: YES NO NA
Remarks:

15. Arethe Records of Operations reconciled to the SBCJ monthly?

Response: YES NO NA
Remarks:

16. Arethe bimonthly Tobacco Sales Certifications submitted timely?

Response: YES NO NA
Remarks:

17. Arethe quarterly Tobacco Reconciliation Worksheet completed and submitted timely?

Response: YES NO NA
Remarks:

Step 2: DeCA Overseas Ordering and Receiving System
Risk: Improper controls will result in improper or inaccurate accountability.

Control Objective: Ensure all DOORS financial transactions are processed effectively and in atimely
manner.

Control Technique:
1. Ensure OOP's Pulls are closed timely.

2. Ensure the OOP accounts for inventory intransit (partial and all-unreceived) whenever aformal
inventory is taken.

3. Ensure the OOP posts over and shortages in shipments as exceptions during the receiving process.
4. Ensure the OPP verifies that manufacturer source load receipts equal the transfer-out to the OOP.
5. Ensure the OPP reconciles the weekly and/or bi-monthly roll-up with the distributors.

6. Ensure the OPP runs the final roll-up report and verifies that the receipt, plus or minus the price
change adjustment, equals the transfer-out to the OOP.

7. Ensurethat all RODs of $50.00 or less are written-off as an inventory gain/loss.

8. Ensurethat al P& G source load RODs with a net dollar value less than $175.00 are written-off as an
inventory gain/loss.
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9. Ensurethat al RODs are cleared within 40 calendar days.

10. Ensure all uncollected RODs over six month's old are referred to DeCA's Chief Financial Officer for
write-off.

11. Ensure the OPP accounts for receipts not rolled-up and all uncleared Rods whenever aformal
inventory is taken.

Test Question:

1. Are OOP's Pulls closed timely?

Response: YES NO NA
Remarks:

2. Did the OOP include inventory intransit (partial and unreceived) whenever aformal inventory was
taken?

Response: YES NO NA
Remarks:

3. Doesthe OOP post overages and shortages as exceptions during the receiving process?

Response: YES NO NA
Remarks:

4. Doesthe OPP verify that manufacturer source load receipts equal the transfer-out to the OOP?

Response: YES NO NA
Remarks:

5. Does the OPP reconcile the weekly and/or bi-monthly roll-up with the distributors?

Response: YES NO NA
Remarks:

6. Doesthe OPP run the final roll-up report and verify that the receipt, plus or minus the price change
adjustment, equal s the transfer-out to the OOP?

Response: YES NO NA
Remarks:
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7. Areal RODs of $50.00 or less written-off as an inventory gain/loss?

Response: YES NO NA
Remarks:

8. Areall P& G source load RODs with a net dollar value less than $175.00 written-off as an inventory
gain/loss?

Response: YES NO NA
Remarks:

9. Areal RODs cleared within 40 calendar days?

Response: YES NO NA
Remarks:

10. Areall uncollected RODs over six month's old referred to DeCA's Chief Financial Officer for write-
off?

Response: YES NO NA
Remarks:

11. Doesthe OPP account for receipts not rolled-up and all uncleared RODs whenever aformal
inventory is taken?

Response: YES NO NA
Remarks:

Step 3: DeCA Interim Business System-Frequent Delivery System

Risk: Financial transactions posting incorrectly to the store inventory accounts. Insufficient payment or
collection for items received.

Control Obijective: Ensure all financia transactions process correctly for proper payment or collection of
resale items received.

Control Technique:

1. Ensurethat all shipment files (856s) are received.

A-6
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2. Ensure that the quantity of cases received is entered into DIBS-FDS against the correct Pull Number.
3. Ensure all RODS are reconciled with the distributors.

4. Ensure all RODS are accounted for, properly annotated on aVCM and processed correctly in the
financia system.

5. Ensure al RODS for $50.00 or less are written-off as an inventory gain/loss.

6. Ensure all discrepancies with items identified on the Auto Ship Vendor Reports are resolved.
7. Ensure al roll ups are processed in atimely manner.

Test Question:

1. Arethe quantity of cases received entered into the DIBS-FDS receiving module within 24 hours of
delivery.

Response: Yes NO NA
Remarks:

2. Arethe quantity of cases received entered into DIBS-FDS against the correct Pull Number?

Response: Yes NO NA
Remarks:

3. Are RODS reconciled with the distributors daily?

Response: Yes NO NA
Remarks:

4. Arethe RODS recorded on the VCM by pull number for each distributor?

Response: YES NO NA
Remarks:

5. If the VCM total for the two week period isaloss, wasaVCM (DIC 52T) processed in the financial
system?

Response: YES NO NA
Remarks:
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6. If the VCM totd for the two week period isagain, was areceipt (DIC 31A) processed against the
distributor PIIN and call number assigned from the Call Order Register assigned?

Response: YES NO NA
Remarks:

7. If thefina total of the VCM is $50.00 or less, was the ROD written off as an inventory adjustment
(gain or loss)?

Response: YES NO NA
Remarks:

8. Hasthe ACS accounting technician cleared discrepancies pertaining to the items listed on the Auto
Ship Vendor Report?

Response: YES NO NA
Remarks:

9. WasaFDS Pre-roll requested prior to running the roll up?

Response: YES NO NA
Remarks:

10. Wastheroll up runin atimely manner?

Response: YES NO NA
Remarks:

Step 4: Reports of Deposits

Risk: Salesare not accurately accounted for in the commissary account. Misappropriation of cash sales.
Control Objective: Ensure all cash sales are deposited daily to the commissary account.

Control Technique:

1. Ensure DD Form 707, SF 215 and DeCA Form 70-15 are prepared daily IAW DeCA 70-6.

2. Ensure deposits are made daily or next day or as soon as possible there after.

3. Ensure that food stamps are handled IAW DeCA 70-6.

4. Ensure DD Form 707 is faxed or scanned to the ACS daily for accountability in DIBS.

A-8
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5. Ensure grocery adjustment entries explain the differences between the clearing tapes and the amount
deposited on the DD Form 707.

6. Ensure the validated DD Form 707 and original SF 215 are faxed to DFAS-CO-FPS for accountability
of collection in STANFINS on day of deposit.

Test Question:
1. Arethe DD Form 707s, DeCA Form 70-15s, and the SF 215s prepared daily for each day's sale?

Response: YES NO NA
Remarks:

2. Aredeposits being made daily or by next day or as soon as possible there after?

Response: YES NO NA
Remarks:

3. Arethe DD Form 707s and SF 215s faxed to DFAS-CO-FPS and faxed or scanned to the Account
Control Section?

Response: YES NO NA
Remarks:

4. Arethe debit, credit and EBT end-of-day Batch Reports faxed to DFAS-CO-FPS with the DD Form
707?

Response: YES NO NA
Remarks:

5. Arefood stamps sorted by denomination and paper strapped in standard packages of 100 coupons?

Response: YES NO NA
Remarks:

6. IsaRetail Merchants Food Stamps Program Redemption Certificate, (USDA Form FNS-278B)
completed and submitted for each deposit?

Response: YES NO NA
Remarks:
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7. Isaseparate Deposit Ticket (SF 215) completed for each food stamp deposit?

Response: YES NO NA
Remarks:

8. When food stamp deposits are forwarded to a Federal Reserve Bank, local bank, or credit union, isthe
completed USDA Form FNS-278B and SF 215 included and a copy of the original SF 215 faxed to
DFAS-CO-FPS and the Accounts Control Section?

Response: YES NO NA
Remarks:

9. Are cash sales (DIC 51R) entered into the DIBS, and transmitted daily?

Response: YES NO NA
Remarks:

10. Arethe document numbers reflected on the DD Form 707 comprised of the store DODAAC (6
positions), Julian date (4 positions) and serial number (4 positions)?

Response: YES NO NA
Remarks:

11. Arethefollowing serial numbers being used on DD Form 707 for cash sales - Grocery 5501, Meat
5502, Produce 5503?

Response: YES NO NA
Remarks:

12. Do the grocery adjustments explain the difference between the clearing tapes and the amount
deposited?

Response: YES NO NA
Remarks:

Step 5: Charge Sales

Risk: Improper use of controls may cause losses to the stock fund.

A-10
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Control Objective: Ensure accounts due to the Government are collected IAW Debt Collection Act of
1982.

Control Technique:

1. DeCA Form 70-9 (Notice of Delegation of Authority-Receipt for Supplies) lists authorized charge
sales purchasers.

2. DeCA Form 70-20 (Subsistence Request for Issue or Turn-in) petty cash voucher records the item and
the quantity desired for a charge sale.

3. DeCA Form 70-14 (Document Log) records the control number given to DeCA Form 70-20 for the
charge sdle.

4. DeCA Form 40-52 (Document Input Transmittal) lists the documents being sent and input to the
business system daily.

5. Ensure charge sales are blocked and processed daily |AW prescribed procedures.
6. Ensure appropriate action is taken timely on all delinquent accounts receivable.
7. Ensure approval has been obtained for participation in WIC Program.

Test Question:

1. Isrequest for an organization/activity authorized to make purchases on a charge sales basis at
OCONUS commissaries submitted to the region for approval and establishment of an account?

Response: YES NO NA
Remarks:

2. Isresponse for APC and customer number for a new charge sale customer timely?

Response: YES NO NA
Remarks:

3. Arethe APC/customer number for each charge sale customer |oaded in the applicable business
systems?

Response: YES NO NA
Remarks:

4. Isthe DeCA Form 70-20 (Submission Request for Issue or Turn-In) verified by the OCO that it is
properly filled out (for bulk purchases) and that the requestor is listed as authorized?

Response: YES NO NA
Remarks:

A-11
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5. Are NAF and AF representatives purchases rung through the cash register in the same manner (live
mode) as other cash sales?

Response: YES NO NA
Remarks:

6. When a NAF or AF representative elects to pay for their purchase by credit card is the OCO
determining if the card isvalid?

Response: YES NO NA
Remarks:

7. When a cardholder requests a credit card refund for returned or exchanged items, is the OSO verifying
that the merchandise was originally purchased at the commissary? |sthe commissary officer or
designated person signing the credit slip authorizing/approving the credit?

Response: YES NO NA
Remarks:

8. Are CONUS stores processing NAF or AF customer as charge sales?

Response: YES NO NA
Remarks:

9. Are OCONUS stores implemented with POS-M processing NAF or AF customers as charge sales?

Response: YES NO NA
Remarks:

10. Are charge sales blocked and transmitted daily?

Response: YES NO NA
Remarks:

11. Are WIC vouchers processed |AW the State agreement for reimbursement?

Response: YES NO NA
Remarks:

A-12
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Step 6: Dishonored Checks

Risk: Increased write offs (losses) to the Stock Fund Account will result due to unredeemed dishonored
checks.

Control Objective: Maximize the recovery of funds resulting from dishonored checks.
Control Technique:
1. Ensure that dishonored checks are being reviewed for collection action.

2. Ensure that photocopy of dishonored checksis provided to DFAS-CO to debit the appropriate Defense
Working Capital Fund resale commissary stock account.

3. Prepare aDeCA Form 70-6 (Collection Data on Dishonored Checks) for each check writer to record
notification action for each dishonored check received.

4. Ensure checks are logged in on Dishonored Check Register, DeCA Form 70-53.
5. Ensure appropriate action is taken to obtain restitution for the dishonored check.

6. Ensure responsible area is receiving/maintaining the validated Fl receipt for dishonored check
redeemed at the FI.

7. Ensure accountability is being maintained in the NCR or POS-M system for the dollar amount loans for
redeemed checks.

Test Question:
1. Aredishonored checks received directly from the FI and DFAS-CO?

Response: YES NO NA
Remarks:

2. Aredishonored checks received directly from the FI and DFAS-CO recorded on DeCA Form 70-53
(Dishonored Check Register)?

Response: YES NO NA
Remarks:

3. If dishonored checks are received from Fl, is a copy of the Debit VVoucher, and photocopy of the
front/back of the dishonored checks sent to DFAS-CO-FPS?

Response: YES NO NA
Remarks:
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4. |sthe proper patron notification being made and recorded on DeCA Form 70-16 (Collection Data on
Dishonored Checks)?

Response: YES NO NA
Remarks:

5. IsDeCA Form 70-16 completed IAW DeCA 70-6 and forwarded to DFAS-CO on the status of the
collection action when restitution has not been made after 30/90 days?

Response: YES NO NA
Remarks:

6. When patron makes full restitution, is patron provided a copy of the DeCA Form 70-16 and the
dishonored check?

Response: YES NO NA
Remarks:

7. When adishonored check is redeemed at a Fl, is the loan redemption amount recorded on the DD Form
707?

Response: YES NO NA
Remarks:

8. Upon restitution, isa DD Form 1131 and SF 215 prepared and faxed to DFAS-CO, on the day of
deposit?

Response: YES NO NA
Remarks:

9. Upon restitution of the dishonored check under the Re-engineered Dishonored Check process, isthe
redeemed amount recorded on the Report of Deposit?

Response: YES NO__ NA
Remarks:

10. Isthe responsible area maintaining the validated copies of the FI receipts for redeemed dishonored
checks at the FI?

A-14
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Response: YES NO NA
Remarks:

11. Isaccountability for the dollar amount of loans for dishonored check redeemed at a FI maintained in
the POS system or POS-M system?

Response: YES NO NA
Remarks:

Step 7: Coupons

Risk: Improper controls and procedures for Merchandise Coupon Program causes loss or
misappropriation of negotiable items.

Control Obijective: Ensure that correct procedures are followed and that coupons are secured and
accounted for IAW normal cash handling procedures until mailing to the redemption contractor or
provided to route salesman.

Control Technique:
1. Ensure the CSD summarizes coupons received daily on DeCA Form 70-3 by cashier number, total

number of coupons per cashier, and total dollar value. Number and dollar value should equal amount
reflected on DD Form 707.

2. Ensure the CSD packages total coupons for the day are placed in a paper or plastic bag, dated and
stored in vault or safe.

3. Shipments must not exceed $20,000 in value. Coupons must be shipped at least twice monthly.
Different months must not be co-mingled. Each shipment will consist of a single box, i.e. multiple boxes
for a coupon cut-off is not permitted. Prepare DeCA Form 70-3 (Commissary/Contractor Transmittal)
with a properly assigned sequential transmittal number to accompany coupons, placing a copy in each
box, and mail to the coupon redemption contractor.

4. Retain the PS Form 3817 (Certificate of Mailing) or proof of shipment documentation by commercial
shipping service and attach it to the file copy of DeCA Form 70-3 to substantiate any loss in transit.

5. Forward a copy of DeCA Form 70-3 to the ARBU/Coupon Redemption Branch

6. Record local coupons on adaily log and issue to sales representative on a hand receipt until money is
received.

Test Question:
1. Areall merchandise coupons received at the register accounted for?

Response: YES NO NA
Remarks:
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2. Doesthe DD Form 707 coupon total (lesslocal coupons) reconcile with the total on DeCA Form 70-3
included in the shipment?

Response: YES NO NA
Remarks:

3. IsDeCA Form 70-3 (Commissary/Contractor Transmittal) included in each box of coupon shipment to
the redemption contractor?

Response: YES NO NA
Remarks:

4. Isacopy of the DeCA Form 70-3 submitted to the ARBU/Coupon Redemption Branch when each
shipment is made?

Response: YES NO NA
Remarks:

5. Are coupons being shipped timely, i.e. at least twice monthly, months not co-mingled, value does not
exceed $20,000, and not in multiple boxes per shipment?

Response: YES NO NA
Remarks:

6. Isthe box used to ship coupons an appropriate sized box?

Response: YES NO NA
Remarks:

7. Arereceiptsfrom loca coupons properly accounted for?

Response: YES NO NA
Remarks:

8. Are coupons properly safeguarded until shipment?

Response: YES NO NA
Remarks:
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Step 8: Vendor Credit Memorandum (VCM)
Risk: Delayed processing of VCMs precludes timely receipt of funds due the U.S. Government.

Control Objective: To ensuretimely processing of documents which result in revenue to the
Government.

Control Technique:

1. Review DeCA Form 70-11 (Vendor Credit Document Log) to ensure that VCMs are processed daily.
2. Ensurethat al checksreceived are processed daily IAW DECAD 70-6.

3. Ensurethat VCM transaction is blocked and transmitted daily.

Test Question:

1. Isthe Vendor Credit Memo (DeCA Form 70-10) generated/signed by the designated manufacturer or
broker and signed by the commissary officer/authorized representative?

Response: YES NO NA
Remarks:

2. Isthe VCM serial number obtained posted to the Vendor Credit Document Log (DeCA Form 70-11)?

Response: YES NO NA
Remarks:

3. Are VCMs grouped by department and a separate block number assigned?

Response: YES NO NA
Remarks:

4. Isthe block number assigned generated by the business system?

Response: YES NO NA
Remarks:

5. Are VCM's entered into applicable business system and transmitted daily?

Response: YES NO NA
Remarks:
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6. If acheck is presented with the VCM, do you prepared a DD Form 1131, SF 215 and deposit to the
bank/FAO?

Response: YES NO NA
Remarks:

7. Isacopy of the DD Form 1131/SF215 sent to DFAS-CO?

Response: YES NO NA
Remarks:

8. When a check is not received with the VCM, is the vendor paying for the VCM by cash or credit card?

Response: YES NO NA
Remarks:

9. When a sales representative elects to pay for aVCM by credit card, is the OCO determining if the card
isvdid?

Response: YES NO NA
Remarks:

10. When a sales representative requests credit card refund for over payments of aVCM, isthe OCO
assuring the sales representative is entitled to the refund? Is a new DeCA Form 70-10 being completed?

Response: YES NO NA
Remarks:

11. If acredit card is presented for payment of the VCM, is the OCO preparing a DD Form 1131, listing
each vendor's total credit card amount for that day's business?

Response: YES NO NA
Remarks:

12. Isthe OCO forwarding a copy of the DD Form 1131, Cash Collection Voucher (reporting VCM
payments by credit card) to their ACS?

Response: YES NO NA
Remarks:
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13. Isthe OCO ensuring VCM's paid with a credit card are not being included as sales on the DD Form
707?

Response: YES NO NA
Remarks:

14. For overseas VCMs, are the APCs/customers |oaded into the applicable business system?

Response: YES NO NA
Remarks:

Step 9: Fat and Bones Sales
Risk: Improper use of controls may cause losses to the stock fund.

Control Objective: Ensure amounts due to the Government are collected AW the Debt Collection Act
of 1982.

Control Technique:
1. Ensure contract is established with the DRMO for the sale of fat and bones.

2. Ensure that the fat and bones turned over to the DRMO contractor are listed on DLA Form 1367
(Shipment Receipt/Delivery Pass) and DeCA Form 70-20 (Subsistence Request for Issue or Turn-In).

3. Ensurethat at the end of the month the weight tickets and the DLA Form 1367 are forward to the local
DRMO.

4. Ensure that the transactions are assigned a document number, blocked and processed into applicable
business system as DIC 52Q for 100 per cent of the extended price.

5. Ensure that the ACS hasfiled DLA Form 1367, DeCA Form 70-20 and a copy of the weight tickets
with the extended price.

Test Question:

1. Hasacontract been established with the DRMO for the sale of fat and bones?

Response: YES NO NA
Remarks:

2. Arethe fat and bones turned over to the DRMO contractor listed on the DLA Form 1367 and DeCA
Form 70-20?
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Response: YES NO NA
Remarks:

3. At the end of the month, are the DLA Form 1367 and weight tickets forwarded to the DRMO?

Response: YES NO NA
Remarks:

4. Arethe fat and bones transactions for the period assigned a document number, blocked and processed
into the applicable business system or DIC 52Q for the 100 percent of the extended vaue.

Response: YES NO NA
Remarks:

5. Arethe DeCA Form 70-61, DeCA Form 70-20 and a copy of the weight tickets with the extended
price on file a the ACS?

Response: Yes NO NA
Remarks:

Step 10: Call Order Register - Manua

Risk: Duplication of call numbers may occur for orders that are not assigned through an automated
system.

Control Objective: To eliminate duplication of call numbers and to ensure orders are received against
assigned call numbers.

Control Technique:

1. Ensure call numbers are assigned and dollar amount of the order for orders placed off-line against
ROA's, BPA's, or IDTC's.

2. Ensure that the date the merchandise is received and the dollar amount of the merchandise received is
recorded on the Call Order Register against the appropriate call number.

Test Question:
1. Hasacall number been assigned and recorded on the Call Order Register for an off-line order?

Response: YES NO NA
Remarks:
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2. When the order is received, is the date and dollar amount of the merchandise received recorded against
the appropriate call number?

Response: YES NO NA
Remarks:

Step 11: Document Log
Risk: Documents lost adversely affect the commissary account.

Control Objective: Ensure al documents which affect the commissary account are controlled.
Control Technique:

1. DeCA Form 70-14 (Document Log) controls all documents received from other sources or created at
the commissary or CDC level.

2. Maintain DeCA Form 70-14 on adaily basis and close out when the documentation is processed.
3. Ensure Document Log isreconciled daily with the SAL.

4. Assign al transactions, BPA/BDO/RTCs, a document number.

Test Question:

1. Isthe Document Log (DeCA Form 70-14) being maintained for each business day for controlling all
documents received from other sources or created at the commissary or CDC level ?

Response: YES NO NA
Remarks:

2. Isthe Document Log maintained daily and closed out when the documentation is processed?

Response: YES NO NA
Remarks:

3. Isthe Document Log reconciled daily to the SAL?

Response: YES NO NA
Remarks:

4. Are document numbers assigned IAW DeCA Directive 70-6?

Response: YES NO NA
Remarks:
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5. Arethe daily document logs maintained in a 3-ring notebook binder or in the imaging system as
applicable?

Response: YES NO NA
Remarks:

6. Isthe supervisory accounting technician/clerk reviewing the Document Log on a weekly basis?

Response: YES NO NA
Remarks:

7. All entrees in the Document Log must be closed out. Entry will normally be complete when
documentation is processed and filed. When the documentation is not forwarded, is an explanation made
next to the entry?

Response: YES NO NA
Remarks:

Step 12: Financial Correction and Reversals

Risk: Incorrect processing of financial corrections and reversals will create inventory balances to be
over/under stated.

Control Objective: To ensure al financial corrections and reversals are processed effectively and in a
timely manner.

Control Technique:

1. Prepare aDeCA Form 70-88, Financial Transactions Corrections, for corrections to receipts or vendor
credit memos.

2. Prepare aDeCA Form 70-88, Financial Transaction Correction Form, for al DIBS and AIMS
transactions.

3. DeCA Form 70-88, Financia Transactions Corrections, also functions as the transmittal |etter for
those corrections sent to the ARBU for processing.

4. The person preparing the correction should sign the correction form.

5. Financial corrections made by the ARBU must be annotated on the SBCJ.

Test Questions:

1. IsDeCA Form 70-88 being used to make corrections for all receipts and VCMs?
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Response: YES NO NA
Remarks:

2. IsDeCA Form 70-88 being used to make corrections to all DIBS and AIMS transactions.
Response: YES NO NA
Remarks:

3. Is DeCA Form 70-88, Financial Transactions Corrections, used as the transmittal letter for those
corrections sent to the ARBU for processing.

Response: YES NO NA
Remarks:

4. Isthe person preparing the correction signing the form?

Response: YES NO NA
Remarks:

5. Are financia corrections processed by the ACS, OPP,ARBU and/or MBU-BPRU annotated on the
SBCJ?

Response: YES NO NA
Remarks:

Step 13: Delivery Ticket Invoicing

Risk: Improper receiving and recording of a delivery ticket used as an invoice for payment purposes
could lead to an erroneous payment.

Control Objective: Ensurethat the DTI record is accurate and that data is entered timely into DIBS for
payment purpose.
Control Technique:

1. Ensure that within the DTI process, systemic or hard copy, data elements are present for a proper
invoice.

2. Ensure that an invoice number is present or system generated, according to procedure, for processing
DTI.

3. Ensurethat DSD deliveries are received by item and quantity.
4. Ensure that discrepancies are resolved immediately.
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5. Ensure that distributor verification and acknowledgment of deliveriesis performed timely for FDS
deliveries.

6. Ensure that rollups, both DSD and FDS, are process timely to prevent delayed payment of the DTI.

7. Ensurethat DTIsfor individual deliveries are input timely and verification of the original datato the
Summary Audit Log is performed.

8. Ensure DTIs are properly certified on the DTI Certification Letter, DeCA Form 70-52.
9. Ensurethat the DTI certifier has been issued proper authority from DFAS-CO.

Test Question:

1. Are dataelementsfor a proper invoice present and accurate?

Response: YES NO NA
Remarks:

2. Isaninvoice number present or generated for each DTI?

Response: YES NO NA
Remarks:
3. Are DSD deliveries item received by quantify?

Response: YES NO NA
Remarks:

4. Are discrepancies resolved timely with the vendor/distributor?

Response: YES NO NA
Remarks:

5. For FDS, are shipping files acknowledged by the distributor by the end of the rollup period?

Response: YES NO NA
Remarks:

6. Arerollups processed timely to prevent delay of payment?

Response: YES NO NA
Remarks:
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7. AreDTI original receipt amounts verified to the SAL for accuracy?

Response: YES NO NA
Remarks:

8. AreDTlIs properly certified on the DTI Certification Letter, DeCA Form 70-52?

Response: YES NO NA
Remarks:

9. Doesthe DTI certifier have written authority from DFAS-CO to certify the DTI for payment?

Response: YES NO NA
Remarks:

Step 14: Commissary Change Fund

Risk: Incorrect recording of change fund increase/decrease on the Report of Deposits, DD Form 707,
will result in invalid sales amount and daily deposit reported.

Control Objective: To ensure the correct recording of changes to the Change Fund Line on the DD
Form 707.

Control Technique:
1. Prepare DD Form 707 in accordance with procedures provided in DeCAD 70-6, Chapter 30.

2. Perform change fund verification in accordance with procedures provided in DeCAD 70-6, Chapter
30.

3. Transmit all correction letters on Transmittal.

4. Copy of DD Form 707 with Change Fund impact must be provided to DFAS-CO and the Region
Resource Manager.

Test Questions:
1. Are DD Forms 707 with change fund increase/decrease properly annotated and computed?

Response: YES NO NA
Remarks:
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2. Isthe change fund charged to the WCF resale appropriation?

Response: YES NO NA
Remarks:

3. Isthe Resource Manager approving requests for change to the change fund?

Response: YES NO NA
Remarks:

4. Are unannounced change fund verifications performed at least quarterly?

Response: YES NO NA
Remarks:

5. Arethere written delegation of authority for change fund custodians on file?

Response: YES NO NA
Remarks:

6. Are copies of the Change Fund Verification Report on file?

Response: YES NO NA
Remarks:

7. Isthe Change Fund secured IAW DeCAD 30-18?

Response: YES NO NA
Remarks:
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ACSS
AF
AFDC
AIMS
ALC
APC
ARBU
ASAC
BDO
BPA
BPRU
CCH
CDC
CIN
CSC
CSD
DeCA
DFAS-CO
DIBS

Appendix B
ACRONYMS

Accounts Control Support System
Appropriated Funded Activities

Aid to Families with Dependent Children
Accounting and Inventory Management System
Agency Location Code

Account Processing Code

Analysis and Reconciliation Business Unit
Automated System for Army Commissaries
Blanket Delivery Order

Blanket Purchase Agreement

Bill Paying Research Unit

Coupon Clearing House

Central Distribution Center

Cash-Link Identification Number
Commissary Support Clerk

Customer Service Department

Defense Commissary Agency
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Defense Finance and Accounting Service-Columbus Center

DeCA Interim Business System

DIBS-DOORS DeCA Overseas Ordering and Receiving System

DIBS-FDS
DO
DODAAC
DSCP
DSD

DSO
DSSN
DWCF
EBT

EDI

EFT

FAO

FCS

FDS
FF&V

FI

FOA

FRB
ICCO
IDTC
MBU
MILSTRIP
MOU
MSC
MSC

NAF

DeCA Interim Business System-Frequent Delivery System

Disbursing Order

Department of Defense Activity Address Code
Defense Supply Center Philadelphia

Direct Store Delivery

Defense Subsistence Office

Disbursing Station Symbol Number
Defense Working Capital Fund

Electronic Benefits Transfer

Electronic Data Interchange

Electronic Funds Transfer

Financial and Accounting Office
Department of Food and Consumer Service
Frequent Delivery System

Fresh Fruit and Vegetables

Financial Institution

Field Operating Activity

Federal Reserve Bank

Installation Check Control Officer
Indefinite Delivery Type Contract
Marketing Business Unit

Military Standard Requisitioning and Issue Procedures
Memorandum of Understanding
Management Support Center

Management Support Center
Nonappropriated Funded Activities
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NCR
NSF
OCO
OOP
OPP
PAI
PDED
PIIN
PLU
POS
POS-M
RM
RO
ROA
ROD
ROR
SAL
SAVES
SBCJ
SRD-1
SSN
STANFINS
TL
UPC
USDA
VAN
VCM
VPR
VRGC
WIC

Appendix B (continue)

ACRONYMS

National Cash Register
Non-Sufficient Fund Check
Office of the Commissary Officer
Overseas Ordering Point

Order Processing Point

Price Adjustment Inventory
Portable Data Entry Device
Procurement Instrument Identification Number
Price Lookup Report

Point of Sale

Point of Sale-Modernization
Resource Manager

Record of Operations

Resale Ordering Agreement
Report of Discrepancy
Requisition/Order/Receipt
Summary Audit Log

Standard Automated Voucher Examination System

Store Block Control Journal
STANFINS Redesign System

Social Security Number

Standard Financial System
Transmittal Letter

Universal Product Code

United States Department of Agriculture
Value Added Network

Vendor Credit Memo

Voluntary Price Reduction

Voucher Register and General Control
Women’s, Infants and Children
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